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BARD ADMINISTRATION AND PATRON SUPPORT GUIDELINES

This document walks you through the process of preparing your library to assume responsibility for BARD administration and patron support.  It describes actions that you are required to undertake as part of this process. 
The document is broken down into 30 steps: steps 1–14 deal with preparing for staff training (takes approximately two weeks to complete); steps 15–18 with training your staff (takes approximately two weeks to complete); and steps 19–30 (takes approximately two weeks to complete) with the transition of administration and patron-support responsibilities from NLS to your library.
Please read the document in its entirety before proceeding with step 1.

If you have problems with any of the actions in any of the steps below, send technical questions to David Whittall at dwhit@loc.gov  (CC: Michael Martys at mmartys@loc.gov ) and all other questions to Vickie Collins at vcol@loc.gov.
 
A summary of the steps are:

Preparing for staff training

Step 1:
Review BARD training materials.
Step 2:
Apply for a “BARD practice” account.

Step 3:
Notify NLS of the name of your BARD library administrator.
Step 4:
Log in to “BARD practice” web site.
Step 5:
Set up a “BARD practice” e-mail.
Step 6:
Designate staff roles for processing applications.
Step 7:
Staff review of training materials.
Step 8:
Establish plans to arrange a link from your web site to BARD.
Step 9:
Direct appropriate staff to apply for “BARD practice” accounts.
Step 10:
Select an approval process for your library.
Step 11:
Approve your staff applications in “BARD practice”. 
Step 12:
Establish “BARD practice” e-mail for library staff.
Step 13:
Develop a library training checklist.
Step 14:
Establish “BARD practice” accounts using fictitious patron including Institution profiles.
Step 15:
Begin staff training.

Training your staff

Step 16:
Practice transferring patrons using the NLST transfer library.
Step 17:
Monitor staff progress. 

Step 18:
Verify staff skills.

Transition of responsibilities

Step 19:
Verify library readiness.
Step 20:
Verify staff accounts on the official BARD web site.
Step 21:
Verify your own web site’s link to BARD.
Step 22:
Verify your library’s branding information.
Step 23:
Declare in writing to NLS your library’s readiness.
Step 24:
NLS will confirm the cut-over date.
Step 25:
Acknowledge the cut-over date.
Step 26:
Prepare for the transition from NLS to your library.
Step 27:
Elevate staff accounts on the official BARD web site.

Step 28:
Send e-mail notification to BARD patrons.

Step 29:
Verify list of BARD patrons.

Step 30:    Process all BARD applications for your library.
The detailed information for each step is listed below.

Preparing for staff training

Step 1:
Review the BARD training materials at:

https://nlsbardpractice.loc.gov/nlsbardpractice/LOC_02/LOC_02.html
At a minimum, you must read all of the top-level training pages. 

Please review the BARD administration and patron support service level agreement at:

https://nlsbardpractice.loc.gov/nlsbardpractice/LOC_02/SLA.html
Pay particular attention to the descriptions of responsibilities. You must choose staff members who are capable of handling the responsibility to which they are assigned.
Step 2:
Apply for a “BARD practice” account at:
https://nlsbardpractice.loc.gov/nlsbardpractice/XXXX/ApplicationInstructions.html 
Where XXXX is your library code (for example, MO1A).

You must obtain an account on the “BARD practice” web site. You will use your “BARD practice “account to set up the rest of your library staff members on this site.  

Please note that the “BARD practice” web site, by default, does not send e-mail messages (this topic is covered in the training materials).
Step 3:
Notify NLS of the name of your BARD library administrator.
Please send an e-mail to dwhit@loc.gov (cc: vcol@loc.gov and mmartys@loc.gov) indicating that you have applied.

NLS automation staff will approve your application, elevate your practice account privileges to that of a BARD library administrator, and send you e-mail letting you know that this has been completed.

Step 4:
Log in to “BARD practice” web site at:
https://nlsbardpractice.loc.gov.
Verify that once logged in, you have access to the “Administration page” link at the bottom of the web page. This link signifies that your account privilege level is correct.

Step 5:
Set up a “BARD practice” e-mail.
Set up your “BARD practice” account so that you can receive e-mail from “BARD practice” on your computer. The instructions to do this are in the training materials:

https://nlsbardpractice.loc.gov/nlsbardpractice/LOC_02/LOC_02_BARDpractice.html
Step 6:
Designate staff roles for processing applications.
Select the library staff members that will be responsible for BARD administration and patron support. Once selected provide a privilege level list to David, dwhit@loc.gov and Angela Hendrix, anhe@loc.gov .
Staff members who will be participating in administration must have the following prerequisite skills:

· Know how to send and receive e-mail

· Know how to use a web browser
Staff members who will be participating in patron support must have the additional prerequisite skills:

· Know how to download a file from a web site

· Know how to find the file that was downloaded from a web site onto their computer

· Know how to unzip a file

· Be familiar with how screen readers and other assistive technology devices work (especially, how a patron navigates through a web page without using a mouse)

It is advisable for the appropriate staff member to have some familiarity with Apple OS X (Macintosh) computers as a small percentage of BARD patrons use these types of computers.
You will be able to add additional staff members at any time.

Step 7:
Staff review of training materials.
To become familiar with the BARD training materials staff members who will be participating in staff training should be directed to:

https://nlsbardpractice.loc.gov/nlsbardpractice/LOC_02/LOC_02.html
Step 8:
Establish plans to arrange a link from your web site to BARD.
Each library is expected to provide a link to BARD from the library’s own web page. There is no link to BARD from any of the NLS web pages. 
Step 9:
Direct appropriate staff to apply for “BARD practice” accounts.

https://nlsbardpractice.loc.gov   
Staff must apply for BARD accounts in a specific manner that is outlined on the following web page:

https://nlsbardpractice.loc.gov/nlsbardpractice/LOC_02/LOC_02_Gettingstarted.html
Step 10:
Select an approval process for your library.
Before you can approve the “BARD practice” accounts for your staff members, you must decide if your library will use a one-step application-approval process or a two-step approval process. Your choice will dictate how you set up your library staff accounts.
The difference between the one- and two-step approval processes is covered in the BARD training materials at:
https://nlsbardpractice.loc.gov/nlsbardpractice/LOC_02/LOC_02_StatsandTransfers.html
In a one-step process, one staff member evaluates each new application, decides upon an action (such as approval), updates the CMLS ID, and has BARD execute the action (approve and process the application). 
In a two-step process, one staff members evaluates a new application and recommends an action (such as approval) and enters in the CMLS ID for that patron in BARD. A second staff member then verifies the work done by the first staff member and, if correct, has BARD execute the action (BARD executes the steps to process the application). A correct CMLS ID is essential for accurate statistics and has-had records, and the two-step process allows a review of this critical piece of information.
The one-step process is faster than the two-step process, but there is a greater chance for errors. 
If using a one-step process, all library staff members will have a privilege level of “library reviewer.” In a two-step process, some library staff members will be given the privilege level of “library verifier” (used for step one in the two step process) and some will be “library reviewer” (used for step two).
NLS currently uses the two-step process for all applications it processes.
Step 11:
Approve your staff applications in “BARD practice”. Adjust their account privileges based on your one-step or two-step decision.

BARD staff accounts must be processed in a specific manner that is outlined in the following web page:

https://nlsbardpractice.loc.gov/nlsbardpractice/LOC_02/LOC_02_Gettingstarted.html
Step 12:
Establish “BARD practice” e-mail for library staff.
Each staff member should set up his “BARD practice” account so that he can receive e-mail from “BARD practice”.  

The instructions to do this are in the training materials at:

https://nlsbardpractice.loc.gov/nlsbardpractice/LOC_02/LOC_02_BARDpractice.html
Step 13:
Develop a library training checklist.
At this point, all library staff member “BARD practice” accounts should have been set up. Staff members can now use the “BARD practice” site to begin developing their skills.

Each staff member must be able to handle the responsibilities outlined in the training materials. The BARD library administrator has the responsibility of ensuring that staff members are properly trained. 
The design and implementation of the training program is left to the BARD library administrator. 
One suggestion is to create a training checklist for each staff member from the responsibilities list. (A sample checklist can be found at the end of this document.)
For example, one of the responsibilities is to be able to reset the password of a BARD account. All staff members should demonstrate their abilities to handle this responsibility by actually resetting the password of an account on “BARD practice”. This would be a step in the checklist.
Step 14:
Establish “BARD practice” accounts using fictitious patron profiles.
You will need to create practice accounts to support training activities on “BARD practice”.
The ““BARD practice” ” web site already has a number of “practice” accounts that have been previously set up for training purposes. These practice accounts can be seen by examining all the accounts that are currently assigned to your library in “BARD practice”.
These practice accounts are to be considered to be the “property” of the library. They can be used for any training purpose the library deems appropriate, such as resetting passwords.  

There are no limits to the creation of practice accounts. For example, several practice accounts will be needed in order to perform exercises related to account approval and transfers.  
Each staff member may wish to establish a number of practice accounts.  In order to keep track of practice accounts, you may wish to use a standardized naming convention, e.g., person abcd@mylibrary.state.us might create practice accounts using the following convention: abcd_1@mylibrary.state.us, abcd_2@mylibrary.state.us, and so on.  
Training your staff

Step 15:
Begin staff training

Having staff members pair up and use role playing is a beneficial approach to training. In this approach, one staff member pretends to be a patron who is having problems (such as not knowing how to log in to BARD). The other staff member would attempt to resolve the problems. The staff members would reverse roles. 
Step 16:
Practice transferring patrons.
In order for staff to practice transferring patron account to and from your library, you will need another library to act as the gaining/losing library.
The fictitious library, NLST, has been set up in “BARD practice” for this purpose. Angela Hendrix (anhe@loc.gov) will monitor this special library code. 

Important: Your staff can transfer a patron to NLST to practice a transfer. Angela will accept the staff member, and then transfer that person back to your library. This will allow your staff to practice the receipt of an incoming transfer.

Step 17:
Monitor staff training as they progress through BARD training. 

If you or your staff has problems with any aspect of training, send a message to dwhit@loc.gov  and cc: vcol@loc.gov  describing the problem in detail.

 

Step 18:
Verify staff skills.
After the library staff members have had a chance to work through the training materials and practice their skills, the BARD library administrator (you) must verify that staff have acquired the necessary skills to allow them to completely handle the responsibilities identified in the BARD training materials.
Transitions of responsibilities
Step 19:
Verify library readiness.
Verify that your library can comply with the BARD service level agreement, which can be accessed at the following web page: 
https://nlsbardpractice.loc.gov/nlsbardpractice/LOC_02/SLA.html
Step 20:
Verify staff accounts on the official BARD web site.
If staff members do not have an account on the official site, have them apply 

Step 21:
Verify your own web site’s link to BARD.
Verify that you have completed any necessary changes to link your web site to BARD.

Step 22:
Verify your library’s branding information.
Verify that your “BARD practice” branding is correct, including all phone numbers and contact information. This information will be used on official BARD following the transition.

Step 23:
Declare in writing to NLS your library’s readiness.
Send a memorandum to dwhit@loc.gov and cc: vcol@loc.gov and anhe@loc.gov indicating that your library is ready to assume BARD administrative and patron-support responsibilities. By sending this communication you are indicating that:

· You understand the BARD administration and patron-support responsibilities and expectations

· Your staff have mastered the training materials

· You have taken the necessary steps to link to the BARD web site from your library’s web site
· Provide the text of the notification e-mail you plan to send to BARD patrons. Be certain to inform patrons to alert them about the date of change and the branding.
· List the library staff members who will be performing BARD duties. For each person list their name, title, BARD privilege level, telephone number, and e-mail address.

· If you represent a regional library and the regional library will be handling BARD administration for one or more subregional libraries, list the subregionals for which you will be handling BARD administration. List any special regional-subregional permission requirements.

To review regional and subregional permission relationships see the following web pages: Subregional handle their own patrons or Regional handle Subregional libraries.
E-mail questions regarding regional-subregional permission requirements to David Whittall at dwhit@loc.gov and Angela Hendrix, anhe@loc.gov .
URL to the Sample letter (right click mouse on URL below, and click open hyperlink) nlsbardpractice.loc.gov/LOC_02/LOC_02_sampleletter.html 
As part of that memo to NLS, please indicant several possible dates for NLS to shift responsibility for BARD to your library.
Step 24:
NLS will confirm the cut-over date

Your intent to assume administration and patron support responsibilities will be acknowledged by a letter from the director of NLS. 

This letter will be sent to the regional librarian, the BARD library administrator, and the state librarian or appropriate administrative authority.
This letter will confirm the agreed-upon cut-over date. 
Step 25:
Acknowledge the cut-over date
The electronic acknowledgement letter must be sent to Angela Hendrix anhe@loc.gov; David Whittall dwhit@loc.gov and Vickie Collins vcol@loc.gov. This is required for the cut-over to occur.  By acknowledging the letter you are indicating that:

· Your staff have mastered the training materials

· You have taken the necessary steps to link to the BARD web site from your library’s web site

· You understand the BARD administration responsibilities and expectations

· You are prepared to assume BARD administration responsibilities on the cut-over date
· It also will list the library staff members who will be supporting BARD and their telephone and e-mail contact information.

The BARD library administrator and the regional librarian must acknowledge the NLS confirmation letter at least two (2) business days before the agreed cut-over date. If the acknowledgement is not received 2 days before the cut-over date, the cut-over date will have to be rescheduled.
Step 26:
Prepare for the transition from NLS to your library.
Upon receipt and acknowledgement of the memo, NLS will prepare for the transition of administration responsibilities from NLS to your library. 

NLS staff will immediately adjust the privilege level of the BARD library administrator on the official BARD web site.  NLS will e-mail the BARD library administrator informing him or her of this fact.
NLS staff will cease performing administration functions for your library’s patrons on the agreed-upon date.
NLS staff members will alert the BARD technical support team that first-level support for your patrons is now being carried out by your library. They will expect to see forwarded support requests from your library staff and to handle support issues that cannot be solved at your library.

Step 27:
Elevate staff accounts on the official BARD web site 24-48 hours prior to transaction.
The BARD library administrator must elevate the BARD account privileges of all library staff members prior to the effective date.
Step 28:   Send e-mail notification to all BARD patrons. 
When network staff members have had privilege levels upgraded in the official BARD site, create an e-mail list of all current BARD patrons.

The instructions to do this and a sample communication are in the training materials at: https://nlsbardpractice.loc.gov/nlsbardpractice/LOC_02/LOC_02_sendemailnotification.html
Use this list to notify users of the time and date that branding for your region will change. 

Inform the patrons that the library will be their first contact for technical support. Include contact information: telephone number, e-mail, library’s web address and the new bookmark for BARD.


Step 29:   Verify the list of BARD patrons.
Verify the list of BARD patrons before you “go live” to confirm they match your circulation system’s records and CMLS. Be certain that the DDB9 has been added for all active BARD accounts. If this has not been done regularly, additional time may be required for this step.
Statistical reporting is linked directly to the CMLS ID so accuracy is critical to receive the correct circulation and has had data. 
DDB9 is especially important in the local records for “BARD only” patrons in order to maintain “active” status even is the patron is not receiving any other services from the library.

BARD patrons must be verified as outlined in the following web page:

https://nlsbardpractice.loc.gov/nlsbardpractice/LOC_02/LOC_02_verifylist ofpatrons.html 



Step 30:
Process all BARD applications for your library and begin BARD administration and patron support.
On the effective date, NLS will activate branding for your library and stop processing account applications for your library. At this point your library has assumed responsibility for BARD administration and patron support.
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