Metropolitan Library System

X-Change Minutes

Date: February 20, 2012

Location: Capitol Hill Library

Those in Attendance:
Lynda Bahr, Julie Ballou, Kay Bauman, Barbara Beasley, Janet Brooks,
Rosemary Czarski, Kellie Delaney, LaVetta Dent, Priscilla Doss, Anne Fischer,
Jana Hausburg, Lori Hedin, Kelley Hoffman, Heidi Johnson, Melody Kellogg, Chris
Kennedy, Lloyd Lovely, Karen Marriott, Karen Marriott, Candace McDaniel,
Donna Morris, Todd Olberding, Michael Owens, Katrina Prince, Pauline Rodriguez
- Atkins, Debbie Robertus, Anita Roesler, Diane Sarantakos, Stacy Schrank, Kim
Terry, Tracey Thompson, Angela Thornton, John Utley, Maria Watkins, Randy
Wayland, Jimmy Welch, Patrick Williams, John Wood

Guests :
Jon Rollman, Library Analyst
Dana Beach, Planning Services Specialist

Welcome

Kay Bauman called the meeting to order at 2:00 pm. Kay welcomed the
supervisors to the Capitol Hill Library and X-Change meeting. Lloyd Lovely introduced
the new Human Resources Director, Lori Hedin and Kay introduced Jon Rollman the
Library Analyst.
Enrolling Staff in Classes

Dana Beach shared a quick training session on how to use new LMS features to
enroll staff in a class on the LMS. (Training guide attached to minutes)

Come Read with Me

Lynda Bahr shared information on the Come Read with Me program. The
program is even more important now that children who do not read at a 3" grade
level will not be promoted to the 4™ grade. She told supervisors they need more
volunteers than ever and to make this information available to customers and staff.
(Handouts attached to minutes)

Strategic Plan

Kay shared the background on the Strategic Plan and shared that the new
strategic plan would last three years instead of five to match up to ODL standards.
She split the supervisors into five groups. Four groups were charged with looking at
the four different strategic plan responses and the goals associated with the
responses. The groups would either retain the goals or update and change them as
they see fit. The fifth group would work on the vision statement.
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This is the input that came from the meeting:

1. Connect to the Online World
a. Agree to retain goal 3: All ages recognize and use their library’s website
and its resources as an extension of the physical library
b. Delete goal 2
c. Goal 1: all ages are aware that the library provides current equipment,
tools and training for accessing the digital world.
2. Provide Opportunities for continual learning
a. Library offer topics in a variety of up-to-date formats and technologies
that are useful to all ages.
b. The community uses the library as a resource for introductions to an
assortment of cultural, civic and/or community interests.
3. Ensure a welcoming experience
a. Atmosphere: All ages know they are welcome in the library because of the
great customer service and friendly interaction they receive from our
staff.
i. Great customer service
ii. Friendly interaction
iii. Hospitality
b. Physical and virtual: All ages find ease in navigating physical and virtual
spaces.
i. Ease in navigating physical and virtual spaces
ii. Clean, fresh, neat and safe
iii. Inside and outside
4. Know how to find, evaluate and use information: information fluency
a. All visitors can expect the library staff to bridge the digital divide
i. Customers don’t have needed knowledge base
ii. Maintain relevancy through up-to-date knowledge, skills, training,
etc
iii. Be flexible in adapting to new technologies
b. All ages can expect library staff to see customers as an opportunity for
education
i. Libraries can open many doors
ii. Partner with community groups to educate them about the library’s
resources

The vision statement should remain the same — Your Inviting, Innovative Link to
the World.

Kay then shared what to expect from here.
e The current strategic plan will be done in June.
e The goals for the new plan will be written for both qualitative and
quantitative measures.
e The new plan must go to the Long Range Planning Committee in May and
then the June Commission Meeting.



.
A

4 Metropolitan Library System
¢ We will need to do a telephone survey for the current strategic plan and

present the results to the commission in the fall.

Adjournment
After no further business the meeting was adjourned at 4 p.m.
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Come Read with Me
Needs Volunteers

Do you like children?

Do you like to read?

Do you want to make a difference
in your community?

Then Come Read with Me
is for you.
In a relaxed environment young

people will grow when you read
with them.

After school and during the summers
Come Read with Me partners with
places that provide care for children.

Contact:

Lynda Bahr | MLS Outreach Services | 300 Park Ave. | (405) 606-3838
|bahr@metr0|lbrary.0rg . . IMC‘TI’OHO]ITan il = rrienDs oF THE

g= =f== METROPOLITAN LIBRARY
=l sysTem

| would like to know how to: | am a: (check one)
O Become a reader O School Principal
O Get our school involved O Teacher

O Interested Organization
O Teen Volunteer

O Adult Volunteer

0O Community Leader

0 Company Administrator

O Get our company involved
O Get our organization involved
O Make a donation

O Have a presentation given to our
group about Come Read with Me

O Donor

Please contact me: 0O Other

Name Daytime Phone
Address/City/State/Zip

School/Company

e-mail address



Volunteer To Read

The Metropolitan Library System’s

Come Read with Me Program is in

e OKC Parks and Recreation Centers
e Elementary Schools

e Urban Missions

o Boys & Girls Club

e Police Athletic Leagues

e Weed & Seeds

e Neighborhoods In Action

e Faith Based Communities

e YWCA

e YMCA

Starting in 2012, children who do not read at 3“ grade level
will not be promoted to 4" grade. Our children need big
people to read with them every day!

Make a difference! Be a Volunteer!
(Big people = Teens and Adults)

Training and assignments to match your schedule
are available for everyday of the week after school.

Summer program starts in June.

Contact Lynda Bahr
Ibahr@metrolibrary.org
www.metrolibrary.org




Enrolling Staff in Classes

Supervisors now have the ability to enroll staff in classes in the LMS. Previously, supervisors
were only able to assign people to courses and the student then had to enroll in the class which
was confusing for everyone. Now, if there is a class associated with a course, you can enroll
anyone you supervise in the class. You will still use the assign courses button to assign courses
that do not have classes associated with them such as online courses and user-defined tasks
(outside courses and webinars, etc.).

There is a new button on the Supervisor Tools that you will use for this functionality.
Remember to have your role set to Supervisor to use these tools!

k4 Supervisor Tools

Review Learning Assign Run Supervisor Enroll
Requests Courses Reports LMS Manual Students

Click “enroll students” to enroll any of your staff in a class. This will take you to the class
manager part of the LMS.

Class Manager:

search for. | B [ eovarcen searcn

Starl Date Betweert [#] ana [#]

_‘ All Classes || By Location || Need Resources || Open Seats |

This listdisplays all ofthe classes in the system. To Edit | Cancel or Archive a class, first selectfram the list below then select the appropriate button below the table list,

(AmeticalChicago) (AmeticanChicagn)

010720111 - Show Me the Money - VI - Mentor s 40352 Ghow Me the Money g:r{'r:?aﬂnl;éilncgsgﬂ) z;gi?llgfézhﬂgsgg

Dizplaying records 1-10 of a total of 409, Results per Page: | 10 VH Show |
Select ‘ Class Name 4 | Private | Class Code Course Name Start Date | Emdl Date
© 01012010 - Excel Basics / prereq class No 878077 Excel 2007 Basic 1£1/2010 1:30 PM 17112010 4:30 PM
(AmericaChicago) (AmericalC hicago)
010172010 - True Colors Basic Awareness (prereq | - S| M 14112010 1:30 Ph 17112010 4:30 P
class (AmericalChicago) (AmericalChicago)
O 01032012 Got Cards? - ED - Mentor Yes 26299 Got Cards? e RN ot Ukl
(AmericalChicago) (AmericalChicano)
O 510472010 - Can You Save that for me? - €T-Mentor 1o 364842 Can You Save thatfor me? DL IR LD DN
(AmericalChicago) (AmericalChicago)
O 010672010 Got Cardst - WA - Mentor Yes 183327  |GotCards? e PR
(America/Chicago) (AmericalChicago)
O 51062010 Intro to V-Circ - RE - Mentor Yes  BOR3sE Intraduction to V- Cire Mo daaiy N HIEUILLOuEN
(AmericalChicago) (Americanzhicann)
© 01062010 Organizing Corporate Chiallenges /Create .. 50000 Organizing Corporate Challenges! Create  1/G201010:00 AM /872010 11:00 AM
employee Wellness - Webinar Employee YWellness Program (AmericalChicago) (AmericalChicago)
O 0110612010 Shiow Me the money! - VI - mentor Yes 397390 ShowMethe Money B blke JO N el RN,
Qo
o]

I8I2010 3:00 Pt 1082010 6:00 P
08/ 2 3 o e 7
01/08/20110 - Got Cards? - CT - Mentor Mo 663105 Got Cards? AT R FEaG o) {rrioribalehitago)

Pages: 1,2,3,4,5,6,7,8,9, 10,11 ,12,13,14 15,16 ,17 , 18,19, 20 [mest b | [ Mext 20 Pages b | [ Last w]




The class manager will show all of the classes that have been loaded into the LMS. To find a
specific class you will need to type in the name of the class or the date that the class is
occurring. You will use the “search for” box to find the class you are looking for.

If you search for the class name, you will find a listing of every class we have offered with that
name, for instance searching for “true colors” will bring up the following list:

Class Manager: AT

Seatch for: |true colors | E Advanced Search

= Aose s [ ] e [+]

All Classes || By Location || Need Resources || Open Seats

Th\s list displays all of the classes in the systerm. To Edit | Cancel or Archive aclass, first select from the list below then select the appropriate button helow the table list

Displaying records 146 of a total of 6 Results per Page: |10 VH Show |
Select Class Name » Private | Class Code Cowrse Name Start Date End Date
O 01/01/:2010 - True Colors Basic Awareness | prereq Mo 678757 True Colors Basic 12010130 PM 12010 430 P
class Awareness (AmericaiChicago) (AmericalChicagn)
O 91212010 - True Colors Basic Awareness Yes 106706 el el Tl O S
Awareness (Ametical/Chicaga) AmericaiChicago)
© 93272012 - True Colors Basic Awareness Na 345051 e Lo Hasle 2Hall L S S e
Aareness (Armerica/Chicago) tArmerica/Chicagao)
© 04/01:2010 - True Colors Basic Awareness Mo B2EEZ Iugieoigls Basls b 120.1 RN 11010 3.0 M
Awareness (america/Chicago) America/Chicago)
© 4712912010 - True Colors Basic Awareness No  |949aeg | 1'ue Colors Basic DL T ST RN TN .30 Pl
Awareness fAmeticaichicaga) (ArmericaiChicaga)
O 930120 - = True Solutions for healthy 930/20101:30 P Qi30/2010 4:30 PW
03 20U SlEue Lapnict HY Sl Canflict (Ametica/Chicaga) AmericaiChicago)
Pages: 1

However, searching for the March 27" class will bring up any classes that are occurring on
March 27", making it easier to find the specific class you are looking for.

Class Manager: Al C

, Search for: |03f27 | E @Advanced Search

-
W sttt Between: [# ] ane ]

All Classes || By Location || Need Resources || Open Seats

[ This list displays all of the classes inthe systern. To Edit | Cancel or Archive a class, first selectfram the list belaw then select the appropriate button below the table list

Displaying records 1-1 of a total of 1 Results per Page: |10 i || Show |
Select [ Class Name 4 [ Private [ Class Coidle [ Course Name [ Start Date [ End Date |
O 03272012 - True Colors Basic Awareness Mo 345051 True Colors Basic Awareness . H2TI20121:30 PM (AmericalChicago) 327/2012 4:30 PM (AmericaiChicago)

Pages: 1

Note: To get correct results you must use the date format MM/DD/YYYY.

You can also search for all the classes that are offered during a selected time-frame. Use the
“Start Date Between:” calendar function to bring up classes starting during a selected time-
frame.



You can either type in the date or bring up a calendar to select dates.

Search for: |

¥ Maestro 5.0 - Googl..

Start Date Between: And {5 hetps:/fgm1.geolearning. com/azone:t metrolitr
| All Classes || By Location || Need Resources || EEChoose a date
This lig! displays all of the classes in the systern. To | February 2012 tom the list below then select the appropriate button below the table list.
Sun | Mon| Tue |We(| ‘ Thu | Fri ‘ Sat
Displaying recards 1-10 of a tatal of 409 1 2 : 4 Results per Page: | 10 e || Show |
5 3 7 8 s 10 M
Select | Class Name 4 Course Name Start Date | End Date
2 13 1 15 16 17 18
" T, " 11172010 1:30 FM 10172010 4:30 P
01/01/2010 - Excel Basics / prereq class 18 .20 21 22 23 o4 2s 50 mefitalehican0) EmerEaIcricag0y
017 - i 1 26 21 28 29 . :
01/01/2010 - True Colors Basic Awareness / pi i AR e 1J’1J'EU.1U1.3.U Fi 1J'1J'EU.1UJ.3.U i
class lE E E lE‘ (AmericaiChicano) (AmericalChicago)
(5] = = 17372012 2:00 PM 17372012 3:00 PM
01/03/2012 + Got Car s ED:- Moo (AmeticalChicago) (AmeticarlChicago)
O 011042010 - Can You Save that for me? - €T - that for me? BRI S ) [T
{AmericalChicago) (AmericalChicago)
© 01062010 Got Cards! - WA - Mentor Yes 183927 GatCards? o2t T AN, 1ai2010 1 0302
(AmericaiChicano) (AmericaiChicago)
O 011062010 Intro to V-Circ - RE - Mentor Yes G338 Infrocuction toV-Circ e P
(AmeticalChicago) (AmeticalChicago)
©  01/06/2010 Organizing Corporate Challenges / Create ves 2297290 Organizing Corporate Challenges! Create  1/8/2010 10:00 A /672010 11:00 A
employee Wellness - Webinar Employee Wellness Pragram [AmericalChicago) [AmericalChicago)
(@) s 1/6/2010 3:00 FM 1/6/2010 4:00 FM
011062010 Show Me the maney! - VI - meritor Yes 397380 Show hie the Money (America/Chitago) Rt
5] wy ATI2011 10:00 Ab 172011 1200 PM
01/07/2011 - Show Me the Money - V1 - Mentor es 40352 Show he the Money (Americarchicagn) (AmericarChicagn)
O 01082010 - Got Cards? . CT - Mentor Mo BEEI0S  GotCards? VEETALS00 M | 18201 0E 00 Bl
(AmericalChicago) (AmericalChicago)
Pages: 1,2, 3 ,.4,5,6,7,8,9,10, 11,92 ,13 4,05, 18 47,18 /19,20 [Mest b | [ Nest 20 Pages b | [Last 1]

Once you find the class you are looking for, click on the class name to bring up the class details.

Search for: |U3ﬂ?

|ﬁ @AdvancedSearch

J All Classes H By Location H Need Resources || Open Seats |

[ This list displays all of the classes inthe system, Ta Edit , Cancel or Archive a class, first selectfrom the list below then selact the apprapriate button below the table list,

Dizplaying records 1-1 of a total of 1. Results per Page: ‘ 10 bt || Show ‘
Select | Class Name 5 ‘ Private ‘ Class Code Course Name Start Date | End Date
O 032772012 - Tlug Colors Basic Awareness ko 3450491 True Colors Basic Awareness 32702012 1:30 PM (AmericarChicago) 32702012 4:30 PM (AmericalChicago)

"N

Pages: 1




The class details page will give you a warning that you do not have permission to change the
class details. This can only be done by an administrator in Planning. You will need to click the

III

“enrol

tab to enroll students.

[ course & Class Name: True Colors Basic Awareness : 03/27/2012 - True Colors Basic Awareness

¥ Close Record

Class Properties || Sessions || Registration Dates || Enroll || Roster || Waitlist
7
*, Warning: Insufficient permission
You do not have permission to editthis class. ,

Make appropriate edits below. Select Update {0 save your edits,
* Reguired Field.

Class Details:

Contact Name: |

Maximum Class Capacity: | a0

*Class Name: [T37277

*Class Code: [3

Description

ntact Phone: [

Time Zone: |Amenca10hmagu ‘

Private Class:

Allow Registration to Exceed Class

Capacity:

The enroll learners page will show everyone that is currently enrolled in the class. Make sure
you look at the “Maximum Learners” and “Learner’s Enrolled” numbers to see if there is room
to enroll more students. If the class is full, call planning to see if arrangements can be made for
more students. If the class has room click the “Enroll Learners” button to enroll someone in the

class.

‘Manage Class

[ course & Class Name: True Calors Basic Awareness | 03/27/2012 - True Colors Basic Awareness

$ Close Record

Lea
M.

O

¢[Elooooooooo

Select

Pages:

| Class Properties || Sessions

ers Enrolled: 28

mum Leamers: 50

nroll Learners

Digplaying records 1-10 of a total of 28.

Learner Name 4
ADAMEEK, DONNA
ADKISEON, JENMIFER
Attalla, Meghan
BALLOU, JULIA
BANKSE, RONDIA
Bedford, Erin
Doolin, Jevan
Emmaons, Andrea
GATES, LEOMDREA
Go, Stephen

Registration Dates || Enroll || Roster || Waitlist

To enroll new or more |earners {o this class, click Enroll Learners . To drop leamers from enroliment, select the appropriate leamer(s) and click Drop

User Group(s)
Agency,Edmond Part Time, Circulation Clerks
Agency,Circulation Clerks,Full Time Northwest
Agency,Ralph Ellison,Full Time Librarians
Agency,Supervisars Library Managers,Full Time,Northwest
Agency,Librarians Supervisors Full Time, Morthwest
Agency,Marthwest Full Time Librariang, MNew Hire
Agency,Morthwest Part Time Circulation Clerks, New Hire
Agency,Marthwest Full Time,New Hire
Agency,Midwest City,Part Time,Circulation Clerks
Agency,Morthwest Part Time Circulation Clerks, New Hire

2 .3

&g Drop | |38 Send Email Message

Results per Page:

Email Address

dadamek@metrolibrary.org

o1y

netrolibrary.org
dygates@metrolibrary.org

sgo@metiolibrary.org

Date Enrolled
Tuesday, February 14, 2012
Friday, February 10,2012
Monday, February 13,2012
Friday, February 10,2012
Friday, February 10,2012
Friday, February 10,2012
Friday, February 10,2012
Friday, February 10,2012
Tuesday, February 14, 2012
Friday, February 10, 2012

Progress
Mot Atternpted
Mot Attempted
Mot Attermpted
Mot Attempted
Mot Attermpted
Mot Atternpted
Mot Atternpted
Mot Atternpted
Mot Atternpted
Mot Attermpted

=




Only people you supervise will show up on the list of users you can enroll.

Register Learners Wizard

& Register Learners

Find User(s)

| User Table || Users By Group

This list displays all of the leatmets who may be registered for this course, If a learner does not appear in this list they are already enralled in o on the wait list for this class or
another class associated with this course. To register users, selectthe appropriate listitem{s). Click Mext to continue

‘ Search for | |E E Advanced Search | |

Displaying records 12 of a total of 2. Results per Page: |10 b || Show |

Select‘ Username Last Name | First Name | Email Address 4 | Status | Groups by Manual Groups by Rule

[0 Supervisor_1  One Supervisor dheach@metrolibrary org Active Agency Full Time, Library Managers, Supenisors
jdoe Coe Jane phillips.dana@gmail.com Active Departrment, Full Time, Planning

> [oooe]

Pages: 1

‘ Cancel

Select the name(s) from the list and click the “next” button to continue.

! Register Learners Wizard

& Register Learners

Confirm Your Decisions

Review vour choices. [f any corrections are needed, click Previous . To assign the selected users, click Sawve .

Username Last Name First Name Email Address Group | Status

jdoe Doe Jane phillips. dana@gmail.com Department Planning Full Tirme Active

‘ Cancel 4 Previous m‘

Click the “save” button to confirm the enrollment.

This will send you and the student a confirmation email.

[ The next page will also give you a confirmation of

[ course & Class Name: True Colors Basic Awareness * 03/27/2012 - T
enrollment.

| Class Properties || Sessions || Registration Dates | | Enroll || Roster HTA

Toenroll new ar more learners to this class, click Enroll Learners . To drop learr

Learmners Enrolled: 29

Maximum Learners: 50

This new functionality is live and can be used right away.

& Enroll Learers

Notica: Enroll Laarners As always, if you have any questions or need help with

The fallowing learners have been enrolled in this class:
¢ caneDas the LMS call Planning at 606-3822.

Displaying records 1-10 of a total of 29






