Getting Started - Logging In

1. To utilize library email, hover your cursor the “Site Logins” dropdown menu at the top right hand side of MyMetrolibrary. Click
on “Email and Calendar.”
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2. You must login to access your e-mail. Depending on when you were hired to work for the Metropolitan Library System, your
username will either be the first initial of your first name followed by your last name or your first name, period, last name.
For example, Jane Doe’s e-mail is jdoe@metrolibrary.org, so her username is jdoe. If she is a more recent hire, her email
would be jane.doe@metrolibrary.org.
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Sign in with your work or school account

andrew.soliven@metrolibrary.org
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) Keep me signed in

Can't access your account?

Thanks for being awesome!
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Getting Started — Inbox & Viewing Messages

When you log in, the first thing you will see is your inbox. The screenshot below is the general view of the inbox. Click on any

message in your Inbox to view the message. The message
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We are fast approaching spring and in Oklahoma that means the potential for severe
weather. The below policy was recently put in place by the City of Oklahoma City.
This isgood, now all 182 sirens in the Oklahoma, Canadian and Cleveland counties
will not sound all at once. This doesnot change how we treat severe weather. Please

refresh your memory of our policy.

http://my.metrolibrary.info/drupal/sites/default/files/documents/tornado-

procedures_0.pdf

If you hear asiren in your area there is a more likely chance the severe weather is
affecting your immediate area. Take the proper precautions and be safe.

From The City of Oklahoma City's web page:

Shelter-in-place: that's the recommendation of Oklahoma City Emergency
Management whose advice to people is to shelter-in-place during tornado warnings.

Here is some interesting information on the origins of the tornado siren. The word

"tornado" still today strikes fear In some people.

History of Tornado Warning

In the United States and in many places across the world sirensbecame

commonplace following World War II.

In the late 19" century the US army was studying the science behind tornadoes and
further study was being done by the National Weather Bureau on how and if to warn
the public. 1t was decided in 1887 that there should be no warnings issued for
tornadoes, even the mention of the word “tornado” wasbanned. They believed that
these warnings would only cause more chaos and harm. This ban on tornado
warnings was held up until 1938. This all changed when in 1948 a tornado ripped
through Tinker Air Force base in Oklahoma killing many people and causing millions

of dollars of damage (Coleman et al. 2011).



Basic Tasks

Composing a Message: Click the "New’ button at the top to compose an e-mail. A blank email template will appear.
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We are fast approaching spring and in Oklahoma that means the potential for severe
weather. The below policy was recently put in place by the City of Oklahoma City.
This isgood, now all 182 sirens in the Oklahoma, Canadian and Cleveland counties
will not sound all at once. This doesnot change how we treat severe weather. Please
refresh your memory of our policy.
http://my.metrolibrary.info/drupal/sites/default/files/documents/tornado-

procedures_0.pdf

If you hear a siren in your area there is a more likely chance the severe weather is
affecting your immediate area. Take the proper precautions and be safe.

From The City of Oklahoma City's web page:
Shelter-in-place: that's the recommendation of Oklahoma City Emergency
Management whose advice to people is to shelter-in-place during tornado warnings.

Here is some interesting information on the origins of the tornado siren. The word
"tornado" still today strikes fear In some people.

History of Tornado Waring
In the United States and in many places across the world sirensbecame
commonplace following World War 1.

In the late 19t century the US army was studying the science behind tornadoes and
further study was being done by the National Weather Bureau on how and if to warn
the public. It was decided in 1887 that there should be no warnings issued for
tornadoes, even the mention of the word “tornado” wasbanned. They believed that
these warnings would only cause more chaos and harm. This ban on tornado
warnings was held up until 1938. This all changed when in 1948 a tornado ripped
through Tinker Air Force base in Oklahoma killing many people and causing millions
of dollars of damage (Coleman et al. 2011).



Composing a Message: Once the email template appears, you can begin composing your message. When you are finished

composing, hit “send.”
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Subject: This is the subject line where you will M®|® 1yl LA EE

=

3= Vv

type what the email is about. My timesheet needs to be approved for the pay period of 2/15-2/28.

/ Thanks,
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Reply & Reply All: When you receive a message and want to reply to it, you may reply to the sender or to all recipients of the
original message. Please be advised that “reply all” should be used only when appropriate and not used to reply to an “all
correspondents” email. Click on the reply button as shown below.
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Forward: When you receive an e-mail and would like to forward it to another person, simply press forward. You have the option of
adding your own message to the email or sending it as you received it.
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