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Getting Started

'S Every public library wants to “stir up” the interest of its community

y ¢ 'S members by continually building and improving its services,

.’ & nd particularly in the area of technology. So it's only natural (and logical)

L 4 .’ that a library would expand its wired patron computer services to

V' . .
include wireless Internet access for its patrons and staff.

Welcome to The Joy of Computing — Recipes for a 5-Star Library. In this
Cookbook, you'll find all the ingredients you need to install a secure wireless
network that can make it quick and easy for library patrons to find and use a wide
range of information services. It also covers the issues of print management, as
well as the key considerations for implementing and maintaining a sound laptop
checkout program.

The primary purpose of this first section of the Cookbook is to give you a little taste
of the topics covered. It also discusses the ways in which it can be used.

TOPICS COVERED:
B About This Cookbook
B How to Use the Cookbook

B An Introduction to the MaintainIT Project
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About This Cookbook

This Cookbook is based on the ideas and feedback from librarian “chefs”
throughout the country. Our chefs in residence are serving up their best ideas
about wireless access for creating and maintaining a safe, wireless network that
can enhance your library’s value and operational efficiencies.

The Cookbook is divided into the following core sections:

B Getting Started discusses the ways this Cookbook can assist you in supporting
wireless access in your library.

B Meal Plan 1: Self-Service Internet Access: Setting Up a Wireless Network
covers the fundamentals of wireless networking, as well as some of the critical
factors you need to consider before you start offering wireless access to patrons.

B Meal Plan 2: Food for Thought: How to Avoid and Fix Wireless Networking
Problems discusses wireless access-point placement and wireless speed
considerations. It also offers suggestions for increasing your library wireless
network coverage and includes pointers on how to deal with other devices that are
interfering with your wireless signal.

B Meal Plan 3: The Four Seasons or Flo’s Diner: How Much Help Should You
Provide Laptop Patrons? Focuses on laptop patron assistance and library
wireless service. It takes a closer look at what's reasonable and feasible ... and
what’s not.

B Meal Plan 4: No Shirt, No Shoes, No Service! Wireless Acceptable Use
Policies highlights the “ins and outs” of using a wireless Acceptable Use Policy
(AUP). It is intended to help you decide on the content needed in your AUP. It also
covers the questions of Internet filtering on laptops and limiting wireless usage to
only those with library cards.

B Meal Plan 5: “We’re Booked Through January:” PC Reservation/Time
Management Software goes over three different approaches to reserving
computers and enforcing time limits: no system at all, a sign-up sheet or a software
solution. It also provides a comprehensive list of features and criteria to consider
should you decide to buy PC Reservation/Time Management software.

B Meal Plan 6: Print Management discusses the tricky issue of whether or not you
should charge for printing. It also walks through three approaches to print
monitoring and collecting printing fees. Printing from laptops and the criteria to
consider if you decide to buy print management software are also covered.

B Meal Plan 7: Laptop Checkout Programs includes tips and recommendations for
implementing a laptop checkout program. A growing number of libraries are using
laptops as public computers. Laptops free up space, allow teens to settle in to a
comfy space with a computer and, in general, offer more flexibility to all computer
users. This section showcases the concerns over which libraries have deliberated
when crafting a laptop checkout plan and includes their thoughts on securing,
maintaining and filtering laptops for check out.

B Appendix includes helpful resources and samples for implementing a wireless
network in your library.
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WHO IS THE COOKBOOK FOR?

This Cookbook is for any library interested in learning about wireless, PC
Reservation, print management and laptop checkout plans from the perspective
and experiences of other libraries. It is geared toward the wireless access
implementation needs of small to medium-sized libraries that:

B Are located in a community population of 10,000 to 25,000.

B Have access to technical assistance through county and/or regional or state
agencies.

B Have an operational budget over $200,000 annually.

You should read this Cookbook if:

B You've heard about wireless or wi-fi and you’d like to know more before
implementing it. As with all technology, there are a variety of questions to answer
before you embark on implementation. This book will help you determine which
solutions are worth considering for your particular situation.

B You're deliberating leaving behind the paper sign-up sheets and adding a PC
Reservation system to your library, or you’'d like to learn how other libraries
maximize non-software-based solutions. You'll learn what questions to ask, where
to look for answers and how other libraries are facing this challenge.

WHY THIS COOKBOOK WAS CREATED

We've gathered the many different challenges that libraries face when it comes to
implementing new technologies such as wireless access. Typical issues and
questions include:

B Technical Concerns—How difficult is it to set up and use a reliable wireless
connection?

B Budget—Do you have enough money to support wireless access?

m Staff Involvement—\What can be done to minimize staff time when it comes to
helping patrons troubleshoot wireless issues?

B Laptop Usage—Should you craft a laptop checkout plan?

B Security—What are the privacy needs of your patrons and security of your existing
network?

Also, when asked about the most challenging aspects of public computers,
“printing” is the word heard most often. Sadly, this Cookbook can’t offer a panacea
for printer jams, but what it can do is discuss such issues as whether or not to
charge for printing, what software is out there and, for those of you offering wireless
access at your library, how to permit printing from patron laptops.

In response to these challenges, CompuMentor and the library community have
developed this latest Cookbook.
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WHAT YOU WILL BE ABLE TO DO WITH THE COOKBOOK

B Assess your library patrons’ wireless needs and plan a secure wireless network.
B |mprove your wireless bandwidth and minimize wireless interference.

B Determine how to appropriately implement library wireless service.

B Consider the pros and cons of offering a 24/7 wireless connection.

B Write and enforce a suitable wireless Acceptable Use Policy (AUP).

B Use a PC Reservation method and time limit option that works for your library and
patrons.

B Better monitor printing and collection of fees.

B |mplement a laptop checkout program.
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How to Use the Cookbook

You can use this Cookbook in a number of different ways. If you are new to
overseeing a patron computing environment, you should begin here and work your
way through each section in turn. If you are more experienced but want certain
information on a particular topic, you can go directly to the relevant section and
review that material.

COOKBOOK CONVENTIONS

This Cookbook includes two sidebars that contain extra information and useful
references.

Notes from a Chef provides real-life examples and supporting
quotes from library staff involved in sustaining patron computing
services across the country.

Other Tasty Recipes points you to related subject matter covered in
this Cookbook or in other resources.
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An Introduction to the MaintainIT Project

BACKGROUND

The MaintainIT Project is an effort of CompuMentor, home to TechSoup, a
nonprofit serving fellow nonprofits and public libraries with technology information,
resources and project donations. Funded by a three-year grant from the Bill &
Melinda Gates Foundation U.S. Libraries Initiative, the MaintainIT Project
(http://www.maintainitproject.org) focuses on proliferation and adoption of best
practices for maintaining patron computers at libraries in the 18 states that receive
hardware upgrade grants from the foundation. The ultimate goals of the MaintainIT
Project are to increase the number of libraries with functioning, regularly maintained
patron computing services and to strengthen their capacity for ongoing self-support
of patron computing at both the individual library and regional library system levels.

The MaintainIT Project goals are rooted in the belief that public libraries can build
on tremendous existing resources to create a rich body of technical knowledge. It
involves getting the right people together, giving them the opportunity to share their
learnings and communicating the results in the most relevant and usable format.

THE BILL & MELINDA GATES FOUNDATION U.S. LIBRARIES INITIATIVE

Since the late 1990s, the Bill & Melinda Gates Foundation U.S. Libraries Initiative
has partnered with U.S. public libraries in their efforts to make patron computing
available to all library users. To this end, the foundation’s U.S. Libraries Initiative
has given grants to over 11,000 libraries, resulting in installation of over 47,000
computer “packages,” including suites of software (e.g., Internet, productivity,
children’s and educational material), training for librarians and long-term technical
assistance. Today, the Bill & Melinda Gates Foundation U.S. Libraries Initiative
continues to support public libraries and provide access to information technology
that can improve health, educational and economic opportunities. The foundation
also helps public libraries access the necessary tools to regularly upgrade their
computers and receive the training and technical assistance they need.
http.:.//www.gatesfoundation.org/United States/USLibraryProgram/default.htm

COMPUMENTOR PROGRAMS

CompuMentor conducts a range of major programs on the national, international
and local level. It powers the nonprofit technology Web site TechSoup.org
(http://www.techsoup.org) and its distribution service for donated and discounted
technology products, TechSoup Stock (hitp:/www.techsoup.org/stock). It also
collaborates with local and regional partners to bring technology implementation
and support to nonprofit organization through the Healthy & Secure Computing
program (http://www.techsoup.org/toolkits/hsc).
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