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ASPEN CONFIGURATION

There are many aspects of Aspen that can be configured by individual libraries when
first starting out.

1. Click on Aspen Administration from under the side menu.

2. Scroll down to Primary Configuration and select Library Systems or type in
Library Systems in the Search for a Setting box.

o_ibrary Systems

o
© Locations

Configure location settings.

© IP Addresses
Configure IP addresses for each location and configure rules to block access to
Aspen Discovery.

© Host Information
Allows configuration of domain names to point to different sections of Aspen
Discovery
© Block Patron Account Linking
Prevent accounts from linking to other accounts.
> Patron Types
Modify Permissions and limits based on Patron Type.
© Account Profiles
Define how account information is loaded from the ILS.
© User Agents

Configure User Agents and block access to Aspen Discovery by User Agent.

[>] Two-Factor Authentication
Administer two-factor authentication settings

3. Find the library system that needs to be edited.
a. There are two pencils that can be clicked. On the left of the title and to the
right at the end of the row.

sjpl https:isiplmodiscoveryorg St Joseph ils Yes Yes SIPL 23 5 9
Public Library
System

# Edit

') Histar:

Basic Display

e Home Link: The location to send the user when they click on the home button or
logo.
o Use default or blank to go back to Aspen Discovery home location.

Home Link © &

https:/fsjpl.lib.mo.us/




e Footer Text: Optional text to display in the footer above the footer image if

displayed.

<

B

Footer Text @ &

3¢

7

Missouri Evergreen is supported by the Institute of Museum and Library Services under
the provision of the Library Services and Technology Act as Administered by the
Missouri State Library, a division of the Office of the Secretary of State.
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o Adding a footer image:

Click on Aspen Administration from under the side menu.

Scroll down to Theme & Layout and select Themes or type in
Themes in the Search for a Setting box.

Find the library system that needs to be edited.

e There are two pencils that can be clicked. On the left of the
titte and to the right at the end of the row

@ SIPL 5IPL default No 1 Not set

"D Histary

Scroll down to Footer Image. Click on Select an image to upload
an image from the computer.

Click Save Changes and Return.

Missouri Evergreen is supported by the Institute of
Museumn and Library Services under the provision
of the Library Services and Technology Act as
Administered by the Missouri State Library, a
division of the Office of the Secretary of State.
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Contact Links

¢ Add URL links to promote social media.

Facebook LInk URL® &

{ https/iww.facebook.com/fstjoepubliclibrary ]

Twitter Link URL® &

{ ]

Youtube Link URL® &

[ https:/aww.youtube.com/stjosephpubliclibrary ]

Instagram Link URL@® &

{ https/fww.instagram.com/stjosephpubliclibrary/ ]

Pinterest Link URL@ &

[ https:/iwww.pinterest.com/stjosephpubliclibrary/ ]

GoodReads Link URL® &

{ ]

TikTok Link URL@® &

[ https:/iwww.tiktok.com/@stjosephpubliclibrary ]

General Contact Link URL® &

{ ]

General Email Address (LiDA only) @ &

{ ]

@ Aspen LiDA also uses this setting

CONNECTWITHUS @ @309 ® ¢

ILS/Account Integration

e Library Card Expiration: Choose whether the user should be shown their cards
expiration date on the My Library Card Page.

B Show Card Expiration Date & @
B Show Expiration Warnings & @

Expiration Near Message © &
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Your library card will expire on %date%.

7 WORDS POWERED BY TINY

@ Use the token ¥dateX to insert the expiration date

Expired Message © &
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Your library card expired on %date%.

6 WORDS POWERED BY TINY




Your library card expired on
Aug 19, 2025

¢ Login: Labels can be changed to keep terminology consistent for patrons.
1. Login Form Username Label
2. Login Form Password Label

Login Form Username Label @ &

[ Library Card Number

Login Form Password Label @ &

(o

Sign In

Library Card Number [ }

o | }

Forgot Pin? Reset My Pin

(] Reveal PIN/Password
[ Keep Me Signed In

- [




Fines/e-commerce

If you are using a payment vendor that Aspen integrates with via API, set up your

vendor credentials in the eCommerce module before setting this up under Primary
Configuration.

e eCommerce Module
1. Get Information from PayPal
» Log in to https://developer.paypal.com

PayPal Developer Dashboard Search -‘] Docs APIs&SDKs Tools Help

Business Dashboard {(MD) Morgan Daigneault

' Home Apps & Credentials Testing Tools Event Logs Sandbox O Live

You're in sandbox mode.

Welcome to P{Click this link|yy

Showing Date range

e Default Application ~ Last1i2hours  *
Get started with step-by-step advice for setting up your payment solutions.
Which Payment Solution do you want to offer? ~ %

We'll help you set up everything from integration to go-live. Already started? Skip this step.

Most popular Online Payouts Multi-party

All products &

Feedback

Standard Checkout Advanced Checkout Subscriptions
Set up standard payments on your checkout Build and customize a card payment form to

Create subscriptions to bill customers at

PayPal Developer Dashboard Docs APIs&SDKs Tools Help Business Dashboard Morgan Daigneault
. Home Apps & Credentials Testing Tools Event Logs Sandbox ) Live
My appS & Credentla|S You may be in “Sandbox Mode” by default. If so,

click the button to toggle these settings to “Live.”

REST APl apps

Create an app to receive REST APl credentials for testing and live transactions.

App name You should see your live dctions
app here. Click to view the
Activation_App client key / client secret. L
NCW Libraries E it ]
i

If there are no live app credentials here, you will need to
TEXED create them by clicking the “Create App” button.

Note: Features available for live transactions are listed in your account eligibility.



https://developer.paypal.com/

PayPal Developer Dashboard Docs  APls & SDKs Tools Help  Business Dashboard ’I\ID\ Morgan Daigneault

. Home Apps & Credentials Testing Tools Event Logs Sandbox (\J Live

You will be able to copy your credentials from this screen.

NCW Libraries

App display name: Aspen Discovery ~ #
LIVE APl CREDENTIALS

@ Note that not all features are available for live transactions. Features available for live transactions are listed in your account eligibility.

PayPal Account

morgan@bywatersolutions.com

Client ID Copy the Client 1

ASx0BfANW1k3shGFAATFa8n_7igFHOMS ‘s oy fas “mm FE: " fml o™ o' T |2DJA @ ID and Secret !
Secret
show ?

LIVE APP SETTINGS

2. Open PayPal Settings under the eCommerce module
= Name: A name for the settings
= Client ID: The Client ID to use when paying fines.
= Client Secret: The Client Secret to use when paying fines.
= Error Email: Email to send errors to if the payment cannot be
completed in the ILS.
» Libraries: Define libraries that use these settings.

¢ Fines/e-commerce under Primary Configuration: Finish configuring payment
settings.

Show E-Commerce Link @ &

[ PayPal v]

Which fines should be paid @ &

[ Partial payment of selected fines v]

Fine Payment Order by type @ &

[ ]

@ Separate values with pipes. Example: Fines|Lost|Overdue

Pay FinesLink ® &

default ]

Pay Fines Link Text @ &

[ Click to Pay Fines Online ]

Minimum Fine Amount @ &

[ 0.00 ]

B Show Refresh Account Button & @

Convenience Fee @ &

[ 0.00 ]




Payment History

e Checking this box will allow patrons to see any transactions run through Aspen.

B Show Payment History for fines paid in Aspen &

Payment History Explanation @ &

Default English Espanol

This page only reflects payments made through your online library cataleg. If you have questions about
payments made at the library in person or through other means, please contact your library.

Materials Request

e Materials Request functionality so patrons can request items not in the catalog.

Materials Request System @ &

Aspen Request System v

B Enable Materials Request for the Public & @

B Send email to library when Materials Requests are created 8 e

O Applies to Aspen Request Systermn

Email to receive notifications for new Materials Requests @ &

mrevels@sjpl.lib.mo.us

@ Applies to Aspen Reguest System O

B Send an email to staff when they are assigned a Materials Request i @

0 Applies to Aspen Request System Only

Max Requests Per Year @ &

&0

Yearly Request Limit Type @ &

Rolling Year ~

Max Active Requests @ &

5




¢ New Request Summary: Text displayed at the top of Materials Request form to
give users important information about the request they submit.
1. This can be text or image.

New Request Summary @ &
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MATERIALS REQUES

Are we missing something
from our collection?

Please give us your suggestions!

Please enter as much information as possible so
looking for. You can place up to five (5) requests

o Fields to display on Manage Materials Request Table: Determine which
columns to display on the Manage Request page.

Fields to display on Manage Materials Request Table @ &
Sort Name of Column to Display Display Label Actions
t status V] [ Status ] W Delete
t format V] [ Farmat ] W Delete
! title v] [ Title ] Whelete
1 author V] [ Author ] W Delete
t comments V] [ Comments ] WDelete
1 dateCreated V] [ Date Created ] W Delete
t createdBy V] [ Patron ] W Delete
t email V] [ Email ] W Delete
t holdPickuplLocation V] [ Hold Pickup Location ] W Delete
t staffCormments V] [ Staff Note ]
' assignedTo VJ [ Assigned To ]

[ ]




Formats of Materials that can be Requested: Determine which material
formats are available to patrons to request.

Formats of Materials that can be Requested @ &

Special Fields for

Sort Format Format Label Author Label Format

t book } Book ] Author ] No values selected
' largePrint } [ Large Print ] Author ] No values selected
t dvd } [ DVD ] Actor / Director ] No values selected
t bluray } [ Blu-ray ] Actor / Director ] No values selected
t cdAudio } [ CD Audio Book Author ] No values selected
1 cdMusic } Music CD ] [ Artist / Cornpos MNo values selected
t ebook } eBook ] Author ] No values selected
1 eaudio } eAudio ] Author ] MNo values selected
t [ playaway } Playaway ] Author ] No values selected

>
| Set Materials Request Formats To Default

Materials Request Form Fields: Fields that are displayed in the Materials
Request Form.

Materials Request Form Fields @ &

Sort Form Category Field Label Field Type Actions

1 { Material Informa ] { Format ] { Format V] | Woelete ‘

t { Title Information ] { Title ] { Title V] | Woelete

1 { Title Information ] Author ] { Author v] | Woelete ‘

! { Hold Options ] { Place a hold for 1 { Place Hold whe VJ | WDelete

1 { Hold Options ] { Pick-up Locatior ] { Hold Pick-up Le v] | Woelete

! [ Hold Options ] [ Do you want us | Inter-library Loa V] | Woelete ‘

t Supplermental D ] { Comments ] { Comments V] | Woelete

! Contact Informa ] { Email ] { Email V] | Woelete ‘

t Contact Informa ] { Phone ] { Phone V] | Woelete

1 { Staff Informatior Request |d ] { Reguest ID Nun v] | Woelete ‘

t { Staff Informatior { Status ] { Status (staff viey ] | Woelete ‘

t Staff Informatior ] { Created By ] { Created By (staf v] | Woelete ‘ v

| Set Materials Request Form Structure To Default |




Materials Request

MATERIALS REQUEST

Are we missing something
from our collection?

Please give us your suggestions!

Please enter as much information as possible so we can find the exact title you are
looking for. You can place up to five (5) requests per month.

Material Information

Format ) | Book Y

Title Information

e X | ]

Author [ ]

Hold Opticns

Place a hold for me when @ Yes O No
the item is available

Pick-up Location St. Joseph - Downtown Library -

Do you want us to borrow @ Yes O No
from another library if not
purchased?

Supplemental Details (optional)

Comments

Contact Information

Email [ bbarton@sjpl.lib.mo.us ]

Phone [ 816-646-8876 ]




Holidays

¢ When holidays are added, information about holiday closure will appear on
pages in the user account.

Holidays @ &
Date Holiday Name Actions
[ 01/01/2025 [m] ] New Year's Day ] | Woelete |
[ 01/20/2025 [m] ] [ Martin Luther King Jr. Day ] | WDelete |
04/20/2025 =} ] [ Faster ] | Woelete |
[ 05/26/2025 [u] ] Memorial Day ] | WDelete |
[ 06/19/2025 [m} ] Juneteenth ] | Woelete |
[ 07/04/2025 ] ] Independence Day ] | Woelete |
[ 09/01/2025 a] ] [ Labor Day ] | Woetete |
[ /172025 [u] ] [ Staff Day ] | Woelete |
[ 1/27/2025 [m} ] [ Thanksgiving ] | WDelete |
[ 1/28/2025 [m] ] [ Thanksgiving Holiday ] |lDelt |
[ 12/24/2025 [m] ] [ Christmas Eve ] | WDelete |
12/25/2025 [} ] [ Christmas ] |lDelt | =
Menu Links
e Create links that will show in the menu.
Menu Links® &
&
Shov
Show In Top InTc
FontAwesome Menu Men
Sort Category lcon Name 6 Link Text URL | Large Screens Only [l Al 54
! { Library Home { home } [ Library Home [ https:/sjpllib.m ] u u
t Calendar } calendar } [ Calendar ] [ https:/sjpl.libral ] L L
! Calendar } calendar } [ Calendar ] [ https:/sjpl.librai ] a a
t { Streaming } headphones } [ Streaming Sen ] [ https:/sjpllib.m ] L L
! { Streaming } { } [ eBooks & eAudi [ https:fsjpl.meod ] L L
t { Streaming } { } [ Films, Music &1 ] [ https:sjpl.mod ] o o
1 [ 1T 17 - 1T 1l m m v




Ml A LBRARYHOME {fj CALENDAR ¢ STREAMING & DATABASES %% CONTACTUS Y KID'S CATALOG

Third Pary Enrichment

Using JavaScript, third party enchantments can be added to Aspen. Examples of this
are Chat Platforms, Niche Academy tutorials or ReciteMe.

Niche

Academy . ReciteMe
tutorials

Mosio

ubLIDIAN
D X8l
Sjeuoin] gl

1. Click on Aspen Administration from under the side menu.

2. Scroll down to Local Catalog Enrichment and select JavaScript Snippets or
type in JavaScript Snippets in the Search for a Setting box.

© Bad Words List

Define the list of words Lo be censored.

© Browse Category Groups
Configure the Browse Categories that are shown on the library home page.

© Browse Categories
Define browse categories shown on the library horme page.

© Collection Spotlights
Define spotlights that can be embedded within Aspen custom pages or other
websites

JavaScript Snippets

i i Satl rertie added to the site when pages are rendered.
© Placards
Placards allow you to promote services that do not have MARC records or APls
for inclusion in the catalog.

© Systemn Messages

Systern Messages allow you to display messages to your patrons in specific
locations.




3. Click on Add New.

4. Fill out the information accordingly:
a. Name: Name the snippet, accordingly, starting with SJPL- .

Name ® &

SIPL - Mosio

b. Snippet: Copy the code of the snippet.
i. To get these codes, reach out to vendor.
ii. Snippets must include script tags <script></script>

Snippet (include script tags) @ &

=script=/f
M3

(Function() {

var _mosio_popout_url = 'https:/fchat.mosio.com/par/chat/new_chat/textsaintjoe’;

var _is_literati = 0;

var _params = ["tab_url":"https;/sjpl.modiscovery.org/WebBuilder/Viewlmage?
id=38""tab_width""50px""tab_height""95px""tlab_top""80%""tab_bottom" "auto""tab_left""aute""tab_right™"0px","htm|""
\t=div id=\"mosio_widget_tab\" class=\"rmosio_patron_tab\"=<\/div=\n"};

»

c. Libraries: Select which library will use the snippet.
d. Locations: Select the branches that have access to the snippet.

5. Click Save Changes and Return.




SYSTEM MESSAGES

When the library is closed for the holiday or a snow closure, a banner can be applied to
the top of the catalog, alerting patrons of the closure.

1. Click on Aspen Administration from under the side menu.

2. Scroll down to Local Catalog Enrichment and select System Messages or type
in System Messages in the Search for a Setting box.

© Bad Words List
Define the list of words to be censored.

[>) Browse Category Groups
Configure the Browse Categories that are shown on the library home page.
© Browse Categories
Define browse categories shown on the library home page.
© Collection Spotlights
Define spotlights that can be embedded within Aspen custom pages or other
websites

© JavaScript Snippets
JavaScript Snippets to be added to the site when pages are rendered.

© Placards

Placards allow you to promote services that do not have MARC records or APIs
for inclusion in the catalog

[>) ¥stem Messages
Systern Messages allow you tgghplay messages to your patrons in specific
e

© Year in Review
Year in Review allows you to display a summary slideshow to patrons at the start
of each year.

Adding a New Message
1. Click on + Add New.

2. Fill out the information accordingly:
a. Title (not shown): The title should always start with SJPL — (type of
notification).

Title (not shown) @ &

‘ SIPL - Labor Day

b. Message to show: This is where the message will be typed to be
displayed, or an image can be used.
i. An image can be create in Canva with the size of 800 x 150 px.

Message toshow @ &

o ¥ B m Y HEBE — - L0 6
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THE ST. JOSEPH PUBLIC LIBRARY
WILL BE CLOSED MONDAY, SEPTEMBER 1 &S%QR
IN OBSERVANCE OF




c. Show On: Set to All Pages
d. Message Style: If the message is typed and not a photo, message style
will add a color background to the message depending on the urgency of

the message.
Message Style ® &

Info (blue)

Success (Green)

=r

e. Start Date to Show: Set the date of when you want the message to show.

f. End Date to Show: Set the date of when you want the message to go
away.

g. Libraries: Select St. Joseph Public Library

h. Locations: Select branches that the message pertains to.

] STKeston PUDNc Liorary
St. Joseph - Carnegie Library

St. Joseph - Downtown Library

St. Joseph - East Hills Library

St. Joseph - Washington Park Library

[ o i Tt | ibsr e

3. Click Save Changes and Return.

Editing a New Message

1. Find the placard that needs to be edited and click on the pencil.

a. There are two pencils that can be clicked. On the left of the title and to the
right at the end of the row.

C] SIPL - Labor Day Mo All none 03/0/2500:00:.00  09/01/2523:52:00 No \
s 8 Pages # Edit

2. Any information can be changed from updating the image or changing the date.

Deleting a New Message
If a message needs to be deleted, there are two ways to do so.
1. Select the message and click Batch Delete Selected

W Batch Delete Selected ‘

2. Select the message and click Edit.
a. Click Delete

System Messages

©Returntolist = *DHistory [ Copy




PLACARDS

The use of placards in the catalog, is a way of helping to promote a program or club.
Placards appear at the top of the search results when using specific keywords that
trigger the placard.

1. Click on Aspen Administration from under the side menu.

2. Scroll down to Local Catalog Enrichment and select Placards or type in
Placards in the Search for a Setting box.

© Bad Words List
Define the list of words to be censored.

© Browse Category Groups
Configure the Browse Categories that are shown on the library home page.
© Browse Categories
Define browse categories shown on the library home page.
© Collection Spotlights
Define spotlights that can be embedded within Aspen custom pages or other
websites.
© JavaScript Snippets
JavaScript Snippets to be added to the site when pages are rendered.

> Placards
Placards allow#u to promote services that do not have MARC records or APIs

TETon in the catalog.

© System Messages
Systern Messages allow you to display messages to your patrons in specific
locations.

© Year in Review
Year in Review allows you to display a summary slideshow to patrons at the start
of each year.

Adding a New Message
1. Click on + Add New.

2. Fill out the information accordingly:

a. Title: The title should always start with SJPL — (Event).
Title® &

[ SJIPL - True Crime Time

b. Start Date to Show: The date that the placard should show.
c. End Date to Show: The date that the placard should stop showing.
d. Image: Select an image that has been created for the placard.
i. This can be made in Canva. The image size must be 800 x 150 px.

Image (B00px x 150px max) @ &

rRat @iy v

Join us to learn about interesting, mysterious and terrible crimes.

_ imageTrue Crime.png

|:| ' Remowve




e. Link: Add a link to the website or web calendar showcasing when the
event is happening.
i. Do a Keyword Search of the event.

Keyword Search

ii. Highlight the URL and copy it. Paste the link in the box.

Link® &

https./sjpllibrarymarket.com/events/month?keywords=true¥20crime

f. Triggers:

i. Use keywords that are related to the topic.

Trigger word Exact Match Actions
crime O |m
killer O |m
killing O | W Delete
rmurder O | W Delete
true crime U | W Delete

g. Libraries: Select St. Joseph Public Library
h. Locations: Select branches that the message pertains to.
] SIKeston PUBIE LiBrary

St Joseph - Carnegie Library

St Joseph - Downtown Library

St. Joseph - East Hills Library

St Joseph - Washington Park Library

Sty ormrveniienge (ora imtae | ibsraey

3. Click Save Changes and Return.



Editing a Placard

1. Find the placard that needs to be edited and click on the pencil.

a. There are two pencils that can be clicked. On the left of the title and to the

right at the end of the row.

SIPL - True Crime Time

Mo start date

No end date

>

2. Any information can be changed from updating the image or changing the date.

Deleting a Placard

If a placard needs to be deleted, there are two ways to do so.

1. Select the message and click Batch Delete Selected

W Batch Delete Selected

2. Select the message and click Edit.
a. Click Delete

Placards

QReturntoLlist  “DHistory WCopy B IMEEE




LISTS
The use of lists in the catalog is a way of curating items and putting them in a central

location for patrons.

1. There are two ways of accessing lists.
a. Click on the drop-down menu and select Your Account.

= B.BARTON =

i. Once your account is open, click on Your Lists from the Your
Account menu.

Checked Out Titles

» Physical Materials ()
» Libby @)

» Hoopla )

» Boundless ()

Titles On Hold
» Physical Materials ()
» Libby )

» Boundless ()

Fines
IMaterials Requests ()
Your Library Card

Recommended For You
» Titles You Rated (@
» Not Interested In Titles

‘: Your Lists >
Your Gearches

b. Click on user’'s name and select Your Lists.

& B.BARTON

Adding a New List

1. Click on Create a New List

a. List: Name the list.
b. Description: This is optional. If the list is going to be public, a description

would be nice, so patrons know what the list is about.



c. Access:
i. Private: Only the creator can see the list.
ii. Public: Everyone is able to access the list.
1. Show in search results: The list can be found by searching
user lists.
2. Show list author in search results: Your name will be
displayed as the author of the public list.

Create new List X
List Serial Killers ]
Description A collection of books based on serial killers.
e [
Show in search -j
results
Show list author in -j
search results

2. Click Create List once everything has been filled out.

Adding Titles to a List

1. Titles can be added in two different ways, single title or multiple titles at once.
a. Single Titles
i. Search for the title.
ii. Under the description, click on Add to List.
iii. Inthe Choose a List drop-down menu, select the list

Add To x
Choose a f}s‘ | Serial Killers v‘
or Create a New List
Adda Note BTK Killer

iv. Click Save to List.



b. Multiple Titles
i. Select the list by clicking on the title

23) Serial Killers
Number of Titles O titles are in this list.
A collection of books based on serial killers.

ATE ST AR

Created on May &, 2025 812 AM

Last Updated May 6,

Serial Killers

ii. Click on Add Multiple Titles
iii. Either enter ISBNs or titles into the list, one per line
1. For common title, Aspen will choose the most relevant based
on its algorithm. Make sure to look over the list once the
titles have been added.

Add titles to list x

Please enter one or more titles or ISBNs te add to your list. Each title or ISBN should be on its own
line. We will search the catalog for each title and add the first matching title for each line to your

Ted Bundy: America's Most Evil Serial Killer
Helltown

AR

The Midnight Assassin

The Bayou Stranger

Hell's Half-Acre

The Kill Jar

My Mother, a Serial Killer

Close -

iv. Click Add to List

Editing a List

1. Select the list by clicking on the title

23) Serial Killers
Number of Titles 0 titles are in this list.
A collection of books based on serial Killers.

Created on May &

Last Updated Mz

Serial Killers

2. Click on Edit




3. From here, the title, description and access can be changed. A custom list cover
may be added if the list is made public.
a. This can be made in Canva. The image size must be 150 x 225 px.
b. Click on Upload List Cover from Computer and select the cover.

4. The list can be sorted by clicking on Sort by.
a. Title: in alphabetical order
b. Date Added: oldest to newest
c. Recently Added: newest to oldest
d. User Defined: changing the position number or moving titles one by one
with up and down arrow.

Sort by «

nerate Citations

Deleting a Title or a List

1. Deleting a Single Title
a. Atitle can be deleted from the list by clicking Delete to the right of title.

2) Hell's half-acre: the untold story of the Benders, a serial Edit
killer Family on the American frontier
Author Jonusas, Susan
| Show Editions | St. Joseph - Downtown Library - -

o4 e AR AN PR TR Adult Nonfiction

SUSAN JONUSAS 3641523 JON

1 available
W St. Joseph - Carnegie Library -

2. Deleting Multiple Titles
a. Select the titles that need to be deleted.

. 1) The Bayou Strangler: Louisiana's most gruesome serial Edit

THE BA o
TRANGLER [

- Author osen, Fred

"\

| o h)

=
oy Show Edition Where -

ory of Lou ar murder
t

2) Hell's half-acre: the untold story of the Benders, a serial Edit
S killer Family on the American frontier -
Delete
Author Jonusas, Susan
S . i
SrorEINEE]| St Joseph - Downtown Library -
Adut Nonfiction

3641523 JON
lavailable
St. Joseph - Carnegie Library -




b. Scroll to the bottom of the page and select Delete Selected Items.

3. Deleting All Titles
a. If alist need brand new titles, all the existing titles can be deleted.
b. Scroll to the bottom of the page and select Delete All Items

Delete Selected Items | Delete All Items

4. Deleting a List
a. Open the list.
b. Click on Delete List

A collection of books based on serial Killers.

- Add Multiple Titles Create Spotlight  Add To Browse

Email List =~ Print List =~ ExportListto €5V | ExportListto RIS = Generate Citations Delete List

5. Deleting Multiple Lists
a. Select the lists that need to be deleted.
b. Click Deleted Selected Lists

Create a New List [EDEECERELIIESN  import From Old Catalog

21) Newbery Award Winner|
Number of Titles 104 title;

g’ The Newbery Medal was name
§ \ Itis awarded annually by the Ag
American Library Association, t
American literature for children|

L Updated March 20, 2025 3:03
[ Pubiic J' searchable J Display List Autho
22) Orbis Pictus Award Win|

Number of Titles 36 titles
The NCTE Orhbis Pictus Award®
1989 to promote and recognize

Last Updated March 20, 2025 3:04
[ Public | Searchable J Display List Authol

. 23) Serial Killers
. Number of Titles 8 titles 4

A collection of books based on

Createc tay 6, 2025 812 AM




BROWSING CATEGORIES

On the home page of the catalog, there are several browsing categories showcasing a
variety of items. These can be created by lists or by catalog searches. Once the browse
category is created, then the browse category groups need to be modified.

New Graphic

New Audiobooks New DVDs

< New Fiction New Non Fiction
Novels

New Adult Fiction New Juvenile Fiction

>

Creating a Browse Category from a List

1. Once a list has been created (see Lists), open the list. The list will need to be
Public.

2. Click on Add to Browse

Serial Killers

Created on May 6, 2025 812 am
A collection of books basad on serial killers.
- Add Multiple Titles Create Spotlight (Add To Browse

Email List =~ Prinkt List =~ Export List to €SV | ExportList to RIS = Generate Citations Delete List

3. Enter atitle for the browse category in the New Category Name box.

Add as Browse Category to Home Page %

New Category Name

{ Serial Killers ]

Add as a Sub-Category to (optional)

{ Select One V]

Eladd to Home Page after creation (main categories only)




4. Click on Create Category.
(o ] ewes | ruewmcee ] asea |

New Graphic
( Serial Killers New Fiction New Non Fiction P New Audiobooks >
Novels

Q serial Killers Sicoers Eeid | XHide

sleuoin) g

W W W

=
2g
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Creating a Browse Category from Search Results

1. Leave the search box blank, then click Search.

2. Using the Search Facets, narrow the search results.

Fiction / Non-Fiction: Fiction g
Format: eAudiobook @)
Publication Date: 2025 TO*] §
Audience: Young Adult
Audience: Adult @

[J Non Fiction (7,126)
Fiction (7,125)

Adult (6,737)

[ Juvenile (738)
Young Adult (400)
[ General (109)

» Available Now At

» eContent Collection

eAudiobook (7,125)
[ eBook (13,104)
[ Book (1,846)




3. Click on Add to Browse under the Search Tools drop-down menu.

£= List & Search Tools

4. Click on Create New.

b 4

Add as Browse Category to Home Page

Update Existing Create New

Close

5. Enter a title for the browse category in the New Category Name box.

Add as New Browse Category x
New Category Name

[ New Adult eAudicbooks ]
Add as a Sub-Category to (optional)

[ Select One v]

Hadd to Home Page after creation (main categories only)




6. Click on Create Category.

I Q I Keyword v| in Library Catalog I Qsearch I
New Adult New Graphic
( New Fiction New Non Fiction New Audiobooks
eAudiobooks Novels

Q New Adult eAudiobooks Blovers | Horid || XHide
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2
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Creating a New Sub-category from a List

1.

Once a list has been created (see Lists), open the list. The list will need to be
Public.

Click on Add to Browse

Caldecott Award Winners

4, 3:09 pr Last Updated March 20, 2025, 3:00 p

The Caldecott Medal was named in honor of nineteenth-century English illustrator Randolph Caldecott. It is awarded
annually by the Association for Library Service to Children, a division of the American Library Association, to the artist of
the mast distinguished American picture book for children.

Add Multiple Titles Create Spotlight (' Add To Browse

Email Lisk Print List Export Lisk to C5V Export List to RIS Generate Citakions Delete Lisk




3. Enter a title for the sub-category in the New Category Name box and under Add
as a Sub-Category to, select the Browse Category in which the sub-category

goes under.
Add as Browse Category to Home Page X
New Category Name
[ Award Books ]

Add as a Sub-Category to (optional)

Select One

NKMS 7th Grade (ksd_summer_reading_lists_library_mlc_ki_nkms_7th_grade) - 212 |

NKMS 8th Grade (ksd_surnmer_reading_lists_library_mlc_ki_nkms_8th_grade) - 213
Adapters (library_of_things_library_mlc_ki_adapters) - 189

Adult [mlc_new_fiction_adult) - 33

Adult [mlc_new_nonfiction_adult) - 37

Adult [mle_br_new_fiction_adult) - 86

Adult [mlc_ri_new_adult_fiction) - 114

Adult Audio Books (WBCPL_adult_audio_books) - 292

Adult Fiction (WBCPI adult fiction) - 286

4. Click on Create Category.

Creating a New Sub-category from Search Results

1. Leave the search box blank, then click Search.
C— T T BT

2. Using the Search Facets, narrow the search results.

Format: DVD Q
Shelf Location: New Adult DVD g

> Fiction / Non-Fiction

» Audience
¥ Available Now AL

» eContent Collection

M ovD (251)




3. Click on Add to Browse under the Search Tools drop-down menu.

= List & Search Tools

4. Click on Create New.

Add as Browse Category to Home Page

Update Existing Create New

Close

5. Enter a title for the sub-category in the New Category Name box and under Add
as a Sub-Category to, select the Browse Category in which the sub-category

goes under.

Add as New Browse Category X

New Category Name

[ New Adult DVDs }

Add as a Sub-Category to (optional)

[ New DVDs (gjpl_new_dvds) - 9 V}

[_ladd to Home Page after creation (main categories only)

6. Click Create Category.

s

Missouri Reader Recommended for
( New DVDs On Order )
Award Nominees You

New Adult DVDs




Arranging Browse Categories and Subcategories

1. Click on Aspen Administration from under the side menu.

2. Scroll down to Local Catalog Enrichment and select Browse Category
Groups or type in Browsing Category Groups in the Search for a Setting box.

© Browse Categories

Define browse categories shown on the library home page.

© rowse Category Groups
Configure th fowse _ategoaries that are shown on the library home page.

3. Scroll down to sjpl and click on Edit.

O zjpl Show rating stars and n 5t Joseph Public Library St Joseph
enable user ratings by Systern 5t. Joseph
clicking the stars. St. Joseph

St. Joseph
Library

- Carnegie Library .
Edit

- Downtown Librar s

- East Hills Library D History

- Washington Park

4. To add a new browsing category to the main page:
a. click on +Add New.

b. Use the drop-down menu and select the browse category.

Serial Killers (sjpl_serial_killers) - 214

c. Click Save Changes and Stay Here or click the safe button on the side of

the screen




5. To move a browse category to a new position:
a. Locate the browse category that needs to be moved.
b. Click and drag on the up/down arrows.
c. Move the browse category to the place where it will show on the main

page.
t [ New DWDs (sjpl_new_dvds) - 9 v & Edit
W Delete
@ [ Serial Killers (sjpl_serial_killers) - 214 v] & Edit
W Delete
! [ On QOrder (sjpl_on_order) - 13 v] & Edit
W Delete

d. Click Save Changes and Stay Here or click the safe button on the side of
the screen

6. To move a subcategory to a new position:
a. Locate the browse category where the subcategory is housed.
b. Click on Edit

New Non Fiction (sjpl_new_non_fiction) - 12 v
W Delete
c. Scroll down to the Browse Sub-Categories
d. Locate the sub-category that needs to be moved.
e. Click and drag on the up/down arrows.
f. Move the sub-category to its new place.
Sort Sub-Category Actions
t [ MNew Adult Mon Fiction (sjpl_new_non_fiction_new_adult_non_fiction) - 16 V] # Edit
W Delete
@ [ New Juvenile Non Fiction (sjpl_new_non_fiction_new_juvenile_non_fiction) - 20 V] # Edit
W Delete
! [ New Teen Non Fiction (sjpl_new_non_fiction_new_teen_ncn_fiction) - 22 v] & Edit
W Delete

g. Click Save Changes and Return.



COLLECTION SPOTLIGHTS

Collection spotlights are a great way to feature items from the collection, displayed in a
carousel of cover images. These can then be embedded in a website.

Creating a Collection Spotlight from a List

1. Once a list has been created (see Lists), open the list. The list will need to be
Public.

2. Click on Create Spotlight

Missouri Mark Twain Reader Award Nominees

Created on October 14, 2024, 552 prm Last Updated Apnl 22, 2025 125 pm

The purpose of the Mark Twain Readers Award is to promote literature, literacy, and reading in Missouri schools for grades
four through six and to promote recognition of authors and illustrators of books that are favorites of Missouri children in
these grades.

- Add Multiple Title Create Spotlight ) Add To Browse
Email List =~ PrintList = ExportLlistto C5V | ExportListto RIS = Generate Citations Deleke List

3. Enter a title for the spotlight in the New Spotlight Name/New Tab Name box.

Create a Spotlight x
Select a collection spotlight (Create a new spotlight 9
New Spotlight Name / New (M'\ssour'l Mark Twain Reader Award Nominees )
Tab Name

4. Click on Create Spotlight.



Creating a Browse Category from Search Results

1. Leave the search box blank, then click Search.

2. Using the Search Facets, narrow the search results.

Fiction / Non-Fiction: Fiction °
Format: eAudiobook @)
Publication Date: [2025 TO*] @@
Audience: Young Adult )
Audience: Adult @

[J Non Fiction (7,26)
Fiction (7,125)

Adult (6,737)

[ Juvenile (738)
Young Adult (400)
[J General (109)

> Available Now At

» eContent Collection

eAudiobook (7,125)
[ eBook (13,104)
[ Book (1,846)

3. Click on Create Spotlight under the Search Tools drop-down menu.

= List & search Tools =




4. Enter a title for the spotlight in the New Spotlight Name/New Tab Name box.

Create a Spotlight

X

Select a collection spotlight (Create a new spotlight

New Spotlight Name / New (New eAudiobooks
Tab Name

5. Click on Create Spotlight.

Editing a Collection Spotlight

1. Click on Aspen Administration from under the side menu.

2. Scroll down to Local Catalog Enrichment and select Collection Spotlights or
type in Collection Spotlights in the Search for a Setting box.

[>] Bad Words List

Define the list of words to be censored.

(>} Browse Category Groups

[>] Browse Categories
Define brosse 3

Collection Spotlights
Melne spotlights {ha
websites.

(>} JavaScript Snippets

Configure the Browse Categories that are shown on the library home page.

ories shown on the library home page.

n be ermbedded within Aspen custorm pages or other

JavaScript Snippets to be added to the site when pages are rendered.

3. Scroll and find the collection spotlight that needs to be edited. Click on Edit.

7 SIPL - New Fiction 5t Joseph Public Library
Systern

Mew Fiction

View

Preview




4. Things that can be edited:

a. Description: An internal description of the spotlight.

b. The number of titles that should be shown: Default is set to 25.

c. Should the title for the currently selected item be shown: If checked,
title will display below the cover images.

d. Should the author (catalog items) /format (archive items) for the
currently selected item be shown?: If checked, the title’s author or
format will display below the cover images.

e. Should ratings be shown under each cover?: If checked, rating stars
will appear for each title.

f. The style to use when displaying featured titles:

i. Horizontal:
S P
SHIELDor '
. SPARROWS :
: s £143 :figﬂf{?ﬁ/]hj'
S

ii. Horizontal Carousel:

o L

it I\ A
SKIELD s
SPﬂRRlUWS

ii. Vertical:




iv. Single Title:

SHiEDs

SPARROWS

v. Single Title with a Next Button:

W g A O
=t m!tmg__

B]&REDRIK ;

CKMAN
MY ERIENDS

vi. Text Only List:

1) Shield of sparrows by Perry, Devney

- >

2) Problematic summer romance by Hazelwood, Ali
3) My friends: a novel by Backman, Fredrik

4) The perfect marriage by Rose, Jeneva

5) Say you'll remember me by Jimenez, Abby

B) Deep end by Hazelwood, Ali

TV Dt Lt ki im b Teasll | iea L

. Should the display automatically rotate between titles?: If checked,
the spotlight will automatically rotate between titles.

i. This will only apply to Horizontal, Vertical, Single Title and Single

Title with a Next Button. NOT, Horizontal Carousel or Text Only.

. The cover size to use when showing the display: Small or medium.
Custom CSS File: Link to an external CSS file for customizing the
collection spotlight appearance.
Display list as: The method used to show the user the multiple lists
associated with the display.
. Show the display's title bar: If checked, the title bar will be displayed.
Show the View More link: If checked, the “View More” link will appear in
the title bar.

At ) i rlM i
ey~
M

R e KW\N _
My FRIENDS -

View More




m. Display mode for view more link: How the titles are shown when “View
More” is clicked.

n. Lists: Displays all lists or search results associated with this collection
spotlight.

Embedding Collection Spotlight

1. Scroll and find the collection spotlight. Click on View.

7 SIPL - Mew Fiction 5t Joseph Public Library Mew Fiction
System

Edit

Preview

2. Scroll to the integration notes and copy the code. Paste the code wherever it is to
be embedded.

Deleting a Collection Spotlight

1. Scroll and find the collection spotlight. Click on Delete.

7 SIPL - Wew Fiction 5t Joseph Public Library Mew Fiction

System View

Edit
Preview

‘ Delete '




MATERIALS REQUEST

If a library does not own an item, patrons can request items for purchase, using the

Materials Request form found on the Your Account screen.

Checked Out Titles
» Physical Materials ()
= Libby (@
= Hoopla (@)
» Boundless ()

Titles On Hold
» Physical Materials o

» Libby @

» Boundless (@)
Fines (I3
b "

C Materials Requestso
Yo

Recommended For You

» Titles You Rated @)
» Not Interested In Titles ()

My Materials Requests

Filters

Show @ Open material requests (O All material requests  Update Filters

‘ There are no materials requests that meet your criteria.

First, fill out the Materials Request section on the Library Systems page under
Primary Configuration. (See Aspen Configuration — Materials Request.)

Creating Materials Request Statuses

Material Request statuses will allow patrons to know the status of their request.

1. Click on Aspen Administration from under the side menu.

2. Scroll down to Materials Request and select Manage Statuses or type in

Manage Statuses in the Search for a Setting box.

©

©

Manage Requests

Manage Materials Reguests from users.

Requests Needing Holds

Review and generate holds for requests that have hold candidates.
Usage Dashboard

Wiew the usage dashboard for Materials Requests.

Summary Report

A Summary Report of all requests that have been submitted.

Report By User
A Report of all requests that have been submitted by users who submitted them.

Hold Candidate Generation Log

Alog showing infarmation about the hold candidate generation process far
materials requests.

Format Mapping

Define format mapping between Aspen formats and Materials Request Formats
for use when placing holds.

© Manage Statuses
Defing the statuses of Materials Requests for the library.




3. Click on + Add New.

4. Fill out the information accordingly:

a.
b.
C.

d.

Description: a unique name for the status

Default Status?: If checked, the default status will apply to new requests
Set When Patron Cancels?: If checked, the status will be applied when
the patron cancels their request

Open Status?: If checked, this status needs further processing and is
shown by default to patrons and staff

Active Status?: If checked, requests with this status count against the
patron’s maximum active requests.

Check for holds?:If checked, any request with this title will be checked to
see if the title is in Aspen so a hold can be placed for it.

Hold Placed Successfully?: If checked, only one status can be flagged
with this option. When a hold is placed successfully, the request will be
moved to this status.

Hold Not Needed?: If checked, only one status can be flagged with this
option. When a hold is not needed, the request will be moves to this
status.

Hold Failed?: If checked, only one status can be flagged with this option.
When a hold cannot be placed, the request will be moved to this status.
(Staff can also choose not to move requests to this status and retry later.)
Send Email to Patron?: If checked, an email will be sent to the patron
when this status is set.

Email Template: Create a template to use when sending emails to the
patron.

Library: Select the appropriate library system.

Description ® &

(Requeal Submitted )

B Default Status? & @

[ Set When Patron Cancels? & @
® Open Status? & @

B Active Status? & @

B Check for holds? & @

[ Hold Placed Successfully? & @

[ Hold Not Needed? & @

[J Hold Failed? & @

[ Send Email To Patron? & @

mail Template ® &

TN\ g

Library @ &

St. Joseph Public Library System \)

N




5. Click Save Changes and Return.

Set When Check Send
Default  Patron Open Active for Hold Placed Hold Not  Haold Email To
Select Id Description Status? Cancels? Status? Status? holds? Successfully? MNeeded? Failed? Patron?  Library Actions
Request Yes Mo es Yas Yes Mo =] Mo Mo St. Joseph .
O 21  cibmitted Public # Edit
Library .
System D History
Cancelled by MNo Yes Mo Mo Mo Mo Mo Mo Mo 5t Joseph .
I:I # 22 Patron Public , Edit
Library .
Systern D History
Hequest Mo Mo e Yes Mo Mo Mo Mo Mo 5t. Joseph .
I:I # 23 Referred to Public # Edit
Staff Library .
System D History
Closed by Mo Mo Mo Mo Mo Mo Mo Mo Mo 5t Joseph .
I:I # 32 Staff - Patron Public # Edit
Contacted Library .
Systern D History
I:l Iterm Ordered Mo Mo Mo Mo Mo Mo Mo Mo Mo 5t. Joseph ’ Edi
# 24 | g old Dlaced Bublic it
Library .
System D History
Placed Hold Mo Mo Mo Mo Mo Mo Mo Mo Mo 5t Joseph .
I:I L on ltemin Public ,Edlt
System Library .
Systern D History
Submitted for  No No Mo Mo Mo Mo Mo Mo Mo 5t. Joseph .
O 425 |y Bublic # Edit
Librar
Y “D History

System




Managing Material Requests

While an email may be sent to staff, requests may be accessed from the Materials
Request Module. This is where statuses may be changed.

1. Click on Aspen Administration from under the side menu.

2. Scroll down to Materials Request and select Manage Statuses or type in
Manage Statuses in the Search for a Setting box.

© Summary Report

A Summary Report of all requests that have been submitted.

© Report By User
A Report of all requests that have been submitted by users who submitted them.

© Format Mapping

Define format mapping between Aspen formats and Materials Request Formats

© Manage Statuses
Define the statuses of Materials Requests for the library.

© Wanage Requests >

Manage Matenals Reguests from users.

© Requests Needing Holds

Review and generate holds for requests that have hold candidates.

© Usage Dashboard

Wiew the usage dashboard for Materials Requests.

© Hold Candidate Generation Log
Alog showing infarmation about the hold candidate generation process far
materials requests.

for use when placing holds.

3. If there are any open requests, this is where they will be.

put on hold once it is ordered.

e

Date Pickup  Staft
O Format Author Created Location Note Assigned
s Statuss s Title s s Comments = Patron s Email= = s Tos =
[] Request DWVD  handmaids Release date is 12/2/25. Wil place on | Jul 24, St
Submitted tale season hold once it is ordered. Mary Beth 2025 Joseph -
six Revels et
4 Hills
- Library
[] Request  DWD  Horizon An No theatrical or DVD release a| Julg, St
Referred Arnerican dates set yet. Will keep checking . 2025 Joseph -
to Staff Epic Ch.2 periodically for DVD date and will East
Hills

Librany




4. To update the status of the request, click on Update Request. A comment can
also be added to help understand the condition of the request.

Supplemental Details (optional)

Comments No theatrical or DVD release dates set yet. Will keep checking
periodically for DVD date and will put on hold once it is ordered.
Mary Beth Revels

Contact Information

el | ]

Phone [ B16-344-2386 ]

Staff Information

Request Id 294

Status [ Request Referred to Staff v]




CUSTOM FORMS

Forms are great for collecting feedback, allowing patrons to sign up for books or mailing
lists, or even signing up for events.

1. Click on Aspen Administration from under the side menu.

2. Scroll down to Web Builder and select Custom Forms or type in Custom
Forms in the Search for a Setting box

© Basic Pages
Create basic pages with a simple layout.

[>] Custom Pages
Cregieguaiom pages with a more complex cell based layout.

Custom Forms
afg custon “within Aspen Discovery for patrons to fill out.

© Quick Polls

Create quick polls within Aspen Discovery for patrens to respond to.

[>] Web Resources
Add resources within Aspen Discovery that the library provides.

© staff Members

Add staff members to create a staff directory.

© Images
Add images to Aspen Discovery.
© PDFs

Add PDFs to Aspen Discovery.

© Audiences
Define Audiences to categorize content within Aspen Discovery.

© Categories
Define Categories to categorize content within Aspen Discovery.

Create a New Form

1. Click on + Add New

2. Fill out the information accordingly:
a. Title: Name the page
b. URL Alias: This will be part of the URL to access the form
i. EX. /interlibraryloanrequest

c. Require Login: Checking this will require users to sign into their accounts
before filling out the form

d. Introductory Text: Text that will appear at the top of the form. An image
can be used as well.

Introductory Te © 6

INTERLIBRARY LOAN

Interlibrary Loan is the borrowing and lending

of materials between library systems. Anycne

with a St. Joseph Public Library card in good
standing may request materials.

Eligible Materials
+ Iltems not owned by the St. Joseph Public Library and its consortium members
+ Items that were published 6 months or longer ago
+ Books
+ Audiocbooks
DVDs




e. Fields: Create the fields that need to be filled out.
i. Click on + Add New.
1. Label: What is being asked.
2. Field Type: Select how the answer will be answered.

a. Text Field: Short text area

b. Text Area: Longer text fields

c. Checkbox: Adds a single checkbox.

d. Select List: Lets the user select an option from a
dropdown list.

i. Options are added in the Select List Values
field, each option separated with commas and
no spaces.

e. Date: Allows user to type in the date or select a date
from a Calendar view.

f. Email Address: Text field for an email address.

i. Will check the text is a valid email address.

g. URL: Text field for a URL.

i. Will check the text is a valid URL.

h. The following options will prefill the form field with
existing patron account information when the user is
logged in:

i. Barcode (Prefill)

ii. Username (Prefill)

ii. Email (Prefill)
iv. Phone (Prefill)
v. Address (Prefill)

vi. Address 2 (Prefill)

vii. City (Prefill)

viii. State (Prefill)
ix. Zip (Prefill)

3. Description: Text entered will become tooltips that users
can hover over on each form field to see more information.

Use the drop-down menu

below to select where you

would like to pick up your
iterm.

Pickup Location ,k

Carnegie Branch

i Cmet £3

4. Select List Values: If Select List is selected, enter the
desired options separated with commas and no spaces.
Pickup Location @ [0

Carnegie Branch

Carnegie Branch

Downtown Branch

East Hills Branch

Washington Park Branch




5. Default Value: Enter text here if one of the fields is to be
pre-populated with certain text.

6. Required: Checkbox next to any forms that should be
required to submit the form.

Text Field -

Fields© &
Select List Values

t Label Field Type Descripion  wineommas | Defautvalue  Reau
N e | S | SR | SR
(o [emms 9 J[J[ ]
[ Format | [ setectust  +] [ usetnedropa | | megutarprintL | | |
[ Name (Fistanc | | Tedrien o] | | [ | [ ]
| T | E— — —
[ PhoneNumber | [ TextFies ] | | [ | | ]
[ Pickup Locatior | [ setectiist  v| [ usethedropdc | [ camegie sranc | | |
[ Maximumcost | [ TextFiels  v] [ Pleaseentertnc | | | | | O
e | T — — —
| E— —  —

f. Email Results To: Enter an email address, so a form submission will be
sent. If entering multiple email addresses, separate each address with a
semicolon and no spaces.

g. Submission Result Text: Text that appears after successfully submitting
the form.

Submission Result Text® &

o ¥ Mo v H EH —680- &L N0 6
B /7 Y S Paragraph Verdana 12pt A A
= = E=E=E= = 1T

Your request has been submitted to the Interlibrary Loan librarian. You will be contacted once the
item has been received. This may take 2 to 3 weeks. If the interlibrary loan librarian cannot fill
your request, you will be contacted via email or postcard. If you have any questions, feel free to
contact the interlibrary loan librarian by emailing bbarton@sjpl.lib.mo.us or by phone (816) 236-
2107.

Thank you!




h. Libraries: Select St. Joseph Public Library

3. Click Save Changes and Return.

View a Form
Add the URL alias to the end of the main catalog URL.

https://sjpl.modiscovery.org/interlibraryloanrequest

Interlibrary Loan Request

INTERLIBRARY LOAN

Interlibrary Loan is the borrowing and lending

of materials between library systems. Anyone

with a St. Joseph Public Library card in good
standing may request materials.

Eligible Materials

+ Items not owned by the St. Joseph Public Library and its consortium members
- Items that were published 6 months or longer ago

+ Books

+ Audiobooks

+ DVDs

Ineligible Materials
- Items owned by St. Joseph Public Library and its consortium members
+ Items that were published more recently than 6 months ago
- Music CDs
+ eBooks and eAudiobooks

Limits and Fees
Patrons may have up to 5 interlibrary loans checked out on their card. While it is our policy not to charge patrons
for Interlibrary loan items, some libraries do charge to borrow thelr materials, If this happens, you will be asked In
advance of us ordering the material if you are willing to accept the fee. Fees can range from as little as $5.00
dollars on up.

B e |

[

Author CZTIT)

[

Format © (X

[ Regular Print

Narne (First and Last)

[

Library Card Number [T

[

Phone Number

[

Pickup Location @

[ Carnegie Branch

Maximum Cost @

[

Comments

[




View and Manage Form Submissions

1. There are multiple ways of viewing the submissions.
a. Custom WebBuilder Forms list
i. Click on View Submissions next to the correct list.

D 2 Interlibrary finterlioraryloanrequest Mo 9 bbarton@sjplibimaous
s Loan Request

# Edit

View Submissions

"D History

b. Custom WebBuilder Forms list
i. Click on Edit next to the correct list.

D Interlibrary finterlibraryloanreguest Mo 9 bbarton@sypllib.mous
n Request

Mo

Wiew Submissions

D History

ii. Click on View Submissions.

Q Return to List "D History

View View Submissions

c. From viewing the form
i. Click on Edit on the form

Bl Erowse » Home » Interlibrary Loan Request

Interlibrary Loan Request

ii. Click on View Submissions.

© Returnto List  "® History

View View Submissions

2. This screen will show any submissions the form has received.
3. Click on Edit to view the details.
4. Check Mark as Read to mark the submission as Read.

5. Click Save Changes and Return to save.




Deleting a Form
If a form needs to be deleted, there are two ways to do so.

1. Select the message and click Batch Delete Selected

W Batch Delete Selected

2. Select the message and click Edit.
a. Click Delete

Custom WebBuilder Forms

O Return to List | ‘D Histery

View | View Submissions




CUSTOM PAGES

1. Click on Aspen Administration from under the side menu.

2. Scroll down to Web Builder and select Custom Pages or type in Custom
Pages in the Search for a Setting box

Basic Pages

memremagcs with a simple layout.
Custom Pages
EE= @eseEies with a more complex cell based layout.

[>] Custom Forms
Create custom forms within Aspen Discovery for patrons to fill out

© Quick Polls

Create quick polls within Aspen Discovery for patrens to respond to.

[>] Web Resources
Add resources within Aspen Discovery that the library provides.

© staff Members
Add staff members to create a staff directory.

© Images
Add images to Aspen Discovery.
© PDFs

Add PDFs to Aspen Discovery.

© Audiences
Define Audiences to categorize content within Aspen Discovery.

© Categories
Define Categories to categorize content within Aspen Discovery.

Creating a New Page

1. Click on + Add New

2. Fill out the information accordingly:
a. Title: Name the page
b. URL Alias: This will be part of the URL to access the page
i. Ex./ebooks-eaudiobooks
c. Require Login: Checking this will require users to sign into their accounts
to have access to the page
d. Audience: Define audiences for the page
Categories: Define categories for the page
f. Libraries: Select St. Joseph Public Library

o

3. Click Save Changes and Continue Editing.

4. Click on Add Row
Rows® &




5. Arow will appear.

Could not load contents for the cell Could not load contents for the cell

........................................................................................................................................................

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------

i\ Could not load contents for the cell

c. Click on the Edit icon in a cell to edit that cell’s contents.

i1 Could not load contents for the cell

Title® &

| |

‘ » Layout Settings ‘

‘ » Design Options ‘

Source Type ® &

[ Text/Images V]

Contents @ &
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d. Click on the Edit icon in a row will edit its properties.

Could not load contents for the cell

.................................................................................................................................................................

.........

RowTitle ® &

[ Other Services

» Design Options

Cels® &

Sort Title Source Type Source Id Source Info Image action

Ui

1 [ ] [ Text/Images "] [ v] [ ] [ None v] [

e. Click on the directional arrows to move the position of the cell or row.

web_resource : 24 E £] u web_resource : 25 nt!) -]

Missourl

Libraries to Go

hoopla| Hoopla

Borrow and enjoy audiobooks,

Adding Content to a Page
1. Click on the Edit icon in a cell.
2. Fill out the information accordingly:

a. Title: Name the cell. This is optional and the text will display above the cell
content.

Title® &

efudiobooks




b. Layout Settings:
i. Column Width: Aspen's web builder uses a 12-column structure of
rows and cells to build layouts. When more cells are added to the
row, Aspen distributes the cells and resizes them automatically.

ii. Vertical Alignment: Adjust how the cell’'s contents are vertically
positioned within the cell.

iii. Horizontal Justification: Adjust how the cell’s text is aligned within
the cell.

iv. Make Cell Accordion: Checking this box will turn the cell into an
“accordion” which functions as a header that expands.

Column Width Tiny Size @ &

L2 )
Column Width Extra Small Size @ &

[ )
Column Width SmallSize @ &

E J
Column Width Medium Size @ &

E J
Column Width Large Size @ &

E )

Vertical Alignment ® &

[ Top of Row v}

Horizontal Justification @ &

Left v}

[ Make cell accordion (Title is required to use) & @




c. Design Options: Select a color scheme for the cell.

Select a Color SchemeforCell @ &

)

O Invert background and foreground colors & @

d. Source Type: Specify what content is being used.
i. Text/Images: The default text editor. Images may be embedded

with the text.

Source Type @ &

[ Text/Images V]

Contents @ &

o ¥ B & ¥ H NE — 6o &£ N e
I U S Paragraph Verdana 11pt A LY
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i. Basic Page: Embed an existing Basic Page. Select the desired
basic page from drop-down list.

SourceType @ &

[ Basic Page

Sourceld® &

Select a page

ii. Basic Page Teaser: Embed the teaser for a Basic Page.

Source Type @ &

[ Basic Page Teaser

Sourceld® &

[ Select a page

iv. Collection Spotlight: Embed an existing collection spotlight.
Select the desired collection spotlight from the drop-down list.

Source Type ®@ &

[ Collection Spotlight

Sourceld® &

Select a spotlight




v. Form: Embed a custom form created with Aspen’s web builder
module.

Source Type @ &

[ Form

Sourceld ® &

Select a form

vi. Image: Embed an existing image from the Images section of the
web builder module. The image can also link out to a page or
website by adding the URL.

Source Type @ &

[ Image

Sourceld® &

[ Select an image

Image action ® &

[ None

Image alt description ® &

I

vii. PDF: Embed an existing PDF from the PDFs section of the web
builder module. Choose whether to display the PDF embedded
within the cell or to display a thumbnail link to the chosen PDF.

Source Type @ &

[ PDF v]
Source ld @ &
Select a PDF v]

Display the PDF @ &

[ Embedded in Cell V]

viii. iFrame: Embed an iFrame from an external source using the
iFrame URL. Specify the height (in pixels) for the iFrame.

Source Type ® &

[ iFrame

Source Info® &

|

Height for iFrame @ &

[ 0




ix. Vimeo Video: Embed a video from Vimeo using its URL.

Source Type @ &

[ Vimeo Video

Source Info® &

|

X. YouTube Video: Embed a video from YouTube using its URL.

Source Type @ &

YouTube Video

Source Info @ &

|

xi. Library Hours and Locations: Embed the hours and locations
information for the library. This is the same information that is
displayed in the side menu’s Library Hours & Locations link.

Source Type @ &

Library Hours and Locations

xii. Web Resource: Embed a single existing web resource. These can
be added via the Web Resource section of the Web Builder
module.

Source Type @ &

{ Web Resource

Sourceld® &

{ Select a web resource

xiii. Quick Poll: Add a quick poll to engage with patrons.

Source Type @ &

[ Quick Paoll

Source ld® &

[ Select a quick poll

6. Click Save Changes and Return.




Editing a Row

1. Click on the Edit icon in a row.

2. Things that can be edited within a row.

a. Make row accordion: Checking this box will turn the row into an
“accordion” which functions as a header that expands. A row title is
required to use this function.

b. Row Title: Name the row. This is optional and the text will display above

the cell content.

Design Options: Select a color scheme for the row.

Cells: This section displays the cells within the current row. Cells can be
edited or deleted from here.

Qo

Cels® &
Sort Title Source Type Source Id Source Info Image action E:
1 [ ] [ Web Resour V] [ "] [ ] [ None v] [
1 [ ] [ Web Resour V] [ "] [ ] [ None v] [
. >

3. Click Save Changes and Return.

M Browse » Home »eBooks & eAudiobooks » Edit

Missouri Libraries to Go I,m Hoopla
eBooks, eAudiobooks, and eMagazines along with Borrow and enjoy audiobooks, eBooks, comics,

a variety of add-on services. Powered by movies, TV, magazines, or music.
OverDrive and the Libby App. We are part of the

Missouri Libraries 2Go Consortium. To use the _

Libby App, download from the Apple or Google

store and select “Missouri Libraries 2Go" as the
library — then select St. Joseph Public Library.

Ebsco eBooks

Search for eBooks on many topics that can be
read on your computer or downloaded with an
Ebsco account.

_

+EBSCOhost

Hoopla B Boundless

© boundless
Borrow and enjoy audiobooks, eBooks, comics, eBooks and eAudiobooks. Use the link to access
movies, TV, magazines, or music. on your computer or download the app from the

Apple or Google store. If you used Axis360 before,
_ you will need to download the new app. Search

for our library as “St Joseph Public Library” (no

period after St)

Contact feedback@sjpl.lib.mo.us if you have any

questions.




STAFF MEMBERS

Under the Contact Us menu, there is a link for the Staff Directory. This consists of the
director, branch managers, department managers, resource sharing librarian and
library-by-mail contact.

2. Click on Aspen Administration from under the side menu.

3. Scroll down to Web Builder and select Staff Members or type in Staff Members
in the Search for a Setting box.

© Basic Pages
Create basic pages with a simple layout.

© Custom Pages

Create custom pages with a more complex cell based layout.
© Custom Forms

Create custom forms within Aspen Discovery for patrons to fill out.
1>] Quick Polls

Create quick polls within Aspen Discovery for patrons to respond to.
© Web Resources
Add gesg

Staff Members
Add staff members

£s within Aspen Discovery that the library provides.

¢ create a staff directory.

© Images
Add images to Aspen Discovery.

Adding a Staff Member
1. Click on + Add New

2. Fill out the information accordingly:
a. Library: St. Joseph Public Library System
b. Name: staff member’s name
c. Role: job title of staff member
d. Email: staff member’s email
e
f.

Phone: phone number of branch or department of staff member
Photo: This is optional. Use Canva to make an image that is 500 x 500 px



Library @ &

{ St. Joseph Public Library System VI

Name® &

{ Bethany Barton ]

Role® &

{ Resource Sharing Librarian ]

Email® &

{ bbarton@sjpl.lib.mo.us ]

Phone ® &

{ B16-236-2107 ]

Photo (500px x 500px max) @ &

photoBethany.png

O W Remove

3. Click Save Changes and Return

Editing a Staff Member

1. Find the staff member that needs to be edited and click on the pencil.
a. There are two pencils that can be clicked. On the left of the title and to the
right at the end of the row.

5t_Joseph Public Library  Bethany Barton Resource Sharing Librarian bbarton@sjplLlib.mo.us 816-236 .
D (i g) S J a7 GED

2. Any information can be changed from updating the image or changing the date.

Deleting a Staff Member
If a staff member needs to be deleted, there are two ways to do so.

1. Select the staff member and click Batch Delete Selected

W Batch Delete Selected

2. Select the staff member and click Edit.
a. Click Delete

Staff Members
© Return to List | *® History






