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Lesson 1: Accessing the CNIB Digital Library
A – Introduction to the CNIB Digital Library
The CNIB Digital Library is an online library service designed specifically to be accessible to people living with vision loss that use adaptive technologies.
It is a bilingual service (English and French) that is available 24 hours a day, 7 days a week. Using the CNIB Digital Library, you can:

· search the Library collection for books, movies, and other materials

· order items for delivery by mail

· read books, newspapers, and magazines online

· consult encyclopedias, dictionaries, other reference tools

Overall, the CNIB Digital Library provides access to 80,000 items, and many of those items are online!

You can find the CNIB Digital Library at the Internet address: www.cnib.ca/cdl.

Please note that these tutorial lessons assume that you already have a basic knowledge of computers, the Internet, and adaptive technologies (JAWS or ZoomText, for example).

Each tutorial lesson asks you to answer a question. You can download the answer key to the questions at:

http://www.cnib.ca/en/services/library/documents/Tutorial%20Lessons%20Answers.doc.  
B – Logging In to the CNIB Digital Library
Exercise 1: Logging in to the CNIB Digital Library
1. Launch your Internet browser.

2. In the address field, key in: www.cnib.ca/cdl. A new web page called The CNIB Digital Library Login will open. 

You are now at the login screen of the CNIB Digital Library. This page contains seven links and a form where you must key in your user name and password in order to log in to the Library.
C – Description of Links

Starting from the top of the page:

Link: Go to the CNIB Library Website
This first link is represented by CNIB’s logo. When this link is activated, you are redirected to the CNIB Library’s main page, where you can find information on all Library services available to you, as well as the latest news. 
Link: En Français

The CNIB Digital Library Login screen will display in either English or French in accordance with the language of your Internet browser. Regardless of the browser language, the En français or For English link will allow you to convert the page to the language of your choice.

Link: Terms of Use 

CNIB has created the CNIB Digital Library for the personal use and enjoyment of people living with vision loss or perceptual difficulties. Most documents found in the CNIB Digital Library, such as books, newspapers and magazines, are protected by the Copyright Act, C-42. The accessible formats of many of these works have been produced under section 32 of the Act, the Exception for Persons with Perceptual Disabilities. As a result, only persons with perceptual disabilities may have a user name and password for the CNIB Digital Library.
Reproduction of any or all content for commercial use, resale or distribution is strictly prohibited.

Link: Privacy Statement 

The privacy statement contains CNIB’s privacy and confidentiality policies concerning the collection, use, disclosure and security of your personal information. 

To learn more about CNIB’s privacy statement and terms of use, we invite you to consult the corresponding links found on this page.

Link: Forgot your user name or password? 

Upon activating this link, a new page will appear, requesting that you key in your e-mail address in the form provided.

JAWS users must activate forms mode in order to key in their e-mail address.

Once you have keyed in your e-mail address, you are required to activate the SUBMIT button and you will be sent your user name and password automatically by e-mail. 

Instructions on how to change your password to something easier to remember are included in the email.
Link: Not registered for the Digital Library? Contact a CNIB Library Reader Advisor

Upon activating this link, you are given two ways of registering for CNIB Digital Library services. You may contact a Library reader advisor by telephone or by using the online form provided on this page.

Link: Search the Library as a Guest 

You may visit the CNIB Digital Library as a guest rather than as a registered member by activating this link. However, access to various tools is restricted. As a guest, you may search the Library’s catalogue but will not be permitted to read or order any items online. You will also not have access to any features specifically meant for Library users.

D – Logging In
Exercise 2: 

1. Go to the CNIB Digital Library.

2. Activate the first edit field and key in your user name. Your user name consists of your first name and last name with a period separating the two, for example: “john.smith”. JAWS users must activate forms mode.

3. In the second edit field, key in your password.

4. Activate the SUBMIT button or use the Enter key to submit your request. A new web page will open.

Each lesson is followed by a set of practical exercises and/or questions to help you evaluate how well you have understood the lesson. 

Question 1: 

What is the title of the web page you have just opened?

Note 2:

For security reasons, the system will automatically log you out after 60 minutes of inactivity. To return to the CNIB Digital Library, you are required to retype your user name and password in the login screen.

To exit the CNIB Digital Library website, close your browser window or simply use the key command ALT + F4.

_____________________________________________
Lesson 2: The Navigation Bar

A – Description of the Navigation Bar

Once you have logged in to the CNIB Digital Library, you automatically find yourself on the CNIB Digital Library Home page. You can return to this page at any time by selecting the link called Home in the navigation bar. 

Before we explore the Home page, it is important that you learn about the navigation bar, which was created to help you access different pages in the CNIB Digital Library.

The navigation bar is a group of links that you will find on every web page in the CNIB Digital Library. By default, the navigation bar is at both the top and the bottom of each web page. However, you can modify this feature so that it appears only at the top or at the bottom. You can do so by changing your format preferences, which we will cover in another lesson.

Exercise 1: Exploring the navigation bar
1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password. This will take you to the top of the CNIB Digital Library Home page.
3. Go to the top of the page and move downward using the Down Arrow key to move from one link in the navigation bar to another. 

4. Now, go to the bottom of the web page and move upward using the UP ARROW key from one link in the navigation bar to another.

Let’s now explore each link in the navigation bar.

B – Description of the links

Link: Skip to Content

When activated, this link provides direct access to the content of the page. This link is the first link at the top of each page of the CNIB Digital Library.

Link: Home

This link directs you to the CNIB Digital Library Home page. It also gives you direct access to the catalogue search, recommended reading, and service announcements from the Library.

Link: Site Map

This link provides you with an alphabetical listing of all links found in the navigation bar, as well as other useful links to different sections of the CNIB Digital Library.
Link: Contact Us 

This link allows you to contact the CNIB Library. Once activated, it will open a new e-mail message window. If you do not use electronic mail software, a new web page will open, displaying a web form that you can use to correspond with the Library. In both cases, you must indicate the subject of your request, write your message and then send it.

You will automatically receive a confirmation receipt by e-mail each time you correspond with the Library.

Link: Privacy 

This link allows you to access CNIB’s Privacy Statement, which we discussed in the previous lesson.

Link: Help 

This link directs you to a section where you can find help files on various features and sections of the CNIB Digital Library.

Link: Log Out 

This link allows you to log out of the CNIB Digital Library. Upon activating this link, a new web page will open allowing you to return to the login screen. If you do not wish to re-enter the CNIB Digital Library, simply close your browser window. 
Link: Search the Catalogue
This link takes you to the Search the Catalogue section of the CNIB Digital Library Home page. From this section you can search the catalogue by Title, Author, Subject and more. Searching will be covered in detail in another lesson.

Link: Newspapers and Magazines 

This link takes you to the page called Newspapers, Magazines and Databases. From this page, you can access numerous websites that offer newspapers, magazines and external databases, in both official languages.
Link: Discovery Guide: 60 Plus
The Discovery Guide : 60 Plus offers fast and easy access to content of particular interest to older adults. There is an online book club and staff recommendations for books, magazines, websites and other resources.
Link: Children’s Discovery Portal
The Children’s Discovery Portal is a customized interface for the CNIB Digital Library that offers special interactive features for kids 6 to 14 years old. The Children’s Discovery Portal has quarterly themes (e.g., monsters, music, humour), with content that changes weekly. Kids can chat online, play games, and get help with their homework.

Link: Your Book Bag 

This link brings you directly to the page called Your Book Bag where items you select are kept for later pick-up. Like a grocery cart, the book bag gives you a place to store the items you choose before proceeding to the checkout. At the checkout, you can decide either to keep or remove them.

Link: Your Profile and Preferences 

This link directs you to a page called Your Profile and Preferences. The Profile section allows you to change personal information, while the Preferences section lets you customize various other features to suit your needs. 

Exercise 2:

1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password. This will open the CNIB Digital Library Home page.
3. Activate the Help link found in the navigation bar.

Question 1:

Name one of the headings on the Help page.
Lesson 3: Your Profile and Preferences (part one) 

A - Section: Your Profile

In this lesson we will cover the Profile section, as well as a few of the components of your Preferences that allow you to change the appearance of the site. We have decided to examine these sections in Lesson 3 so that you can tailor the site to your browsing needs. In a later lesson we will cover the remaining, more technical aspects of the Preferences section. 
Exercise 1:  Accessing your Profile

1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.
3. In the navigation bar of the CNIB Digital Library Home page, activate the Your Profile and Preferences link.

4. On the Your Profile and Preferences web page, go to the first section, called Profile.

In addition to the navigation bar, this web page contains two sections with the titles: Profile and Preferences. 

The Profile section asks you to check and change, if necessary, your contact information and other details. It includes information, under Personal Information, that you cannot change yourself, and information that you can change at any time on your own: E-mail Address, Language and Password. 

Sub-section: Personal Information 

The Personal Information sub-section contains your first and last names, telephone number, address, and if you are registered for the Children’s Discovery Portal, a nickname. 

If you want to change your personal information, activate the reader.services@cnib.ca link to report the changes by e-mail or call Reader Services at 1-800-268-8818. 

Under Personal Information are three other sub-sections called E-mail address, Language and Reset Password, followed by a SUBMIT button. 

Each time you make a change in your Profile and submit these changes, you will automatically be returned to the top of the Your Profile and Preferences web page. 

Sub-section: E-mail Address

The E-mail address sub-section consists of an edit field containing the e-mail address you are currently using when you contact the CNIB Library. To change this address, all you have to do is move to the edit field where your current e-mail address appears, replace your old address with your new one, and activate the SUBMIT button to confirm your choice. 

Sub-section: Language

The Language sub-section allows you to change the interface language of the CNIB Digital Library. 

You have three options: 

1. Decide by browser language (default)

2. English 

3. French 

By default, the browser language will be determined by the language of the Internet browser used. For example, if you consulted the CNIB Digital Library in an Internet Café in Paris, the browser language would most likely be French. 

To ensure that the browser language is English, regardless of the computer used, simply follow the steps below: 

Exercise 2:

1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.
3. In the navigation bar of the CNIB Digital Library Home page, activate the Your Profile and Preferences link.

4. Go to the Language sub-section and select the French radio button. JAWS users must activate forms mode.

5. Validate your selection using the SUBMIT button. A dialogue box will open, telling you that the changes have been saved.

6. Confirm with the Ok button.

7. Refresh the page using the F5 key on your keyboard to see if the changes were made. Repeat this exercise in order to familiarise yourself with the change of language option.
Sub-section: Reset Password

The Reset Password sub-section consists of two edit fields, followed by a SUBMIT button. 

You can change your password as often as you want. In order to be accepted by the system, your password must include a minimum of six and a maximum of ten numbers or letters or a combination of both.

To change your password, simply follow the steps below:

Exercise 3:

1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.
3. In the navigation bar of the CNIB Digital Library Home page, activate the Your Profile and Preferences link.

4. Go to the Reset Password sub-section.

5. In the first edit field, labelled New Password, key in your new password. JAWS users must activate forms mode.

6. In the second password field, labelled Confirm Your Password, re-enter your new password.

7. Validate your selection using the SUBMIT button. You will immediately receive an e-mail confirmation of your new password. 

B - Section: Preferences 

Exercise 4: Accessing your preferences
1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.
3. In the navigation bar of the CNIB Digital Library Home page, activate the Your Profile and Preferences link.

4. On the Your Profile and Preferences web page, go to the second section called Preferences.

Link: Page Layout Preferences 

Once the Page Layout Preferences link has been activated, a new web page will open. It consists of five sub-sections, followed by the SUBMIT button. 

The sub-sections are: Display Colours, Navigation Placement, Descriptive Labels, Contents and Number of Results per Page. To set-up the appearance of the Digital Library so it meets your browsing needs, only the following two sections will be examined at this point:

Sub-section: Display Colours 

The Display Colours section allows you to choose or change a colour scheme by using a radio button to select one of the following: 

1. White page backgrounds with black text (by default).
2. Black page backgrounds with white text. 

Sub-section: Navigation Placement 

The Navigation Placement section allows you to select or change the location of the navigation bar by using a radio button to select one of the following three options: 

1. Navigation at the top and bottom of the page (by default).
2. Top of page.
3. Bottom of page.
Exercise 5: Changing the position of the navigation bar
1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.
3. In the navigation bar of the CNIB Digital Library Home page, activate the Your Profile and Preferences link.

4. On the page Your Profile and Preferences, go to the second section: Preferences.
5. Activate the link Page Layout Preferences.

6. Navigate to the second section on the page called Navigation Placement. Using the radio buttons, choose which navigation placement you prefer.

7. Activate the SUBMIT button to confirm your choice.

Question 1:

Give the name of the page that opens following the change in placement of your navigation bar.

Lesson 4: The CNIB Digital Library Home page
A – The CNIB Digital Library Home page
Opening the CNIB Digital Library Home page.

1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

You are now on the web page called CNIB Digital Library Home page (please note that the link Home in the navigation bar allows you to access this page). Here you will find several tools that will enable you to consult the Library’s catalogue. 

In addition to the navigation bar found at the top and bottom of the page, the Home page contains seven information sections, which will be explored in this lesson.
JAWS users can use the H key to navigate easily from section heading to section heading.
B – Description of Information Section Headings

Section: CNIB Digital Library Home page
In this section, you will find an introduction to the CNIB Digital Library and a link to our welcome message.


Section: Sections on this Page

Under this heading, you will find links providing you with quick access to other sections on this same page.

Section: Search the Catalogue
Under this heading, you will find a form that allows you to enter criteria in order to conduct a basic search in the Library’s catalogue. There are also three links that give you access to other useful search tools. These are:

Advanced Search – This link takes you directly to the Advanced Search web page. On this page, you can conduct searches with greater precision because more search criteria are available to you. Advanced Search will be covered in detail in another lesson.
Change Your Search Preferences – This link takes you to Your Profile and Preferences, where you can specify the format and language of the items you will find in your search results. We will cover this option in more detail in a later lesson.
Browse Popular Categories – This link allows you to browse the library catalogue by categories. You’ll find the latest additions to the collection in such categories as mysteries, biographies, love stories and more.
Guide to Finding Books Online – The guide links to popular sources of online items in audio, text, described video and braille, both free and paid.
Section: Recommended Reading 
In this section, you will find links to titles on popular and timely topics. 


Section: New Titles
Under this heading, you will find links to titles recently added to the collection, organized by audience and format.
Section: Announcements
In this section, you can find service announcements about the CNIB Digital Library, including advance notice of system unavailability, changes to the site and new features.

Section: Need Help?

Under this heading, you will find a link to these Tutorial Lessons and a list of Frequently Asked Questions.
Exercise 1:  Browsing the CNIB Digital Library Home page
1.
Go to the CNIB Digital Library.

2.
Log in by keying in your user name and password.

3.
Go to the top of the page and move down from section to section as described in this lesson so that you become accustomed to where they are located. 

4.
Now go to the bottom of the page and repeat the same exercise, moving up from section to section. 

5.
Move to the section heading called Announcements, select and activate any one of the links below the heading. 

__________________________________________________

Question 1:

Please tell us the title of the Link you have just activated under the Announcements section. 

_____________________________________________
Lesson 5: Basic Search and Search Criteria

A - Accessing the Search Criteria Form

Exercise 1: 

1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. Go to the Search the Catalogue section of the CNIB Digital Library Home page.

Under this section heading you will find the Search Criteria form, consisting of three parts: 

The Search Category field

The Edit field 

The Submit button 

4. Go to each of the fields in the Search Criteria form so that you know exactly where they are.
B - Search Category field

The Search Category field is the first field of the search criteria form in the Search the Catalogue section. It is presented in the form of a dropdown list containing eight category options.

To become familiar with the eight search category options, you must activate the dropdown list and then move through the list using the UP ARROW or DOWN ARROW keys on your keyboard. 

If you are already familiar with the category options in the list, you can quickly access the desired option by keying in its first letter and then pressing the Enter key to display your selection. 

Example: The letter A for the Author category. 

C – Edit field 

The edit field is the space where you enter one or more keywords related to your request. These keywords must correspond to the category option you have selected. 

D - Submit button

Once you have selected a category option and typed in your keywords in the edit field, you can then activate the Submit button by pressing the Enter key on your keyboard. This will launch the search. The search results will display on a new web page. 

E - Description of Search Categories

Category: Title 

Most people remember a book by its title. This is why Title is the default category option found at the beginning of the list.
This category allows you to search by exact title or by one or more words appearing in the title.

Exercise 2: Conducting a search by Title category 

For example, let’s conduct a search using the words Sunday and pool. 
1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. Go to the Search Criteria form.

4. Ensure that the Title category is selected in the dropdown list. JAWS users must activate forms mode.

5. In the edit field (beside “search for”), key in the words Sunday and pool.

6. Activate the SUBMIT button to launch the search.

A new web page called Search Results will open, displaying the results obtained. Each result is numbered and lists the following information: the title of the document, author(s), format, item description (optional), a link called Add this Item to Your Book Bag, and access path (in the case of a digital document available online).
In the case of the search that was just conducted, the Search Results page indicates that there are four results containing the words Sunday and pool. All four results refer to the document called A Sunday at the Pool in Kigali. 

Note 3: 

You can increase the number of search results by using fewer keywords. For example, if you search only for the word “pool” and leave out “Sunday” you will get 30 results. 
Category: Author 

This search category allows you to conduct a search by author name.

Exercise 3: Conducting a search by Author’s name category.

Let’s see, for example, if the CNIB Digital Library has any books by the well-known author Dan Brown. 

1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. Make sure you are on the CNIB Digital Library Home page.

4. Move down to the Search Criteria form.

5. Go to the dropdown list and select the Author category. JAWS users must activate forms mode.

6. In the edit field, key in the name Dan Brown.

7. Activate the SUBMIT button to launch the search.

The Search Results page indicates that the Library has a number of books by the author Dan Brown. 

Some of the books have the same title, as in the case of the book Angels and Demons, because they are available in more than one format such as Online Digital Audio and English DAISY Audio Book on CD. Some titles may also be available in French in various formats.

Question 1: Who is the author of the book called In a Sunburned Country? 

Tip: In the Search Criteria form, go to the dropdown list, select the Title category and then key in the book title in the edit field. Remember to activate the Submit button to launch the search.

Category: Subject 

This search category allows you to search the catalogue by subject.

Examples:

Some examples of subjects that can be looked up in the CNIB Digital Library catalogue are as follows:

Health, love stories, Canadian politics, cookery, historical novels, biography, social issues, essays and psychology. 

Exercise 4: Conducting a search by Subject category
Let’s look, for example, for documents classified under the subject cookery. 
1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. Make sure that you are on the CNIB Digital Library Home page.
4. Move down to the Search Criteria form.

5. Go to the dropdown list and select the Subject category. JAWS users must activate forms mode.

6. In the edit field, key in the word cookery.

7. Activate the SUBMIT button to launch the search.

The Search Results page indicates that there are several hundred documents with the subject cookery. 
These documents can be found in a variety of formats in both official languages. You can scroll through the results list to become better acquainted with the different formats available at the Library. 

Category: Series 

This search category allows you to browse through sets of documents that have been published as series. 

Example:
For instance, the CBC Massey Lectures is a series of lectures delivered annually by distinguished speakers on contemporary issues.
Exercise 5: Conducting a search by Series category
Let’s see what book titles can be found under the CBC Massey Lectures series in the CNIB Digital Library. 

1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. Make sure that you are on the CNIB Digital Library Home page.
4. Move down to the Search Criteria form.

5. Go to the dropdown list and select the Series option. JAWS users must activate forms mode.

6. In the edit field, key in: CBC Massey Lectures.
7. Activate the SUBMIT button to launch the search.

The Search Results page lists several books that make up the CBC Massey Lectures series such as: 

1. Beyond fate; by Margaret Visser
2. Race against time; by Stephen Lewis
3. The Unconscious civilization; by John Ralston Saul
Category: Narrator 

If you enjoy listening to books read by a specific narrator, you can search for titles by the narrator’s name. Please note that not all titles were recorded in the CNIB Library studios. Our collection includes titles by other audio book producers. 

Example:
If you have enjoyed books read by narrator Desmond Scott and wish to know what other books he has read, you can conduct a search by the narrator category. 

Exercise 6: Conducting a search by Narrator category
1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. Make sure that you are on the CNIB Digital Library Home page.
4. Move down to the Search Criteria form. 

5. Go to the dropdown list and select the Narrator category. JAWS users must activate forms mode.

6. In the edit field, key in the name: desmond scott.

7. Activate the SUBMIT button to launch the search.

The Search Results page shows more than 200 titles read by the narrator Desmond Scott. However, this number is not necessarily the number of titles recorded by this narrator. Some of these titles appear several times in the results list because they have been produced in multiple formats.

Category: Contents 

This category allows you to conduct a search using keywords or phrases that are contained in the item’s bibliographic information page. This page will be explored later on in Lesson 6: Search Results.

Category: Call Number

The Call Number of a document is a number assigned according to a document identification system and can vary from one library to another. The call number system of the CNIB Digital Library is alphanumeric and does not use any symbols such as dashes or spaces.

The alphabetic component, consisting of two uppercase letters, designates the document format.

Examples: 

EA = Online Digital Audio
EB = Electronic Braille 

ET = Electronic Text
FD = French DAISY Audio Book on CD 

DC = English DAISY Audio Book on CD

DV = English Described Video (VHS)
DD = English Described Video (DVD)
The remaining five numerical digits correspond simply to the document. 

Conducting a search by Call Number category allows you to look up a specific document. 

To locate a specific document in this way, you are required to key in the full call number of the document in the edit field. 

Question 2:

What is the title of the book with this call number: ET01262? 

Tip: In the Search the Catalogue form, select the Call Number option from the category dropdown list, and key in the call number in the edit field.

Category: All

This category option allows you to search all the categories at once for terms that might appear in any one of them. 

Example:
If the keyword Michael is used, you will obtain all the documents containing the word Michael in any of the categories: a book by Michael Ignatieff (Author), a book narrated by Michael Rawley (Narrator), a biography about Michael Jackson (Subject, Contents) and so on.
_____________________________________________
Lesson 6: Search Results

A - Search Results Page

This page consists of the results obtained from a search. The results obtained can vary in number from none to hundreds, depending on the search conducted and what we have in the collection. 
The page may tell you that your search exceeds the maximum number of 500 results. You may want to narrow your search to something more specific. 
If you search for a broad subject category such as Mysteries, you may find that the system times out and returns no results. We suggest trying a different strategy such as reviewing our Browse Popular Categories link on the CNIB Digital Library Home page.
If you obtain no results, the page will tell you that no search results have been found. It will then propose the following links to help you either continue your search or ask for assistance: 

Link: New Basic Search 

Link: New Advanced Search
Link: Browse Popular Categories 

Link: Ask Us for Assistance 

Link: Request That a Title Be Ordered 

Note 4: 

These five links appear on all the Search Results pages, whether you have obtained any search results or not. 

However, if your search returns at least one result, a new link called Save This Search into My Saved Searches appears. 
Exercise 1: Accessing the Search Results page 
1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. Move down to the Search the Catalogue section of the CNIB Digital Library Home page, then to the Search Criteria section.

4. Go to the dropdown list beside the word in and select the Author category. JAWS users must activate forms mode.

5. In the edit field (beside “search for”), key in your first name followed by your last name.

6. Activate the SUBMIT button to launch the search.

A new web page called Search Results will open. 

Note 5: 

Generally speaking, when you do a search, keying in your first name followed by your last name in the Author field should not bring up any results, unless of course, you have a well-known name. In this case, try using a fictitious first name and last name to obtain a web page with no results. 

Take the time to locate and use the links mentioned above before doing a search that gives you results. 

Question 1:

Applying what you have learned in this exercise, identify the two options that appear on the Search Results page by completing this sentence: If you did not find what you were looking for, …

B - Results Obtained from a Search

If you obtain results from your search, at the top of the page you will find the total number of results. The results will be numbered and sorted by date added to the collection (newest to oldest). 

You can re-sort the results by selecting the sort dropdown box found at the top of your search result list. The other options for sorting your results are Title and Author. To re-sort simply activate the dropdown list and use the UP ARROW or DOWN ARROW keys to select a sort option. Once selected the system will automatically re-sort the page.
By default, the Search Results page displays 20 results at a time. If your search has yielded 20 results or fewer, a single web page will be displayed.

However, if you have obtained more than 20 results, they will be displayed on several pages. You will find the following links above and below the list of results: 

Link: Next 20 Results

Link: Previous 20 Results 

These links allow you to move to the next or previous results page and consult the titles listed. 

In addition to these two links, a dropdown list is displayed beside the words Go to page. This allows you to select a particular results page quickly. To do so, simply activate this dropdown list and use the UP ARROW or DOWN ARROW keys to select a particular page number. To go to this page, all you have to do is hit the Enter key on your keyboard or activate the GO button on screen.

C - Description of Titles Found

During a search, the results are displayed in summary form on the Search Results page. 

You will see the following information:


Result number

Link: Title of document 

Author’s name
Format 
Contents (if you selected the option to display Contents in your Page Layout Preferences)
Link: Add this Item to Your Book Bag 

Access Path (in the case of an online document)
Note 6: 
The Contents section provides a description of each book listed on the Search Results page. In order to display Contents, you must turn on this option on the Page Layout Preferences page. We will cover how to do this in Your Profile and Preferences (part two) later on in the Tutorial Lessons. 

Also, in case of an unavailable document, you will notice the phrase: “on order.” This means that the title you are looking for is still in production or being processed and is not available yet in the CNIB Digital Library.
To find out more about the document that interests you, activate the title link.

When you do so, a new web page will be displayed. This page will give you access to the complete bibliographic information of the document selected. Here is a list of the type of information you will see: 

Title of document

Author

Book Number (call number)
ISBN Number

Narrator

Producers

Publication Year

Contents (summary and technical data)
Subjects

Includes

Series
Access Path (in the case of an online document)

Physical Description (in the case of a document that can be ordered)

This list may vary, depending on the type of document selected.

Exercise 2: Viewing a page displaying more than 20 results 

1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. Move down to the Search the Catalogue section of the CNIB Digital Library Home page, then to the Search Criteria form.

4. Go to the dropdown list and select the Subject category. JAWS users must activate forms mode.

5. In the edit field, key in English literature. 

6. Activate the SUBMIT button to launch the search.

Practise browsing this web page by using the Next 20 Results and Previous 20 Results links. 

Also practise browsing the page by using the dropdown list that shows the page number options. 

Question 2: 

Using what you have learned in this exercise, identify a title found on the first Search Results page displayed.

Note 7: 

If you obtain more than 10 results, an additional search section will be displayed: Refine Search.

This option includes edit fields and dropdown lists that allow you to do a more specific search. We will see how these features work in the Advanced Search section. 

_____________________________________________
Lesson 7: Basic Concepts for Reading Online
A - Reading Online

The CNIB Digital Library offers online access to a wide variety of documents in the format of your choice, be it text, audio or braille. 

Here are the three options available for reading online, and instructions for using each.
B - Electronic Text (E-Text)

Electronic text refers to a document that can be read online using a voice synthesizer, magnifying software or a braille display (call number: ET). 

Depending on how you have set up your computer, Electronic Text documents will open automatically in either your word processing software or in your Internet browser window. 

Exercise 1: Reading a document in E-text format online
1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. Move down to the Search the Catalogue section of the CNIB Digital Library Home page, then to the Search Criteria form.

4. Go to the dropdown list and select the Call Number option. JAWS users must activate forms mode.

5. In the edit field, key in: ET05022.
6. Activate the SUBMIT button to launch the search.

The Search Results page will be displayed, showing you one result with the title 1492 by the author Mary Johnson. 

To read this document, activate the Read Online link. Once the link has been activated, a dialogue box will appear on screen and ask you to open or save the document. 

You can choose to open the document directly or to save it to your computer hard drive. All you have to do is decide where you want to save it. Then you can open it whenever you want without having to go through the Digital Library. However, if you choose to open the document directly, the book will appear on your screen. 
Question 1:

Using what you have learned in the previous exercise, in the first sentence of the book 1492, give the name of the narrator.

C - Online Digital Audio

Online Digital Audio documents (Call Number: EA) can be read using a multimedia player, such as Windows Media Player.
Online Digital Audio documents are documents that are temporarily downloaded onto your computer, but can be read during downloading. 

This method is different from normal continuous listening because you have to download at least part of the content to your computer’s buffer memory before you can begin reading. 

This will allow you to listen to a document from your computer via the audio reading software that is installed by default. The default player for all versions of Windows is Windows Media Player.
For each document that can be read online, you will be given links that will allow you to access the different audio segments. You will find these links listed after the words Access Path.

Exercise 2: Reading a document in digital audio format online
1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. Move down to the Search the Catalogue section of the CNIB Digital Library Home page, then to the Search Criteria form.

4. Go to the dropdown list and select the Call Number category. JAWS users must activate forms mode.
5. In the edit field, key in: EA21376.
6. Activate the SUBMIT button to launch the search.

The Search Results page will display one result showing the title 100 days in the jungle, by authors Shawn Ohler and Vicky Hall. 

To listen to this document, activate the first audio segment. The multimedia player will open and begin reading the chosen segment. 

If you wish to continue reading after listening to this segment, return to the CNIB Digital Library page where all the segments are listed, and activate the link corresponding to the next audio segment. 
You can also download the audio segments to listen to offline or transfer to a portable player. Instructions can be found in our FAQ:

http://webcluster.cnib.ca/Public/Help_content.aspx?Help_Topic=Home#ODAdownload
Question 2: 

Using what you have learned in this exercise, name one of the audio segments in the book 100 days in the jungle by the authors Shawn Ohler and Vicky Hall. 
D - Electronic Braille

Documents in electronic braille format can be read using braille transcription software, a braille display or by printing the document. We have two types of electronic braille: contracted (call Number: EB) and uncontracted (call Number: EI). 

Note 8:

It is important to know that an online electronic braille segment containing the extension .brf cannot be read using a voice synthesizer or displayed on-screen using regular characters.

Exercise 3: Reading a document in electronic braille format online 
(Exercise for braille users only)
1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. Move down to the Search the Catalogue section of the CNIB Digital Library Home page, then to the Search Criteria form.

4. Go to the dropdown list, and select the Call Number category. JAWS users must activate forms mode.

5. In the edit field, key in: EB69361.
6. Activate the SUBMIT button to launch the search.

The Search Results page will appear, showing you one result with the title A Painted House by the author John Grisham. 
To read this document, activate the first braille segment listed after the words Access Path.

Once the link has been activated, a dialogue box page will appear, asking you if you want to open or save the document. 

You can choose to open the document directly or to save it to your computer hard drive. All you have to do is decide where you want to save it. You can then open it whenever you wish without having to go through the CNIB Digital Library.

Each braille document is divided into segments. If, after reading one segment, you wish to continue reading, return to the CNIB Digital Library Home page where the segments are listed, and activate the link corresonding to the next braille segment. 
E - Keyboard Shortcuts for Windows Media Player

Read or temporarily pause reading: Control + P.
Stop reading: Control + S.

Turn up the volume: F10.

Turn down the volume: F9.

Note 9:

Other keyboard shortcuts exist. For a more complete look at shortcuts and other features, refer to the Help Menu of Windows Media Player. 
_____________________________________________
Lesson 8: Advanced Search

A - Advanced Search Page

In addition to the navigation bar, this page contains seven main information sections identified as follows: 

Information section: Advanced Search
Form: Search Criteria 

Filter: Formats
Filter: Date Added to the Collection
Filter: Language

Filter: Age Level
Filter: Number of Results per Page 

There are also two SUBMIT buttons. The first is located below Search Criteria, while the second is at the bottom of the Advanced Search page. Either one will validate the search request and allow you to access the Search Results page.

Exercise 1: Accessing the Advanced Search page
1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. Navigate to the Search the Catalogue section of the CNIB Digital Library Home page. 
4. Use the DOWN ARROW key to find the Advanced Search link just below the Search Criteria box. 
5. Activate the Advanced Search link.

The Advanced Search web page will open. To conduct an advanced search, you must fill in the Search Criteria form, however you can use any one of the five available search Filters. 

The Advanced Search information section is divided into two important parts: 

1. The Go to Saved Searches link.

2. A list of links to the filters available gives you faster access to each of the filters found on this web page. 

B - Advanced Search Tool: Search Criteria

The Search Criteria form is the basic tool used when conducting an advanced search. It offers the following four search options:

Option: With all of the words

Option: With the exact phrase 

Option: With at least one of the words

Option: Without any of these words
Each of these options includes an edit field and an identical dropdown list. 

Here are the eight categories that appear in the dropdown list:

Title

Author

Subject

Series

Narrator

Contents

Call Number

All
C - Description of the four Search Options

Option: With All of the Words

This option helps you find documents containing all the words specified in your request. 

Example: A search for the name Grisham and John in the Author category takes you to all the titles authored by John Grisham. 

Exercise 2: Conducting a search using the With all of the words option

1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. In the Search the Catalogue section of the CNIB Digital Library Home page, activate the Advanced Search link.
4. Move down to the Search Criteria form.

5. In the first edit field, labelled with all of the words, key in the name: john grisham. JAWS users must activate forms mode.

6. Go to the dropdown list and select the Author category.

7. Activate the SUBMIT button to launch the search. 

When the Search Results page appears, you will see that all the titles have John Grisham as the author. 

Question 1: 

Using what you have learned in the previous exercise, how many search results include John Grisham as the author’s name? 

Option: With the Exact Phrase

This option helps you find the exact phrase specified in your request. 

Example:
A search in which the words all that matters are entered in the edit field under the Title category, will help you locate the title All that Matters by Wayson Choy. 

Option: With at Least One of the Words

This option helps you find all the documents containing at least one of the words specified in your request. 

Example:
You like biographies and memoirs and want to see what the library has to offer in terms of titles in these two genres. 

By keying in biography memoir in the edit field under the Subject category in the dropdown list, all books having either biography or memoir as their subject will be brought up.

Exercise 3: Doing a search using the With at least one of the words option
1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. In the Search the Catalogue section of the CNIB Digital Library Home page, activate the Advanced Search link.

4. Move down to the Search Criteria form.

5. In the first edit field, labelled With at least one of the words, key in: biography memoir. JAWS users must activate forms mode.

6 In the dropdown list, select the Subject category.

7. Activate the SUBMIT button to launch the search. 

The Search Results page will appear, showing you a list of memoirs and biographies.
Question 2: 

Using what you have learned in the previous exercise, how many Search Results have biography or memoir as their subject? 

Option: Without Any of These Words

This option helps you find all the documents that exclude the words specified in your request. 

Example:
You like the novel The Blind Assassin by Margaret Atwood and want to know if she has written any other novels.

First, you must choose the option labelled With all of the words and key in the name Atwood in the edit field. Then select the Author category in the dropdown list.

Next, you must choose the option labelled Without any of these words, key in the name assassin in the edit field, and select the Title category in the dropdown list. 

In this way, you can find out whether Margaret Atwood has written any novels other than The Blind Assassin. 

Exercise 4: Doing a search using the Without any of these words option 

1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. In the Search the Catalogue section of the CNIB Digital Library Home page, activate the Advanced Search link.

4. Move down to the Search Criteria form.

5. In the edit field labelled With all of the words, key in the name: Atwood. JAWS users must activate forms mode.

6. In the dropdown list, select the Author category.

7. In the edit field labelled Without any of these words, key in the word: assassin.

8. In the dropdown list, select the Title category.

9. Activate the SUBMIT button to launch the search.

The Search Results page will list all the documents by Margaret Atwood without assassin in the title.

Note 10: 

If you are not sure how to spell a word, you can use the asterisk sign (*) just before or after an incomplete word.

Example:
You want to enter the name of the author Margaret Atwood, but you are not sure if you spell her last name with one “t” or two.
Key in Atwo in the edit field followed by the asterisk sign (*), being sure not to leave any spaces between the two; then select the Author category in the dropdown list.

This will give you all the authors’ names that begin with the letters atwo.

Regardless of the search option used, you can do a search using this method by placing the asterisk sign (*) right before or after part of a word. 

_____________________________________________

Lesson 9: Advanced Search (Filters)

A - Advanced Search Tool: Filters 

As we saw in the previous lesson, the Advanced Search page includes, in addition to the Search Criteria form, five filters that can assist you in your search.

B - Description of Filters

Let’s now examine each filter’s characteristics:

Filter: Formats 

This filter allows you to select documents according to their format. 

You can select one or more formats for your search by checking off the appropriate box.

Filter: Date Added to the Collection

This filter allows you to choose documents according to the date when they were added to the CNIB Digital Library catalogue.

You will make your selection by activating the relevant radio button in the list of four options: 

Option: All materials (by default)
Option: Past 1 month

Option: Past 6 months
Option: Past 12 months 
This filter is particularly useful if you want to know the latest additions to the catalogue.

Exercise 1: Doing an Advanced Search two of the filters
1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. In the Search the Catalogue section of the CNIB Digital Library Home page, activate the Advanced Search link.
4. Move down the web page to the Formats filter, and then check off the English DAISY Audio Book on CD format. JAWS users must activate forms mode.
5. Find the filter: Date Added to the Collection and check off the box Past 1 month.
6. Activate the SUBMIT button to launch the search.

A results page will appear, showing you the total number of documents available in English DAISY Audio Book on CD format added in the past 1 month at the CNIB Library. 

If you do not specify any format in your request, the default search will look for all formats.
Filter: Language

This filter allows you to select documents according to their language of publication. 

Using the relevant radio buttons, you can select from a list of three options: 

Option: English

Option: French

Option: Both English and French 
By default, the search will find documents in both languages, unless you have specified other choices in your format preferences, which we will look at in a later lesson. 

Filter: Age Level 

This filter allows you to narrow down your choice of documents in terms of academic level and categories related to the user’s age. 

You can select one or more age levels to apply to a search by checking off the relevant box. 

Adult

Junior and Senior High School

Grades 5 - 8 (Elementary V to Secondary II in Québec)

Grades 4 - 7 (Elementary IV to Secondary I in Québec)

Grades 3 - 6 (Elementary I to VI in Québec)

Grades 2 - 4 (Elementary II to IV in Québec)

Kindergarten to Grade 3 (Kindergarten to Elementary II in Québec)

Preschool to Grade 2 (Preschool to Elementary II in Québec)
By default, the Search Results will display documents for all age levels. 

Filter: Number of Results per Page 

This filter allows you to display from 10 to 90 search results on the same page. Simply activate the dropdown list and select the desired number.

Note 12: 

It is important to remember that the Advanced Search, allows you to use several filters and sorts at the same time. It also allows you to combine filters and sorts with key words you enter under the Search Criteria heading.

C - Description of Formats

The Formats filter includes many choices defined according to production medium.

Here is a descriptive list of available formats:
Online Digital Audio (ODA)

Online Digital Audio format refers to a document that can be listened to online using a multimedia player. 

Exercise 2:  Doing a search for documents in a particular format

1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. In the Search the Catalogue section of the CNIB Digital Library Home page, activate the Advanced Search link.

4. In the first edit field, labelled With all of the words, key in the name david suzuki. JAWS users must activate forms mode.

5. In the dropdown list, select the Author category.

6. Move down the web page to the Format filter, and then check off the Online Digital Audio box. 

7. Activate the SUBMIT button to launch the search.

When the Search Results page appears, it will list all the documents by the author David Suzuki available in Online Digital Audio format.

Question 1:

Using what you have learned in the previous exercise, how many documents in Online Digital Audio format by the author David Suzuki are found in the CNIB Digital Library? 

Format: DAISY Audio Book on CD 

English (or French) DAISY Audio Book on CD format refers to structured audio (or audio and text) documents that can be listened to using a specialized digital player or computer software. (French, call number: FD; English, call number: DC.) 
Format: Braille

Braille format refers to documents in embossed braille format. Documents in this format can be ordered online from the CNIB Digital Library (contracted braille, call number: BR; uncontracted braille, call number: BI).

Format: PrintBraille
PrintBraille format refers to print picture books, mainly for children, that have had transparent sheets of braille inserted between pages so that a sighted person and a person with vision loss can read together. Some PrintBraille books also have tactile features.
These can be ordered online from the CNIB Digital Library (contracted PrintBraille, call number: PB; uncontracted PrintBraille, call number: PI).

Format: Electronic Braille

Electronic Braille format refers to documents that can be read on a refreshable braille display using braille transcription software. You can also emboss the file and read it in hard copy. (Contracted braille, call number: EB; uncontracted braille, call number: EI).

Format: Electronic Text (E-Text)

Electronic Text format (call number: ET) refers to electronic documents that can be read online using a voice synthesizer, magnifying software or a refreshable braille display. 

Question 2: 

How many documents in Electronic Text format are found in the CNIB Digital Library in which the title contains the exact phrase animal farm? 

Clue: Use the Search Criteria tool in the Advanced Search web page.

In the edit field labelled With the exact phrase, key in the exact phrase animal farm. Then go to the dropdown list, select the Title category, and check off the desired format. 

Format: Web Site

Web Site format refers to different websites online (call number: WB). 

Format: Descriptive Video

Descriptive Video format refers to movies where narration has been added during gaps in the dialogue to explain visual elements such as action, setting, costumes and facial expression. (VHS call number: DV, DVD call number: DD). These can be ordered online from the CNIB Digital Library.

Format: Braille Music Score

Braille Music Score format (call number: MU) refers to braille music scores for instruments and voice. These can be ordered online from the CNIB Digital Library.

Format: Audio Music Instruction

Audio Music Instruction format refers to instructional compact discs or cassettes that teach you how to play an instrument. 

______________________________________________
Lesson 10: Your Book Bag

A - What is a Book Bag?

A book bag is a tool used to store documents in a personalized list for easy retrieval at a later date. Like a grocery cart, the book bag allows you to store all your chosen documents before proceeding to the checkout stand where you can keep or remove any items you want.
When reviewing your search results, simply activate the Add this Item to Your Book Bag link and your document will automatically be put into your bag. A new page will be displayed confirming that the item has been added to your book bag. You will also find the options to return to the previous page, go to Your Book Bag or conduct a new search. At any time, you can go to the Your Book Bag page to read, remove or place holds on the documents you’ve added. 

Exercise 1: Adding an item to your book bag
1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. Move down to the Search the Catalogue section of the CNIB Digital Library Home page, then to the Search Criteria form.

4. Go to the dropdown list and select the Title option. JAWS users must activate forms mode.
5. In the edit field, key in the words: Angela’s Ashes.

6. Activate the SUBMIT button to launch the search.

The Search Results page will open. Review the documents listed on this page.

7. Choose the book Angela’s Ashes by the author Frank McCourt in English DAISY Audio Book on CD format.
8. Activate the Add this Item to Your Book Bag link.
After you add an item to your Book Bag, a new page with a confirmation message will display to confirm that the item has been added to your Book Bag. Activate the Return to previous page link below the confirmation message and you will be taken back to the title you just added to your Book Bag, ready to review the next items in the list.
Exercise 2: Accessing your book bag
1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. In the navigation bar of the CNIB Digital Library Home page, activate the Your Book Bag link. 

The Your Book Bag page will open. On this page you can see the document you added in the previous exercise. You may also see any other documents that you added previously. 

In addition to the navigation bar, this page tells you the number of documents you have in your book bag and lists each one. 

Under the title Angela’s Ashes by the author Frank McCourt in English DAISY Audio Book on CD format, you will see three links:

Link: Remove these items from your book bag.
Link: Place a hold on this item.
Link: Request a priority hold.
Question 1:

How many documents do you have in your book bag? 

B – Link: Remove These Items from Your Book Bag

By activating the Remove This Item From Your Book Bag link, the item is deleted from your list, and you are taken back to the top of Your Book Bag page.
If you wish to remove all the items from your bag in one step, all you have to do is activate the REMOVE ALL button.
A dialogue box will open up, asking if you really want to delete all the items from your Book Bag. Activate the OK button to confirm the action. Activate the CANCEL button if you do not wish to proceed.
C – Link: Place a Hold on This Item

By activating the Place a Hold on This Item link, a dialogue box will open up, specifying that the items you have reserved will be sent to you as soon as possible. 

Activating the OK button deletes the document from your list and returns you to the top of Your Book Bag page. You will also receive an e-mail confirming your hold. 

If you wish to place a hold on all the selected documents in a single step, all you have to do is activate the submit all holds button located at the top and bottom of the web page. 
A dialogue box will open up, asking if you really want to place holds on all the items in your Book Bag. Activate the OK button to confirm the action. Activate the CANCEL button if you do not wish to proceed.
D – Link: Request a Priority Hold 
Activating the Request a Priority Hold link will open up a dialogue box that asks you to dial 1-800-268-8818 or to complete a form. You will also see an OK button and a CANCEL button. 

By activating the OK button, you will be asked to fill in a form explaining why you need to place a priority hold. The CANCEL button deletes the priority hold order, but still makes the request, and the document is deleted from your list. 

In all cases, you will be taken back to the top of the Your Book Bag web page, and you will receive an email confirming your hold. 

Note 13:

You can place up to six priority holds. 

Exercise 3: Removing an item from your book bag 

1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. In the navigation bar of the CNIB Digital Library Home page, activate the Your Book Bag link. A new web page will open. 

4. Select the item that you have put in your bag in the previous exercise and activate the Remove This Item From Your Book Bag link. This will take you back to the top of Your Book Bag page. 

_____________________________________________
Lesson 11: Saved Searches

A - Saved Searches Tool

The Saved Searches tool allows you to save a search for later consultation. The advantage of this tool is that it gives you direct access to the results of prior searches without having to construct the search logic again. You simply select the search you want from a dropdown list and the search runs automatically.
Every time you use a Saved Search your search results are automatically updated with items that have been added to the CNIB Digital Library since the last time you used it. You will notice, therefore, that the same Saved Search can obtain a different number of results and different items from one session to the next.
When you save a search, it appears automatically on the CNIB Digital Library Home page so that it’s easy to find.
B - Saving a Search

Exercise 1: Accessing the Save This Search into My Saved Searches link 

1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. Move down to the Search the Catalogue section of the CNIB Digital Library Home page, then to the Search Criteria form.

4. Go to the dropdown list and select the Title field. JAWS users must activate forms mode.

5. In the edit field, key in the word: adult.

6. Activate the SUBMIT button to launch the search.

The Search Results page appears. Go to the bottom of this page. There you will see the Save This Search into My Saved Searches link at the end of your results list. 

The Save This Search into My Saved Searches link appears on all Search Results pages. 

7. Activate the Save This Search into My Saved Searches link.
The Saving a Search web page consists of an information section which confirms that the search has been saved and asks you to name this search in the edit field provided to you. 

A default name is suggested, but you can change this name to something more meaningful to you. 

8. Activate the Save Search button once you have chosen a name. 

You will then be returned to the CNIB Digital Library Home page. 

Question 1: 

Using what you have learned in the previous exercise, identify the name of your saved search.

Note 14:

On the CNIB Digital Library Home page, you will see that a new sub-section, Saved Searches, has been added to the Search the Catalogue section. 

Note 15:
The Saved Searches tool has a maximum storage capacity of three searches. As soon as you exceed this limit, a new information section together with a list of three radio buttons is added to the Saving a search web page. 

You will be asked whether you want to replace one of the existing searches with the new search or to keep them as they are, in which case the new search will not be saved. 

C - Consulting the Results of a Saved Search 

Exercise 2: Consulting the results of a saved search
1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.
3. In the navigation bar of the CNIB Digital Library Home page, activate the Search the Catalogue link.

4. Move down to Saved Searches in the Search the Catalogue section.
5. Go to the dropdown list and select the name of the Saved Search you want to run. JAWS users must activate forms mode.

6. Activate the Retrieve saved searches button. 

You will be taken automatically to the Search Results page where you will see items associated with the Saved Search you selected from the dropdown list.

The Saved Searches section of the CNIB Digital Library Home page is strictly a consultation tool. To delete a saved search, you will have to work from the Saved Searches page. 

To reach this web page, you can activate either the Go to Saved Searches link found on the Advanced Search web page, or the Edit Saved Searches link found on the Your Profile and Preferences web page.

Note 16: 
The Saved Searches tool takes into account the increasing number of books added to the Digital Library, and automatically incorporates the updates into the results page. This explains why the number of results can change from one session to another. 

D - Saved Searches Web Page

In addition to the navigation bar, this page has two sections, called Saved Searches and Preferences. 

Section: Saved Searches

The Saved Searches section consists of the list of your saved searches (a maximum of three). 

Each saved search includes two links: Title of Saved Search and Remove. Selecting the Title link will launch the search. Selecting the Remove link will delete the search from the list.
Section: Preferences

The Preferences section contains five links, which we will learn about in the next lesson: Your Profile and Preferences.
E - Deleting a Saved Search

After saving searches on the CNIB Digital Library Home page, the Saved Searches section becomes a permanent feature of this page. It will disappear if you delete all your saved searches. 

Exercise 3: Deleting a saved search 

1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. In the navigation bar of the CNIB Digital Library Home page, activate the Your Profile and Preferences link. 

4. On the Your Profile and Preferences web page, go to the section called Preferences. 
5. Activate the Edit Saved Searches link in this section. 
6. Once you are in the Saved Searches web page, select one of your searches from among the corresponding links.
7. Delete the desired saved search by activating the Remove link.
A dialogue box will appear, offering you the option of confirming or cancelling the operation in progress. If you still wish to delete your search, activate the Ok button in the dialogue box. On the other hand, if you wish to cancel the operation, activate the Cancel button instead. Whether or not you are confirming or cancelling the deletion, you will remain on the Saved Searches web page.

Question 2: 

Using what you have learned in the previous exercise, once you have deleted your search, what is the first sentence displayed under the Saved Searches title?

_____________________________________________
Lesson 12: Your Profile and Preferences (part two) 

A - Section: Your Preferences
Exercise 1: Accessing your preferences
1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. In the navigation bar of the CNIB Digital Library Home page, activate the Your Profile and Preferences link.

4. On the Your Profile and Preferences web page, go to the second section called Preferences.

The Preferences section allows you to customize the choices related to the browse and search functions in the CNIB Digital Library website. 

It consists of five links, including the Profile link that was just discussed. These links will be displayed at the bottom of all Your Profile and Preferences web pages.

Here is a description of some of the links found in the Preferences section: 

Link: Format Preferences 

The Format Preferences link opens a new web page that asks you to select your preferred formats and search language in order to narrow down your search results. 

This web page has two sections: the Formats section and the Language section, followed by the SUBMIT button.

The Format section allows you to select one or more formats by checking off the relevant box(-es). This is the same list of formats as described earlier in the Advanced Search lesson (Filters).

The Language filter allows you to select the language of the documents you wish to search or consult. All you have to do is use a radio button to select one of the following three options: English, French or Both English and French (by default).

The SUBMIT button, located directly below these sections, validates your choices (or changes) regarding both format and language. After validation, you are returned to the top of the Format Preferences page.

Important notice about using Your Preferences
Format and language preferences allow you to narrow down your search criteria on a more permanent basis than using the filters on the Advanced Search page.

Use this option if, for example, you only ever want to see English books in Online Digital Audio or DAISY formats in your search results.
It is important to note that setting preferences limits what you see. If you check off only one format – e-text, for example, you will find far fewer documents than if you selected several formats. It is best to keep your preferences as broad as possible.

You can still use the Advanced Search to broaden your search results temporarily. For example, if you normally use only audio formats but want to check for e-text documents once in awhile, you can easily check off e-text in the Formats section on the Advanced Search page. You will notice that your preferences are already checked off.
Question 1: 

Using what you have learned in the previous exercise and after activating the Format Preferences link, identify the first format in the list.

Link: Page Layout Preferences 

Once the Page Layout Preferences link has been activated, a new web page will open. It consists of five sub-sections, followed by the SUBMIT button. 

The sub-sections are as follows: Display Colours, Navigation Placement, Descriptive Labels, Contents and Number of Results per Page. As we have already examined the sections Display Colours and Navigation Placement in Lesson 3, here is a description of the remaining sections: 
B - Descriptive Labels 

The Descriptive Labels section allows you to display or not display the Descriptive Labels found at the beginning of bibliographic notices. Example: author’s name, title, etc. 

Simply use a radio button to select one of the following: 

1. I would like to have descriptive labels

2. Turn off descriptive labels 

Here is an example of a bibliographic notice with descriptive labels:

Chicken Soup for the Soul (link)
Author: Canfield, Jack 

Format: Online Digital Audio
Here is an example of a bibliographic notice without descriptive label:

Chicken Soup for the Soul (link)
Canfield, Jack 
Online Digital Audio
C - Contents
The Contents section allows you to display a description of each item on your Search Results page. With this option turned on, you will be able to read a little bit about the book so you can decide if it interests you. The descriptions, when turned on, will show up between the Format and Add this Item to Your Book Bag link for each search result.

To toggle the display of descriptions on the Search Results page use the radio button to select one of the following:

1. Do not display item contents on the Search Results page

2. Display item contents on the Search Results page 

D - Number of Results per Page
The Number of Results per Page section invites you to select, in a dropdown list, the number of results you would like to see displayed on the Search Results web page at a time. The choices range from 10 to 90, but the default number displayed is 20.
Exercise 2: Changing the number of results per page

1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. In the navigation bar of the CNIB Digital Library Home page, activate the Your Profile and Preferences link.

4. Go to the Number of Results per Page section and activate the dropdown list. JAWS users must activate forms mode.

5. Select the number of results per page desired by using the up arrow and down arrow keys.

6. Once you have made your selection, activate the SUBMIT button. You will then be returned to the top of the Page Layout Preferences web page.

7. Update the page using the F5 function key to refresh the page and have the changes take effect immediately.

Note 17: 

The SUBMIT button at the bottom of the last sub-section is used to validate your selections regarding display colours, navigation placement and descriptive labels. Once you have activated this button, you will be returned to the top of the Page Layout Preferences web page.

Question 2: 

Using what you have learned in the previous exercise, what number of results per page did you select in the dropdown list? 

Link: Contact Preferences

You can communicate with the Library into two ways: by regular e-mail or by completing an online form. 

On the Your Profile and Preferences web page, you can activate the Contact Preferences link. Once it has been activated, a new web page will open and offer you the following two options: 

1. I prefer to use my E-mail client (Outlook, Outlook Express, Eudora, etc.)

2. I would like to fill out a web-based form but have all correspondence sent to the E-Mail account in my profile.

You can choose one of the two options by selecting the relevant radio button and activating the SUBMIT button. You will then be returned to the top of the Contact Preferences page. 

Note 18: 

Regardless of the option you choose, the answer from the Library will always be sent to your default e-mail address. 

Link: Edit Saved Search 

N.B. The only way to edit a saved search is to delete it. To do this, use the Remove link found on the Saved Searches web page as explained in the previous lesson, Saved Searches.

___________________________________________________________________
Lesson 13: Newspapers, Magazines and Databases

A – Newspapers, Magazines and Databases:
In order to provide a wider range of information, the CNIB Digital Library offers its clients access to a number of newspapers, magazines and databases. 

Exercise 1: Accessing the newspapers, magazines and databases
1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. In the navigation bar of the CNIB Digital Library Home page, activate the Newspapers and Magazines link. A new web page will open. 
Question 1: 

Using what you have learned in the previous exercise, identify one of the publications listed on the Newspapers, Magazines and Databases web page. 

The Newspapers, Magazines and Databases page is divided into three sections: Newspapers, Magazines and Databases. Let’s explore each section together.
Sub-section: Newspapers
The first link in this section takes you to Help with newspapers, where you will find a full list of newspapers available by region and language (English, French). Publication frequency is noted beside each newspaper. This list is for information only. To access the newspapers, go back to the Newspapers, Magazines and Databases page. You will also find instructions for reading a newspaper on the Help page.

Link: Service announcement

The second link in the Newspapers section highlights any current issues with the Newspaper service. This link will take you to an announcement noting the details of the problem. If there are no issues it will state “no announcement at this time” and the link will take you to the Help with newspapers page.
Link: Amherst Daily News (and other newspapers)
The next link in the Newspapers section will take you to the Amherst Daily News. After the Amherst Daily News, you will find links to several other newspapers in English, listed in alphabetical order. The newspapers are all available online the same day as they come out. See section B below for more information about how to read the newspapers.

French-language newspapers are also available. To access these resources, go to the Profile and Preferences page and change your interface language preference from English to French.

Subsection: Magazines
The first link in the Magazines section will take you to Help with magazines. The next several links give you access to English-language magazines, presented in alphabetical order by title. A few examples: Chatelaine, People, Sports Illustrated.
Some of these magazines are in Online Digital Audio format. Others are in electronic text and are made available through external databases such as EBSCOhost. Activate the Help with magazines link to learn more about how to use electronic text magazines.
French-language magazines are also available. To access these resources, go to the Profile and Preferences page and change your interface language preference from English to French.

Subsection: Databases
The first link in this section will take you to Help with databases. The next several links will take you to a variety of reference works, including an encyclopedia, a dictionary and a database of newspaper and magazine articles.

Please note that these databases are external to the CNIB Digital Library. While the CNIB Library works with content providers to improve accessibility, these products may not be fully accessible. For example, some will work fine with screen magnifiers while causing problems for screen readers.

Here are brief descriptions of the databases you can access:

Britannica Online (Encyclopedia Britannica allows you to search encyclopedia entries, magazine articles, websites, quotations and the Merriam-Webster Dictionary and Thesaurus - all at once.)
Canadian Encyclopedia (Bilingual encyclopedia from a Canadian perspective. Includes a youth encyclopedia and the Encyclopedia of Music in Canada.)

Canadian Reference Centre (Features Canadian magazines, newspapers, newswires and reference books.)

Canadian Student Research Centre (Includes access to the Canadian Reference Centre, Middle Search Plus, Health Source, and the Columbia Encyclopedia.)
EBSCOhost (US, Canadian and international magazines, newspapers and reference books.)
Gage Canadian Dictionary (Considered the authority on Canadian English this dictionary provides you with Canadian style, spelling, vocabulary and pronunciations) 

Grove Music Online (Dictionary of music and musicians, covering classical, opera and jazz.)
Consumer Health Complete (A rich collection of consumer health information, providing information on many health topics including the medical sciences, food sciences and nutrition, childcare, sports medicine and general health.)
Kids Search (Designed specifically for kids in kindergarten through grade 8, provides an interface to a number of kid’s databases including EBSCO Animals and Funk & Wagnalls Encyclopedia)
MasterFile Elite (US, Canadian and international magazines, newspapers and reference books.)
Novelist Plus (Book reviews and articles on fiction and non-fiction books. Includes author ‘read-alike’ suggestions.)
Oxford English Dictionary (Authoritative dictionary of the English language with examples of usage.)
French-language databases are also available. To access these resources, go to the Profile and Preferences page and change your interface language preference from English to French.

These subscription products are made accessible to registered users free of charge, and are strictly for personal use. 

Note 19
To access most of these services, you must first log in to the CNIB Digital Library so that you are recognized as an “authorized” user. 
B – Reading Newspapers 

When you activate the link to any newspaper listed on the Newspapers, Magazines and Databases page a new web page outside the CNIB Digital Library will open. Because the page is external, it does not have the usual navigation bar. Instead, it has a simple tree structure with three levels: 

List of sections in a publication

List of articles in a section

Whole text of an article

Let’s look at each of the three levels:

List of sections 

Located at the first level of the tree structure, this new web page lists the sections in the publication selected. To consult the contents of a given section, activate the link to that section.

At the top of this page, you will find the Newspaper List link. This link takes you back to the list of papers on the Newspapers, Magazines and Databases page.

Note: 

In newspapers such as the Winnipeg Free Press, the sections generally correspond to sections in the print edition. It is important to familiarize yourself with the names and content of the different sections. In some publications, there are no sections, but only different articles with titles. 

List of articles 

This brings you to the second level of the tree structure, i.e. to the page showing the list of articles contained in the section selected. Each article includes a title and summary. To consult a specific article, activate the link to the desired title. 

Two links appear at the bottom of the page: Return to newspaper list and Return to [newspaper title] index. Index refers to the list of sections.

Full text 

You are now at the third and last level of the tree structure, i.e. the page showing the full text of the article selected. 

Three links appear at the bottom of this page: Return to newspaper list, Return to [newspaper title] index and Return to section: name of section. 

By activating one of these links, you can return to any level of the tree structure to continue exploring the newspapers. 

Now let’s read one of the editorials in the Calgary Herald. 

Exercise 2:  Reading an editorial in the Calgary Herald newspaper

1. Go to the CNIB Digital Library.

2. Log in by keying in your user name and password.

3. In the navigation bar of the CNIB Digital Library Home page, activate the Newspapers and Magazines link. A new web page will open. 

4. Go to the Newspapers section.

5. Activate the Calgary Herald link. A new web page will open entitled CNIB News / Calgary Herald. Please note that this link takes you to an external site.

6. Then activate the Editorial Page link.

7. Finally, activate the link to the title of the article you wish to read. Enjoy reading!
Lesson 14: Your next discoveries! 
Now that you are more familiar with the CNIB Digital Library, we invite you to discover more great aspects of the site, as described below.
A – Announcements
The Announcements section is a very important one, for it is here that you will find the latest news about the CNIB Digital Library, announcements about closures, problems with the newspapers, as well as any changes to the site. You can also access the latest issue of Digital Times, our quarterly online newsletter, and find a link to a list of new titles added monthly. It’s an essential section for keeping up to date!

You will find the Announcements section on the CNIB Digital Library Home page.

B – Frequently Asked Questions
As you use the CNIB Digital Library, you will no doubt have questions. For example: What are my username and password? Can I download books from the CNIB Digital Library? Can you help me with my computer? How can I tell my security software that your site is OK? You can find the answers to these Frequently Asked Questions (FAQ) online. 

You will find the Frequently Asked Questions link in the Need Help? section of the CNIB Digital Library Home page.
C – What do I read next?
Wondering what to read next? The following sections of the CNIB Digital Library can help you decide:

· Browse Popular Categories – This link allows you to browse the library catalogue by categories. You’ll find the latest additions to the collection in such categories as mysteries, biographies, love stories and more. You can find a link to this page via the Search the Catalogue section on the CNIB Digital Library Home page or at the bottom of any Search Results page. 

· New titles – Titles recently added to the collection, organized by age group and format. You can find the list in the New Titles section on the CNIB Digital Library Home page.
· Recommended reading – Titles on popular and timely topics. You can find the list in the Recommended Reading section on the CNIB Digital Library Home page.
· Book club – A virtual space where you can find out what other readers think about a book and submit your own comments. A new title is selected every three months. You can find the Book Club in the Announcements section on the CNIB Digital Library Home page.
· Pick of the month – A title of special interest to people who are 60 plus. You can find the Pick of the Month section on the Discovery Guide: 60 Plus page.
· Great reads online – Highlights of new titles and classics in popular categories such as biography and mystery. You can find the Great Reads Online section on the Discovery Guide: 60 Plus page.

D – Discovery Guide: 60 Plus
The Discovery Guide: 60 Plus offers quick and easy access to the best of what the CNIB Digital Library has to offer for older adults: 
· Book Club

· Pick of the Month 

· Great Reads Online

· In the News

· Online Magazines

· Reference Tools

· Suggested Web Sites

· Need Help?

The Discovery Guide was developed for easy navigation, particularly for those who are new to the Internet and computers. To access the guide, activate the Discovery Guide: 60 Plus link in the navigation bar.

E – Guide to Finding Books Online

Can't find the latest bestseller or that classic you always wanted to read in the CNIB Digital Library? We aren’t your only option. Read our new Guide to Finding Books Online. The guide links to popular sources of online items in audio, text, described video and braille, both free and paid.
To access the guide, activate the Guide to Finding Books Online link on the CNIB Digital Library Home page.
F – Children’s Discovery Portal

The Children’s Discovery Portal is a customized interface for the CNIB Digital Library that offers special interactive features for kids 6 to 14 years old. The Children’s Discovery Portal has quarterly themes (e.g., monsters, music, humour), with content that changes weekly. Kids can chat online, play games, and get help with their homework.

To access the portal, activate the Children’s Discovery Portal link in the navigation bar.
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