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Preface
Axiell provides innovative solutionsand services for libraries, schools, archives, museumsand public authorities. Our focus is to
facilitate the work of the librariansand to createmaximum availability for patrons.

See also: www.axiell.com

About this guide
This guide contains conceptual descriptionsand step-by-step procedures to help you using all the functionality inWeLib. The
guide covers functionality for installationswith stand-aloneWeLib aswell as for WeLib asa frontend system to public libraries
(such asOpenGalaxyor Spark). Different functionality is available depending on the customer setup.
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WeLib concepts
Search, find and discover
WeLibmakesdigital and physical resources from a variety of sources searchable.

Searchesare filtered on an educational basis: by year, subject, keywords, subject area, type of resource and similar
classifications. The service classifies teaching resources from an educational perspective using pedagogical language.

Teachers and librarians can connect all resources to the subject-specific goals in the curriculum, which gives teachers aswell as
librariansa possibility to offer students a clear structure and deeper understanding for the assignments you give them.

My page
Apersonal library for everyone. OnMypage, the user can find all of their ongoing activities, aswell as the resources theyare
using or have chosen to save. Mypage offers a customised profile page to which the user can add information such asa profile
picture and contact information. Certain parts of the profile can be downloaded from the school administration system and then
locked. Users can also collect personal digital resourcesonMypage, which can be labelled and shared via the Collections tool.

Tools
WeLib includes customised tools for each role - students, teachers and librarians. Each role in the service hasa set of tools, such
aswriting reviews, publishing resourcesand creating collections, to support the educational process in a variety of ways.

Users can sendmessages to each other. Teachers and librarians can also sendmessages to an entire classand to groups that
have been created inWeLib. Reminders can be sent manually by the librarian, or automatically.
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The WeLib user interface
You can search in the catalogue and share results even if you haven’t signed in.

After signing in toWeLib, you will see the resources that you have access to. You can for example, depending on how your
system hasbeen configured, write reviews, publish worksand create collections.

You find your own page in themenu; Mypage.

You find all newsabout the service under What’s new in WeLib?. If the latest newsaren’t visible or if something else seems
outdated or strange, you can try to clear the browser cache, for example byusing this tool, that shows the keyboard shortcuts
specific for your browser: www.rensacachen.nu
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Search
You can search for resourcesby typing keywords in the search boxor filtering out a search result using the pre-defined filters.

You get the best result by combining several keywords. The search is done inmanyof the resource's properties, such as title,
author, description, subject and series.

If you type incorrectly, you can revert and change the keyword bypressing the backspace button.

In the filters at the right you can choose for example language, media type and genre - depending on how the filtering is set up
for your school.

At the top of the page you can sort the search results, for example alphabetically, by new arrivals or most liked titles.
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My page
Mypage is the bookshelf and a place for everything you do inWeLib.

OnMypage, you find your collections, both private and public. You see which collections you follow.

This iswhere you renew loansand can delete or renew your reservations. If the school hasadded e-booksor audio books, this
iswhere you will see the books you have opened.

There are also your own resources, such as reviews.

This is also where you canmake settings regarding yourself.

1. Select Name/My page to accessMypage.

Editing personal information
Depending on how your system hasbeen configured, you can edit some information about yourself. Contact the librarian if you
need help with this.

1. Select Name/My page/About me.

2. Select Edit profile to add or edit e-mail addressand phone number.

3. Select Change password to change the password

The librarian can help changing your password if you have forgotten it.

4. Click on the settings cogwheel on your profile picture to upload a new picture.

Renewals
OnMypage, you can renew ongoing loans. If a book can be renewed, you can choose Reloan on the title.

Reservations
OnMypage, you see when reserved booksare ready to be picked up at the library, and where to find them. If you wish to cancel,
renew or delete a reservation, you do so inMypage.

See also: Reservations

Collections on My page
OnMypage, you can see all the collections that you have created or follow. Theyare also available under Name/Collections.

See also: Collections

Self-published resources
You can see your private and publicly published resources, thesemaybe eBooks, films, links, etc.

See also: Self-publishing

Reviews
You can see your private and published reviewsonMypage.

See also: Reviews

Secondary works
If the school hasa contract for upper secondary diploma projects, userswill see their diploma project onMypage.

See also: Secondary works
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Checking out and checking in resources
(stand-alone WeLib)
If the school uses the self-service functionality, you can checkout and check in resources yourself. Depending on how the
system hasbeen configured, you can also checkout and check in resourcesafter signing in toWeLib. Teachers and librarians
can checkout and check in for others.

Checking out a book
1. Select Check out book.

2. Scan the barcode of the book.

Checking in a book
1. Select Check in book.

2. Scan the barcode of the book.

Managing loans
Depending on how the system hasbeen configured, students can checkout and check in resourcesafter signing in toWeLib.
Teachers and librarians can checkout and check in resources for others. Students can also checkout and check in using self-
service.

Only a person with librarian permission can see the students’ loans.

Checking out and checking in for others
1. Select Check out book or Check in book respectively.

2. Find the student.

3. Scan the barcode of the book.

Checking out whenWeLib is connected to OpenGalaxy or Spark
A student can sign in toWeLib and checkout a book (if the system hasbeen configured for checkouts).When a librarian needs
to checkout books to a student, the checkout will be done in OpenGalaxyor Spark.

Overview of loans
Note:
Some of the search/filtering optionsare currently only available for SwedishWeLib installations.

Select Library/Manage loans to get an overview of the loansmade by students at the school/schools that you have access to.
You can filter on student, the unit the item belongs to and status to fetch loans. You can filter on title, student and barcode in the
search results.

You can also see if the students have borrowed books that belong to other schools.

If no classesare visible, this is either because theyhave not been added toWeLib, or that theyare added but that the librarian
has the same level of permission as the students. A librarian with Local administrator permissions can see user permissionsand
set these properly.

Here, you can extend loan periodsand register manual check-ins, and the library administrator can send reminders of overdue
loans.

You can also print lists of bookson loan.

Note:
You need to allow pop-up windows in the browser in order to print lists of loans.
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Extending the loan period
1. Select Extend loan to extend the loan bya further 28 days. You can also set a fixed due date.

Checking inmanually
1. Select Check in manually when a student checks in a resource (or if you need to remove the resource for another

reason).

Sending a reminder
1. Select Send reminder if you want to send a student a reminder that it is time to return the resource.
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Reservations
You need to sign intoWeLib tomake a reservation. Titles on loan can be reserved from the search results or from the catalogue
entry. Librarians canmake reservations for others.

1. Search for the title you want to reserve.

2. ClickReserve.

In the window that opens, you canmake a reservation for yourself or for someone else.

3. Select a user or make the reservation for yourself.

4. ClickReserve andOK.

When the title is returned to the library, the librarian will notify you that the title is ready to be picked up.

Managing reservations (stand-alone WeLib)
For installationswith other backend systems (OpenGalaxyor Spark), reservationsaremanaged in the backend system.

It’s possible to reserve bookson loan aswell as bookson the shelf in the library.

Reserved titles can have the following statuses:

l On shelf - the title is located at the library and is reserved, but hasnot yet been assigned to the user.

l Reserved - the title is on loan, but reserved byanother user that iswaiting for it.

l Trapped - the title is trapped by the librarian but hasnot yet been assigned to the user.

l Ready for pick-up - the user that has reserved the title has received a notification that the title can be picked up at the

library.

Titles that users have been notified about stays ready for pick-up for 7 days. This is a default value that cannot be changed.

Settings
1. Select Library/Manage the library/Reservation.

2. Select for which school the settings should apply.

3. Enter the email address to which reservation notificationswill be sent.

4. Enter the name of the shelf where reserved booksare kept while waiting to be picked up.

5. Select for howmanydaysa reservation is valid.

If you have entered erroneous settings, an error message is displayed, stating that reservationshave not been activated at this
school.

Checking in a reserved title and notification to user about trapped book
1. Scan or type the barcode of the title that is checked in.

Amessage about the title being reserved is shown temporarily. The samemessage is found under Returned books.

2. Place the title on the reservation shelf.

3. Select Library/Manage reservations.

The book that was just checked in has statusTrapped.

4. Click on the book icon (Enter item).
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5. Select the newly checked in item and clickSave and notify.

The status in the reservation list changes to Ready for pick-up and the user receivesa notification that the title is ready

to be picked up. The items that have been notified will be ready for pick-up for 7 days in the system. This is a default

value that currently cannot bemodified.

The reservation is removed when the title hasbeen picked up by the user who got the notification.

Reserving a book on the library shelf
Reservation of a bookon a shelf in the library ismade similarly to reservation of a bookon loan:

1. Search for the title you want to reserve.

2. ClickReserve.

3. Select a user or make the reservation for yourself.

4. ClickReserve andOK.

5. Select Library/Manage reservations.

The bookhas statusOn shelf.

An email is sent to the addressentered under Library/Manage the library/Reservation.

6. The librarian fetches the book in the library and puts it on the reservation shelf, and then follows the same flow to enter

the item (asdescribed for reservation of a bookon loan) and sendsa notification to the user. The status in the

reservation list is changed to Ready for pick-up and the user has received amessage that the title is ready to be picked

up.

The reservation is removed when the title hasbeen picked up by the user who got the notification.

Overview of reservations
1. Select Library/Manage reservations to get an overview of all reservationsat the school.

The symbols next to the titles in the list, and what actions you can perform, depend on the statusof the titles.

Enter item Scan or select a trapped item and then notify the user that the title is ready for pick-up.

Edit Update a reservation with new information, such asediting the item number.

Send reminder Remind the user about a reservation.

Print Print the reservation list (using the web browser print functionality).

Remove Remove a title from the reservation list.

Reservations in My page
Mypage provides information about the statusof the reservations that have beenmade. Users see when reserved booksare
ready to be picked up at the library, and where to find them. If userswish to cancel, renew or delete their reservation, theydo so
onMypage.
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Collections
A collection can include different kindsof resources: physical books, eBooks, audio books, filmsor anything else that is
searchable inWeLib.

The person who createsa collection chooseswhether to make it private or public (searchable to others). Public collections can
be searched using filters and users can follow these collections. Private collections can be shared with selected people, classes
or groups

AURL to a collection can be sent in email or be placed on the schools learning platform.

Creating a collection
You can create a collection from the Namemenu, or from a results list or catalogue record.

1. Select Name/Collections/Create new collection, or right-click the results list or catalogue record.

2. Select if the collection should be private or public.

3. Add an image if you want to, in jpg or png format. The image can be amaximum of 20MB. It is automatically scaled and

a preview will be displayed before publishing.

4. ClickSave.

5. Find the titles you want to keep in the collection and select Add to collection.

Adding a resource to a collection
1. Perform a search inWeLib.

2. From the catalogue entry or hit list, select Add to collection.

You can also scan the item directly into your collection, if the book is available asa physical resource.

Sharing a collection
The owner of a collection can share it with others. The recipient of a shared collection can choose to follow the collection.
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Reviews
If writing reviewshasbeen activated in your system, you can write a review about a title that you have read.

1. Locate a title that you want to review and open the catalogue record.

2. SelectWrite a review.

3. Write your review and select if it should be private or public/public byapproval.

The review can now be shared with others inWeLib.

Managing reviews
Reviewscan be written by students, teachers or librarians.

You canmake it mandatory that a teacher or librarian approves student reviewsbefore they can be searched for inWeLib.

You find Handle self-publishing in the namemenu.

You will see a digit next to the namemenuwhen there are reviewspending approval.
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Liking and sharing resources
Popular booksand other resources can get likes. You can sort a search result onMost likes to see popular titles.

You can also recommend titles on Facebook, Twitter or via email. A recommendation can also be shared directly inWeLib by
searching for a user or a group.

Liking a title
1. Find a title that you want to like and click Like for this catalogue record.

Recommending a title
1. Select Share for the catalogue record or from the search results.
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Self-publishing
Self-publishing needs to be activated for students that should be able to add content toWeLib.

1. Select Self-publishing under the namemenu.

2. Select file type.

3. Write a text, upload a file or enter the URL of the file to be uploaded.

4. Add an image if you want to, in jpg or png format. The image can be amaximum of 20MB. It is automatically scaled and

a preview will be displayed before publishing.

5. Addmetadata such as language and CC-licenses.

6. Select if the file is to be private or public/public byapproval.

7. Select the start- and end date for the published resource.

8. ClickSave.

Managing self-publishing
Teachers or librarians can approve the works that students have self-published, before theybecome searchable inWeLib.

You find Handle self-publishing in the namemenu.

You will see a digit next to the namemenu if there are workspending approval.

The secondary work module
The secondaryworkmodulemakes it possible to publish and archive student works, and for others to search for these. The
students upload the works themselvesand assign them to the teachers that are to approve and archive the works. The teacher
can publish the work right awayor send it back to the student.

Use the support portal customer.hornbill.com/axiell if you want to order the secondaryworkmodule.

Secondary works
Secondaryworks can be published and possible to search for inWeLib, provided that the secondaryworkmodule hasbeen
activated for the school.

To upload a secondarywork:

1. Select Name/Secondary work/Self-publishing.

2. Complete the form and upload the file.

3. Select which teacher or librarian is to approve the project.

4. ClickSave.

The teacher or librarian gets a notification that there is a project to approve. The file is either approved and published, or sent
back to you for additionalwork. You get a notification when the teacher or librarian hasmade an assessment.
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Configuration of WeLib
At project start, the school can decide howWeLib is to be configured. For changesafter that, you can create a
customer.hornbill.com/axiell issue. Changesafter the initial setup comewith an additional cost.

Stand-alone WeLib
General settings

Functionality
Default
setting

Additional
cost

Comment

Collections On No Can be deactivated.
Collections can be connected a
selected school

On No Can be deactivated.

Reviews On No Can be deactivated.
Share function On No Can be deactivated.
Automatic reminders On No Can be deactivated.
Messages inWeLib On No Can be deactivated.
Messages inWeLib sent as
email

On No
Requires that the users have email addresses registered in their
accounts. Can be deactivated.

Update details onMypage On No Can be deactivated.
Change password onMypage On No Can be deactivated.
Statistics On No
Reset of password on the sign-
in page

Off No
Only for customerswithout connection to external systemssuch
asSkolfederationen.

Add additional departments Off No Configuration byAxiell.
Reservations Off No
Item statuses Off No Possibility to add statuses such asOn order or Lost.
Fixed loan periods Off No For installationswith several schools.
Secondaryworks Off Yes
Contact form on the start page Off Yes
Self-service Off Yes
Learning resourcesmodule Off Yes

Settings for students
Functionality Default setting Additional cost Comment

Students can borrow themselves Off No
Self-publishing Off No
Public reviews Off No Students’ reviewsbecome private asdefault.
Public collections Off No Students’ collectionsbecome private asdefault.

Settings for teachers
Functionality

Default
setting

Additional
cost

Comment

Checkout On No
Check-in On No

Share collectionsandmore with
all groups inWeLib

Off No
With this setting, there is no need to add teachers aseditors for
separate classes/groups; the teacher can share collectionsand
more with all classesat the school.

Handle self-publishing On No
Teachers can review students’ self-published worksand
reviews. Requiresan extra permission: Approve selfpub.

Learning resourcesmodule: Off Yes Requires the Learning resourcesmodule and an extra per-
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Functionality
Default
setting

Additional
cost

Comment

handle loansand add items to
catalogue records

mission: Handle learning resources.

Settings for librarians
Functionality

Default
setting

Additional
cost

Comment

Checkout On No
Check-in On No
Administrate users On No Requiresan extra permission: Local administrator.
Handle and remove oth-
ers’ collections

On No Requiresan extra permission: Edit collection.

Handle self-publishing On No
Librarians can audit students’ self-published worksand reviews.
Requiresan extra permission: Approve selfpub.

WeLib with OpenGalaxy or Spark
General settings

Functionality
Default set-

ting
Additional

cost
Comment

Collections On No Can be deactivated.
Collections can be connected a selec-
ted school

On No Can be deactivated.

Reviews On No Can be deactivated.
Share function On No Can be deactivated.
Update details onMypage Off No
Change password onMypage Off No
Messages inWeLib Off No

Messages inWeLib sent asemail Off No
Requires that the users have email addresses registered
in their accounts.

Contact form on the start page Off Yes
Secondaryworks Off Yes
Self-service Off Yes

Settings for students
Functionality Default setting Additional cost Comment

Students can borrow themselves Off No
Self-publishing Off No
Public reviews Off No Students’ reviewsbecome private asdefault.
Public collections Off No Students’ collectionsbecome private asdefault.

Settings for teachers
Functionality

Default
setting

Additional
cost

Comment

Check-in On No Can be deactivated.
Share collectionsand
more with all groups in
WeLib

Off No
With this setting, there is no need to add teachers aseditors for separate
classes/groups; the teacher can share collectionsandmore with all
classesat the school.

Handle self-publishing On No
Teachers can review students’ self-published worksand reviews.
Requiresan extra permission: Approve selfpub.
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Settings for librarians
Functionality

Default
setting

Additional
cost

Comment

Check-in On No
Administrate users On No Requiresan extra permission: Local administrator.
Handle and remove oth-
ers’ collections

On No Requiresan extra permission: Edit collection.

Handle self-publishing On No
Librarians can audit students’ self-published worksand reviews.
Requiresan extra permission: Approve selfpub.

Filtering using search facets
It is possible to sort by a number of terms in the search facets. The following search facets can be selected:

l Department (select a school in order to see departments)

l Author

l Genre

l Shelf mark (you can select to show SABand/or Dewey)

l Source

l Resource type (media type)

l Target group

l Location

l Series

l School

l Language

l Publication year

l Subject

l Subject area

l Title (not part of the standard configuration)

l Publisher (not part of the standard configuration)

The headingsof the search facets can be changed, for example naming Shelf mark asSAB.
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Roles and permissions
There are three roles inWeLib - student, teacher and librarian. Each role usesWeLib in a different way. The roles can be
assigned to other categories of personnel at the school too.

Teachers and librarianshave special permissions.

Role Permission Description

Teacher
Approve selfpub Permission to approve self-publication from students
Handle learning resources Permission to add items for learning resourcesandmake settings for these.

Librarian
Local administrator Permission to administrate users inWeLib
Approve selfpub Permission to approve self-publication from students
Edit collection Permission to remove others’ collections

Student
A student can be assigned the following permissions:

l Find, borrow, reserve and read (streaming) titles

l Receive and give recommendations

l Like and review titles

l Create and follow collections

l Share titles and collectionswith others

l Publish their own books, files etc

l Search for different pedagogical resources

Teacher
In addition to all permissions that students can be assigned, teachers can also be assigned the following:

l Checkout and check in titles on behalf of students

l Take part of students’ reading and learning

l Publish files

l Create collection based on different pedagogical resources

l Share collectionswith others

l Follow others’ collections

l Approval of self-publication (special permission)

l Handle learning resources (special permission).

Librarian
A librarian can workwith the following tasks:

l Adding schoolmaterial inWeLib

l Manage circulation (loans, reservationsetc.)

l Manage the start page

l Manage the library (loan periods, reservationsand locations)

l Introduce the school library into a knowledge context
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l User administration (special permission)

l Approval of self-publication (special permission)

l Management and removal of others’ collections (special permission)
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Signing in and user accounts
About signing in
You can perform searchesand share your resultswithout being signed in.

When you have signed in, you will have access to services that require signing in, such asmaking reservationsand creating
collections.

Creating accounts
Axiell can addWeLib users for you. This service comesat an additional cost to the school. Users sign in with a user name and
password to borrow resources. A popular solution is to allow users to use federated log-in, such asGoogle or Microsoft
accounts.

For schools that add users through synchronisation with a student list, userswill be updated automatically.

A librarian with Local administrator permissions can add and edit users, classesand groups.

See also: Managing users, classes and groups

Changing password
Depending on how the system hasbeen configured, signed-in users can change their password under Name/About
me/Change password.

Forgotten password
If a user has forgotten their password, then the librarian with Local administrator permissions can help them change it. The
Reset password functionalitymakes it possible of users to reset their accounts themselves, provided that theyhave entered an
email address.

Single sign-on (SSO)
Single sign-on (SSO) can be applied inWeLib. Currently, signing in via Google, Skolfederationen andMicrosoft Office 365 is
supported. Enabling single sign-on for your WeLib installation comeswith an additional cost.

Signing in with Google accounts
In order for students to sign in toWeLib using their Google account, the school/municipality has to contact Axiell support to
connect signing in to Google to the school’s/municipality’sWeLib. The school/municipality gets an application name fromAxiell.

Once Axiell hasgiven information that this is done, the school/municipality needs to follow the instruction below:

1. Follow the instructionsunder Set up your own custom SAML app to set up aGoogle account asan administrator for

your organisation.

2. Axiell needs the following information from the school/municipality:

Application name welib[school/municipalityname]

ACSURL https://api.welib.se/uaa2/callback?client_name=saml2[school/municipalityname]

Entity ID https://api.welib.se/uaa2/callback

Start URL https://[school/municipalityname].welib.se

3. Connect the attributes that are to be sent after signing in.

4. Export a SAMLmetadata file (xml) and send this to Axiell support. The user name/ID + social security number is

sufficient, preferably using one of these attribute names:

User name: urn:oid:1.3.6.1.4.1.5923.1.1.1.6 or eduPersonPrincipalName or username or id
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Social security number: urn:oid:1.3.6.1.4.1.2428.90.1.5 or norEduPersonNIN or Personnummer 12

5. Follow the instructionsunder Turn on your SAML app.

Axiell assistswith test before single sign-on is activated for the students.

Signing in using Skolfederationen
In order for students to sign in toWeLib using their Skolfederationen accounts, the school/municipalityname has to be amember
of Skolfederationen. Then follow the instruction below:

1. Enter Skolfederationen as Identity provider.

2. Inform Axiell support that your WeLib is to be connected to this.

Once this is done,WeLib will exist asService provider with entityID
https://api.welib.se/uaa2/saml2/entity/saml2Skolfederation[school/municipalityname]Client

3. Verify that correct attributesare returned for this entityID.

Signing in usingMicrosoft Office 365
In order for students to sign in toWeLib using their Microsoft Office 365 acounts, the school/municipality has to follow steps
below:

1. ConfigureMicrosoft Office 365 IdP for SAML 2.0 SSO.

2. AddWeLib asa new application with SAMLSingle sign-on.

3. Configure user attributeswith mappings in agreement with Axiell or according to User attributesbelow.

4. Send the IdPmetadata xml file to Axiells support.

Axiell support sends the SPmetadata xml file to the school/municipality and sets up the SSO integration inWeLib.

User attributes
The school/municipality needs to configure which user attributes that should be sent toWeLib after signing in using single sign-
on.

Which user attributes to configure and include dependson if the school/municipality hasordered separate loading of users or if
accounts are to createdmanually at the initial time of signing in.

Single sign-on for WeLib schoolswith OpenGalaxyor Spark asbackend systemsmust use attributes that exist in the backend
system.

Single sign-on + loading of students
If the school/municipality hasordered loading of users via syncor manual load of a csv file, the userswill exist inWeLib alreadyat
the initial sign-in. ThenWeLib only needsone attribute to be able tomatch with the loaded users. This can be a unique user
name or social security number:

Alternative 1, user name: urn:oid:1.3.6.1.4.1.5923.1.1.1.6 or eduPersonPrincipalName or username or id
Alternative 2, social security number: urn:oid:1.3.6.1.4.1.2428.90.1.5 or norEduPersonNIN or Personnummer

Single sign-on only
User accounts can also be created at the time of the initial sign-in. Currently,WeLib can receive the following attributes:

Attribute Value Comment

User name
urn:oid:1.3.6.1.4.1.5923.1.1.1.6 or
eduPersonPrincipalName or user-
name or id

Given
name

urn:oid:2.5.4.42 or givenName or For-
namn

Surname urn:oid:2.5.4.4 or surName or sn or
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Attribute Value Comment
Efternamn

Email
urn:oid:0.9.2342.19200300.100.1.3
or mail

School unit
code

urn:oid:1.2.752.194.10.2.4 or sis-
SchoolUnitCode (8 siffror)

When a user signs in via single sign-on and an account is to be created
”on-the-fly”, thenWeLib checks if the attribute for school unit code
matchesa school that is connected to a library inWeLib. If so, an
account belonging to the correct school is created. The user maynot
sign in unless there is amatch. Please contact Axiell for alternative solu-
tions if it is not possible to send a school unit code.

Role
urn:oid:1.3.6.1.4.1.5923.1.1.1.7 or
eduPersonEntitlement

If the role (Student or Teacher) ismissing, the user will be assigned the
Student role. The administrator can change roles inWeLib from, for
example, Student to Librarian.
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Managing the library (stand-alone WeLib)
For installationswith other backend systems (OpenGalaxyor Spark), these settingsaremanaged in the backend system.

Under Manage the library, the librarian can perform the following functions:

l Search bybarcode

l Delete items

l Add, edit or remove loan periods

l Limit the number of renewals per loan period

l Add, edit or remove locations

l Make settings for reservations

l Make settings for reminders

Statistics (stand-alone WeLib)
For installationswith other backend systems (OpenGalaxyor Spark), statistics aremanaged in the backend system.

It is possible to get statistics about the usage of different resources inWeLib.

You can filter statistics to see loans, renewals or all loans (loansand renewals).

Create a request in the support portal customer.hornbill.com/axiell to get access to Google Analytics for your installation.
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Resources (stand-alone WeLib)
For installationswith other backend systems (OpenGalaxyor Spark), resourcesaremanaged in the backend system.

The librarian can add catalogue records, e-books, audio booksand other resources inWeLib.

Catalogue records can be imported from various suppliers described in this table. Different providers are used for different
countries.

Country Resource provider Address
Sweden Libris libris.kb.se
USA Library of Congress catalog.loc.gov/vwebv/searchBrowse

Norway
Bokbasen (May2021)

BIBBI

bokbasen.no

bibsent.no
Finland Melinda (May2021) melinda.kansalliskirjasto.fi
Great Britain Library of Congress catalog.loc.gov/vwebv/searchBrowse
Germany DNB dnb.de

Creating a resource
You can create a resource by scanning an ISBN number or by searching for a title or an author.

1. Select Add resource.

2. Scan the ISBN, or search for a title or an author.

If the catalogue record alreadyexists, you will arrive at the record right away (provided that you search for ISBN from a

resource provider).

3. Check that the record is accurate (e. g. correct ISBN) and fill in metadata for the catalogue record.

4. Add an image if you want to, in jpg or png format. The image can be amaximum of 20MB. It is automatically scaled and

a preview will be displayed before publishing.

5. ClickSave.

6. Select Edit.

7. Add item: department, localisation, loan period and barcode.

8. ClickSave.

Adding items to a catalogue record
1. Go to the catalogue record.

2. Select Edit.

3. Add item: department, location, loan period, barcode.

4. ClickSave.

Note:
If you cannot find a recently imported catalogue record, select Show all in the “eye” to be able to search also for catalogue
recordswithout items.

Deleting an item
Itemscan be deleted as long as theyare not on loan.
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1. Scan the barcode of the item you want to delete.

2. ClickDelete item.

Learning resources (stand-alone WeLib)
The learning resourcesmodule comesat an additional cost. Create a request in the support portal
customer.hornbill.com/axiell to order this functionality.

When resourcesare added, these can bemarked as learning resources. Theywill then become searchable as learning
resources for teachers and librarians. A banner on the cover image and on the catalogue record indicates that the resource has
beenmarked asa learning resource.

Only librarians can add catalogue records.

For teachers to be able to handle learning resources, and for example add new items, the special permission Handle learning
resources is required. This permission is granted bya librarian with Local administrator permission.

Handling items
A librarian has to import the catalogue record intoWeLib first of all.

1. To show a recently imported catalogue record, select Show all in the “eye”. Thiswillmake it possible to search also for

catalogue recordswithout items.

2. Search for the bookby selecting Learning resources only under More search options – Content and typing the title of

the book in the search field.

3. Select Handle item directly from the search results. Alternatively, open the catalogue record and select Handle item

from there. Enter the following:

Setting Description

Unit The school/schools you belong to inWeLib

Department One or several to choose from

Location The physical location of the book

Loan period If you want to, you can enter a different loan period for learning resources

Barcode
This iswhere you scan a unique barcode for each item (you have already labelled the bookwith this

barcode)

Filtering on learning resources
You can filteron on learning resourcesonly under More search options. This functionality is always visible for librariansand
teachers. It is not visible for students.

27

https://customer.hornbill.com/axiell/


Start page
Several schools in amunicipalitymaychoose to share a common start page, but each school can also have its own start page.
The start page ismanaged by the library administrator.

When you are signed in as the librarian, you can go to the bottom of the start page and select Manage section to add body text,
headings, images, links, RSS feedsand dynamic lists.

A dynamic list could be a list of themost recently added books, popular titles, or specific typesof books, such aseasy-to-read
books.

The Ask the library functionalitymakes it possible for users to askquestionsand to contribute with acquisition proposals.

Managing the start page
You can adapt the content of the start page.

1. Go to the start page by clicking theWeLib logo.

2. Select Manage this section at the bottom of the page.

3. Add an image if you want to, in jpg or png format. The image can be amaximum of 20MB. It is automatically scaled and

a preview will be displayed before publishing.

4. Make the updates that you want to be shown on the start page.

5. ClickSave.

Dynamic lists
You create the list by performing a filtered search inWeLib.

1. Perform a search that matcheswhat you want to show in the dynamic list, you can for example select English and

resource type book in the facets to show English titles in the dynamic list.

2. Save the URL from the search.

3. Go to the start page and select Manage this section.

4. Type the heading for your list, for example English books in the library, and paste the URL asa search query in the
dynamic list.

5. ClickSave.

RSS feeds
RSS feedsusually require a third-party supplier. You can add an RSS feed (for example to a blog or Instagram) at the right-
hand side of the start page. Type the link to the RSS feed and a heading. To link to aWordPressblog, add /feed to the end of the
URL to get a link to the RSS feed. Sometimes, the owner of the blog needs to approve of sharing the blog in an RSS feed.

Ask the library
Ask the library is linked to the librarian’sWeLib account. You can include a photo of the librarian or the library’s logo in
connection with this feature.

If an e-mail address is connected to the account, the librarian will receive an e-mailwhen someone asksa question or provides
an acquisition proposal.

Create a request in the support portal customer.hornbill.com/axiell to activate this functionality.
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Search settings
Users search in the free text field and get suggestionsof termswhile searching. A combination of search criteria returns the best
result.

The search can be further refined using the search facets on the right. If the person that registers the resources specifies them
well, then the userswill find it easy to find what theyare looking for.

In addition to filtering, resources can also be sorted based on a number of parameters, for example alphabetically, on new
arrivals or most liked titles.

Free text search
The free text search is performed in the following catalogue record fields:

l Title

l Author

l Subject

l Series

l Subject category/subject matter

l Description

Search facets
It is possible to sort by a number of terms in the search facets.

If the schoolwishes to turn off filtering, this should be done before the students start usingWeLib. Create a request via the
support portal customer.hornbill.com/axiell to adapt the filtering.

See also: Filtering using search facets

Sorting search results
At the top of the page you can sort the search results based on:

l ”Best hit” (title and description)

l New arrivals

l Last modified

l Most liked

l Title A-Z

l Title Z-A

l Publication date (descending)

l Publication date (ascending)

l Author A-Z (currently not available for the stand-alone version ofWeLib)

l Author Z-A (currently not available for the stand-alone version ofWeLib)

Advanced search settings
Schools that search inWeLib aswell as in an other backend systemssuch asOpenGalaxyor Spark need to know that the search
differs a bit between these, and that the search resultswill not be identical. We sometimesget questions regarding Boolean
search operators, that maybe used in other backend systems. These are not used inWeLib, the search functionality isn’t built
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that way.When searching with two or more words, an automaticAND search is performedwhile the search operatorsNOT and
OR are not available.

Axiell adapt theWeLib search based on a desired search result. In that case, the school or library needs to send a specification of
how results should be evaluated. Adapting search results should be done before the students start usingWeLib andmaycome
with an additional cost for the school. Create a request via the support portal customer.hornbill.com/axiell for more
information about the cost for this kind of changes.
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Managing users, classes and groups
Installationswith other backend systems (OpenGalaxyor Spark) use user accounts from the backend system. Once users have
signed in toWeLib, they can bemanaged in the samewayasusers in stand-aloneWeLib, to, for example, create reading
groups.

A librarian with Local administrator permissions can add and edit users, classesand groups.With this account, you can also help
students change their passwords if theyneed help.

Adding users
Only a user with the Librarian role can add users.

1. Select Library/Client administration/Manage users.

2. ClickAdd users at the right-hand side.

The following information is required:

Setting Description
User name Enter a unique user name.
Password Do not enter the same password for multiple users.
First name

The user sees this information in themenu after logging in.
Last name
E-mail

WeLib requirese-mail addressand passwords to be unique for users and therefore either e-mail address
or personal identity number must be entered.Personal identity

number
Role Specifywhether the user has the role of student, teacher or librarian.
Permission The teacher and librarian roles can be assigned special permissions. See also: Roles and permissions
School If several schools are included in your installation, then youmust select the correct school for the user.

If an e-mail address is entered, the user can receive book tips and reminders bye-mail. Create a request in the support portal
customer.hornbill.com/axiell to activate this functionality.

Students with a protected identity
All schools/municipalities should have routines for studentswith a protected identity. InWeLib, these students can be entered
with a fictitious first and last name. Userswho have no personal identification number can be entered with another unique
number.

Adding classes
Only a user with the Librarian role can add classes.

1. Select Library/Client administration/Manage groups.

2. ClickAdd group at the right-hand side.

The following information is required:

l Group name

l School

l Group type – select Grade

l Description

Users in a group can bemembers, administrators or editors. An administrator canmanage the group andmake changes to the
group, such asadding/removing users (functionality for thiswill be available shortly). An editor can share information with the
group and, for example, send book tips or collections to the entire group. Usually, students are groupmembersand teachers
are editors and/or administrators.
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Class promotions
Prior to a new academic year, a librarian with Local administrator permissionsmust promote classes for the new academic year.
You do this by renaming the classes, e.g. from 8A to 9A. Make sure to begin with the oldest students.

Adding groups
1. Select Library/Client administration/Manage groups.

2. ClickAdd group at the right-hand side.

The following information is required:

l Group name

l School

l Group type – select if it is a School-wide teaching group, Subject group, Course group or Other

l Description

Users in a group can bemembers, administrators or editors. An administrator canmanage the group andmake changes to the
group, such asadding/removing users (functionality for thiswill be available shortly). An editor can share information with the
group and, for example, send book tips or collections to the entire group. Usually, students are groupmembersand teachers
are editors and/or administrators.

Creating, editing and deleting users, classes or groups
The buttonsbelow are used to handle users, classesand groups.

Click the add button to create subgroups. The advantage of creating a subgroup instead of a new group is that the
subgroup is given the same users as the parent group. This allowsyou to quickly create new groups from an existing
class, for example

Click the edit button to edit information about users, classesor groups. You can also use this tool to help users to
change passwords, for example.

Click the delete button to delete a user or group.When a user or group is deleted, this cannot be undone. Deleting a
group will not delete users in the group but only the group. You cannot delete a user if the user hasongoing loans.
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Reminders
Reminders can be sent manually or automatically in stand-aloneWeLib. For installationswith other backend systems
(OpenGalaxyor Spark), reminders are sent from the backend system toMypage.

Note:
If youmake changes such asnumber of days for anyof the reminders, the new settingswill only take effect for books that are
lent after the changes.

Configuring automatic reminders (stand-alone WeLib)
When all settingsbelow aremade, reminders fromWeLib will automatically be sent every night. Amaximum of three reminders
will be sent.

1. Select Library/Manage the library/Reminders.

2. Select school, email sender, message to send and the number of days (an interval) for reminders.

3. Compose amessage. You can enter any text and if you want to, you can use variables inside brackets to automatically

fill in the name of the student and the title of the book. Example of message:

Hello {name},

Your book, {title}, is delayed. Please return to the library.

/The library

For an overview of sent reminders, select Library/Manage loans/Reminders.

Sending a manual reminder (stand-alone WeLib)
Create a request in the support portal customer.hornbill.com/axiell to activate this functionality.

1. Select Library/Manage loans/Send reminder.

Students signed in toWeLib will receive a notification in theWeLib (letter icon in the top right-hand corner) of the overdue loan. If
the student who hasbeen sent a reminder is not signed in, theywill receive an e-mail notification, provided that their e-mail
addresshasbeen entered intoWeLib.

Reminders for WeLib with other backend systems
For userswith other backend systems (OpenGalaxyor Spark), reminders are sent from the backend system directly to the
students.
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Self-service
Students can use self-service to checkout and check in library books themselves. This functionality can be ordered for the school
library. It is easily installed locally on a computer or tablet. Instructions for setting up self-service will be provided when you order
this option.
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External sources
These servicesare not included in the cost for WeLib.

The school can include sources that can be searched directly inWeLib, such as the library catalogue, some video services, open
teaching resourcesand digital services for which the school hasan agreement. The school can also use external sources in
WeLib.. The external sources can be open/free of charge or require payment.

Search in external sourcesare performed in a new window. The search query is included for some sources, but not for all.

The school is responsible for granting Axiell access to the correct link to external sources. Use the support portal
customer.hornbill.com/axiell to inform Axiell about which link to add.

If an external source no longer worksasbefore, then the provider of the sourcemayhavemade changes. In this case, the
school is responsible of informing Axiell.

Axiell’s responsibility
When one of Axiell’s installations informs that a link no longer works, other installations can be affected aswell. If Axiell receives
support casesabout errors in external sources that several installationsuse in their WeLib installations, then wewill replace
these links for all users. This only applies for external sources that are not dependant on signing in from the school network - in
these cases, the schoolmust supplyAxiellwith the correct link.

SSO towards external sources
Some sources can bemade available using existing credentials (Single Sign-On). This requires that the school logs in toWeLib
using a service for joint signing in, for example Google. The source also needs to support this.

Create a request in the support portal customer.hornbill.com/axiell for assistance with SSO towardsexternal sources.
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Other
Receipts
Receipts can be printed on a regular printer.

Scanners and labels
The school can purchase labels and scanners in Axiell‘sweb shop: shop.axiell.com/sv

Help and support
Filmsand other support information are available for WeLib users under Name/Help. The help that is available differs
depending on whether the user is a student, teacher or library administrator. New featuresare alwaysdisplayed under Help. If
you cannot find the answer to your question, the library administrator can open a support ticket in the support portal
customer.hornbill.com/axiell.

GDPR
All data handled in Axiell’s services complieswith the Swedish Data Protection Authority’s guidelines.

Axiell and the school/municipality have signed a personal data agreement.

Personal data inWeLib
InWeLib, students’ and teachers’ eBooks, videosandmore can be published andmade possible to search for byanyone. The
school/municipality is responsible for obtaining consent from guardiansand students before publishing. Theyhave the right to
know why the publication ismade and to have their published worksdeleted from the service when theywant it. Axiell’s services
include routinesadapted for GDPR to handle and remove personal data in a securemanner. The following personal data is
handled in our school library services:

l Personal data: names, social security numbers, email addressesand phone numbers

l Images, texts and other additional piecesof personal data that have been registered in agreement with users

Removal of users and resources
Aperson with Local administrator permission can delete user accounts inWeLib. The user accounts are to be deleted when
users no longer have reason to sign in to the service. Userswith loans cannot be removed. Once the loansare retuned, the user
account can be deleted.

When a user hasbeen removed, their public and private reviews, self-published resourcesand collectionsare deleted too.
Create a request in the support portal customer.hornbill.com/axiell if your schoolwants to order a service to keep such
resources.

Reviews, self-published resourcesand collections can be deleted bya librarian with permission to delete resources.

Newsletters and social media
Please follow our newsletter for information about what we’re working on, for example, new features inWeLib. Axiell andWeLib
are active on Facebook and Instagram. Please follow us!
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