AVA GUIDE TO USING
CAPITA READING CLOUD

CAPIT

Reading Cloud is the web based library management system used by the Academy.
Itcan be

accessed from any web browser giving you anytime,

or the URL:

To commence your use of the Library please select the database you wish to acc

There are thre S (which is the Secondary Phase Library),

is the Primary Phase Library)

or All Sites v shows the resources available in both the Primary and Secondary Phase Libraries

Itis generally recommended that Secondary students and staff select "Aylesbury Vale Academy" as this excludes resources and book stock
ch may be less relevant and will make using the database more effective and efficent.

Simdarly Primary Phase students and staff will find accessing the Library will provide them with the most appropriate resources.

In order to access the full range of features you need 10 Jog in to the database. To log in please dick on “Login® in the top right of the Site selection screen.

.

This will open the Username and Password box:

User name

sword

Your User name Is your Academy E-Mad Address (eg. for staff for students ) and your Pa Is the same
asyou use to log on to Academy computers




Once you have logged in the first page that you will be greeted with is the Reading Cloud Home Page
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It is designed to highlight what is happeningin the Library and you can easily see what resources are available—for all

intents and purposes this is the Library’s “Shop Window".

Below the Search box and Logged In salutationis the “Book of the Week” box~ this highlights a recommended book
and gives you a summary of why it was chosen {Award winning, new to the school library etc.) and what the story is
about so you can judge if it appeals to you. The library will hold multiple copies of these books so that numerous
students can borrow them at once.

Book Of The Week

Smart: A Mysterious
Crime, a Different

In the very top right corner of the page is the Search/ Advanced Search box where you can look for resources within
the Library database. You also have options to change the language that text is displayedin, the colour of the screen,
and to log off once you have finished using the website.

Located directly beneath the Search box are three small circles — these are just to the left of the Logged In salutation.
The blue circle to the left indicates how many books the user currently has on loan, the centre red circle indicates how
many overdue loans the user has and the green circle on the right shows how many reservations they currently have.
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To the left of the Book of the Week boxis the “Top Ten Resources” pane which, as the name suggests, features the
Ten most borrowed books or most accessed resources (eg. Website links) in the Library database. These are
constantlyupdated to reflect the most current trends within Library use, This feature may be helpfulin suggesting
books you might like to read or other resources which students are using to study or do homework.

Top Ten Resources

The “News" section of the page (to the right of the Top Ten Resources pane)is where you will find information about
events and activitiesthat are happening in the library. These could be the addition of new books or resources, activities
like after school clubs or events like World Book Day and Book Week,

As you might expect the Latest Returns pane ~ located directly below the Top Ten Resources pane - highlightsthe
books most recently returned to the Library by borrowers. This may be if interest if you are looking for ideas of
what to borrow yourself or if you have been waiting for a particular book to be available.

Latest Returns

In the “Star Review” section of the Homepage students can leave their own reviews of books they have enjoyed
reading. Before appearing “live” the reviews are checked and edited by the Librarian to ensure they are suitable
(and spellchecked!). This is a valuable feature as students highly rate the opinionsand recommendations of their
peers.

Star Review
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Self-explanatory really — the New Resources area highlights brand new books and other resources that have been
added to the library. It's like a shop window showing off our latest wares. Again, it is hoped that this will encourage
students to borrow from the library when they see a book which appeals or similarly a useful new Weblink or
resource has been added,

New Resources




Each month a different author and their work is spotlighted. Books by the author will be displayed in the Library to
encourage readers to try them out, We hope library users will be encouraged to try out books by authors they've not

previously read before.

Featured Author

Rowling, J. K.
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Below the New Resources pane is the “Trending” floating word cloud which features the most looked for authors,
book titles, genres, websites and other resources that library users have searched for. This visual presentation may
again help inform your choice of book or other resources, You can see what the most popularsearches are within the
Academy database or all schools that use Reading Cloud.

david wallams

Finally, at the bottom of the Homepage, is the “Suggested” panel which is personalised for each user to
feature book title recommendations based on their previous choices, These may be the same author, of
the same genre or reading level or have been similarly award winning. This function is similar to the
Who Writes Like? website which you may be familiarwith.
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Returning to the top of the Homepage you can see a number of tabs — each of which correspondsto a
different part of the database and enables the user to navigate their way around. These tabs are present at
the top of each page so it is very easy to move between them. The first tab is for the Home page —which we
have been lookingat.

The “Search” box remains in the top right of each screen to enable users to make a quick search at any
time.

There are Tabs named “Home" (the screen you are currently looking at}, Profile, Account, Reading Lisf,
Links and Search located in the top left of the homepage. These tabs appear at the top of every
screen in Reading Cloud 50 you can easily navigate your way around. The “Search” box where you
can look for books by title, author etc. also remainsin the top right corner of each screen.

PROFILE

This part of the database willbe bespoke for each user as it givesthem easy access to
informationregarding their previoususe of the Library site as well as prior borrowing
records.

It also offers the option to change their Password should they wish to.

My Likes

Password




ACCOUNT

Also unigue for each user the Account screen displays information regarding their
current and previous Library loans as well as Reservations made and Reviews left,

My Account

READING LISTS

Reading lists are created by the Librarian ~ based on recommendations and suggestions
from Teaching Staff and Curriculum Leaders — 1o make the most relevant texts to each
reader easily accessible. Further to thisit is possible o limit which lists students see so that
they are only those that relate to their Year Group or subjects studied.

Reading Usts

LINKS

This page features links to useful Educational Websites which support the curricuium.
Again, they are added to the system by the Librarian in consultationwith teaching
staff,




SEARCH 3: A-Z

The second radio bution opens up an A-Z List of all of the resources held in the
dotabase. There are category buttons allowing refined searches for Title, Author, Series
and Genre as well as Alphanumeric buttons which will fake the user to the resources
within the categories who's Title, Auther etc. comresponds fo that letter— for example
Author Category, “J” would include all books and resources pertaining to J.K. Rowling
and J.R.R. Tolkien as well as any other authors with a name beginningwith a J.

SEARCH 4: VIEW

The next radio button presents a "View" screen which shows collections of books and
resourcesrelating to subjects or projects. These have been created within the school
but willbe of lessrelevance than other search formats due to these lists previously being
for non-fiction books which are no longer held in the Library.

SEARCH 35: PICTURE

The final Search option accessed via the radio buttons is Picture. Thisis similar to View in
so much as there are categoriesrepresented by icons. However these categories were
pre-installed in the database soffware and automatically collate new books and
resources added fo the Library.




CONDUCTING A SEARCH

Using any of the Search methodsincluding the B

Quick Search box Library users can access the .
Library catalogue to browse books and o IF
resources. = . o

With the Quick Search once a Title, Author o .'"
name or Keyword is entered a drop down = E
appears which enables the user to specify the — ﬁf‘
criteria of the search. Thisremoves extraneous EENER’
listingswhich don't match theirrequirements. —

SEARCH RESULTS

Any books or resources
matching the search criteria will
be displayedin a new screen.

By clicking on the icon
displaying the book coveror
resource or the headline fext
further details about them are
displayed...

IN DEPTH DETAILS OF A BOOK OR
RESOURCE

This page will feature the location of the book ~

Primary Phase School Library or Secondary Phase

School Library, a short summary of the story in a

fiction book or of the information withina nen-fiction

book, there is a star rating based on the number of

positive reviews left by borrowers, details of .

availability— how many copies of a book are held by — eliE™ESE
the library, how many are currently on loan or are = -
reserved. All Keywords relating to the book or

resource are displayed and by clickingon these

users are redirected to a list of all books or resources S s e

which share these keywords. === 5] < S = [T
Related Resources (such as books written by the O=EEE

same author or about the same topic or within the =

same genre are shown further down the page as

are Similar Resourcesand any previous Reviews




RESERVING, ADDING TO A READING LIST AND LEAVING A
REVIEW

Within this page Library users
are presented with the option
to Reserve the book, to add it
to a Reading List for possible
future use (the book can
subsequently be removed if it
is later decided o be michael
uneeded - the Reading List is MpPUtey
for the use of and accessed

only by the User and is there

for their convenience or to

create a review. As

mentioned any reviewswill be

kept in a holding area of the

database until the Librarian

publishesit and it is visible to

all database users.

An Elephant in the Garden

RECEIVING YOUR RESERVED BOOK

* THE LIBRARIAN WILL BE CHECKING DAILY FOR ANY NEW BOOK RESERVATIONS AND WILL PICK
T, ISSUE IT (INCLUDING ENTERING THE DUE DATE IN THE DATE LABEL) AND DEUVER IT TO EITHER
— THE STUDENT IN PERSON DURING REGISTRATION OR ENGLISH CLASS OR TO THEIR TUTOR OR
ENGLISH TEACHER TO PASS ON TO THEM.

Reserve

RETURNING BOOKS

A book loan can be extended if the borrower needs more time to finishreading — typically
the loan period is 2 weeks but this can be increased - students should make theirrequest
through their Tuter or Englishteacher who can then inform the Librarian who will extend the
loan.

Drop boxes willbe placed around the school for borrowers to return books. One will be
located near the Sports Hall for Year 7 students, another near the Main Hall for Year 8 students
and a further box in the Atfrium for all other Year groups. These will be emptied daily, the
refurned books then being placed into quarantine for 3 days before being marked returned
in the Library catalogue and either issued to the next reservation or placed back in the
Library.




