New Version of Director’s Station: Quick Start Guide
Log into Director’s Station (http://66.99.64.105/directorsstation/default.aspx).  The software vendor recommends using Firefox as the browser of choice with this version, but I had no problems in the short time I used Internet Explorer. 

Login using your system name minus the circ/tech (example: RB_ROA-HS or P0_MAIN-ST)

Use the password: RSAday2008

The screen will come up with 3 empty boxes and the lower left box with Directors Station Training Help in it.  We need to tell it to populate this screen with something useful.  To do so:


1.  Put the mouse cursor over the Menu button on the upper right hand side of the page


2.  Move the cursor over Select Swiftview, then select Directors in the box that pops up.

The page will reload with “SwiftLinks” in the upper left, “Directors Station Help” in the lower left, “Active Available Holds” graph in the upper right box and “Checkouts by Day of Week” in the lower right box.

3.  Put the cursor over the Menu button to open that menu. 


4.  Mouse over Copy Swiftview To to open the submenu and click on My Swiftview.


5.  In the popup box, select YES to save this swiftview.  

From now on, you will open the screen with that view.  You can change the charts and help to anything you create in the future as well.
General Reminders:

- The 2 charts show RSA wide figures, not the figures for your library.  If you want your figures, you’ll need create a report/chart, limited to your library, save that in your “My Folder”, then select it in the home Dashboard screen.
- All data is DS is available to all logins.  You start each default report by looking at RSA wide date, then limit to your library or branch or both.  This allows you to benchmark your stats from any other library you might choose or to view RSA wide statistics.

- Each full online library has one login to share.  If you are a branch library, you log in using the main library’s system name.  For example, all Peoria branches log in under PO_Main-St.  If you find you don’t want this, let me know an I’ll make a login per branch as well.

- The “My Folder” fold in DS is where you will save any custom reports you create.  You can add additional subfolders to the My Folder using the “Manage My Folder” icon (which looks like a folder) in the lower left of the DS window.  To do this, click the Manage My Folder icon, in the window that opens, click “Add item” then click the Folders Tab at the top on that window.  Give your folder a name and click the Save button.  Then click the Close button.  This will take you back to the Manage My Folder window.  Click the My Folder in the upper left to expand out the contents of the My Folder.  You’ll see the subfolder you just added and anything else you’ve saved to your My Folder.
- To view the built-in documentation, click the silver bar on the left, then click Documentation, then click Director’s Station User Guide.
