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Multi-tasking or distraction ?
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“Eric St. Onge-Weekly Thesis Post #7.” Accessed June 29, 2013.
http://ericstonge.com/blog/2010/11/02/.



How to get more time during the day?
How to spend the time more efficiently?
How to stay SANE ?
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Manage Your Emails (1)
Five sneaky email cheats for “Inbox Zero”
by Merlin Mann

ne Template

ne Link
¢ O
e Question @@@D

ne “l don’t Know” / \

ne Delete Key



Manage Your Emails (2)
Can Gmail let you achieve the myth of
“Inbox Zero” ?
Forwarding your office emaill to Gmail ?

Pros :

Superior Search Features, Ubiquitous access, Many add-
ons and tools.

cons :

Privacy(Personal and Patrons), Back-up, Internet
Connection issue.



Manage Your Emails (3)
Sending emails from your office account while

Settings

on Gmall .

General Labels Inbox Accounts Filters Forwarding and POP/IMAP Chat Web Clips Labs

Change account settings:

Send mail as:

{U=se Gmail to send from youwr other email

addresses)
Learn maore

Change password
Change password recovery options
Other Google Account settings

Peter Bae <culilldd@gmail.com=

Peter Bae <bibliotecario@gmail.com=
Mot an alias.

5.l. Bae =ciaoclio@gmail.com=
Mot an alias.

Peter Bae =sb227T%@columbia.edu=
Mail is sent through: send.columbia.edu
Secured connection on port 465 using S5L

Add another email address you own

When replying to a message:
(") Reply from the same address the message was sent to
i@ Always reply from default address (currently sb3275@columbia.edu)

{Mote: You can change the addrecs at the time of your rephy. Leam mars)

Gadgets

Offline

Tt



Manage Your Emails (4)
Labels, Preview Pane and other Buttons

+You Search Images alendar

GO ( 8[(‘ interlibrary loan Peter Bae +
Gmail - - [+ ] (1] ] Mark as read Move to Inbox L More ~ 1-20 of many > = | O -
Vianca Victor iLLiLending  Re: ILL Request TN 451452 - = > Columbia Universitv = Interlibrarv Loan = 307 Buf
Liz Markel inbox  Call for proposals ary loan; ¢
Inbox (316) L More ~ =5
Starred Lydia Goehr 3 Re: FYI: Your In an request a ny
I‘.;np?rlt\:ml Michael. Sherry (3) returned book - iyazin Mark as unread s Inteemvices 307
ent Mail -
-Borr Mark as important T brary
Drafts (1) eDelivery NLM Document [, .. p tems f Interlibrary No Spli
000-abs | | Baruch, Sherry (2) 00 Replacement In h Add to Tasks e srary Loarf I_ 0 p |t 1
sacl of Cen
00-bd (1,430) u Daniel P. Barnum PDF from the Di Add star rdinator Dic 'I.ull'EI-tical S I|t
00-Borr (2,235) W = S Juest Create event rary Lo p [
00-FDD {173 ™ Columbia University Inte. Lifending ILL copy Rec ; ; © " requested Frl ".{}1
-FDD (173) 12169 Filter messages like these It w Hari tal Spolit
00follow (3) W mjg2123, Erica (2) ILL Transaction I it Was- poore Co onzontal opd
00Rapid-L (193) Joel. Erica (3) 4 Re: Interlibraryan D v 01 Phu service. ff Ldw .Jl_l

» 01-Gmails (4,926)

| v 021LLL (730) Columbia University I (2)  [LlLendng ILL copy Reqr Request: COL-10624966 - Wei Supenisor Interfibequested ! »
tool (181) Lydia, Erica (2) URGENT - by the Interlibrary Loan staff for the following > reason: = > Available - Stackfﬂr H‘IE f|:||||:|'."'.'||-|!:| reasaor JL

| a\la s B : Jennifer .. Hollv (101 02-LL-Litool  Workflowtoolkit-l Error - Alabama = Interlibrarv Loans. Collier Librarv = htinslevi@una edu = 256-765+ 11:35 am i

& =z NLM Document Delivery for Request Number: KYB-34919568 _ A

@ =
Generate [FTA Reports
You are invisible. eDelivery@nlm.nih.gov @& 1:10 PM (2 hours ago) L, - Enter dispatches. Software does the|
Go wisible taill 1= rest. Try Today For Free.

TruckingOffice.com/IFTA_Reporis

The MNational Library of Medicine (NLM) processed your interlibrary loan request. Based upon your instructions, the attached document is

m

borrowdirect@c... being supplied by email. Please note that viewing of the document requires the use of an image viewer or reader. For information about HTML Mockup Tool
CU-Borrowing viewing electronic documents, please go to http/www nim nih gow/senices/doc_email_delivhtml Use The Tool Professionals Choose.
Try Axure Free For 30 Days.

o This message contains the documents (REG-15714867Cover pdf and REG-15714867 pd) for winy Axure.com/HTML_Mockups
Erica Moare Request Number REG-15714867. L
fernela The file: REG-15714867Cover. pdf attachment contains the request information. 2013 B_ESt SKm_ ﬁghteners N

k An Unbiased Review List of The Top
goiniang Performing Skin Tighteners In 2013
Insaf M Ali www. SkinCareSearch.com/FaceLiftir
Marisa L. Solo g
Mrkich. Francie NOTE: THIS MATERIAL MAY BE PROTECTED BY COPYRIGHT LAW (TTTLE 17, U.S. CODE) Cahbre - Download Free
Sh Wei Get The Latest Version of Calibre
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http://docline.gov/docline/help/contact_nim/ill_web_form.cfm or by phone at 301-496-5511 FreeDownloads.us.com/Calibre

Collection Access Section

Mational Library of Medicine
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Settings

General Labels Inbox

Status report template
FAQ

Accounts

Filters

Email for the truly lazy. Save and then send your
common messages using a button next to the
compose form. Also automatically send emails using
w I

Forwarding and POP/IMAP Chat

Manage Your Emails (5)
Gmail Labs for productive tools

Web Clips

Send feedback

Gadgets

eed right here. Customize Clid
ete | Mark as read | !-I'\dore.

Iarred, Unstarred

Sending... Cancel

isage has been sent. Undo

Mark as Read Button
by Mark K

Tired of spending all that effort to click on the more
actions menu every time you want to mark messages
as read without reading them? Now just enable this lab
and that is just a button click away!

Preview Pane
by Peter B & Michael K

Provides a preview pane to read mail right next to your
list of conversations, making mail reading faster and
adding more context.

Unde Send
by Yuzo F

Cops, hit "Send” too soon? Stop messages from being
sent for a few seconds after hitting the send button.

@ Enable
=) Disable

Send feedback

@ Enable
" Disable

Send feedback

@ Enable
1 Disable

Send feedback

Apps Search
by the Apps Search team

Extends search with Google Docs and Sites results.
Apps Search will find the most relevant Docs and Sites
and show them below Gmail search results.

=) Enable
@ Disable

Send feedback

Offline

Themes



Manage Your Emails (6)
Canned Responses

To |

From Peter Bae <sb3275@columbia edu> ~ Ce Bec

Subject

intl-ship

bd-not-renew
BD-recall
bd_ovd-claim_returned

m

bd-cancel-confirm

BD

Intl-patron

DISS-PDF

BD-retumned
elecdel-prob
Owerdue_claim_returned
ask-Bill

BD-Clio_issue

catch + Default to full-screen

damage
no-article-web Temporarily switch back to old compose

Harvard-img

- Canned responses -

Plain text mode

Print

SansSerif ~ | T~ B Z M A~ | =~ I=
) Check spelling

il
il
(Y |
£y |
JI.?“|



Manage Your Emails (7)

Inbox Taps , Filters, Tasks and Gadgets

& More - 1-250f1,413 ¢ > = - o &
a Primary & Social ® Promotions @ Updates ™ Forums +|
Paula, LIO (2} Membership costs - Good Moming, | would like to know the cost of using Butler library for a non-Columbia University 8:57 am
Kenneth, Mary (2) RE: VOLUNTEERS NEEDED: Planning for the Operations Group On-Site Meeting - Hi Peter. | am interested in helpi 8:41 am
» fif3 Daughter ill - Dear all, My daughter has a viral infection and I'm unable to come in today. Thank you. Best 7:49 am
Aline | nrasrin Namalitinn in Rutlar Tues & Wad - Fynert nnice and ranaestinn in the halhwaws an the 1=t and 3rd flnnrs tadase and tn R-Aft am
Jn—c—
Settings
Searc age Naps
General Labels Inbox Accounts Filters Forwarding and POP/IMAP Chat Web Clips Labs Gadgets Offline Themes eh h I[TIHQE'E r‘!a[ i

The following filters are applied to all incoming mail:

O

(]

Matches: to:(ill-lending@libraries.cul.columbi
Do this: Skip Inbox. Apply label "ILL/Lending"

edu)

Matches: to:(butlres@libraries.cul.columbia.edu)
Do this: Skip Inbox, Apply label "Resernve”

Matches: to:(butler_hsl-morn)
Do this: Skip Inbox, Apply label “ILL/Mom-Hsl"

Matches: subject:{[ILL-L])
Do this: Skip Inbox, Apply label "02-ILL-L"

Matches: subject:([rapid-I])
Do this: Skip Inbox, Apply label "00Rapid-L"

Matches: to:(biblickid@gmail.comy)
Do this: Skip Inbox, Apply label "01-Gmails/bibliokid"”

Matches: to:{ciaoclio@gmail.com)

Gmail ~ Settings

Grad| General L

Contacts
Tasks

Starred
mportant
Sent Mail

Gadgets

You have



Manage Your Emails (8)

“There are endless systems for achieving a clean inbox but,
like diets, most everyone ends up failing. The answer then
IS accepting that it’s impossible, and then finding peace of
mind by focusing on what matter most.”

Shawn Carolan, Guest Contributor. “The Myth of Inbox Zero and the Path to Peace of Mind.” GigaOM, May 5, 2013.
http://gigaom.com/2013/05/05/the-myth-of-inbox-zero-and-the-path-to-peace-of-mind/.



Manage Your ILL Tasks (1)

More time-consuming requests; with difficult, odd, exotic,
foreign language, and plainly incorrect citations from
“difficult” patrons.

FHOFESSORRHCOEQ JUSTIN YOUNG AND DAVID ROTHWELL

QUICK, I HAVEN'T ATTENDED A CLASS YOU MEAN INTERLIBRARY LOAN? WHAT DO YOU HAVE FROM
OR STUDIED IN MONTHS! DO YOU SURE, WHAT DO YOU NEED? HOGWARTS? Y
DO THAT THING WHERE YOU GET

- BOOKS FROM OTHER SCHOOLS?




Manage Your ILL Tasks (2)

Why that happens? “Information Flood” by

M
Bocnl
LY Lol L)

So the solution can be found In

Google:

B E



Manage Your ILL Tasks (3)

Yet, check your workflow first.

“Direct” everything.
Trust All Your Lenders.

IDS Toolkits will help greatly to get more time
for those daunting requests.



Manage Your ILL Tasks (4)

How Google Works;

® Googlebot,
® Index Server
® Query Processor

® Doc Server.

How Google Works

Google == = .

il Google
query
Search: @

| Google Search |

the web)

Result pages are ranked based
on their query relevance. Google

uses a complex algorithm to

delermine page rank

<

I
1 Query is retrieved
from the DOC
server. Snipels are
created to describe
each search result

K Hi, I'm Google Bot. | send out

Google
INDEX
Server

N

requesis for web pages acress
the internet. download the
pages and then pass them off

. to the Google index server. P,

..u-co’

)

www. google.com/addur] ®*eeee ’

@Mark Smiciklas IntersectionConsuling.com

Google BOT

-

I find pages twe ways:
by crawling the web

({like a spider) and by

Sends the
query fo the
INDEX server

Sorts all the pages
gathered from Google
BOT (similar to a book
index) Tells the DOC
sarver which pages
contain the words that
match the query

inviting people to sub-

mit their URL to Google
. W A



Manage Your ILL Tasks (5)

Simple Google Search;
® Quote or not Quote?
® Stop Words, Word Limit (32 words)
® Terms Nearby, Terms in Order.
® Not Case-Sensitive, Characters Ignored(! ?, . ;)
® [we're]or [were] will have different results
® [part-time] will find part-time, parttime, part time

*Interactive online Google tutorial and references - Google Guide:
http://www.googleguide.com/



Manage Your ILL Tasks (6)

Advanced Google Search; Search Operators
allinurl: [allinurl:.globalzation mil]

allintitle: [allintitle: globalization struggle]

filetype: [globalization filetype:xIs]

site: [globalization site: oxford.ac.uk]

allintext: [allintext:globalization]

- operator: [globalization -“el nino”]

* operator : [Girl who * fire]

Define: [define:globalization]
Cache:[cache:http://workflowtoolkit.wordpress.com/]



Manage Your ILL Tasks (7)

More thoughtson Google Search

® How to select search terms to reduce the results :
uncommon words

® How to combine search terms: combination which will
give the least amount of search results. [‘pp.22-48"
Gaddis]

® Consider the people who created the information on
the web. (i.e. scholarly publication)

Google is a good TOOL and you are the one who use
it. (i.,e. Google book and OCR)



Manage Your ILL Tasks (8)

And more ...
® Google is not the only search engine; what about 100
Search Engines for Academic Research or Wayback
Machine ?

® Traditional reference materials (i.e. NUC,
bibliographies and Indexes)

® Book is still very relevant resource for citation
verification.

® Filter(Google) Bubble , Eli Pariser, The Filter Bubble:

What the Internet Is Hiding from You, Penguin Press
(New York, May 2011)



Filter Bubble: A result state in which a website algorithm
selectively guesses what information a user would like to
see based on information about the user.

Eli Pariser' Beware online "filter bubbles"

If so, can we utilized the filter bubble?



Some time saving tips for web-navigation.

® The Power of CTRL+F (Find).
® Check Target Link at the bottom of web-browser.

® Understanding the anatomy of a webpage; web URL
as directory structure, File naming Patterns

® http://www.h-
net.org/~diplo/roundtables/PDF/Roundtable-XI-6.pdf

® http://www.dtic.mil/dtic/tr/fulltext/u2/a442066.pdf

® Open Link in New Tap or Windows; keep the search
results and navigate in a separate windows




View inside the web-page(CTRL+U) to get
more Info
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Getting some outside helps(1)

The Slavic Reference Service - University of lllinois
at Urbana-Champaign
http://www.library.illinois.edu/spx/srs.htm

East Asian Gateway Service - University of Pittsburgh

http://www.library.pitt.edu/libraries/eal/Gateway-
Home.htm

In-house Language Expert list.

My “hair-tearing” request is someone else’s fun; then,
“Share the Fun.”



Getting some outside helps(2)

Language tools; Foreign alphabet/number/Library
glossary chart;

ALA-LC Romanization Table:
http://www.loc.gov/catdir/cpso/roman.html

International Standard Numeral Systems.

Multilingual Glossary database—New South Wales
State Library
http://www?2.sl.nsw.gov.au/multicultural/glossary/

Google Translate; http://translate.google.com/




Time saving windows shortcut keys
F1: Help
CTRL+ESC: Open Start menu
ALT+TAB: Switch between open programs
ALT+F4: Quit program
CTRL+C: Copy
CTRL+X: Cut
CTRL+V: Paste
CTRL+Z: Undo
CTRL+A: Select All
CTRL+F: Find
Double Click: Select the word
Triple Click: Select the Line



Time Saving web browser shortcut keys

® CTRL+1-8 — Switch to the specified tab, counting
from the left.

CTRL+9 — Switch to the last tab.
CTRL+Tab — Switch to the next tab
CTRL+W:Close the current tab.
CTRL+T:Open a new tab.

ALT+Left Arrow:Back.

ALT+Right Arrow:Forward.

CTRL+L: Select the address bar.
Home:Top of page.

End:Bottom of page.
SPACE(SHIFT+SPACE):Page Down(Up)



ILLiad has shortcut keys, too.

»

ILLiad 8.4 Documentation , ILLiad 8.4 /... / ILLiad Client Basics
<(x> Tips and Shortcuts for ILLiad

Search tdded by Karal Gregory, last edited by Karal Gregory on Mar 14, 2012

* ILLiad 8 4 Release Notes
« Updating ILLiad to Version 8.4
* |LLiad 8.4 Client Executable Files

» Shortcut Key Commands
* Global Key Commands
= \Main Form
> The ILLiad Installation Guide = Copyright
» ILLiad Configuration Guide * Request Form
+ ILLiad User Guide = Check In From Lending Library
= Electronic Delivery Form

~ ILLiad Client Basics « Doc Del USS Form
* |LLiad Client Overview = Scanning Form
« Working with Client Layout and = » Lending USS Form
Design * Clear User Form
» Client Check for Version Updates + System Information
* Tips and Shortcuts for ILLiad s Selecting Multiple Records in a Grid

= Sorting By Columns in a Grid
* Placing Ribbon lcons on the Quick Access Toolbar
Related Topics

* Searching Basics

« Searching and Editing ILLiad
Records

3 Printinn Nnrnmants in 1l 1 iad

Tips and Shortcuts for ILLiad

https://prometheus.atlas-
sys.com/display/illiad/Tips+and+Shortcuts+for+ILLiad



Some Hardware Help (1)
Multi-Monitors
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Some Hardware Help (2)
Programmable Keyboard

(Not in production but there are other types)
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“Nobody dies because of an ILL request.”




PRODUCTIVITY

moronail.ned

Any ideas to share?
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