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Getting Onboard
the Intranet

Wilhelmina Randtke, Head of Libraries Technologies and Systems, Georgia Southern University Libraries
SpringyCamp virtual conference, August 10, 2023.



Benefits of an Intranet



Benefits of an intranet

● Provides instructions to all employees.
● Find information without looking in email.
● Use feedback (can improve instructions 

each time a question comes in).
● Workplace culture

○ Transparency by allowing any employee to 
find key information.

○ Onboarding - new employees get all existing 
information.



Intranet Overview



Intranet Overview

Three parts:

1) LibGuides intranet for instructions and links
2) LibCal internal equipment reservation system
3) LibCal internal planning calendar to “save the date” 

and coordinate library events





LibCal
Equipment Reservation 
System



Internal Planning Calendar



LibGuides Intranet





Prelaunch:  
Standardize User Settings



1) Determine a set of baseline permissions for all 
employees.

2) Standardize permissions on existing accounts.
3) Make new accounts with the standardized 

permissions.

Prelaunch: 
Establishing Standard Permissions



Prelaunch: 
Establishing Standard
Permissions
● Written notes document 

with standardized 
permissions in LibGuides.

● Standardized permissions 
ensure that instructions and 
training work for all 
employees.



Launch: Intranet Onboarding



● Approximately 15 
minute canned 
presentation.

● Delivered by the 
Libraries Website 
Committee.

● Presented to each 
department at a 
departmental 
meeting.

● LibGuides intranet 
onboarding training 
delivered to all new 
hires going forward.

Intranet Onboarding: 
Training



Intranet Onboarding: 
Training

● The Intranet 
Onboarding 
presentation 
includes:

○ Tour of the 
LibGuides 
instructions

○ Follow up email 
with a link to the 
instructions.



LibGuides Intranet Overview: 
Tech Settings



● All Libraries employees have access with a 
standard baseline set of permissions.

● Standard permissions make it possible to post 
training and instructions which work for all 
accounts.

● Areas for:
○ Library committees
○ Library departments
○ Technology instructions

Georgia Southern’s LibGuides intranet



Technical settings

● All intranet LibGuides are in a LibGuides Group called “Staff 
Intranet”.

● All employees are added as “Regular” level users to that group.
● Group type = “internal”

From LibGuides:  “Internal 
groups do not make any 
content available on the 
public side of your site 
except to users with 
accounts in the system with 
access to the group.”



LibCal  Equipment 
Reservation System



● Easy to know what 
equipment is available.

● Easy to reserve 
equipment.

Benefits

Training
● Posted instructions on 

the LibGuides intranet.
● People began using the 

LibCal system.
● No formal training - 

only written instructions 
launched this.



● We posted 
instructions on 
the LibGuides 
intranet.

● People began 
using the LibCal 
system without 
in person 
training.



Technical settings

https://springyu.springshare.com/friendly.php?s=courses/libcal/managing-equipment-booking


LibCal:
  Event Planning Calendar



● Easily plan a date, and 
“save the date” for 
events.

● Easy to ensure all 
libraries employees get 
set up on the calendar.

Benefits

Training
● Posted instructions on 

the LibGuides intranet.
● Worked closely with the 

Communications and 
Marketing Committee.



Training
● Posted 

instructions on 
the LibGuides 
intranet.

● Worked closely 
with the 
Communication
s and Marketing 
Committee to 
build out the 
best tool in 
LibCal.



Now powering News & 
Events on our library 
homepage.

https://library.georgiasouthern.edu/


Technical settings

https://ask.springshare.com/springboards/faq/1969
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