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Introduction e i oy Recommendations
e * Back-up important files to your network drives.

Cloud-based applications such as GoogleDocs, ZohoWriter, and Evernote provide o of USGE B * Be cautious about working with personal information or
a platform that is convenient and accessible for the individual. izl 2= other sensitive data

, . . . . * Collaboration on a shared i * Experiment with other cloud productivity apps
These apps benefit collaborative projects in the same way, but also provide a document
simplified, more efficient means of editing shared files (documents, * Document with multiple creators T s S e
spreadsheets, etc.) in real time. Their use eliminates the confusion that can * Students - group projects class that was meeting in the library. The students were all C ll b ti 'th t d ts:
result from multiple versions of the same document. * Seeking feedback researching 2 simiar tpic,and s tisdocument was ollaboration with students:

- p prod ar them enter r kﬂj‘wﬁ L ""_: S —— T .
They often allow simultaneous editing, so that collaborators do not have to wait Provide access to document to staff N v i o= =
until another is finished and the “read only” messa | h such as student workers (w/no  er boyed using Lheic Fasb sk sensier Tetar e — R
v ge no longer appears when i and enjoyed seeing their responses appear before the class. : ®FDLP

they open the file. They also can easily allow access for students, patrons, and ’ "Me = ! ac::gss} o : bbstiad sttt Gl SR S e
collaborators from outside of the organization. This poster will show examples aking real-time information et i et T e o—- —
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of how these apps can be utilized by library staff. available quickly_— always looking at = _ T e
most recent version — T —— . -

These screen-captures show a private LibGuide shared with a = B e, B R -

Pros & ‘ 0 n S student worker. The LibGuide provides easy access to links to e T oo S-S
shared instructions and decuments. T 1 EEXC .

QOur students do not have access to the staff network drives, and so
this provides an easy solution for some projects!?

Where to look for sharing options

Pros Cons * Office Online (Word, PowerPoint, Excel -
* Accessible anywhere withan  * Depends on Internet Under the File tab or the Share box at top .
internet connection * Not as robust as traditional right. EmbEd Documents, Sl.'ldE." ShDWS
* Works on mobile devices Microsoft Office software * GoogleDocs - Top, right share box -
* Shareable - view only, editing * Need buy-in from colleagues * Evernote - Top, right of note. Drop-down e ;“lf:;‘:x;;s
permission * Privacy/security issues menu with notebook. an option for embedding.

This provides an option for
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Multiple editors, in real-time displaying stide shows and

Features to consider:

. bk : ; : : ] : Renew Your ltems Online sk s
7 : fwmammwrunp.cmva:wmmmt{ O LTET ] ; L] Shanng W'th spe‘mﬁc pEOple {n‘ught requ”e E:’:‘E. web sites, LibGuides,
Document Collaboration SEEklng Feedback/ |nput everyone to have an account), or sharing with
- e = anyone by providing a link. B
e St e S ISR — * Sharing so that others can edit or so that they versions will immediately
"-:.—I-—-] .. e can Dni},r Vlew. reflect those updates.
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g 7 g A, 9 e | Research assistance

o . . .
poie e i - <o i . A clowd document could be shared with a patron to help them ReV] S] t &
— - A - | with their research. With a shared cloud document, the

i 2 = patron can be given clickable links, and you may add /edit the

it - - = | R : e document 5o that it is always up-te-date, Cﬂntaﬂt me E l
Ms———— i - R e St e This example is a note from Evernote, An extra advantage of SR Xp 0 re
If k 1] i . p o i 5 . Bl gravi B Ceremiiemaan Dioelmabnry Libearas
aﬂmaﬂlrc::ymmx ?ji;zﬁ.,n;.,lbﬂt :g,: :,: ;?ﬂ?::u An anline spreadsheet can he helpful when requesting input Evernote is the ability to attach files such as articles. i ey
taking turns opening it on a network drive, and about specific items or topics. 1 s C o
emailing versions back and forth can become : ——— Fretburg Yate Usreriity
confusing. The spreadsheet above is an example of a list of recommended 3 — e Frostbeng, MO 113X . . :
books for a department to purchase. The books were found on = S This LibGuide takes you to a copy of this poster
A document such as a GeogleDoc or Word Online Choice Reviews Online, If a faculty member wanted to purchase e T I ~ - This gesinir and ek £ b found 5 Th LbSuide as well as links to shared files that you can
docurnent can be kept in one place and editors can it, added the price to the “selection” column, and it would keep : s . : E.‘x]?h}lf,?: .
make changes at the same time! an (approximate) total of how much of their budget allocation . 4T ATH b

was being spent. Faculty were able to add items to this List as
well.



