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Tutorial
• This tutorial will demonstrate how to use KDLA’s

specialized services for state government employees.  

• It will show you how to:
Apply for a library card
Use “Ask a Librarian”
Find and obtain books, audiobooks, DVDs and videos 
through the online catalog
Use the electronic databases at your desktop
Request materials through interlibrary loan

• It will take approximately 5 minutes to view.



Find Everything You Need at KDLA’s Website: www.kdla.ky.gov

Click here for lots of 
information for state 

government employees, 
including special 

services to help make 
your job easier!

http://www.kdla.ky.gov/sgworkers.htm


Apply Online for Your KDLA Library Card

http://www.kdla.ky.gov/sgworker/librarycard_state.asp


Apply for a Library Card Online
Fill out and submit the form
and we will mail your library 
card and an information 
packet about our services 
to you. 

You will need a library card
to borrow materials and to
access KDLA’s electronic 
databases from your work 
or home computer.



Ask a Librarian

http://www.kdla.ky.gov/research/sgasklib.asp


Ask a Librarian Employee Information Request Form

Use the Employee Information
Request Form to ask questions 
related to your work, including 

in-depth research, quick 
reference look-up, and obtaining

articles and materials
from other libraries.



When to Use Ask a Librarian…
• Can’t find a book, video / DVD, or audiobook in 

our catalog
• Request the full text of an article
• Need help using the databases
• Need help with research
• Anytime you have a question!

Go to Ask a Librarian

http://www.kdla.ky.gov/research/asklib.htm


Find Electronic Databases

http://www.kdla.ky.gov/sgworker/databases.htm


What Information is in the Online Databases?

• Magazine & Journal Articles
• Current Newspaper Articles
• Historical Newspaper Articles
• Statistics & Business Data
• Federal Government Information

Go to more information on Databases

http://www.kdla.ky.gov/sgworker/databases.htm


Databases Subjects

• Management
• Public affairs 
• Science and Technology
• Medicine
• Education
• Business
• History
• Current events 



Password for Databases

Your barcode number is 
on the back of your
state library card.



Database Page

For more 
information 
about the 

database, click 
on description

To access 
the 

database, 
click on the 

name

http://www.kdla.ky.gov/sgworker/databases.htm#heinonline
http://www.kdla.ky.gov/sgworker/databases.htm#newsbank


Newsbank Search for Kentucky Newspaper Article

http://ezproxy.kdla.ky.gov:2051/iw-search/we/Homepage?p_action=doc&p_theme=current&p_nbid=Q69G5DFVMTE4NDg2NTk5My4xOTg2Njc6MTo0OmtkbGE


Newsbank Search



Results of Newsbank Search

Click on 
title to 

be taken 
to full 
text of 

the 
article 



Full-Text Article 

You may print 
the article or 

email it to yourself
or others.



Database Training
• Online Training available with GoToMeeting 

software.  With this software, a reference librarian 
can meet with you on the Internet and show you 
how to use the databases.  A great option for 
immediate training or if you don’t want to leave your 
office!  

• On-site Training available by appointment for 
groups.  A reference librarian will visit your office for 
in-depth training on any of the databases.
– Contact Nancy Houseal to set up your appointment today! 

• Email Nancy.Houseal@ky.gov or call # 502-564-8300, ext. 232   

mailto:nancy.houseal@ky.gov


KDLA’s Catalog
• KDLA’s catalog is available on the Internet at 

http://kdla.kyvl.org

• Next we’ll demonstrate some searches and 
show how to request items from the catalog.  

http://kdla.kyvl.org/


Locating the Catalog on www.kdla.ky.gov

http://kdla.kyvl.org/


Basic Catalog Search

Basic Search 
allows you to 

limit your 
search by type 

of material.  
You can search  
by keywords, 

titles, authors, 
or agencies.



Basic Catalog Search Results

Click here to 
have material 
mailed to you 
or held for 

pickup



Request Item Online Form 

Just add 
your name, 

contact 
information, 
library card 

number, 
and 

method of 
delivery



Delivery Options 

•In Frankfort, we’ll send books, videos/DVDs, 
and audiobooks by messenger mail.  

•Outside Frankfort, we’ll send books, 
videos/DVDs, and audiobooks by UPS with 
return postage.



Advanced Catalog Search

Use Advanced 
Search for 

more options 
in searching.  



Advanced Catalog Search Results

Click on title 
to see full 

record



Full View 
Some 

federal and 
state 

publications 
are available 
full-text on 

the 
Internet. 

Click on the 
website 

address next 
to the words 

“Internet 
Access” and 
you will be 

taken to the 
document.

http://purl.access.gpo.gov/GPO/LPS62010


Abraham Lincoln Bicentennial Commission Interim Report



Lost in the Catalog?  Try a Resource List!

http://www.kdla.ky.gov/sgworker/training.htm


Resource Lists
• Resource Lists have selected books, 

audiobooks, videos, and websites on a 
variety of topics related to state government 
work and personal issues.  

• Click here to view the Resource Lists.  

• Questions?  Use Ask a Librarian.

• Don’t see the item you need?  
– Use Interlibrary Loan…

http://www.kdla.ky.gov/research/asklib.htm
http://www.kdla.ky.gov/sgworker/training.htm


Interlibrary Loan

http://www.kdla.ky.gov/sgworker/ILL.htm


Interlibrary Loan: Access to Materials Around the World

• If our library does not have what you need, we will borrow it from 
another library.

• What can you get? Books, journal articles, technical reports, 
microfilm/fiche, government documents, newspaper articles and other 
materials may be requested.  

• Request materials with the Ask a Librarian Kentucky Government 
Employee Information Request Form

• Allow a minimum of 5-10 business days for receiving materials.

http://www.kdla.ky.gov/research/sgasklib.asp
http://www.kdla.ky.gov/research/sgasklib.asp


Thank You

Thank you for watching the tutorial.  
We hope it was helpful.  

If you have any questions, please contact 
us at 

502-564-8306 or 
800-928-7000, ext. 342 
or use Ask a Librarian

http://www.kdla.ky.gov/research/asklib.htm

