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Doing library business

online

—by Michelle R. Svain
Arkansas City Public Library

Running alibrary, even asmall public
library, isvery muchlikerunning a
business. Y ou have vendors and
suppliersto deal with, billsto pay,
payroll to meet, and reports and
paperwork to produce. Many of
these tasks can be done online,
which can reduce paperwork and
speed up processing of your admin-
istrativeresponsibilities.

The biggest barriersto doing library
business online are creating ac-
counts and making payments. With
many online sites, you can create an
account that same day
and begin shopping or
interacting right away,
but some other vendors
take a couple of daysto
get everything set up,
especially if they need
referencesor tax exempt
informationonfilebe-
fore you can shop. You
may only have one
payment option, which isusually by
credit card, but increasingly you may
reguest an invoice or pay by elec-
tronic check using your bank ac-
count information. Once you have
set up an account and have deter-
mined the best way to pay the bills,
then therest isfairly straightforward.

Many of us now purchase books
and other library materials and sup-
plies online. Most every book jobber
has an online site where you can
place ordersfor your library. Most of
them, such as our primary book ven-
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dor Baker & Taylor (www.btol.com), let you create
“shopping carts” and then submit them for purchase. We
have two online accounts with Baker & Taylor so my col-
lection development staff can select books and make carts
and then transfer them to me for approval. Out-of-print
books can also be located online at BookFinder
(www.bookfinder.com), which simultaneously searches
multiple sourcesfor you. Library and office supplies can
also be ordered online, and many will calculate your dis-
counts automatically so you can immediately see your
actual price. Don't forget that al librariesin Kansas are
eligiblefor significant discountswith library supply compa-
nies through BCR (http://www.bcr.org/discounts/
supplies.html).

All tax-supported publiclibrariesin Kansas are eligiblefor
an exemption from paying sales tax on goods and services
purchased for the administration of the library. Many of
you may have been using your municipality’ stax exempt
number, but now every public library in the state has been
issued their own number. Y ou can view and print your tax
exempt certificate, which isrequired by many vendorsto be
on file, through the Online Business Center at the Kansas
Department of Revenue web site (www.ksrevenue.org). Itis
a PDF document, which you can aso save to your hard
drive and edit if you have Adobe Acrobat software.

Y ou may also want to use the Online Business Center to
link to your tax withholding account with the state so you
can electronically make your monthly payment to the state
of Kansas. To do thisyou will need a7-digit PIN from the
state; click on Help and then e-mail a message to
eservices@kdor.state.ks.us asking for your Withholding
Tax PIN if you don’t know it. If you register onlinewith
Kansas Job Link (www.kansasjoblink.com) you canfileand
pay (if you are other than a100% reimbursing employer)
your quarterly unemployment taxesonline. Y ouwill also
have to apply for aPIN to access this information, but once
your employees are entered you will not have to type their
names and SSNsin again each timeyou file.

If you do your own in-house accounting with software like
QuickBooks Pro you can sign up for an online payroll
service (www.payroll.com) that hel psyou file the correct
state and federal forms and uses direct deposit to electroni-
cally transmit your payroll checksto all library staff. Many
people appreciate the regularity and convenience of direct
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deposit, so they do not have to make a special trip to the
bank, and now with new check clearing lawsthat allow
for faster processing it may be more important than ever
for your staff to make sure their paycheck is deposited as
soon as possible. If you have an outside accountant
doing your payroll thismay be a more economical solu-
tion, since aquick comparison of online payroll feescame
inat only 1/3 of what our library is currently paying an
outsidefirm to do payroll.

Doing library business online makes less paperwork and
streamlines processes, usually saving time and money in
thelong run. I likethefact that | can fileaform or place
an order and then get an e-mail confirmation that it was
received and accepted. That confirmation e-mail then
serves as my receipt and arecord of what transpired, so |
can saveit andlook back at it if | need to. There are some
things| still do the “old fashioned” way, but overal | try
to take advantage of online business whenever | can. It
allows meto take care of thingswhen it is convenient for
me, sometimes outside of standard business hours, and
givesme moretimeto think about library issuesrather
than administrative tasks.
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Sales tax exemption number

—by Seve Brunkan
Kansas Department of Revenue

The Department of Revenue hasissued all of the new
salestax exemption certificates. However, therehave
been anumber of librariesthat have not received their
certificate. Toensureal librariesreceivethe exemption
certificate, the department ismailing acopy of the certifi-
cateslater thisweek toal publiclibraries.

For those libraries who have gone out to the depart-
ment’s Internet site and applied for and received a new
certificate the department asks that you cancel the new
certificate by using the Internet application upon receipt
of theexemption certificatebeing mailed thisweek. Li-
braries that applied for a certificate that have yet to be
approved will be canceled by the department.

The department would also like to take this opportunity
to let you know that you may usethe library’s Federal
Employer Identification Number (FEIN) instead of the
driver'slicense (DL) number of the purchaser. In acouple
of weeks, anew version of the exemption certificate will
be available through the Internet noting that either the
FEIN or DL number areacceptable.

If you have not received the certificate or if you have
other questions, please contact Steven Brunkan at 785/
291-3580.
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NOTES

—by Eric Hansen
Executive Director

KLNB Mesting

Due to unusually heavy board member absence and the
resulting lack of aquorum, | found it necessary to cancel
the KLNB meeting that was to have taken place on
Thursday, November 4. The next meeting of the board
has been scheduled for Thursday, February 24, 2005 at
the Topeka and Shawnee County Public Library, Susan
Anton Room 202, beginning at 9:30 am. Themestingis
open and all areinvited to attend. The meeting agenda
will appear within about 30 days of the meeting date on
Blue Skywaysat http://www.skyways.org/K SL/KLNB/
meetings.html.

KansasDigital Library

In continuing effortsto revive the Kansas Digital Library
(KDL),theKDL Steering Committee, of whichl ama
member, presented aprogressreport to CODDL on No-
vember 18. CODDL approved work onthe KDL sofar,
and work on the project will go forward. | am pleased to
be chairing the assessment and evaluation work group
for the project. For alook at the KDL working Web site,
pointto http://mww2.1ib.ksu.edu: 20078/l ogicrouter/Demo/
List.html and click onthelink “KansasDigital Library.”

Presentations

It was my pleasureto travel to the WichitaPublic Library
to furnish staff training in the administrative functions of
the Kansas Library Card on November 30. Besides patron
account creation, search, edit and renewal, we discussed
tipsfor remote access to Heritage Quest and netLibrary
ebooks. Beforeleaving, | took sometimeto visit the
library’ sfineartsdepartment, where animpressive exhibit
of children’ sliteratureillustrationsis currently displayed.

Kansas Traveler for your patrons

—by Susan Howell
Publisher, Kansas Traveler

Complimentary copiesof Kansas Traveler areavailable
to any Kansas Library that requests them. Y our regional
libraries have already mentioned this (so thisisjust a
reminder) and many libraries (196 last count) are aready
getting Kansas Traveler for their patrons.

I ssues come out four times ayear and are distributed to
libraries either by theregional library or directly viathe
USPS.

If your library wantsto receive Kansas Traveler, send
ane-mail to howell @kotn.org with your mailing
information and the number of copiesyou’d liketo
receive each quarter (changeable as you learn the best
number). We'll put you on the list and copy your
regional library so they know you'reinvolved. If you
happen to be alibrary receiving papers through the
USPS, your request may be changed (upped) to fit a
standardized shipping size (so our costs are kept as low
aswe can get them).

Thanksto all the participating librariesfor making
Kansas Traveler available to Kansans and, for that
matter, to non-Kansans who are lucky enough to find
themselvestraveling in our state.

For information about the Network Board, contact
Eric Hansen, KLNB Executive Director, at 785/
296-3875 (eric@kslib.info).
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Langston Hughes
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N \I\%_ - Center in Lawrence
= =7 —by Vikki Jo Stewart

A \ | / Literacy and Volunteer Management
S — Coordinator
OKL
FRIENDS
OF
HEANSAS
LIBRARIES

The Langston Hughes Center isin the process of becom-
ing avibrant entity in Lawrence, Kansas! The Hughes
Center transition team and community partners share a
draft organizational mission—to encourage learning and
literacy and to encourage learning related to the history
andrichdiversity of Lawrencecitizens!

Langston Hughes Center Study Group, Lawrence
(left toright) Hans Fischer, Vikki J. Stewart,
Barb Watkins, Elizabeth Schultz, Bruce Flanders
(photo courtesy of Vikki J. Stewart)

TheLawrence Public Library director and membersof the
transition team arein the process of exploring future
relationships. Thisisexciting! Moreinformationlater.

Friends annual awards

—by Andrea Sobba
Garnett Library

Does your Friends of the Library group do great things?
Could they use alittle extra cash to continue doing great
things? Do you have awonderful Friend in your group
that deserves special recognition? Let us know!!! Apply
for the Friends of Kansas Libraries annual awards. It'sa
painless process and could result in your group receiving
$100.00 cold hard cash, aone-year individual membership
in FOLUSA, the national Friends organization, and a
wonderful framed certificate to hang onyour wall. If your
individual nomineewinsthey will receive$50.00for their
local Friends, acertificate and apersonal membership to
FOLUSA.

Two other opportunities for Friends groups are the
FoKL ChallengeGrants:

Friends Devel opment—to encourage and support Library
Friends groupsto plan and undertake activities and/or
programs directed towards increasing membership of the
Friends group to reflect its community or constituent
popul ation and demographics. Maximum grant award -

$500.

Library Programming—to encourage and support Library
Friends groups to plan and undertake activities, which
market, advocate, publicize or otherwise support their
library. Maximumgrant award- $500.

Thedeadlineis February 15th. For moreinformation or
formse-mail garnettlibrary @yahoo.com or call Andreaat
785/448-3388. VisittheFoK L websiteat http://
skyways.lib.ks.us/K SL/fokl/for full detailsof all FOK L
activities and membership benefits.
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Mini book sale

Winter Reading Mini Book Sale
December 11,2004
Indian Creek BranchLibrary
12990 S. Black Bob Road
Olathe,KS

Mysteries, biographies, fiction, horror, non-fiction, au-
dio-visual, cookbooks, romance, and more!

10am.-12:30p.m.
Doorswill closeat 12:30 p.m. and theroomwill becleared
to preparefor the bag sale at 1:00 p.m.

1:00p.m.-3:00p.m.
"Three Bucks A Bag" sale. Buy 2 bags, get 1 free. (Only
bags sold at the door may be used.)

Sponsored by Friends of the Olathe Public Library.
Questions, call 913/971-6879.

Aninvitation

Do you have news items of interest to
other librarians? An especially successful
program or grant project, for instance?
Let us know so that we can tell your
colleagues in Kansas Libraries.

Library positions

Technical ServicesM anager, KCKPL MainLibrary

Plans, develops, directs and evaluates the overall opera-
tions and budget of the department including acquisi-
tions, cataloging, processing and database maintenance
for public and school libraries. Works closely with the
Assistant Director of Libraries and Automation Services
inevaluating SIRSI, thelibrary’ sonline automated sys-
tem, analyzing problemsrelated to its performance or
needsfor enhancement. ALA/MLSrequired with 7-10
years of technical services and progressive supervisory
experiencepreferred. Excellentinterpersonal skillsamust.
Salary range: $35,000.00-$57,240.00. Expectedhiring
range: $47,000.00-$51,000.00depending onqualifications.
Excellent benefits package. Cover letter, application and
three professional references are arequirement of the
application process.

Inquiries should be directed to the Library
Administration Officeat 913/279-2219(voice), 625
MinnesotaAve., KCK 66101 (mail) or 913/551-3243 (fax).
If listed as arequirement, aresume and three
professional references may beinitially sent. However, it
does not replace acompleted KCKPL employment
application, afixed component of the reviewing process.
Official KCKPL employment applicationsmay bepicked
up at any of the three public library locations during
normal business hours, or, may be printed from http://
www.kckpl.lib.ks.us/Jobs.htm using Adobe Acrobat.
Unless otherwise stated, applications are accepted until
positionisfilled.

Technology Coor dinator
Northeast KansasL ibrary System

Opportunity to lead the information technology team of a
dynamic regional library system. Develop new services
and maintain current programs including training and
technical support, Internet access and library automation
consortia, and statewide Internet filtering service on
Windows/Linux platforms. Position requiresknowledge
of computer networking and library technology, organiza-
tional skills, and commitment to teamwork and customer
service. ML S degree preferred, but applicants with an
equivalent combination of Bachel ors Degree and exten-
sivetechnology experienceinalibrary environment will
be considered.
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Salary $40,000-$45,000withexcellent benefit package.

Position open until filled. To ensure consideration apply
by January 15, 2005 with resume and referencesto:

Northeast Kansas Library System
3300Clinton Parkway Court, Suite 100
Lawrence, KS 66047

or by e-mail tojminges@nekls.org. EOE.

BusinessRefer enceand Gover nment | nformation
Coordinator,University Librariesand Archives
EmporiaStateUniversity,Emporia,KS

TheUniversity Librariesand Archives, Emporia State
University, seeks candidates for the entry-level position
of Business Reference and Government Information
Coordinator. The successful candidate will demonstrate a
commitment to ahigh level of public serviceand will be
able to create and articulate an innovative vision for the
future of business and government information at Empo-
riaState University. Thispositionisafull-time, 12-month
tenure-track position at the level of Assistant Professor.
The position reports to the Head of Information and
Instructional Services.

Responsibilities:

Theindividual in this position isresponsible for: over-
seeing the library’ s Federal depository government
documents collection and Kansas government docu-
ments collection; developing and promoting business
and government information servicesin print and elec-
tronic formats to the University and the greater commu-
nity; creating and updating the library’ s government
information Web site; reference service and classroom
instruction in business and government information as
well asgeneral referenceand library instruction; collec-
tion development in assigned subject areas; other duties
as assigned by the Head of Information and Instructional
Services and the Dean of University Librariesand
Archives.

Required Qualifications:

ALA-accredited ML Sor equivalent; experiencewith print
and electronic business and government sources and/or
specific coursework in business or government informa-
tion; understanding of emerging technologies and trends
in business and government information; excellent oral
and written communication skills; excellent interpersonal
and organizational skills; ability to work independently

and as part of ateam; ability to meet tenure requirements
of teaching/performance of primary duties, research, and
service.

Preferred Qualifications:

Additional advanced degree in abusiness-related field;
experiencein general reference services, businessrefer-
ence services, or government information servicesin an
academicor publiclibrary; library instruction; experience
with Marcive, el ectronicinformation databases, PDF files,
and Microsoft Office or related software; use of HTML
and Web authoring tools.

Sadary:
Thesalary is$35,000 for a12-month appointment.

Screening of applicationswill begin January 14, 2005.
Interested candidates should send a letter of application,
vita, and three references’ names and addresses to:

AnitaVanSchaick, Senior Administrative Specialist
Office of the Dean of University Librariesand Archives
EmporiaStateUniversity

1200Commercia, CampusBox 4051

Emporia, KS 66801-5092

620/341-5208

An AA/EOE institution, Emporia State University en-
courages minoritiesand women to apply. Moreinforma-
tion about Emporia State University and William Allen
White Library may befound at http://www.emporia.edu
and http://library.emporia.edu.

GrahamL.ibraryDirector
CoffeyvilleCommunity College

General Position Description:

The Graham Library Director shall be responsibleto the
Dean of Academic Servicesfor al mattersthat pertain to
library services, including but not limited to, scheduling
and/or approving library hours and staff working hours;
supervising the professional and paraprofessional staff;
formulating and executing library services, policies, and
procedures; overseeing the audiovisual instructional
assistance and production functions; purchasing and
catalogingall library materials.

Required Knowledge, Skillsand Personal Qualifications:
Thorough knowledge of library procedures (reference,
cataloging, circulation, filing, bibliography, media, etc).
Ability to cooperate and work effectively with adiverse
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faculty and staff. Administrative ability to prepare budget K ansas books
reguests and administer library budget as well as negoti- —by Roy Bird

ate with various jobbers for discounts on services.
Knowledge of audio/visual equipment. Experiencewith
Follett or other library automation system.

Required Education and Experience:
Threeyearsmulti-medialibrary experienceat thecommu-
nity collegelevel including oneyear of administrative
experience preferred. A MastersDegreein Library Sci-
ence(MLS), preferably froman ALA-accredited institu-
tionisrequired.

Application Procedure:
Submit acompleted application, resume and copy of
transcripts to:

Director of Human Resources
CoffeyvilleCommunity College

400 West 11th

CoffeyvilleKs 67337

Phone: 620/252-7180; Fax: 620/252-7098; E-mail:
cindys@coffeyville.edu.

Coffeyville Community Collegeisan Equal Opportunity
Employer.

i1 Check out the Topeka libraries online
- “ATLAS’ catalog at:
http://lib.wuacc.edu/

Federal Projects Coordinator/Library Consultant

Anthony, Kansas: Celebrating 125 Years, Active,
Attractive and Alive, by John Hays and Eldon Y ounce,
with Gwen Warner and Carol Peterson. 2004. Order from:
Anthony Chamber of Commerce, Box 354, Anthony, KS
67003. Hardcover, 8" x 11", vi+246 pp., $24.95.

In ayear when Kansas celebrated its sesquicentennial,
the city of Anthony, founded in 1878, celebrated its
125th anniversary. Part of the city’ sfestivitiesincluded
publication of thisbook, afine example of local history.
Its style varies—some chapters are written by asingle
author who researched the topic, while other chapters
are compilations of avariety of contributors. The
contents include a dozen chapters that cover the Harper
County, Kansas courthouse, businesses, education,
banking, groceries, thechamber of commerce, religion,
the museum, clubs and organizations, individual people,
and not the least of them, the Anthony Public Library.

Over 200 photos and drawingsiillustrate the text and
give some—many never before published—views of the
city through a century and a quarter. Unlike many local
histories, this book’s strength liesin more recent
history, providing outstanding coverage of the 1980s,
1990s and the 21st century. An attractive, durable, and
credible sample of local history, Anthony, Kansas:
Celebrating 125 Years demonstrates that the city is
indeed “ active, attractive and alive.” Assuch, itisa
must for libraries of al typesthat collect city and county
histories.

Itisrecommended for all publiclibrary Kansas
collections and for secondary school and academic
collections.
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Kansas Libraries..... 40 years ago

—by Bill Sowers
Cataloging/Kansas Government Documents

Gleaningsfrom Kansas Library Bulletin, vol. 33, no. 4
(December, 1964)

 Kansas City Kansas Public Library and Wichita City
Library will havenew buildingsin1966. Mr. WillardK.
Dennis, librarianin Kansas City, and Mr. Ford Rockwell,
Wichitalibrarian, made progress reports on their building
programs at adinner held during the two-day Library
Building Institute held at Kansas State Teachers College,
Emporia, November 16and 17.

« Newton Public Library hasadded acollection of 112
phonograph records which are available to patrons on a
two-week |oan basis. Mrs. Irene Schroeder, librarian, said
acharge of ten centsis made for each record borrowed
and patrons are limited to two records at atime.

« A Friends of the Library group has been organized at
Goodland. Mrs. Nick Walker, president, reportsthat a
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membership teawas held September 26 at the city build-
ing to promote the new organization.

» The Dodge City Public Library held its second annual
open house for teachers on two daysthisfall. Library
staff gave tours of the library to teachersfrom local
schools and colleges.

< An open house on September 27 marked the fiftieth
anniversary of the EurekaCarnegieLibrary. Thelibrary
wasfirst opened in the Carnegie building in 1914. Miss
AliceLongisthecurrent librarian.

» The new Augusta Public Library building was pictured
in arecent issue of Dispatcher magazine, published

by the Cities Service Gas Company, OklahomaCity,
Oklahoma.

» Mulvane City Library held open house November 8in
itsnew location on Main Street. Visitors noted many
improvements, including additional space, better arrange-
ment of departments, new shelving and a separate
children’ sreading room.
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