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Objectives: What is Local Administrator (LAD)?

After finishing this training guide, you will be able to: The Local Administrat ofto-ugeL AD)
1 Navigate through the LAD interface online administrative tool that lets administrators

customize their organizationd
Using LAD, you can:

1 Set up the default search options for your users,
including selecting the databases to search, which

1 Create an on-demand or scheduled usage report
1 Customize your account preferences
1 View a Title List

1 Save a shortcut to a Title List for your patrons options are available on the screen, and the interface
1 Upload your holdings to ProQuest language.
q Create a CrossLink or Link Resolver 1 Create multiple login URLSs, customized for how

different user groups search within ProQuest.

1 Connect ProQuest to your online library catalog,
ejournals, link resolver, or other collections you
subscribe to.

1 View usage statistics for your account.

9 View title lists for different collections. You can even
share these with your users.
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The LAD interface uses two levels of tabs.

Primary Tabs
The primary tabs (A) let you select the type of task you
want to perform:

1 Home
This tab displays a quick-choice list of the most
common tasks for each tab. Click on the task to go
directly to the page you want.

9 Usage Reports
Use this tab to create or view usage reports, which let
you see how your account is used.

1 Account Preferences
Use this tab to set the default search mode for your
ProQuest interface. You can set branding options by
adding special links, text, and logos to your search
interface, and create custom login URLs with
predefined databases and search preferences.

1 Collection Information
Use this tab to download or view a title list for your
collections, or create a URL link to a title list on the
Web to share with others.
This tab also lets you setup the delivery of ProQuest
MARC records.

1 Linking Out
Use this tab to connect your ProQuest account to
external resources (link resolvers, ejournals, your
l'ibraryds OPAC, and so
You can also edit, search, and upload your holding
information for electronic or physical holdings.

9 LAD Login Profiles
Use this tab to manage the contact information users
see, and change your Local Administrator password.

You can also set up Assistant Profiles to permit others
to access LAD and limit their access to the functional
areas.

Secondary Tabs

The secondary tabs (B) let you select specific tasks
within the group.

Quick Picks

In addition, the Quick Picks area (C) let you select a
specific task and go directly to the correct page.

Logging In to LAD
To log in to LAD:
1 Gotothe LAD site at

on) |

http://proquest.umi.com/cgi-bin/lad
2 Enter your Account Name and Password.

Note: Your Local Administrator Account Name and
Password are different from your ProQuest ID and
Password.

3 Click Connect.

fPraduast _-
=

Accoaind Mame:

Fassword:

wWabonme o tha Praduast Lacal Administrator! For sutbhorized Proguest Local
Atministraar i oaly,

of thara matarisls. &1 raprachs
ratri wvad thicaph tha sarce &

When you first receive your LAD account, your password
will be welcome. If you are signing in for the first time, or
if you havendét yet changed
sign in you will see the Primary Local Administrator
Profile page, and will need to change your password.

Change Password About

Current password: WELCOME

Mew passwaord:
Confirrn new passwaord:

1 Inthe Change password section, enter the new
password in the New password field.

2 Reenter the password in the Confirm new
password field.

3 Click Save.
You will be taken to the Local Administrator Home page.

Home

Home - Welcome to LAD!

This tab displays a quick-choice list of the most common
tasks for each tab. Click on the task to go directly to the
page you want.

Or, select a task from the Quick Picks drop-down menu.
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userss providing the right databases, supplying users
J b with the correct access, and configuring the default
Hare - Selacta sk ¥ settings properly.
Usage Reports
oo Vs R Siagid Ripuns How to Read Usage Reports

ProQuest usage reports contain valuable data. Here is a

Usage reports provide account-specific details such as ; ; ;
ge rep b P quick overview of the different parts of your usage

usage summaries by account, site/user, search type, i )
time or database. This information lets you see usage report. (Note: not all of this data appears on aII_reports.
patterns, popular searching methods, and popular Yearly comparisons, for example, are only available on
databases. You can use this information to make sure annual reports)

that your ProQuest account meets the needs of your

4/37 ProQuest training material T permission to copy 6/24/2008



P[‘O uest Local Administrator (LAD) Training Guide

—

A The Report Name. F The number of articles retrieved from those

. searches in Citation or Abstract format.
B The Time frame

. G The number of articles retrieved from those
c Th-e client ID énd Name searches in Full Text formats.
D This column displays the number of searches for H The total number of articles retrieved from those

each database.
searches.

E The name of the database being searched.
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