Demonstration Checklist – Getting Started with Libby End-User Training
This checklist provides a detailed, end-to-end overview of how to use the Libby app and our suggested order of delivery. Feel free to adapt this document and create your own outline for the training you deliver.
1. Prepare your device. 
a. Use an Android device, iOS device, or web browser to demo the Libby app. 
b. Install the app on your device – or – access Libby in your web browser at libbyapp.com.

2. Find your library. 
a. Open Libby on the device.
b. Answer Libby’s interview questions to customize the app to meet your needs.
i. Do you have a library card? Yes
ii. Tap I’ll Search For A Library to find the library branch without using location services.
iii. Type the library name, then tap the digital collection once it appears.
iv. Tap Enter Library Account Details and enter the library login information.
v. Tap Next to visit the digital collection.
vi. Note: The library card is automatically saved, and you won’t have to go through the interview process again unless you’re setting up another device.

3. Navigate Libby.
a. In the footer:
i. Search = Spyglass icon 
ii. Library = Library icon 
iii. Libby Main Menu = Libby icon
iv. Shelf = Stack of books icon 
v. Timeline = Clock icon 

4. Highlight Libby’s ease of use.
a. Tap spyglass icon in the bottom navigation bar to Search for a book by title, author, or series.
b. You can also explore with filters to find content of interest.
c. Note: Tap +more to do an advanced search for Read-Along Books under Format.
d. Find an available ebook, audiobook, or magazine, then tap Borrow from the search results screen, and tap Borrow again to confirm checkout.
e. Select whether to read books with Libby or a Kindle ereader (U.S. only). Audiobooks will open up automatically in Libby.
f. Note: If you choose Kindle, you’ll be taken to Amazon to complete the borrowing process and the title will be delivered to a Kindle ereader or the reading app.
g. If opening an ebook, tap the center of the screen to hide the top navigation and timeline, then tap the right side of the screen to page forward in the book or press the play button to start audio.
h. Tap the center again to display the top navigation, then tap Back.
i. Tap the Now: Reading bar at the bottom of the screen to return to the previously opened book.
j. Tap library icon in the bottom navigation bar to revisit the library collection.
k. Tap the library icon repeatedly to return to the Home screen.

5.  Highlight the different ways to find books.
a. Note: The Quick and Advanced Search have already been reviewed. 
b. Search filter clouds under the library logo.
i. View what’s new, popular, our digital collection in random order, what’s available or browse by subject.
c. Scroll down to explore catalog guides put together by the library. 
d. Continue scrolling to browse collections on the Library screen.
e. Note the title covers; audiobooks will display with earbuds and duration.
i. Tap the library icon to return to the top of the screen.
f. Tap Subjects and select a popular subject category (such as historical fiction, memoir, or mystery).
i. When results are returned, show how to filter, set preferences, and refine.
ii. At the top, tap an underlined format to filter results. 
iii. Note: Tap on a filter again to dismiss. 
iv. Tap Preferences to review browsing preferences that will “stick” when searching throughout the app. 
1. Format – Books, audiobooks, or magazines.
2. Language – filter books by language written or spoken. 
3. Audience – filter to Juvenile, Young Adult, General Content, or Mature Content.
4. Supports – opt for Libby, Kindle (U.S. libraries only) or other. 
5. Availability – show everything or Available Now titles. 
6. Sort By – sort by Popularity, Date Added, Release Date, and more.
v. Tap Apply Preferences.
vi. Tap Refine to override preferences for this search only. 
vii. Change Availability to Everything and Sort By Popularity. Point out the Search Within Results… option.
viii. Scroll through the results. 
1. If a title is in a series, it will let you know above the title.
2. You can borrow, read a sample, or tag a title. 
a. Borrow indicates that the title is available. 
b. Place Hold indicates that the title is not currently available, and you can join the wait list.
c. Tags are a way to organize books you want to read, loved, etc. You can even create your own tag. 
3. Tap Tag and add a tag of your choice. 


6. Borrow an ebook.
a. Select an ebook and tap the jacket cover to review the title details page.
i. Review the description, any available series information, details, subjects, and additional search results.
ii. The share icon at the top allows you to share this title with friends.
b. Borrow the title. 
i. Tap Borow from the title details page.
ii. Optional: Tap the underlined lending period, located above the title, to change.
iii. Note the account limits for loans and holds on the library card. These are set by the library.
iv. Tap Borrow! again to confirm.
v. Allow the title to download, then Open Book.
vi. Note: Title will not download if using Libby in the browser.
vii. Note: Tap Keep Browsing or Go to Shelf for one those options instead.
viii. Choose to read in Libby; This App. 
c. Review key reading features.
i. Tap the center of the screen to hide the navigation bar and timeline, then tap the right side of the screen to page forward in the book.
ii. Tap the center of the screen, then tap the A to adjust the Appearance. Make the text larger or change the font style.
iii. Tap Hide or tap off the shade to return to the text.
iv. Press and hold a word to Define.
v. Press and drag a finger across text. Select Highlight with one of three colors. 
vi. Tap the highlighted text to Make a note… or Remove the note and highlight.
vii. Swipe to another page and add a Bookmark by tapping the top right corner.
viii. Tap the center of the screen to show the Bookmarks & Highlights icon. 
ix. Return to the text again and tap the center of the screen to view the timeline at the bottom.
x. Tap on the page number label to see book progress as a percentage or what page you’re on.
xi. Jump to the last or next chapter and jump between chapters by tapping on Chapters. 
xii. Note: You may need to click the bottom of Libby to resume counting pages.
xiii. Tap Back to go to your Shelf.

7. Manage Loans.
a. Review the Shelf summary page. See what you’re Reading now, Where you left off, and more.
b. Tap Loans to see all your currently borrowed titles.
c. Tap the downloaded book checkmark to stream the book or Change Download Rules.
d. Note: This will wipe the download. Press the cloud icon to download again.
e. Tap Manage Loan to view loan options. 
i. Tap the name of the title to view Details, Reading Journey, Share Title, or add a Tag. Tap back arrow. 
ii. Return Early
iii. Renew Loan – available 72 hours before the loan expires
f. Tap Return Early > Return! to highlight how to return titles early.
g. Tap Go To Shelf.
h. Tap Actions next to Your loans to view additional options for managing loans.
i. Tap Change Download Rules. Review, then Hide.
ii. Note: You will not see this option if you are using Libby in the browser.
iii. Note: By default, books download automatically on Wi-Fi. Stream books to save space.
i. Tap Borrow to confirm and open in Libby.
j. Tap Back in the upper left-hand corner.

8. Place a Hold.
a. Tap spyglass icon to revisit the Search page.
b. Perform a quick search for an audiobook that is on hold. (Look up ahead of time.)
c. Tap on the small calendar icon to view wait list information across your libraries.
d. Tap Place Hold, then tap Place Hold! Again.

9. Manage Holds.
a. Tap Keep Browsing to return to the library and note the On your Holds shelf text that displays.
b. Tap book stack icon in the bottom navigation bar to go to your Shelf. 
c. Note: You may need to tap Shelf again to return to the summary page, then tap Holds.
d. Tap Manage Hold on a title and review and/or demonstrate the options to edit a single hold: Suspend hold, Cancel Hold, and more. Tap away to close.
e. Note: When the hold is available, users can Deliver Later. 
f. Tap Actions in the upper right-hand corner to review or demonstrate how to Suspend All Holds.

10. Sample an audiobook. 
a. Tap Play Sample. 
b. Review key audiobook features.
i. Tap play/pause.
ii. Note: You can listen on other devices, including Android Auto, Apple CarPlay, your Sonos speakers, and more. 
iii. Tap the background image to see the audiobook summary and your reading stats. 
iv. The progress bar at the top allows you to see your current position and the time left in your audiobook. 
v. Tap playback speed icon to choose options with presets or fine-tune options (from 0.6x-3x). Tap Hide. 
vi. Tap sleep timer icon to set or stop the sleep timer with presets or fine-tune options (from 5-120 min). 
vii. Note: Libby remembers your choices. 
viii. Tap the Bookmarks & Highlights icon to view all notes/highlights/bookmarks. 
ix. Tap Bookmark icon to create a bookmark. You can even make a note.
x. To create a highlight, play the audiobook, then tap and hold the bookmark icon for however long you’d like. 
xi. At the bottom, tap Chapters to view the table of contents. Tap Hide.
xii. To the left and right of your current chapter, jump to the last or next chapter. 
xiii. Scroll through the timeline for a more precise position, or tap on any notes or highlights to jump to that page.
xiv. Tap Back several times to return to the Shelf summary page. 

11. Review Tags.
a. Tags are shown across the top of the Shelf in yellow.
b. Tap a tag to open. 
c. Note: Tags exist only for personal use and are not shared with the library or OverDrive.
d. Review the tag name, your optional description, type of tag (regular or smart tag) and an overview of what that tag does.
e. Tap Actions to rename, export, or delete a tag.
f. Note: Tags can be saved as a Spreadsheet and imported into Goodreads.

12. Review Timeline.
a. Tap the clock icon in the bottom navigation bar to view your Timeline. Here, you can track your reading history in Libby.
b. Filter by loans, holds, or returns at the top.
c. To turn off your timeline, tap Actions > Disable Activity Recording.

13. Review the Libby app menu.
a. Tap the Libby icon in the bottom navigation bar to open the Libby menu.
b. Tap the Libby icon on the left side to change her appearance.
c. Tap Manage Notifications. 
i. Note: If you have existing in-app notifications at the top of the menu, swipe left to dismiss each one first. 
ii. Choose how to be notified for each event: Ignore (no notification), Menu badge (in-app notification), or Notification (push notification on iOS or Android device). 
iii. Tap Back.
d. Your Libraries 
i. Quickly switch between libraries.
ii. Card + – view and edit library cards and find account limits.
iii. Add Library – search for another library.
e. Help & Support
i. Get Some Help – Search FAQ, browse our help site, or view common solutions.
ii. Take Our Survey - Allows users to provide feedback on their app experience.
iii. Settings – Configure Libby to work the way you want.
f. Libby Wordmark 
i. Tap the Libby wordmark to see What’s New in Libby?, Technical Info, and Legal Info.

14. Close Libby to finish.
