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Contact Information & Hours
Front Desk: 906-487-7252                   email: maki.library@finlandia.edu            Address: 601 Quincy St, Hancock, MI 49913
Hours: Monday-Thursday 8am to 10pm, Friday 8-4pm, Sunday 2pm-10pm
Head Librarian: Rebecca Daly, MLIS Assistant Librarian: Dana Pakulski Evening Librarian: Martin Hobmeier 
Instant Messaging available during open hours, see library website’s homepage

Navigating the Library Website LINK  https://www.finlandia.edu/library/   Library Website Tour Video 
Finding materials/Using the Catalog-Tutorial Video Link
The staff of the Maki Library is here to help you find needed materials and enhance your information literacy skills.   

Discovery Catalog:- LINK
PrimoVE is our online card catalog and discovery service, where both the physical collection and electronic items like e-journal articles and ebooks can be accessed.  Credible ‘Open Access’ or non-commercial materials are also included. 

Individual Databases https://www.finlandia.edu/library/databases-and-e-journals/
The Discovery Catalog has the contents of 40+ subscription databases. Sometimes accessing an individual database is easier for finding relevant materials. Examples of databases: Nursing & Allied Health, Psychology and Criminal Justice. 

Library & Research Tutorials https://www.finlandia.edu/library/library-and-research-tutorials/
How to use the Library Website, research strategies and tips, handouts for planning, organizing and conducting research, database tutorials and information about class assignments like Primary Sources or Annotated Bibliographies.

Use the Assignment Calculator for Planning and Time Management Open your FinnU gmail account first to import due dates directly into your calendar. Enter Research Papers, Speeches and Labs assignments to create dated steps for completing your assignments on time, also includes useful prompts and tips for each step. 

Recommended Tutorials and Handouts for Research Projects
1. Library Databases VS Search Engines
2. Scholarly and Popular Resources
3. Turn Questions into Keywords   & Worksheet
4. Picking Your Topic  IS Research
5. Start with your Questions  & Mapping Research Ideas Worksheet
6. One Perfect Source?
7. Summarizing, Paraphrasing and Quoting: Doing it Right

Style Guides      https://www.finlandia.edu/library/writing-style-and-citation-guides/
Formatting of research papers, in-text citations and reference page resources for MLA, APA and Chicago.  

Citation Integration Handout: Clear examples of how to quote a unique term, claim supported by multiple sources, use direct quotes, quote multiple sources in one sentence, etc, for citing within the text of your research paper. 
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Library Services
 
INTERLIBRARY LOAN–  Periodicals Request Form: Journal Articles, Newspapers, Magazines             Book Request Form
FINLANDIA STUDENTS may request materials like books or journal articles from other libraries using Interlibrary Loan.  There is a limit of three Interlibrary Loan books to one student at a time.  Renewals must be made BEFORE the due date. eBooks are not available for borrowing, however we can look for a physical copy of the same title. 

Course Reserve  Course Reserve Material Request form
Faculty members may put items on Course or Faculty reserves, these items then can be used by students. Check your syllabi for course reserve information. Faculty members determine if item can be checked out or must be used in the library. Online students may request copies by using the hyperlinked form above.  

Printing & Photocopying
Students receive print cards for printing. Off campus students can request copies of physical journal articles, course reserve articles, selections of books or assigned readings (may be limited due to copyright law).  
 
Off Campus Access: Borrowing Maki Library Physical Materials     Request Form for Library Physical Materials
HOW LONG: Finlandia students - 5 weeks, everything due the Friday before final exams week.  DVDs & CDs are loaned for 2 weeks. New Journals are only for Faculty, last month’s mags and journals can be borrowed for 2 weeks.
[bookmark: _GoBack] 
WHAT: Books, DVD, CD and magazines to all borrowers.  
  
FINES:  If the material is not returned, an average fee of $50 for each item will be charged to student’s account. Replacement cost maybe more than $50 depending on item. Patrons have option of purchasing replacement copy, must be same format and edition. 
 
RENEWALS: keeping checked out items for longer
In most cases, materials may be renewed.  To renew, bring the material(s) to the library or call BEFORE the due date
 
A student’s library check-out privileges will be discontinued and transcripts and diplomas withheld, if library charges remain unpaid.
 
Accessing Catalog and Database Materials: eBooks, Journal Articles from Off Campus 
After clicking on the link for an eBook, journal article or other electronic item from the library catalog or individual databases a log-in page will appear. Enter your NETWORK ID (this is the same as your Canvas and Empower log-in) and password. A security message may pop up before the log-in, accept the risk and advance to the log-in page. You can verify the library’s security certificate by looking for ‘Finlandia’ in the URL of the certificate. Remember that your network ID is based on your first name initial letter and last name, some students may also have a middle name initial. Contact REMC1 at 906-487-7444 to reset your Network ID. 
 
Do NOT use Google Scholar or commercial website for ProQuest, Ebsco, Credo, etc
 
Contact Library staff for off campus access credentials for Films on Demand. 
 
Tutorials for Using eBooks
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