Instructions For Using The BARD Site


Instructions for Using The BARD Site, Version 1
Part I, Introduction


This is a small pamphlet that discusses the process by which books for the National Library Service's BARD (Braille Audio Reading Download) site can be accessed and downloaded.  Although operating systems may differ, and the web site may change and expand over the years, the basic information in this pamphlet may prove helpful to those who are seeking information on how to access and download the audio books available on the BARD site, as well as the braille files for the Web Braille site when these two sites are eventually merged.  This pamphlet may change , so be sure that you have the most up-to-date version.


This pamphlet does not discuss filling out the application to obtain a Username and Password for entering the web site.  Our assumption is that you have followed the link on the entry page and have filled out the application and that NLS has sent you the information you need in order to begin to download books.  If you have any trouble with this process, send an email message to:  nlsdownload@loc.gov.  


This pamphlet also covers what to do with the file, once you have completed the download process.

Before we get started, it is probably a good idea to define some terms.  This will assure that we're all on the same page before we proceed.  Below please find a list of commonly used computer and NLS related terms that are used in this pamphlet.

· BARD:  (Braille Audio Reading Download) an acronym that is the name of the web site where the books can be obtained.

· 
· Browser:  the computer program that enables a user to access web pages.  Popular browsers include:  Microsoft Internet Explorer, Firefox, Links the chain, Lynx the cat, Safari (Apple's browser for Mac computers), Google Chrome, and others.

· Cartridge:  the rectangular, plastic object which fits into your NLS player on which the downloaded books are placed, or books from NLS are sent through the mail.
· DAISY, Digital Access Information System:  the acronym for the type of digitization used for NLS books and others. See:  http://www.daisy.org/ .
· 
· Disk drive:  A spinning, round piece of machinery within your computer or that can be plugged into a port on your computer, that stores data, e.g. your "c" drive.

· 
· File:  a collection of data on your computer or on a drive.  All files have extensions, letters after the period in their names,  to tell you what kind of data is  in the file.  It can be music, audio book, e-text book, or program file.
· Flash memory:  space for storing data which is contained on a device such as a Thumb drive, SD card or other portable drive.  This type of device does not have moving parts and therefore differs from a disk drive.  (See disk drive.)
· Folder:  a folder is a place on your computer for organizing your data files.  A folder can have many files within it and these files should be related when folders are properly used. Folders are arranged in a hierarchy and those which branch off of other folders are called subfolders.
· 
· ISP:  Internet Service Provider, e.g. Time Warner's Road Runner, Comcast, Verizon, AOL, AT&T, etc.
· Jump drive:  a portable media source that connects to your computer via a USB port, (see thumb drive).
· Megabyte:  one million bytes, a means by which a user can tell how big a book is. A byte holds one character such as a letter of data. Megabyte is abbreviated MB.
· 
· Password:  a series of letters and numbers used in order to "enter" a secure web site, usually paired with a Username or UserID.
· Portable Drive:  Any card, thumb drive or other drive that can be connected to the computer via a USB port or placed in a card reader  and then,  carried away from the computer and stored elsewhere.

· 
· RAM:  Random Access Memory, how much memory your computer has to do its work.

· 
· Root:  the top level of space on a disk drive outside any folder. The first level of folders on a drive branch off of the root.
· 
· Tab or tabbing:  the act of pressing the tab key.  For the sake of brevity, tab is used as a verb in this pamphlet.

· Talking Book:  a book which has been read aloud by a human being and has, in the case of this pamphlet, been digitized.

· The Stream:  (See Victor Reader Stream).

· Thumb Drive:  a small rectangular device for storing data from your computer.  It has a USB connector.

· URL:  the address of a web site.

· USB:  universal serial bus and the primary connection point for attaching external devices such as thumb drives, external hard disk drives, mice, etc. to your computer.
· Username:  the name or email address you use to access a web site, usually provided in conjunction with a password.  (See password.)
· Victor Reader Stream:  a digital book player made by Humanware.

· Web site:  a series of pictures and documents on The Internet located at a given "address".


Now that we have explained the terms we're going to be using, let's continue.

Part II, The Web site

The BARD site's URL or address is:

https://nlsbard.loc.gov/

If you have not applied for a username and password for this site, follow the first link on the page that leads to the application.  Its instructions are self explanatory.


Once you have received your username and password, you are ready to enter the BARD site.  On the entry page, you will find two edit boxes.  These are for typing in your username and password.  If you are using Jaws 9 or earlier or you are using Window-Eyes, remember to press 'enter' before entering any data into these boxes.  Those using Jaws 10 or above, or those using System Access as their screen reader will not need to do this.


After the two edit boxes you will see a checkbox that says 'remember me' or something similar.  If you check this box by using your spacebar, your browser will remember the information you typed into the edit boxes.  Caveat!  If you have your computer remember your username and password, write this information down outside your computer and put it in a safe place.  Write it in braille, in large print, put it on a floppy drive, SD card, memory stick, or write it on birch bark, but keep it outside your computer!  Computers can fail.  Hard drives can crash, your own memory may fail, so keep the username and password where you know you can retrieve it when needed.


Following the checkbox is a button for logging in.  It says, 'log-in'.  Press the spacebar on this button.  You will be taken to the main page of the BARD site.  This is what it looks like.
****

BARD main page

FIND BOOKS(this is a link)
Recently added books(link)
- a list of books added in the last thirty days

Top of Form

Most popular books (link)
- a list of the most popular books in the last ninety days

Search the collection:
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 (This is an edit box followed by a 'go button'.)
Enter any search terms and then select the Go button.

Bottom of Form

Top of Form

Browse by author's last names

(This is a combo box, use alt-down-arrow to open it.  Then use down-arrow or up-arrow to make your choice.)
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Bottom of Form

Lists books alphabetically by author's last name

Top of Form

Browse by book title     
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(This is a combo box, use alt-down-arrow to open it.  Then use down-arrow or up-arrow to make your choice.)

Bottom of Form

Lists books alphabetically by title 

Top of Form

Browse by subject       
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(This is a combo box, use alt-down-arrow to open it.  Then use down-arrow or up-arrow to make your choice.)

Bottom of Form

Lists books alphabetically by subject 

FIND MAGAZINES

(This is a heading, you can jump directly here by using your 'h' key.)

These links provide ways to search for a magazine or browse the magazine collection

Recently added magazine issues (link)
- listed alphabetically

Top of Form

Magazines by title:

(This is a combo box, use alt-down-arrow to open it.  Then use down-arrow or up-arrow to make your choice.)
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Select a magazine



 HTMLCONTROL Forms.HTML:Submitbutton.1 [image: image10.wmf]Go


Bottom of Form

All available issues 

ADDITIONAL LINKS  This is a heading, you can jump here by using your 'h' key.)

Update account settings (link)
- change account settings, including password and e-mail address. Authorize a new player you have purchased.

Help (link)
- instructions and answers to frequently asked questions





For support, please e-mail NLSDownload@loc.gov

The National Library Service for the Blind and Physically Handicapped home page (link)

BARD main page (link)

Log out (link)
****

As you can see, this main page has several links and several combo boxes.  As stated above in the text in parentheses, combo boxes are accessed by using your alt-down-arrow key to open them and your up and down arrow keys to explore and make your choices.

Once you have made your choice as to where you want to begin looking for a book, you press either the 'enter' key for links or the spacebar for the 'go' buttons.  This will bring you to the page where the books are listed.  I will not copy any of those pages because they will all be different according to the choice you made from the Main Page.  However, some tips on how to navigate these pages are in order.


First, all books are listed with the title in "heading 4" style.  A heading on a web page is a line that is in larger text than the main text of the page.  It may be bolded as well.  Heading styles come in sizes 1 through 6.  The smaller the number, the larger the heading.  Therefore, the best way to navigate through book listings is to use your 'h' key or your 'shift-h' keys.  These are keys that work in any screen reader.  Pressing the letter 'h' takes you forward through the listing.  'Shift-h' takes you backward up the page.

Second, each book has a download link.  You can get to the download link for a book by pressing the tab key after you land on its title.  Your computer will say, "Download book-title. And will give the DB number as well.  Pressing 'enter' on any of these links will start the download process.
Part III, Downloading Your Book

Once you press 'enter' on the download link what happens next depends on the browser you're using.  Let's see if we can generalize here.  When you press 'enter', your computer needs to know two things.  First, it needs to know if you really want to download and save the file.  So, your browser may ask you if you want to run or to save the file.  Some browsers want to be absolutely sure you want to download the file, and you'll get a security warning.  It will sound rather like your mom used to when you wanted to cross the street to get to the park.  "Are you sure you want to download this file?  It may be damaging to your computer, do you trust this web site…?"  If you're presented with such questions, either use the 'alt-s'  command or tab to the 'save button' and press the spacebar.


Next, your computer wants to know where you want to put this file, once it is downloaded.  So, Windows and your browser, this happens in Macs and in Linux too, will present you with a dialog.  After all, you've got to talk to your computer, tell it where you want the file to be downloaded to on your computer.  When the dialog is presented to you, you will be placed in the Rich Edit Field where the name of the file is already filled in.  If you press 'shift-tab', you will be taken to a list box.  This will list the files in the last folder you told your browser to use for downloading your files.  If you want to change this location, you can do so by navigating up and down the folder tree of your computer by using the backspace and the enter keys.  Once you have found the proper folder, then you tab to 'save' and press the spacebar.

This will start the download process in earnest.  In most screen readers, you'll hear a "progress bar" being announced in percentages.  Once the file has completed the download process, you're ready to unzip it and place the book on your portable drive, (SD card, blank cartridge, or digital player if it is connected).  

Part IV, Unzipping Your Books

Like many operations in Windows, there are several ways to accomplish the same task.  I'm going to list one here, the one that is the most basic and is the simplest.  Please note:  if you have a Victor Reader Stream, and you use the Humanware Companion, you needn't read this section of this pamphlet.  Also, if you have The System Access Mobile Network, you also do not need to read this section.  Just use one or the other and you'll be able to copy your downloaded books to the machine that plays your NLS BARD books.


OK, your first step in this process is to find the book you just downloaded. Go to My Documents or My Computer, (in Windows Vista and Windows7, these are called Documents and Computer.).  Arrow down to the book you want.


Press 'enter' on that filename.  You will see a listing of some twenty files.  Press your 'alt-key'.  You will be in the file menu.  The first option there is "extract all".  You will press 'enter' on this choice.


You will be placed in a wizard that will help you to extract the files and place them in a folder where you want them to be.  Press the 'continue button' with your spacebar.  


On this page of the dialog is the edit box for typing in the address and folder-name for the book.

The folder name will be placed in this edit box.  If you do nothing with this edit box, your book will be extracted to a folder in the same location as your NLS zip file.  If you want to have the wizard extract your book directly to your portable drive, some crucial information is needed.  You need to know the letter your computer assigns to your portable drive.  Let's assume that it is 'g'.  First, you need to delete the folder-name that is in the edit box.  You can do this most easily by doing a ctrl-a and then pressing the 'delete-key'.  This will remove the entire folder-name from the edit box.  If you want, you can edit the folder-name, leaving part of the folder-name and modifying it to fit your needs.  


Let's assume that you want to get rid of all the folder-name by selecting and deleting it.  Once that has happened, you can type in the drive and folder-name you wish.  For example, "g:\The_Lost_Symbol"  You put the drive letter, then a colon, then a backslash and then the folder-name.  It's a good idea to make the folder-name the name of the book.  That way there will be no confusion.


If you are familiar with browse buttons, you can use this method to change the location of the folder printed in the edit box and use it.  This is up to you. If you activate the 'browse button' with the spacebar, you'll be placed in a classic "Open dialog" of windows and you will navigate to the place you want your folder to be by using its list feature.


Note:  on some computers, if you type in this edit box, it will automatically remove the previous folder name and path.  Before you continue in this wizard, make sure that the folder name in this edit  box is correct.  Once you have edited your folder-name and/or browsed to your portable drive and chosen it, tab to the 'finish button' and activate it with the spacebar.  Once the process is complete, you will be told that it is finished and that you should press the spacebar.  Your book will have been extracted to your portable drive.  

Again, this pamphlet is written in general terms.  Commands may change according to the operating system used, the screen reader used, and other factors.  However, if you understand the process, you will be able to accomplish the task at hand with little or no trouble.

Ann K. Parsons

February 2010
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