
  

Guide for faculty staff - Leganto 

 
Dictionary: 
Emneansvarlig: Course coordinator (responsible for a course and the syllabus) Studieprogramleder: 
Study leader (responsible for the courses within a study) Pensum: Syllabus 
Anbefalt litteratur: Recommended reading 

 
 

Content: 

1. Sending a copy of last year’s syllabus list, with changes 
2. NEW courses/lists? How to start making your list in Leganto 
3. How to add material in your syllabus list 

a. Books and articles 
b. Excerpt from books 
c. Content besides the material from the library base (Web pages, reports etc.) 

3. When course coordinator is done making the list 
4. Adding your own commentary to the syllabus material to inform students 



1. Sending a copy of last year’s syllabus list, with changes 

The syllabus lists from last year will be mass duplicated. This means: 

Did you make a list in Leganto last year? Then it will be copied by the library and marked with the 
updated semester. It will be automatically put in your Leganto. 

NOTE the following: 

- Changes in syllabus? Go to the list and add/delete the material you want. 
When finished, press LIBRARY REVIEW 

- Changes in code and course coordinator? Contact your librarian/the library. 

- No changes to the reading list from last year? Then you don't have to do anything. The 
library finalizes and publishes the list. 

 
You will see the copy of last year’s list in the menu at the left, under LISTS. The copied lists will 
show at the top. The correct semester will already be assigned the list beforehand: 

 
 
 
 

 



2. NEW courses/lists? How to start making your list in Leganto 
 

Log into Leganto with your Feide user (for instance amro002): https://bibsys- 
xm.alma.exlibrisgroup.com/leganto/login?insitutute=47BIBSYS_MH&auth=S AML 

• Click on «+ New list» to the right: 

 
 
 
 

• Put in the code and the name of the course in «Title». You can add info for the students in 
«Description» if you like. This info can be changed at any time during the process. Click the 
button called “Create”: 

 
 

 

 
• Choose «HKs mal for oppsett av pensumlister» (HKs template for syllabus lists). You will 

then get the categories Pensum (Syllabus) and Anbefalt litteratur (Recommended 
reading) in your list. 



 
 
 
 
 
 
 
 
 
 

 
• You will now be able to associate the list with your course: 

• Search for your course (you might have to put in the whole subject code to get a result). If 
you don’t get a result on the course code, contact your librarian for help. 



 

 
• It’s also possible to do this action at a later point; use the menu with the three dots far right 
«Manage course association»: 

 

 
• After this, you can add «Collaborators». Collaborators can be others that are responsible for 
content in the course, like the study leader. The collaborators can see the list and edit it. The 
person you want to add must have a Feide log in. 



2. How to add material in your syllabus list 
 

a. Books and articles (same procedure for both, example with book under) 

Press the button «+»: 
 

 

 
• Now you have to search for the material you want to add to the syllabus list. These search 
results are based on the content from Norwegian library databases. If you can’t find the specific 
material you’re looking for, you have to create the reference yourself by clicking “Blank Form”. 
First were going to look at what you must do when you find the material via the database. Let’s 
say you want the book in the picture under to be in your list. TIP: Choose «Advanced search», 
this way you can easier find your material. Add the last name of the author and the title in the 
search boxes and add a *, the truncation sign: 



 
 
 
 
 
 

• «Search in»: Choose whether you want to search within the collection at Høyskolen 
Kristiania (includes articles we have license to use and books) or within the collection of 
Norwegian Academic Libraries. To expand your search and be more sure of getting the correct 
material, choose 
«Norwegian Academic Libraries», but feel free to try both options. TIP: No results in your 
search? Check if you have written title and author name correct. If not, the base cant find the 
material. 

 
• When you have found the material you searched for, choose which section to put it in: 
Pensum (Syllabus) or Anbefalt litteratur (Recommended reading). Choose the button «Add», or 
«Add & edit» if there is any info you want to change: 



 
 

• The material will add itself to the section you chose and will show if its a part of our 
collection: 

 

 
• By clicking directly at the post of a book, you can see where in our collection the book is 
available, if we have it. The students will see it in the same way: 

 



b. Excerpt from books: 
 

• If your adding excerpts from books in your syllabus; search up the book the excerpt is from, 
just like shown above. 

• Instead of clicking «Add», click «Add & edit». You can then add info like page span, chapter 
number, author of the chapter and name of the chapter. First, choose Book chapter under 
«Type», then fill out the rest. Remember to save! 
Page spans MUST be added as content in the reference. The library needs this information in order 
to register the book excerpt in Kopinor system for copyright clearance. The book excerpt must be 
less than 15% of the book as the Kopinor Agreement only covers up to 15% of the book's total 
number. 



c. Adding material that is not in the database: 
 

• This can be ordinary web pages, books/material that is not yet published, reports etc. 
• Add necessary information about the material. When creating a manual citation, click the 

plus sign for adding items, then click the box called 
«Create»: 

 
• Click the button «Add» 



3. When course coordinator is done making the list 
 

• Study leader and course coordinator will now approve the list, and course coordinator 
will send it to the library. Press LIBRARY REVIEW: 

 

 

• The library will lock the syllabus list for course coordinator and study leader. After the 
library is done with the quality check, the list will be published by the library so that the 
list will be available for the students. 

 

 
Deleting material from section and syllabus list: 

 
• If you wish to delete material from your list, click on the three dots on the post and 

choose «Delete item» 
 

Delete the whole list: 
 

• Click on the three dots on the top right next to the «Edit» button and choose «Delete» 
 

4. Adding your own commentary to the syllabus material to inform students 
 

• Click directly on the post you want to comment, either privately to yourself or as a note 
to the students. You will then get the whole post up. Scroll down and add comments here: 



 
• It will look like this in the post: 

 


