SEO Media Catalog Booking Instructions

These instructions will show you how to log in and book Ellison Dies and Public Performance
Films, Videos and DVD'’s for your library through the SEO Media catalog.

Go to: http://seoweb.seo.lib.oh.us and click on Media Catalog
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The first time you login you will be asked to enter a new password. You can choose a
new password or reenter the initial password in the open fields and click “OK.”
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[The password you have entered is an initial password. You must get a new password

Passwords must hawve a minimum of 4 alphanumeric characteyt. Casing and characters other than A-Z and 0-9 are automatically ignored

Enter new password:

Re-enter new password:

SEO Library Home | Mediagraphies | Search Full Catalog
For further information, submit & query , contact us by e-mail at InfoSECERINFOHIO ORG | phone (87 7)552-4262 or fax (800)448-4804

£ Internet

&
m 2] & @ ] =] | [©]2 Microsoft.. ~| B snziowin - .. | @ Message Ma.. | [#]2 Microsoft... dianet We... G)mg 11:41 A

Once you have successfully logged in you should see your library’s name as the active client.
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From this screen you can display your current and past bookings, update orders and maintain
your client profile and password.

To search the catalog of Public Performance Films, Videos, DVD’S and Ellison Dies, click Search
Full Catalog.
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|
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You can search for the title by typing part of the title, searching by keyword, subject, etc... Click
on “Submit” to search.
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Media Catalog Search

Enter one or more words (Examples: forest solar system, computer®) andfor one or more menus and click Submit. Detailed HELP available.

BIRDS OF THE EVERGLADES S0itens | Simplesearch [ Title [ Brietdisplay [ | Farmat [~]
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SEO Library Home | Options Menu | Mediagraphies | Order Form

For further information, submit & query , contact us by e-mail at INfoSEOG@INFOHIO.ORG | phone (87 7)552-4262 or fax (300)446-4504
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Click on the empty box to checkmark the item you want to book.
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Media Catalog Seakch: "birds of the everglades”

fitem(s) were found (hinf: search may be reNsed al bofiom of page

1 Birds of the Everglades {001741) 1995 [+ WH
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Revise search ferms below Delalied HELP avaliable.
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SEOC Library Home | Options U | Mediagraphies | Quick Search Cataloq | Search Subjects | Order Form | Logout

“VH” stands for VHS.
“16” stands for 16mm film
“DV” stands for DVD
“EQ” stands for Equipment; Ellison Dies

Next, click the green button, “Pick Items on Page”
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This is your Media Shopping Cart. To add another item to the Media Shopping cart, click on “New
Search.” By clicking “New Search,” the items currently in the cart will remain there so you can,add

to them.
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Media Shopping Cart

Click to check availability of untested titles.

Title#.fmt Title Showdate #Days Avail Remove

001741,¥H  Birds of the Everglades 2005 Jun [+ |~ kil Standard [ O
If you have changed any information abgwé (e.q. showdate), press one of the following buttons before exiting the form
[Test Availability] [ save Changes || cHnge client |
| Resume Search || | New Saur'cm Mzdingmphizs“l Options Menu ||




To book this item you must do 4 things:

1) Choose a Showdate

2) Choose # of days. “Standard” is a 5 day showing time. “Double” is a 10 day showing
time.

3) Test Availability of your item for the Showdate you chose.

4) Submit
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'Media Shopping Cart

Click to check availability of untested titles.

Title#.fmt Title Showdate #Days Avail Remove
001741%H  Birds of the Everglades First [ any [ﬂ Standard [ a

If you have changed any information abowe (e.q. showdate), press one of the following buttons before exiting the form

ITesf Avnilabilifyl | Save Changes | | Change Client |

| Resume Search ”New Search ”Mzdingmphizs ” Options Menu |

Once you click “Test Availability” you will get a screen that looks like this. A green “~*” in the
“Available” column means you will receive your items for the dates listed below the checkmark.
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Media Shopping Cart

o Meanstitle is available. Chckto place your order

Title# fmt Title Showdate #Days Avail Remove
001741 VH  Birds of the Everglades LT_J 23 |:| [ﬂ :Standardg v O

05423 - 0527

If you have changed any information above (e g. showdate), press one of the following buttons before exiting the form

| submit] | Test Availability] | Save Changes| | change lient | [Logout |

[ Resume Search ”New Search 1 I Madiagmphizs“ Options Menu |

A red “X” means that the item is not available for the showdate you selected. You should try
another showdate and test the availability again.




At this point you should click the “Submit” button to finalize your order.
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o Meanstitls is available. Chckto place your order

Title#, fmt Title Showdate #Days Avail Remove
001741 WH  Birds of the Everglades 2005 Mav |~ |E~] [ﬂ Standardi_:' - O

05/23 - 0527

If you have changed any information above (e.qg. showdate), press one of the following buttons before exiting the form

iSubmi'l! | Test Availﬂhili‘ryJ |5c|\ne Changes I | Change Client ]

| Resume Search ”New Search“Mzdiugraphizs“ Options Menu I

This screen lets you know which items you have successfully booked. You should print this
screen for your records.
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Thank YOU for your order The following items have been successiully booked

Title#, fmt Title Show Period
001741, vH Birds of the Everglades 05/23 - 05127

| Resume Search “New Search ]lMadiogr‘aphizs ]l Options Menu I =

To get back to the Media catalog options menu click on the “Options Menu” Button.

For further assistance please feel free to contact SEO at (740)783-5705 or 1(800)282-2779 and
ask for the Film Department.

Thank You and Good Luck booking!
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