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WELCOME T0 ESU 8 Wel/iAX OMNLINE CATALOG

Go to ESU #8 Home Page [http://www.eau8.org and selectMeda Certer from the DEPARTMENTS
drop-down menu.

On the Media Certer page click on the Meda Certer Catalog logo.

Click in the USER Numberbox and erter: Your Building and Teacher Number (eg. 199.12)
Contactthe Meda Specialist atyour school or email the ESU #8 Media Center at
media8@esu8.org if you do not know your building and user number.

Tabto the PASSWORD box and erter your password (Use GORDERSQ. Click Submit.

If you wart to change your password, click on the password navigation button and follow the
instructions. Remembering your pasword is your responsibility; ESU #8 Meda Certer doesnot
keeparecord of your on-line catalog pasword.

You may search the Entire callecion by Catalog Entriesor pull down the arrow under Catalog
Entriesand search by Title Names(eg. Electricity), by Subjects (eg. Language Arts), or by Title
Namesor Numbers (e.g. VC10022).

In Containing the Words Box, typein your key word (e g. namrative), or use synonymswith the
conjunction word or (eg. Native Americanor Indians) or use related words with the conjunction
word or (eg. U.S. A. or United Statesor America). SelectGo.

Use Boolean search strategesand, or, not whenusing two or more keywords to redrict or expand
your seaich limits. (eg. De<ert Storm or Middle Eag or Gulf War) (eg. civil warnot Lincaln) (eg.
Six Trait and Peasuasve). SelectGo.

Use syntax character * (aderisk) strategy using base or root word only (e.g. truncaing the word eye*
will find entriessuch as eyehall, eye-witness, eyes.

Go to Advanced Search to find specifi ¢ fields that match to all the criteria.

Choosefilter Media Ty peto display all or specific records. (Recommerd searching all medatypes
for bed reaults).

Choosefilter Grade L evel to display specific recads.

Change Display Setings Button from 12 to 25 in order to view moretitlesatatime,

Placea checkmarkin the box to display the order bar (should be checked).

Placea checkmarkin the box to view detailed de<cription of a title. (Delete checkmarkto view
titlesonly).

To order, click on the empty box in front of the word Selectthatislocated|eft of the decription.
From the top meru bar selectthe Order Tabor click on Order Form to view your choices

A Resource Order form will be displayed with detailedinformaton on the following:

Order This, Title#, Title, Ship Date, View Date, Due Date, Earlies Use, Lates Use, Next Date,
Length, Meda, ExtraTime. Clicking on the calendar (blueicon) located under Earliesd Use allows
the usersto select the preferreddate of delivery. If thetitleis unavailalde, Ship Date will display Not
Availabeinred, and you must reschedule the delivery date using the calendar. After datesare
reelecied, click Next to placeyour order.

At this point, you mayenter mor etitle numbersin the box at the bottom whereit says Enter
additional title numbers. Click the word Next to serd titlesto the order form. You cancancel ary
part of your order by reslecing the box under Order Thiscoumn.

When ordering and selection is completed, selectthe Confirm Tab from meru.

If the orderis complete and correct, select Click here to Finish. Print your order if you like.
Option functions include the following: Browse-scanthe complete catalog in alphabetical order; On
Ord er-view the material that hasbeenshippedor scheduledto you, or carcel the order. Titles
cannot be extended online; Past Orders-accessto pad orders You mayreader the titlesfrom this
screen Subjects-view the 238 active subjectlist usedby ESU #8 library; Seriesview serieslist with
clickabeertries

To order by e-mail, contactus at media8@esu8.0rg and include your User Number, the Title
Number, the Title, Booking Datesor Extersion Datesin the body of the mesage.




