Online Ordering Instructions for the Professional Mdeo Library

If you have ordered from the PVL previously, yowéan account and can login. Please note
that this will not be the same account or accoumtlmer as you use when ordering items from
your own ESC. After you click of?VL Catalog/Scheduling Systetine screen below appears.

You do not need to know your User Number. Youlogin the alternate way by entering your
first initial and last name with no space in betwaethe User Number box. Then enter “media
(without the quotation marks) as your temporaryspasd and click “Submit.”
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(If you have not ordered from the PVL previousby will need to call 812 482-6641 or email
video@siec.k12.in.us0 that your name and corresponding school caerttered into the PVL
scheduling system.)

After you are logged in and viewing the searchestyeheck to be sure your name and school
are correct. If not, try entering your first iitlast name again with an a, ab, or b behind your
name. Contact the SIEC for assistance if the comr@me and school still do not appear on the
screen.

You can now search the PVL catalog. However, yannot place an online order until you set
your own password. To do this, click “Password’tba left side of the screen and follow the
instructions. You might also want to click on “Eimaddress” in the left-hand column and enter
your address, so confirmations can be emailed tio yo

You are now ready to search and schedule itendeforery. Enter a key word in the search
box. You will sometimes find better results whementer a portion of a word followed by an
asterisk, so that you are searching for differemtdrendings. An example is differentiat* for
differentiation or differentiated or differentiaginnstruction. Since all PVL titles are staff
development videos or DVDs designed for teachedsaaiministrators, it is not necessary to
select grade levels. Click “Go” to begin your séarc



The search results will now appear. Click the ddbex in front of any items you might wish
to order. Then click the “Order” tab at the topttoé screen or “Order Form” on the left.

Each title you selected along with the first daelrewill be available to ship to your school will
appear on the next screen.
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Click Submit when ready to place your order.

fyou do not vwish toorder an item, uncheck the Order This column.

Another option is to click on
the blue calendar in each box
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You can adjust your preferred shipping
date by entering a new date in the
Earliest Use box. One format you can
use is month-day, such as 11-30. If you
have a preferred “no later than” date,
enter it in the Latest Use box.

to select your preferred dateq.

You can also order items by typing
order numbers in this box. (Each
order number is a letter followed by
four digits, such as D1452.)




When you have entered your preferred dates, chelomit” and learn if the titles will be
available on the dates you selected. The new sly@nd due dates will now be indicated. You
can still clear titles from the form or make chamgiethe dates. Click “Submit” each time for an
update. When you reach the point where you arsfigat with the order and no changes are
made, click “Submit” again and the Final Resourcde®will appear.

—— | Theitems are not

scheduled until you
click “Finish.”

Click “Finish” to place your order or “Back” to dmack and make changes. After you click
“Finish,” you will see a Confirmed Orders screélhe items are now scheduled and you
will receive a confirmation by email (if you provd an email address) or by mail.

Special notes about online ordering:

*You can order in advance, up to the end of theenirschool year.

*To extend an item, you will need to contact thEGSlat 812 482-6641. This is not handled
through online scheduling.

Details regarding the shipment of PVL videos/DVDs:

*The items will be shipped via UPS to your schodhe scheduling process allows 15 school
days from the ship date to the due date.

*Some videos/DVDs will have an accompanying manual.

* A UPS return label will accompany each shipmédite Educational Service Centers of Indiana
will cover the return shipment cost.

*A late fee of $5.00 per day may be charged to \sminool, however, for items not returned by
the due date. Please call Peggy at (812) 482-6641L need to check on a possible extension.
These videos and DVDs are loaned to schools thautghdiana and are sometimes scheduled
back-to-back. Please be courteous and returrighesipromptly.

Educational Service Centers of Indiana
Professional Video Library
Southern Indiana Education Center
1102 Tree Lane Drive
Jasper, IN 47546

812 482-6641 (phone) 812 482-6652 (fax)video@siec.k12.in.us (email)
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