Note change! Due to budget issues, an SIEC van will visit your school every other week
i during the 2011-12 school year, provided there is a confirmed delivery or pick-up.

You can order videos, DVDs, and other items online from the SIEC. Go to the SIEC web site at
http://www.siec.k12.in.us and click on Media Catalog/Scheduling System. The following screen
appears. You do not need to know your User Number. You can login the alternate way by
entering your first initial and last name with no space in between in the User Number box. Then
enter “media” (without the quotation marks) as your temporary password and click “Submit.”
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(If you do not have an SIEC User Number, you will need to call 812 482-6641 or email
video @siec.kl2.in.us so that your name and corresponding school can be entered into the
media scheduling system.)

After you are logged in and viewing the search screen, check to be sure your name and school
are correct. (If not, try entering your first initial/last name again with an a, ab, or b behind your
name. Contact the SIEC for assistance if the correct name and school still do not appear.)

You can now search the media catalog. However, you cannot place an online order until you set
your own password. To do this, click “Password” on the left side of the search screen and follow
the instructions. You might also want to click on “Email Address” in the left-hand column and
enter your address, so confirmations can be emailed to you.

You are now ready to search and schedule items for delivery. Enter a key word in the search
box. You will sometimes find better results when you enter a word or a portion of a word
followed by an asterisk, so that you are searching for different word endings. An example is
bully* for bully or bullying. You can also select specific grade levels or media types.

Special notes about online ordering:

*You must order at least two school days in advance of your shipping date by 3:00 PM — Eastern
time. For example: if your shipping route is Wednesday, you can order online until 3:00 on
Monday afternoon. If you need to order later on Monday or on Tuesday morning, you will need
to call or fax your order.

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

*To extend or special book an item (such as to pick-up an item from the SIEC instead of van
delivery), you will need to contact the SIEC. This is not handled through online scheduling.
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The search results will now appear. Click the select box in front of each item you might wish to
order. Then click the “Order” tab at the top of the screen or “Order Form” on the left.
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Each title you selected, along with the first date each will be available to ship by SIEC van to
your school, will appear on the next screen.
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When you have entered your preferred dates, click “Submit” and learn if the titles will be
available on the dates you selected. The new shipping and due dates will now be indicated. You
can still clear titles from the form or make changes to the dates. Click “Submit” each time for an
update. When you reach the point where you are satisfied with the order and no changes are
made, click “Submit” again and the Final Resource Order will appear.

Click “Finish” to place your order or “Back” to go back and make changes. After you click

“Finish,” you will see a Confirmed Orders screen. The items are now scheduled and you will
receive a confirmation by email (if you provided an email address) or by SIEC van.
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Other options on the search screen:

*Browse — This allows you to browse the SIEC Media Catalog in alphabetical order.

*On Order — This shows all items you have scheduled to be delivered.

*Past Orders — This shows items you have ordered previously (within the last year).

*When you are finished, close the scheduling system by clicking the “Close” tab in the upper
right hand corner of the Search Screen or by clicking “Close” in the left hand column.

Searching the Professional Video Library Catalog only:

If you wish to search only the Professional Video Library (staff development videos/DVDs),
click “Teacher Education” and “Adult Education” as the grade levels and “Videocassettes” and
“DVDs” as the media types.

If you have questions or need assistance, please contact:

Southern Indiana Education Center
1102 Tree Lane Drive
Jasper, IN 47546
812 482-6641 (phone)

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