Roanoke County Media Catalog

Directions for Teachers

Directions For Reserving Media From Central Office:

1. Go to the Library webpage and click on NMS Patrons Catalog. Click on Northside Middle School link OR
just click on this link:

Library Catalog and select Northside Middle School
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http://www.rcs.k12.va.us/nsms/library/library.shtml
http://rcps-destiny.rcs.k12.va.us/common/welcome.jsp?site=121
http://rcps-destiny.rcs.k12.va.us/

6. If you want to order your media by its number rather than title, click on the NUMBER tab.
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7. Be sure Roanoke County Schools Media Center is still selected. Enter number and click GO.

8. Search for material by title, subject, author, keyword,
series or Reading Programs.
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If you know the number of the video or dvd, see #6.
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11. Make sure SHIP TO PATRON'S SITE is selected. Located at the top of the screen.
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The maximum loan period for this item is 4 open days.
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12. All media is delivered on Monday and picked up on Friday.

Choose the Monday that you want the media delivered (even if it is a holiday). The system will
automatically reserve it for 5 days — (four days to use with pickup on Friday). The program
automatically fills in the FROM date fields.
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13. Click SAVE
14. You will receive on onscreen confirmation.

Booking requested for "Number Patterns” at Roanoke County Schools Media Center.
A request for 1 copy has been placed from 9/7/2009 to 97112000,
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NOTE:

Teachers must have all media back to the library by Thursday afternoon for pickup on Friday morning. If media
is desired for two weeks or more, you MUST submit an additional booking for each week.

EXCEPTION: All videos/DVDs are booked from Monday through Thursday, items being returned on Friday. If an
item needs to be used on a Friday by a teacher, the item needs to be booked for two consecutive weeks.

If the media is due on a Friday and does not make it into the pony, teachers will be responsible for delivering it
to central office by 5:00 p.m. so that it is ready to be delivered on Monday.

MY INFO TAB

You can navigate to the My Info tab to see a list of all items ordered. If you accidently booked an item or
decide you do not wish to check that item out or revise your order, you can click the trash can icon to delete or
the pencil/paper icon to edit.
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