
SEO Media Catalog Options Menu Instructions 
These instructions will show you how to log in and use the features of the Options Menu. These 
features include, Display Menu, Update Menu and the General Menu. 
 
Go to: http://seoweb.seo.lib.oh.us and click on Media Catalog. 
 

 
 

 
 
Click on the Options Menu.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Log in using your Client Number and Password. 
 

 
 
 
 
 

If you don’t 
know your 
Client 
Number and 
Password, 
call SEO for 
assistance 



 
Once you have successfully logged in you should see your library’s name as the active client. 
 

 
 
From this screen, you can use the Display menu to view your current and future bookings and 
your past bookings. You can use this information to update your records or to check the status of 
an order. 
 
 
To display your library’s current and future bookings, click on “Current & Future.” 
 
 

 
 
 
 
 
 



A list of all bookings that are either out to your library or booked for the future are displayed. Their 
showdates and endshow dates are displayed.  
 
 

 
 
The status of your order and its order number is listed here. 
 
       Status Definitions: 
 

1) “Out” means that the item is out to your library. 
2) “In” means that the item has not left the SEO Media Center yet. 
3) “To Ship” means that the item is being shipped that day. 
4) “Overdue” means that the item has been out longer than the “End” date in the second 

column. 
5) “Returned” means that you have successfully returned the item to the SEO Center. 
 

To return to the options menu click on “Options Menu.”  
 
 

 



Some libraries like to book items that they have booked in the past. You can use the Display 
Menu to view your past bookings. This will eliminate searching for items that you want to book 
again. 
 
To view your past bookings click on “Past.” 
 
 

 
 
 
 
 
This is a list of your past bookings. To book an item again, click on its title. 
Notice the status of “Returned” in the status field. 
 

 
 
 
 
 
 
 
 



The item’s Bibliographic record is then displayed. To book this item, click the green “Pick” button. 
Then, follow the standard booking instructions to book the item. 
 

 
 
 
To look at more features of the Display Menu, click on “Options Menu.” 
The Display Menu has some helpful tutorials that are available to you. To view the Tutorials, click 
on Help/Tutorials. 
 

 

A list of the available Tutorials and Help Pages include: 

• Tutorials 
o Multi-pick 
o Personalized Catalogs 

• Help Pages 
o Media Catalog Search 
o Order Form 
o Booking Filter 

• What's New 
o Recent Improvements 



From this screen, you can use the Update Menu to modify or cancel your existing orders, 
inquire about your existing orders and re-book items you have used in the past. 
 

 
 

• If you wish to extend the length of any booking, click on “Extend/Renew.” 
• To cancel any order that has not already been shipped, click on “Cancel.” 
• If you wish to inquire about an order for any reason, click on “Email Inquiry.” An email will 

be sent to the SEO Media email account and someone will respond promptly. 
• To book items that you have used in the past, or to simply view your past bookings, click 

on “Re-Book." 
o You can pick as many items as you want to re-book. To select them, click on the 

empty box, and then click the green “Submit” button. You will then need to follow 
standard booking instructions to reserve the items. 

 

 
 



You can also change your password by clicking on “Password.” You can enter an email address if 
you wish to receive confirmations via email. To enter an email address for your library’s account, 
click on “Profile.” 
 

 
 
 
The General Menu allows you to give us feedback on our services and the website. You can 
also make purchasing recommendations here. We welcome any input you may have. 
 
 
For further assistance please feel free to contact SEO at (740)783-5705 or 1(800)282-2779 and 
ask for the Film Department. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Last updated 4/7/2007 


