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Purpose
A Resource Center contains instructional and learning material in various media formats.
Additional resources may be held by individual organizations. The Online Resource Center
(ORC) provides a web interface where personnel can maintain the catalog of materials that can
be search for and checked out by patrons (e.g. clergy, staff and congregation members) for
personal and/or group use.

Layout
Some of the other features are:

¥ Clicking on ORC Home will take you to the ORC Home page (see image below).
¥ Clicking on Search will display the search form.
¥ Clicking on View Cart shows items to be requested from office.
¥ Clicking on Contact Us displays the contact information of the ORC.
¥ Clicking on Help/ORC User Guide, this document will be displayed.

Figure 1. Online Resource Center Home page

SEARCH

This feature allows the user to search for resources available at the center or at an off-site
location. Start the search by clicking on the Search link located on the left side of the screen and
at the top of the page.

1



Simple Search - ORC allow the user to search resources by various criteria including but not
limited to Author, Publisher, Subject, Keyword, and Title. Below is a picture of the search screen.
The user may enter keywords and/or subject or a specific resource ID.

Figure 2. Search Form

The following table shows how the simple search can be used to find the desired
resources.

DESIRED RESULTS KEYWORDS SUBJECT ID

All Resources None None None

Subject specific None Select subject None

Title Search Enter part of title Optional None

Keyword Search
Keywords
separated by
comma

Optional None

Author Search
Enter author first,
last name

Optional None

Specific resource ID None None
Enter ID from
label on
resource

Additional volumes None None Enter ID
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Figure 3. Search Forms options

RESULTS

1. Clicking on the SEARCH button will display a list of the found items based on the entered
search criteria.

2. Clicking on the magnifying glass icon ( ) will display the details of the specific resource. This
information includes a title, author, publisher, and description.

3. Results can be sorted by Media Type, Title, ID and location.
4. User can change how many records are displayed on a page.
5. User can jump to any page to view additional resources.
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Figure 4: Results grid

RESOURCE Details can be viewed by clicking on the title of the resource or magnifying glass icon
( ). The follow figure shows the layout of this information
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Figure 5: Results Details

If the resource is not stored at the office a pop up window is displayed showing information on how
to borrow the resource.
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Figure 6: Offsite Resource

VIEW CART/CHECKOUT

Click on the View Cart option, located on the left of the window.

6



Figure 7: View Cart

Click on the Submit Request button, at the bottom of the resources in the cart.

Figure 8: Checkout Form

Click on Send Request option, located on bottom of the form. An email will be sent to the office
and to the patron. The office will contact the patron when the resources are ready to be picked
up.
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