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Using the Resources On-Line
Catalogue and Booking System

This guide explains how to use the basic functions needed to use the
Resource Service booking system.

To keep things simple it only covers the functions required to find items
and book them out. There are several other features available that are not
covered in this guide such as extending hires, cancelling bookings, etc.

If you have any problems using the system then please call our
Technical Helpline: 01753 63 8675

Registered Users

This guide assumes that you are already registered to use the service.

Anyone, registered or not, can search, browse the catalogue and view the
previews but only registered users can book and order items.

If you want to register then there is an on-line registration form.
Go to www.bhps.org.uk/resources and click the Registration button.

Main Steps

The six steps to making a booking are:

1 Go to the web site
2 Login

3 Search for items of interest

4 Book/order item/s

Repeat 3 & 4 as necessary

5 Check your whole order in the 'Basket' and send
6 Log out

The first few times you use the system it is a good idea to give us a call at
the end and check that your order has come through - 01753 63 8678



Step 1

Go to: www.bhps.org.uk/resources or use your favourites/bookmarks to
get to the Resources web site.

You will see a page similar to this...
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@ Click on the Catalogue button.
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You will then go to the the

:=__ -- Emm— “:—""?__:“—'“:: Basic Search page as shown
B = e e below.
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# m This page will change from time to

time, but there will always be a
E E ‘Catalogue’ button somewhere

e prominent.

NOTE You only ever need to single-click anything on our web site.
Double-clicking links can cause problems in places.



Step 2

& In the blue menu on the left of the

LJ F?\:;::;rlﬁﬂ
<0 screen click the Log In item.

Resources

This will take you to the log in page
as shown below.

Catalogue

B

You need to 'log in' so that the system
Erekin knows who is ordering and where to send
the items.
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NOTE This blue menu is always at the top
of the page. You may sometimes need to
scroll to the top to see it.
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Step 3

Step 3

You will have chosen a User Name and Password as part of the registra-
tion process. If you have forgotten them then give us a call.

Note your username and password here for future reference

My Username:

My Password:
@ Click in the box labelled User Name and type your User Name.
@ Click in the Password box and type your password.

€) Click the Login button.

You will then return to the Browse Search page as shown below.

Once you are logged-in
you can change your
username and password
if required. Click
Personal Details in the
menu.




Step 4

There are two main ways of looking for items.

Decide whether you want to browse the catalogue for items on a
particular topic or go straight to find a particular known item:

For either method you only need use the left hand three boxes. The right
hand boxes are optional for doing more advanced searches.

Browsing the Catalogue

Use the SUBJECT or
KEYWORD boxes
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Locating a Known ltem

Use just the TITLE box
on its own



Step 4

Browsing the Catalogue

If you want to see what is available on a particular subject then use this
browsing method. It's as easy as pick a subject and click Search. It will
then give you a list of everything relevent to that subject, similar to turning
to a section within a printed catalogue.

[KE'TWORD | [Langsa
Dementia

| Dental'Oral Health - 0-5 yrs |Baok
DenlaliOsal Health - 13-Adult {Camp

| Dental/Oral Health - 613 yrs IcD
DentalOwal Health - Ganent ﬁ
Dhabetes - Elhnic Mo |Edu
Diabates - Hoalth Education

|Diat and Mutritian Psychology
Digabilily - Gengric 2 ;E"a:r'
Disability - Leaming Diffs camr
\Digabiliy - Parkinson's {Carer
Digability - Physical Handicap {Cargr

Disability « Senses ‘W
[rmLE | A

@ |n the box marked SUBJECT, scroll through the alphabetical list with
the arrow buttons or slider.

# Click once on the subject you are interested in.

(You can then hold the CTRL key on the keyboard and click additional
subjects if required.)

If you can’t find the subject you need in the list then type it into the

KEYWORD box above the list.

After a pause you will get a list of items like the example shown in

&) Click the Search button.

Some subject sections are quite large and may take a while to complete.



Step 4

Locating a Known ltem

Use this method if you are looking for a particular item you already
know of, e.g. something you have used in the past.

ACCI0EMS - Hoad oalely Lareds
Accidents - Water Safely Carers - M
Acule Trusts- Berkshire Carers - b

Allergies (not Sethma) Carers - M:
Alemaiive @ =] |Carers - Pt
[M.E = | WUTHOR

To go straight to a particular item:

& Click in the box marked TITLE.

# Type two or three consecutive words from the item's title.

NOTE: We do not include “The”, “A”, “An”, etc. at the beginning of
titles.

It is better to type only a few words because even one difference,
however small, to the title in the catalogue will prevent it matching.

&) Click the Search button at the bottom.

You will get a list of items like the example in Step 5. It will usually be
only a few items since you are matching a particular title segment.



Step 5 & 6

After searching you will get a list of items
similar to this.

Scroll down the page to see the whole list. e J— —
" e
a

Each item has one or more preview so you can
read the leaflets and watch the videos on
screen.

@ Click on a preview
to see a larger
photo, read a
leaflet or watch
the first five
minutes of a
video. Viewing a photograph

or poster

€ To clear the
preview click the
cross in the top-
right corner of its
window.

Playing a video

If you don't find what you are looking for in the
results then go to Step 15 to start another .
search. mervasoc RS



Step 7 & 8

There are two types of resources in our library: Supply ltems (leaflets
and posters to keep) and Lending ltems.

To order leaflets and posters (supply items):

Eating for Later Life
Annthar: LaafalBookiar (L)
PubNshor: Food Standargs Apency. 2002, Engih

“"h“ Synopsis: 7 page bookip! gWRG adticd o ol Balng for th ORSEr DErSO0T,
later

Suitabillity: Oider People - Genaric §0+, General Public - generic

Add to Favouries =] L]

@ Click on the Order Copies link below the item.

A window will appear as shown below.

T ) @ Click in the Order box

Grdsring Leatist PR and type the quantity
you want of this item.

Fatwg i | ster (6

#) Click the Order button.
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- 4 A confirmation window will

A [Tl Lol et e U e O M i, % appear-

&) Click the Close button




Step 9

To book a lending item:

Viggie Gang Educational Resouice Pack, The
Arthor: AN Farrell (wwm foodiram arg. uk) Teaching Pack (TF)
Pablisher: The Veope Gang
et Bhevapaisnang co.uk), 2002, Engliah

Symopsie;: To encomage foo0 swareness among chuoren and an mnderstanding of the dietary value of
vepelabins, s pack provides ar altractae, brightly coloured, experential feaching resosrce. Linded to the K51
Mational Corrscuinm, Lhe beacher's nobes give (Mormabion Sod actvily abests, 2nd Cross-CUrrcUiar points fo

mole. The pack confains the fowr Vegpie Gang soit toy characters’ Bily Broccal, Gasper Cabbage, Colie Garrtd,
and Saiy Swede, 2 X M-plece stalionary sefs 30 badpes, 30 plastic piant pols; 1 seed bray; 4 packs of seeds
crass, mint, racdish, and red cabbagpe; 5 poshers; pios Teacher Noles. Additional Rems can be ardered from

W e e pang 0.l

Suitability: Schocks - generic, Valunbeer Traininglipdating, Professional Trainingiupdating, General
generic, Youth & Coemen 14-24 Generic, Secondary Sch Girts, Secondary Sch Boys, Secondary Sch 13-
Cenenic, iddla Scihood 912 yre, Primary School 4.8 yre

Add bo Favoures Book this item

@ Click once on its Booking Calendar icon. This will bring up a booking
calendar window as shown overleaf.

A A Common Problem...

If you click the calendar but it does not seem to appear, it is probably
hidden behind the main window. This often happens if you double-click
the calendar instead of a single-click.

Look along the list of buttons at the bottom of the screen for one called:
Calendar - Microsoft Internet Explorer (name might be shortened). Itis
usually the right-hand-most button.

Click the button to bring the calendar to the front.

10



Step 10
Step 10

Booking Calendar

Order » Confirm » Fimish
Code Mumbers: Calendar for: TRIHY TV

TRPA13IN Vegyie Gang Educational Resource Pack,
TPHAR2 L~

Yol mody ive Bamd for up o 16 days, bol o fess bhan 1 day(s).
They may then be rendwed for & Grther period if frde.
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28 2T 28 29 3 (2 R R |
Avsilable dates Non svsilable dates Bank Holiday
Rem rexpared from | taf | oommsrrry

Fhrease enter the dates when Sems dre recuived by cholsing desired slivifend hive date in the
calEndde or ender dales mancdly raing dafe felids be e e colenddy
e il il s i For dhalivery),
NOTE: W will mot be abie to fullill bookings made less than
four working days (n advarcs

(et ) (Bt )

S

The calendar shows two months at a time.

Click the arrows at the top to move forward or back a month to get to the
required date.
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Step 11

Step 11 - OpHl

Booking Calendar Ordar » Condirem » Finish

Cocle Mumbers  Calsace for: TR 15110

TR IIN Frducational Ansource Prack,
TR Voogke Gang =] L)

Fiow may hire Bems for gp b0 1 daye, Dat no leas tham 1 dawal
Tty iy Dhatar B Foimpined O 3 Aavfienr P & fri

Select delwery pont MHS Intarnal kil ﬂ

Eratkmll Colschon Point

Maiderfigad KM Cenfre Nexi  #

‘“ Fersbainy Collgciion o m

87 TM T W MHS infermal Mail w T F 8
Feading PCT Colechon Pord

Slough Collaclion Point ik Sl

Spetial Debvery Armangament 11 12 13
13 4 Vi Mominaled Surgery

’ Waokingham Hosp. Colechion Poind AEY NE 0

1% 20 T IX I3 2 24 5 2% 27

% 2T 28 29 0 0 W

Awadalie dales Hon avalable dales Bank Holdeyw Werkersda

Revh nisalared i am I I to | [ L T

Phease enber e dates sder dems ane reguaned Dy < boosing desved starfend hire dabe m Lie
Clenddr i faber el misudly bidap debe Aplde beitw Lo Saiendic
[ ol ok B B Fov ey

NCFTE: W wall mod B B P Pl Bopd ege mads fess Bham
four working duys iz advawce

F‘#‘:'.". Bk

OPTIONAL
The Delivery box initially shows your preferred delivery method (chosen

while registering) so you usually do not need to change it, but it can be
changed for each item you order/book if required.

@ Click on the arrow in the Select delivery point box.

# Click on the delivery method / delivery point you want to use for this
item.

&) Wait for the calendar to redraw.

Each delivery point/method has a different delivery time associated with it,
so changing the delivery method will change the days that the item is
available. e.g. The ‘Collect on the day’ method makes the item available
today if you can come in for it (and it’s not booked out to anyone).
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Step 12 & 13

Booking Calendar

If the item is not available (grey) on

Code Mumbers: Calendar for: TRFII¥1101 the dates you require, we may have
TR . i i
Tp”m”wmm other copies available.

Fou may &

Thev 1

@ In the top left corner of the window, click the code number of a
different copy.

The calendar will redraw, since each copy has its own calendar.
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@ Click once on the day that you want the item to arrive with you.
The date will appear in the 'ltem required from' box. NOTE - Book the
item at least one day before you will use it as we cannot guarantee at
what time of day it will arrive.

(Don’t worry about delivery times. We will despatch the order the
correct number of days in advance. If the date is green then we can
get it to you by that date.) cont
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Step 13 & 14

# Click once on the last day you need the item, i.e. the date you will
send it back to us. The date will appear in the 'to' box.

You can book items for up to two weeks, and then extend them for
further two week periods if they are still available.

You can only click on the green days. The item is not available on the
other days.

) Click the Book button.

You will then get a confirmation window as shown below.

Step 14

3 RS0 - Bookbng Calerdad - Mictosafll it et Explonn

tem added to your basket.

TFeegal io go o Chesch Basleed and ook Pt Soandl Ordeer BuSion sfan your oioer i5 Coumelets

&) Click the Close button to close the window.

This returns you to the search results list.

A IMPORTANT

At this stage all you have done is added this booking to your order ‘basket’
on your computer - it is not a firm booking with Resources yet.

Once you have completed the whole order you must go to ‘Check Basket’
( ) and send it to us ( ). Only then will the order have
been placed.
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Step 15, 16 & 17

:

If you want to book/order another item currently on screen then go back
to Step 7.

:

@ If you want to do another search to
look for different items then click the
Browse the Catalogue item in the
blue menu and go back to Step 4.

Healih

“':‘:ﬂrmmnlinn
Resources

Catalomie

Step 17

@ Once you have booked everything
£ Fromtion l you want (or to check what you
il have ordered so far) click Check
Basket in the blue menu.

You can click Check Basket at any time to
see what you have in your order so far (see
overleaf) and then continue to add other
items.

15



Step 18

Step 18

You will see a list similar to this with all the items ordered so far.

If you want to add more
items, click Browse the
Catalogue in the blue
menu and continue
from Step 4.

@ OPTIONAL
You can click the
Remove Item buttons if
you need to delete
items from your order.

# Once your order is
complete, click the
Send Order button at
the bottom.

A This is a very
important step - If you
don’t click Send Order
here then your order will
not be sent and will be lost
when you turn your
computer off.
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€) The first few times you use the system it is a good idea to call
Resources at this point, 01753 63 8678, and check that your order has

come through.

Your order has now been placed on the system and you will see a confir-
mation page as shown opposite. You will receive an email message

confirming your order.

16



Step 19

Step 198

Fpiiontens

EEigures

oo i, SN

Crder Confirmsd

Tiomi el e ¢ s i (il il ol chel il O i
e L ] T

B et sl Morw Frat &
AT CrirTE

@ OPTIONAL
You can click the Print Order button to print a copy of your order if
required.
&P @ Click ITc:_g Out on the blue menu to finish
iy your visit.
B This stops anyone accessing your details if

they use the computer after you.
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