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SSVI Catalogue Tutorial 
 

How to Search the Catalogue 
 

 
 
 

Step 1: “I want to search by…” 
 
 
 
                                                                          
 
 
 
 
 
 
 

Click to open topical 
searches and tutorials. 

Clears 
screen. 

Adding an asterisk * to the 
end of a search word will 

return results with extensions 
of the word. 

e.g. math, mathematics 

Click arrow to 
select from 
drop down 

box. 

Boolean searching uses ‘and’, ‘or’ and ‘not’ to join two search terms. 
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Step 2: “I want titles in the following formats…” 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 3: “I only want to view titles that are…” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you do not select 
one or more 
formats, the 

system will search 
ALL formats. 

Optional search used 
to narrow the list of 

results. 

Click arrow to 
select from drop 

down box. 

Joins the two 
searches using 
‘and’, ‘or’ and 

‘not’.
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Optional: “I want to browse…” 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Optional search to 
browse the SSVI library 
for twin vision or leisure 

reading titles by 
reading level. 

Select reading level for twin 
vision books.  Include an 
option from Step 3 if you 

want a T.V. that is Tactile, 
Uncontracted Braille or a Big 

Book. 

Select reading level for 
leisure reading/novels with 
a format from Step 2, or an 

option from Step 3. 
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Search a title 
 

 
 

Search results screen 
(The search generated 12 records spanning 2 pages) 

 
 
 
 
 
 

Search 
results. 

Step 1: Enter the title 
search for ‘math makes 

sense’.

Step 2: Select formats Braille and Large Print.  
No optional search information is entered. 

Step 3: Click Search. 

Can’t find title?  Click 
here to display the 

Request for 
Production Form. 

Revise Search will return to 
previous search screen with 
your original criteria in tact. 

New Search will 
return to previous 

search screen.

The search results automatically sort by 
Title.  Click on the Format or Edition 

headings to change the sort order.  Double 
click on a heading to change the sort from 

ascending to descending. 

Current page display.  
Click on ‘2’ to advance 
to the second screen.
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Viewing a catalogue record 
 
 

 
 
 
 
 
 

 
 

Click on the title you wish to review, 
e.g. Pearson math makes sense 5 in 

the large print format.

Click to find other titles with 
the same subject heading. 

Click to find other titles by 
the same author. 

The title is in production.  
No copies exist yet, but you 
are still able to request it. 

Original publisher 
information, copyright 

date and ISBNs. 

Click to return to the search 
results screen. 
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Requesting titles 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1: Click on the 
boxes next to the titles 

you wish to request 

Step 2: Save Titles.   
 

ALWAYS Save Titles 
before moving onto the 
next page, or starting a 

new search. 

The system will show you 
how many titles you have 

requested.  The number will 
increase as you select and 

Save Titles.  Click on 
Request Titles when you are 

ready to place your online 
requests. 

Remove Titles will 
remove ALL your 

requests. 
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Step 3: Click to print. 

Click to start a 
new search. 

Click to return 
to current 

search results. 

Step 4: Keep this printed copy 
for your school records or see 
Step 5 for saving your request 

as an electronic file. 

Step 5: Click your browser 
command for File, SAVE AS 

and save a copy of the request 
to your computer.  The 

document must remain as file 
type html. 


