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Accessing CVS Midwest Tape 
CVS Midwest Tape is a Canadian public library non-print vendor. This includes movies, music, 
and audiobook. 
 
1. Go to the CVS Midwest Tape 

website. 
https://www.cvsmidwesttape.ca/ 

2. Click the Log In button located in 
the top right corner. 

3. Enter your login information and 
click log in. 

 
 

Finding Items 
Items can be found by navigating the content carousel featured on the CVS Midwest Tape 
home page. You can also discover items through the Quick Links premade lists, or by searching 
for a specific item. 

 

 

https://www.cvsmidwesttape.ca/
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Searching 
1. Navigate the content carousels by selecting the appropriate material type above the cover art 

and use the blue arrows to move through the list. You can hover over the cover art to view the 
item information. Double click the cover art to open the item record. 

 

2. CVS Midwest Tape has four pre-made lists for you to browse. These lists are located on the left 
side of the web page. 

• Hot New Releases: Click a format to view the latest, most buzzworthy titles added to the 
website in the Browse function. 

• Monthly Calendar: Select your format of choice to view each month’s new releases in 
the Calendar. 

• Children’s Titles: Choose a format to view top-selling titles specific to this collection in 
SmartBrowse. 

• Cat2Cart: Click a format to view every title featured in this month’s Buyer’s Guides in 
SmartBrowse. 

3. To perform an item search, you can use the large search bar and enter title information. Or 
select the Search button from the menu bar. This will open a Searching for Titles page. Use the 
filters on the left side to narrow your search. 

Add to Cart: From the Item Record 
Regardless of how you choose to find items, there are a few things to look out for in the item 
records in CVS. When you have found the title, you want to add to your cart, open it by clicking 
the cover art or blue Title. 
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1. Once in the item record verify the item information:  
• Title 
• Abridged or Unabridged audiobooks will be identified as part of the title information. 
• Format: Ensure you are buying the format you want. This is particularly important for 

DVD, Blu-ray, and Blu-ray combo pack (contains both Blu-ray and DVD.) **Please note: 
You cannot purchase digital items from CVS. 

• Street date: This is the release date. If not available, the item will say Coming Soon. 
Release date for allotments should not exceed October 31st of the current year. 

• Price: Both the full and discounted prices are displayed. Prices are approximate until the 
item is received by PRLS. 

 

2. Once in the item record, scroll down until you find “Formats & Media Types”  
3. Click the black arrow on the ribbon beside the small image of the items cover. 

 
4. This will give you the option to pick the correct fund and media type from the drop-

down list and put the quantity of the item you want beside your library code. This 
information is required to be able to purchase the cart.
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5. After you have input all the information required, click the green cart button to add the 
item to your cart. (If you don’t have a cart created, it will give you the option to create 
one at this point.) 

 

Note: If you select allotment, PRLS will deduct the cost of the item from your library’s allotment. 
If you select bill direct, your library will be invoiced by PRLS for the item. 

Add to Cart: From a list 
1. You can also add an item to your cart directly from a pre-made list or from a list of 

search results. Verify the item information:  
• Title 
• Abridged or Unabridged audiobooks will be identified as part of the title information. 
• Format: Ensure you are buying the format you want. This is particularly important for 

DVD, Blu-ray, and Blu-ray combo packs (contains both Blu-ray and DVD). Combo packs 
should be in their own separate cart as they are ordered on a separate account (they can 
be split later by PRLS staff if they notice that the library forgot).  

• Street date: This is the release date. If not available, the item will say Coming Soon. The 
release date for allotments should not exceed October 31st of the current year. 

• Price: Both the full and discounted prices are displayed. Prices are approximate until the 
item is received by PRLS. 
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2. Enter the quantity of item copies you want to purchase. Ensure the correct cart is 
selected in the cart dropdown menu. If a cart 
does not already exist, you will need to create 
one.   

3. To purchase an item, you must fill in the fund 
information. When adding from a list you must 
select the gray arrow located beside the cart 
information. This will open more product 
information  

4. Select the fund code (allotment or bill direct) and the collection code for the item. This 
will also inpact the spine label information. Enter quantity in the box next to your library 
code. 
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5. Finally click the cart button located next to the price to add the item to your cart. 

 

Carts 
You can create a cart directly from the item record, and select New Cart from the “to cart” drop-
down menu. Please build carts separately for allotment and bill direct. Add a Cart name (include 
library code and fund information), Account and click Create.  

 
View and Edit Carts 
View the items in your cart by clicking View Cart at the top of the page. A carts details will 
display

 

To remove an item from your 
cart, select the check box 
beside the item and click 
delete. 

 

 

Switching Carts 
The cart you have interacted with most recently will always display at the top of the web page. 
To switch between carts, click the Switch Carts link located under the large search bar. Select 
the appropriate cart from the pop-up list. 
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Once you have added the item to your cart, a cart icon will appear beside the product ID in the 
item record. If you hover over the icon, you can see the cart the item was added to and the 
number of copies. 

 

 

Replacement Discs 
Some items have replacement discs available for purchase. Instead of replacing an entire 
audiobook or TV season, you can choose to purchase the single lost or damaged disc. 

Locate the item and open the 
item record. If an item is eligible 
for the CVS replacement 
program, this is indicated at the 
bottom of the record. 
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To order a replacement disc: 
1. Click on the replacements 

available link.  
2. This will open a split screen 

with the disc information.  
3. Select the disc you want to 

replace from the list 
provided. (The selected disc 
will be highlighted in blue.) 

4. Follow the same steps for 
adding items to cart and 
then click the cart icon. 

 
 

If you receive an item with damaged dics, contact the PRLS Finance Clerks at orders@prls.ab.ca  
immediately about a replacement. 

  

mailto:orders@prls.ab.ca


10 
 

Submitting Order 
When all your items have been placed in your cart verify the correct title, formats, funds have 
been selected. 

**Please note: You will need to manually select the fund and media type for each item once it’s 
been input into your cart.  

At the bottom of the View Cart page, click on the ‘Send Cart’ button. **Do not press the ‘Place 
Order’ button. 

 

Select “00-Orders,PRL” as the recipient of the cart. You may also rename the cart and add 
additional comments at this point. Then click send. 

 

Your cart has been sent to the PRLS Finance Clerks. You will receive an email from CVS with a list 
of items in the cart. 
When the order has been processed by PRLS, you will also receive an email from the PRLS 
Finance Clerks. Note: Orders for Blu-ray/DVD combo packs may take longer to be processed. 

If you have any questions, please contact your PRLS Library Consultant. 
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