
HOW TO: CURBSIDE SERVICE and APPOINTMENT ONLY COMPUTERS 
We will be offering curbside and appointment only computers until phase 3 (tentatively May 
25th). Tuesdays and Thursdays 10am – 2pm. 
 
Material Drop Off 

 Please continue to return all items to the drop box, even movies as of right now, as we 
have to handle them separately, sanitize, and isolate the materials.   

 We are checking the box at least 2 times a day. 

 At curbside, please do not give any items back, but rather drop them in the drop box at 
the lower lot and we will get them! 

 Don’t worry about due dates, they are pushed way back. Just return when you are done. 
 
NOTE: Staff will be taking precautions to stay safe including gloves, mask, and distance when 
possible. We will also be doing these things for your safety and we hope you will make the 
same considerations for us.  
 
Curbside Material Pick Up 

 We would like for you to visit our website at https://parkecountypl.lib.in.us/ and click on 
the “Search Catalogue” tab. This will allow you to search within our library (search only 
Parke County Public Library) and place items on hold. If you know your pin, you can log 
into your account with your library card and pin.  

 You may also call the library and leave a message for the items you would like but you 
need to tell us the title of the book, audio, DVD, or other item you are wanting. Please 
leave your name and phone number. 

 On Tuesday or Thursday, pull up to the library in a parking spot marked “Pick-up” and 
call the phone number on the sign.  

 Let the staff member know your name and the parking spot you are in and staff will 
deliver the items to your vehicle, verify your name and/or library card, and you are 
ready to go. Please have proof of your name and/or Library Card with you! 
 
 

Curbside Document Services 
We are currently not charging for document services as we know demand is high and access is 
low. If you would like to make a donation, feel free to do so. We are here to serve to the best of 
our ability!  

 PRINT 

o If you need to print items, email it to print@ricohprintcloud.com and you will get 
a reply with a code. When you come to the library, pull into a “Pick Up” spot out 
front and call. Give us the code and we’ll print it for you and bring it out! 

o You can also email parkecountypl@gmail.com with what you need printed as 
well as your name and phone number, we’d be glad to print that for you and you 
can pull in to a “Pick up” spot during our curbside hours and we can run it out to 
you. 

https://parkecountypl.lib.in.us/
mailto:print@ricohprintcloud.com
mailto:parkecountypl@gmail.com


 FAX 
o If you need to send a fax, please come to the library during our Curbside hours 

and pull into a “Pick Up” spot. Call and let us know that you need to send a fax 
and what parking spot you are in. We’ll run out to you, grab the info and get it 
faxed for you. 

 SCANNING/OTHER 
o If you need a scan or have something scanned to email, stop by during curbside 

hours, pull into a “Pick Up” spot, and call us. We’ll run out to you, get the 
information and get it scanned and sent and run your originals back to you. 

o Please call during Curbside hours or leave us a message and we’ll get back to you 
to best fill any other needs. 

 
 
Curbside iPad Use 
During Curbside hours, pull up to a spot that has a sign denoting “iPad” usage. 

 Call the Library and tell them which parking spot you are in and give them your name 
and phone number.  

 Staff will deliver a sanitized iPad in a case, you’ll have a 45 minute window to use the 
iPad. 

 Designated staff will remain nearby for assistance as needed and will collect the unit at 
the end of your time window. 

We know it isn’t a computer and it may be a little more difficult to navigate but we think this 
will be a way to enable patrons who have ESSENTIAL BUSINESS (ie. Filing unemployment, TANF, 
SNAP, stimulus filing) to utilize a resource they may not have access to otherwise.  
 
Printing will not be available from the iPads, so please bring a note pad to write essential 
numbers and information as needed.   
 
Appointment ONLY Computer Use 
This service is for ESSENTIAL USE ONLY. Checking email, printing documents, filing for 
unemployment and other benefits, etc.  We are offering this because we know many need this 
access, please be respectful and use it for something you NEED. 

 Please call and leave a message at the library to schedule a computer appointment. 

 During Curbside hours, into an unmarked upper rear lot parking spot or unmarked 
front parking spot. 

 We ask that you please wear a mask when you enter the building. 

 Please use the front door or let the staff know if you need to use the downstairs 
entrance for access to the elevator. 

 You will have 30 minutes on the computer and of course, printing is available.  

 Designated staff will remain nearby for assistance as needed.  

 Keyboards will be covered with Cellophane and the mouse in a plastic bag to make 
sanitizing between computer appointments easier. Please leave this on the computer. 


