To add textbooks using course history:

1. Click the Course History link.

2. All available textbook history for this particular course will appear (Fig. 77).  If you want to see course history from a specific term, use the “Filter by Term” menu.

NOTE:  If there is no course history for a particular course, the bookstore may not have past terms available in the Textbook Requisition system database.  Contact the bookstore for more information.

Figure 13: Course History
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3. To add a title to the requisition, click the Select This Book link (Fig. 77).

4. Set the book parameters for the title you selected (Fig. 78).

Figure 14: Book Parameters
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5. Click the Save and Add to This Requisition button.  The title will display beneath the Selected Textbooks header on the right side of the screen (Fig. 79).

Figure 15: Title Added to Requisition
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6. You can add other books using course history or add titles using other available methods (book favorites, search, and manual addition) until all necessary titles have been added to the requisition.  Click the Review and Submit button when you are finished.
To add textbooks using your book favorites:

1. Click the My Favorites link.  (The screen may automatically open to this option if you have books saved as favorites.)

2. To add a title to the requisition, click the Select This Book link (Fig. 80).

Figure 16: Book Favorites

[image: image4.jpg]Create a New Requi

Select Textbooks
Selact the taxtbaoks for this requisition balaw,

For ADVOCACY 203, section 1, 2, 3 (Sam Samuelson) modify Selected Textbooks
There are no books
My Favorites | | Search Textbooks | | caurse History | | add a new Book S he e
* ADVOCACY & OPPOSITION
.\ Authori RYBACK
‘@; 1SBN: 0-205-48876-1
« SQ® Publshers Ats ; Edion: & Gopyrights 08; Volume: 5
Aidvocicy
Opposition
Delete This Book From Your Favorites Select This Book
ADVOCACY AFTER BHOPAL
Author: FORTUN
1SBN; 0-226-25720-7
Publishers UCP 5 Eaiions s Copyights 01; Volume: 5
Delete This Book From Your Favorites Select This Book

Review and submit>>

Cancel




3. Set the book parameters for the title you selected (Fig. 81).

Figure 17: Book Parameters
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4. Click the Save and Add to This Requisition button.

5. A message will display beneath the title in the search results to note that it has been added to the requisition.  The title will also display beneath the Selected Textbooks header on the right side of the screen (Fig. 82).

Figure 18: Title Added to Requisition
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6. You can add other books from your favorites or add titles using other available methods (search, course history, and manual addition) until all necessary titles have been added to the requisition.  Click the Review and Submit button when you are finished.

To add textbooks manually:

1. Click the Add a New Book link.

2. Fill in the fields to add a textbook manually.  You must enter at least the title, author, and ISBN (unless you check the “ISBN unknown” box) (Fig. 83).

Figure 19: Enter a Textbook Manually
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3. Click the Create Book button (Fig. 83).

4. Set the book parameters for the title you selected (Fig. 84).

Figure 20: Book Parameters
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5. Click the Save and Add to This Requisition button.

6. The title will display beneath the Selected Textbooks header on the right side of the screen (Fig. 85).  If you entered an ISBN that already exists in the book database, though, you’ll get a message asking you to select the existing book record or cancel.

Figure 21:  Book Manually Added to Requisition
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7. You can add other books manually or add titles using other available methods (favorites, search, and course history) until all necessary titles have been added to the requisition.  Click the Review and Submit button when you are finished.

(Back to Adding Textbooks to a Requisition)

1. Review the requisition to make sure all information and textbook selections are correct.

2. If you want to save the requisition but you are not ready to submit it to the bookstore, click the Save button.  If you are ready to submit the requisition to the bookstore, click the Save and Submit button (Fig. 86).

Figure 22: Review Requisition
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3. If you save the requisition, you can modify it until you are ready to submit it.  It will appear on your home page in the Textbook Requisitions system.  If you submit the requisition, it will also appear on your home page, but you may not be able to edit it .  Both the “save” and “submit” screens will allow you to create a new requisition based on the current requisition and to print the current requisition (Fig. 87).

Figure 23: Requisition Details
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