
Online Faculty Requisitions                 
   City, Mesa, Miramar, 
             Bookstores

1. Faculty Requisition URL-click
2. Enter User name = please call your campus bookstore for more information
3.  Password =   please call your campus bookstore for more information
4.  Click         + Create new Requisition

5.  Select term    Current Term   (using drop down arrow)

6.  Select your assigned course:
(using drop down arrow)



Dept



Course

Section (check boxes-multiple sections can be checked if all sections will          

               use the same materials)

Instructor-using drop down arrow – select you r name

Coordinator = Dept Chair- using drop down arrow select your dept chair, if your dept chair is not approving requisitions select  Required No Chair -continue.

7. Enter estimated enrollment – total enrollment for all sections on this requisition

8. Course Packs-check box if Packet required 

9.  Additional /New Supply items check box if additional supplies are required
(previously used required supplies will appear in select textbooks under course history)
10. Comments Box- may enter new supply item or any other critical information

11. No Textbooks required- ( check box if applicable)

12. Select Textbooks – Review and click to select using:

Course History -shows all materials previously used for this course-for all    

  campus faculty -  will show if new additions are available.



Add New Book- (or bundled package, access code, etc) not currently used




Search Textbooks-by ISBN or author- within the SDCCD database



My Favorites- individual faculty list of materials created by you

     Click review and Submit

13.  Usage- Select Optional or Required

14.  Need the latest edition-Check box if needed for course

15.  Is this a Bundle? - Check box if so, note requirements as needed
16.  Special instructions- other details, any edition allowed, must have access code, etc

17. Click     Save and Add this to this Requisition

18.  Selected materials are listed in Right column- then Click Review and Submit

19. At Review and Submit (Final Review)



Click Modify if changes are needed (may delete and add new items)

20.  Save and…



 Save this requisition if you want to return at a later date (not submitted)



Save and submit this requisition (final) you will receive confirming email
