Dear Shoreline Faculty and Staff,

Spring 2009 textbook requisitions can now be entered online.  Orders are due no later that Friday, February 13, 2009.

Faculty members have now been assigned their own personal USERNAME and PASSWORD for this site.  The username of your email address listed on the campus directory has been assigned as your USERNAME within the Textbook Requisition program.  
All faculty members have been given the PASSWORD: SHORELINE.  
For example:  mtotten@shoreline.edu would login as follows:
User name:
mtotten
Password:

shoreline
Textbook Requisition can be submitted at the following link.
http://textreq.thecampushub.com/v3.0/Login.aspx?bookstore_id=2223
Please note that this is a new link.  Previous links are no longer valid. 

Once logged in (see above for password), additional instructions can be located by selecting the HELP tab.  Please feel free to contact me for assistance if you need it.

This link is also available at the bookstore's website, http://www.shorelineccbookstore.com/site_links.asp, and then clicking Faculty Textbook Submissions.

Course numbers and item numbers have been preloaded for you!  It is highly recommended that you know the item numbers of your courses before you begin.  These can be obtained through the class schedules online (www.shoreline.edu), the printed version or from your division contacts.

PLACING A NEW REQUISITION

After logging in (see above for instructions), 

1.
Click the +Create New Requisition button
2.
Select the Term, Department and Course from the dropdown menus.
3.
Check the box(s) next to your item/section number.  If your item number is not listed, click create new sections.
4.
Select the instructor and coordinator from the dropdown menus.
5.
Enter the estimated enrollment in the box provided.
6.
Enter comments if necessary.
7.
Click either the SELECT TEXTBOOKS OR NO TEXTBOOKS REQUIRED buttons.
8.
Enter books which will be used for this class from the various tab options.  The procedure works by first looking up a book or manually entering it, then clicking Select This Book and then Save and Add to This Requisition which will move the book into the Selected Textbooks column on the right of the screen.  This step should be repeated for all books which are to be ordered for this class.
9.
Review your order by clicking: Review and submit.
10.
After reviewing and to finalize, click Save and submit this requisition.  
Once submitted, an email confirmation will shortly be sent you.
IMPORTANT:  IF YOU DO NOT RECEIVE THIS EMAIL, YOUR ORDER MAY NOT HAVE BEEN SENT TO

THE BOOKSTORE!  In this case, please contact the bookstore.

Please note that 2009 Spring quarter textbook requisitions are due

February 13th, 2009.  Orders received after this date may not appear on our end of the quarter buyback list and can also be delayed in arriving by the beginning of Spring quarter.

Mark Totten

Assistant Bookstore Manager

Shoreline Community College Bookstore

Tel: 206/546-4790

Fax: 206/546-9730

mtotten@shoreline.edu

www.shorelineccbookstore.com

Office Hours:  10:00 am - 6:00pm M-Th & 8:00 am - 4:00 pm F

