
Textbook Orders at a School

Place an order with the State Office of Instructional Materials for materials 
needed at a school.

Create an Order
 1. Log in to the school.             
 2. Select Catalog > Order Textbooks > Track sub-tab. 

 3. Click Add New Order.      

 4. Enter the contact information. 
 5. Do one of the following: 

To... Then...

Use the  a. In the first drop-down, select Create List.

To... Then...

State ID  b. Enter the State ID and Quantity.
 c. Click Add. The order information appears in the 

Order Details section.

 d. To change the number of items being ordered, 
enter the number in Site Requested. 
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To... Then...

Search for 
a title

 a. In the first drop-down, select Search for Titles.
 b. Enter the search term in the Find field.
 c. Select the field to search from the in drop-down.
 d. Click Go.
 e. Enter the quantity being ordered in Site 

Requested. 

 f. Click Select. 

Submit an Order
To submit the order immediately, click Save & Send; otherwise, to make 
changes and submit the order later, click Save. 

To submit the order and send it to the OIM, click Save & Send. A message 
confirms the order is in compliance with the order guidelines for the state.

A sent order appears in the Submitted section. The Office of Instructional 
Materials can handle the order in one of the following ways:
 l Approve the order as it was sent. When the order is approved and 

finalized, it moves to the On Order section. When it is fulfilled, it moves 
to the Shipped section.    

 l Adjust the quantities of some or all of the titles in the order, and then 
approve it.  When the order is approved and finalized, it moves to the On 
Order section. When it is fulfilled, it moves to Shipped.         
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 l Revive or send the order back to the school to make changes be 
resubmitted. The order moves to the Unsent section. 

 l Deny the order. The order moves to the Denied section. 

Track the Shipment
Once the Office of Instructional Materials ships the order, it appears in the 
Shipped section. 

View Shipment Details

Create and View Orders as a District User
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