BOOK ORDERS

1.       Instructors are to place their book orders online using Follett’s online book ordering service.

2.       Follett is offering one-on-one tutorials for instructors.  Contact Andrea at the Bookstore at x.4715 if you would like to schedule one of these. 
3.       Once an instructor has set up their account and input their book order, the instructor is required to collect all of his/her email confirmations and forward them on to the Department Chair.* The Department Chair will let his/her faculty know the deadline by which the email confirmations shall be submitted.
4.       Each Department Chair is responsible for the collection of these electronic book order receipts (email confirmations) and in turn, submitting them as a complete department submission to Elle.

5.       Each Department Chair shall electronically submit their complete department list to the Division Office on or before the book order due date. These will be sent on as a complete Division Order to the Office of Instruction.
6.       Neither Department Chairs nor Instructors are to submit individual book orders to the Division Office. Department Chairs are to wait until they have collected the entirety of their department book order receipts (email confirmations).

7. Department Chairs: Copy and paste all book order receipts (confirmation emails) into a word document. It should include a heading in the document itself stating the department, semester, and year. Ex. AUTO Book Orders Fall 2010. Please title the attachment similarly. Submit a separate word document for each department to Elle on or before the due date.
**If you have courses that do not require books, the Bookstore is asking that we submit a book order under the course and ticket number indicating in the comments section that no books are required. This assures that our Division meets and is in compliance with the Office of Instruction as per the new federal HEOA law. We are required to account for the class, books (or lack thereof) including the ISBN numbers (or lack thereof in this case). We are obligated to complete these book orders as a reporting component. 
 

Following is the link to the bookstore where you can place your orders: www.saddleback.bkstr.com
 

If you have any questions while conducting your book orders, you can call Andrea at the bookstore at extension 4715. She is willing to walk you through the process over the phone or to come to your office to give you a tutorial.
