UFV
Bookstore

Online Course Adoptions - Faculty Guide

The Online Course Adoption application enables faculty to select the textbooks which they require
for their courses and notify the bookstore of their selection through the bookstore's website. As it is
web-based, Online Course Adoptions can be accessed from anywhere, enabling professors and
instructors to order their books for a new term without having to come into the store or even onto
campus.

In addition to adding new books to a course, the textbooks which were used for the course in
previous semesters are listed by the Online Course Adoptions application, making it easy to adopt
the same materials again.

Accessing the Online Course Adoptions

To access the Online Course Adoptions
application, go to the CourseAdoption section
of your bookstore's website -

Sign in
httpy/fufv.bockware3000.ca
Your connection to this site is not private

http://ufv.bookware3000.ca/eSolution/adoption/

Username

You will be prompted for auser name and

password. Your password is typically your last

name (all caps) and the password can be

Erovided by your Department Assistant or the
ookstore Supervisor.

Password
Sign in Cancel

Both the user name and password are case
sensitive.

When the user name and password have been correctly entered, the Choose your Campus page
will appear.

? On each Course Adoption page there is a Help button in the top right corner. Click the Help
./ button for more information about each page.

1. Accessing the Courses

Once the Choose your Campus page has loaded, select your campus. The Semester page will
appear; select the appropriate semester/term for the course. The Department page will appear next;
again select the appropriate department for the course.

After these three selections have been made, a page will appear which lists all courses for that
campus, semester and department.
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2. Selecting a Course o g N

. . o™ TRASER VALLEY
If the course you want is displayed on the :

page, select it by clicking on the course
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Home

code. The Course Details page will e couree Aseptons 8929
appear.

Choose your Program from the listing below

Software
= 7 MACS - Media & Communication Studies ,
The Course Details page allows you to e [ e
adopt the books for your courses. See s R -
below for further instructions. el
I;ny Shopping Cart “ ;E’J,G ?g:gla"”\f, o -
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3. Adding a Course

& If the course you want is not displayed on the page, create the course by clicking the Add New
S/ Course button.

When you click Add New Course, the Add a Course dialog box will appear.

Enter the course code, course description, professor/teacher name and estimated enroliment for the
new course. All boxes, with the exception of the Teacher box, must be completed for the course to be
added.

Click Add Course to create the course. To clear the boxes, click Reset Fields. To clear the boxes
and close the dialog box, click Cancel.

Once the course has been added, the new
course information will appear on the

Webpage. Add Course X
Enier the course code, course descnption, instruchor, & estimated ennoliment

To add textbooks/items to the new course, Course Code: '

click the course code link to display the Course Descriptian:

Course Details page. Instructor:
Estimated Enroliment:

The Course Details page | Add Course Reset Fields || Cancel |

allows you to adopt the books for your

courses.




Adopting Books

On the Course Details page, the course information (campus, semester, department) will be
displayed at the top of the page. By clicking on the campus, semester or department links at the top
of the page you can change the campus, semester or department you are working with.

The table beneath the course header lists all the
items which have already been adopted for that
course.

The textbooks and items which were used when
that course was taught previously will appear in
additional tables which are displayed beneath
the first table.

From the Course Details page you can add
books to, and remove books from, the course.

Location: ABBOTS - FALL18 - HIST - HIST101AB2

Online Course Adoptions ‘/ % ?/ g

Submit Changes |

HIST101AB2 - - Fall Semester 2018

‘» Add New Item

ragram: HIST No Book Required
et an-zm Enroiment:38
iSBN # it Author  [Publisher ':::‘ status|

E= o= = ..

Ji5 Al i

73 ‘back [Oxford Unev Press-

g Dushame =
ac) T T radesCal

Insiructor: Robin & Enroiment: 3

isBN # Title Ed fov Author  [Publisher ';:;' |Add
osoacrates T o Feserbsck (50) Rea
22000005081 [Cp: Hist 101 Canads Before Confecerstion  |F18 |Paperack (3C) |Anderson |JFV Prining |Req

1. Adding a Book Which You Have Previously Used
If the textbook you want to add to a course was used in a previous course, click the check box for the

item in the Add column.

Note: Books can be selected only from one previous semester at a time.

KS’ Add New Item

Campus: ABBOTS Program: HIST No Book Required
Instructor:lan Rocksborough-Smith Enroliment:38
==
1sEN # Titie Ed|cv. Author  [Publisher s:: Status
2720195308242 [Mohawk Ssint Ehbstheck (|ETee Tlommdhemst g
isc) alen |Fress

|nterpretng Canadas Pas Pra — [Peceroeck (Oxford Univ Press.
c720180020256 5 Duchsrme Re

SRR ) anfederation Resdar 5oy T radeiCal 3
HIST101AB2 - - Fall Semester 2017
Instructor: Roban Anderson Enrofiment: 35
isEN # Titte Ed. |ov Author  [Publishe RE:' Add
0202072188 |The Pacole OF New France Faoebsck (BC) [Req
38200005031 |Cp: Hist 101 Canads Before Confederation F18 |Paperback (BC) |Anderson |UFY Prifking |Reg

After all items (from a single semester)
which you want to add have been
selected, click Add to Course. If an item
you selected has already been adopted
for the course, a second one will not be
added.



2. Adding a New Book

If the textbook you want to add to a course has not been used previously for that course,
\/ click the Add New Item button.

The Add/Update Item dialog box will appear. Enter the item's ISBN, edition (if available), title,
author, and publisher.

Choose the cover type from the pull-down menu, and select whether the item is required or
suggested for the course.

You may also add an additional note to the item, if needed. Boxes marked by an asterisk (*) must
be completed.

To add the book to the course, click Add/Update Item. To clear the boxes, click Reset Fields. To
clear the boxes and close the dialog box, click Cancel Add Item.

3. Cancelling a Book

To cancel a textbook which has been adopted for a course, click the blue check mark button in the
Status column. The button will change to a red X which indicates that the item has been cancelled
and will not be listed for the course. Click the button a second time to change the button back to a
blue check mark.

Online Course Adoptions “/ %} 7/ ﬁ

Submit Changes |

HIST101AB2 - - Fall Semester 2018
‘y Add New ltem

Campus: ABBOTS Program: HIST No Book Required
Instructor: lan Rocksborough-Smith Enrcilment:36

ISEN * Title Ed.fCv. Author  |Publisher ';Eq' status
ug

Faperback  |[Gresr, (Cicford University

(BC) EAEL] Frezz

@T20185308248 [Mohawhk Saint Req

nierpreting Canada’s Past: Pre- . [|Faperback (Oxford Univ Press-

ay i R
Ducharme 3 ieq
(Confederation Reader (EC) Trade/Cal

2T30182020250

HIST101AB2 - - Fall Semester 2017

Instructor: Robin Andersen Enroliment: 28

ISEN # Title Ed. [cv Author  |Publisher ';Eq' ndd
ug
8020723168 |The People OFf New France Paperback (BC) Req
28200005031 |Cp: Hist 101 Canada Before Confederstion F18 |Papesback (BC) |Anderson |UFY Prining |Req
Add
ngm -
4. Editing Book Information

If any of the information entered about a textbook is incorrect, you can change the information by
clicking on the title of the item. The Add/Update Item dialog box will appear. Change the necessary
boxes and click Add/Update Item. To reset the boxes to their original information, click Reset Fields.
To reset the boxes and close the dialog box, click Cancel Add Item.



5. Modifying Course Information

If the professor/instructor name or enrollment number for the course is incorrect, you can change the
information by clicking the professor name or enroliment number which is just above the table of
textbook adoptions.

Modify Course Information X When yOU C“Ck “lnStI’UCtOF” or

Enter the course code, course descriplion, instructor, & estimatad - “ ) .

G i i e # 2 2 Enrollment”, the Modify Course
Course Code: HIST101ABZ J 4 / . . .

e [ Subrat Chianges | Information dialog box will appear.
instruetor lan Rocksborough-Smith Change the necessary information

Estimated Enrofiment: 36

and click Update.

Update || Reset Fields || Cancel

v Add New Item

o, s No Book Required To reset the boxes to their original
T e T ne i information, click Reset Fields. To
4780105309048 |Monai Seint PR (S RN reset the boxes and close the
G7a0to00zn2se) PN Canada's Past Fre B Gl T L dialog box, click Cancel.

HIST101AB2 - - Fall Semester 2017

Choosing Another Course

Once you are satisfied with the books listed for the course, you can choose another course in your
department by clicking the department link at the top of the page. If you would like to choose a
course in another department, click the semester link and then choose the department you want. You
can also click the campus link to choose a course in a different semester.

Viewing and Printing an Adoptions Report

Once your course adoptions are complete, you can view and print a list of all the books you have
added and changes you have made.

% Click the Report button at the top of the page to open the Adoption Report dialog box.
—d

Choose the period of time for which you would like to see the adoption additions and changes. The
current date will be selected by default. Click Submit Query to see the list of additions and changes
for that period of time. As this report is based on your user name, you will only see the additions or
changes which you have made.

To print the Adoption Report, click Click Adoptions Report X
Here to .VIeW a prlntab!e version. Th_e ] From the pull-down menus below, chopse the date wou
report will be displayed in a format which is il et ey ety BB Sk
more easily printed.

: ' 2012
Choose Print from your web browser's File fanl Sep v | 28 '_f':' ' _
menu or click Control+P to print the report. To:| Sep v |28 v [2018 v | Submit |
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