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CourseTrak User’s GuideCourseTrak User’s GuideCourseTrak User’s GuideCourseTrak User’s Guide    
 
This manual will guide you through the use of the CourseTrak textbook management 
system.  Before the options described in this manual can be used, you must set up your 
system.  The needed settings are described in the CourseTrak Setup Guide.  If you do not 
have a copy of this manual, please contact Total Computing Solutions. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

In this manual, boldboldboldbold text denotes a menu option or field caption, italicized    text denotes the 
menu path to a screen, and “text inside quotation marks” denotes information that should 
be entered by the user. 
 
The screenshots shown in this manual were taken using the TCS Graphical User Interface 
(GUI).  If you do not have GUI, the screens will appear slightly different, but the fields and 
functionality will be identical. 
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 Vendor Maintenance (TX Vendor Maintenance (TX Vendor Maintenance (TX Vendor Maintenance (TX----VM)VM)VM)VM)    
 
To enter a new vendor or modify an existing one, follow these steps. 
 

1. From any menu in the CourseTrak system, enter “VM” to get to the Vendor Maintenance 
screen (TX-VM). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the Vendor IDVendor IDVendor IDVendor ID field, enter the first few characters of the vendor’s name or if you know the 
system assigned vendor number, enter it.  If the vendor is not found in your system, enter “.” 
to add it.  A new vendor ID number will be assigned to your new vendor.  This is a required 
field. 

 
3. In the Sort CodeSort CodeSort CodeSort Code field, enter any code that might help you find this vendor later.  For 

example, a good sort code for the publisher Prentice Hall might be “PH”.   
 
4. In the Type Type Type Type field, enter “D” if this vendor is a distributor, “P” if it is a publisher or “W” if it is a 

wholesaler.  For a list of types, enter “??”.  This is a required field. 
 
5. In the BIP CodeBIP CodeBIP CodeBIP Code field, enter for this vendor the publisher code provided in the Books in Print 

database.   
 
6. In the WBG CodeWBG CodeWBG CodeWBG Code field, enter for this vendor the publisher code provided by the wholesaler, 

as found in the wholesale buying guide.   
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7. In the Alt Ordr VndrAlt Ordr VndrAlt Ordr VndrAlt Ordr Vndr field, enter the vendor to which you would like to send orders for this 
vendor.  When creating purchase orders for this vendor, they are first created for the 
alternate vendor if there is one listed.  If this field is left blank the order will be created for 
the original vendor.  

 
8. In the Alt RtrnAlt RtrnAlt RtrnAlt Rtrn Vndr Vndr Vndr Vndr field, enter the vendor to which you would like to return items for this 

vendor.  When creating returns for this vendor, they are first created for the alternate vendor 
if there is one listed.  If this field is left blank the return will be created for the original 
vendor.  

 
9. In the NameNameNameName field, enter the name of the vendor.  This is a required field. 
 
10. In the three AddressAddressAddressAddress fields, enter the vendor’s ordering address.   
 
11. In the City City City City field, enter the city where the vendor is located.   
 
12. In the StateStateStateState field, enter the state where the vendor is located.  
 
13. In the ZIPZIPZIPZIP field, enter the vendor’s zip code.  It must match the format for a zip code 

(“[#####] “ or “[#####]-[####]”). 
 
14. In the ContactContactContactContact field, enter the name of your contact with the vendor.   
 
15. In the PhonPhonPhonPhone Nume Nume Nume Num field, enter the phone number where your contact can be reached.  This 

must match the format for a phone number (either 7 numbers or 10 numbers).  You do not 
need to enter dashes.   

 
16. In the ExtExtExtExt field, enter your contact’s extension. 
    
17. In the FaxFaxFaxFax field, enter your contact’s fax number.  This must match the format for a phone 

number.  
 
18. In the PrepaidPrepaidPrepaidPrepaid field, enter “Y” if this vendor uses Proforma (prepaid) invoices.  Otherwise, 

enter “N”.  
 
19. In the SAN #SAN #SAN #SAN # field, enter the vendor’s Standard Address Number.  This must be in the correct 

format (6 numbers plus a check digit).  If the incorrect check digit is entered, the system will 
replace it with the correct one.  You should make sure that the number is correct after you 
have gone on to the next field.  

 
20. The LLLLast Updateast Updateast Updateast Update field is automatically populated with the date this vendor was last updated. 
 
21. In the Average Ship DaysAverage Ship DaysAverage Ship DaysAverage Ship Days field, enter the average amount of time that it takes a shipment 

from this vendor to arrive from the time the order was placed. 
 
22. In the MinimuMinimuMinimuMinimum Order Qty m Order Qty m Order Qty m Order Qty field, enter the minimum number of items that this vendor will 

allow you to order. 
 
23. In the Minimum Order AmtMinimum Order AmtMinimum Order AmtMinimum Order Amt field, enter the minimum amount of money that this vendor will 

allow you to spend. 
 
24. In the Default Ship CodeDefault Ship CodeDefault Ship CodeDefault Ship Code field, enter the default shipping code for Purchase Orders sent to 

this vendor.  For more information on shipping codes, see the section Shipping Codes in the 
CourseTrak Setup Guide. 
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25. In the Backorder CodeBackorder CodeBackorder CodeBackorder Code field, enter the vendor’s backorder code.  For more information on 
backorder codes, see the section Setting Up Backorder Codes in the CourseTrak Setup 
Guide. 

 
26. In the List/NetList/NetList/NetList/Net field, enter “L” if items from this vendor use list price, or “N” if they use net 

price. 
 
27. In the Account NumberAccount NumberAccount NumberAccount Number field, enter the store’s account number with the vendor. 
 
28. In the Internet AddrInternet AddrInternet AddrInternet Addr field, enter the vendor’s web page or e-mail address.  
 
29. In the EDI Format NameEDI Format NameEDI Format NameEDI Format Name field, enter “PUBNET”, “EASYLINK”, or “EXPRESS”, depending on 

which type of EDI Order the vendor accepts.  If the vendor does not use EDI orders, leave this 
field blank. 

 
30. In the Rapid RespRapid RespRapid RespRapid Resp field, enter “Y” for Yes or “N” for No.  If the vendor does not use EDI orders, 

leave this field blank. 
 
31. In the EDI NumEDI NumEDI NumEDI Num field, enter the EDI number for the vendor.  If it is a Pubnet vendor, enter the 

SAN.  If it is an EasyLink vendor, enter the mailbox number or fax number. 
 
32. In the (Easylink W/L) Easylink W/L) Easylink W/L) Easylink W/L) Wantlist FormatWantlist FormatWantlist FormatWantlist Format field, enter “F” if the vendor uses the Follett Order 

Express format for its want lists, “M” if it uses the MBS format, “T” if it uses fax purchase 
orders, “H” if it uses host want list format, or “O” for another format.  If this is not an Easylink 
vendor, leave this field blank.  

 
33. In the Desk Copy Desk Copy Desk Copy Desk Copy –––– Phone  Phone  Phone  Phone field, enter the vendor’s phone number for requesting desk 

copies.  This must match the correct format for a phone number. 
 
34. In the ExtExtExtExt field, enter the extension of the desk copy request department. 
 
35. In the FaxFaxFaxFax field, enter the desk copy request department’s fax number. 
 
36. In the RepRepRepRep field, enter a representative of the desk copy request department. 
 
37. In the CommentsCommentsCommentsComments field, enter “Y” if you want to set comments that will be printed on all 

purchase orders sent to this vendor.  You will be given an opportunity to enter the 
comments.  If you do not wish to enter comments, enter “N” in this field.  After entering a 
“Y”, a box will appear to allow you to enter comments.  You can enter as many lines as you 
like, but when you are looking at the comments from the Vendor Maintenance screen, only 
the first line will appear.  This is normal, and the rest of your comments still exist. 

    
38. Press [ENTER] to update and save the vendor, “X” to Cancel, or “M” to Modify. 
 
39. The Additional Ordering screen and Returns screen will be covered in the next two sections. 
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Vendor Maintenance Additional Ordering Screen (TXVendor Maintenance Additional Ordering Screen (TXVendor Maintenance Additional Ordering Screen (TXVendor Maintenance Additional Ordering Screen (TX----VMVMVMVM----A)A)A)A)    
 
The Vendor Maintenance process involves entering data on several screens.  This section 
describes the Additional Ordering Screen. 

 
1. From the Vendor Maintenance screen’s command line, enter “A” to get to the Additional 

Ordering Screen (TX-VM-A). 
 
 
 
 
 
 
 
 
 
 
 

2. In the AccAccAccAccount Numberount Numberount Numberount Number field, the account number that was entered in the main ordering 
screen will automatically populate this field. 

 
3. In the Payment TermsPayment TermsPayment TermsPayment Terms field, enter the default terms for payment to this vendor.  For more 

information on payment terms, see the section Setting Up Payment Terms in the CourseTrak 
Setup Guide. 

 
4. In the Delayed Billing DaysDelayed Billing DaysDelayed Billing DaysDelayed Billing Days field, enter the number of days after shipment that the vendor 

will wait before sending your store an invoice. 
 
5. In the A/P VendorA/P VendorA/P VendorA/P Vendor field, enter the accounts payable number from your accounting database 

that is associated with this vendor. 
 
6. In the Discount CodeDiscount CodeDiscount CodeDiscount Code, Discount FlagDiscount FlagDiscount FlagDiscount Flag, Discount Break PointDiscount Break PointDiscount Break PointDiscount Break Point, and Discount ValueDiscount ValueDiscount ValueDiscount Value fields are not 

currently used.   
 
7. Press [ENTER] to save the changes. 
 



CourseTrak™ Users Guide 

 

 

 12 
Copyright @ 2006 
Total Computing Solutions, LLC 

Vendor Maintenance Returns Screen (Vendor Maintenance Returns Screen (Vendor Maintenance Returns Screen (Vendor Maintenance Returns Screen (TXTXTXTX----VMVMVMVM----R)R)R)R)    
 
The Returns screen contains information on returning items to the vendor.  To enter the 
information, follow these steps. 

 
1. From the Vendor Maintenance screen’s command line, enter “R” to get to the returns screen 

(TX-VM-R). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the NNNNameameameame field, enter the name that you want printed on returns to this vendor. 
 
3. In the Address, City, State, and ZipAddress, City, State, and ZipAddress, City, State, and ZipAddress, City, State, and Zip fields, enter the address to which you want to send 

returns.  
 
4. In the Req Adr, Req City, State, and ZipReq Adr, Req City, State, and ZipReq Adr, Req City, State, and ZipReq Adr, Req City, State, and Zip fields, enter the address to which return permission 

requests should be sent.   
 
5. In the ContactContactContactContact field, enter the name of the store’s contact for returns with the publisher. 
 
6. In the Phone # Phone # Phone # Phone # field, enter the contact’s phone number. 
 
7. In the Fax #Fax #Fax #Fax # field, enter the contact’s fax number. 
 
8. In the AlloAlloAlloAllow Returnsw Returnsw Returnsw Returns field, enter “Y” if the vendor allows returns.  Otherwise, enter “N”.  If an 

“N” is entered, a warning will be displayed when books from this vendor are adopted. 
 
9. In the Permission RequiredPermission RequiredPermission RequiredPermission Required field, enter “Y” if you must request permission before returning 

books.  Otherwise, enter “N”.  If you enter a “Y”, a warning will be displayed when books from 
this vendor are adopted. 

 
10. In the Min Months For ReturnMin Months For ReturnMin Months For ReturnMin Months For Return field, enter the minimum number of months after the invoice 

that you are able to return items. 
 
11. In the Max Months For ReturnMax Months For ReturnMax Months For ReturnMax Months For Return field, enter the maximum number of months after the invoice 

that you are able to return items. 
 
12. In the Return Penalty AmountReturn Penalty AmountReturn Penalty AmountReturn Penalty Amount field, enter the amount that you are charged to return books.  

If a value is entered here, a warning will be displayed when books for this vendor are 
adopted. 
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13. In the Return Penalty PercentReturn Penalty PercentReturn Penalty PercentReturn Penalty Percent field, enter the percentage of the items returned that the store 

must pay to return them.  If a value is entered here, a warning will be displayed when books 
for this vendor are adopted. 

 
14. In the # Invoice Copy Required# Invoice Copy Required# Invoice Copy Required# Invoice Copy Required field, enter the number of copies of the invoice which must 

accompany the return. 
 
15. In the Vendor Invoice Maximum Vendor Invoice Maximum Vendor Invoice Maximum Vendor Invoice Maximum field, enter “Y” if the vendor will only allow a certain 

percentage of the invoice total to be returned.  Otherwise, enter “N”. 
 
16. In the Percent Invoice MaximumPercent Invoice MaximumPercent Invoice MaximumPercent Invoice Maximum field, enter the maximum percentage of the invoice that 

can be returned. 
 
17. In the Return CommentsReturn CommentsReturn CommentsReturn Comments field, enter any comments that you want to print on returns to this 

vendor. 
 
18. In the ShippingShippingShippingShipping Instructions  Instructions  Instructions  Instructions field, enter any special instructions for shipping returns to this 

vendor. 
 
19. Press [ENTER] to save the changes. 
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Master File Maintenance (TXMaster File Maintenance (TXMaster File Maintenance (TXMaster File Maintenance (TX----MF)MF)MF)MF)    
 
The master file contains information on all the books that you have entered into your 
CourseTrak system.  To enter a new book or change information on an existing one, follow 
these steps. 

 
1. From any menu in the CourseTrak system, enter “MF” to get to the Textbook Maintenance 

screen (TX-MF). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. In the ItemItemItemItem field, enter the ISBN of the book you wish to enter.  You can enter it with or 

without the dashes.  If you aren’t sure of the ISBN, you can search for it using cross-
reference by entering “[AUTHOR]/[TITLE]”, “[AUTHOR]/” or “[TITLE]”. 

 
3. If you haven’t copied the book to your database yet, your system will give you the option to 

search the wholesale guide and display a list of matching items.  If you want to search the 
wholesale guide, enter “W”.  Select the correct item, and enter “C” to copy it to your 
database. 
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4. If the item you have entered is not found locally, and your system is set up to use a Books in 

Print server, you will be asked if you wish to search for the item in the Books in Print file.  If 
you wish to check the file, click “Yes”.  Otherwise, click “Cancel”. 

 
 
 
 
 
 
 
 
 
 
5. If you are not set up to use a Books in Print server, you will be asked if you wish to add the 

item, copy another item, or cancel.  Click “Add” to add the item, click “Copy” to copy another 
item, or click “Cancel” to not add or copy an item. 
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6. If the item already exists in your database, you will be taken to the command line.  Enter “M” 
to modify the book’s information. 

 
7. The CrossoverCrossoverCrossoverCrossover field will list the ISBN of the book if it is also setup as a trade title and if the 

parameters are set for the crossover module to be TX.  If TR is set as the crossover module, 
there will not be anything listed in the textbook crossover field.  

 
8. The UpdatedUpdatedUpdatedUpdated field lists the last date the record was updated. 
 
9. In the AuthorAuthorAuthorAuthor field, enter the author’s last name.  This is a required field. 
 
10. The AdoptedAdoptedAdoptedAdopted field lists the most recent term the title was adopted in. 
 
11. The ReceivedReceivedReceivedReceived field lists the last date the title was received. 
 
12. In the TitleTitleTitleTitle field, enter the title of the book.  This is a required field. 
 
13. In the PublisherPublisherPublisherPublisher field, enter the publisher of the book.  You can enter the publisher’s ID 

number, sort code, or part of the publisher’s name. This is a required field. Publishers are 
setup in Vendor Maintenance.   

 
14. In the Edition NoteEdition NoteEdition NoteEdition Note field, enter any important information about the book. 
 
15. In the Edition Number Edition Number Edition Number Edition Number field, enter the edition number. 
 
16. In the Copyright YearCopyright YearCopyright YearCopyright Year field, enter the year when the book was copyrighted.  You can use 2 or 

4 digits. 
 
17. In the Ref. PriceRef. PriceRef. PriceRef. Price field, enter the vendor’s reference price for the book.  This is a required 

field. 
 
18. In the List/NetList/NetList/NetList/Net field, enter “L” for list pricing or “N” for net pricing. 
 
19. In the PrepricedPrepricedPrepricedPrepriced field, enter “Y” if the book is pre-priced by the vendor and the price cannot 

be changed.  Otherwise, enter “N”.  If the book is prepriced, the price will typically be printed 
on the cover of the book. 

 
20. In the StatusStatusStatusStatus field, enter the textbook status code that applies to this book.  For a list of 

codes, enter “??”.  For more information on textbook status codes, see the section Textbook 
Status Codes in the CourseTrak Setup Guide. 

 
21. In the New ClassNew ClassNew ClassNew Class field, enter the merchandise class for new copies of this book.  For a list of 

classes, enter “??”.  For information on merchandise classes, see the section Setting Up a 
New Merchandise Class found in the CourseTrak Setup Guide.  The default value for the 
store is automatically entered. This is a required field. 

 
22. In the Used ClassUsed ClassUsed ClassUsed Class field, enter the merchandise class for used copies of this book.  For a list of 

classes, enter “??”. For information on merchandise classes, see the section Setting Up a 
New Merchandise Class found in the CourseTrak Setup Guide.  The default value for the 
store is automatically entered. This is a required field. 

 
23. In the Category Category Category Category field, enter the book’s category.  For a list of categories, enter “??”.  For more 

information on categories, see the section Textbook Category Codes in the CourseTrak Setup 
Guide. 
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24. In the Bind TypeBind TypeBind TypeBind Type field, enter the binding type code that applies to this book.  For more 
information on binding types, see the section Textbook Binding Types in the CourseTrak 
Setup Guide. 

 
25. In the Part of SetPart of SetPart of SetPart of Set field, enter “Y” if this book is packaged with other items.  Otherwise, enter 

“N”.  If you enter “Y” a window to enter set flag codes will be displayed.  For more 
information on set flag codes, see the section Textbook Set Codes in the CourseTrak Setup 
Guide. 

 
26. In the Exclude W/L Exclude W/L Exclude W/L Exclude W/L field, enter “Y” if you would like to exclude this item from want lists.  

Otherwise, enter “N”. 
 
27. In the RetRetRetReturnableurnableurnableurnable field, enter “N” if this book is not returnable.  Otherwise, enter “Y”. 
 
28. In the Exclude BBExclude BBExclude BBExclude BB field, enter “Y” if you would like to exclude this item from buyback.  

Otherwise, enter “N”.  If you do chose to exclude it from buyback, you will not be able to 
enter an estimated buyback amount in the adoption process.   

 
29. In the Mail OrderMail OrderMail OrderMail Order field, enter “Y” if this book can be sold through mail order.  Otherwise, 

enter “N”. 
 
30. In the Include WebInclude WebInclude WebInclude Web field, enter “Y” if you want to include this book on your website.  

Otherwise, enter “N”. 
 
31. In the Alternate SourcesAlternate SourcesAlternate SourcesAlternate Sources field, enter any vendors besides the publisher who can supply this 

book.  When creating purchase orders for this book, they will be created for the alternate 
vendor. 

 
32. In the StoreStoreStoreStore field, enter the store number that you wish to set up prices for.  If you do not 

have access to the store you are attempting to set up, the system will not allow you to set it 
up.  If a store that you do not have access to is already set up, the line for that store is 
skipped. 

 
33. In the Price FactorPrice FactorPrice FactorPrice Factor field, enter the price factor that you wish to use for this item.  For a list of 

price factors, enter “??”.  For more information on price factors, see the section Setting Up 
Retail Pricing Factors in the CourseTrak Setup Guide.  This is a required field.  Once you have 
entered the price factor, the new and used prices will be displayed. 

 
34. In the New PriceNew PriceNew PriceNew Price field, enter the price that you want to charge for new books.  If the price 

calculated is correct, press [ENTER] to go to the next field. 
 
35. In the New QOHNew QOHNew QOHNew QOH field, enter the number of new copies of this book that you have on hand.  

You will not be able to change this field if the book has already been set up for the store. 
 
36. The New QOONew QOONew QOONew QOO field lists the total quantity on order for all new copies of this title. 
 
37. In the Used PriceUsed PriceUsed PriceUsed Price field, enter the price that you want to charge for used books.  If the price 

calculated is correct, press [ENTER] to go to the next field. 
 
38. In the Used QOHUsed QOHUsed QOHUsed QOH field, enter the number of used copies of this book that you have on hand.  

You will not be able to change this field if the book has already been set up for the store. 
 
39. The Used QOO Used QOO Used QOO Used QOO field lists the total quantity on order for all used copies of this title. 
 
40. In the SMF SCRN SMF SCRN SMF SCRN SMF SCRN field enter “Y” to make additional changes to the store master file.  You 

will then be taken to this screen.  
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41. In the Min Min Min Min and MaxMaxMaxMax fields, enter the minimum and maximum quantities that you would like 

to have on hand.   This is helpful for schools that feature open enrollment courses.  You can 
run a report (RP-21-22) that will give you the following information: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
42. In the Web Comments Web Comments Web Comments Web Comments field, enter the comments for this item that you would like to appear 

with the title on the website. 
 
43. In the LocationLocationLocationLocation fields, enter physical location notes for New, Used, Whse New, Whse Used.  

These are open comment fields for you to indicate inventory locations.  For example, you 
may be storing 60 new copies of a title in your warehouse.  You would then list that 
warehouse location and qty in the Location New field. 
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44. Press [ENTER] to save your changes, “X” to Cancel, “M” to Modify, or “S” to edit/enter store 
information.   

 
45. From the command line, enter “T” to print shelf tags.  You will get this popup box.  Click 

“None” if you don’t want to print any tags, click “Shelf Tags” if you want to print shelf tags, 
click “Labels” if you want to print barcode labels, or click “Both” if you want to print both 
shelf tags and barcode labels.  If you click “Shelf Tags” you will be taken to another screen 
to enter in the term and the format for the shelf tags.  If you click “Labels” you will be 
prompted to choose either new or used and you will be prompted for the quantity of labels 
to print. 

 
 
 
 
 
 
 
 
 
 
46. From the command line, enter “C” for CourseXref open to see open terms with this title 

adopted.  This is an inquiry screen only.  You cannot make any changes to this title here. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
47. From the command line, enter “H” for CourseXref history to see closed terms with this title 

adopted.  This is an inquiry screen only.  You cannot make any changes to this title here.  
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48. If you searched for this title using a cross-reference and were given a list of titles to choose 

from, then from the command line, enter “P” to jump to the previous title in the list, “N” to 
jump to the next title in the list, or “L” to return to the list. 

 
49. The Buyback Flag Screen will be covered in the next section. 
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Buyback Flag Maintenance (TXBuyback Flag Maintenance (TXBuyback Flag Maintenance (TXBuyback Flag Maintenance (TX----MFMFMFMF----B)B)B)B)    
 

To set up buyback information for a book in your database, follow these steps. 
 
1. From the Textbook Maintenance screen command line, enter “B” to get to the Buyback Flag 

Maintenance screen (TX-MF-B). 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. In the StoreStoreStoreStore field, enter the store number for which you wish to set up buyback.  This will also 

automatically populate the Store, Store Name, and BB NeedStore, Store Name, and BB NeedStore, Store Name, and BB NeedStore, Store Name, and BB Need fields in the upper right side of 
the screen.  

 
3. In the ISBN ISBN ISBN ISBN field, enter the book for which you wish to set up buyback. 
 
4. The Title, Author, Ed Notes, Title, Author, Ed Notes, Title, Author, Ed Notes, Title, Author, Ed Notes, Edition, and CopyrightEdition, and CopyrightEdition, and CopyrightEdition, and Copyright fields will automatically populate with the 

information from the master file for the ISBN that you entered. 
 
5. The Open to Buy Open to Buy Open to Buy Open to Buy field will automatically populate with the open to buy quantity for this ISBN. 
 
6. In the Value CodeValue CodeValue CodeValue Code field, enter the buyback value code for the book.  For a list of codes, enter 

“??”.  For more information on value codes, see the section Setting Up Buyback Value Codes 
in the CourseTrak Setup Guide. 

 
7. In the Limit FlagLimit FlagLimit FlagLimit Flag field, enter the buyback limit flag for the book.  Enter “U” to buy unlimited 

copies of the book, “X” to exclude the book from buyback, “G” for guaranteed buyback, or 
“Y” for a limit. 
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8. The Estimated BBEstimated BBEstimated BBEstimated BB field will automatically populate with the total estimated buyback amount 
taken from all adoptions entered in terms attached to the current buyback season. 

 
9. In the R/WR/WR/WR/W field, enter “R” for retail or enter “W” for wholesale. 
 
 
This is the help message that comes up in the BB limit quantity and override price fields:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
10. In the LimitLimitLimitLimit field, enter the total quantity of copies (your limit) you will buy back at this value. 
 
11. The PurchasedPurchasedPurchasedPurchased field will automatically populate with the quantity of books purchased at 

buyback at this value. 
 
12. In the Overide PriceOveride PriceOveride PriceOveride Price field, enter the price you would like to purchase this title for.  If you enter 

a price in this field, it will override the calculated price that is based on the set buyback 
parameters.  For more information on buyback parameters, see the section Buyback 
Parameters in the CourseTrak Setup Guide. 

 
13. In the Wholesaler IDWholesaler IDWholesaler IDWholesaler ID field, enter the vendor number of the wholesaler you would like to 

purchase textbooks for at buyback.  The Wholesaler NameWholesaler NameWholesaler NameWholesaler Name field will automatically populate 
with the name of the wholesaler entered. 

 
14. In the Book Flag CodeBook Flag CodeBook Flag CodeBook Flag Code field, enter any book flag codes that you would like to set up for this 

title.  For more information on book flag codes, see the section Textbook Flags in the 
CourseTrak Setup Guide. 

 
15. Press [ENTER] to save the changes, “X” to cancel, or “M” to Modify. 
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Master File Master File Master File Master File Inquiry (TXInquiry (TXInquiry (TXInquiry (TX----MI)MI)MI)MI)    
 
You can use the master file inquiry screen to display information on your textbooks.  To use 
it, follow these steps. 

 
1. From any menu in the CourseTrak system, enter “MI” to get to the Textbook Inquiry    screen 

(TX-MI). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled with the user’s default store.  If you wish to change it, 
enter “<” followed by the store number.  For a list of stores, enter “??” in the store field. 

 
3. In the ItemItemItemItem field, enter the ISBN for the book you’re looking for.  If you’re not sure of the 

ISBN, you can search for the book by entering the cross-reference in one of the following 
formats:  “[AUTHOR]/”, “[TITLE]” or “[AUTHOR]/[TITLE]”. 

 
4. Information about the book is displayed.   
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5. From the command line, enter “W” for information about Want Lists.   
 
 
 
 
 
 
 
 
 
 
 
6. To display want list information on line items, enter “L” followed by the line number.  Press 

[ENTER] to exit the record. 
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7. From the command line, enter “PO” for information about Purchase Orders.   
 
 
 
 
 
 
 
 
 
8. To display purchase order detail information on line items, enter the corresponding line 

number.  Press [ENTER] to exit the record. 
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9. From the command line, enter “V” for information about Receiving.   
 
 
 
 
 
 
 
 
 
 
 
10. To display receiving log information on line items, enter the corresponding line number.  

Press [ENTER] to exit the record. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
11. From the command line, enter “S” for information about Synonyms.  This Synonym Inquiry 

screen will only appear if there is a synonym attached to the record. 
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12. From the command line, enter “R” for information about Returns. 
 
 
 
 
 
 
 
 
13. To display return information on line items, enter the corresponding line number.  Press 

[ENTER] to exit the record. 
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14. From the command line, enter “B” for information about Buybacks. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
15. To display buyback information on line items, enter the corresponding line number.  Press 

[ENTER] to exit the record. 
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16. From the command line, enter “H” for history information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
17. Press [ENTER] or “X” to exit the record. 
 
18. From the command line, enter “T” for information about Transfers.  The navigation bar is for 

use in moving between multiple transfers. 
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19. From the command line, enter “C” for information about Course XREF for open terms. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



CourseTrak™ Users Guide 

 

 

 31 
Copyright @ 2006 
Total Computing Solutions, LLC 

 
 
20. To display adoption information on line items, enter the corresponding line number.  Press 

[ENTER] to exit the record. 
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21. From the command line, enter “CH” for information about Course XREF for closed terms. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
22. From the command line, enter “TA” to print shelf tags or barcode labels. 
 
 
 
 
 
 
 
 
 
 
23. Click “None” if you don’t want to print any tags, click “Shelf Tags” if you want to print shelf 

tags, click “Labels” if you want to print barcode labels, or click “Both” if you want to print 
both shelf tags and barcode labels.  If you click “Shelf Tags” you will be taken to another 
screen to enter in the term and the format for the shelf tags.  If you click “Labels” you will be 
prompted to choose either new or used and you will be prompted for the quantity of labels 
to print. 
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24. From the command line, enter “SI” for information about Store Inventory. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
25. Press [ENTER] to exit the master file inquiry. 
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Store Inventory (TXStore Inventory (TXStore Inventory (TXStore Inventory (TX----SI)SI)SI)SI)    
    

You can use the store inventory screen to display on hand and on order information by 
textbook for each store.  To use it, follow these steps. 

 
1. From any menu in the CourseTrak system, enter “SI” to get to the Inventory by Store 

Location screen (TX-SI). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. In the IteIteIteItemmmm field, enter the ISBN of the book you wish to enter.  You can enter it with or 

without the dashes.  If you aren’t sure of the ISBN, you can search for it using cross-
reference by entering “[AUTHOR]/[TITLE]”, “[AUTHOR]/” or “[TITLE]”. 

 
3. Press [ENTER] to exit the Store Inventory by Location screen. 
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Adoption Process (TXAdoption Process (TXAdoption Process (TXAdoption Process (TX----1)1)1)1)    
 
Before you can order any textbooks for an upcoming term, you must enter course adoptions 
into the CourseTrak system.  This section of the manual will describe the steps to complete 
this process. 
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Enter and Modify Adoptions (TXEnter and Modify Adoptions (TXEnter and Modify Adoptions (TXEnter and Modify Adoptions (TX----1111----1)1)1)1)    
 
An adoption should be entered for each course.  If the course does not require any book, you 
can enter shelf tag notes that indicate, “no text required”.  To enter an adoption, follow these 
steps. 

 
1. From the CourseTrak Main Menu, select the Adoptions Adoptions Adoptions Adoptions option followed by the Enter/Modify Enter/Modify Enter/Modify Enter/Modify 

AdoptionsAdoptionsAdoptionsAdoptions option to get to the Adoption Maintenance screen (TX-1-1). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The StoreStoreStoreStore field will automatically be filled with the default store for the user who is currently 

logged on.  If you are entering an adoption for a different store than the default, enter “<” 
and press [ENTER] twice and then enter the store number.  To see a list of stores, enter “??”.  
You will only be allowed to use stores that you have been set up for through system 
administration. 

 
3. The Term Term Term Term field will automatically be filled with the default ordering term for the store.  If you 

are entering an adoption for a term different than the default, enter “<” and then enter the 
term code.  To see a list of terms, enter “??”.  If the term you select is closed, the system will 
warn you before continuing. 

 
4. In the DeptDeptDeptDept field, enter the academic department that offers the course you will be entering.  

To see a list of departments, enter “??”.  If the department has not been set up, you will be 
prompted that the department is not on file.  You will then be given an option to either 
cancel or add a new department.  If you choose to add, you will be taken to the Department Department Department Department 
Maintenance Maintenance Maintenance Maintenance screen, which is described in the section Setting Up Academic Departments in 
the CourseTrak Setup Guide.   
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5. In the CourseCourseCourseCourse field, enter the course number.  To see a list of courses, enter “??”.  If the 

course has not been set up, you will be prompted that the course is not on file.  You will then 
be given an option to either cancel or add a new course.  If you choose to add, you will be 
taken to the Course MaintenanceCourse MaintenanceCourse MaintenanceCourse Maintenance screen, which is described in the section Setting Up 
Academic Courses in the CourseTrak Setup Guide. 

 
6. In the SectionSectionSectionSection field, enter the section number for the course.  To see a list of sections, enter 

“??”.  If this adoption covers multiple sections, enter the low and high values of any 
continuous range of sections, separated by “-“ or enter each section covered, separated by a 
comma (with no spaces).  If an adoption has not yet been entered for this section, you will 
be prompted if you wish to add it.  If the section has already been entered, enter “M” to 
modify the adoption.   

 
7. In the Request #Request #Request #Request # field, enter any number that will identify the adoption request when you are 

auditing your adoptions.   
 
8. In the Req DateReq DateReq DateReq Date field, enter the date when the instructor submitted the adoption to the 

bookstore. 
 
9. If you wish to enter any comments on this adoption, enter “Y” in the Comments Comments Comments Comments field.  You 

will be given an opportunity to enter the comments.  After they have been entered, press 
[ENTER] twice to return to the adoption.  If you do not wish to enter any comments, enter 
“N”.  Although you are allowed to enter multiple comment lines, only the first line will appear 
from the Adoption Maintenance screen.  This is normal, and the other lines have not been 
deleted. 

 
10. In the Est EnrollmentEst EnrollmentEst EnrollmentEst Enrollment field, enter the estimated number of students who will enroll in this 

course.  This is a required field. 
 
11. In the InstructorInstructorInstructorInstructor field, enter the name of the instructor who will teach this course. 
 
12. In the EEEE----MailMailMailMail field, enter the instructor’s e-mail address.  Since some e-mail systems are 

case sensitive, make sure the capitalization in the address is correct. 
 
13. In the PhonePhonePhonePhone field, enter the instructor’s telephone number. 
 
14. In the Entered ByEntered ByEntered ByEntered By field, enter your user ID.  The current user’s login ID is automatically 

entered into this field. 
 
15. In the Shelf Tag NoteShelf Tag NoteShelf Tag NoteShelf Tag Note field, enter any shelf tag note (also called adopt status codes) that you 

want to print on the shelf tag.  To see a list of codes, enter “??”.  These codes can be set up 
in the Shelf Tag Note Maintenance screen, which is described in the section Shelf Tag Notes 
in the CourseTrak Setup Guide. 

 
16. In the Misc MaterialsMisc MaterialsMisc MaterialsMisc Materials field, enter “Y” if this course requires any non-text materials.  You will 

be given an opportunity to enter the non-text materials.  In the Description Description Description Description field, enter a 
description of the item.  In the QuantityQuantityQuantityQuantity field, enter the number of this item that is need for 
each student.  In the R/OR/OR/OR/O field, enter “R” if the item is required, “O” if it is optional.  After you 
have entered them, press [ENTER] twice to return to the adoption maintenance screen.  If 
the course only requires textbooks, enter “N”. 
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17. In the ISBNISBNISBNISBN field, enter the book that you wish to adopt.  If you aren’t sure of the ISBN, you 

can search for the book in the format “[AUTHOR]/[TITLE]” “[AUTHOR]/” or “[TITLE]”.  If the 
book you are adopting is not on the system, add it into Masterfile Maintenance. 

 
18. In the InqInqInqInq field, enter “Y” if you view the history of this textbook.  You will be taken to the 

Adoption Inquiry Adoption Inquiry Adoption Inquiry Adoption Inquiry screen.  Otherwise, enter “N”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
19. In the QTCQTCQTCQTC field, enter the quantity of this textbook that you want to provide. 
 
20. In the QNewQNewQNewQNew field, enter the quantity of textbooks that you want to order new from a 

publisher or distributor.  If you enter a value here, the CourseTrak system will only try to 
order used textbooks for the difference between QTC and QNew. 

 
21. In the EBB EBB EBB EBB field, enter the number of books that you expect to buy back for the current 

buyback season.  If this book has already been adopted in a term that uses the current 
buyback season, the value needed from the other course(s) will be automatically entered.  
Changing it will change it in the other adoption record(s).  If you attempt to enter more 
estimated buyback than books that were sold in the previous term, the system will warn you 
but allow you to continue. 

 
22. In the ReqReqReqReq field, enter “Y” if the book is required.  Otherwise, enter “N”.  Or you can select 

other custom options.  See the section of the CourseTrak Setup Guide entitled, “Setting Up 
Adoption Book Flags”. 

 
23. Repeat steps 17-22 for each book. 
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24. Press [ENTER] twice to get to the command line. 
 
25. Press [ENTER] to save the adoption, “X” to cancel, or “M” to Modify. 
 
26. From the command line, you can enter “C” to copy this course to a different section number, 

enter “A” to add another book to the course, enter “F” to access the master file record for 
any book that is adopted for this course, enter “I” to access the master file inquiry screen for 
each book, enter “B” to access the buyback flag maintenance screen, enter “T” to print shelf 
tags for the course, enter “U” to access line items, enter “L” to edit the non-text materials 
list, enter “P” to view the previous adoption, and enter “N” to view the next adoption. 
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Adoption QTC by Book (TXAdoption QTC by Book (TXAdoption QTC by Book (TXAdoption QTC by Book (TX----1111----2) 2) 2) 2)     
    

Overrides the QTC in the adoption maintenance screen 

    
To use it, follow these steps. 

 
1. From the CourseTrak Main Menu, select the AdoptionsAdoptionsAdoptionsAdoptions option followed by the Adoption QTC Adoption QTC Adoption QTC Adoption QTC 

by Book by Book by Book by Book option to get to the Adoption QTC by Book screen (TX-1-2). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The default store for the user is automatically entered into the StoreStoreStoreStore field.  For a list of 
stores, enter “??”. 

 
3. The default ordering term for the store is automatically entered into the TermTermTermTerm field.  For a list 

of terms, enter “??”. 
 
4. In the ItemItemItemItem field, enter the ISBN of the book you wish to enter.  You can enter it with or 

without the dashes.  If you aren’t sure of the ISBN, you can search for it using cross-
reference by entering “[AUTHOR]/[TITLE]”, “[AUTHOR]/” or “[TITLE]”. 

 
5. change the qtc for each course for the term 
 
6. Enter “R” to run the procedure, “X” to Cancel, or “M” to Modify. 
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CCCCourse Crossourse Crossourse Crossourse Cross----Reference (TXReference (TXReference (TXReference (TX----1111----3)3)3)3)    
 
The course cross-reference function can be used to list the books that are used in a course.  
To use it, follow these steps. 

 
1. From the CourseTrak Main Menu, select the AdoptionsAdoptionsAdoptionsAdoptions option followed by the Course Cross Course Cross Course Cross Course Cross 

RefereRefereRefereReference nce nce nce option to get to the Course Cross Reference screen (TX-1-3). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The default store for the user is automatically entered into the StoreStoreStoreStore field.  For a list of 

stores, enter “??”. 
 
3. The default ordering term for the store is automatically entered into the TermTermTermTerm field.  For a list 

of terms, enter “??”. 
 
4. In the DeptDeptDeptDept field, enter the department that offers the course you are searching for.  For a 

list of departments, enter “??”. 
 
5. In the CourseCourseCourseCourse field, enter the course number for the course you are searching for.  For a list 

of courses, enter “??’. 
 
6. In the Sort BySort BySort BySort By field, enter “A” to sort the cross-reference by author, “T” to sort it by title, or “S” 

to sort it by section. 
 
7. Enter “R” to view the cross-reference, “X” to cancel, or “M” to Modify. 
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8. Below is an example of what the course cross reference looks like.   
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9. Enter “B” to browse each item’s Inventory by Store Location. 
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Book CrossBook CrossBook CrossBook Cross----Reference (TXReference (TXReference (TXReference (TX----1111----4)4)4)4)    
 
To display information on a specific book, you can use the book cross-reference.  To do so, 
follow these steps. 

 
1. From the CourseTrak Main Menu, select the Adoptions Adoptions Adoptions Adoptions option followed by the Book CrossBook CrossBook CrossBook Cross----

Reference Reference Reference Reference option to get to the Book Cross Reference screen (TX-1-4). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The default store for the user is automatically entered into the StoreStoreStoreStore field.  For a list of 
stores, enter “??”. 

 
3. In the TermTermTermTerm field, enter the term you wish use for the book cross-reference.  For a list of 

terms, enter “??”. 
 
4. In the ISBNISBNISBNISBN field, enter the ISBN for the book you are searching for.  If you don’t know the 

ISBN, you can enter “[AUTHOR]/”, “[TITLE]” or “[AUTHOR]/[TITLE]” to search for it. 
 
5. Information about the book is displayed. Press [ENTER] to exit, “X” to Cancel, “R” to search 

for a new book, or “S” to select a course.  If you choose “S”, you will be taken to the adoption 
maintenance screen for that course and section. 
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Course History Inquiry (TXCourse History Inquiry (TXCourse History Inquiry (TXCourse History Inquiry (TX----1111----5)5)5)5)    
 
The Course History Inquiry displays information about courses that have been adopted in 
your system in the past.  To use it, follow these steps. 

 
1. From the CourseTrak Main Menu, select the AdoptionsAdoptionsAdoptionsAdoptions option followed by the Course History Course History Course History Course History 

InquiryInquiryInquiryInquiry option to get to the Course History Inquiry screen (TX-1-5). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default store for the user.  For a list of 
stores, enter “??”. 

 
3. In the TermTermTermTerm field, enter the term for which you wish to display course information.  For a list 

of terms, enter “??”.  If you do not wish to limit the inquiry by term, leave this field blank.  
 
4. In the BeginBeginBeginBegin field under the Range of Departments heading, enter the first department for 

which you wish to display courses.  If you do not wish to limit the inquiry by department, 
leave this field blank. 

 
5. In the EndEndEndEnd field under the Range of Departments heading, enter the last department for 

which you wish to display courses.  If you do not wish to limit the inquiry by department, 
leave this field blank. 

 
6. In the BeginBeginBeginBegin field under the Range of Courses heading, enter the first course you wish to 

display.  If you do not wish to limit the inquiry by course, leave this field blank. 
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7. In the EndEndEndEnd field under the Range of Courses heading, enter the last course you wish to 
display.  If you do not wish to limit the inquiry by course, leave this field blank. 

 
8. In the Use HistoryUse HistoryUse HistoryUse History field, if you leave the term field blank and enter “Y” here, you will get a 

report using closed terms instead of open terms. 
 
9. Enter “R” to run the inquiry, “X” to Cancel, or “M” to Modify. 
 
10. Below are two sample course history reports: 
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Book History Report (TXBook History Report (TXBook History Report (TXBook History Report (TX----1111----6)6)6)6)    
 
The book history report displays information about books that have been used in your store 
in past terms.  To use it, follow these steps. 

 
1. From the CourseTrak Main Menu, select the Adoptions Adoptions Adoptions Adoptions option followed by the Book History Book History Book History Book History 

option to get to the Book History Report screen (TX-1-6). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The default store for the user is automatically entered in the StoreStoreStoreStore field.  For a list of stores, 
enter “??”.  If you do not wish to limit the report by store number, enter a single space in the 
StoreStoreStoreStore field. 

 
3. In the Term Term Term Term field, enter the term for which you wish to display book information.  For a list of 

terms, enter “??”.  If you do not wish to limit the report by term, leave this field blank. 
 
4. In the ISBNISBNISBNISBN field, enter the book for which you wish to display information.  If you don’t know 

the ISBN, you can search for the book by entering “[AUTHOR]/”, “[TITLE]” or 
“[AUTHOR]/[TITLE]”. 

 
5. Enter “R” to run the report, “X” to cancel, or “M” to Modify. 
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6. Below is a sample book history report: 
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Adoption by Sequence (TXAdoption by Sequence (TXAdoption by Sequence (TXAdoption by Sequence (TX----1111----7)7)7)7)    
 
To run a report of all adoptions entered on a specific date – in the order they were entered. 
 
To do so, follow these steps. 

 
1. From the CourseTrak Main Menu, select the AdoptionsAdoptionsAdoptionsAdoptions option followed by the Adoption by Adoption by Adoption by Adoption by 

SequenceSequenceSequenceSequence option to get to the Adoptions by Sequence screen (TX-1-7). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The default store for the user is automatically entered into the StoreStoreStoreStore field.  This can be 
changed. 

 
3. In the DateDateDateDate field, enter the date for which you want a report of all adoptions 
 
4. Enter “R” to run the report, “X” to cancel, or “M” to Modify. 
 
5. Below is a sample adoption by sequence report. 
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Printing Adoption Forms (TXPrinting Adoption Forms (TXPrinting Adoption Forms (TXPrinting Adoption Forms (TX----1111----21)21)21)21)    
 
You can use the CourseTrak system to print adoption forms to distribute to the academic 
departments.  To do so, follow these steps. 

 
1. From the CourseTrak Main Menu, select the AdoptionsAdoptionsAdoptionsAdoptions option followed by the Print Adoption Print Adoption Print Adoption Print Adoption 

FormsFormsFormsForms option to get to the Print Adoption Form screen (TX-1-21). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.   The default store for the user is automatically entered into the StoreStoreStoreStore field.  For a list of 

stores, enter “??”. 
 
3. In the TermTermTermTerm field, enter the term from which you wish to select previous adoptions.  Adoption 

forms will be printed for the courses adopted in that term.  For a list of terms, enter “??”. 
 
4. In the Beg DeptBeg DeptBeg DeptBeg Dept field, enter the first department for which you wish to print adoption forms.  

For a list of departments, enter “??”.  If you do not wish to limit the forms by department, 
leave this field blank. 

 
5. In the End DeptEnd DeptEnd DeptEnd Dept field, enter the last department for which you wish to print adoption forms.  

For a list of departments, enter “??”.  If you do not wish to limit the forms by department, 
leave this field blank. 

 
6. In the CourseCourseCourseCourse field, enter the course for which you wish to print adoption forms.  For a list of 

courses, enter “??”.  If you do not wish to limit the forms by course, leave this field blank. 
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7. In the Section Section Section Section field, enter the section for which you wish to print adoption forms.  For a list of 
sections, enter “??”.  If you do not wish to limit the forms by section, leave this field blank. 

 
8. The Current TermCurrent TermCurrent TermCurrent Term field is automatically filled with the default term for the store.  If you wish 

to change it, enter “<” and [ENTER] followed by the term.  For a list of terms, enter “??”. 
 
9. In the Include Titles Include Titles Include Titles Include Titles field, enter “Y” if you wish to print adopted titles on the forms.  

Otherwise, enter “N”. 
 
10. In the Due DateDue DateDue DateDue Date field, enter the date when the forms should be returned to the bookstore. 
 
11. In the Blank Forms OnlyBlank Forms OnlyBlank Forms OnlyBlank Forms Only field, enter “Y” if you wish to print only blank adoption forms.  

Otherwise, enter “N”. 
 
12. In the Number of Blank FormsNumber of Blank FormsNumber of Blank FormsNumber of Blank Forms field, enter the number of blank forms you wish to print. 
 
13. Enter “R” to print the adoption forms, “X” to cancel, or “M” to Modify. 
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Printing Shelf Tags (TXPrinting Shelf Tags (TXPrinting Shelf Tags (TXPrinting Shelf Tags (TX----1111----22)22)22)22)    
 
To print shelf tags for your courses, follow these steps. 

 
1. From the CourseTrak Main Menu, select the AdoptionsAdoptionsAdoptionsAdoptions option followed by the Print Shelf Print Shelf Print Shelf Print Shelf 

TagsTagsTagsTags option to get to the Print Shelf Tags    screen (TX-1-22). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The default store for the user is automatically entered in the StoreStoreStoreStore field.  For a list of stores, 

enter “??”. 
 
3. In the TermTermTermTerm field, enter the term for which you wish to print shelf tags.  For a list of terms, 

enter “??”. 
 
4. In the Updated Tags OnlyUpdated Tags OnlyUpdated Tags OnlyUpdated Tags Only field, enter “Y” if you only want to print tags for items that have 

changed since you last printed shelf tags.  Otherwise, enter “N”. 
 
5. In the Tag FormatTag FormatTag FormatTag Format field, enter the shelf tag format you wish to print.  For a list of shelf tag 

formats, enter “??”.  Shelf tag formats are setup in Shelf Tags & Forms (TX-SU-1-21).  See 
this section in the CourseTrak Setup Guide. 

 
6. In the Author FromAuthor FromAuthor FromAuthor From field, enter the first author for which you wish to print tags.  If you do not 

wish to limit the tags by author, leave this field blank. 
 
7. In the Author To Author To Author To Author To field, enter the last author for which you wish to print tags.  If you do not 

wish to limit the tags by author, leave this field blank. 
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8. In the Dept From Dept From Dept From Dept From field, enter the first department for which you wish to print tags.  If you do 

not wish to limit the tags by department, leave this field blank. 
 
9. In the Dept ToDept ToDept ToDept To field, enter the last department for which you wish to print tags.  If you do not 

wish to limit the tags by department, leave this field blank. 
 
10. Enter “R to print the tags, “X” to cancel, or “M” to Modify. 
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Faculty Adoptions (TXFaculty Adoptions (TXFaculty Adoptions (TXFaculty Adoptions (TX----1111----23)23)23)23)    
    

Online?  Where do these come from? 
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Import Adoptions (TXImport Adoptions (TXImport Adoptions (TXImport Adoptions (TX----1111----24)24)24)24)    
    

How does this work? 
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Actual Enrollment Menu (TXActual Enrollment Menu (TXActual Enrollment Menu (TXActual Enrollment Menu (TX----1111----25)25)25)25)    
 
The Actual Enrollment menu contains functions that will help you enter the actual 
enrollment of the courses into your system.  This section describes those functions. 
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Creating an Actual Enrollment Worksheet (TXCreating an Actual Enrollment Worksheet (TXCreating an Actual Enrollment Worksheet (TXCreating an Actual Enrollment Worksheet (TX----1111----25252525----1)1)1)1)    
 
Actual enrollment is entered into the system by filling out a worksheet.  Before you can enter 
actual enrollment, you must create the actual enrollment worksheet.  To do so, follow these 
steps. 

 
1. From the CourseTrak Main Menu, select the AdoptionsAdoptionsAdoptionsAdoptions option, followed by the Actual Actual Actual Actual 

EnrollmentEnrollmentEnrollmentEnrollment option and the Create WorksheetCreate WorksheetCreate WorksheetCreate Worksheet option to get to the Create Actual Enrollment 
Worksheet screen (TX-1-25-1). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default store for the current user.  For a list 
of stores, enter “??”. 

 
3. In the TermTermTermTerm field, enter the term for which you want to create the worksheet.  For a list of 

terms, enter “??”. 
 
4. Enter “R” to create the worksheet, “X” to Cancel, or “M” to Modify. 
 
5. If you create the worksheet, you will get the following screen.  Click “Continue” to exit. 
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Printing an Actual Enrollment Worksheet (TXPrinting an Actual Enrollment Worksheet (TXPrinting an Actual Enrollment Worksheet (TXPrinting an Actual Enrollment Worksheet (TX----1111----25252525----2)2)2)2)    
 
To print an actual enrollment worksheet, follow these steps. 
 

1. From the CourseTrak Main Menu, select the AdoptionsAdoptionsAdoptionsAdoptions option, followed by the Actual Actual Actual Actual 
EnrollmentEnrollmentEnrollmentEnrollment option and the PrPrPrPrint Worksheetint Worksheetint Worksheetint Worksheet option to get to the Create Actual Enrollment 
Worksheet screen (TX-1-25-2). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default store for the current user.  For a list 
of stores, enter “??”. 

 
3. In the TermTermTermTerm field, enter the term for which you want to print the worksheet.  For a list of 

terms, enter “??”. 
 
4. Enter “R” to print the worksheet, “X” to Cancel, or “M” to Modify. 
 
5. Below is a sample of an actual enrollment worksheet: 
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Entering Actual Enrollment (TXEntering Actual Enrollment (TXEntering Actual Enrollment (TXEntering Actual Enrollment (TX----1111----25252525----3)3)3)3)    
 
To enter the actual enrollment by filling in your worksheet, follow these steps. 

 
1. From the CourseTrak Main Menu, select the AdoptionsAdoptionsAdoptionsAdoptions option, followed by the Actual Actual Actual Actual 

EnrollmentEnrollmentEnrollmentEnrollment option and the Edit WorksheetEdit WorksheetEdit WorksheetEdit Worksheet option to get to the Actual Enrollment 
Maintenance screen (TX-1-25-3). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default store for the current user.  For a list 
of stores, enter “??”. 

 
3. In the TermTermTermTerm field, enter the term for which you wish to enter actual enrollment.  For a list of 

terms, enter “??” 
 
4. Enter “M” to get to the Actl EnrlActl EnrlActl EnrlActl Enrl field. 
 
5. In the Actl EnrlActl EnrlActl EnrlActl Enrl field, enter the actual enrollment for each class. 
 
6. Press [ENTER] twice to get to the command line.   
 
7. From the command line enter “A” to add a Dept, Course, Section, Actl Enrl. 
 
8. Press [ENTER] to save the actual enrollment, “X” to Cancel, or “M” to Modify. 
 
9. If you choose to save the actual enrollment, it will then be posted. 
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Deleting an Actual Enrollment Worksheet (TXDeleting an Actual Enrollment Worksheet (TXDeleting an Actual Enrollment Worksheet (TXDeleting an Actual Enrollment Worksheet (TX----1111----25252525----4)4)4)4)    
 
To delete an actual enrollment worksheet, follow these steps. 

 
1. From the CourseTrak Main Menu, select the AdoptionsAdoptionsAdoptionsAdoptions option followed by the Actual Actual Actual Actual 

EnrollmentEnrollmentEnrollmentEnrollment option and the Delete WorksheetDelete WorksheetDelete WorksheetDelete Worksheet option to get to the Delete Actual Enrollment 
Worksheet screen (TX-1-25-4). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoStoStoStorererere field is automatically filled in with the default store for the current user.  For a list 
of stores, enter “??”. 

 
3. In the TermTermTermTerm field, enter the term for which you wish to delete the worksheet.  For a list of 

terms, enter “??”. 
 
4. Enter “R” to delete the worksheet, “X” to Cancel, or “M” to Modify.  Deleting the worksheet 

does not delete the actual enrollment that was already posted. 
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Adoption History (TXAdoption History (TXAdoption History (TXAdoption History (TX----1111----26)26)26)26)    

 
Closed Terms 
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Ordering Process (TXOrdering Process (TXOrdering Process (TXOrdering Process (TX----2)2)2)2)    
 
After you have entered adoptions, you are ready to buy the books you need for the term.  
The ordering process includes creating and recycling wholesaler want lists and creating 
publisher purchase orders. 
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Creating Want Lists from Adoptions (TXCreating Want Lists from Adoptions (TXCreating Want Lists from Adoptions (TXCreating Want Lists from Adoptions (TX----2222----1)1)1)1)    
 
You can use your CourseTrak system to automatically generate wholesaler want lists from 
your adoptions.  To do so, follow these steps. 

 
1. From the CourseTrak Main Menu, select the Ordering Ordering Ordering Ordering option followed by the Create From Create From Create From Create From 

AdoptionsAdoptionsAdoptionsAdoptions option to get to the Create Want Lists screen (TX-2-1). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled with the default for the user.  For a list of stores, enter 
“??”. 

 
3. The TermTermTermTerm field is automatically filled with the active ordering term for the store.  For a list of 

terms, enter “??”. 
 
4. The WholesalerWholesalerWholesalerWholesaler field is automatically filled with the default for the store.  For a list of 

wholesalers, enter “??”.  The default wholesaler is set up in menu option (TX-SU-2-5).  
 
5. In the Book Category Book Category Book Category Book Category field, enter the book categories that you want to put on the want list, 

separated by commas.  For a list of categories, enter “??”.  For all categories, enter ”*”.  For 
more information on assigning a book to a certain category, see section Master File 
Maintenance found in this document. 

 
6. If the Bin & Hold DateBin & Hold DateBin & Hold DateBin & Hold Date field has a date automatically entered, that means that you have 

already established a bin and hold date for the current wholesaler and term.  You can have 
only one bin and hold date per wholesaler per term.   All want lists that use the bin and hold 
date will be placed on the same purchase order.  If you do not wish to use the same PO, 
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delete the value in this field by entering a single space.  If the Bin & Hold DateBin & Hold DateBin & Hold DateBin & Hold Date field is empty, 
then this wholesaler does not have a bin and hold date established.  To create one, enter the 
desired date.  It must be at least three days after today’s date.  If there is no date 
established and you don’t wish to create one, leave the field blank. 

 
7. In the Percentage of QTC to WLPercentage of QTC to WLPercentage of QTC to WLPercentage of QTC to WL field, enter the percentage of the quantity to cover that you 

want to put on your want list.   
 
8. In the ShipShipShipShip----ViaViaViaVia field, enter the shipping code that you want to use for this want list.  For a list 

of shipping codes, enter “??”.  For more information on shipping codes, see the Shipping 
Codes section in the CourseTrak Setup Guide. 

 
9. In the Include prev WL TitlesInclude prev WL TitlesInclude prev WL TitlesInclude prev WL Titles field, enter “Y” if you want to include titles that have already 

been want listed this term.  All books that have a need will be included.  Otherwise, enter 
“N”.  Books that have been on a previous want list, even if it has been confirmed, are not 
included. 

 
10. In the Used OnlyUsed OnlyUsed OnlyUsed Only field, enter “Y” if you want the wholesaler to provide only used copies of the 

book.  Otherwise, enter “N”. 
 
11. In the CommentsCommentsCommentsComments field, enter any comments that you want to print on the want list. 
 
12. Enter “R” to create the want list, “X” to cancel, or “M” to Modify.  If you create it, it will 

display the want list number. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

13. Click “Continue” to exit. 



CourseTrak™ Users Guide 

 

 

 66 
Copyright @ 2006 
Total Computing Solutions, LLC 

Creating Manual Want Lists (TXCreating Manual Want Lists (TXCreating Manual Want Lists (TXCreating Manual Want Lists (TX----2222----2)2)2)2)    
 
If you wish to manually want list books from a wholesaler, you can do so by using the 
manual want list feature of the CourseTrak system.  To create a manual want list, follow 
these steps. 

 
1. From the CourseTrak Main Menu, select the Ordering Ordering Ordering Ordering option followed by the Create ManuallyCreate ManuallyCreate ManuallyCreate Manually 

option to get to the Manual Want List screen (TX-2-2). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled with the default for the user.  For a list of stores, enter 
“??”. 

 
3. The TermTermTermTerm field is automatically filled with the default ordering term for the store.  For a list 

of terms, enter “??”. 
 
4. The WholesalerWholesalerWholesalerWholesaler field is automatically filled with the default for the store.  For a list of 

wholesalers, enter “??”.  The default wholesaler is set up in menu option (TX-SU-2-5).  
 
5. If the Bin & Hold DateBin & Hold DateBin & Hold DateBin & Hold Date field has a date automatically entered, that means that you have 

already established a bin and hold date for the current wholesaler and term.  You can have 
only one bin and hold date per wholesaler per term.   All want lists that use the bin and hold 
date will be placed on the same purchase order.  If you do not wish to use the same PO, 
delete the value in this field by entering a single space.  If the Bin & Hold DateBin & Hold DateBin & Hold DateBin & Hold Date field is empty, 
then this wholesaler does not have a bin and hold date established.  To create one, enter the 
desired date.  It must be at least three days after today’s date.  If there is no date 
established and you don’t wish to create one, leave the field blank. 
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6. In the ShipShipShipShip----ViaViaViaVia field, enter the shipping code that you want to use for this want list.  For a list 

of shipping codes, enter “??”.  For more information on shipping codes, see section Shipping 
Codes in the CourseTrak Setup Guide. 

 
7. In the Used OnlyUsed OnlyUsed OnlyUsed Only field, enter “Y” if you want the wholesaler to provide only used copies of the 

book.  Otherwise, enter “N”. 
 
8. In the CommentCommentCommentComment    field, enter any comment that you want to print on the want list. 
 
9. In the ISBNISBNISBNISBN field, enter the ISBN for the book that you want to order.  If you aren’t sure of the 

ISBN, you can search by entering “[AUTHOR]\”, “[TITLE]” or “[AUTHOR]\[TITLE]”.  To put a 
book on a want list, you must have adopted it into the current ordering term. 

 
10. In the QTYQTYQTYQTY field, enter the number of books that you want to put on the want list.  If this 

number is greater than the quantity needed, the system will warn you before continuing. 
 
11. In the N/UN/UN/UN/U field, enter “N” if you want to order new books, “U” if you want to order used 

books, or leave this field blank to order either new or used books.  If you selected Used Only 
in the header, you will not be about to order New here. 

 
12. Enter “R” to create the want list, “X” to cancel, or “M” to Modify.  If you enter “Y”, the system 

will create the want list and display the new want list number. 
 
 
 
 
 
 
 
 
 
 
 
13. Click “Continue” to exit. 
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Entering Want List Confirmations (TXEntering Want List Confirmations (TXEntering Want List Confirmations (TXEntering Want List Confirmations (TX----2222----3)3)3)3)    
 
After you have received confirmation on a want list from the wholesaler, you must enter the 
confirmation into the CourseTrak system so that it can generate a purchase order.  To do so, 
follow these steps. 

 
1. From the CourseTrak Main Menu, select the OrderingOrderingOrderingOrdering option followed by the Confirmation Confirmation Confirmation Confirmation 

Entry Entry Entry Entry option to get to the Manual Want List Confirmation screen (TX-2-3). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled with the default for the user.  For a list of stores, enter 
“??”. 

 
3. In the Want List #Want List #Want List #Want List # field, enter the number of the want list you want to confirm.  For a list of 

want lists, enter “??”. 
 
4. Enter “M” to enter confirmations for all books, or enter “S” followed by an ISBN to search for 

a specific book. 
 
5. In the NewNewNewNew field, enter the number of new books confirmed by the wholesaler.  If the want 

list was created for used books only, you will receive the following prompt if you choose to 
confirm new books. 
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6. In the UsedUsedUsedUsed field, enter the number of used books confirmed by the wholesaler.  If the was 

list was created for new books only, you will get a similar prompt as to the one above, except 
it will prompt you that it was a new only want list. 

 
7. Repeat steps 5 and 6 for all books. 
 
8. From the command line, you can enter “I” to go to Master file Inquiry for any book listed on 

the want list. 
 
9. Press [ENTER] to exit, “X” to Cancel, “M” to Modify, or “P” to Save & Print the confirmation. 
 
10. Below is a Want List Confirmation sample: 
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Recycling a Want List (TXRecycling a Want List (TXRecycling a Want List (TXRecycling a Want List (TX----2222----4)4)4)4)    
 
Recycling a confirmed want list will create a new want list to a different wholesaler from the 
unconfirmed quantities.  To do so, follow these steps. 
 

1. From the CourseTrak Main Menu, select the Ordering Ordering Ordering Ordering option followed by the RecycleRecycleRecycleRecycle option 
to get to the Recycling Want List screen (TX-2-4). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled with the default for the user.  For a list of stores, enter 
“??”. 

 
3. In the Want List #Want List #Want List #Want List # field, enter the want list number that you want to recycle.  For a list of 

want list numbers, enter “??”. 
 
4. The remaining fields are filled in automatically.  If you wish to change them, enter “M”. 
 
5. The WholesalerWholesalerWholesalerWholesaler field is automatically filled with the default for the store.  For a list of 

wholesalers, enter “??”.   
 
6. If the Bin & Hold DateBin & Hold DateBin & Hold DateBin & Hold Date field has a date automatically entered, that means that you have 

already established a bin and hold date for the current wholesaler and term.  You can have 
only one bin and hold date per wholesaler per term.   All want lists that use the bin and hold 
date will be placed on the same purchase order.  If you do not wish to use the same PO, 
delete the value in this field by entering a single space.  If the Bin & Hold DateBin & Hold DateBin & Hold DateBin & Hold Date field is empty, 
then this wholesaler does not have a bin and hold date established.  To create one, enter the 
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desired date.  It must be at least three days after today’s date.  If there is no date 
established and you don’t wish to create one, leave the field blank. 

 
7. In the Limit PercentageLimit PercentageLimit PercentageLimit Percentage field, enter the percentage of the unconfirmed quantity that you 

want to put on the new want list.  The default is 100. 
 
8. In the ShipShipShipShip----ViaViaViaVia field, enter the shipping code that you want to use for this want list.  For a list 

of shipping codes, enter “??”.  For more information on shipping codes, see section Shipping 
Codes in the CourseTrak Setup Guide. 

 
9. In the Used OnlyUsed OnlyUsed OnlyUsed Only field, enter “Y” if you want the wholesaler to provide only used copies of the 

book.  Otherwise, enter “N”. 
 
10. In the CommentsCommentsCommentsComments field, enter any comments that you want to print on the want list.  
 
11. Enter “R” to create the want list, “X” to cancel, or “M” to Modify.  If you enter “Y”, the system 

will create the want list and display the new want list number. 
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Merging Want Lists (TXMerging Want Lists (TXMerging Want Lists (TXMerging Want Lists (TX----2222----5)5)5)5)    
 
Merging want lists is a process similar to recycling.  The merge process combines the 
unconfirmed quantities from several confirmed want lists to create a single new want list.  
To merge want lists, follow these steps. 

 
1. From the CourseTrak Main Menu, select the OrderingOrderingOrderingOrdering option followed by the MergeMergeMergeMerge option to 

get to the Merge Want Lists screen (TX-2-5). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The StoreStoreStoreStore field is automatically filled with the default for the user.  For a list of stores, enter 

“??”. 
 
3. In the Want List NumbersWant List NumbersWant List NumbersWant List Numbers field, enter the want lists that you wish to merge, separated by 

commas.  For a list of want lists, enter “??”.  The want lists must all be for the same term. 
 
4. The WholesalerWholesalerWholesalerWholesaler field is automatically filled with the default for the store.  For a list of 

wholesalers, enter “??”.  
 
5. In the TermTermTermTerm field, enter the term for which you are ordering.  This term must match the 

terms entered on the previous want lists. 
 
6. If the Bin & Hold DateBin & Hold DateBin & Hold DateBin & Hold Date field has a date automatically entered, that means that you have 

already established a bin and hold date for the current wholesaler and term.  You can have 
only one bin and hold date per wholesaler per term.   All want lists that use the bin and hold 
date will be placed on the same purchase order.  If you do not wish to use the same PO, 
delete the value in this field by entering a single space.  If the Bin & Hold DateBin & Hold DateBin & Hold DateBin & Hold Date field is empty, 
then this wholesaler does not have a bin and hold date established.  To create one, enter the 
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desired date.  It must be at least three days after today’s date.  If there is no date 
established and you don’t wish to create one, leave the field blank. 

 
7. In the Limit PercentageLimit PercentageLimit PercentageLimit Percentage field, enter the percentage of the unconfirmed quantity that you 

want to put on the new want list.  The default is 100. 
 
8. In the ShipShipShipShip----ViaViaViaVia field, enter the shipping code that you want to use for this want list.  For a list 

of shipping codes, enter “??”.  For more information on shipping codes, see section Shipping 
Codes in the CourseTrak Setup Guide. 

 
9. In the Used OnlyUsed OnlyUsed OnlyUsed Only field, enter “Y” if you want the wholesaler to provide only used copies of the 

book.  Otherwise, enter “N”. 
 
10. In the CoCoCoCommentsmmentsmmentsmments field, enter any comments that you want to print on the want list.  
 
11. Enter “R” to create the want list, “X” to Cancel, or “M” to Modify.  If you enter “R”, the system 

will create the want list and display the new want list number.  Click “Continue” to exit. 
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Printing a Want List (TXPrinting a Want List (TXPrinting a Want List (TXPrinting a Want List (TX----2222----6)6)6)6)    
 
To print a hard copy of a want list, follow these steps. 

 
1. From the CourseTrak Main Menu, select the OrderingOrderingOrderingOrdering option followed by the PrintPrintPrintPrint option to 

get to the Print Want List screen (TX-2-6). 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled with the default for the user.  For a list of stores, enter 
“??”. 

 
3. In the Want List NumberWant List NumberWant List NumberWant List Number field, enter the want list that you want to print.  For a list of want 

list numbers, enter “??”. 
 
4. Enter “R” to print the want list, “X” to Cancel, or “M” to Modify. 
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5. Below is a sample want list: 
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Modifying a Want List (TXModifying a Want List (TXModifying a Want List (TXModifying a Want List (TX----2222----7)7)7)7)    
 
If you wish to make a change on a want list, you can do so by using the processes in the 
Want List Maintenance menu. 
 

1.  From the CourseTrak Main Menu, select the OrderingOrderingOrderingOrdering option followed by the ModifyModifyModifyModify option to 
get to the Want List Maintenance menu (TX-2-7). 
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By Want List (TXBy Want List (TXBy Want List (TXBy Want List (TX----2222----7777----1)1)1)1)    
 
If you know the number of the want list you want to modify, follow these steps. 
 

1. From the CourseTrak Main Menu, select the Ordering Ordering Ordering Ordering option followed by the ModifyModifyModifyModify option 
and the By Want ListBy Want ListBy Want ListBy Want List option to get to the Want List Maintenance screen (TX-2-7-1). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled with the default for the user.  For a list of stores, enter 
“??”. 

3. In the Want List #Want List #Want List #Want List # field, enter the want list that you would like to modify.  For a list of want 
lists, enter “??”. 

 
4. Enter “M” to modify the want list. 
 
5. In the QTYQTYQTYQTY field, enter the number of books that you want to want list from the wholesaler. 
 
6. In the NewNewNewNew field, enter the number of books that must be new. 
 
7. Repeat steps 4 and 5 for each book. 
 
8. Press [ENTER] to save the modifications, “X” to Cancel, “M” to Modify, or “S” to search by 

ISBN. 
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By ISBN (TXBy ISBN (TXBy ISBN (TXBy ISBN (TX----2222----7777----2)2)2)2)    
 
If you know what book you want to modify, but don’t know the want list number, you can 
modify want lists by ISBN by following these steps. 

 
1. From the CourseTrak Main Menu, select the Ordering Ordering Ordering Ordering option followed by the Modify Modify Modify Modify option 

and the By ISBNBy ISBNBy ISBNBy ISBN option to get to the Want List Maintenance screen (TX-2-7-2). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The default store for the user is automatically entered in the StoreStoreStoreStore field.  For a list of stores, 
enter “??”. 

 
3. The default term for the store is automatically entered in the TermTermTermTerm field.  For a list of terms, 

enter “??”. 
 
4. In the ISBNISBNISBNISBN field, enter the ISBN for the book you wish to want list.  If you aren’t sure of the 

ISBN, you can search for it by entering “[AUTHOR]\”, “[TITLE]” or “[AUTHOR]\[TITLE]”. 
 
5. The WL#, Author, WL#, Author, WL#, Author, WL#, Author, and TitleTitleTitleTitle fields will automatically populate after you enter the ISBN. 
 
6. In the QTY to WLQTY to WLQTY to WLQTY to WL field, enter the quantity that you want to buy from a wholesaler. 
 
7. In the QTY NewQTY NewQTY NewQTY New field, enter the number that should be new. 
 
8. In the QTY Used QTY Used QTY Used QTY Used field, enter the number that should be used. 
 
9. Press [ENTER] to save the changes, “X” to Cancel, or “M” to Modify. 
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Transmit/Download a Want List (TXTransmit/Download a Want List (TXTransmit/Download a Want List (TXTransmit/Download a Want List (TX----2222----8)8)8)8)    
 
If you wish to transmit or download a want list by using EDI, follow these steps.  Before these 
processes can be completed, EDI parameters must be set up for each wholesaler. 
 

1.  From the CourseTrak Main Menu, select the OrderingOrderingOrderingOrdering option followed by the 
Transmit/Download Want ListTransmit/Download Want ListTransmit/Download Want ListTransmit/Download Want List option to get to the Want List Maintenance menu (TX-2-8). 
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Revolving Want List (TXRevolving Want List (TXRevolving Want List (TXRevolving Want List (TX----2222----8888----1)1)1)1)    
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Transmit Want List (TXTransmit Want List (TXTransmit Want List (TXTransmit Want List (TX----2222----8888----21)21)21)21)    
 

If you wish to use EDI to transmit your want list, follow these steps. 
 
1. From the CourseTrak Main Menu, select the Ordering option followed by the Transmit Want Transmit Want Transmit Want Transmit Want 

List List List List option to get to the Want List screen (TX-2-8-21). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
    
2. TheTheTheThe StoreStoreStoreStore field is automatically filled with the default for the user.  For a list of stores, enter 

“??”. 
 
3. In the Want List NumberWant List NumberWant List NumberWant List Number field, enter the want list you want to transmit.  For a list of want 

lists, enter “??”. 
 
4. Enter “R” to transmit the want list, “X” to Cancel, or “M” to Modify. 
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Download/Confirm Want List (TXDownload/Confirm Want List (TXDownload/Confirm Want List (TXDownload/Confirm Want List (TX----2222----8888----22)22)22)22)    
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Want List Acknowledgement (TXWant List Acknowledgement (TXWant List Acknowledgement (TXWant List Acknowledgement (TX----2222----8888----23)23)23)23)    
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Substitute ISBN’s (TXSubstitute ISBN’s (TXSubstitute ISBN’s (TXSubstitute ISBN’s (TX----2222----8888----24)24)24)24)    
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Modify a Bin and Hold (TXModify a Bin and Hold (TXModify a Bin and Hold (TXModify a Bin and Hold (TX----2222----9)9)9)9)    
 
If you wish to change a vendor’s bin and hold date for a certain term, you can do so by 
following these steps. 

 
1. From the CourseTrak Main Menu, select the OrderingOrderingOrderingOrdering option followed by the Modify Vendor Modify Vendor Modify Vendor Modify Vendor 

Bin and HoldBin and HoldBin and HoldBin and Hold option to get to the Bin and Hold Maintenance screen (TX-2-9). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The default store for the user is automatically entered in the StoreStoreStoreStore field.  For a list of stores, 
enter “??”. 

 
3. The default term for the store is automatically entered in the TermTermTermTerm field.  For a list of terms, 

enter “??”. 
 
4. In the VendorVendorVendorVendor field, enter the vendor whose bin and hold date you wish to modify.  For a list 

of vendors, enter “??”. 
 
5. In the Bin and Hold DateBin and Hold DateBin and Hold DateBin and Hold Date field, enter the new bin and hold date for the vendor. 
 
6. In the New PO NumberNew PO NumberNew PO NumberNew PO Number field, enter a “Y’ to create a new PO number. 
 
7. Press [ENTER] to update, “X” to Cancel, or “M” to Modify. 
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Print a Want List Confirmation (TXPrint a Want List Confirmation (TXPrint a Want List Confirmation (TXPrint a Want List Confirmation (TX----2222----10)10)10)10)    
 
To print a hard copy of a want list confirmation, follow these steps. 

 
1. From the CourseTrak Main Menu, select the Ordering Ordering Ordering Ordering option followed by the Print Print Print Print 

ConfirmationsConfirmationsConfirmationsConfirmations option to get to the Print Want List screen (TX-2-10). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled with the default for the user.  For a list of stores, enter 
“??”. 

 
3. In the Want List NumberWant List NumberWant List NumberWant List Number field, enter the want list that you want to print.  For a list of want 

list numbers, enter “??”. 
 
4. Enter “R” to print the want list, “X” to Cancel, or “M” to Modify. 
 
5. Below is a want list confirmation sample: 
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Create Publisher Purchase Orders (TXCreate Publisher Purchase Orders (TXCreate Publisher Purchase Orders (TXCreate Publisher Purchase Orders (TX----2222----21)21)21)21)    
 
To have the CourseTrak system automatically create purchase orders to publishers from 
your adoptions, follow these steps.  Orders will be created for all quantities that are not on 
unconfirmed want lists or quantities that have an Estimated Buyback Qty. 
 

1. From the CourseTrak Main Menu, select the Ordering Ordering Ordering Ordering option followed by the Create Create Create Create 
Publisher OrdersPublisher OrdersPublisher OrdersPublisher Orders option to get to the Create Purchase Orders from Adoptions screen (TX-2-
21). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The default store for the user is automatically entered in the StoreStoreStoreStore field.  For a list of stores, 
enter “??”. 

 
3. The default term for the store is automatically entered in the TermTermTermTerm field.  For a list of terms, 

enter “??”. 
 
4. In the Vendor Vendor Vendor Vendor field, enter the vendor for which you want to create POs.  For all vendors, leave 

this field blank. 
 
5. In the Book CategoryBook CategoryBook CategoryBook Category field, enter the book categories you want to order, separated by 

commas.  For all categories, enter “*”. 
 
6. In the Percentage of OTB to OrderPercentage of OTB to OrderPercentage of OTB to OrderPercentage of OTB to Order field, enter the percentage of the books that are open to 

buy that you want to order from the publisher. 
 
7. In the Cancel After DateCancel After DateCancel After DateCancel After Date field, enter the last date that you want to allow the publisher to ship 

the books.  If they are not shipped by this date, the PO will be cancelled.   
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8. In the Ignore MinimumIgnore MinimumIgnore MinimumIgnore Minimum field, enter “Y” if you want to order all books regardless of the 

minimum order.  Otherwise, enter “N”. 
 
9. In the ShipShipShipShip----ViaViaViaVia field, enter the shipping code that represents the shipping method you wish 

to use for the books.  For more information, see section Shipping Codes in the CourseTrak 
Setup Guide. 

 
10. In the CommentsCommentsCommentsComments field, enter “Y” if you want to include comments on the PO.  If you enter 

“Y”, a window will pop up to allow you to enter comments.  Otherwise, enter “N”. 
 
11. Enter “R” to create purchase orders, “X” to Cancel, or “M” to Modify.  If you enter “R”, the 

system will display the range of POs that was created. 
 
12. If there are unconfirmed want lists, the items on the want lists will not be placed on a 

purchase order.  You will receive the following notice if you have unconfirmed want lists: 
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Print and Transmit Purchase Orders (TXPrint and Transmit Purchase Orders (TXPrint and Transmit Purchase Orders (TXPrint and Transmit Purchase Orders (TX----2222----22)22)22)22)    
 
To print and transmit new purchase orders for the first time, follow these steps. 

 
1. From the CourseTrak Main Menu, select the Ordering Ordering Ordering Ordering option followed by the Print/Transmit Print/Transmit Print/Transmit Print/Transmit 

First Time (BatchFirst Time (BatchFirst Time (BatchFirst Time (Batch) option to get to the Print Purchase Orders screen (TX-2-22). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The default store for the user is automatically entered in the StoreStoreStoreStore field.  For a list of stores, 
enter “??”. 

 
3. The default term for the store is automatically entered in the TermTermTermTerm field.  For a list of terms, 

enter “??”. 
 
4. In the Sort BySort BySort BySort By Author or TitleAuthor or TitleAuthor or TitleAuthor or Title field, enter “A” if you want the purchase orders to be sorted by 

author or “T” if you want them to be sorted by title. 
 
5. In the Transmit Electronic P/OsTransmit Electronic P/OsTransmit Electronic P/OsTransmit Electronic P/Os field, enter “Y” if you want to electronically transmit 

purchase orders to vendors who handle orders electronically.  Otherwise, enter “N”. 
 
6. In the Print Electronic P/OsPrint Electronic P/OsPrint Electronic P/OsPrint Electronic P/Os field, enter “Y” if you want to print hard copies of purchase 

orders to vendors who handle orders electronically.  Otherwise, enter “N”. 
 
7. In the Print NonPrint NonPrint NonPrint Non----Electronic P/OsElectronic P/OsElectronic P/OsElectronic P/Os field, enter “Y” if you want to print purchase orders to 

vendors who do not handle orders electronically.  Otherwise, enter “N”. 
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8. In the Print ‘PREPAY’ P/OsPrint ‘PREPAY’ P/OsPrint ‘PREPAY’ P/OsPrint ‘PREPAY’ P/Os field, enter “Y” if you want to print purchase orders to vendors 
who require prepayment.  Otherwise, enter “N”. 

 
9. In the Print Wholesale P/Os Print Wholesale P/Os Print Wholesale P/Os Print Wholesale P/Os field, enter “Y” if you want to print wholesale purchase orders.  

Otherwise, enter “N”. 
 
10. In the Override Shipping CodeOverride Shipping CodeOverride Shipping CodeOverride Shipping Code field, enter any shipping code that you want to use for all 

purchase orders that you print or transmit. 
 
11. Enter “R” to print and transmit purchase orders, “X” to Cancel, or “M” to Modify. 
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Reprint Purchase Orders (TXReprint Purchase Orders (TXReprint Purchase Orders (TXReprint Purchase Orders (TX----2222----23)23)23)23)    
 
To reprint and retransmit any purchase order that has already been printed or transmitted, 
follow these steps. 

 
1. From the CourseTrak Main Menu, select the Ordering Ordering Ordering Ordering option followed by the Print/Transmit Print/Transmit Print/Transmit Print/Transmit 

Any POAny POAny POAny PO option to get to the Print Purchase Orders screen (TX-2-23). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The default store for the user is automatically entered into the Store #Store #Store #Store # field.  For a list of 
stores, enter “??”. 

 
3. In the First PO#First PO#First PO#First PO# field, enter the lowest numbered PO that you want to print. 
 
4. In the Last PO# Last PO# Last PO# Last PO# field, enter the highest numbered PO that you want to print. 
 
5. In the Sort BySort BySort BySort By field, enter “A” if you want the purchase orders to be sorted by author or “T” if 

you want them to be sorted by title. 
 
6. In the Transmit Electronic P/OsTransmit Electronic P/OsTransmit Electronic P/OsTransmit Electronic P/Os field, enter “Y” if you want to electronically transmit 

purchase orders to vendors who handle orders electronically.  Otherwise, enter “N”. 
 
7. In the Print Electronic P/OsPrint Electronic P/OsPrint Electronic P/OsPrint Electronic P/Os field, enter “Y” if you want to print hard copies of purchase 

orders to vendors who handle orders electronically.  Otherwise, enter “N”. 
 
8. In the Print NonPrint NonPrint NonPrint Non----Electronic P/OsElectronic P/OsElectronic P/OsElectronic P/Os field, enter “Y” if you want to print purchase orders to 

vendors who do not handle orders electronically.  Otherwise, enter “N”. 
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9. In the Print ‘PREPAY’ P/OsPrint ‘PREPAY’ P/OsPrint ‘PREPAY’ P/OsPrint ‘PREPAY’ P/Os field, enter “Y” if you want to print purchase orders to vendors 

who require prepayment.  Otherwise, enter “N”. 
 
10. In the OverrOverrOverrOverride Shipping Codeide Shipping Codeide Shipping Codeide Shipping Code field, enter any shipping code that you want to use for all 

purchase orders that you print or transmit. 
 
11. In the Printer AssignmentPrinter AssignmentPrinter AssignmentPrinter Assignment field, enter the printer that you want to use to print the purchase 

orders. 
 
12. Enter “R” to print the purchase orders, “X” to Cancel, or “M” to Modify. 
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Purchase Order Adjustments (TXPurchase Order Adjustments (TXPurchase Order Adjustments (TXPurchase Order Adjustments (TX----2222----24)24)24)24) 
 
To add, modify or cancel a purchase order or to create a manual purchase order for used 
textbooks without want listing, follow these steps. 

 
1. From the CourseTrak Main Menu, select the Ordering Ordering Ordering Ordering option followed by the Add or Adjust Add or Adjust Add or Adjust Add or Adjust 

POPOPOPO option to get to the Select Purchase Order screen (TX-2-24). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The default store for the user is automatically entered into the Store #Store #Store #Store # field.  For a list of 
stores, enter “??”. 

 
3. If you know the PO number for the PO you wish to modify, enter it in the PO#PO#PO#PO# field.  

Otherwise, leave this field blank.  Or enter a “.” to create a new purchase order. 
 
4. If you know the vendor for the PO you wish to modify, enter it in the Vendor # or NameVendor # or NameVendor # or NameVendor # or Name field.  

Otherwise, leave this field blank. 
 
5. If you know a book on the PO you wish to modify, enter the ISBN in the Author/Title/ISBNAuthor/Title/ISBNAuthor/Title/ISBNAuthor/Title/ISBN 

field.  If you aren’t sure of the ISBN, you can search for it by entering “[AUTHOR]\”, “[TITLE]”, 
or “[AUTHOR]\[TITLE]”. 

 
6. After you have selected a PO, the Purchase Order Adjustments screen will appear. 
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7. From the command line:  To modify information about the PO, enter “M”.  To modify the line 
items, enter “L”.  To search for a specific ISBN to modify, enter “S” followed by the ISBN.  To 
Re-Sort the PO, enter “R”.  To add an additional item to the PO, enter “A”.  To Print the PO, 
enter “P”. 

  
8. If you wish to use a PO number that is different from the system-assigned number, enter 

that number in the Alternate #Alternate #Alternate #Alternate # field. 
 
9. In the Order DateOrder DateOrder DateOrder Date field, enter the date when the books were ordered. 
 
10. In the VendorVendorVendorVendor field, enter the vendor to which the order should be sent.  For a list of vendors, 

enter “??”. 
 
11. In the Ship ViaShip ViaShip ViaShip Via field, enter the shipping code you want to use for this PO.  For a list of 

shipping codes, enter “??”.  For more information, see section Shipping Codes in the 
CourseTrak Setup Guide. 

 
12. In the CommentsCommentsCommentsComments field, enter “Y” if you wish to print any comments on the PO.  A window will 

pop up to allow you to enter comments.  Otherwise, enter “N”. 
 
13. In the TermTermTermTerm field, enter the term the PO is for.  For a list of terms, enter “??”. 
 
14. In the Schedule to Transmit or PrintSchedule to Transmit or PrintSchedule to Transmit or PrintSchedule to Transmit or Print field, enter “Y” if you want to print this PO the next time 

you print new POs.  Otherwise, enter “N”. 
 
15. In the QtyQtyQtyQty field, enter the quantity of the corresponding book that you wish to order.  Repeat 

this step for each book. 
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16. In the Unit PriceUnit PriceUnit PriceUnit Price field, enter the price that the publisher charges for each book.  Repeat this 

step for each book. 
 
17. In the Cancel AfterCancel AfterCancel AfterCancel After field, enter the date the PO will be cancelled if delivery has not taken 

place. 
 
18. If you wish to cancel the PO, enter “C” from the command line.  In the Cancel CodeCancel CodeCancel CodeCancel Code field, 

enter a PO cancel reason code.  For a list of codes, enter “??”.  For more information, see 
section Setting Up PO Cancel Reason Codes in the CourseTrak Setup Guide. 

 
19. In the Cancel DateCancel DateCancel DateCancel Date field, enter in the date the PO was cancelled. 
 
20. If you wish to enter comments about the cancellation, enter “Y” in the Cancel CommentsCancel CommentsCancel CommentsCancel Comments 

field.  A window will pop up to allow you to enter comments.  Otherwise, enter “N”. 
 
21. Press [ENTER] to save the changes or enter “X” to Cancel any changes you may have made. 
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Create a Manual Purchase Order (TXCreate a Manual Purchase Order (TXCreate a Manual Purchase Order (TXCreate a Manual Purchase Order (TX----2222----25)25)25)25)    
 
To create a purchase order manually, follow these steps. 

 
1. From the CourseTrak Main Menu, select the OrderingOrderingOrderingOrdering option followed by the Create Manual Create Manual Create Manual Create Manual 

POPOPOPO option to get to the Create Purchase Orders screen (TX-2-25). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The default store for the user is automatically entered in the StoreStoreStoreStore field.  For a list of stores, 
enter “??”. 

 
3. The default term for the store is automatically entered in the TermTermTermTerm field.  For a list of terms, 

enter “??”. 
 
4. In the Cancel AfterCancel AfterCancel AfterCancel After field, enter the last date you wish to allow the publisher to ship the 

books.  The default is set in the academic calendar. 
 
5. In the ShipShipShipShip----ViaViaViaVia field, enter the shipping code you wish to use.  For a list of codes, enter “??”.  

For more information, see section Shipping Codes in the CourseTrak Setup Guide. 
 
6. Enter the ISBN of the book you wish to order in the ISBNISBNISBNISBN field.  If you aren’t sure of the ISBN, 

you can search for it by entering “[AUTHOR]\”, “[TITLE]”, or “[AUTHOR]\[TITLE]”. 
 
7. In the QtyQtyQtyQty field, enter the number of books you wish to order. 
 
8. Repeat steps 6 and 7 for all books you wish to order. 
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9. Enter “C” to Create the purchase orders, “X” to Cancel, “M” to Modify, “A” to Add items, “W” 
to create a Want List, or “P” to Print a pending purchase order list.  If you choose to create 
the purchase orders, the system will tell you the range of PO numbers that were created. 
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Create or Modify Prepaid Purchase Order (TXCreate or Modify Prepaid Purchase Order (TXCreate or Modify Prepaid Purchase Order (TXCreate or Modify Prepaid Purchase Order (TX----2222----26)26)26)26)    
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EDI Operations (TXEDI Operations (TXEDI Operations (TXEDI Operations (TX----2222----32)32)32)32)    
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Download POA Acknowledgments (TXDownload POA Acknowledgments (TXDownload POA Acknowledgments (TXDownload POA Acknowledgments (TX----2222----32323232----1)1)1)1)    
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Print or Display Purchase Print or Display Purchase Print or Display Purchase Print or Display Purchase Order Acknowledgments (TXOrder Acknowledgments (TXOrder Acknowledgments (TXOrder Acknowledgments (TX----2222----32323232----2)2)2)2)    
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Receiving Process (TXReceiving Process (TXReceiving Process (TXReceiving Process (TX----3)3)3)3)    
 

The functions in the receiving menu are used to enter and modify receiving logs for 
shipments you receive from vendors.  This section covers the use of these functions. 
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Entering a ReceivingEntering a ReceivingEntering a ReceivingEntering a Receiving Log (TX Log (TX Log (TX Log (TX----3333----1)1)1)1)    
 
To enter a receiving log, follow these steps. 

 
1. From the CourseTrak Main Menu, select the Receiving OptionReceiving OptionReceiving OptionReceiving Option followed by the Receiving LogReceiving LogReceiving LogReceiving Log 

option to get to the Select Receiving Order screen (TX-3-1).   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Enter a “.” in the Rcv Log #Rcv Log #Rcv Log #Rcv Log # field to create a new receiving log and get to the Receiving Log 

screen.  
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3. Today’s date is automatically entered into the Rcv DateRcv DateRcv DateRcv Date field.  If you wish to change it, enter 
“<” followed by the date. 

 
4. In the PO NumsPO NumsPO NumsPO Nums field, enter the purchase order number that this receiving deals with. 
 
5. If you entered a valid PO, the Vendor #Vendor #Vendor #Vendor # field and the Ship ViaShip ViaShip ViaShip Via field will be filled in 

automatically.  If not, enter the vendor and a shipping code in these fields. 
 
6. In the Cond CodeCond CodeCond CodeCond Code field, enter the condition that the books are in.  For a list of codes, enter 

“??”. 
 
7. In the Inv Num Inv Num Inv Num Inv Num field, enter the invoice number from the publisher. 
 
8. In the Inv DateInv DateInv DateInv Date field, enter the date on the invoice. 
 
9. In the TermsTermsTermsTerms field, enter the payment terms.  For a list of terms, enter “??”.  For more 

information, see section Setting Up Payment Terms in the CourseTrak Setup Guide. 
 
10. In the FreightFreightFreightFreight field, enter the amount charged for shipment of the books. 
 
11. In the Mdse AmtMdse AmtMdse AmtMdse Amt field, enter the total merchandise amount displayed on the invoice. 
 
12. In the CommentsCommentsCommentsComments field, enter any brief comments you have on the shipment. 
 
13. Enter “A” to sort by author, “T” to sort by title, “I” to sort by ISBN, or “P” to sort by PO line 

number.  The books on the PO will be displayed. 
 
14. Enter “E” to automatically mark all books as received, or “M” to mark none as received. 
 
15. To add a book to the receiving log, enter “A”.  To modify the receiving information for a book, 

enter its line number. 
 
16. In the ISBNISBNISBNISBN field, enter the book you are receiving. 
 
17. In the NewNewNewNew/Used/Used/Used/Used field, enter “N” if you received new books or “U” if you received used books. 
 
18. In the Received QtyReceived QtyReceived QtyReceived Qty field, enter the quantity of this book that you received. 
 
19. In the Pub PricePub PricePub PricePub Price field, enter the price charged by the publisher. 
 
20. In the List/Net PRList/Net PRList/Net PRList/Net PR field, enter “L” for list pricing or “N” for net pricing. 
 
21. In the % Discount% Discount% Discount% Discount field, enter the percentage discount given by the publisher. 
 
22. In the $ Discount$ Discount$ Discount$ Discount field, enter the dollar discount given by the publisher. 
 
23. The Unit CostUnit CostUnit CostUnit Cost field is automatically calculated based on the discount fields. 
 
24. In the Price FactorPrice FactorPrice FactorPrice Factor field, enter the price factor you want to use for the book.  For a list, enter 

“??”. 
 
25. In the StatusStatusStatusStatus field, enter the book status code for this book.  For a list, enter “??”.  For more 

information, see section Setting Up Receiving Status Codes in the CourseTrak Setup Guide. 
 
26. In the Rcv CommentsRcv CommentsRcv CommentsRcv Comments field, enter any brief comments on this book. 
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27. Enter “P” to post the receiving log to the master file, “S” to save the receiving log without 
posting it, or “X” to cancel. 
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Change Invoice # and View Posted Receivings (TXChange Invoice # and View Posted Receivings (TXChange Invoice # and View Posted Receivings (TXChange Invoice # and View Posted Receivings (TX----3333----2)2)2)2)    
 
If you wish to view information on a receiving log that has already been posted to your 
master file, you can do so by following these steps. 

 
1. From the CourseTrak Main Menu, select the ReceivingReceivingReceivingReceiving option followed by the Change Invoice Change Invoice Change Invoice Change Invoice 

# and # and # and # and View Posted ReceivingView Posted ReceivingView Posted ReceivingView Posted Receiving option to get to the Select Receiving Order screen (TX-3-2). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled with the default store for the user.  For a list of stores, 
enter “??”. 

 
3. In the Rcv LogRcv LogRcv LogRcv Log field, enter the receiving log number, if you know it.  Otherwise, leave it blank. 
 
4. In the Vendor # or NameVendor # or NameVendor # or NameVendor # or Name field, enter the vendor for the receiving log you wish to view, if you 

know it.  Otherwise, leave it blank. 
 
5. In the Author/TAuthor/TAuthor/TAuthor/Title/ISBNitle/ISBNitle/ISBNitle/ISBN field, enter a book from the receiving log you wish to view. 
 
6. Press [ENTER] to search for the receiving log.  After you have selected the receiving log you 

want, information will display. 
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Unpost a Receiving Log (TXUnpost a Receiving Log (TXUnpost a Receiving Log (TXUnpost a Receiving Log (TX----3333----3)3)3)3)    
 
To reverse the changes made by posting a receiving log, follow these steps. 

 
1. From the CourseTrak Main Menu, select the ReceivingReceivingReceivingReceiving option followed by the View Posted View Posted View Posted View Posted 

ReceivingReceivingReceivingReceiving option to get to the Select Receiving Order screen (TX-3-3). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The StoreStoreStoreStore field is automatically filled with the default store for the user.  For a list of stores, 

enter “??”. 
 
3. In the Rcv LogRcv LogRcv LogRcv Log field, enter the receiving log number, if you know it.  Otherwise, leave it blank. 
 
4. In the Vendor # or NameVendor # or NameVendor # or NameVendor # or Name field, enter the vendor for the receiving log you wish to view, if you 

know it.  Otherwise, leave it blank. 
 
5. In the Author/Title/ISBNAuthor/Title/ISBNAuthor/Title/ISBNAuthor/Title/ISBN field, enter a book from the receiving log you wish to view. 
 
6. Press [ENTER] to search for the receiving log, “M” to Modify, or “X” to Cancel.  After you have 

selected the receiving log you want, information will display.  Enter “U” to Unpost the 
receiving log. 
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Returns Process (TXReturns Process (TXReturns Process (TXReturns Process (TX----4)4)4)4)    
 
If your vendors allow, you can return excess inventory or inventory that was shipped 
incorrectly or damaged.  This section covers the functions used in this process.  It also covers 
the functions for sending books to wholesalers. 
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Returns Menu (TXReturns Menu (TXReturns Menu (TXReturns Menu (TX----4444----1)1)1)1)    
 
The Returns Menu contains functions dealing with the return of books to vendors.  This 
section covers these functions. 
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Printing a List of Expiring Invoices (TXPrinting a List of Expiring Invoices (TXPrinting a List of Expiring Invoices (TXPrinting a List of Expiring Invoices (TX----4444----1111----1)1)1)1)    
 
To print a list of invoices that will be expiring shortly, follow these steps. 

 
1. From the CourseTrak Main Menu, select the Returns Returns Returns Returns option followed by the Returns Returns Returns Returns option 

and the List of Expiring InvoicList of Expiring InvoicList of Expiring InvoicList of Expiring Invoiceseseses option to get to the Return Sort Parameters screen (TX-4-1-
1). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The Store Store Store Store field is automatically filled with the default store for the user.  To change it, enter 
“<” followed by the store number.  For a list of stores, enter “??” in the store field. 

 
3. In the Months to ExpireMonths to ExpireMonths to ExpireMonths to Expire field. Enter the greatest number of months before an invoice expires 

that you want to include on this report. 
 
4. In the Sort bySort bySort bySort by field, enter “T” to sort by title, “A” to sort by author, “I” to sort by ISBN, or “P” to 

sort by PO line number. 
 
5. In the Edition Notes or Expiring InvoicesEdition Notes or Expiring InvoicesEdition Notes or Expiring InvoicesEdition Notes or Expiring Invoices field, enter “N” to select by edition notes, or “E” to 

select by expiring invoices. 
 
6. Enter “R” to run the report, “X” to Cancel, or “M” to Modify. 
 
7. On the next page is a sample of a list of expiring invoices. 
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Creating System Suggested Returns (TXCreating System Suggested Returns (TXCreating System Suggested Returns (TXCreating System Suggested Returns (TX----4444----1111----2)2)2)2)    
 
To create system suggested chargebacks, follow these steps.  If you wish to delete one or 
more chargebacks, you can do so from the Chargeback Maintenance screen. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the Returns Returns Returns Returns option, 

and the Create System Suggested ReturnsCreate System Suggested ReturnsCreate System Suggested ReturnsCreate System Suggested Returns option to get to the Suggest Returns screen (TX-4-
1-2). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the Vendor #Vendor #Vendor #Vendor # fields, enter the vendors for which you want to create suggested returns.  If 

you wish to create returns for all vendors, leave these fields blank. 
 
4. In the Vendor TypeVendor TypeVendor TypeVendor Type field, enter the vendor type for which you want to create suggested 

returns.  If you do not wish to limit by vendor type, leave this field blank. 
 
5. In the Expire DaysExpire DaysExpire DaysExpire Days field, enter the maximum number of days before an invoice expires for 

the invoice to be included in the suggested returns. 
 
6. In the Cost or ExpireCost or ExpireCost or ExpireCost or Expire field, enter “C” to select invoices based on cost or “E” to select invoices 

based on expiration date. 
 
7. Enter “R” to create suggested returns, “X” to Cancel, or “M” to Modify.  If you choose to 

create suggested returns, you will get the following screen.  Click “Continue” to exit. 
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Creating a Manual Chargeback (4Creating a Manual Chargeback (4Creating a Manual Chargeback (4Creating a Manual Chargeback (4----1111----3)3)3)3)    
 
To enter a chargeback into the system manually, follow these steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the ReturnsReturnsReturnsReturns option 

and the Enter/Maintain ReturnsEnter/Maintain ReturnsEnter/Maintain ReturnsEnter/Maintain Returns option to get to the Return Maintenance screen (TX-4-1-3). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  To change it, enter "<" 
followed by the new store number. 

 
3. In the Charge Back #Charge Back #Charge Back #Charge Back # field, enter the chargeback you want to modify or enter “.” to create a 

new chargeback.  For a list of Chargebacks, enter “??”. 
 
4. In the VendorVendorVendorVendor field, enter the vendor for which you are entering a return. 
 
5. In the Return AuthorizationReturn AuthorizationReturn AuthorizationReturn Authorization field, enter the return authorization number given to you by the 

vendor, if it applies. 
 
6. In the Return to VendorReturn to VendorReturn to VendorReturn to Vendor field, enter the alternate vendor to which the books should be 

returned. 
 
7. Enter “L” to select line items.  Then enter “A” to add a new book to the return. 
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8. In the ISBNISBNISBNISBN field, enter the ISBN for the book you want to select.  If you aren't sure of the 
ISBN, you can search for it by entering "[AUTHOR]/", "[TITLE]", or "[AUTHOR]/[TITLE]". 

 
9. In the Quantity NewQuantity NewQuantity NewQuantity New field, enter the new quantity that you want to return. 
 
10. In the Quantity UsedQuantity UsedQuantity UsedQuantity Used field, enter the used quantity that you want to return. 
 
11. In the Qty Pick NewQty Pick NewQty Pick NewQty Pick New field, enter the new quantity that you want to return. 
 
12. In the Qty Pick UsedQty Pick UsedQty Pick UsedQty Pick Used field, enter the used quantity that you want to return. 
 
13. In the ReasonReasonReasonReason field, enter the reason code for this return.  For a list, enter “??”.  For more 

information, see section Return Reason Codes in the CourseTrak Setup Guide. 
 
14. In the Auto/ManualAuto/ManualAuto/ManualAuto/Manual field, enter “A” to automatically select invoice numbers or “M” to 

manually select them. 
 
15. In the Cost/Exp DateCost/Exp DateCost/Exp DateCost/Exp Date field, enter “C” to select invoices by cost or “E” to select them by 

expiration date. 
 
16. In the Our PO Line #Our PO Line #Our PO Line #Our PO Line # field, enter the purchase order and line number for the item. 
 
17. In the Vendor Inv #Vendor Inv #Vendor Inv #Vendor Inv # field, enter the vendor’s invoice number for the item. 
 
18. In the RQty RQty RQty RQty field, enter the quantity you wish to return. 
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19. In the Inv CostInv CostInv CostInv Cost field, enter the cost of the item you are returning. 
 
20. In the Penalty Penalty Penalty Penalty field, enter the vendor penalty charge for returning books. 
 
21. Press [ENTER] to save changes to the book, “X” to Cancel, or “M” to Modify. 
 
22. Press [ENTER] to save changes to the Chargeback , X” to Cancel, “M” to Modify, or “D” to 

Delete the Chargeback. 



CourseTrak™ Users Guide 

 

 

 118 
Copyright @ 2006 
Total Computing Solutions, LLC 

Printing a Picking Document (TXPrinting a Picking Document (TXPrinting a Picking Document (TXPrinting a Picking Document (TX----4444----1111----4)4)4)4)    
 
To print a picking document for returns, follow these steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the ReturnsReturnsReturnsReturns option 

and the Print Picking DocumentsPrint Picking DocumentsPrint Picking DocumentsPrint Picking Documents option to get to the Print Shipping Document screen (TX-4-
1-4). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the VendorVendorVendorVendor field, enter the vendor for which you want to print the picking document.  

Leave this field blank for all vendors. 
 
4. Enter “R” to run the process, “X” to Cancel, or “M” to Modify. 
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Printing Return Requests (TXPrinting Return Requests (TXPrinting Return Requests (TXPrinting Return Requests (TX----4444----1111----5)5)5)5)    
 
To print requests for returns, follow these steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the ReturnsReturnsReturnsReturns option 

and the Print Permissions RequestsPrint Permissions RequestsPrint Permissions RequestsPrint Permissions Requests option to get to the Print Shipping Document screen (TX-
4-1-5). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the VendorVendorVendorVendor field, enter the vendor for which you want to print the requests.  Leave this 

field blank for all vendors. 
 
4. Enter “R” to run the process, “X” to Cancel, or “M” to Modify. 
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Printing & Posting Chargebacks (TXPrinting & Posting Chargebacks (TXPrinting & Posting Chargebacks (TXPrinting & Posting Chargebacks (TX----4444----1111----6)6)6)6)    
 
To print & post returns, follow these steps. 

 
1. From the CourseTrak Main Menu, select the RetRetRetReturnsurnsurnsurns option followed by the ReturnsReturnsReturnsReturns option 

and the Print & Post ChargebacksPrint & Post ChargebacksPrint & Post ChargebacksPrint & Post Chargebacks option to get to the Print & Post Chargebacks screen (TX-
4-1-6). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the VendorVendorVendorVendor field, enter the vendor for which you want to print & post the Chargebacks.  

Leave this field blank for all vendors. 
 
4. Enter “R” to run the process, “X” to Cancel, or “M” to Modify. 
 
5. On the next page is a sample section from a Chargeback: 
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CourseTrak™ Users Guide 

 

 

 122 
Copyright @ 2006 
Total Computing Solutions, LLC 

Unposting a Return (TXUnposting a Return (TXUnposting a Return (TXUnposting a Return (TX----4444----1111----7)7)7)7)    
    

To reverse the posting of a return, follow these steps. 
 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the ReturnsReturnsReturnsReturns option 

and the Unpost ReturnsUnpost ReturnsUnpost ReturnsUnpost Returns option to get to the Unpost Returns screen (TX-4-1-7). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 

enter "??". 
 
3. In the Charge Back #Charge Back #Charge Back #Charge Back # field, enter the return that you would like to unpost.  For a list of posted 

returns, enter “??”. 
 
4. Click on “Unpost Return” to reverse the posting, or click “Cancel” to exit. 
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Reprinting Picking Documents (TXReprinting Picking Documents (TXReprinting Picking Documents (TXReprinting Picking Documents (TX----4444----1111----21)21)21)21)    
 
To reprint picking documents, follow these steps. 

 
1. From the CourseTrak Main Menu, select the RetuRetuRetuReturnsrnsrnsrns option followed by the Returns Returns Returns Returns option 

and the Reprint Picking DocumentsReprint Picking DocumentsReprint Picking DocumentsReprint Picking Documents option to get to the Reprint Picking Documents screen 
(TX-4-1-21). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the First ReturnFirst ReturnFirst ReturnFirst Return field, enter the first return you want to print.  For all returns, leave this 

blank. 
 
4. In the Last ReturnLast ReturnLast ReturnLast Return field. Enter the last return you want to print.  For all returns, leave this 

blank. 
 
5. Enter “R” to print, “X” to Cancel, or “M” to Modify. 
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Reprinting Permissions Requests  (TXReprinting Permissions Requests  (TXReprinting Permissions Requests  (TXReprinting Permissions Requests  (TX----4444----1111----22)22)22)22)    
 
To reprint permissions requests, follow these steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the Returns Returns Returns Returns option 

and the Reprint Permissions ReqReprint Permissions ReqReprint Permissions ReqReprint Permissions Requestsuestsuestsuests option to get to the Reprint Permissions screen (TX-4-
1-22). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 

enter "??". 
 
3. In the First ReturnFirst ReturnFirst ReturnFirst Return field, enter the first return you want to print.  For all returns, leave this 

blank. 
 
8. In the Last ReturnLast ReturnLast ReturnLast Return field. Enter the last return you want to print.  For all returns, leave this 

blank. 
 
9. Enter “R” to print, “X” to Cancel, or “M” to Modify. 
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Reprinting Chargebacks (TXReprinting Chargebacks (TXReprinting Chargebacks (TXReprinting Chargebacks (TX----4444----1111----23)23)23)23)    
 
To reprint chargebacks, follow these steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the Returns Returns Returns Returns option 

and the Reprint ChargebacksReprint ChargebacksReprint ChargebacksReprint Chargebacks option to get to the Reprint Chargebacks screen (TX-4-1-23). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The SSSStoretoretoretore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the First ReturnFirst ReturnFirst ReturnFirst Return field, enter the first return you want to print.  For all returns, leave this 

blank. 
 
4. In the Last ReturnLast ReturnLast ReturnLast Return field. Enter the last return you want to print.  For all returns, leave this 

blank. 
 
5. Enter “R” to print, “X” to Cancel, or “M” to Modify. 
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Listing Open Permissions (TXListing Open Permissions (TXListing Open Permissions (TXListing Open Permissions (TX----4444----1111----24)24)24)24)    
 
To print a list of open return permissions, follow these steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the Returns Returns Returns Returns option 

and the List Open PermissionsList Open PermissionsList Open PermissionsList Open Permissions option to get to the List Open Permissions screen (TX-4-1-24). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The Store Store Store Store field is automatically filled with the default store.  To change it, enter “M” followed 
by the store number. 

 
3. Enter “R” to print the report or “X” to Cancel. 
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Clearing Open Chargebacks (TXClearing Open Chargebacks (TXClearing Open Chargebacks (TXClearing Open Chargebacks (TX----4444----1111----25)25)25)25)    
 
To delete Chargebacks that have not yet been printed & posted, follow these steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the Returns Returns Returns Returns option 

and the Clear Open ChargebacksClear Open ChargebacksClear Open ChargebacksClear Open Chargebacks option to get to the Clear Open Chargebacks screen (TX-4-
1-25). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the VendorVendorVendorVendor field, enter the vendor for which you want to delete open chargebacks.  For all 

vendors, leave this field blank. 
 
4. Enter “R” to run the process, “X” to Cancel, or “M” to Modify. 
 
5. If you choose to run the process, you will get this screen.  Click “Continue” to exit. 
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Printing a List of Chargebacks (TXPrinting a List of Chargebacks (TXPrinting a List of Chargebacks (TXPrinting a List of Chargebacks (TX----4444----1111----26)26)26)26)    
 
To print a list of Chargebacks, follow these steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the ReturnsReturnsReturnsReturns option 

and the Chargeback ListChargeback ListChargeback ListChargeback List option to get to the Chargeback Listing Report screen (TX-4-1-26). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the Chargeback PrintedChargeback PrintedChargeback PrintedChargeback Printed field, enter “Y” if you want to include only chargebacks that have 

been printed.  Otherwise, enter “N”. 
 
4. In the Chargeback DateChargeback DateChargeback DateChargeback Date field, enter the earliest date that you want to include.  If you don’t 

wish to limit by date, leave this field blank. 
 
5. In the Vendor NumberVendor NumberVendor NumberVendor Number field, enter the vendor that you want to include.  If you don’t wish to 

limit by vendor, leave this field blank. 
 
6. In the Chargeback TermChargeback TermChargeback TermChargeback Term field, enter the term that you want to include.  If you don’t wish to 

limit by term, leave this field blank. 
 
7. In the Permission Required Permission Required Permission Required Permission Required field, enter “Y” if you want to print only chargebacks that require 

permission.  Otherwise, enter “N”. 
 
8. Enter "R" to run the process, “X" to Cancel, or “M” to Modify. 
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Printing a List of Chargebacks Not Credited (TXPrinting a List of Chargebacks Not Credited (TXPrinting a List of Chargebacks Not Credited (TXPrinting a List of Chargebacks Not Credited (TX----4444----1111----27)27)27)27)    
    

To print a list of Chargebacks that have not had credit applied to them, follow these steps. 
 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the ReturnsReturnsReturnsReturns option 

and the Chargebacks Not CreditedChargebacks Not CreditedChargebacks Not CreditedChargebacks Not Credited option to get to the Chargebacks Not Credited screen (TX-
4-1-27). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 

enter "??". 
 
3. In the VendorVendorVendorVendor field, enter the vendor that you want to include.  If you don’t wish to limit by 

vendor, leave this field blank. 
 
4. Enter "R" to run the process, “X" to Cancel, or “M” to Modify. 
 
5. Below is a sample list: 
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Writeoff List (TXWriteoff List (TXWriteoff List (TXWriteoff List (TX----4444----1111----28)28)28)28)    
 
To print a writeoff list, follow these steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the ReturnsReturnsReturnsReturns option 

and the Writeoff ListWriteoff ListWriteoff ListWriteoff List option to get to the Writeoff List screen (TX-4-1-27). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??" in the StoreStoreStoreStore field. 

 
3. In the Sort bySort bySort bySort by (T,I,P,A)  (T,I,P,A)  (T,I,P,A)  (T,I,P,A) field, enter “T” to sort by title, “I” to sort by ISBN, “P” to sort by 

publisher or “A” to sort by author. 
 
4. Enter "R" to run the process, "X" to Cancel, or “M” to Modify. 
 
5. Below is a sample list: 
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Sales to Wholesalers (TXSales to Wholesalers (TXSales to Wholesalers (TXSales to Wholesalers (TX----4444----2)2)2)2)    
 
The Sales to Wholesalers menu contains functions dealing with the sale of books to 
textbook wholesalers.  This section covers these functions. 
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Sales to Wholesalers (TXSales to Wholesalers (TXSales to Wholesalers (TXSales to Wholesalers (TX----4444----2222----1)1)1)1)    
 
The Sales to Wholesalers Menu contains functions dealing with the sales of textbooks that 
you have in your inventory.  This section covers these functions. 
 



CourseTrak™ Users Guide 

 

 

 133 
Copyright @ 2006 
Total Computing Solutions, LLC 

Clearing Previously Suggested Sales to Wholesalers (TXClearing Previously Suggested Sales to Wholesalers (TXClearing Previously Suggested Sales to Wholesalers (TXClearing Previously Suggested Sales to Wholesalers (TX----4444----2222----1111----1)1)1)1)    
 
Before the CourseTrak system can suggest sales to wholesalers, you must clear any sales it 
has previously suggested.  To do so, follow these steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the Sales to Sales to Sales to Sales to 

WholesalersWholesalersWholesalersWholesalers option, the Sales to WholesalersSales to WholesalersSales to WholesalersSales to Wholesalers option, and the Clear Suggested ShipmentsClear Suggested ShipmentsClear Suggested ShipmentsClear Suggested Shipments 
option to get to the Clear Suggested Returns screen (TX-4-2-1-1). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The Store Store Store Store field is automatically filled with the default store.  To change it, enter “M” followed 
by the store number. 

 
3. Enter “R” to clear suggested returns, or “X” to Cancel. 
 
4. If you choose to clear previously suggested sales, you will get the following screen.  Click 

“Continue” to exit. 
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Creating Suggested Shipments (TXCreating Suggested Shipments (TXCreating Suggested Shipments (TXCreating Suggested Shipments (TX----4444----2222----1111----2)2)2)2)    
 
To create suggested sales to wholesalers, follow these steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the SaleSaleSaleSales to s to s to s to 

WholesalersWholesalersWholesalersWholesalers option, the Sales to WholesalersSales to WholesalersSales to WholesalersSales to Wholesalers option and the Create Suggested ShipmentsCreate Suggested ShipmentsCreate Suggested ShipmentsCreate Suggested Shipments 
option to get to the Create Suggested Shipments screen (TX-4-2-1-2). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  To change it, enter "M" 
followed by the new store number. 

 
3. Enter "R" to run the process, or "X" to Cancel. 
 
4. If you choose to run the process, you will get the following screen.  Click “Continue” to exit. 
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Printing a Pending Shipments List (TXPrinting a Pending Shipments List (TXPrinting a Pending Shipments List (TXPrinting a Pending Shipments List (TX----4444----2222----1111----3)3)3)3)    
 
To print a list of pending shipments to wholesalers, follow these steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the Sales to Sales to Sales to Sales to 

WholesalersWholesalersWholesalersWholesalers option, the Sales to WholesalersSales to WholesalersSales to WholesalersSales to Wholesalers option and the Pending Shipments ListPending Shipments ListPending Shipments ListPending Shipments List option 
to get to the List Open Permissions screen (TX-4-2-1-3). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  To change it, enter "M" 
followed by the new store number. 

 
3. Enter "R" to run the process, or "X" to Cancel. 
 
4. Below is a sample list: 
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Pending Shipments Maintenance (TXPending Shipments Maintenance (TXPending Shipments Maintenance (TXPending Shipments Maintenance (TX----4444----2222----1111----4)4)4)4)    
 
To modify the pending sales to wholesalers for any given book, follow these steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the Sales to Sales to Sales to Sales to 

WholesalersWholesalersWholesalersWholesalers option, the Sales to WholesalersSales to WholesalersSales to WholesalersSales to Wholesalers option, and the Pending Shipments Pending Shipments Pending Shipments Pending Shipments 
MaintenanceMaintenanceMaintenanceMaintenance option to get to the Pending Shipments Maintenance screen (TX-4-2-1-4). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the ISBNISBNISBNISBN field, enter the ISBN for the book you want to select.  If you aren't sure of the 

ISBN, you can search for it by entering "[AUTHOR]/", "[TITLE]", or "[AUTHOR]/[TITLE]". 
 
4. In the SeqSeqSeqSeq field, enter the sequence number for the shipment.  In most cases, this value will 

be “1”. 
 
5. In the StatusStatusStatusStatus field, enter the status for the shipment.  For a list of possible status codes, 

enter “??”. 
 
6. In the Quantity NewQuantity NewQuantity NewQuantity New field, enter the number of new books you wish to sell to the wholesaler. 
 
7. In the Quantity UsedQuantity UsedQuantity UsedQuantity Used field, enter the number of used books you wish to sell to the 

wholesaler. 
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8. In the ReasonReasonReasonReason field, enter the reason code for the sale.  For a list of possible reason codes, 
enter “??”. 

 
9. In the New Unit PriceNew Unit PriceNew Unit PriceNew Unit Price field, enter the price for a single new book.  The New Ext. PriceNew Ext. PriceNew Ext. PriceNew Ext. Price field is 

calculated automatically. 
 
10. In the Used Unit PriceUsed Unit PriceUsed Unit PriceUsed Unit Price field, enter the price for a single used book.  The Used Ext. PriceUsed Ext. PriceUsed Ext. PriceUsed Ext. Price field 

is calculated automatically. 
 
11. Press the [ENTER] key to save the pending shipment, “X” to cancel the changes, or “M” to 

Modify. 
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Pending Shipments Release (TXPending Shipments Release (TXPending Shipments Release (TXPending Shipments Release (TX----4444----2222----1111----5)5)5)5)    
 
To create final shipments from pending shipments, follow these steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the Sales to Sales to Sales to Sales to 

WholesalersWholesalersWholesalersWholesalers option, the Sales to WholesalersSales to WholesalersSales to WholesalersSales to Wholesalers option and the Pending Shipments ReleasePending Shipments ReleasePending Shipments ReleasePending Shipments Release 
option to get to the Pending Shipments Release screen (TX-4-2-1-5). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 

enter "??". 
 
3. In the Wholesaler Wholesaler Wholesaler Wholesaler field, enter the wholesaler you wish to sell the books to.  For a list of 

wholesalers, enter “??”. 
 
4. In the PENDING ID.ISBNPENDING ID.ISBNPENDING ID.ISBNPENDING ID.ISBN fields, enter the ISBNs for the books you wish to sell.  If you aren't 

sure of the ISBNs, you can search for them by entering "[AUTHOR]/", "[TITLE]", or 
"[AUTHOR]/[TITLE]". 

 
5. Press [ENTER] to create the shipments, “X” to Cancel, or “M” to Modify. 
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Creating Store Stock Shipment Numbers (TXCreating Store Stock Shipment Numbers (TXCreating Store Stock Shipment Numbers (TXCreating Store Stock Shipment Numbers (TX----4444----2222----1111----6)6)6)6)    
 
To create shipment numbers for your store stock sales to wholesalers, follow these steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the Sales to Sales to Sales to Sales to 

WholesalersWholesalersWholesalersWholesalers option, the Sales to WholesalersSales to WholesalersSales to WholesalersSales to Wholesalers option and the Create Store Stock Shipment Create Store Stock Shipment Create Store Stock Shipment Create Store Stock Shipment 
NumbersNumbersNumbersNumbers option to get to the Create Store Stock Shipment Numbers screen (TX-4-2-1-6). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  To change it, enter "M" 
followed by the new store number. 

 
3. Enter "R" to run the process, or "X" to Cancel. 
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PrintingPrintingPrintingPrinting the Open Store Stock Shipment List (TX the Open Store Stock Shipment List (TX the Open Store Stock Shipment List (TX the Open Store Stock Shipment List (TX----4444----2222----1111----7)7)7)7)    
    

To print the open store stock shipment list, follow these steps. 
 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the Sales to Sales to Sales to Sales to 

WholesalersWholesalersWholesalersWholesalers option, the Sales to WholesalersSales to WholesalersSales to WholesalersSales to Wholesalers option and the Open Store Stock Shipment Open Store Stock Shipment Open Store Stock Shipment Open Store Stock Shipment 
ListListListList option to get to the Open Store Stock Shipment List screen (TX-4-2-1-7). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  To change it, enter "M" 

followed by the new store number. 
 
3. Enter "R" to run the process, or "X" to Cancel. 
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Pending Store Stock Shipments Maintenance (TXPending Store Stock Shipments Maintenance (TXPending Store Stock Shipments Maintenance (TXPending Store Stock Shipments Maintenance (TX----4444----2222----1111----8)8)8)8)    
 
To modify the pending store stock shipments, follow these steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the Sales to Sales to Sales to Sales to 

WholesalersWholesalersWholesalersWholesalers option, the Sales to WholesalersSales to WholesalersSales to WholesalersSales to Wholesalers option, and the Open Store Stock Shipment Open Store Stock Shipment Open Store Stock Shipment Open Store Stock Shipment 
MaintenanceMaintenanceMaintenanceMaintenance option to get to the Open Store Stock Shipment Maintenance screen (TX-4-2-1-
8). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  To change it, enter "M" 

followed by the new store number. 
 
3. In the Shipping #Shipping #Shipping #Shipping # field, enter the store stock shipment number.  For a list of shipping #s, 

enter “??” or enter “.” to create a new shipping #. 
 
4. In the VendorVendorVendorVendor field, enter the vendor you want to send store stock shipments to.  For a list of 

vendors, enter “??”. 
 
5. From the command line, enter “L” and the number of the line item to edit individual books.  

You will then be taken to the Store Stock to Wholesalers Maintenance screen. 
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6. After you have made the needed changes to each item, press [ENTER] to return to the Open 

Store Stock Shipment Maintenance screen. 
 
7. Press [ENTER] to save. 
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Finalizing & Finalizing & Finalizing & Finalizing & PrPrPrPrinting Store Stock Shipments (TXinting Store Stock Shipments (TXinting Store Stock Shipments (TXinting Store Stock Shipments (TX----4444----2222----1111----9)9)9)9)    
 
To print finalize and store stock shipments, which also updates your inventory to reflect the 
books that you are selling to wholesalers, follow these steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the Sales to Sales to Sales to Sales to 

WholesalersWholesalersWholesalersWholesalers option, the Sales to WholesalersSales to WholesalersSales to WholesalersSales to Wholesalers option and the Finalize and Print Store Stock Finalize and Print Store Stock Finalize and Print Store Stock Finalize and Print Store Stock 
ShipmentsShipmentsShipmentsShipments option to get to the Finalize and Print Store Stock Shipments screen (TX-4-2-1-9). 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  To change it, enter "M" 
followed by the new store number. 

 
3. Enter "R" to run the process, or "X" to Cancel. 
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Reprinting Store Stock Shipments (TXReprinting Store Stock Shipments (TXReprinting Store Stock Shipments (TXReprinting Store Stock Shipments (TX----4444----2222----1111----10)10)10)10)    
 
To reprint a store stock shipment, follow these steps. 

 
1. From the CourseTrak Main Menu, select the Returns Returns Returns Returns option followed by the Sales to Sales to Sales to Sales to 

WholesalersWholesalersWholesalersWholesalers option, the Sales to WholesalersSales to WholesalersSales to WholesalersSales to Wholesalers option and the Reprint Store Stock ShipmentsReprint Store Stock ShipmentsReprint Store Stock ShipmentsReprint Store Stock Shipments 
option to get to the Reprint Store Stock Shipments screen (TX-4-2-1-10). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the StoreStoreStoreStore field, enter the store for which you want to reprint shipments. 
 
3. In the First ShipmentFirst ShipmentFirst ShipmentFirst Shipment field, enter the first stock shipment number you want to reprint.  For all 

shipments, leave this field blank. 
 
4. In the Last ShipmeLast ShipmeLast ShipmeLast Shipmentntntnt field, enter the last stock shipment number you want to reprint.  For all 

shipments, leave this field blank. 
 
5. Enter “R” to reprint the shipments, “X” to Cancel, or “M” to Modify. 
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Wholesale from Buyback (TXWholesale from Buyback (TXWholesale from Buyback (TXWholesale from Buyback (TX----4444----2222----2)2)2)2)    
 
If you buy back books to sell to wholesalers, you can use the functions in the Wholesale 
from Buyback menu to ship them to the wholesaler.  This section covers these functions. 
 



CourseTrak™ Users Guide 

 

 

 146 
Copyright @ 2006 
Total Computing Solutions, LLC 

Creating a Suggested Shipping List (TXCreating a Suggested Shipping List (TXCreating a Suggested Shipping List (TXCreating a Suggested Shipping List (TX----4444----2222----2222----1)1)1)1)    
 
To create a suggested list of buyback items that should be sent to a wholesaler, follow these 
steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the Sales to Sales to Sales to Sales to 

WholesalersWholesalersWholesalersWholesalers option, the Wholesale from BuybackWholesale from BuybackWholesale from BuybackWholesale from Buyback option, and the Suggested Shipping ListSuggested Shipping ListSuggested Shipping ListSuggested Shipping List 
option to get to the Print Shipping Lists screen (TX-4-2-2-1). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 

enter "??". 
 
3. In the Amount Greater ThanAmount Greater ThanAmount Greater ThanAmount Greater Than field, enter the minimum wholesale that you want to include.  

Books with a value less than this will not be included. 
 
4. Enter "R" to run the process, "X" to Cancel, or “M” to Modify. 
 
5. On the next page is a sample suggested shipping list. 
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Creating a Shipping List (TXCreating a Shipping List (TXCreating a Shipping List (TXCreating a Shipping List (TX----4444----2222----2222----2)2)2)2)    
 
To create a shipping lists by wholesaler, follow these steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the Sales to Sales to Sales to Sales to 

WholesalersWholesalersWholesalersWholesalers option, the Wholesale from BuybackWholesale from BuybackWholesale from BuybackWholesale from Buyback option, and the Create Shipping ListCreate Shipping ListCreate Shipping ListCreate Shipping List option 
to get to the Create Shipping Lists screen (TX-4-2-2-2). 

    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 

enter "??". 
 
3. In the Amount Greater ThanAmount Greater ThanAmount Greater ThanAmount Greater Than field, enter the minimum wholesale that you want to include.  

Books with a value less than this will not be included. 
 
4. In the Wholesaler ListWholesaler ListWholesaler ListWholesaler List field, enter the wholesaler(s) you desire to ship books to. 
 
5. Enter “R” to run the process, “X” to Cancel, or “M” to Modify. 
 
6. If you choose to run the process, you will get the following screen.  Click “Continue” to exit. 
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Shipping List Maintenance (TXShipping List Maintenance (TXShipping List Maintenance (TXShipping List Maintenance (TX----4444----2222----2222----3)3)3)3)    
 
To make changes to a wholesaler shipping list, follow these steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option followed by the Sales to Sales to Sales to Sales to 

WholesalersWholesalersWholesalersWholesalers option, the Wholesale from BuybackWholesale from BuybackWholesale from BuybackWholesale from Buyback option and the Shipping List MaintenanceShipping List MaintenanceShipping List MaintenanceShipping List Maintenance 
option to get to the Shipping List Maintenance screen (TX-4-2-2-3). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  a list of stores, enter 
"??". 

 
3. In the DocumeDocumeDocumeDocumentntntnt field, enter the document number you’d like to modify.  If you are creating 

a new document, enter “.”. For a list of documents, enter “??”. 
 
4. In the ISBNISBNISBNISBN field, enter the ISBN of the book you’re returning.  If you’re not sure of the ISBN, 

you can search for the book by entering “[AUTHOR]/”, “[TITLE]” or “[AUTHOR]/[TITLE]”. 
 
5. In the QtyQtyQtyQty field, enter the quantity of books you’d like to sell to the wholesaler. 
 
6. From the command line, enter “S” to sort by author or title, or enter “I” to search by ISBN. 
 
7. Press [ENTER] to save the shipping list, “X” to Cancel, or “M” to Modify. 
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Printing a Shipping Document (TXPrinting a Shipping Document (TXPrinting a Shipping Document (TXPrinting a Shipping Document (TX----4444----2222----2222----4)4)4)4)    
 
To print a shipping document for the books you are selling to a wholesaler, follow these 
steps. 

 
1. From the CourseTrak Main Menu, select the RetuRetuRetuReturnsrnsrnsrns option followed by the Sales to Sales to Sales to Sales to 

WholesalersWholesalersWholesalersWholesalers option, the Wholesale from Buyback Wholesale from Buyback Wholesale from Buyback Wholesale from Buyback option, and the Print Shipping DocumentPrint Shipping DocumentPrint Shipping DocumentPrint Shipping Document 
option to get to the Chargebacks Not Credited screen (TX-4-2-2-4). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the VendorVendorVendorVendor field, enter the wholesaler to which you are returning books. 
 
4. Enter "R" to run the process, "X" to Cancel, or “M” to Modify. 
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Printing a Buyback Document (TXPrinting a Buyback Document (TXPrinting a Buyback Document (TXPrinting a Buyback Document (TX----4444----2222----2222----21)21)21)21)    
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Reprinting a Shipping Document (TXReprinting a Shipping Document (TXReprinting a Shipping Document (TXReprinting a Shipping Document (TX----4444----2222----2222----22)22)22)22)    
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Reprinting a Buyback Document (TXReprinting a Buyback Document (TXReprinting a Buyback Document (TXReprinting a Buyback Document (TX----4444----2222----2222----23)23)23)23)    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    



CourseTrak™ Users Guide 

 

 

 154 
Copyright @ 2006 
Total Computing Solutions, LLC 

Printing a NonPrinting a NonPrinting a NonPrinting a Non----Returnable Stock Worklist (TXReturnable Stock Worklist (TXReturnable Stock Worklist (TXReturnable Stock Worklist (TX----4444----2222----3)3)3)3)    
    

To print a list of items you have on hand that cannot be sold to wholesalers, follow these 
steps. 

 
1. From the CourseTrak Main Menu, select the ReturnsReturnsReturnsReturns option, followed by the Sales to Sales to Sales to Sales to 

WholesalersWholesalersWholesalersWholesalers option and the NonNonNonNon----Returnable Stock WorklistReturnable Stock WorklistReturnable Stock WorklistReturnable Stock Worklist option to get to the Non-
Returnable Stock Worklist screen (TX-4-2-3). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the StoreStoreStoreStore field, enter the store number for which you wish to print the report.  For a list of 
stores, enter “??”. 

 
3. In the Sort by (T,I,A)Sort by (T,I,A)Sort by (T,I,A)Sort by (T,I,A) field, enter “T” to sort by title, “I” to sort by ISBN, or “A” to sort by author. 
 
4. In the Report TypeReport TypeReport TypeReport Type field, enter “W” for a wholesale report, “Z” for a zero value report, or “T” 

for a total report. 
 
5. Enter “R” to print the report, “X” to Cancel, or “M” to Modify. 
 
6. On the next page is a sample non-returnable stock worklist. 
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Buyback Process (TXBuyback Process (TXBuyback Process (TXBuyback Process (TX----5)5)5)5)    
 
The CourseTrak system contains extensive functions dealing with the buyback of textbooks.  
These functions are covered in this section. 
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Setting Up Buyback Parameters (TXSetting Up Buyback Parameters (TXSetting Up Buyback Parameters (TXSetting Up Buyback Parameters (TX----5555----1)1)1)1)    
 
Before textbooks can be bought back, you must set up the buyback parameters.  To do so, follow 
these steps.   

 
1. From any menu in the CourseTrak system, enter “SU” to get to the Textbook SetupTextbook SetupTextbook SetupTextbook Setup menu.  Select 

the ParametersParametersParametersParameters option followed by the Buyback ParametersBuyback ParametersBuyback ParametersBuyback Parameters option to get to the Buyback 
Parameters screen (TX-5-1). 

 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the Store Store Store Store field, enter the store number for which you wish to set up buyback parameters.  You 
can see a list of stores by entering “??”. 

 
3. In the Buyback Need FormulaBuyback Need FormulaBuyback Need FormulaBuyback Need Formula field, enter the buyback need formula you wish to use.  For 

information on need formulas, see the section Buyback Need Formula Maintenance contained in 
this document. 

 
4. Under the Percentage of Retail New Price Percentage of Retail New Price Percentage of Retail New Price Percentage of Retail New Price heading, in the GoodGoodGoodGood field, enter the percentage of the 

retail price that you would like to pay for books that were bought new and brought back in good 
condition.  In the FairFairFairFair field, enter the percentage of the retail price that you would like to pay for 
books that were bought new and brought back in fair condition. 

 
5. Under the PercenPercenPercenPercentage of Retail Used Pricetage of Retail Used Pricetage of Retail Used Pricetage of Retail Used Price heading, in the GoodGoodGoodGood field, enter the percentage of the 

retail price that you would like to pay for books that were bought used and brought back in good 
condition.  In the Fair Fair Fair Fair field, enter the percentage of the retail price that you would like to pay for 
books that were bought used and brought back in fair condition. 
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6. Under the Percentage of Whsle Buy Guide (New)Percentage of Whsle Buy Guide (New)Percentage of Whsle Buy Guide (New)Percentage of Whsle Buy Guide (New) heading, in the Good Good Good Good field, enter the percentage 
of the wholesale price that you would like to pay for books that were bought new and brought 
back in good condition.  In the FairFairFairFair field, enter the percentage of the wholesale price that you 
would like to pay for books that were bought used and brought back in fair condition. 

 
7. Under the Percentage of Whsle Buy Guide (Used)Percentage of Whsle Buy Guide (Used)Percentage of Whsle Buy Guide (Used)Percentage of Whsle Buy Guide (Used) heading, in the GoodGoodGoodGood field, enter the percentage 

of the wholesale price that you would like to pay for books that were bought used and brought 
back in good condition.  In the FairFairFairFair field, enter the percentage of the wholesale price that you 
would like to pay for books that were bought used and brought back in fair condition. 

 
8. Under the Books with Zero ValueBooks with Zero ValueBooks with Zero ValueBooks with Zero Value heading, in the Good Good Good Good field, enter the amount that you would like 

to pay for books in good condition with zero value.  In the FairFairFairFair field, enter the amount that you 
would like to pay for books in fair condition with zero value. 

 
9. In the Rounding DirectionRounding DirectionRounding DirectionRounding Direction field, enter the direction that you would like to round the buyback 

prices.  Enter “U” for up, “D” for down, or “N” for nearest. 
 
10. In the Rounding CoinRounding CoinRounding CoinRounding Coin field, enter the coin that you would like to use in rounding the buyback 

prices.  You can enter “05”, “10”, “25”, “50”, or “100”. 
 
11. In the ModeModeModeMode field, enter “G” for a general buy mode or “W” for a wholesale buy mode. 
 
12. In the Use Window in BuybackUse Window in BuybackUse Window in BuybackUse Window in Buyback field, enter a “Y” if you would like to display new and used 

condition prices or if you would like the ability to override the price at buyback.  Otherwise, enter 
an “N”. 

 
 
 
 
 
 
13. In the Default ConditionDefault ConditionDefault ConditionDefault Condition field, enter “G” to set good as the default condition, or “F” to set fair as 

the default condition. 
 
14. In the ‘N’ew or ‘U’sed‘N’ew or ‘U’sed‘N’ew or ‘U’sed‘N’ew or ‘U’sed field, enter “N” to set new as default, “U” to set used as default.   If you 

select “N” buyback will be calculated as ½ of retail new.  If you select “U”, buyback will be 
calculated as ½ of retail used. 

 
15. Enter “SSSS” or click on “SeasonSeasonSeasonSeason” to get to the buyback season maintenance screen.  It is covered in 

the section Buyback Season Maintenance contained in this document. 
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16. Enter “WWWW” or click on “WholesalersWholesalersWholesalersWholesalers” to get to the Buyback Wholesaler Setup screen.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

17. In the Use Highest PriceUse Highest PriceUse Highest PriceUse Highest Price field, enter “Y” if you want to the system to bring in the wholesaler with 
the highest price.  Leave blank or “N” to use wholesaler in order as listed below in the screen.  If a 
“Y” is entered into the system and there are two or more wholesalers with the same highest 
price, the wholesaler listed first will be chosen. 

 
18. In the Display Wholesale PricesDisplay Wholesale PricesDisplay Wholesale PricesDisplay Wholesale Prices field, enter “Y” if you want the system to display wholesalers and 

their prices and let you choose which one.  Enter “N” if you want the system to select the 
wholesaler. 

 
19. In the WHSL #WHSL #WHSL #WHSL # field, enter in the vendor number associated with your first wholesaler.  In the File File File File 

NameNameNameName field, enter in the file name for the wholesale buying guide.  Only a valid file name can be 
entered.  The WholesalerWholesalerWholesalerWholesaler field will automatically populate with the name associated with the 
wholesale buying guide file name.  Continue with all wholesale guides that you will be loading. 

 
20. Press [ENTER] to save the changes, “X” to Cancel, or “M” to Modify. 
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Buyback Maintenance Menu (TXBuyback Maintenance Menu (TXBuyback Maintenance Menu (TXBuyback Maintenance Menu (TX----5555----2)2)2)2)    
 
The Buyback Maintenance menu contains functions dealing with buyback parameters for 
individual items. 
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Buyback Flag Maintenance (TXBuyback Flag Maintenance (TXBuyback Flag Maintenance (TXBuyback Flag Maintenance (TX----5555----2222----1)1)1)1)    
 

To set up buyback information for a book in your database, follow these steps. 
 
1. From the Textbook Maintenance screen command line, enter “B” to get to the Buyback Flag 

Maintenance screen (TX-5-2-1). 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
16. In the StoreStoreStoreStore field, enter the store number for which you wish to set up buyback.  This will also 

automatically populate the Store, Store Name, and BB NeedStore, Store Name, and BB NeedStore, Store Name, and BB NeedStore, Store Name, and BB Need fields in the upper right side of 
the screen.  

 
17. In the ISBN ISBN ISBN ISBN field, enter the book for which you wish to set up buyback. 
 
18. The Title, Author, Ed Notes, Edition, and CopyrightTitle, Author, Ed Notes, Edition, and CopyrightTitle, Author, Ed Notes, Edition, and CopyrightTitle, Author, Ed Notes, Edition, and Copyright fields will automatically populate with the 

information from the master file for the ISBN that you entered. 
 
19. The Open to Buy Open to Buy Open to Buy Open to Buy field will automatically populate with the open to buy quantity for this ISBN. 
 
20. In the Value CodeValue CodeValue CodeValue Code field, enter the buyback value code for the book.  For a list of codes, enter 

“??”.  For more information on value codes, see the section Setting Up Buyback Value Codes 
in the CourseTrak Setup Guide. 

 
21. In the Limit FlagLimit FlagLimit FlagLimit Flag field, enter the buyback limit flag for the book.  Enter “U” to buy unlimited 

copies of the book, “X” to exclude the book from buyback, “G” for guaranteed buyback, or 
“Y” for a limit. 
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22. The Estimated BBEstimated BBEstimated BBEstimated BB field will automatically populate with the total estimated buyback amount 
taken from all adoptions entered in terms attached to the current buyback season. 

 
23. In the R/WR/WR/WR/W field, enter “R” for retail or enter “W” for wholesale. 
 
 
This is the help message that comes up in the BB limit quantity and override price fields:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
24. In the LimitLimitLimitLimit field, enter the total quantity of copies (your limit) you will buy back at this value. 
 
25. The PurchasedPurchasedPurchasedPurchased field will automatically populate with the quantity of books purchased at 

buyback at this value. 
 
26. In the OverideOverideOverideOveride Price Price Price Price field, enter the price you would like to purchase this title for.  If you enter 

a price in this field, it will override the calculated price that is based on the set buyback 
parameters.  For more information on buyback parameters, see the section Buyback 
Parameters in the CourseTrak Setup Guide. 

 
27. In the Wholesaler Wholesaler Wholesaler Wholesaler IDIDIDID field, enter the vendor number of the wholesaler you would like to 

purchase textbooks for at buyback.  The Wholesaler NameWholesaler NameWholesaler NameWholesaler Name field will automatically populate 
with the name of the wholesaler entered. 

 
28. In the Book Flag CodeBook Flag CodeBook Flag CodeBook Flag Code field, enter any book flag codes that you would like to set up for this 

title.  For more information on book flag codes, see the section Textbook Flags in the 
CourseTrak Setup Guide. 

 
29. Press [ENTER] to save the changes, “X” to cancel, or “M” to Modify. 
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Shifting Wholesale Buyback to RetaShifting Wholesale Buyback to RetaShifting Wholesale Buyback to RetaShifting Wholesale Buyback to Retail (TXil (TXil (TXil (TX----5555----2222----2)2)2)2)    
 
If you buy back books at wholesale price, and later decide that you wish to sell them in your 
store rather than to wholesalers, you can shift the books to retail buyback.  To do so, follow 
these steps. 

 
1. From the CourseTrak Main Menu, select the Buyback Buyback Buyback Buyback option followed by the Buyback Buyback Buyback Buyback 

Maintenance MenuMaintenance MenuMaintenance MenuMaintenance Menu option and the Shift Wholesale to Retail by ItemShift Wholesale to Retail by ItemShift Wholesale to Retail by ItemShift Wholesale to Retail by Item option to get to the 
Shift Wholesale to Retail by Item screen (TX-5-2-2). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the ISBN ISBN ISBN ISBN field, enter the ISBN for the book you want to shift.  If you aren’t sure of the 

ISBN, you can search for the book by entering “[TITLE]”, “[AUTHOR]\”, or “[AUTHOR]\[TITLE]”. 
 
4. After you have entered the ISBN, the information fields about the book are filled in.  The QTY QTY QTY QTY 

RetailRetailRetailRetail field contains the number of books that have been bought back for retail, and the QTY QTY QTY QTY 
WhsleWhsleWhsleWhsle field contains the number of books that have been bought back for wholesale. 

 
5. In the Shift QTYShift QTYShift QTYShift QTY field, enter the number of books you want to shift from wholesale to retail.  

This quantity must be less than or equal to the value in the QTY Whsle QTY Whsle QTY Whsle QTY Whsle field. 
 
6. Enter “R” to shift the books from wholesale to retail, “X” to Cancel, or “M” to Modify. 
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Printing a List of Wholesale to Retail Shifted Buybacks (TXPrinting a List of Wholesale to Retail Shifted Buybacks (TXPrinting a List of Wholesale to Retail Shifted Buybacks (TXPrinting a List of Wholesale to Retail Shifted Buybacks (TX----5555----2222----3)3)3)3)    
 
To print a list of items that have been shifted from wholesale to retail buyback, follow these 
steps. 

 
1. From the CourseTrak Main Menu, select the BuybackBuybackBuybackBuyback option followed by the Buyback Buyback Buyback Buyback 

Maintenance MenuMaintenance MenuMaintenance MenuMaintenance Menu option and the List of Shifting Whsle to RetailList of Shifting Whsle to RetailList of Shifting Whsle to RetailList of Shifting Whsle to Retail option to get to the List of 
Shifting Wholesale to Retail screen (TX-5-2-3). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??”. 

 
3. In the Begin DateBegin DateBegin DateBegin Date field, enter the beginning of the date range, or leave the field blank. 
 
4. In the Ending DateEnding DateEnding DateEnding Date field, enter the ending of the date range, or leave the field blank. 
 
5. In the Sort BySort BySort BySort By field, enter the method by which you want to sort the list.  Enter “A” for Author, 

“T” for Title, “P” for publisher, or “I” for ISBN. 
 
6. Enter “R” to print the list, “X” to Cancel, or “M” to Modify. 
 
7. On the next page is a sample report. 
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Shifting Retail Buyback to Wholesale (TXShifting Retail Buyback to Wholesale (TXShifting Retail Buyback to Wholesale (TXShifting Retail Buyback to Wholesale (TX----5555----2222----4)4)4)4)    
 
If you buy back books at retail price, and later decide that you wish to sell them to 
wholesalers, you can shift the books to wholesale buyback.  To do so, follow these steps. 

 
1. From the CourseTrak Main Menu, select the Buyback Buyback Buyback Buyback option followed by the Buyback Buyback Buyback Buyback 

Maintenance MenuMaintenance MenuMaintenance MenuMaintenance Menu option and the Shift Retail to Wholesale Shift Retail to Wholesale Shift Retail to Wholesale Shift Retail to Wholesale option to get to the Shift Retail 
to Wholesale screen (TX-5-2-4). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 

enter "??". 
 
3. In the ISBN ISBN ISBN ISBN field, enter the ISBN for the book you want to shift.  If you aren’t sure of the 

ISBN, you can search for the book by entering “[TITLE]”, “[AUTHOR]\”, or “[AUTHOR]\[TITLE]”. 
 
4. After you have entered the ISBN, the information fields about the book are filled in.  The QTY QTY QTY QTY 

RetailRetailRetailRetail field contains the number of books that have been bought back for retail, and the QTY QTY QTY QTY 
WhsleWhsleWhsleWhsle field contains the number of books that have been bought back for wholesale. 

 
5. In the Shift QTYShift QTYShift QTYShift QTY field, enter the number of books you want to shift from retail to wholesale.  

This quantity must be less than or equal to the value in the QTY Retail QTY Retail QTY Retail QTY Retail field. 
 
6. Enter “R” to shift the books from retail to wholesale, “X” to Cancel, or “M” to Modify. 
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Printing a LisPrinting a LisPrinting a LisPrinting a List of Retail to Wholesale Shifted Buybacks (TXt of Retail to Wholesale Shifted Buybacks (TXt of Retail to Wholesale Shifted Buybacks (TXt of Retail to Wholesale Shifted Buybacks (TX----5555----2222----5)5)5)5)    
 
To print a list of items that have been shifted from retail to wholesale buyback, follow these 
steps. 

 
1. From the CourseTrak Main Menu, select the BuybackBuybackBuybackBuyback option followed by the Buyback Buyback Buyback Buyback 

Maintenance MenMaintenance MenMaintenance MenMaintenance Menuuuu option and the List of Retail to WholesaleList of Retail to WholesaleList of Retail to WholesaleList of Retail to Wholesale option to get to the List of 
Shifting Retail to Wholesale screen (TX-5-2-5). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 

enter "??”. 
 
3. In the Begin DateBegin DateBegin DateBegin Date field, enter the beginning of the date range, or leave the field blank. 
 
4. n the Ending DateEnding DateEnding DateEnding Date field, enter the ending of the date range, or leave the field blank. 
 
5. In the Sort BySort BySort BySort By field, enter the method by which you want to sort the list.  Enter “A” for Author, 

“T” for Title, “P” for publisher, or “I” for ISBN. 
 
6. Enter “R” to print the list, “X” to Cancel, or “M” to Modify. 
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Wholesaler Database Maintenance Menu (TXWholesaler Database Maintenance Menu (TXWholesaler Database Maintenance Menu (TXWholesaler Database Maintenance Menu (TX----5555----3)3)3)3)    
 
The Wholesaler Database Maintenance Menu (TX-5-3) contains functions dealing with your 
wholesale buying guide(s).  This section covers these functions. 
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Search the Wholesale Buying Guide (TXSearch the Wholesale Buying Guide (TXSearch the Wholesale Buying Guide (TXSearch the Wholesale Buying Guide (TX----5555----3333----1)1)1)1)    
 
To find information about a book by searching in the wholesale buying guide, follow these 
steps.  This will search the default guide that is set up for your store as listed in the general 
store parameters. 

 
1. From the CourseTrak Main Menu, select the Buyback Buyback Buyback Buyback option followed by the Wholesaler Wholesaler Wholesaler Wholesaler 

Database MaintenanceDatabase MaintenanceDatabase MaintenanceDatabase Maintenance option and the Wholesale Buying GuideWholesale Buying GuideWholesale Buying GuideWholesale Buying Guide option to get to the 
Wholesale Buying Guide screen (TX-5-3-1). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the ItemItemItemItem field, enter the ISBN of the book you’re searching for.  If you don’t know the 
ISBN, you can find it by entering “[TITLE]”, “[AUTHOR]\”, or “[AUTHOR]\[TITLE]”. 

 
3. After you have entered the ISBN, information about the item will display.  If you wish to copy 

the item to your local database, enter “C”.  You will be taken to the Master File Maintenance 
screen (see Master File Maintenance in this document.)  If you do not wish to copy the item 
to your local database, press [ENTER] to exit the record. 
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Changing Wholesale Prices (TXChanging Wholesale Prices (TXChanging Wholesale Prices (TXChanging Wholesale Prices (TX----5555----3333----2)2)2)2)    
 
If you wish to change the wholesale price listed in the wholesale buying guide for an item, 
follow these steps. 

 
1. From the CourseTrak Main Menu, select the BuybackBuybackBuybackBuyback option followed by the Wholesaler Wholesaler Wholesaler Wholesaler 

Database MaintenanceDatabase MaintenanceDatabase MaintenanceDatabase Maintenance option and the Wholesale Guide Maintenance Wholesale Guide Maintenance Wholesale Guide Maintenance Wholesale Guide Maintenance option to get to the 
Wholesale Guide Maintenance screen (TX-5-3-2). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the ItemItemItemItem field, enter the ISBN of the book you’re searching for.  If you don’t know the 
ISBN, you can find it by entering “[TITLE]”, “[AUTHOR]\”, or “[AUTHOR]\[TITLE]”. 

 
3. After you have entered the ISBN, information about the item displays.  Enter “M” to get to 

the Whsle New PriceWhsle New PriceWhsle New PriceWhsle New Price field. 
 
4. In the WhWhWhWhsle New Pricesle New Pricesle New Pricesle New Price field, enter the wholesale price for new books. 
 
5. In the Whsle Used PriceWhsle Used PriceWhsle Used PriceWhsle Used Price field, enter the wholesale price for used books. 
 
6. In the Buyback NoteBuyback NoteBuyback NoteBuyback Note field, enter any information that you would like to see when you enter 

this item at buyback. 
 
7. Press [ENTER] to update the prices for the item, or “X” to cancel. 
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Updating the Wholesale Guide (TXUpdating the Wholesale Guide (TXUpdating the Wholesale Guide (TXUpdating the Wholesale Guide (TX----5555----3333----21)21)21)21)    
 
If you wish to install a new wholesale guide on your system, follow these steps.  If you would 
like assistance in loading your wholesale guides, please contact Total Computing Solutions. 

 
1. From the CourseTrak Main Menu, select the Buyback Buyback Buyback Buyback option followed by the Wholesaler Wholesaler Wholesaler Wholesaler 

Database MaintenanceDatabase MaintenanceDatabase MaintenanceDatabase Maintenance menu and the Update Whsle GuideUpdate Whsle GuideUpdate Whsle GuideUpdate Whsle Guide option to get to the Wholesale 
Buying Guide Update screen (TX-5-3-21). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the Buying Guide to UpdateBuying Guide to UpdateBuying Guide to UpdateBuying Guide to Update field, the buying guide you would like to update.  For a list of 
buying guides, enter “??”. 

 
3. In the <L>=Local or <D>=Download<L>=Local or <D>=Download<L>=Local or <D>=Download<L>=Local or <D>=Download field, enter “L” to update the buying guide from a local 

file, or “D” to download the new buying guide from the internet. 
 
4. In the Local Drive and PathLocal Drive and PathLocal Drive and PathLocal Drive and Path field, enter the drive letter and path where the wholesale buying 

guide can be found, for example “D:/WHSLE/” if the wholesale buying guide is located on 
the D drive in the WHSLE directory.  Using the forward slash is important; a backslash will 
not work. 

 
5. In the Coordinate Wholesale GuideCoordinate Wholesale GuideCoordinate Wholesale GuideCoordinate Wholesale Guide field, enter a “Y” if you want to automatically coordinate 

the wholesale guide.  For more information on coordinating the wholesale guide, see section 
Coordinating the Wholesale Guide in this document.  If you don’t wish to coordinate at this 
time, enter “N”. 
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6. In the Update CrossUpdate CrossUpdate CrossUpdate Cross----ReferenceReferenceReferenceReference field, enter “Y” if you want to rebuild your Title cross-

reference and your Author cross-reference.  For more information on rebuilding cross-
reference see Rebuilding the Title Cross-Reference and Rebuilding the Author Cross-
Reference in the CourseTrak Setup Guide.  If you don’t wish to rebuild at this time, enter “N”. 

 
7. Enter “R” to update the wholesale buying guide, “X” to Cancel, or “M” to Modify. 
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Coordinating the Wholesale Guide (TXCoordinating the Wholesale Guide (TXCoordinating the Wholesale Guide (TXCoordinating the Wholesale Guide (TX----5555----3333----22)22)22)22)    
 
If you wish to update your master file with information from a new wholesale guide, you 
should coordinate the wholesale guide by following these steps. 
 

1. From the CourseTrak Main Menu, select the Buyback Buyback Buyback Buyback option followed by the Wholesaler Wholesaler Wholesaler Wholesaler 
Database Maintenance Database Maintenance Database Maintenance Database Maintenance option and the Coordinate Whsle Guide Coordinate Whsle Guide Coordinate Whsle Guide Coordinate Whsle Guide option to get to the 
Coordinate Wholesale Guide screen (TX-5-3-22). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the Update Publisher Price ChangesUpdate Publisher Price ChangesUpdate Publisher Price ChangesUpdate Publisher Price Changes option, enter “Y” if you want to change the publisher 
prices in your master file to match the new wholesale buying guide.  Otherwise, enter “N”. 

 
3. In the Update Publisher ChangesUpdate Publisher ChangesUpdate Publisher ChangesUpdate Publisher Changes option, enter “Y” if you want to change the publishers in 

your master file to match the new wholesale buying guide.  Otherwise, enter “N”. 
 
4. In the Update ISBN ChangesUpdate ISBN ChangesUpdate ISBN ChangesUpdate ISBN Changes option, enter “Y” if you want to change the ISBNs in your master 

file to match the new wholesale buying guide.  Otherwise, enter “N”. 
 
5. In the Update Retail PriceUpdate Retail PriceUpdate Retail PriceUpdate Retail Price option, enter “Y” if you want to change the retail prices in your 

master file to match the new wholesale buying guide.  Otherwise, enter “N”. 
 
6. In the Check Copyright, Edition, Edition NotesCheck Copyright, Edition, Edition NotesCheck Copyright, Edition, Edition NotesCheck Copyright, Edition, Edition Notes option, enter “Y” if you want to change the 

copyright, edition, edition notes in your master file to match the new wholesale buying 
guide.  Otherwise, enter “N”. 

 
7. Enter “R” to coordinate the guide, “X” to Cancel, or “M” to Modify. 
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Guaranteed Buyback Menu (TXGuaranteed Buyback Menu (TXGuaranteed Buyback Menu (TXGuaranteed Buyback Menu (TX----5555----4)4)4)4)    
 
If your store uses guaranteed buyback, you will need to use the functions in the Guaranteed 
Buyback Menu (TX-5-4).  These functions are covered in this section. 
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PrePrePrePre----List Guaranteed Buyback (TXList Guaranteed Buyback (TXList Guaranteed Buyback (TXList Guaranteed Buyback (TX----5555----4444----1)1)1)1)    
 
To generate a list of the books for which you will be offering guaranteed buyback, follow 
these steps. 

 
1. From the CourseTrak Main Menu, select the Buyback Buyback Buyback Buyback option followed by the Guaranteed Guaranteed Guaranteed Guaranteed 

BuybackBuybackBuybackBuyback option and the PrePrePrePre----list Guaranteed Buybacklist Guaranteed Buybacklist Guaranteed Buybacklist Guaranteed Buyback option to get to the Create Guaranteed 
Buyback Preliminary List screen (TX-5-4-1). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the Term To Get Information From Term To Get Information From Term To Get Information From Term To Get Information From field, enter the term for which you want to generate a 

list. 
 
4. Enter “R” to create the list, “X” to Cancel, or “M” to Modify. 
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GuaranteedGuaranteedGuaranteedGuaranteed Buyback Report (TX Buyback Report (TX Buyback Report (TX Buyback Report (TX----5555----4444----2)2)2)2)    
 
To print a report of the books that you have bought back through guaranteed buyback, 
follow these steps. 

 
1. From the CourseTrak Main Menu, select the BuybackBuybackBuybackBuyback option followed by the Guaranteed Guaranteed Guaranteed Guaranteed 

BuybackBuybackBuybackBuyback option and the Guaranteed BuybGuaranteed BuybGuaranteed BuybGuaranteed Buyback Reportack Reportack Reportack Report option to get to the Guaranteed 
Buyback Report screen (TX-5-4-2). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. The TermTermTermTerm field is automatically filled in with the default for the store.  For a list of terms, 

enter “??”. 
 
4. In the Sort BySort BySort BySort By field, enter “A” to sort by Author, “T” to sort by Title, “I” to sort by ISBN, or “P” 

to sort by publisher. 
 
5. Enter “R” to run the report, “X” to Cancel, or “M” to Modify. 
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6. Below is a sample report. 
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Editing the Preliminary Guaranteed Buyback List (TXEditing the Preliminary Guaranteed Buyback List (TXEditing the Preliminary Guaranteed Buyback List (TXEditing the Preliminary Guaranteed Buyback List (TX----5555----4444----3)3)3)3)    
    

The CourseTrak system allows you to manually create a list of books that will be included in 
the guaranteed buyback program or edit the list that has been created by the system.  To do 
so, follow these steps. 

 
1. From the CourseTrak Main Menu, select the BuybackBuybackBuybackBuyback option followed by the Guaranteed Guaranteed Guaranteed Guaranteed 

Buyback Buyback Buyback Buyback option and the Edit/Enter Preliminary ListEdit/Enter Preliminary ListEdit/Enter Preliminary ListEdit/Enter Preliminary List option to get to the Enter Preliminary 
Guaranteed Buyback List screen (TX-5-4-3). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the Term Term Term Term field, enter the term for which you want to edit the preliminary list.  For a list of 

terms, enter “??”. 
 
4. In the ISBN ISBN ISBN ISBN fields, enter the ISBNs for the books you want to include.  If you aren’t sure of 

the ISBNs, you can search for them by entering “[TITLE]”, “[AUTHOR]\”, or 
“[AUTHOR]\[TITLE]”.  To remove a book from the list, enter a single space in the field 
containing that book’s ISBN. 

 
5. Press [ENTER] to save the list, “X” to Cancel, or “M” to Modify. 
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Flag Guaranteed Buyback Parameters (TXFlag Guaranteed Buyback Parameters (TXFlag Guaranteed Buyback Parameters (TXFlag Guaranteed Buyback Parameters (TX----5555----4444----4)4)4)4)    
 
To change the buyback limit flag to “G” for the books that are on your guaranteed buyback 
list, follow these steps. 
 

1. From the CourseTrak Main Menu, select the BuybackBuybackBuybackBuyback option followed by the Guaranteed Guaranteed Guaranteed Guaranteed 
Buyback Buyback Buyback Buyback option and the Flag Guaranteed Buyback ParametersFlag Guaranteed Buyback ParametersFlag Guaranteed Buyback ParametersFlag Guaranteed Buyback Parameters option to get to the Flag 
Guaranteed Buyback Limits screen (TX-5-4-4). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the StorStorStorStore e e e field, enter the store for which you want to set the flags.  For a list of stores, 
enter “??”. 

 
3. In the TermTermTermTerm field, enter the term for which you want to set the flags.  For a list of terms, enter 

“??”. 
 
4. Enter “R” to set the flags, “X” to Cancel, or “M” to Modify. 
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Printing Guaranteed Buyback Tags (TXPrinting Guaranteed Buyback Tags (TXPrinting Guaranteed Buyback Tags (TXPrinting Guaranteed Buyback Tags (TX----5555----4444----5)5)5)5)    
 
To print tags for the guaranteed buyback items, follow these steps. 

 
1. From the CourseTrak Main Menu, select the BuybackBuybackBuybackBuyback option followed by the Guaranteed Guaranteed Guaranteed Guaranteed 

BuybackBuybackBuybackBuyback option and the Print Guaranteed BuybacPrint Guaranteed BuybacPrint Guaranteed BuybacPrint Guaranteed Buyback Tagsk Tagsk Tagsk Tags option to get to the Print 
Guaranteed Buyback Tags screen (TX-5-4-5). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the Store Store Store Store field, enter the store for which you want to set the flags.  For a list of stores, 
enter “??”. 

 
3. In the TermTermTermTerm field, enter the term for which you want to set the flags.  For a list of terms, enter 

“??”. 
 
4. Enter “R” to print the tags, “X” to Cancel, or “M” to Modify. 
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Buyback Reports (TXBuyback Reports (TXBuyback Reports (TXBuyback Reports (TX----5555----21)21)21)21)    
 
The Buyback Reports Menu (TX-5-21) contains reports that list information about buybacks.  
This section covers these reports. 
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NonNonNonNon----Coordinated Books Report (TXCoordinated Books Report (TXCoordinated Books Report (TXCoordinated Books Report (TX----5555----21212121----1)1)1)1)    
 
The Non-Coordinated Books Report displays books in the master file that have not been 
coordinated to the current wholesale buying guide. 

 
1. From the CourseTrak Main Menu, select the Buyback Buyback Buyback Buyback option followed by the Buyback Buyback Buyback Buyback 

ReportsReportsReportsReports option and the NonNonNonNon----Coordinated BooksCoordinated BooksCoordinated BooksCoordinated Books option to get to the Non-Coordinated Books 
screen (TX-5-21-1). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the Sort BySort BySort BySort By field, enter “T” to sort by Title, “I” to sort by ISBN, “P” to sort by publisher, or 
“A” to sort by author. 

 
3. Enter “R” to run the report, “X” to Cancel, or “M” to Modify. 
 
4. Below is a sample report. 
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Actual vs. Needed Buyback Report (TXActual vs. Needed Buyback Report (TXActual vs. Needed Buyback Report (TXActual vs. Needed Buyback Report (TX----5555----21212121----2)2)2)2)    
 
The Actual vs. Needed report displays information about the number of books you need to 
buy back compared to the number of books you have purchased. 

 
1. From the CourseTrak Main Menu, select the Buyback Buyback Buyback Buyback option followed by the Buyback Buyback Buyback Buyback 

ReportsReportsReportsReports option and the Actual vs. NeededActual vs. NeededActual vs. NeededActual vs. Needed option to get to the Actual vs. Need screen (TX-5-
21-2). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the SortSortSortSort field, enter “A” to sort by author, “T” to sort by title, “I” to sort by ISBN, or “P” to 

sort by publisher. 
 
4. In the Enter MiEnter MiEnter MiEnter Min Qty to Reportn Qty to Reportn Qty to Reportn Qty to Report field, enter the minimum quantity needed for books that 

should be on the report. 
 
5. Enter “R” to print the report, “X” to Cancel, or “M” to Modify. 
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6. Below is a sample report. 
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Buyback Need Report (TXBuyback Need Report (TXBuyback Need Report (TXBuyback Need Report (TX----5555----21212121----3)3)3)3)    
 
The Buyback Need report displays information about the books you need to buyback. 

 
1. From the CourseTrak Main Menu, select the Buyback Buyback Buyback Buyback option followed by the Buyback Buyback Buyback Buyback 

ReportsReportsReportsReports option and the Buyback NeedBuyback NeedBuyback NeedBuyback Need option to get to the Buyback Need screen (TX-5-21-3). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 

enter "??". 
 
3. In the ISBN ISBN ISBN ISBN field, enter an ISBN you would like buyback information about, or leave the field 

blank. 
 
4. In the Sort BySort BySort BySort By field, enter “A” to sort by author, “T” to sort by title, “I” to sort by ISBN, or “P” to 

sort by publisher. 
 
5. Enter “R” to print the report, “X” to Cancel, or “M” to Modify. 
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6. Below is a sample report. 
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Manual Buyback Control List (TXManual Buyback Control List (TXManual Buyback Control List (TXManual Buyback Control List (TX----5555----21212121----4)4)4)4)    
 
To print a report that contains information on manual buybacks, follow these steps. 

 
1. From the CourseTrak Main Menu, select the Buyback Buyback Buyback Buyback option followed by the Buyback Buyback Buyback Buyback 

ReportsReportsReportsReports option and the Manual Buyback Control ListManual Buyback Control ListManual Buyback Control ListManual Buyback Control List option to get to the Manual Buyback 
Control List screen (TX-5-21-4). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the Include Books Only for TermInclude Books Only for TermInclude Books Only for TermInclude Books Only for Term field, enter the term for which you want to print the list.  

For a list of terms, enter “??”. 
 
4. In the Include Books With Zero Need Limit Include Books With Zero Need Limit Include Books With Zero Need Limit Include Books With Zero Need Limit field, enter “Y” if you wish to include books with a 

zero need limit.  Otherwise, enter “N”. 
 
5. In the Percent of Need Limit to IncludePercent of Need Limit to IncludePercent of Need Limit to IncludePercent of Need Limit to Include field, enter the percentage of the need limit that you 

want to be able to buy back manually. 
 
6. In the Sort By field, enter “A” to sort the list by author, or “T” to sort by title. 
 
7. Enter “R” to print the list, “X” to Cancel, or “M” to Modify. 
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Estimated Buyback List (TXEstimated Buyback List (TXEstimated Buyback List (TXEstimated Buyback List (TX----5555----21212121----5)5)5)5)    
 
To print a list of the estimated buyback values you have entered, follow these steps. 

 
1. From the CourseTrak Main Menu, select the Buyback Buyback Buyback Buyback option, followed by the Buyback Buyback Buyback Buyback 

ReportsReportsReportsReports option and the Estimated Buyback ListEstimated Buyback ListEstimated Buyback ListEstimated Buyback List option to get to the Estimated Buyback List 
screen (TX-5-21-5). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the SeasonSeasonSeasonSeason field, enter the buyback season for which you wish to report.  For a list of 

seasons, enter “??”. 
 
4. In the ISISISISBNBNBNBN field, enter the ISBN for the book you want to select.  If you aren't sure of the 

ISBN, you can search for it by entering "[AUTHOR]/", "[TITLE]", or "[AUTHOR]/[TITLE.]"  Leave 
the ISBN field blank if you want to include all titles. 

 
5. In the Sort BySort BySort BySort By field, enter “A” to sort the report by author, “T” to sort by title, “I” to sort by 

ISBN, or “P” to sort by publisher. 
 
6. In the Updated as of DateUpdated as of DateUpdated as of DateUpdated as of Date field, enter the date for which you want to see changes since.  You 

can leave the field blank to include all dates. 
 
7. Enter “R” to print the report, “X” to Cancel, or “M” to Modify. 
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8. Below is a sample report. 
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Actual vs. Expected Report (TXActual vs. Expected Report (TXActual vs. Expected Report (TXActual vs. Expected Report (TX----5555----21212121----21)21)21)21)    
 
The Actual vs. Expected Buyback Report prints information about the actual number of 
books you have bought back compared to the number of books you expected to buy. 

 
1. From the CourseTrak Main Menu, select the BuybackBuybackBuybackBuyback option followed by the Buyback Buyback Buyback Buyback 

ReportsReportsReportsReports option and the Actual vs. ExpectedActual vs. ExpectedActual vs. ExpectedActual vs. Expected option to get to the Actual vs. Expected screen 
(TX-5-21-21). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the SeasonSeasonSeasonSeason field, enter the buyback season for which you want to print the report.  For a 
list of seasons, enter “??”. 

 
3. In the SortSortSortSort field, enter “A” to sort by author, “T” to sort by title, “I” to sort by ISBN, or “P” to 

sort by publisher. 
 
4. Enter “R” to print the report, “X” to Cancel, or “M” to Modify. 
 
5. Below is a sample report. 
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Buyback Audit Report (TXBuyback Audit Report (TXBuyback Audit Report (TXBuyback Audit Report (TX----5555----21212121----22)22)22)22)    
 
To print a report to assist in auditing your buyback purchases, follow these steps. 

 
1. From the CourseTrak Main Menu, select the Buyback Buyback Buyback Buyback option followed by the Buyback Buyback Buyback Buyback 

ReportsReportsReportsReports option and the Buyback Audit Report Buyback Audit Report Buyback Audit Report Buyback Audit Report option to get to the Audit Report Parameters 
screen (TX-5-21-22). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the StoreStoreStoreStore field, enter the store number for which you wish to print the report.  For a list of 
stores, enter “??”. 

 
3. In the Start DateStart DateStart DateStart Date field, enter the earliest date you wish to include.  If you don’t wish to limit 

the report by date, leave this field blank. 
 
4. In the End DateEnd DateEnd DateEnd Date field, enter the latest date you wish to include.  If you don’t wish to limit by 

date, leave this field blank. 
 
5. In the Start TranStart TranStart TranStart Tran field, enter the first transaction number you wish to include.  If you don’t 

wish to limit by transaction number, leave this field blank. 
 
6. In the End Tran End Tran End Tran End Tran field, enter the last transaction number you wish to include.  If you don’t wish 

to limit by transaction number, leave this field blank. 
 
7. In the Buyer CodeBuyer CodeBuyer CodeBuyer Code field, enter the buyer code for which you wish to print the report.  If you 

don’t wish to limit by buyer, leave this field blank. 
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8. In the StudeStudeStudeStudent ID nt ID nt ID nt ID field, enter the student ID for which you wish to print the report.  If you 
don’t wish to limit by student, leave this field blank. 

 
9. In the fields under the Sort CriteriaSort CriteriaSort CriteriaSort Criteria heading, enter a number between 1 and 5, with one 

being the most important sort criteria. 
 
10. Enter “R” to run the report, “X” to Cancel, or “M” to Modify. 
 
11. Below is a sample report. 
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Retail Purchases Report (TXRetail Purchases Report (TXRetail Purchases Report (TXRetail Purchases Report (TX----5555----21212121----23)23)23)23)    
 
The Retail Purchases report displays information on books that you have bought back at 
retail buyback price. 

 
1. From the CourseTrak Main Menu, select the Buyback Buyback Buyback Buyback option followed by the Buyback Buyback Buyback Buyback 

ReportsReportsReportsReports option and the Retail PurchasesRetail PurchasesRetail PurchasesRetail Purchases option to get to the Buyback Report Parameters 
screen (TX-5-21-23). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the Beginning DateBeginning DateBeginning DateBeginning Date field, enter the earliest buyback date you wish to include on the 

report.  If you don’t want to limit the report by date, leave this field blank. 
 
4. In the Ending DatEnding DatEnding DatEnding Dateeee field, enter the latest buyback date you wish to include on the report.  If 

you don’t want to limit the report by date, leave this field blank. 
 
5. In the ISBNISBNISBNISBN field, enter the ISBN for the book you want to select.  If you aren't sure of the 

ISBN, you can search for it by entering "[AUTHOR]/", "[TITLE]", or "[AUTHOR]/[TITLE]".  You 
can leave this field blank to include all titles. 

 
6. In the SortSortSortSort field, enter “P” to sort the report by publisher, “I” to sort it by ISBN, “T” to sort it by 

title, or “A” to sort it by author. 
 
7. In the <D>=Detail, <S>=Summary<D>=Detail, <S>=Summary<D>=Detail, <S>=Summary<D>=Detail, <S>=Summary field, enter “D” for a detailed report, or “S” for a summary 

report. 
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8. Enter “R” to print the report, “X” to Cancel, or “M” to Modify. 
 
9. Below is a sample summary report. 

 
10. Below is a sample detail report. 
 

 
 
 
 
 
 
 
 



CourseTrak™ Users Guide 

 

 

 195 
Copyright @ 2006 
Total Computing Solutions, LLC 

Wholesale Purchases Report (TXWholesale Purchases Report (TXWholesale Purchases Report (TXWholesale Purchases Report (TX----5555----21212121----24)24)24)24)    
 
The Wholesale Purchases report displays information on books that you have bought back 
at retail buyback price. 

 
1. From the CourseTrak Main Menu, select the Buyback Buyback Buyback Buyback option followed by the Buyback Buyback Buyback Buyback 

ReportsReportsReportsReports option and the Wholesale PurchasesWholesale PurchasesWholesale PurchasesWholesale Purchases option to get to the Buyback Report 
Parameters screen (TX-5-21-24). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the Beginning DateBeginning DateBeginning DateBeginning Date field, enter the earliest buyback date you wish to include on the 

report.  If you don’t want to limit the report by date, leave this field blank. 
 
4. In the Ending DateEnding DateEnding DateEnding Date field, enter the latest buyback date you wish to include on the report.  If 

you don’t want to limit the report by date, leave this field blank. 
 
5. In the ISBNISBNISBNISBN field, enter the ISBN for the book you want to select.  If you aren't sure of the 

ISBN, you can search for it by entering "[AUTHOR]/", "[TITLE]", or "[AUTHOR]/[TITLE]".  You 
can leave this field blank to include all titles. 

 
6. In the SortSortSortSort field, enter “P” to sort the report by publisher, “I” to sort it by ISBN, “T” to sort it by 

title, or “A” to sort it by author. 
 
7. In the <D>=Detail, <S>=Summary<D>=Detail, <S>=Summary<D>=Detail, <S>=Summary<D>=Detail, <S>=Summary field, enter “D” for a detailed report, or “S” for a summary 

report. 
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8. Enter “R” to print the report, “X” to Cancel, or “M” to Modify. 
 
9. Below is a sample summary report. 

 
10. Below is a sample detail report. 
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Books for Wholesalers Report (TXBooks for Wholesalers Report (TXBooks for Wholesalers Report (TXBooks for Wholesalers Report (TX----5555----21212121----25)25)25)25)    
    

To print a list of books you have bought for each wholesaler, follow these steps. 
 
1. From the CourseTrak Main Menu, select the Buyback Buyback Buyback Buyback option followed by the Buyback Buyback Buyback Buyback 

ReportsReportsReportsReports option and the Books for WholesalersBooks for WholesalersBooks for WholesalersBooks for Wholesalers option to get to the Buyback Report 
Parameters screen (TX-5-21-25). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 

enter "??". 
 
3. In the WholesalerWholesalerWholesalerWholesaler field, enter the wholesaler for which you want to run the report.  For a list 

of wholesalers, enter “??”. 
 

4. In the Beginning Date field, enter the earliest buyback date you wish to include on the 
report.  If you don’t want to limit the report by date, leave this field blank. 

 
5. In the Ending Date field, enter the latest buyback date you wish to include on the report.  

If you don’t want to limit the report by date, leave this field blank. 
 
6. In the ISBNISBNISBNISBN field, enter the ISBN for the book you want to select.  If you aren't sure of the 

ISBN, you can search for it by entering "[AUTHOR]/", "[TITLE]", or "[AUTHOR]/[TITLE]".  You 
can leave this field blank to include all titles. 

 

7. Enter “R” to print the report, “X” to Cancel, or “M” to Modify. 

 
8. On the next page is a sample report. 
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Wholesale from Buyback (TXWholesale from Buyback (TXWholesale from Buyback (TXWholesale from Buyback (TX----5555----22)22)22)22)    
 

If you buy back books to sell to wholesalers, you can use the functions in the Wholesale 
from Buyback menu to ship them to the wholesaler.  This information has been previously 
covered in this manual.  See section (TX-4-2-2). 
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Clearing Buyback Fields (TXClearing Buyback Fields (TXClearing Buyback Fields (TXClearing Buyback Fields (TX----5555----23)23)23)23)    
 
To clear the buyback flags for all books in your system, follow these steps. 

 
1. From the CourseTrak Main Menu, select the BuybackBuybackBuybackBuyback option followed by the Clear Buyback Clear Buyback Clear Buyback Clear Buyback 

FieldsFieldsFieldsFields option to get to the Clear Fields screen (TX-5-23). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the Clear Buyback LimitClear Buyback LimitClear Buyback LimitClear Buyback Limit field, enter “Y” to clear the buyback limit field for all books.  Enter 
“N” to leave the buyback limits. 

 
3. In the Clear Check Book FlagsClear Check Book FlagsClear Check Book FlagsClear Check Book Flags field, enter “Y” if you want to clear any check book flags.  

Otherwise, enter “N”. 
 
4. In the Clear Buyback Special PriceClear Buyback Special PriceClear Buyback Special PriceClear Buyback Special Price field, enter “Y” if you want to remove any special buyback 

prices you have set.  Otherwise, enter “N”. 
 
5. In the Clear Wholesale PurchasesClear Wholesale PurchasesClear Wholesale PurchasesClear Wholesale Purchases field, enter “Y” if you want to clear the number of 

wholesale purchases you’ve made.  Otherwise, enter “N”. 
 
6. In the Clear Temporary Buyback FilesClear Temporary Buyback FilesClear Temporary Buyback FilesClear Temporary Buyback Files field, enter “Y” if you want to clear temporary files.  

Otherwise, enter “N”. 
 
7. In the Clear Limit FlagClear Limit FlagClear Limit FlagClear Limit Flag field, enter “Y” if you want to clear buyback limits.  Otherwise, enter 

“N”. 
 
8. In the For Limit FlagFor Limit FlagFor Limit FlagFor Limit Flag field, enter “U”, “X”, “G”, “Y”, or “ALL” to clear the applicable flags. 
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9. Enter “R” to run the process, “X” to Cancel, or “M” to Modify. 



CourseTrak™ Users Guide 

 

 

 202 
Copyright @ 2006 
Total Computing Solutions, LLC 

Batch Print Barcodes (TXBatch Print Barcodes (TXBatch Print Barcodes (TXBatch Print Barcodes (TX----5555----24)24)24)24)    
 
If you wish to print barcode tags for all books that you bought back at retail price, follow 
these steps. 

 
1. From the CourseTrak Main Menu, select the BuybackBuybackBuybackBuyback option followed by the Batch Print Batch Print Batch Print Batch Print 

BarcodesBarcodesBarcodesBarcodes option to get to the Bath Print Barcodes screen (TX-5-24). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 

enter "??". 
 
3. In the Beginning DateBeginning DateBeginning DateBeginning Date field, enter the earliest buyback date you wish to print tags for.  If you 

don’t want to limit by date, leave this field blank. 
 
4. In the Ending DateEnding DateEnding DateEnding Date field, enter the latest buyback date you wish to print tags for.  If you don’t 

want to limit by date, leave this field blank. 
 
5. In the ISBNISBNISBNISBN field, enter the ISBN for the book you want to select.  If you aren't sure of the 

ISBN, you can search for it by entering "[AUTHOR]/", "[TITLE]", or "[AUTHOR]/[TITLE]".  You 
can leave this field blank to include all titles. 

 
6. Enter “R” to print barcode tags, “X” to Cancel, or “M” to Modify.+ 
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7. If you choose to print tags, you will get the following screen. 

 
 



CourseTrak™ Users Guide 

 

 

 204 
Copyright @ 2006 
Total Computing Solutions, LLC 

Book Lookup (TXBook Lookup (TXBook Lookup (TXBook Lookup (TX----5555----6)6)6)6)    
 
To display information on a specific book, you can use the book cross-reference.  This 
information has been previously covered in this manual.  See section (TX-1-4) Book Cross-
Reference. 



CourseTrak™ Users Guide 

 

 

 205 
Copyright @ 2006 
Total Computing Solutions, LLC 

Inventory Menu (TXInventory Menu (TXInventory Menu (TXInventory Menu (TX----21)21)21)21)    
 
The Inventory menu contains functions dealing with changing the quantity of on hand values 
for one or more of your books.  This section covers these functions. 
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Physical Inventory (TXPhysical Inventory (TXPhysical Inventory (TXPhysical Inventory (TX----21212121----1)1)1)1)    
 
The physical inventory menu contains functions that are used when you make a physical 
count of all of your books.  This section describes these functions. 
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Initializing the PhysicaInitializing the PhysicaInitializing the PhysicaInitializing the Physical Inventoryl Inventoryl Inventoryl Inventory    
 
Before you can enter your physical counts, you must initialize the physical inventory.  To do 
so, follow these steps. 

 
1. From the CourseTrak Main Menu, select the InventoryInventoryInventoryInventory option followed by the Physical Physical Physical Physical 

InventoryInventoryInventoryInventory option and the Initialize InvInitialize InvInitialize InvInitialize Inventoryentoryentoryentory option to get to the Initialize Inventory screen 
(TX-21-1-1). 

 
2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  To change it, enter "<" 

followed by the new store number.  For a list of stores, enter "??" in the StoreStoreStoreStore field. 
 
3. In the Inventory DateInventory DateInventory DateInventory Date field, enter the date the physical inventory will be taken. 
 
4. In the LocationLocationLocationLocation field, enter the location code for which the inventory will be taken.  Only 

books with this location will be included.  If you don’t wish to limit by location, leave this field 
blank. 

 
5. In the Begin new sheet…Begin new sheet…Begin new sheet…Begin new sheet… field, enter “Y” if you wish to begin a new worksheet each time the 

sort key changes; otherwise, enter “N”. 
 
6. Enter “Y” to initialize the inventory or “X” to cancel. 
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Creating Worksheets from the Data CCreating Worksheets from the Data CCreating Worksheets from the Data CCreating Worksheets from the Data Collection Fileollection Fileollection Fileollection File    
 
To create inventory worksheets from the data you have collected in a handheld scanner, 
follow these steps. 

 
1. From the CourseTrak Main Menu, select the InventoryInventoryInventoryInventory option followed by the PhysicalPhysicalPhysicalPhysical option 

and the Create Worksheets From DC FileCreate Worksheets From DC FileCreate Worksheets From DC FileCreate Worksheets From DC File option to get to the From Data-Collection to 
Worksheet screen (TX-21-1-2). 

 
2. If you want the worksheet to be automatically committed to the master file, enter “Y” in the 

Commit the Worksheets Commit the Worksheets Commit the Worksheets Commit the Worksheets field.  If you want to be able to edit them first, enter “N”. 
 
3. In the Delete from DDelete from DDelete from DDelete from D----C File C File C File C File field, enter “Y” if you want to delete the data after you create a 

worksheet from it.  Otherwise, enter “N”. 
 
4. In the Sort by Locn Sort by Locn Sort by Locn Sort by Locn field, enter “Y” if you want to sort the worksheet by location.  Otherwise, 

enter “N”. 
 
5. Enter “Y” to create the worksheets or “X” to cancel. 
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Editing an Inventory WorksheetEditing an Inventory WorksheetEditing an Inventory WorksheetEditing an Inventory Worksheet    
 
To enter the physical count quantities and commit an inventory worksheet to the master file, 
follow these steps. 

 
1. From the CourseTrak Main Menu, select the InventoryInventoryInventoryInventory option followed by the Physical Physical Physical Physical option 

and the Edit/Enter/Commit WorksheetsEdit/Enter/Commit WorksheetsEdit/Enter/Commit WorksheetsEdit/Enter/Commit Worksheets option to get to the Edit/Enter Worksheet Data 
screen (TX-21-1-3). 

 
2. In the SheetSheetSheetSheet field, enter the worksheet that you wish to edit.  If you don’t know the 

worksheet number, enter “??” for a list of worksheets. 
 
3. In the ISBNISBNISBNISBN field, enter the ISBN of the book you want to enter quantities for.  If the field 

already contains an ISBN, press [ENTER] to move to the next field. 
 
4. In the New QtyNew QtyNew QtyNew Qty field, enter the number of new books that you counted. 
 
5. In the UUUUsed Qtysed Qtysed Qtysed Qty field, enter the number of used books that you counted. 
 
6. Press the [ENTER] key to save the worksheet, “C” to commit the worksheet to the master 

file, or “X” to cancel. 
 



CourseTrak™ Users Guide 

 

 

 210 
Copyright @ 2006 
Total Computing Solutions, LLC 

Master File Status ReportMaster File Status ReportMaster File Status ReportMaster File Status Report    
 
To print information on your master file and the changes that will be made to it through the 
physical inventory process, follow these steps. 

 
1. From the CourseTrak Main Menu, select the InventoryInventoryInventoryInventory option followed by the PhysicalPhysicalPhysicalPhysical option 

and the Master File Status ReportMaster File Status ReportMaster File Status ReportMaster File Status Report option to get to the Master File Inventory Status screen 
(TX-21-1-4). 

 
2. In the SKU/ISBN SKU/ISBN SKU/ISBN SKU/ISBN field, enter the first item that you want to include on the report.  If you want 

to print all items, leave this field blank. 
 
3. In the thruthruthruthru field, enter the last item that you want to include on the report.  If you want to 

print all items, leave this field blank. 
 
4. In the ClassClassClassClass field, enter the first class that you want to include on the report.  If you want to 

include all classes, leave this field blank. 
 
5. In the thruthruthruthru field, enter the last class that you want to include on the report.  If you want to 

include all classes, leave this field blank. 
 
6. In the NonNonNonNon----worksheet SKUsworksheet SKUsworksheet SKUsworksheet SKUs field, enter “Y” if you want to print items that are not included on 

your inventory worksheets.  If you do not want to include them, enter “N”. 
 
7. In the Uncommitted SKUs Uncommitted SKUs Uncommitted SKUs Uncommitted SKUs field, enter “Y” if you want to include items that are on worksheets 

that have not been committed.  Otherwise, enter “N”. 
 
8. In the Committed/Unposted SKUsCommitted/Unposted SKUsCommitted/Unposted SKUsCommitted/Unposted SKUs field, enter “Y” if you want to include items that are on 

worksheets that have been committed but not yet posted to the master file.  Otherwise, 
enter “N”. 
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9. In the Posted SKUs Posted SKUs Posted SKUs Posted SKUs field, enter “Y” if you want to include items that have been posted to the 
master file.  Otherwise, enter “N”. 

 
10. In the Sort By Author Or Worksheet Sort By Author Or Worksheet Sort By Author Or Worksheet Sort By Author Or Worksheet field, enter “A” to sort by author or “W” to sort by 

worksheet. 
 
11. Enter “Y” to run the report or “X” to cancel. 
 



CourseTrak™ Users Guide 

 

 

 212 
Copyright @ 2006 
Total Computing Solutions, LLC 

Adjustments and Valuation ReportAdjustments and Valuation ReportAdjustments and Valuation ReportAdjustments and Valuation Report    
 
To print information on your inventory valuation, follow these steps. 

 
1. From the CourseTrak Main Menu, select the InventoInventoInventoInventoryryryry option followed by the PhysicalPhysicalPhysicalPhysical option 

and the Print Adjustments & ValuationPrint Adjustments & ValuationPrint Adjustments & ValuationPrint Adjustments & Valuation option to get to the Adjustments & Valuation Report 
screen (TX-21-1-5). 

 
2. Under the Sort BySort BySort BySort By heading, enter “S” to sort the report by SKU, “D” to sort by department, or 

“C” to sort by class. 
 
3. Under the List Valuation ForList Valuation ForList Valuation ForList Valuation For heading, enter “P” to report by price, “C” to report by cost, or “B” 

for both options. 
 
4. Enter “Y” to run the report or “X” to cancel. 
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Posting Committed Inventory WorksheetsPosting Committed Inventory WorksheetsPosting Committed Inventory WorksheetsPosting Committed Inventory Worksheets    
 
To update your master file based on the information entered in the physical inventory 
worksheets, follow these steps. 

 
1. From the CourseTrak Main Menu, select the InventoryInventoryInventoryInventory option followed by the PhysicalPhysicalPhysicalPhysical option 

and the Post Inventory to Master FilePost Inventory to Master FilePost Inventory to Master FilePost Inventory to Master File option to get to the Post Physical Inventory screen (TX-
21-1-6). 

 
2. Enter “Y” to post the worksheets and update the inventories in your master file, or enter “X” 

to cancel. 
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Printing Inventory WorksheetsPrinting Inventory WorksheetsPrinting Inventory WorksheetsPrinting Inventory Worksheets    
 
To print a hard copy of your physical inventory worksheets, follow these steps. 

 
1. From the CourseTrak Main Menu, select the InventoryInventoryInventoryInventory option followed by the PhysicalPhysicalPhysicalPhysical option 

and the Print WorksheetsPrint WorksheetsPrint WorksheetsPrint Worksheets option to get to the Print Worksheets screen (TX-21-1-21). 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  To change it, enter "<" 
followed by the new store number.  For a list of stores, enter "??" in the StoreStoreStoreStore field. 

 
3. In the DateDateDateDate field, enter the date of the worksheet set you wish to print.  For a list of possible 

dates, enter “??”. 
 
4. In the LocnLocnLocnLocn field, enter the location code for which you wish to print worksheets.  For a list of 

possible locations, enter “??”. 
 
5. In the Open?Open?Open?Open? field, enter “Y” if you want to print worksheets that have not been committed.  

Otherwise, enter “N”. 
 
6. In the Committed? Committed? Committed? Committed? field, enter “Y” if you want to print worksheets that have been committed 

but not yet posted.  Otherwise, enter “N”. 
 
7. In the Posted?Posted?Posted?Posted? field, enter “Y” if you want to print worksheets that have been posted.  

Otherwise, enter “N”. 
 
8. In the for Sheet(s)for Sheet(s)for Sheet(s)for Sheet(s) field, enter the worksheet numbers you want to print, separated by 

commas.  For all worksheets, leave this field blank.  For a list of worksheets, enter “??”. 
 
9. Enter “Y” to print the worksheets or “X” to cancel. 
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Deleting Inventory WorksheetsDeleting Inventory WorksheetsDeleting Inventory WorksheetsDeleting Inventory Worksheets    
 
To delete inventory worksheets, follow these steps. 
 

1. From the CourseTrak Main Menu, select the InventoryInventoryInventoryInventory option followed by the PhysicalPhysicalPhysicalPhysical option 
and the Delete WorksheetsDelete WorksheetsDelete WorksheetsDelete Worksheets option to get to the Delete Worksheets screen (TX-21-1-22). 

 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  To change it, enter "<" 
followed by the new store number.  For a list of stores, enter "??" in the StoreStoreStoreStore field. 

 
3. In the DateDateDateDate field, enter the date of the worksheet set you wish to delete.  For a list of 

possible dates, enter “??”. 
 
4. In the LocnLocnLocnLocn field, enter the location code for which you wish to delete worksheets.  For a list 

of possible locations, enter “??”. 
 
5. In the Open?Open?Open?Open? field, enter “Y” if you want to delete worksheets that have not been committed.  

Otherwise, enter “N”. 
 
6. In the Committed? Committed? Committed? Committed? field, enter “Y” if you want to delete worksheets that have been 

committed but not yet posted.  Otherwise, enter “N”. 
 
7. In the Posted?Posted?Posted?Posted? field, enter “Y” if you want to delete worksheets that have been posted.  

Otherwise, enter “N”. 
 
8. In the for Sheet(s)for Sheet(s)for Sheet(s)for Sheet(s) field, enter the worksheet numbers you want to delete, separated by 

commas.  For all worksheets, leave this field blank.  For a list of worksheets, enter “??”. 
 
9. Enter “Y” to delete the worksheets or “X” to cancel. 
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Data Collection File MaintenanceData Collection File MaintenanceData Collection File MaintenanceData Collection File Maintenance    
 
If you wish to delete or print any items from your data collection file, follow these steps. 

 
1. From the CourseTrak Main Menu, select the InventoryInventoryInventoryInventory option followed by the Physical Physical Physical Physical option 

and the DC File MaintenanceDC File MaintenanceDC File MaintenanceDC File Maintenance option to get to the Data-Collection File Maintenance screen 
(TX-21-1-23). 

 
2. In the Print Print Print Print field, enter “Y” if you want to print the items.  Otherwise, enter “N”. 
 
3. In the DeleteDeleteDeleteDelete field, enter “Y” if you want to delete the items.  Otherwise, enter “N”. 
 
4. In the Store #Store #Store #Store # field, enter the store whose items you want to search for.  For all stores, leave 

this field blank. 
 
5. In the ApplicationApplicationApplicationApplication field, enter the application of the items you want to search for.  If you 

don’t wish to limit by application, leave this field blank. 
 
6. In the ModuleModuleModuleModule field, enter the module of the items you want to search for.  This could be 

“TX”, “TR”, or “GM”.  For all modules, leave this field blank. 
 
7. In the LocnLocnLocnLocn field, enter the location of the items you want to search for.  If you don’t want to 

limit by location, leave this field blank. 
 
8. In the UserUserUserUser field, enter the user who scanned the items you want to search for.  If you don’t 

want to limit by user, leave this field blank. 
 
9. In the Limit To Page #Limit To Page #Limit To Page #Limit To Page # field, enter the worksheet numbers where the items you want to 

search for are located.  If you don’t wish to limit by worksheet number, leave this field blank. 
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10. In the Transferred RecordsTransferred RecordsTransferred RecordsTransferred Records field, enter “Y” if you want to include items that have been 
transferred to inventory worksheets.  Otherwise, enter “N”. 

 
11. In the Pending RecordsPending RecordsPending RecordsPending Records field, enter “Y” if you want to include items that have not yet been 

transferred to inventory worksheets. Otherwise, enter “N”. 
 
12. In the NoNoNoNo----SKUSKUSKUSKU----xxxx Recordsxxxx Recordsxxxx Recordsxxxx Records field, enter “Y” if you want to include items that do not match 

any items in your master file.  Otherwise, enter “N”. 
 
13. Enter “Y” to run the process or “X” to cancel. 
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Inventory AdjustmentsInventory AdjustmentsInventory AdjustmentsInventory Adjustments    
 
To modify the inventory values for a few items without completing the entire physical 
inventory process, follow these steps. 

 
1. From the CourseTrak Main Menu, select the InventoryInventoryInventoryInventory option followed by the AdjustmentsAdjustmentsAdjustmentsAdjustments 

option to get to the Adjust Inventory screen (TX-21-2). 

 
2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  To change it, enter "<" 

followed by the new store number.  For a list of stores, enter "??" in the StoreStoreStoreStore field. 
 
3. In the Adjustment #Adjustment #Adjustment #Adjustment # field, enter the adjustment number you wish to use.  For a list of 

adjustment numbers, enter “??”.  For a new adjustment number, enter “.”. 
 
4. In the SKUSKUSKUSKU field, enter the ISBN for the book whose inventory you wish to adjust.  If you don’t 

know the ISBN, you can search for it by entering “[TITLE]”, “[AUTHOR]\”, or 
“[AUTHOR]\[TITLE]”. 

 
5. In the Adj TypeAdj TypeAdj TypeAdj Type field, enter “I” if you are increasing the quantity, “D” if you are decreasing it 

or “R” if you are replacing it. 
 
6. In the New QtyNew QtyNew QtyNew Qty field, enter the adjustment for the new quantity. 
 
7. In the Used QtyUsed QtyUsed QtyUsed Qty field, enter the adjustment for the used quantity. 
 
8. In the ReasonReasonReasonReason field, enter the reason the inventory is being adjusted.  For a list of reasons, 

enter “??”. 
 
9. Repeat steps 4-8 for each book. 
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10. Enter “Y” to change the inventory values in the master file or “X” to cancel. 
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RelocationsRelocationsRelocationsRelocations    
 
The Relocations menu contains functions dealing with the location codes stored in your 
master file.  This section covers these functions. 
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Changing Location CodesChanging Location CodesChanging Location CodesChanging Location Codes    
 
To change the location codes for one or more books, follow these steps. 

 
1. From the CourseTrak Main Menu, select the Inventory Inventory Inventory Inventory option followed by the RelocationsRelocationsRelocationsRelocations 

option and the Update Location LinksUpdate Location LinksUpdate Location LinksUpdate Location Links option to get to the Change SKU Location Codes 
screen (TX-21-3-1). 

 
2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  To change it, enter "<" 

followed by the new store number.  For a list of stores, enter "??" in the StoreStoreStoreStore field. 
 
3. In the From Location Code(s)From Location Code(s)From Location Code(s)From Location Code(s) field, enter the location codes you wish to change, separated 

by commas.  For all location codes, enter “*”.  To only change items with blank location 
codes, leave this field blank. 

 
4. In the To Location Code(s)To Location Code(s)To Location Code(s)To Location Code(s) field, enter the location codes to change to.  There must be an 

equal number of codes in this field and the FromFromFromFrom field, and each value in the From From From From field will 
be changed to the corresponding value in this field. 

 
5. In the SKU/ISBNSKU/ISBNSKU/ISBNSKU/ISBN field, enter the item you wish to change. 
 
6. In the New ClassNew ClassNew ClassNew Class field, enter the new book class you wish to change. 
 
7. In the Used ClassUsed ClassUsed ClassUsed Class field, enter the used book class you wish to change. 
 
8. In the Location Location Location Location field, enter the location you wish to change. 
 
9. Enter “Y” to change the location codes or “X” to cancel. 
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Changing Location Based on the Data Collection FileChanging Location Based on the Data Collection FileChanging Location Based on the Data Collection FileChanging Location Based on the Data Collection File    
 
To change location codes in your master file based on information from your portable 
scanners, follow these steps. 

 
1. From the CourseTrak Main Menu, select the InventoryInventoryInventoryInventory option followed by the RelocationsRelocationsRelocationsRelocations 

option and the Update From Data Collection FileUpdate From Data Collection FileUpdate From Data Collection FileUpdate From Data Collection File option to get to the Update SKU Location 
From Data Collection screen (TX-21-3-2). 

 
2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  To change it, enter "<" 

followed by the new store number.  For a list of stores, enter "??" in the StoreStoreStoreStore field. 
 
3. In the Delete from DDelete from DDelete from DDelete from D----C FileC FileC FileC File field, enter “Y” if you wish to delete the data from the data 

collection file after it has been applied to the master file.  Otherwise, enter “N”. 
 
4. Enter “Y” to run the process or “X” to cancel. 
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Data Collection File MainData Collection File MainData Collection File MainData Collection File Maintenancetenancetenancetenance    
 
If you wish to delete or print any items from your data collection file, follow these steps. 

 
1. From the CourseTrak Main Menu, select the InventoryInventoryInventoryInventory option followed by the Relocations Relocations Relocations Relocations 

option and the DC File MaintenanceDC File MaintenanceDC File MaintenanceDC File Maintenance option to get to the Data-Collection File Maintenance 
screen (TX-21-3-21). 

 
2. In the Print Print Print Print field, enter “Y” if you want to print the items.  Otherwise, enter “N”. 
 
3. In the DeleteDeleteDeleteDelete field, enter “Y” if you want to delete the items.  Otherwise, enter “N”. 
 
4. In the Store #Store #Store #Store # field, enter the store whose items you want to search for.  For all stores, leave 

this field blank. 
 
5. In the ApplicationApplicationApplicationApplication field, enter the application of the items you want to search for.  If you 

don’t wish to limit by application, leave this field blank. 
 
6. In the ModuleModuleModuleModule field, enter the module of the items you want to search for.  This could be 

“TX”, “TR”, or “GM”.  For all modules, leave this field blank. 
 
7. In the LocnLocnLocnLocn field, enter the location of the items you want to search for.  If you don’t want to 

limit by location, leave this field blank. 
 
8. In the UserUserUserUser field, enter the user who scanned the items you want to search for.  If you don’t 

want to limit by user, leave this field blank. 
 
9. In the Limit To Page #Limit To Page #Limit To Page #Limit To Page # field, enter the worksheet numbers where the items you want to 

search for are located.  If you don’t wish to limit by worksheet number, leave this field blank. 
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10. In the Transferred RecordsTransferred RecordsTransferred RecordsTransferred Records field, enter “Y” if you want to include items that have been 
transferred to inventory worksheets.  Otherwise, enter “N”. 

 
11. In the Pending RePending RePending RePending Recordscordscordscords field, enter “Y” if you want to include items that have not yet been 

transferred to inventory worksheets. Otherwise, enter “N”. 
 
12. In the NoNoNoNo----SKUSKUSKUSKU----xxxx Recordsxxxx Recordsxxxx Recordsxxxx Records field, enter “Y” if you want to include items that do not match 

any items in your master file.  Otherwise, enter “N”. 
 
13. Enter “Y” to run the process or “X” to cancel. 
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Transfers (TXTransfers (TXTransfers (TXTransfers (TX----22)22)22)22)    
 
The Transfers menu contains functions dealing with transfers of items between stores.  This 
section covers these functions.  
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Outbound Transfers (TXOutbound Transfers (TXOutbound Transfers (TXOutbound Transfers (TX----22222222----1)1)1)1)    
 
To enter transfers from your store to another store, follow these steps. 

 
1. From the CourseTrak Main Menu, select the TransfersTransfersTransfersTransfers option, followed by the Enter Enter Enter Enter 

Outbound TransfersOutbound TransfersOutbound TransfersOutbound Transfers option to get to the Transfer Out Maintenance screen (TX-22-1). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The From StoreFrom StoreFrom StoreFrom Store field is automatically filled in with the default for the user.    For a list of 
stores, enter "??". 

 
3. In the To StoreTo StoreTo StoreTo Store field, enter the store the items are being transferred to.  For a list of stores, 

enter “??”. 
 
4. In the DocumentDocumentDocumentDocument field, enter the document number you wish to use.  Enter “??” for a list of 

documents, or “.” to assign a new number. 
 
5. In the Local/RemoteLocal/RemoteLocal/RemoteLocal/Remote field, enter “L” if the store the items are being transferred to is run on 

the same server, or “R” if it has a separate server. 
 
6. In the Entry ClerkEntry ClerkEntry ClerkEntry Clerk field, enter your user ID. 
 
7. In the Entry DateEntry DateEntry DateEntry Date field, enter the current date. 
 
8. In the Entry CommentsEntry CommentsEntry CommentsEntry Comments field, enter any comments you wish to show on this transfer. 
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9. In the ISBN/SKUISBN/SKUISBN/SKUISBN/SKU field, enter the ISBN for the book you want to transfer.  If you aren't sure of 
the ISBN, you can search for it by entering "[AUTHOR]/", "[TITLE]", or "[AUTHOR]/[TITLE.]" 

 
10. In the N/UN/UN/UN/U field, enter “N” if you are transferring new books or “U” if you are transferring 

used books. 
 
11. In the REQTYREQTYREQTYREQTY field, enter the quantity of books that was requested. 
 
12. In the SHQTYSHQTYSHQTYSHQTY field, enter the quantity of books that is being transferred/shipped. 
 
13. In the XDiscXDiscXDiscXDisc field, enter the discount percentage for the transfer. 
 
14. In the Xfer.CostXfer.CostXfer.CostXfer.Cost field, enter the total cost of the transfer. 
 
15. Repeat steps 9-14 for each item being transferred. 
 
16. Enter “C” to complete the transfer, “X” to Cancel, or “M” to Modify.  Pressing [ENTER] will exit 

the transfer, but not complete it. 
 
17. If you complete the transfer, you will get the following popup box. 
 
 
 
 
 
 
 
 
 
 
 
18. Enter the ship date, the name of the individual who packed the transfer, the carrier, total 

weight, total freight, and bill of lading information. 
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Inbound Transfers (TXInbound Transfers (TXInbound Transfers (TXInbound Transfers (TX----22222222----2)2)2)2)    
 
To enter transfers from your store to another store, follow these steps. 

 
1. From the CourseTrak Main Menu, select the TransfersTransfersTransfersTransfers option, followed by the Enter Inbound Enter Inbound Enter Inbound Enter Inbound 

TransfersTransfersTransfersTransfers option to get to the Transfer In Maintenance screen (TX-22-2). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The From StoreFrom StoreFrom StoreFrom Store field is automatically filled in with the default for the user.  For a list of 

stores, enter "??". 
 
8. In the To StoreTo StoreTo StoreTo Store field, enter the store the items are being transferred to.  For a list of stores, 

enter “??”. 
 
9. In the DocumentDocumentDocumentDocument field, enter the document number you wish to use.  Enter “??” for a list of 

documents, or “.” to assign a new number. 
 
10. In the Entry ClerkEntry ClerkEntry ClerkEntry Clerk field, enter your user ID. 
 
11. In the Entry DateEntry DateEntry DateEntry Date field, enter the current date. 
 
12. In the Entry CommentsEntry CommentsEntry CommentsEntry Comments field, enter any comments you wish to show on this transfer. 
 
13. If the outbound transfer was sent on a local server, you will get a popup box asking if you 

want to bring in items from output transfer.  Click “Yes” or “No” 
 
14. If you select “Yes”, you will receive the following screen. 



CourseTrak™ Users Guide 

 

 

 229 
Copyright @ 2006 
Total Computing Solutions, LLC 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
15. Select the document # by entering “??”. 
 
16. Enter “R” to run the process, “X” to Cancel, or “M” to Modify. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

17. In the ISBN/SKUISBN/SKUISBN/SKUISBN/SKU field, enter the ISBN for the book you want to transfer.  If you aren't sure of 
the ISBN, you can search for it by entering "[AUTHOR]/", "[TITLE]", or "[AUTHOR]/[TITLE.]" 
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18. In the N/UN/UN/UN/U field, enter “N” if you are transferring new books or “U” if you are transferring 
used books. 

 
19. In the RCVQTYRCVQTYRCVQTYRCVQTY field, enter the quantity of books that were received. 
 
20. In the SHQTYSHQTYSHQTYSHQTY field, enter the quantity of books that is being transferred. 
 
21. Repeat steps 17-20 for each item being received from a transfer. 
 
22. Enter “C” to complete the transfer or “X” to cancel. 
 
23. If you choose to complete the transfer, you will get the following popup box. 
 
 
 
 
 
 
 
 
 
 
 
 
24. Enter the received date, the name of the individual who received the transfer, the carrier, 

total weight, total freight, and bill of lading information. 
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Printing a Picking Slip (TXPrinting a Picking Slip (TXPrinting a Picking Slip (TXPrinting a Picking Slip (TX----22222222----21)21)21)21)    
 
To print a picking slip for your outbound transfers, follow these steps. 

 
1. From the CourseTrak Main Menu, select the TransfersTransfersTransfersTransfers option followed by the Print Print Print Print 

Pick/Pack Slip OutboundPick/Pack Slip OutboundPick/Pack Slip OutboundPick/Pack Slip Outbound option to get to the Transfers Print Pick/Pack Slips screen (TX-22-
21). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 

enter "??". 
 
3. In the Entry DateEntry DateEntry DateEntry Date field, enter the date the transfer you wish to print was entered.  If you don’t 

wish to limit by date, leave this field blank. 
 
4. In the Status DateStatus DateStatus DateStatus Date field, enter the date the transfer’s status was changed.  If you don’t wish 

to limit by date, leave this field blank. 
 
5. In the Document NumberDocument NumberDocument NumberDocument Number field, enter the transfer number you wish to print.  If you don’t wish 

to limit by transfer number, leave this field blank. 
 
6. Enter “R” to print the document, “X” to Cancel, or “M” to Modify. 
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7. Below is a sample of a transfers picking document. 
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Printing InterPrinting InterPrinting InterPrinting Inter----Store Transfers (TXStore Transfers (TXStore Transfers (TXStore Transfers (TX----22222222----22)22)22)22)    
 
To print one or more inter-store transfers, follow these steps. 

 
1. From the CourseTrak Main Menu, select the TransfersTransfersTransfersTransfers option followed by the Print InterPrint InterPrint InterPrint Inter----

Store TransferStore TransferStore TransferStore Transfer option to get to the Inter-Store Transfers screen (TX-22-22). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. In the From Document #From Document #From Document #From Document # field, enter the first document number you wish to print. 
 
3. In the To Document #To Document #To Document #To Document # field, enter the last document number you wish to print. 
 
4. In the From Ship DateFrom Ship DateFrom Ship DateFrom Ship Date field, enter the earliest date you wish to print. 
 
5. In the To Ship DateTo Ship DateTo Ship DateTo Ship Date field, enter the latest date you wish to include. 
 
6. In the ‘From’ Store‘From’ Store‘From’ Store‘From’ Store field, enter the store where the items originated.  If you don’t wish to limit 

by store, leave this field blank. 
 
7. In the ‘To’ Store‘To’ Store‘To’ Store‘To’ Store field, enter the store where the items were sent.  If you don’t wish to limit by 

store, leave this field blank. 
 
8. In the StatusStatusStatusStatus field, enter the transfer status that you wish to include. 
 
9. In the Spooler OptionSpooler OptionSpooler OptionSpooler Option field, enter the printer you wish to use. 
 
10. Enter “R” to print the transfer, “X” to Cancel, or “M” to Modify. 
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Price Changes (TXPrice Changes (TXPrice Changes (TXPrice Changes (TX----23)23)23)23)    
 
The Price Changes Menu contains functions dealing with changing the prices in your master 
file.  This section covers these functions. 
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Entering Price Changes (TXEntering Price Changes (TXEntering Price Changes (TXEntering Price Changes (TX----23232323----1)1)1)1)    
 
To enter a price change, follow these steps. 

 
1. From the CourseTrak Main Menu, select the Price ChangesPrice ChangesPrice ChangesPrice Changes option followed by the Enter Enter Enter Enter 

Price ChangesPrice ChangesPrice ChangesPrice Changes option to    get to the Enter Price Changes screen (TX-23-1).    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the SourceSourceSourceSource field, enter “H” if the price change was initiated by the host, or “S” if it was 

initiated by the store. 
 
4. In the Doc. #Doc. #Doc. #Doc. # field, enter “.” to create a new document. 
 
5. In the Effective DateEffective DateEffective DateEffective Date field, enter the date the price change should take effect. 
 
6. In the End DateEnd DateEnd DateEnd Date field, enter the date the price change will end.  If it is a permanent change, 

leave this field blank. 
 
7. In the CancellationCancellationCancellationCancellation field, enter “Y” if this is a cancellation of a previous price change. 
 
8. In the ISBN/SKUISBN/SKUISBN/SKUISBN/SKU field, enter the ISBN for the book you want to select.  If you aren't sure of 

the ISBN, you can search for it by entering "[AUTHOR]/", "[TITLE]", or "[AUTHOR]/[TITLE]." 
 



CourseTrak™ Users Guide 

 

 

 236 
Copyright @ 2006 
Total Computing Solutions, LLC 

9. In the Reason CodeReason CodeReason CodeReason Code field, enter the reason for the price change.  For a list of reasons, enter 
“??”. 

 
10. In the New PriceNew PriceNew PriceNew Price field, enter the new price for the item. 
 
11. Repeat steps 8-10 for each item for which you wish to change the price. 
 
12. Press [ENTER] to save the price change, “X” to Cancel, or “M” to Modify. 
 



CourseTrak™ Users Guide 

 

 

 237 
Copyright @ 2006 
Total Computing Solutions, LLC 

Posting Price Changes (TXPosting Price Changes (TXPosting Price Changes (TXPosting Price Changes (TX----22222222----2)2)2)2)    
 
To post price changes to the master file, follow these steps. 

 
1. From the CourseTrak Main Menu, select the Price Price Price Price ChangesChangesChangesChanges option followed by the Post Price Post Price Post Price Post Price 

ChangesChangesChangesChanges option to get to the Posting Price Changes screen (TX-22-2). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  To change it, enter "M" 
followed by the new store number.  

 
3. Enter “R” to post price changes, “X” to Cancel, or “M” to Modify. 
 
4. If you choose to post price changes, you will be prompted if you want to print new tags. 
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Price Change Reports (TXPrice Change Reports (TXPrice Change Reports (TXPrice Change Reports (TX----23232323----3)3)3)3)    
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PrePrePrePre----Posting Report (TXPosting Report (TXPosting Report (TXPosting Report (TX----23232323----3333----1)1)1)1)    
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MarkMarkMarkMark Up Report (TX Up Report (TX Up Report (TX Up Report (TX----23232323----3333----2)2)2)2)    
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Mark Down Report (TXMark Down Report (TXMark Down Report (TXMark Down Report (TX----23232323----3333----3)3)3)3)    
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Price Change File Purge (TXPrice Change File Purge (TXPrice Change File Purge (TXPrice Change File Purge (TX----23232323----3333----4)4)4)4)    
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Wholesaler Database Maintenance Menu (TXWholesaler Database Maintenance Menu (TXWholesaler Database Maintenance Menu (TXWholesaler Database Maintenance Menu (TX----24)24)24)24)    
 
The Wholesaler Database Maintenance Menu contains functions dealing with your 
wholesale buying guide(s).  This information has been previously covered in this manual.  
See section (TX-5-3). 
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Books in Print on CD (TXBooks in Print on CD (TXBooks in Print on CD (TXBooks in Print on CD (TX----25)25)25)25)    
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Global Inquiry (TXGlobal Inquiry (TXGlobal Inquiry (TXGlobal Inquiry (TX----26)26)26)26)    
 
The Global Inquiry can be used to display information on items from any database module 
that you have installed.  To use it, follow these steps. 
 

1. From the CourseTrak Main Menu, select the Global InquiryGlobal InquiryGlobal InquiryGlobal Inquiry option to get to the MF Inquiry 
screen (TX-26). 

 
 
 
 
 
 
 
 
 
 
2. In the SKUSKUSKUSKU field, you can enter a SKU, ISBN, or a cross-reference term.  If you enter a cross-

reference term that could refer to more than one item, you will be given a list of items to 
choose from. 

 
3. Information about the item will display. 
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Reports Menu (TXReports Menu (TXReports Menu (TXReports Menu (TX----RP)RP)RP)RP)    
 
The CourseTrak system contains a large assortment of reports that can display information 
about various items and settings in the system.  All of these can be accessed from the 
Reports menu (TX-RP).  This section will cover the use of these reports. 
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Adoption Reports Menu (TXAdoption Reports Menu (TXAdoption Reports Menu (TXAdoption Reports Menu (TX----RPRPRPRP----1)1)1)1)    
 
The Adoption Reports menu (TX-RP-1) contains reports that display information on the 
course adoptions that you have entered into your system.  This section covers the use of 
these reports. 
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Course Summary Report (TXCourse Summary Report (TXCourse Summary Report (TXCourse Summary Report (TX----RPRPRPRP----1111----1)1)1)1)    
 
The Course Summary report prints a summary of the courses that have been entered into 
your system.  To run the report, follow these steps. 

 
1. From the CourseTrak Main Menu, enter “RP” to get to the Reports menu.  Select the 

Adoption ReportsAdoption ReportsAdoption ReportsAdoption Reports option followed by the Course Summary ReportCourse Summary ReportCourse Summary ReportCourse Summary Report to get to the Report of 
Course Summary screen (TX-RP-1-1). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the TermTermTermTerm field, enter the term for which you want to list courses.  For a list of terms, enter 

“??”.  If you wish to list courses for all terms, leave this field blank. 
 
4. In the Imported RecordsImported RecordsImported RecordsImported Records field, enter “Y” if you want to report only those adoptions that were 

imported using the Adoption Import Process.  If you want to report all adoptions, enter “N”. 
 
5. Enter “R” to print the report, “X” to Cancel, or “M” to Modify. 
 
6. On the next page is a sample report. 
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Calendar Evaluation Report (RPCalendar Evaluation Report (RPCalendar Evaluation Report (RPCalendar Evaluation Report (RP----1111----2)2)2)2)    
 
The calendar evaluation report displays information about the setting you have entered into your 
academic calendar (TX-SU-1-3).  To evaluate the calendared store processes for the term, follow 
these steps: 

    
1. From any menu in the CourseTrak system, enter “RP” to get to the ReportsReportsReportsReports menu.  Select the 

Adoption ReportsAdoption ReportsAdoption ReportsAdoption Reports option followed by the Calendar EvaluationCalendar EvaluationCalendar EvaluationCalendar Evaluation option to get to the Calendar 
Evaluation screen  (RP-1-2). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, enter 

"??" in the StoreStoreStoreStore field. 
 
3. In the TermTermTermTerm field, enter the term you wish to run a calendar evaluation for.  For a list of terms, 

enter “??” in the Term field.  
 
4. Enter “R” to run the report, “X” to Cancel, or “M” to Modify. 
 
5. If you select to run the report, you will 

get a pop up box with output destination 
options. 
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6. Select the output destination for this report and click “Ok”. 
 
7. Below is a sample of a Calendar Evaluation Report. 
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Course Adoptions List (TXCourse Adoptions List (TXCourse Adoptions List (TXCourse Adoptions List (TX----RPRPRPRP----1111----3)3)3)3)    
 
The Course Adoptions List displays a list of course adoptions that have been entered into 
your system.  To run this report, follow these steps. 

 
1. From the CourseTrak Main Menu, enter “RP” to get to the Reports menu.  Select the 

Adoption ReportsAdoption ReportsAdoption ReportsAdoption Reports option followed by the Course Adoptions ListCourse Adoptions ListCourse Adoptions ListCourse Adoptions List option to get to the Course 
Adoptions List screen (TX-RP-1-3). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StoreStoreStoreStore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. In the TermTermTermTerm field, enter the term for which you want to list courses.  For a list of terms, enter 

“??”. 
 
4. In the DepartmentDepartmentDepartmentDepartment field, enter the academic department for which you want to list courses.  

For a list of departments, enter “??”.  If you want to list courses for all departments, leave 
this field blank. 

 
5. In the CourseCourseCourseCourse field, enter the course number for which you want to list adoptions.  For a list 

of courses, enter “??”.  If you want to list adoptions for all courses, leave this field blank. 
 
6. In the Sort bySort bySort bySort by field, enter “C” to sort the report by course, “A” to sort it by author, “T” to sort 

by title, or “P” to sort by publisher. 
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7. In the After DateAfter DateAfter DateAfter Date field, enter the date that you would like adoptions entered on or after to be 
listed.  You can leave this field blank to list all adoptions for the term. 

 
8. Enter “R” to print the report, “X” to Cancel, or “M” to Modify. 
 
9. Below is a sample of the Course Request Report. 
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Adopted but not Ordered Report (TXAdopted but not Ordered Report (TXAdopted but not Ordered Report (TXAdopted but not Ordered Report (TX----RPRPRPRP----1111----4)4)4)4)    
 
The Adopted but not Ordered report prints a list of books that have been entered into course 
adoptions but have not yet been ordered from a publisher or wholesaler.  To run the report, 
follow these steps. 

 
1. From the CourseTrak Main Menu, enter “RP” to get to the Reports menu.  Select the 

Adoption ReportsAdoption ReportsAdoption ReportsAdoption Reports option, followed by the Adopted but not OrderedAdopted but not OrderedAdopted but not OrderedAdopted but not Ordered option to get to the 
Adopted Not Ordered screen (TX-RP-1-4). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The StStStStoreoreoreore field is automatically filled in with the default for the user.  For a list of stores, 
enter "??". 

 
3. The TermTermTermTerm field is automatically filled in with the default ordering term for the store.  For a list 

of terms, enter “??” in the TermTermTermTerm field. 
 
4. In the SortSortSortSort by  by  by  by field, enter “A” to sort by author, “T” to sort by title, “C” to sort by course, or “I” 

to sort by ISBN. 
 
5. Enter “R” to print the report, “X” to Cancel, or “M” to Modify. 
 
 
 
 
 
 
 
 



CourseTrak™ Users Guide 

 

 

 255 
Copyright @ 2006 
Total Computing Solutions, LLC 

6. Below is a sample report. 
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Adoption Receipt Status Report (TXAdoption Receipt Status Report (TXAdoption Receipt Status Report (TXAdoption Receipt Status Report (TX----RPRPRPRP----1111----5)5)5)5)    
 
The Adoption Receipt Status report displays a list of adoption requests that have not yet 
been returned to the bookstore.  To run this report, follow these steps. 

 
1. From the CourseTrak Main Menu, enter “RP” to get to the Reports menu.  Select the 

AdoptAdoptAdoptAdoption Reportsion Reportsion Reportsion Reports option followed by the Adoption Receipt StatusAdoption Receipt StatusAdoption Receipt StatusAdoption Receipt Status option to get to the 
Adoption Receipt Status Report screen (TX-RP-1-5). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. In the StoreStoreStoreStore field, enter the store number for which you want to print the report.  For a list of 
store numbers, enter “??”. 

 
3. In the TermTermTermTerm field, enter the term for which you want to print the report.  For a list of terms, 

enter “??”. 
 
4. In the Sort bySort bySort bySort by field, enter “N” to sort by request number or “C” to sort by course. 
 
5. Enter “R” to run the report, “X” to Cancel, or “M” to Modify. 
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Ratio Analysis Report (TXRatio Analysis Report (TXRatio Analysis Report (TXRatio Analysis Report (TX----RPRPRPRP----1111----6)6)6)6)    
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Desk Copy Report (TXDesk Copy Report (TXDesk Copy Report (TXDesk Copy Report (TX----RPRPRPRP----1111----7)7)7)7)    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    



CourseTrak™ Users Guide 

 

 

 259 
Copyright @ 2006 
Total Computing Solutions, LLC 

Book Status Report (TXBook Status Report (TXBook Status Report (TXBook Status Report (TX----RPRPRPRP----1111----21)21)21)21)    
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Want List Status Report (TXWant List Status Report (TXWant List Status Report (TXWant List Status Report (TX----RPRPRPRP----1111----22)22)22)22)    
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Print Adoption Forms (TXPrint Adoption Forms (TXPrint Adoption Forms (TXPrint Adoption Forms (TX----RPRPRPRP----1111----23)23)23)23)    
    

You can use the CourseTrak system to print adoption forms to distribute to the academic 
departments.  This information has been previously covered in this manual.  See section (TX-
1-21). 
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PriPriPriPrint Shelf Tags (TXnt Shelf Tags (TXnt Shelf Tags (TXnt Shelf Tags (TX----RPRPRPRP----1111----24)24)24)24)    
    

This information has been previously covered in this manual.  See section (TX-1-22). 
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Misc. Materials List (TXMisc. Materials List (TXMisc. Materials List (TXMisc. Materials List (TX----RPRPRPRP----1111----25)25)25)25)    
Faculty Report (TXFaculty Report (TXFaculty Report (TXFaculty Report (TX----RPRPRPRP----1111----26)26)26)26)    
Book History Inquiry (TXBook History Inquiry (TXBook History Inquiry (TXBook History Inquiry (TX----RPRPRPRP----1111----27)27)27)27)    
Ordering Reports (TXOrdering Reports (TXOrdering Reports (TXOrdering Reports (TX----RPRPRPRP----2)2)2)2)    
Books Status RepoBooks Status RepoBooks Status RepoBooks Status Report (TXrt (TXrt (TXrt (TX----RPRPRPRP----2222----1)1)1)1)    
Adopted But Not Ordered (TXAdopted But Not Ordered (TXAdopted But Not Ordered (TXAdopted But Not Ordered (TX----RPRPRPRP----2222----2)2)2)2)    
Want List Status Report (TXWant List Status Report (TXWant List Status Report (TXWant List Status Report (TX----RPRPRPRP----2222----3)3)3)3)    
Books on Active Want List (TXBooks on Active Want List (TXBooks on Active Want List (TXBooks on Active Want List (TX----RPRPRPRP----2222----4)4)4)4)    
Books Not Ordered (TXBooks Not Ordered (TXBooks Not Ordered (TXBooks Not Ordered (TX----RPRPRPRP----2222----5)5)5)5)    
PO Links (TXPO Links (TXPO Links (TXPO Links (TX----RPRPRPRP----2222----6)6)6)6)    
Open PO List (TXOpen PO List (TXOpen PO List (TXOpen PO List (TX----RPRPRPRP----2222----21)21)21)21)    
Open PO List, by Courses (TXOpen PO List, by Courses (TXOpen PO List, by Courses (TXOpen PO List, by Courses (TX----RPRPRPRP----2222----22)22)22)22)    
Open PO Summary Open PO Summary Open PO Summary Open PO Summary (TX(TX(TX(TX----RPRPRPRP----2222----23)23)23)23)    
Text Edit Worklist (TXText Edit Worklist (TXText Edit Worklist (TXText Edit Worklist (TX----RPRPRPRP----2222----31)31)31)31)    
Ordered Not Received (TXOrdered Not Received (TXOrdered Not Received (TXOrdered Not Received (TX----RPRPRPRP----2222----32)32)32)32)    
Receiving Reports (TXReceiving Reports (TXReceiving Reports (TXReceiving Reports (TX----RPRPRPRP----3)3)3)3)    
Receiving Log Report (TXReceiving Log Report (TXReceiving Log Report (TXReceiving Log Report (TX----RPRPRPRP----3333----1)1)1)1)    
Receiving Status Report (TXReceiving Status Report (TXReceiving Status Report (TXReceiving Status Report (TX----RPRPRPRP----3333----2)2)2)2)    
Receiving Price Change Report (TXReceiving Price Change Report (TXReceiving Price Change Report (TXReceiving Price Change Report (TX----RPRPRPRP----3333----3)3)3)3)    
Receiving Summary Report (TXReceiving Summary Report (TXReceiving Summary Report (TXReceiving Summary Report (TX----RPRPRPRP----3333----4)4)4)4)    
RRRReceiving Discrepancy Report (TXeceiving Discrepancy Report (TXeceiving Discrepancy Report (TXeceiving Discrepancy Report (TX----RPRPRPRP----3333----5)5)5)5)    
Receiving Status Detail (TXReceiving Status Detail (TXReceiving Status Detail (TXReceiving Status Detail (TX----RPRPRPRP----3333----21)21)21)21)    
Invoice Summary Report (TXInvoice Summary Report (TXInvoice Summary Report (TXInvoice Summary Report (TX----RPRPRPRP----3333----22)22)22)22)    
Buyback Reports (TXBuyback Reports (TXBuyback Reports (TXBuyback Reports (TX----RPRPRPRP----4)4)4)4)    
NonNonNonNon----Coordinated Books (TXCoordinated Books (TXCoordinated Books (TXCoordinated Books (TX----RPRPRPRP----4444----1)1)1)1)    
Actual vs Need (TXActual vs Need (TXActual vs Need (TXActual vs Need (TX----RPRPRPRP----4444----2)2)2)2)    
Buyback Need (TXBuyback Need (TXBuyback Need (TXBuyback Need (TX----RPRPRPRP----4444----3)3)3)3)    
Manual Buyback Control List (TXManual Buyback Control List (TXManual Buyback Control List (TXManual Buyback Control List (TX----RPRPRPRP----4444----4)4)4)4)    
Estimated Buyback (TXEstimated Buyback (TXEstimated Buyback (TXEstimated Buyback (TX----RPRPRPRP----4444----5)5)5)5)    
Actual vs Expected (TXActual vs Expected (TXActual vs Expected (TXActual vs Expected (TX----RPRPRPRP----4444----21)21)21)21)    
Buyback Audit Report (TXBuyback Audit Report (TXBuyback Audit Report (TXBuyback Audit Report (TX----RPRPRPRP----4444----22)22)22)22)    
Retail Purchases (TXRetail Purchases (TXRetail Purchases (TXRetail Purchases (TX----RPRPRPRP----4444----23)23)23)23)    
Wholesale Purchases (TXWholesale Purchases (TXWholesale Purchases (TXWholesale Purchases (TX----RPRPRPRP----4444----24)24)24)24)    
Books for Wholesalers (TXBooks for Wholesalers (TXBooks for Wholesalers (TXBooks for Wholesalers (TX----RPRPRPRP----4444----25)25)25)25)    
Sales Reports (TXSales Reports (TXSales Reports (TXSales Reports (TX----RPRPRPRP----5)5)5)5)    
Ratio Analysis Report (TXRatio Analysis Report (TXRatio Analysis Report (TXRatio Analysis Report (TX----RPRPRPRP----5555----1)1)1)1)    
Miscellaneous Reports (TXMiscellaneous Reports (TXMiscellaneous Reports (TXMiscellaneous Reports (TX----RPRPRPRP----6)6)6)6)    
Text Hot List Report (TXText Hot List Report (TXText Hot List Report (TXText Hot List Report (TX----RPRPRPRP----6666----1)1)1)1)    
Text Status Cards (TXText Status Cards (TXText Status Cards (TXText Status Cards (TX----RPRPRPRP----6666----2)2)2)2)    
MIR Exports (TXMIR Exports (TXMIR Exports (TXMIR Exports (TX----RPRPRPRP----6666----3)3)3)3)    
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Vendor Report (TXVendor Report (TXVendor Report (TXVendor Report (TX----RPRPRPRP----6666----4)4)4)4)    
Text Items with Package Set (TXText Items with Package Set (TXText Items with Package Set (TXText Items with Package Set (TX----RPRPRPRP----6666----5)5)5)5)    
Vendor Bin & Hold and PO Numbers (TXVendor Bin & Hold and PO Numbers (TXVendor Bin & Hold and PO Numbers (TXVendor Bin & Hold and PO Numbers (TX----RPRPRPRP----6666----6)6)6)6)    
eFollett Textbook OrdeFollett Textbook OrdeFollett Textbook OrdeFollett Textbook Ordering List (TXering List (TXering List (TXering List (TX----RPRPRPRP----6666----21)21)21)21)    
Inventory Reports (TXInventory Reports (TXInventory Reports (TXInventory Reports (TX----RPRPRPRP----21)21)21)21)    
Inventory By Vendor Report (TXInventory By Vendor Report (TXInventory By Vendor Report (TXInventory By Vendor Report (TX----RPRPRPRP----21212121----1)1)1)1)    
Adjustments Report (TXAdjustments Report (TXAdjustments Report (TXAdjustments Report (TX----RPRPRPRP----21212121----2)2)2)2)    
Books On Hand Report (TXBooks On Hand Report (TXBooks On Hand Report (TXBooks On Hand Report (TX----RPRPRPRP----21212121----3)3)3)3)    
Master Book List (TXMaster Book List (TXMaster Book List (TXMaster Book List (TX----RPRPRPRP----21212121----4)4)4)4)    
Inventory Valuation (TXInventory Valuation (TXInventory Valuation (TXInventory Valuation (TX----RPRPRPRP----21212121----5)5)5)5)    
Inventory Analysis Report (TXInventory Analysis Report (TXInventory Analysis Report (TXInventory Analysis Report (TX----RPRPRPRP----22221111----21)21)21)21)    
Min/Max Report (TXMin/Max Report (TXMin/Max Report (TXMin/Max Report (TX----RPRPRPRP----21212121----22)22)22)22)    
Wholesale Coordination (TXWholesale Coordination (TXWholesale Coordination (TXWholesale Coordination (TX----RPRPRPRP----22)22)22)22)    
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