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CourseTrak 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.

TCS [Remote TEST] v1.2.26 [AEE

Fle Connection View Help

||| 2o @@ B -| % W
CourseTrak Master Menu

-1 1. Adoptions -1 21. Inventory

-1 2. Ordering -1 22. Transfers

-it 3. Receiving -i. 23. Price Changes

-1 4. Returns -1 24. Wholesale Database
-it 5. Buyback %} 25. Books In Print On CD
. 6. Book Lookup =, 26. Global Inquiry

Enter Selection |:|

MI - Masterfile Inquiry -1 SU -SETUP
MF - Masterfile Maintenance -1 UU - User Utilities
VM - Vendor Maintenance -/ UM - User Menu

=l 5| - Store Inventory &) SM - System Menu

-1 RP - Reports

=l PM - Printer Mgt.
QB - Query Builder

-'. BG - Backgrounds

Systern D3NT Wersion 5.3.7 Port 3 User AMY Account TEXT Menu T 15:20

In this manual, bold 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-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).

TCS [AP] v1.2.26 BEE

Fle Connection View Help
||| 2o & B-| % Wi
| VENDOR MAINTENANCE

Vendor ID: [19 Type: |P [22] PUBLISHER Alt Ord Vndr:
Sort Code:[OXF | BIPCode:/] | WBGCode:| Alt Rtn Vndr:
ORDERING
Name: |OXFORD UNIVERSITY PRESS Last Update: 02/17/06
Address1: 2001 EVANS ROAD Average Ship Days: [10
Address2; Minimum Order Qty:
Address3: Minimum Order Amt:
City: |CARY Default Ship Code: [UPS[z7][United Parcel Servi
State: [NC Zip: [27513 Backorder Code: [0S [27][OUT OF STOCK
Contact: List/Net: [L
Phone Num: [800-451-7556 Ext: Account Number: 065130000
Fax: W Internet Addr:
Prepaid: N
SAN #: |202-5892
EDI Format Name: — Rapid Resp: l_ EDI Num: li
Wantlist Format: [ [7]
Desk Copy—Phone: [8004459714 | Ext: | Fax: | Rep: |
Comments: Y [CANCEL BACKORDERS 45 DAYS AFTER PO DATE UNLESS NEW RELEASE
=Update X=Cancel Entries | | M=Modify | [ o=Ordering | | A=Additional Ordering
R=Returns |
|
W1 AMY 09:39
2. In the Vendor ID field, enter the first few characters of the vendor’'s name or if you know the

“n

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 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 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 Code field, enter for this vendor the publisher code provided in the Books in Print
database.

6. In the WBG 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 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 Rtrn 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 Name field, enter the name of the vendor. This is a required field.
10. In the three Address fields, enter the vendor’s ordering address.
11. In the City field, enter the city where the vendor is located.
12. In the State field, enter the state where the vendor is located.
13. In the ZIP field, enter the vendor’s zip code. It must match the format for a zip code

(“[H#4H##] “ or “[#####)-[####]").
14. In the Contact field, enter the name of your contact with the vendor.
15. In the Phone Num field, enter the phone nhumber 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 Ext field, enter your contact’s extension.

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

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

19. In the 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 Last Update field is automatically populated with the date this vendor was last updated.

21. In the Average 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 Minimum Order Qty field, enter the minimum number of items that this vendor will
allow you to order.

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

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

27. In the Account Number field, enter the store’s account number with the vendor.

28. In the Internet Addr field, enter the vendor’s web page or e-mail address.

29. In the EDI 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 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 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) Wantlist 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 - 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 Ext field, enter the extension of the desk copy request department.

35. In the Fax field, enter the desk copy request department’s fax number.

36. In the Rep field, enter a representative of the desk copy request department.

37. In the Comments 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 (TX-VM-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).

ORDERING SCREEN 2
Account Number: [P}kl

Payment Terms: |INET45 |Payment due 45 days
Delayed Billing Days: |
A/P Vendor: |

Discount Code:
Discount Flag:
Discount Break Point:
Discount Value: 4.00

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

3. In the Payment 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 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 Vendor field, enter the accounts payable number from your accounting database
that is associated with this vendor.

6. In the Discount Code, Discount Flag, Discount Break Point, and Discount Value fields are not
currently used.

7. Press [ENTER] to save the changes.
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Vendor Maintenance Returns Screen (TX-VM-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).
RETURNS
Name: tact :
Address1: [ATTN: RETURNS Phone # :
Address2: 2001 EVANS ROAD Fax #:
Address3: Allow Returns: [Y
City: |CARY Permission Required: N_
State: [NC Zip: [27513 Min Months for Return: [3
Req Adr1: Max Months for Return: [34
Req Adr2: Return Penalty Amount: 0.00
Req Adr3: Return Penalty Percent:
Req City: #Invoice Copy Required: [
State:| Zip: li Vendor Invoice Maximum: |
Percent Invoice Maximum:

2. In the Name field, enter the name that you want printed on returns to this vendor.

3. In the Address, City, State, and Zip fields, enter the address to which you want to send
returns.

4, In the Req Adr, Req City, State, and Zip fields, enter the address to which return permission
requests should be sent.

5. In the Contact field, enter the name of the store’s contact for returns with the publisher.

6. In the Phone # field, enter the contact’s phone number.

7. In the Fax # field, enter the contact’s fax number.

8. In the Allow 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 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 Return field, enter the minimum number of months after the invoice
that you are able to return items.

11. In the Max 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 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 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 field, enter the number of copies of the invoice which must
accompany the return.

15. In the 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 Maximum field, enter the maximum percentage of the invoice that
can be returned.

17. In the Return Comments field, enter any comments that you want to print on returns to this
vendor.

18. In the Shipping 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 (TX-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).

TCS [Remote Connection] v1.2.26 g@

Fle Connection View Help
il & 4o @| B-| % il
Textbook Maintenance

ltem: [0-521-56714-9 Crossover: Updated: 02/17/06
Author: HARDY Adopted: [2006-2 Received: | 12/06/05
Title: [TESS OF D'URBERVILLES ) ' ) '
Publisher: 521 |Computer Literacy Press
Edition Note: [NEW ED 2005 New Class: [101  [7z]NEW TEXTBOOKS

Edition Number: Used Class: [102 USED TEXT
Copyright Year: |96 Category: [1 ??[College Textbooks

Ref. Price: [20.00 ' Bind Type: |
List/Net: L Prepriced: | Part of Set: [Y Exclude WiL: |
Status: [A .'ACATI\}E' Returnable: [N Exclude BB: [Y
Status Date: (11/23/98 Mail Order: [¥ Include Web: [¥
o AMematesowrces
[7# T Vengor# | \u
| 10082685 ARROWHEAD REG'L DISTR [
2 DDB2685 ARROWHEAD REG'L DISTR
mmmmmmm
Total Computing Test | 25.00 | | 12.50 |
uisT '. 21.00[ 41| 1050 5'
=Save X=Cancel B=Buyback T=Tag M=Maodify
S=Store C=CourseXref open H=CourseXref Hist N=NMext L=Return to List
]
|
THM AMY 10:38
2. In the Item 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.

14
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TCS [Remote Connection] v1.2.26

Fle Connection View Help

&l & 4ol @@ 8- %
| Wholesale Buying Guide

ltem:

0-8053-6627-X

Old ISBN:

Author:

CAMPBELL

Title:

BIOLOGY: CONCEPTS ETC (W/CD:#6819-1)

Title MNote:
Edition:
Copyright:
Pub Code:
Price:
List/Net:
New Whsle:
Used Whsle:

4TH
03

[awW

79.50

41.25
33.00

BB Mote:

=Exit

| \ C=Copy to database I |

WBG

A 0313

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’.

Textbook Maintenance

STOP Thiz item does not exizt on the local database.

Would you like to check the Books in Print file?

........................................

Yes 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.

Textbook Maintenance

STOP Item not on file, Do you wish to add or copy?

&dd Copy Cancel

........................................

Copyright @ 2006
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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 Crossover 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 Updated field lists the last date the record was updated.

9. In the Author field, enter the author’s last name. This is a required field.

10. The Adopted field lists the most recent term the title was adopted in.

11. The Received field lists the last date the title was received.

12. In the Title field, enter the title of the book. This is a required field.

13. In the Publisher 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 Note field, enter any important information about the book.

15. In the Edition Number field, enter the edition number.

16. In the Copyright Year field, enter the year when the book was copyrighted. You can use 2 or
4 digits.

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

18. In the List/Net field, enter “L” for list pricing or “N” for net pricing.

19. In the Prepriced 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 Status 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 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 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 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 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 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 field, enter “Y” if you would like to exclude this item from want lists.
Otherwise, enter “N”.

27. In the Returnable field, enter “N” if this book is not returnable. Otherwise, enter “Y”.

28. In the Exclude 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 Order field, enter “Y” if this book can be sold through mail order. Otherwise,
enter “N”.

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

31. In the Alternate 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 Store 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 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 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 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 QOO field lists the total quantity on order for all new copies of this title.

37. In the Used 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 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 field lists the total quantity on order for all used copies of this title.

40. In the 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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TCS [Remote Connection] v1.2.26

File Connection Yiew Help

DElE oo 2@ 7] %

BEIET

SMF MAINTENANCE

Store: [1 '_"'I'dta'l Compdting Test
ISBN: |0-521-56714-9 TESS OF D'URBERVILLES
Min: | Max: |

3 Web Comments |

[ ##] New | Used | New | Used |
=Update | [ X=CancelEntries | | M=Modify ||

[

SMF.SCREEM AbdT 10:38

41. In the Min and Max fields, enter the minimum and maximum quantities that you would like
to have on hand. This is helpful for schools that feature open enroliment courses. You can
run a report (RP-21-22) that will give you the following information:
14:34: 26 Now processing MIN. MaX
14:34:26 27 Feb 2006 Total Computing Test
TN . MA Min/Max Listing
ISEM. . ... .... Author. ... .... .. Ed.. Cp¥r Qoo Qoo Q0H Q0H QT
e T Publisher._ .. __. . .Mew _Used ._New .Used TOTAL MIN
0-0Z-543273-& TURNER MACMILLAN PUELI u} a 10 a 10 &
DIGITAL EXPRESSE
0-14-043135-7 HAPDT -] PENCGUIN PUTHAM a 70 zEg 49 305 15
TESS OF THE D' UREBERVILLES (INTRO: ALWA
0-Z5Z-0601Z-1 BUSHMAN g4 UNIVERSITY OF I u} u} zZ g 10 1%
JOSEPH SMITH & BEGINHNINGS OF MORMONISHM
[405] 2 items listed out of 12578 items.
42, In the Web Comments field, enter the comments for this item that you would like to appear
with the title on the website.
43. In the Location 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.
18
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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.
Textbook Maintenance
A Enter the type of Shelf Tagz or Book Labels pou want
to print.
ﬂnne ............. - o =
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.
TCS [Remote Connection] v1.2.26 g@

File Connection Yiew Help
nEa &l @) B % Wl
| Book Cross Reference

Store: |1 22| Total Computing Test
Term: 22| Spring05
ISBN: |0-521-56714-9 Author: iHARDY Ed: | Copyright: I96
Title: |TESS OF D'URBERVILLES
Publisher: | Computer Literacy Press Ed Note: WEV—EEE(TOS_
New Price:|  25.00 New QOH: 37 Total QOH:| 110
Used Price:|  12.50 Used QOH: | 73
1/2005-1 ACC 101 1 35 3 30 |STAFF BC
2 [2005-1 ACC 101 2 100 4 40 Y
3/2005-2 ACC 101 106 30 10 30 Y
4 [2005-2 ENGL 100 1 | 40 0 20 |[JONES Y
5 [2005-2 ENGL 100 2 0 22
6 [2005-2 ENGL 101 1 10 0 10 Y
7 [2005-2 ENGL 102 2 15 0 10 Y
X=Cancel | ‘ R=Re-enter | | S=Select I l
[
ECR AMY 10.33
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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[T7es [AP] v1.2.26

File Connection  Wiew Help

i Ea| &l e B %
Book Cross Reference

0-618-22028-3

Enmm

Y} PR

|BCR | by I [ [ I | 1534

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 (TX-MF-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).

TCS [Remote Connection] v1.2.26 E]@

Fle Connection View Help
||| 2o & B-| % Wi
Buyback Flag Malntenance

Store: |1 |Total Computing Test
ISBN: [0-684-18254-8
Title: | & THOU (2ND)(TRANS: SMITH ) Ed Notes: |OP 10/02
Author: [BUBER ' Edition: | Copyright: |58
BB |
Open to Buy: -1 T —
Value Code: AD 1 Tntal Computing Test
Limit Flag: [Y
Estimated BB: | 25
| Overide | Wholesaler_|
mmm-_
SELF
2w | j_ 1003 [FOLLETT COLLEGE BOOK CO.
3w | [ 1001 [MISSOURI BOOK SERVICES
aw ' f 1000 [NEBRASKA BOOK COMPANY
Book Flag Code:
's [rz]cHECK STOLEN BOOK LIST
AR
=Save || X=Cancel | | M=Modify | | |
|
BBMAINT AMY 10:50
2. In the Store field, enter the store number for which you wish to set up buyback. This will also
automatically populate the Store, Store Name, and BB Need fields in the upper right side of
the screen.
3. In the ISBN field, enter the book for which you wish to set up buyback.
4, The Title, Author, Ed Notes, Edition, and Copyright fields will automatically populate with the
information from the master file for the ISBN that you entered.
5. The Open to Buy field will automatically populate with the open to buy quantity for this ISBN.
6. In the Value 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 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.

9.

The Estimated BB field will automatically populate with the total estimated buyback amount
taken from all adoptions entered in terms attached to the current buyback season.

In the R/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 Limit field, enter the total quantity of copies (your limit) you will buy back at this value.

11. The Purchased field will automatically populate with the quantity of books purchased at
buyback at this value.

12. In the Overide 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 ID field, enter the vendor number of the wholesaler you would like to
purchase textbooks for at buyback. The Wholesaler Name field will automatically populate
with the name of the wholesaler entered.

14. In the Book 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 Inquiry (TX-MI)

You can use the master file inquiry screen to display informat
it, follow these steps.

ion on your textbooks. To use

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

(TX-MI).
TCS [Remote Connection] v1.2.26 g@
File Connection View Help
|l | & ol -] =
Store: |1 :'Total Computing Test Crossover:
ltem: [0-14-0431357 Last Update: 02/21/06
Author: |[HARDY
Title: TESS OF THE D'URBERVILLES (INTRO: ALVAREZ )
Title Note: | ' New Class: [101 NEW TEXTBOOKS
Edition Number: Used Class: [102 [USED TEXT
Copyright Year: 78 Category: |1 ':\Coil‘ege' Textbooks
Ref. Price: [10.00 Bind Type: [P [PAPER
List/Net: [L Set Flag: | T
Publisher Code: [478 " [PENGUIN PUTNAM INC '
Status: [A Status Date: [12/08/98
Last Adopted: |2006-1 Last Rcv Date: | 12/06/05 Returnable: Y
[##] AtSrc | Name | Type | Catalog |
1)1 Total Computing Test 11.00| 256 8.25 46 70 |LIST
2° 007 Nature's Wisdom 11.00 of ' 7.15| o [CisT
=Exit W=Want List PO=PO V=Receiving S=Syn
R=Returns B=Buyback H=Hist T=Transfers C=Course XREF
CH=Course XREF Hist TA=Tag Si=Store Inventory P=Previous N=Next
L=Return to List |
|
TX1.0 AMY 11:14

2. The Store 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 Item 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.

New [Used
N T T O T

10169 01/13/06 [2005-2 0 NEBRASKA BOOK COMPANY
211 10152 09/12/05 |2005-1 0 MISSOURI BOOK SERVICES
3 10153 09/12/05 |2005-1 0 FOLLETT COLLEGE BOOK CO.
41 10133 05/18/05 [2005-2 0 NEBRASKA BOOK COMPANY
Aad] » ]
| =Save | | X=Cancel | | L=Line ltems ‘ | |
6. To display want list information on line items, enter “L” followed by the line number. Press
[ENTER] to exit the record.
TCS [Remote Connection] v1.2.26 E]@

Fle Connection View Help
il & 4o @| B-| % il
ERANES

WL Line ID: |1*10061*0-521-56714-9

ISBN; 0-521-56714-9
Author: | HARDY Edition: YR: |26
Title: TESS OF D'URBERVILLES
Edit. Notes: [NEW ED 2005

Oty to Provide: | 100

Qty on Want List: | 10
Want List Qty New: |

Want List Oty Used: | 10

Confirmed Qty New: 0

Confirmed Qty Used: '_ 0

X=Exit record ‘ ‘

TALSDET A 10:25
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7. From the command line, enter “PO” for information about Purchase Orders.
PO Inquiry
Store |(Number Date |Term QOuts | Rcvd |Date Price |Vendor
TX20320.10 02/24/05 [2005-2 HACKETT PUB
ald] B Add |
8. To display purchase order detail information on line items, enter the corresponding line

number. Press [ENTER] to exit the record.

TCS [Remote Connection] v1.2.26

Fle Connection View Help
&l & 4ol @@ 8- %

| ) Purchase Order Detail

PC Line ID: 1*TX20320.10

ISBN: 0-14-043135-T7 Author: |HARDY Edition: I CpYr: 78
Title: TESS OF THE D'URBERVILLES (INTRO: ALVAREZ }
Edit. Notes:

Ord Comments:

Order Qty: 30 ] Outstanding Qty: 70 Price: IL Cost: |0.00

Invoice Information Cancellations
] Invoice Number Date Qty Retail Cost ‘ Date Qty

X=Exit record | |

TALZDET A 10:27

25

Copyright @ 2006
Total Computing Solutions, LLC



CourseTrak™ Users Guide

9. From the command line, enter “V” for information about Receiving.
Receiving Inquiry
| Qty | Qty | Received | Retal | UPD |
## [Document# | Dats _[Term | Order | Rovd | Date | Prics | Price | Vendor _
1/10168.1 100 06/24/04 595 HAL HENDERS
XN A ]
10. To display receiving log information on line items, enter the corresponding line humber.
Press [ENTER] to exit the record.
TCS [Remote Connection] v1.2.26 @@

File Connection Yiew Help
nEa &l @) B % Wl

Rev Line ID: [1°10168.1

ISBN: [0-553-211684 P.O. Number:
Author: HARDY Edition: YR: |
Title: TESS OF THE D'URBERVILLES
Edit. Notes:
New/Used: N
Recsived Oty: 100 Order Qty: Outstanding Oty:|  -100
Pub Price: | 495 |L
% Discount: 37:()
$ Discount: 1.83
Unit Cost: 3.12 Ext Cost: 312.00
Price Factor: LIST
Tag Price: 5.95 Ext Retail: | 595.00
Status: [ '

Rcv Comments:

Invoice Num: TEMP1
Invoice Date: 06/24/04

X=Exit record ‘ ‘

THI.3DET AT 10:29
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.
| Synonym inquiry

0-8400-1888-6

X=Exit record | |
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12. From the command line, enter “R” for information about Returns.
## |Store Document # Date Term Qty Price Vendor
11 1364.13 1 FOLLETT COLLEGE BOOK CO.
201 1364.7 1 FOLLETT COLLEGE BOOK CO.
aq2 B Add |
13. To display return information on line items, enter the corresponding line number. Press

[ENTER] to exit the record.

TCS [Remote Connection] v1.2.26

File Connection Yiew Help
nEa &l @) B % Wl
. Returns |

Rtn Line ID: i1“1364.?

ISBN: |0-553-21168-4
Author: [HARDY Edition:| YR:[
Title: [TESS OF THE D'URBERVILLES
Edit. Notes:

X=Exit record | ‘

TxL4.DET AT 10:33
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14. From the command line, enter “B” for information about Buybacks.

New
o fsiore sewson Gty |
0 1

SPRINGO6

A 4] B Add |

15. To display buyback information on line items, enter the corresponding line number. Press
[ENTER] to exit the record.

TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help
nEa &l @) B % Wl

Buyback ID: |1'0-14-043135-7

ISBN: |0-14-043135-7

Author: HARDY Edition: YR: |78
Title: [TESS OF THE D'URBERVILLES (INTRO: ALVAREZ )
Edit. Notes:

Open to Buy: [ 1098
Retail Buyback: | 1]1]0
Wholesale Buyback: 4
Value Code: :AD
Limit Flag: |
Override Limit: |
Special Price:
Book Flag Code: i

X=Exit record ‘ l

TxI1.DET AT 10:38
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16. From the command line, enter “H” for history information.
TCS [Remote Connection] v1.2.26 E@E|
File Connection  Wiew Help
inElal 2o fele Sl
DOPTION INQUIRY
I SBN Author Title Ed Cp¥r
0-521-56714-9 [HARDY |TESS OF D'URBERVILLES | | 98
Qty New: I Oty Used:
TERMS: |
Sales: 20
QTCc: 70 100
Sales/QTC: ——-- 9 13 ———- ——
Est Enroll: 125 | 135 —
Act Enroll; 10 | 7 —
Act/Est: -—-- 8 5 — .
Sales/ACT: 60 186
BB SEASONS: SFRING [ Winterss |_' B FALLo: 5 | \—W __________
Est BB: — -— — -— —
Act BB: — —
Act/Est BB: — — - —
=Exit | | X=Cancel | |
[
ADI AMY 10:39
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.
| Transfer Inquiry
Req |ship _[Revd |
From Store To Store Number Date MNIU Qty Qty Qty
1|1 Total Computing Test 295 A.S.U. BOOKSTORE 133008458 01/16/06 |N
aq] B Add |
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19. From the command line, enter “C” for information about Course XREF for open terms.

TCS [Remote Connection] v1.2.26 E‘Elgl

File Connection View Help

i Sl Aol e e 8- %)

| Book Cross Reference

Store: 1 Total Computing Test
Term:
ISBN: |0-14-043135-7 Author: |HARDY Ed: | Copyright: 78
Title:  TESS OF THE D'URBERVILLES (INTRO: ALVAREZ )
Publisher: PENGUIN PUTNAM INC Ed Mote:
New Price: 11.00 New QOH: 256 Total QOH: 302
Used Price: 8.25 Used QOH: 46
## [Term Dept Course Section EstE| ActE| QTC Instructor Req
1|2006-1 ENGL 100 11 1000 999 Y
ad] W Add|Ho] 10
[
BCR AMY 1043
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20. To display adoption information on line items, enter the corresponding line number. Press
[ENTER] to exit the record.
TCS5 [Remote Connection] v1.2.26 EIE|E|
File Connection  Wiew Help
plelal 8l &0 - %
__ _____ ______ AdoptionMaintenance |
Store: |1 Total Computing Test Date Adopted: 02/08/06
Term: |2006-1 SPRING06& Est Enrollment: {1000
Dept: ENGL ENGLISH Instructor:
Course: 100 [2] BEGINNING ENGLISH E-Mail:
Section: |11 Phone:
Request#: Entered by: \CJT
Req Date: 01/15/68 Shelf Tag Note: _I—
Comments: N | Misc Materials: N
I—EdW
1/0-14-043135-7 78 999 Y [22]--REQUIRED--
HARDY TESS OF THE D'URBERVILLES (INTRO: ALVAREZ )
478 |PENGUIN PUTNAM INC [ 10.00L |
1 | [ | @)
I I [
I I I I I 2]
I I [ |
I I I I I 2]
I I ||
=Save X=Cancel M=Modify C=Copy A=Add
F=MF =M1 B=BB T=Tags U=ltems
L=Misc. Mat P=Prev N=Next |
[
ADM.O AMY 10:50
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21.

22,

23.

From the command line, enter “CH” for information about Course XREF for closed terms.

TCS [Remote Connection] v1.2.26

File Connection Yiew Help
i Blal 2ol @@ 8- % W
| Book Cross Reference

Store: |1 22| Total Computing Test
Term: H 5
ISBN: 0-375-50051-0 Author: [QUINDLEN Ed: | Copyright: |98
Title: BLACK+BLUE
Publisher: [HAL HENDERSQON Ed Note: [ASDF
New Price: |  24.00 New QOH:|  -668 Total QOH:|  -750
Used Price: | 12.00 Used OOH:| 82

## | Term Dept Course Section EstE| ActE| QTC Instructor
1 1

2004-2 ACC 100 100 100 Y

ald] W Add[Ho] 1n:]

ECR AT 10:53

From the command line, enter “TA” to print shelf tags or barcode labels.
Textbook Inguiry

A Enter the type of Shelf Tags or Book Labels you want
to print.

Shelf Tags Labelz Bath

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 “Sl” for information about Store Inventory.

TCS [Remote Connection] v1.2.26 El@gl

File Connection Yiew Help
i Blal 2ol @@ 8- % W
| Inventory by Store Location

ltem: 0-375-50051-0 EDITION:
Author: QUINDLEN Copyright Year: 98
Title: BLACK+BLUE
New [ Used |
| ## Store |  Name [ Price [QOH [ QOO [ Price [QOH [ Q0O
199 Store 99 24.00 14 12.00 -1
2(753 Courseworks Interface Sto 24.00 4 12.00 0
3100 Total Computing Stores 24.00 -15 35 19.25 0 176
a1 Total Computing Test 24.00 668 167 12.00 82 20
52 HARTFORD 24.00 10 18.00 12
61101 Integris Store 24.00 10 18.00 0
7 (200 COLLEGE BOOKSTORE 23.00 0 17.25 1]
8199 Store 99 24.00 14 12.00 -1
A Jmas)o] ]
[
STORE.INY AT 110

25. Press [ENTER] to exit the master file inquiry.
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Store Inventory (TX-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 “SlI” to get to the Inventory by Store
Location screen (TX-SI).

TCS [AP] v1.2.26

Fle Connection View Help
||| 2o & B-| % Wi
| Inventory by Store Location

Item: |0-14-043135-7 EDITION:
Author: |[HARDY Copyright Year: |78
Title: TESS OF THE D'URBERVILLES (INTRO: ALVAREZ )
New
| ## Store |  Name [ Price |QOH [ QOO | Price [ QOH | QOO
11 Total Computing Test 11.00 256 8.26 49 70
21007 Nature's Wisdom 11.00 0 T7.15 1]
3101 Integris Store 11.00 0 8.30 -1
4133 NORTH CENTRAL BOOKS 11.00 0 0 7.15 0 0
5100 Total Computing Stores 11.00 31 100 9.00 0
6 (400 MITCHELL COLLEGE 11.00 0 8.25 1 9
7 454 WESTMINSTER BOOKSTO 11.00 10 0] 8.25 1
A sl ]
|
STORE.INY AMY 11:20
2. In the Item 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]”, “lAUTHORY]/” or “[TITLE]".

3. Press [ENTER] to exit the Store Inventory by Location screen.
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Adoption Process (TX-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.

T TCS [AP], v1.2.26

File Connection Yiew Help

DElE oo 2@ 7] %

| Gpstem DANT |Wersion 538 | Pand Ulsat Y | Account TEXT | Meru Tw01 113
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Enter and Modify Adoptions (TX-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 option followed by the Enter/Modify
Adoptions option to get to the Adoption Maintenance screen (TX-1-1).

TCS [AP] v1.2.26

Fle Connection View Help
il & 4o @| - % il
| Adoption Maintenance

Store: |1 Total Computing Test Date Adopted: 02/24/06
Term: 2006-1 SPRINGOS Est Enroliment: 100
Dept: BKS BOOKSTORE MANAGEMENT Instructor:
Course: (100 [27]INTRODUCTION TO TEXTBOOKS E-Mail:
Section: |100 Phone:
Request#: Entered by: AMY
Req Date: 02!241’06 Shelf Tag Note: _l
Comments: |N Misc Materials: |N
ﬁwﬁmﬁﬁmﬁm Description
1 [0-8053-7146-X 2005 Y [2?]--REQUIRED--
CAMPBELL BIOLOGY (W/CD)
390 |PEARSON EDUCATION | 14267 L |
20-8053-74736 2| 2004 | [ 0| | 0| Y [z2]--REQUIRED—
CAMPBELL ESSENTIAL BIOLOGY (W/CD)
390 |PEARSON EDUCATION | 91.33L |
3|0-534-39287-3 4| 2004 | [ 0| | 0| Y [z2]--REQUIRED—
WICANDER HISTORICAL GEOLOGY (WICD) (P)
112 [THOMSON LEARNING | 122.95[L |
I I I I I =
I I [
=Save X=Cancel M=Modify C=Copy A=Add
F=MF I=MI B=BB T=Tags U=ltems
L=Misc. Mat P=Prev N=Next |
|
ADM.O AT 1223
2. The Store 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 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 Dept 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
Maintenance screen, which is described in the section Setting Up Academic Departments in
the CourseTrak Setup Guide.
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5. In the Course 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 Maintenance screen, which is described in the section Setting Up
Academic Courses in the CourseTrak Setup Guide.

6. In the Section 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 # field, enter any number that will identify the adoption request when you are
auditing your adoptions.

8. In the Req 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 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 Enroliment field, enter the estimated number of students who will enroll in this
course. This is a required field.

11. In the Instructor field, enter the name of the instructor who will teach this course.

12. In the E-Mail 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 Phone field, enter the instructor’s telephone number.

14. In the Entered By field, enter your user ID. The current user’s login ID is automatically
entered into this field.

15. In the Shelf 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 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 field, enter a
description of the item. In the Quantity field, enter the number of this item that is need for
each student. In the R/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”.

#H Description Qty | RIO
1 |Calculator 1R

L2 |
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17. In the ISBN 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 Inq field, enter “Y” if you view the history of this textbook. You will be taken to the
Adoption Inquiry screen. Otherwise, enter “N”.

TCS [AP] v1.2.26 =)&)
File Connection Yiew Help
nEa &l @) B % il
| ADOPTION INQUIRY
1 SBN Author Title Ed CpYr
0-8053-T146-X |CAMPBELL |BIOLOGY {wiCD) [ 7| 2005
Gty New: 0 Qty Used: |0
Sales: —— —— -— — —
QTC: 0
Sales/QTC: - —— -— — -—
Est Enroll: - 100 -— — -—
Act Enroll: - -— g T =
Act/Est: - 0 — — —
Sales/ACT: -—- o ! o P
Est BB: 0 - - o |
Act BB: -1 — S Eies o
Act/Est BB: — - R e ot
=Exit | X=Cancel ||
[
A0 AT 1315

19. In the QTC field, enter the quantity of this textbook that you want to provide.

20. In the QNew 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 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 Req 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 (TX-1-2)
Overrides the QTC in the adoption maintenance screen

To use it, follow these steps.

1. From the CourseTrak Main Menu, select the Adoptions option followed by the Adoption QTC
by Book option to get to the Adoption QTC by Book screen (TX-1-2).

T TCS [AP] v1.2.26

Fle Connection View Help

||| &l (@@ B %) il

Adoption QTC by Book

|ADOPT MaINT [amty [ [ [ [ 11413

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

3. The default ordering term for the store is automatically entered into the Term field. For a list
of terms, enter “?2?”.

4, In the Item 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.
40

Copyright @ 2006

Total Computing Solutions, LLC



CourseTrak™ Users Guide

Course Cross-Reference (TX-1-3)

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 Adoptions option followed by the Course Cross
Reference option to get to the Course Cross Reference screen (TX-1-3).

[T] TCS [AP] v1.2.26

File Connection WYiew Help

TE & olel 2ol 5| %

COURSE CROSS REFERENCE

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

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

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

5. In the Course field, enter the course number for the course you are searching for. For a list
of courses, enter “??’.

6. In the Sort 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.

TCS [AP] v1.2.26

File Connection WYiew Help
nEa &l @] 5| % Ll
| COURSE CROSS REFEREN

Store: |1 Total Computing Test
Term: [2005-2 SUMMER05
Dept: |ACC ACCOUNTING
Course: 101 BEGINNNING
[sEcT[ 1sBN | AUTHOR [ TTLE  [NQOH|[ NPRICE
INSTRUCTOR EDITION | CPYRGHT |REQ [UQOH | UPRICE
[0-15501741-1  |[PRESSMAN  |ACCOMMODATING LEARN.STYLE DIFFERENCES.. | 4| 37.70
100 |[SAM JOHNSON [ | 95| Y[ -5 18.85
1
[ 2 |0-256-16680-3 [BOOCKHOLDT |ACCOUNTING INFORMATION SYSTEMS -176 94.00
100 |SAM JOHNSON [ ATH | 9% Y 51 47.00
1
| 3 |0-8400-9612-7 [TAPAHONSON |BLUE HORSES RUSH IN 119 25.00
100 |[SAM JOHNSON [ | | y| 32 12.50
1
4* |0-8263-1100-8 [MmcNICKLE |WIND FROM AN ENEMY SKY -1 17.95
100 |[SAM JOHNSON [ | s8] Y 0 9.00
1
X=Cancel | | B=Browse items | ‘
[
CxlA AMY 1436
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9. Enter “B” to browse each item’s Inventory by Store Location.

T 7CS [AP] v1.2.26

File Connection View Help

i@ &lo| (@@ - %)
Inventory by Store Location

—0-1 5-501741-1

[STORE.INY [amy [ [ [ [ (1448
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Book Cross-Reference (TX-1-4)

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

TCS [AP] v1.2.26

File Connection Yiew Help
nEa &l @) B % il
| Book Cross Reference

Store: |1 ??|Total Computing Test
Term: 2005-2 [??[|SUMMERO5S
ISBN: |0-521-56714-9 Author: |HARDY Ed: | Copyright: |96
Title: TESS OF D'URBERVILLES
Publisher: | Computer Literacy Press Ed Note: |NEW ED 2005
MNew Price: New QOH: 25 Total QOH: | 26
Used Price: Used QOH: 1
## | Term Dept Course Section EstE| ActE| QTC Instructor
1 |2005-2 ACC 101 106 30 10 40 Y
2 |2005-2 ENG 101 2 30 20 Y
3/2005-2 ENGL 100 1 40 0 20 |[JONES Y
4 2005-2 ENGL 100 2 0 22
5 12005-2 ENGL 101 1 10 0 10 Y
6 12005-2 ENGL 102 2 15 0 10 Y
X=Cancel | ‘ R=Re-enter I | S=Select I | |
[
ECR AMY 1442
2. The default store for the user is automatically entered into the Store field. For a list of

stores, enter “??”.

3. In the Term field, enter the term you wish use for the book cross-reference. For a list of
terms, enter “??”.

4, In the ISBN 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 (TX-1-5)

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 Adoptions option followed by the Course History
Inquiry option to get to the Course History Inquiry screen (TX-1-5).

(T 7CS [AP] v1.2.26 BWEES

File Connection View Help

TEa oo &®e 5| %

Course History Inqui

: 7[Total ¢

2006-1 [22]SPRING06

Range of Departments Range of Courses
BKS [22] f

|CsHIS | aMy [ [ [ [ | 1456

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

3. In the Term 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 Begin 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 End 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 Begin 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 End 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 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:
15:03:38 01 Mar 2006 Total Computing Test PRAGE 1
CEHIS Course History Report TEXT
For Btore 1
E=st Act
DEFT. Course.... _8%ec Term... Instructor Enrl Enrl Beg ISEN. . _..__._ Author. ... .. TITLE. .. oo Ed CpY¥r
BES 1040 loo Zooe-1 100 T 0-8053-7146-X¥ CAMPEELL BIOLOGY (W/CI) 72005
T 0-2053-7473-& CAMPEELL ESZENTIAL EIQLOGY (W/CD) £ EZ004
T 0-E5E34-32Z37-3 WICANDER HISTORICAL GEOLOGY (WsCD) (P} 4 Zoo4
[405] 1 item= listed out of 43268 items.
15:05:04 Now processing CSHIE
15:05:03 01 Mar 2006 Total Computing Test PAGE 1
CSHIS Course History Beport TEXT
For Store 1
Est Act
EPT. Course. ... _Sec TERM. .. Instructor Enrl Enrl Beq ISEN. ... ... .. Buthor. ... . TITLE. . e ..Ed Cp¥r
ACC 101 101 2Z004-3 SMITH 100 ¥ 0-256-16680-3 BOOCEHOLDT ACCOUNTING IMNFORMATIOM SYSTEMS 4TH =1
¥ 0-471-11100-7 WEYGZANDT ACCT. PRIN. -WEFFRS I, CH.1-13 4TH =1
N 0-07-043360-7 MEIGE ACCOUNTING:EBASIS F/EUS.DEC. 10TH =1
|ACC 101 10& z004-% JONE= 1ad T 0-2BE-16680-3 BOOCKHOLDT ACCOUNTING IMNFORMATION ESTSTEMS 4TH 28
lacc 101 103 zZ004-3 a0 ¥ 0-256-16680-3 BOOCEHOLDT ACCOUNTING IMFORMATIOM SYSTEMS 4TH Q98
¥ 0-471-11100-7 WEYGANDT ACCT.PRIN. -WEPPRS I, CH.1-13 4TH =1
T 0-07-043380-7 MEIGE ACCOUNTING:EASIS F/BUS.DEC. 10TH 28
aCC 101 104 Z004-3 a0 ¥ 0-256-16680-3 BOOCEHOLDT ACCOUNTING IMNFORMATIOM SYSTEMS 4TH =1
¥ 0-471-11100-7 WEYZANDT ACCT. PRIN. -WEFFRS I, CH.1-13 4TH =1
¥ 0-07-043360-7 MEIGE ACCOUNTING:EBASIS F/EUS.DEC. 10TH k=15
|ACC 101 108 Z004-3 10 T 0-91423Z-63-0 DELREN DIVINE HORZEMAN 24
lacC 111 ALL{13) Z004-3 STAFF u]
|ACC Z19 E037 Z004-3 STAFF u]
|ACC 21 E03% z004-% PRICE a
ACC £30 ALL{&) EZ004-3 STAFF o
lacc Z40 ALL¢i4) Z004-3 STAFF u]
|aCC Z70AR 47 Z004-3 STARE u]
|ACC Z70AE 43 Z004-3 STARE a
ACC Z270AC El Z004-3 STARE u]
|JACC Z98AE E3 Z004-3 CLOUD u]
|ACC Z98AC EE Z004-3 CLOUD a
|ACC 1ad 1l Zood4-Z 1ad T 0-324-57474-5 MCCARTHY ALL THE PRETTY HORSEZ (HEE)
¥ 0-375-50051-0 QUIMNDLEN BLACE+ELUE a8
|LCC 100 105 zO0O04-2 z0 ¥ 0-87043-878-3 IVES TAPE-RECORDED INTERWIEW Z a5
|ACC 100 Z Z004-% 100 T 0-81EE-1727-4
¥ 0-8032-9E211-Z SANDOZE CRAZY HORSE EO0TH ANNIV ED Q2
|ACC 100 1l Z004-1 HEWNDERSON 10 ¥ 0-324-57474-5 MCCARTHY ALL THE PRETTY HORSES (HEE)
T 0-873-33334-8 CURTIS ANDEEW JACEZON & SEARCH FOR VINDICAT 76
T 0-37E-E00E1-0 QUINDLEN EBLACE+ELUE a8
lacC 100 10 Z004-1 HENDERICESE 100 ¥ 0-8le65-1727-4
|ACC 100 11 Z004-1 EBEROUWN 100 ¥ 0-803E-2EF11-Z SANDOE CRAZY HORSE EO0TH AMNIV ED Qz
|ACC 100 9 Z004-1 EENII 10
|aCC 100 ALL Z004-1 HENDERSON
|aCC 100 1 Z003-3 100 10 ¥ 0-37E5-50051-0 QUIMLI:LEN BLACE+ELUE a8
T 0-0&6-4471Z2-5
|ACC 1ad 1l zoodz-% 1ad T 0-0&6-4471Z2-5
[405] 25 items listed out of 5EZ97 items.
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Book History Report (TX-1-6)

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

[T] TcS [AP] v1.2.26

File Connection Yiew Help

ol | [ -] %
Book History Report

1 7] Comput es
2005-2 2] sul

0-521-56714-9

] |ebdr | [ [ [ 511
2. The default store for the user is automatically entered in the Store 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
Store field.
3. In the 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 ISBN 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:

15:11:492 01 Mar 2006 Total Computing Test PRAGE 1
Ecok History Beport

____________________________________________________ - cee---... Ed . Note...

[HARLT TE3S OF D'UREERVILLES 96 Computer Literacy 0-521-56714-5 NEW ED Z0O 1

[HARDT TESS OF I'UBEERVILLES 96 Computer Literacy 0-5Z1-56714-2 NEW ED ZOO 1
EstEE: 0 ActEE:1 EInwv:0 PPur: WPur: 0 Rew: 0 Awvail:l Elnw:l Sold: 0 OStock: 1 EEE:___ Wlim:____ N/TT:___
Z00&g-1 SPRINGOE RBeg. .QTC ._.EE ..AE Act/Est% Professor...... [ 1= =
ENGL 101 1 T 10 20 1] NA
This Term i= OPEN Totals: 10 30 [u] MNA So0ldsE=t%:0 SoldsAct: -NA Soldfhvail%:-0
E=stEBE: 0 ActEE: BInw:-4 PPur:£5 WPur:-45 Row: 25 Awail:21 EInw:1l5 Sold: g OStock:15 EEB:  ~ Whim:_ = N/
2005-2 SUMMEEROS Beg. .QTC __EE __.AE Act/Est% Professor... ... Comments. ... ... .....
ENG 101 & T Z0 30 u] HA
ACC 101 10& T 40 20 10 33322
ENGL 10z & T i0 1t u] HA
ENGL 101 1 T 10 1ad u] HA
ENGL 100 2 N ZE u] [u] HA
ENGL 100 1 T z0 40 u] HNA JONES
This Term is OPEN Totals: 1EZ 128 10 g So0ld/Est%: 5 Soldifhcty: a0 Soldfhwvails:-29
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Adoption by Sequence (TX-1-7)
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 Adoptions option followed by the Adoption by
Sequence option to get to the Adoptions by Sequence screen (TX-1-7).

[T] TcS [AP] v1.2.26

File Connection Yiew Help

in@e 4ol 5 ee 8- %
ADOPTIONS BY SEQUENCE

02/24/06

|ADOPT.SEQ [ by [ \ [ [ 11530
2. The default store for the user is automatically entered into the Store field. This can be
changed.

3. In the Date 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.
15:32:16 01 Mar 2006 Total Computing Test PRAGE 1
RDOPT. SEQ Review Adoptions TEXT

E=st E=st.

Dept. ... .... Course.... Sec......... ISEM. . ....... Author......... T Ed ._QTC Enrl EE..

MATH 101 Z O0-534-9Z140-% TAN APPLIEDL FINITE MATHEMATICSE 3BD 15 30 &
0-435-08016-4 NGUGI DECOLONISING THE MIND 1]
0-21E53-41E57-1 MINEQFF EIOLOGT TODAT (P} jeiin) E0

[MATH 101 1 0-£324-922140-x TaN APPLIED FINITE MATHEMATICSE jeatin) 1 z0 £
0-4325-08016-4 MNGUGT LECOLONISING THE MIMND a
0-8153-4157-1 MINEOFF BIOLOGY TODAY (P} 3BD =)
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Printing Adoption Forms (TX-1-21)

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 Adoptions option followed by the Print Adoption
Forms option to get to the Print Adoption Form screen (TX-1-21).

[T/7¢s [AP] v1.2.26

File Connection Yiew Help

TEE ool 28l B %

Print Adoption Form

Select Previous Adoptions from:

| ADFORM | by [ I [ [ 1538

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

3. In the Term 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 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 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 Course 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 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 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 field, enter “Y” if you wish to print adopted titles on the forms.
Otherwise, enter “N”.

10. In the Due Date field, enter the date when the forms should be returned to the bookstore.

11. In the Blank Forms Only field, enter “Y” if you wish to print only blank adoption forms.
Otherwise, enter “N”.

12, In the Number 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 (TX-1-22)
To print shelf tags for your courses, follow these steps.

1. From the CourseTrak Main Menu, select the Adoptions option followed by the Print Shelf
Tags option to get to the Print Shelf Tags screen (TX-1-22).

T TCS [AP] v1.2.26

Fle Connection View Help

||| &l (@@ B %) il

Print Shelf Tags

| 5HTAG | by [ I [ [ 1545
2. The default store for the user is automatically entered in the Store field. For a list of stores,
enter “??7,
3. In the Term field, enter the term for which you wish to print shelf tags. For a list of terms,
enter “??7,
4, In the Updated 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 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 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 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 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 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 (TX-1-23)

Online? Where do these come from?

Copyright @ 2006
Total Computing Solutions, LLC

54



CourseTrak™ Users Guide

Import Adoptions (TX-1-24)

How does this work?
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Actual Enroliment Menu (TX-1-25)

The Actual Enroliment menu contains functions that will help you enter the actual
enrollment of the courses into your system. This section describes those functions.

T TCS [AP], v1.2.26

File Connection Yiew Help

DElE oo 2@ 7] %

| Gpstem DANT |Wersion 538 | Pand Ulsat Y |Account TEXT | Meru TwwS03 1607
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Creating an Actual Enroliment Worksheet (TX-1-25-1)

Actual enrollment is entered into the system by filling out a worksheet. Before you can enter

actual enroliment, you must create the actual enroliment worksheet. To do so, follow these
steps.

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

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

T TCS [AP], v1.2.26

File Connection Yiew Help

DElE oo 2@ 7] %

Create Actual Enroliment Worksheet

1 [22] Tot ting T
2006-1 [22] SPRINC

|AEN | My [ I [ [ 1610

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

3. In the Term 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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TCS [AP] v1.2.26

File Connection Yiew Help
nEa &l @) B % il
| Create Actual Enroliment Worksheet

Beginning Process... .
16:08:51 Now processing TX-Ws-04

16:08:51 Now processing TX-Ws-04

[404] 3 items selected ocut of 4368 items.
16:08:51 Now processing TX-Ws-04

[404] 3 items selected out of 1 items.
16:08:51 Now processing TX-WS-04

[404] 5 items selected out of G262 items.
16:08:52 Now processing TX-Ws-04

[404] 3 items selected out of 1 items.
*

*

Process Conplete
*

*

Cancel | ‘ Options

AEN AT 1612
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Printing an Actual Enroliment Worksheet (TX-1-25-2)

To print an actual enrolilment worksheet, follow these steps.

1. From the CourseTrak Main Menu, select the Adoptions option, followed by the Actual
Enrollment option and the Print Worksheet option to get to the Create Actual Enroliment
Worksheet screen (TX-1-25-2).

[T] TcS [AP] v1.2.26

File Connection Yiew Help

TEE ool 28l B %

Create Actual Enroliment Worksheet

1 [22] Tot
2006-1 [22] SPRINC

[4EN [ by [ \ [ [ 1615

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

3. In the Term 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 enroliment worksheet:
16:13:23 01 Mar 2006 Total Computing Test
ACT. ENROLL Enrollment WMorksheet
ENEOLL ENEOLL ENEOLL ACT
_STORE ..._TEEM DEPT..___. COTRSE. ... SECTION. .. ENROLL. ...
1 ZO0&-1 BES 100 100
ENGL 100 11
ENGL 101 1
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Entering Actual Enroliment (TX-1-25-3)

To enter the actual enrollment by filling in your worksheet, follow these steps.

1. From the CourseTrak Main Menu, select the Adoptions option, followed by the Actual
Enrollment option and the Edit Worksheet option to get to the Actual Enroliment
Maintenance screen (TX-1-25-3).

[T/7¢s [AP] v1.2.26

File Connection Yiew Help

TEE ool 28l B %

Actl

THEE Course Section Enrl Posted

Actual Enroliment Maintenance

-
=
=
=
.
7]
7]
o
=
=

e

[AEM [ by [ \ [ [ ST

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

3. In the Term field, enter the term for which you wish to enter actual enroliment. For a list of
terms, enter “??”

4, Enter “M” to get to the Actl Enrl field.
5. In the Actl Enrl field, enter the actual enroliment 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 enroliment, “X” to Cancel, or “M” to Modify.
9. If you choose to save the actual enroliment, it will then be posted.
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Deleting an Actual Enroliment Worksheet (TX-1-25-4)
To delete an actual enrollment worksheet, follow these steps.

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

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

1] 7CS [AP] v1.2.26

File Connection Wiew Help

in|@la &lo 8@ 7 - %

Delete Actual Enroliment Worksheet

==

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

3. In the Term 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 enroliment that was already posted.
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Adoption History (TX-1-26)

Closed Terms

TCS [AP] v1.2.26

File Connection  Wiew Help

in|EllE Ao e 8

Store:

Total Computing Test

on Histo

Term: 2004-3

SUMMERO3

Dept: ACC

ACCOUNTING

Course: |101

BEGINNNING

Section: {101

Request#:
Req Date:

Comments: [

Date Adopted:
Est Enroliment:
Instructor:
E-Mail:

Phone:
Entered by:
Shelf Tag Note:
Misc Materials:

05/25/04
100
SMITH

HAL

B B—

Ed| Cp¥Yr Inq QTC| QNew EBB Req |Description
4TH 96 80 0

1 0-256-16680-3 Y [22] --REQUIRED--
BOOCKHOLDT ACCOUNTING INFORMATION SYSTEMS
OE 0021491 MCGRAW-HILL COMPANIES | 7425\N |
2/0-471-11100-7 ATH| 96| | 80 | [ 0| Y [z2|--REQUIRED--
WEYGANDT ACCT.PRIN.-WKPPRS.|,CH.1-13
OE 0029888 |JOHN WILEY AND SON'S, INC. | 2200 N |
3 |0-07-043360-7 10TH| 96| | 80| [ 0| N [z?2]--OPTIONAL—-
MEIGS ACCOUNTING:BASIS F/BUS.DEC.
OE 101 | JOHN VAN SCHEPEN | 59.24|L |
| [ | | &=
| I [
=Exit | [ M=Misc Materials | | |
I
ADMHIST AMY 16:29
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Ordering Process (TX-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.

TCS [Remote Connection] v1.2.26

File Connection Yiew Help

DElE oo 2@ 7] %

=X

. OrderProcessing __________________|

--- Want List ---
B% 1. Create from Adoptions
= 2. Create Manually
3. Confirmation Entry
4. Recycle
BL 5. Merge
BL 6. Print
-1 7. Modify
-1 8. Transmit/Download
& 9. Modify Vendor Bin & Hold
&% 10. Print Confirmations
-i. RP - Reports
= PM - Printer Mgt.
QB - Query Builder
-I. BG - Backgrounds

Enter Selection [::::::]

MI - Masterfile Inquiry -1 SU-SETUP

[N C R X

-- Purchase Orders ---

. Create Publisher Orders

. Print/Transmit 1st Time (Batch)
. Print/Transmit any PO

. Add or Adjust PO

. Create Manual PO
. Create/Modify Prepaid PO

. EDI Mail Operations

MF - Masterfile Maintenance - UU - User Utilities
VM - Vendor Maintenance - UM - User Menu
Sl - Store Inventory

B SM - System Menu

Sypstern DENT

Wersion 5.3.8

Usger AMY Account TEXT Menu Tx-03 14:06
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Creating Want Lists from Adoptions (TX-2-1)

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 option followed by the Create From
Adoptions option to get to the Create Want Lists screen (TX-2-1).

TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help
nEa &l @) B % Wl
Create Want Lists

Store: |1 ‘Total Computing Test
Term: [2005-2 ;SUMMEROS
Wholesaler: 1000 fNEBRASKA BOOK COMPANY
Book Category: |1

Bin & Hold Date: [04/01/06
Percentage of QTC to WL: [100
Ship-Via: [STORE Store Routing Instructions
Include prev WL Titles: Y

Used Only: [y
Comments: |
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
[
TH-0R-10 AbdT 1410
2. The Store field is automatically filled with the default for the user. For a list of stores, enter
M??".
3. The Term field is automatically filled with the active ordering term for the store. For a list of
terms, enter “??”.
4, The Wholesaler 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 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 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 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 WL field, enter the percentage of the quantity to cover that you
want to put on your want list.
8. In the Ship-Via 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 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 Only field, enter “Y” if you want the wholesaler to provide only used copies of the
book. Otherwise, enter “N”.
11. In the Comments 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.
TCS [Remote Connection] v1.2.26
Fle Connection View Help
&l & 4ol @@ 8- %
Create Want Lists
e T WA
14:13:04 Now processing TX-0OR-01
[404] Al items selected out of 7027 items.
14:13:06 Now processing TX-0OR-01
[404] 61 items selected out of 1 items.
PROCESS COMEPELETE
Want List number 1*10183 created
Cancel ] ‘ Options
|
T¥-0R-10 AMY 1416
13. Click “Continue” to exit.
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Creating Manual Want Lists (TX-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 option followed by the Create Manually
option to get to the Manual Want List screen (TX-2-2).

TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help
nEa &l @) B % Wl
Manual Want List

Store: |1 ,'Tot'al C'omputing Test
Want List #: [10184

Term: [2005-2 |SUMMERQS

Wholesaler: [1000 [NEBRASKA BOOK COMPANY
Bin & Hold Date: | 04?011’06
Ship-Via: _"STDRE _'Store Routing Instructions
Used Only: Y
Comment:
-
1 [0-252-06012-1 BUSHMAN | 84 UNIVERSITY OF ILLINOIS PRESS
[JOSEPH SMITH & BEGINNINGS OF MORMONISM {F')

A 10- 14-043135-7 |HARDY | .?9 |PENGUIN PUTNAM INC 125 o

TESS OF THE D* URBERVILLES (INTRO ALVAREZ )

R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ l |
[
AR AN T.LIST AbdT 1418
2. The Store field is automatically filled with the default for the user. For a list of stores, enter
“??71.
3. The Term field is automatically filled with the default ordering term for the store. For a list

of terms, enter “??”.

4, The Wholesaler 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 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 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 Ship-Via 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 Only field, enter “Y” if you want the wholesaler to provide only used copies of the
book. Otherwise, enter “N”.

8. In the Comment field, enter any comment that you want to print on the want list.

9. In the ISBN 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 QTY 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/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.

Manual Want List
A Wantlist 110184 created
Emtmue ..........
13. Click “Continue” to exit.
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Entering Want List Confirmations (TX-2-3)

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

TCS [Remote Connection] v1.2.26

Fle Connection View Help
||| 2o & B-| % Wi
| Manual Want List Confirmation

Store: 1 ITotaI Computing Test
Want List # [10183  [¢7] Wholesaler: 1000 NEBRASKA BOOK COMPANY
Term: |2005-2 SUMMERO05
Date Created: 03/02/06
Date Sent:
PO #: [1"TX20030
| CONFRMED |  WANTLISTED |
ISBN TITLE

1 o] o 20 0|  20/0-07-2908254 BAKER '|ADVANCED FINANCIAL ACCT.-STD.GDE.

2 0 of 75 0 75 [0-582-437474 BALFOUR CASTRO (P)

3 0 o 9 0 9 [0-684-18254-8 BUBER [l & THOU (2ND)(TRANS: SMITH )

4 0 0 20 0 20 [0-521-56714-9 HARDY [TESS OF D'URBERVILLES

5 0 0 10 0 10 [0-14-043262-0 JAMES DAISY MILLER ({INTRO: MOORE )

6 0 o 10 0 10 (0-14-143963-7 JAMES PORTRAIT OF A LADY (ED MOORE) (P)

7 0 ol 30 0 30 [0-8263-1100-8 MCNICKLE [WIND FROM AN ENEMY SKY

8* 0 o 200 o| 2000521379830 REDIKER [BETWEEN DEVIL & DEEP BLUE SEA (P)
=Save X=Cancel | | M=Modify || s=1sBNSearch || P=Save &Print

I=MI |
[
WLCOM Ak 14:24
2. The Store field is automatically filled with the default for the user. For a list of stores, enter
Hl)l)"
3. In the 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 New 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. Manual Want List Confirmation

A Uszed Only Want List
Do you want to accept 1 new books?
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10.

Term:

TO:

In the Used 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.

Repeat steps 5 and 6 for all books.

From the command line, you can enter “I” to go to Master file Inquiry for any book listed on

the want list.

Press [ENTER] to exit, “X” to Cancel, “M” to Modify, or “P” to Save & Print the confirmation.

Below is a Want List Confirmation sample:

E005-E SUMMEROS

[Hold Until:

04/01/06

NEERASEL EOOK COMPANT
£400 CORNHUSKEEDR HUrY

EE Ty

FLOM:
Utcah Walley State College
8l4 Bamberger Dr Ste A4

Total Computing Test

mLNT LIST CONFIRMATION FEAkEE

Created Date:

Want List #:
PO #:

SHIP INST:
Store Pouting Instructions

LINCOLM NE. 3501 Awerican Fork UT. 84003
Fook Class: 1
_CONF CONF ISEN..._...... Author. ... ... .. Ed.. Cp¥r Publisher. . _______._..____.__..
B 1 L e = Comrses. oo ... ... ... .._.......
a & 0-07-2908Z5-4 BAKEL 4TH 23 MCGRAW-HILL EOQOK COMPANT ACC*+1l01*101
ADVANCED FINANCIAL ACCT.-2TD.GDE.
a 3 0-E5E8E2-43747-4 BALFOUR ZND 35 LONGMAN PUELIZHING GEOUP ENGL*100*CH
CASTRO (P}
a 9 0-£84-18254-8 BUEEER =1 HEALTH PROFESSIONS INSTITUTE ENGL*300*1
I & THOU (ZHD) (TRANS: SMITH ) ENGL*301*1
a Z 0-EZ1-55714-9 HARDY k=1 Computer Literacy Press ENGL*100*1
TESS OF D'UPBERVILLES ENCL*100*Z
ENCL*101*1
ENCL*10Z*Z
ACC*101*106
EHNG*101*Z
TOTAL
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Recycling a Want List (TX-2-4)

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 option followed by the Recycle option
to get to the Recycling Want List screen (TX-2-4).

TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help
nEa &l @) B % Wl
Recycling Want List

Store: [1 '-_"'I'dté\l Compu't'ing Test
Want List # |10183
Term: |2005-2 |SUMMER05
Wholesaler: [1003 [FOLLETT cOLLEGE BOOK coO.
Bin and Hold: [03/31/06
Limit Percentage: 100
Ship Via: |store -’Store Routing Instructions
Used Only: |Y )
Comments: |
R=Recycle || X=Cancel | M=Modify | | |
[
RECYCLE AbdT 14:45
2. The Store field is automatically filled with the default for the user. For a list of stores, enter
M??".
3. In the 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 Wholesaler field is automatically filled with the default for the store. For a list of
wholesalers, enter “??”.

6. If the Bin & 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 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 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 Ship-Via 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 Only field, enter “Y” if you want the wholesaler to provide only used copies of the
book. Otherwise, enter “N”.
10. In the Comments 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.
Recycling Want List
A Wwant List 110185 has been created.
antmue ..........
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Merging Want Lists (TX-2-5)

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 Ordering option followed by the Merge option to
get to the Merge Want Lists screen (TX-2-5).

[T/ 7cs [aP] v1.2.26

Fle Connection View Help

||| &l (@@ B %) il

| MERGE | by [ I [ [ 1104
2. The Store field is automatically filled with the default for the user. For a list of stores, enter
U??".
3. In the Want 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 Wholesaler field is automatically filled with the default for the store. For a list of
wholesalers, enter “??”.

5. In the Term 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 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 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 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 Ship-Via 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 Only field, enter “Y” if you want the wholesaler to provide only used copies of the
book. Otherwise, enter “N”.

10. In the Comments 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.

Beginning Process. .. g
Want List number 1 * 10186 created

*

Process Conplete
*
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Printing a Want List (TX-2-6)
To print a hard copy of a want list, follow these steps.

1. From the CourseTrak Main Menu, select the Ordering option followed by the Print option to
get to the Print Want List screen (TX-2-6).

T TCS [AP] v1.2.26

Fle Connection View Help

i@l @l ee 8- %

| THwaNT | by [ I [ [ 1
2. The Store field is automatically filled with the default for the user. For a list of stores, enter
U??".
3. In the Want 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:
Page
wwwxx G ANT LIS T  wweww
Total Computing Test
Term: EZ00E-Z SUMMERODE Created Date: 10 MAR Z00&
Hold Tntil: 04/01/06 Want List #: 101868
[Used Only: T PO f: 1*THEODZ0D
TO: FROM: SHIP INST:
NEELASKA EOOK COMPANY Teosh Valley State College Thited Parcel Serwice
6400 CORNHUSEER HIY 814 Bamberger Dr Ste A
LINCOLN ME. 68501 American Fork UT. 840032
Comments:
[Eock Class: * TH-WANT
TUsed/
Mew. . Hew. . QTY ISBN......... AUTHOR. ... ..... L ED.. CpY¥r PUB.CODE. .
7z 7z 0-582-43747-¢ BALFOUR CASTRD (P} ZND 95 LON
£0 E0 0-2E6-16680-3 BOOCKHOLDT ACCOUNTING INFORMATION SYSTEMS 4TH 96 MCG
1 1l 0-£84-18254-2 BUEBEL I & THOU (ZND) (TRANS: SMITH ) ta
13 18 0-5E1-56714-9 HARDY TESS OF D'URBERVILLES 96 CLP
&0 80 0-873EZ-L579-1 WINNICE ADAPTED PHYSICAL EDUCATION+SPORT ZND S5 HUMAN KINE
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Modifying a Want List (TX-2-7)

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 Ordering option followed by the Modify option to
get to the Want List Maintenance menu (TX-2-7).

T TCS [AP], v1.2.26

File Connection Yiew Help

DElE oo 2@ 7] %

| Gpstem DANT |Wersion 538 |Pans Ulsat Y |Account TEXT | MeruMODIFY 1130
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By Want List (TX-2-7-1)
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 option followed by the Modify option
and the By Want List option to get to the Want List Maintenance screen (TX-2-7-1).

TCS [AP] v1.2.26 BEE

Fle Connection View Help
||| 2o & B-| % Wi
| Want List Maintenance

Store: |1 |Tota| Computing Test
Want List #: (10186

Wholesaler: 11000 |NEBRASKA BOOK COMPANY
Date Created: 03/10/06
Date Sent: 01/13/06
PO #: [1*TX20030

New |[Used |[ISBN Author =] CpYr |Publisher

0-582-43747-4 BALFOUR 95 [LONGMAN PUBLISHING GROUP
|CASTRO (P)
250 | |0 |0-256-16680-3 |[BOOCKHOLDT [4TH | 96 MCGRAW-HILL COMPANIES
|ACCOUNTING INFORMATION SYSTEMS
a1 | 1 |o-684-18254-8 [BUBER | | 58 |HEALTH PROFESSIONS INSTITUTE
[l & THOU (2ND){TRANS: SMITH )
418 | |18 |0-521-56714-9 |HARDY | | 96 |Computer Literacy Press

|TESS OF D'URBERVILLES

=Save | X=Cancel |l M=Modify || s=IsBNsearch ||
Cancel
|
WLMAINT AMY 11:32
2. The Store field is automatically filled with the default for the user. For a list of stores, enter
H??".
3. In the 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 QTY field, enter the number of books that you want to want list from the wholesaler.
6. In the New 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.
77
Copyright @ 2006

Total Computing Solutions, LLC



CourseTrak™ Users Guide

By ISBN (TX-2-7-2)

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

[L7es [AP] v1.2.26

File Connection View Help

i @& &lo §(®(@ -] % Wil

Want List Maintenance

0-14-043135-7

| wiLm | aMy [ [ [ [ [11:45
2. The default store for the user is automatically entered in the Store field. For a list of stores,
enter “??”.
3. The default term for the store is automatically entered in the Term field. For a list of terms,
enter “??”.
4, In the ISBN 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 “l/AUTHOR]\[TITLE]".
5. The WL#, Author, and Title fields will automatically populate after you enter the ISBN.
6. In the QTY to WL field, enter the quantity that you want to buy from a wholesaler.
7. In the QTY New field, enter the number that should be new.
8. In the 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 (TX-2-8)

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 Ordering option followed by the
Transmit/Download Want List option to get to the Want List Maintenance menu (TX-2-8).

T TCS [AP], v1.2.26

File Connection Yiew Help

DElE oo 2@ 7] %

| Gpstem DANT |Wersion 538 |Pans Ulsat Y |Account TEXT | Meru TRANSMIT 1151
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Revolving Want List (TX-2-8-1)

T] TCS [AP] v1.2.26

File Connection View Help

il G oo| (@@ 5| %

Revolving Wantlists
10/01/05
Cycle Cycle Start Last
##| Format WL NUM PO Number Wholesaler Times Comp Date Date

&
|7.
m
=
27
|—.
i
e
27
7]
i
[._

| REWOLYING. L | by [ [ [ [ 1203
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Transmit Want List (TX-2-8-21)

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
List option to get to the Want List screen (TX-2-8-21).

T TCS [AP] v1.2.26

Fle Connection View Help

i@l @l ee 8- %

| THOwiL CAEATE EXPORT | by [ I [ [ 1z
2. The Store field is automatically filled with the default for the user. For a list of stores, enter
U??".
3. In the Want 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 (TX-2-8-22)

Tl Tes [AP] v1.2.26

File Connection  Wiew Help
e 2o 2ol B - % W
Want List

| Tx WL IMPORT |amy [ [ [ [ 1202
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Want List Acknowledgement (TX-2-8-23)

(T 7CS [AP] v1.2.26 BWEES

File Connection View Help

TEa oo &®e 5| %

Want List Acknowledgement

WANTLISTED CONFIRMED
- ISBN AUTHOR NEW |USED | TOT | NEW |USED | TOT | DIFF

TITLE
GHISELN | | 85| 8| o 12| 12| 27
- @ 7" 1T [T T T T =

|l POA, | aMy [ [ [ [ 1205
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Substitute ISBN’s (TX-2-8-24)

Tl Tes [AP] v1.2.26

File Connection  Wiew Help

il 2l f@e@ B %l W

Substitute ISBN's

’WIS.B.ITI. _ T

| 5L ISEN |amy [ [ [ [ 1205
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Modify a Bin and Hold (TX-2-9)

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 Ordering option followed by the Modify Vendor
Bin and Hold option to get to the Bin and Hold Maintenance screen (TX-2-9).

(T 7CS [AP] v1.2.26 BWEES

File Connection View Help

TEa oo &®e 5| %

Bin and Hold Maintenance

04/01/06

|BIN.HOLD | aMy [ [ [ [ 1206
2. The default store for the user is automatically entered in the Store field. For a list of stores,
enter “??7,
3. The default term for the store is automatically entered in the Term field. For a list of terms,
enter “??7,
4, In the Vendor 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 Date field, enter the new bin and hold date for the vendor.
6. In the New 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 (TX-2-10)

To print a hard copy of a want list confirmation, follow these steps.

1. From the CourseTrak Main Menu, select the Ordering option followed by the Print
Confirmations option to get to the Print Want List screen (TX-2-10).

T TCS [AP] v1.2.26

Fle Connection View Help

i@l @l ee 8- %

| THwaNT | by [ I [ [ 1215
2. The Store field is automatically filled with the default for the user. For a list of stores, enter
U??".
3. In the Want List Number field, enter the want list that you want to print. For a list of want

list numbers, enter “??”.

“ ” H H “ ” “ ” H
4. Enter “R” to print the want list, “X” to Cancel, or “M” to Modify.
5. Below is a want list confirmation sample:
Page 1
TODTD MiNT LIST CONFIRBMATION TODTD
Total Computing Test
Term: Z00E5-2 SUMMEPOES Created Date: 13 JAN Z006&
Hold Until: 02701706 Want List #: 10163
PO f: 1*THz0O000
TO: FROM: SHIP INST:
NEEPASEA EOOE COMPANTY TUtah Valley State College S8tore Pouting Instructions
6400 CORNHUSEEER HIT 814 Bamherger Dr Ste A
LINCOLN ME. 68501 American Fork UT. 24003
[Eook Class: i PRINT. CONF _ANT
...CONF ._.CONF ISEBN......... Author_ ... ... .. Ed.. CpY¥r Publisher.. ... .. .__.._.._......
s 1 - s I CoOUMESES . o L it i i e ... QTC
o 1 0-571-1150Z-0 AUDEN END 88 Congressional Quarterly ENG*101*1 100
ENGLISH AUDEN:POEMS. . 1927-1933
a & 0-684-13254-5 EUBER &8 HEALTH PROFESSIONS INSTITUTE ENGL*300*%1 Z0
I & THOU (ZMD) (TRANE: SMITH ) ENGL*301*1
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Create Publisher Purchase Orders (TX-2-21)

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 option followed by the Create
Publisher Orders option to get to the Create Purchase Orders from Adoptions screen (TX-2-
21).

[T7es [aP] v1.2.26

File Connection View Help

TEa oo @ele B % W

Create Purchase Orders from Adoptions

| Tw-PO-22 |y [ [ [ [ 1221
2. The default store for the user is automatically entered in the Store field. For a list of stores,
enter “??”.
3. The default term for the store is automatically entered in the Term field. For a list of terms,
enter “??7,
4, In the Vendor field, enter the vendor for which you want to create POs. For all vendors, leave

this field blank.

5. In the Book Category field, enter the book categories you want to order, separated by
commas. For all categories, enter “*”.

6. In the Percentage 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 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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10.

11.

12.

In the Ignore Minimum field, enter “Y” if you want to order all books regardless of the
minimum order. Otherwise, enter “N”.

In the Ship-Via 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.

In the Comments 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”.

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.

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:

Eeginning Process. ..

12:18:55 Now processing T¥-PO-02

12:18:55 Now processing TX-PO-02

[404] 13 items selected cut of 138 items.

There are active want lists not confirmed. EBooks on these want lists
will not be put on a publisher purchase order. Do you want to continue?
*

k4

12:20: 06 MNow processing TX-PO-02

[404] 13 items selected out of 1 itenms.

12:20: 06 Now processing TH-PO-02

[404] B2 items selected cut of 7031 items.

12:20: 08 Now processing TX-PO-02

[404] AZ items selected cut of 1 items.

Mo Purchase Orders Created!

*

PROCESZ COMPLETE!

12:20:08 Mow processing TX-PO-02

[404] 13 items selected out of 138 items.

Print list of books not ordered but on active wantlist? *
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Print and Transmit Purchase Orders (TX-2-22)

To print and transmit new purchase orders for the first time, follow these steps.

1. From the CourseTrak Main Menu, select the Ordering option followed by the Print/Transmit
First Time (Batch) option to get to the Print Purchase Orders screen (TX-2-22).

T TCS [AP] v1.2.26

Fle Connection View Help

fnll@l ool Fele 8- % W

Print Purchase Orders

|PRTFO |y | I [ | 122
2. The default store for the user is automatically entered in the Store field. For a list of stores,
enter “??”.
3. The default term for the store is automatically entered in the Term field. For a list of terms,
enter “??”.
4, In the Sort By Author 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/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/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 Non-Electronic 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/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 field, enter “Y” if you want to print wholesale purchase orders.
Otherwise, enter “N”.

10. In the Override 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.
20
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Reprint Purchase Orders (TX-2-23)

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 option followed by the Print/Transmit
Any PO option to get to the Print Purchase Orders screen (TX-2-23).

[T] TcS [AP] v1.2.26

File Connection Yiew Help

TEE ool 28l B %

Print Purchase Orders

TX20030
TX20050

|RPOLD | by [ I [ [ EEE

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

3. In the First PO# field, enter the lowest numbered PO that you want to print.
4, In the Last PO# field, enter the highest numbered PO that you want to print.
5. In the Sort 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/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/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 Non-Electronic 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/Os field, enter “Y” if you want to print purchase orders to vendors
who require prepayment. Otherwise, enter “N”.

10. In the Override 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 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 (TX-2-24)

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 option followed by the Add or Adjust
PO option to get to the Select Purchase Order screen (TX-2-24).

TCS [AP] v1.2.26 [ME(E)

File Connection Yiew Help
nEa &l @) B % il
| Select Purchase Order

Store: |1 [7] Total Computing Test

PO # |
Vendor# or Name:
Author/Title/ISBN:

You may select a Purchase Order by entering any
of the options above.

If you enter both a Vendor and ISBN then only

orders with matching ISBN and Vendor will show.

POES AT 1235

2. The default store for the user is automatically entered into the 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# 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 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/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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TCS [AP] v1.2.26

Fle Connection View Help

&l & 4ol @@ 8- % Wl
| Purchase Order Adjustments

ISBN Ed CpYr [Qty
Ti

Store: |1 |Tota| Computing Test Status: |0
PO# [Tx20030  [7] Alternate #:
Order Date: 03/02/06 EDI Type: Print Dates:
Vendor: |1000 [z2] NEBRASKA BOOK COMPANY
Ship Via: |STORE |Store Routing Instructions Rcvng Dates:
Comments: N
Term: [2005-2 [z7] SUMMERQ5
Schedule to Transmit or Print: Ext. Retail: |173.55
Cancel After:| Cancel Code: li Cancel Date:
Cancel Cmts: |

1 (0-07-2908254 4TH| 99| 5u | 23.05 |N ACC*101*101 (1)
BAKER ADVANCED FINANCIAL ACCT.-STD.GDE.
20-582-437474 2ND| 95| 3u | 10.10 |N [ENGL*100*CH (1)
BALFOUR CASTRO (P)
3* [0-684-18254-8 | 58| sju | 3.50 |N |[ENGL*301*1 (2)
BUBER | & THOU (2ND){TRANS: SMITH )
=Save X=Cancel M=Modify R=Re-Sort A=Add Item
S=Item Search L=Line Items C=Cancel P.O. P=Print P.O. |
I
FOE1 A 1237
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-assighed number, enter
that number in the Alternate # field.

9. In the Order Date field, enter the date when the books were ordered.

10. In the Vendor field, enter the vendor to which the order should be sent. For a list of vendors,
enter “??77.

11. In the Ship 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 Comments 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 Term field, enter the term the PO is for. For a list of terms, enter “??”".

14. In the Schedule 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 Qty 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 Price field, enter the price that the publisher charges for each book. Repeat this
step for each book.

17. In the Cancel 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 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 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 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 (TX-2-25)

To create a purchase order manually, follow these steps.

1. From the CourseTrak Main Menu, select the Ordering option followed by the Create Manual
PO option to get to the Create Purchase Orders screen (TX-2-25).
TCS [AP] v1.2.26 EEX

Fle Connection View Help

&l & 4ol @@ 8- % Wl
| Create Purchase Orders

Store: |1
Term: 20052  [2?|SUMMERO05
Cancel After: |05/09/06
Ship-Via: |ups 22 |United Parcel Service
ISBN Qty Ed CpYr |Publisher Order Vendor
uthor
| 10140431357 15 | 478 |PENGUIN PUTNAM INC [PENGUIN PUTNAM INC
HARDY TESS OF THE D'URBERVILLES (INTRO: ALVAREZ )
| 2 [0-252-06012-1 10 | | 674 |UNIVERSITY OF ILLINOIS PRESS |UNIVERSITY OF ILLINOIS PRESS
BUSHMAN JOSEPH SMITH & BEGINNINGS OF MORMONISM (P)
=Save C=Create PO X=Cancel | M=Modify | P=Print
W=Create Wantlist A=Add |
|
CREATE.PO AMY 1259
2. The default store for the user is automatically entered in the Store field. For a list of stores,
enter “??”.
3. The default term for the store is automatically entered in the Term field. For a list of terms,
enter “??”.
4, In the Cancel 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 Ship-Via 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 ISBN field. If you aren’t sure of the ISBN,
you can search for it by entering “[AUTHOR]\”, “[TITLE]”, or “[AUTHOR]\[TITLE]".
7. In the Qty 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.

Create Purchase Orders

The following PO's have been created
1=T¥20036
1=TX20037

Continue

97
Copyright @ 2006
Total Computing Solutions, LLC



CourseTrak™ Users Guide

Create or Modify Prepaid Purchase Order (TX-2-26)

[T] TcS [AP] v1.2.26

File Connection Yiew Help

TEE ool 28l B %

You may select a Purchase Order by entering any
of the options above.

If you enter both a Vendor and ISBN then only
orders with matching ISBN and Vendor will show.

|POES
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T TCS [AP], v1.2.26

File Connection Yiew Help

DElE oo 2@ 7] %

Purchase Orders

Prepaid Processing

| PO.PROFORMA | by [ I [ [ 1306
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EDI Operations (TX-2-32)

Tl Tes [AP] v1.2.26

File Connection  Wiew Help

il 2l f@e@ B %l W

| System DIMT |Version 538 |Pat5 | Lser &MY |focount TEXT | Meru PUBMENL | 1307
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Download POA Acknowledgments (TX-2-32-1)

Tl Tes [AP] v1.2.26

File Connection  Wiew Help

il 2l f@e@ B %l W

DOWNLOAD

## EDI Formats

S]] EIE]E]E]

p| W Add|Mov| Ins

| DOWNLDAD |amy [ [ [ [ 1308
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Print or Display Purchase Order Acknowledgments (TX-2-32-2)

Tl Tes [AP] v1.2.26

File Connection  Wiew Help

mldle &l @@ 8- % W
PURCHASE ORDER ACKNOWLEDGMENT

R [ - | |
L st

NUM ISBN AUTHOR ED. CPYR | QTY Qry Diff PRICE New PO

IR |temRejected
—-----_
]
—-----_
-
| ) N O N N

——r 1T
——— 1 T T
—————
—-----_li
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Receiving Process (TX-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.

T TCS [AP], ¥1.2.26

File Connection WYiew Help

TEE| 6ol 2@ 5] %

Receiving Menu

| Gpstem DEMT |Version 538 |Pan s | Ulser AMY | Account TEXT | Menu Tx05 EEAL
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Entering a Receiving Log (TX-3-1)

To enter a receiving log, follow these steps.

1. From the CourseTrak Main Menu, select the Receiving Option followed by the Receiving Log
option to get to the Select Receiving Order screen (TX-3-1).
TITCS [AP] 1.2.26
File Connection  Wiew Help
ol &l F(®| 5-| %)
'You may select a Receiving Order by entering any
of the options above.
If you enter both a Vendor and ISBN then only
.
[PV s |amy [ [ [ [ [154n0
2. Enter a “.” in the Recv 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 Date field. If you wish to change it, enter
“<” followed by the date.

4, In the PO Nums field, enter the purchase order number that this receiving deals with.

5. If you entered a valid PO, the Vendor # field and the Ship Via field will be filled in
automatically. If not, enter the vendor and a shipping code in these fields.

6. In the Cond Code field, enter the condition that the books are in. For a list of codes, enter
wryoy

7. In the Inv Num field, enter the invoice humber from the publisher.

8. In the Inv Date field, enter the date on the invoice.

9. In the Terms 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 Freight field, enter the amount charged for shipment of the books.

11. In the Mdse Amt field, enter the total merchandise amount displayed on the invoice.

12. In the Comments 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 ISBN field, enter the book you are receiving.

17. In the New/Used field, enter “N” if you received new books or “U” if you received used books.

18. In the Received Qty field, enter the quantity of this book that you received.

19. In the Pub Price field, enter the price charged by the publisher.

20. In the List/Net PR field, enter “L” for list pricing or “N” for net pricing.

21. In the % Discount field, enter the percentage discount given by the publisher.

22. In the $ Discount field, enter the dollar discount given by the publisher.

23. The Unit Cost field is automatically calculated based on the discount fields.

24. In the Price Factor field, enter the price factor you want to use for the book. For a list, enter
wryoy

25. In the Status 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 Rev 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 (TX-3-2)

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 Receiving option followed by the Change Invoice
# and View Posted Receiving option to get to the Select Receiving Order screen (TX-3-2).

TCS [AP] v1.2.26 [ME(E)

File Connection Yiew Help

nEa &l @) B % il
| Select Receiving Order

Store: |1 [7] Total Computing Test
Rcv Log #:
Vendor# or Name: 1003 FOLLETT COLLEGE BOOK CO.
Author/Title/ISBN:

You may select a Receiving Order by entering any
of the options above.

If you enter both a Vendor and ISBN then only

orders with matching ISBN and Vendor will show.

=Start Search | | M=Modify | [ ¥=Cancel Search. | | |
|F|CV.S AT 15:40
2. The Store field is automatically filled with the default store for the user. For a list of stores,
enter “??”.
3. In the Rev Log field, enter the receiving log number, if you know it. Otherwise, leave it blank.
4, In the Vendor # 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/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 (TX-3-3)
To reverse the changes made by posting a receiving log, follow these steps.

1. From the CourseTrak Main Menu, select the Receiving option followed by the View Posted
Receiving option to get to the Select Receiving Order screen (TX-3-3).

TCS [AP] v1.2.26 EEX

Fle Connection View Help

||| 2o @@ B % W
| Select Receiving Order

Store: |1 |Tota| Computing Test
Rev Log #:
Vendor# or Name: (1003 FOLLETT COLLEGE BOOK CO.
Author/Title/ISBN:

You may select a Receiving Order by entering any
of the options above.

If you enter both a Vendor and ISBN then only

orders with matching ISBN and Vendor will show.

=Start Search | | M=Modify | | X=cancel Search. | | |
|
RCV.S AMY 15:40
2. The Store field is automatically filled with the default store for the user. For a list of stores,
enter “??”.
3. In the Rev Log field, enter the receiving log number, if you know it. Otherwise, leave it blank.
4, In the Vendor # 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/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. Unpost Receiving Log

Item poszted on 03/23/05.
Options....

Unpast ! Cancel Look at line

items 15BN
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Returns Process (TX-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.

T TCS [AP], ¥1.2.26

File Connection WYiew Help

TEE| 6ol 2@ 5] %

| Gpstem DEMT |Version 538 |Pan s | Ulser AMY |Account TEXT | Meru TDISE 1545
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Returns Menu (TX-4-1)

The Returns Menu contains functions dealing with the return of books to vendors. This
section covers these functions.

[T] TCS [AP] v1.2.26

File Connection WYiew Help

TEE| 6ol 2@ 5] %

| Gpstem DEMT |Version 538 |Pan s | Ulser AMY |Account TEXT  |Meru THRTH 1543
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Printing a List of Expiring Invoices (TX-4-1-1)
To print a list of invoices that will be expiring shortly, follow these steps.
1. From the CourseTrak Main Menu, select the Returns option followed by the Returns option

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

[T] TCS [AP] v1.2.26

File Connection WYiew Help

i e 4ol ®e 8- %
List of Expiring Invoices

| RTM.INY SORT | aMy [ [ [ [ 155

2. The 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 Expire field. Enter the greatest number of months before an invoice expires
that you want to include on this report.

4, In the Sort 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 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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15:51:43 10 Mar 2006 Total Computing Test PAGE i
RT-THV-EXP Invoice Return Eligibkility Expiring List TEXT
ISEN. ........ Author.... Ed.Mote... Publisher Name.......... Qv Rowd Inv..... Expire.
e I Qtvw. Invoice #... Inwvoice Wendor. . ............ Date.... Date...
O-0&-02Z978-F WRIGHT HARPER COLLINS =1} 99 1Z233R HLL HENDERSON 0&/z28/04 12715406
ELACK EOYT
0-471-04328-1 MYEERS JOHN WILEY AND S0N'S, IN 1 1 FEEDL HiL HENDERSON 09701504 02518407
ART 0OF S0FTWARE TESTING
O0-07-0533584-9 RODGERS MCERAW-HILL BOOE COMPANTY 40 50 TEMFP1 HiL HENDERSON 0672404 12711706
INTRO TO COORDINMATION. .. INORGANIC CHEM
30 TEMP HLL HENDERSON &/ 2404 12711706
O-2400-2612-7 TAPAHONSON UNIVERSITY OF TEXAZ PREE 113 10 ABDF HLL HENDERZON 0771404 124731708
ELUE HORZEZ LUZH IN
10 Z2LEZHT HALL HENDERZON 117117032 04729708
Z0 LEEJDF HLL HENDERZON 11711702 04729706
0-224-L7474-5 MCCARTHY DANDOM HOUZE leg 10 AZDF HALL HENDERZON 07714504 12721706
ALL THE PREETTY HOERSES (HEE)
10 1233R HLL HENDERSON 0672804 12715406
10 Z3LE3ET HiL HENDERSON 11711403 04729406
0-4L51-LEE50-32 TWAIN NACSCORP, INC. 34 50 TEMFP1 HiL HENDERSON 0&/24/04 12411406
ADVENTURES 0OF HUCELEEERRY FINM (W/NEW INTEO: POWELL }
O-4L7-27274-F LIPSTADT Langenscheidt JHAMMOND CO 30 30 NOME HiLL HENDERSON 0L/23/04 114509706
DENTING THE HOLOCATST
0-EZ1-E&£714-3 HARDY NEW ED Z005Computer Literacy Press E8 ZE NOINV APROWHEAT REG'L DISTE 0z /2408 0271907
TESS 0OF D'TUREERVILLER
O-E3d-LEdZdd-1 BECEWITH NE Congressional Quarterly 24 1 NONO HALL HENDERZON 0L7zz/04 11709708
D0 THE RIGHT THING
1 NONE HALL HENDERZON OLyizz/04 117509706
1Z NOMOE HLL HENDERSON 0L/z3/04 114509706
Z0 NOMO HLL HENDERSON 0L/z3/04 11509706
0-&84-18254-2 BUEBER OF 10/02 HEALTH PROFESSIONS INSTI & 10 NOME HiL HENDERSON 0L/23/04 114509706

I & THOUT (zZND) (TRANS: SMITH |
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Creating System Suggested Returns (TX-4-1-2)

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

[T/ 7cs [aP] v1.2.26

Fle Connection View Help
||| 2o @@ B % W
Create System Suggested Returns

#¥| Vendor# Vendor Name

|5RT1 | by [ I [ [ 1557

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

113
Copyright @ 2006
Total Computing Solutions, LLC



CourseTrak™ Users Guide

TCS [AP] v1.2.26

File Connection Yiew Help

o a4l £ ee E

ol % i

15:55:43 Now processing SUGGEST. RETURN

[404] 577 items selected cut of 12583 items.
15:55:44 Now processing SUGGEST. RETURN

[404] 577 items selected out of 1 itens.

0 1*0=07=293532=-4*1 15::55:45
10 A=a3=:889915=_0=1: J5:55::45
20 1*1-878424-11-4*1 15:55:45
20 1*0-8166-1251-¥*1 15:55:45
40 1*0-07-293693-2*1 15:55:45
50 dbesdbr i Peiln e U i R Lo o P W I
ai T I=8 0040 9=7=1s 5mE5hd s
70 1*0-19-516608-6*1 15:55:45
80 1*0-8400-9612-7*1 15:55:45
90 Ix=06=09297 =2 J&Rishis

Summary Recap
3 = Numbker of Returns Created

6,876.70 = Total Retail Value
5,211.59 = Total Cost

First Return was # RTN1483

Last Return was # RTN1485

Start Time: 15:55:45 10 Mar 2006

End Time: 15:55:45 10 Mar 2006

*
*

Process Complete
*

Mar
Mar
Mar
Mar
Mar
Mar
Mar
Mar
Mar
Mar

2006
20086
2006
2006
20086
2006
2006
z2008&
2006
2006

~
Continue

Cancel | ‘ Options

SRT.1 AT

15:59
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Creating a Manual Chargeback (4-1-3)

To enter a chargeback into the system manually, follow these steps.

1. From the CourseTrak Main Menu, select the Returns option followed by the Returns option
and the Enter/Maintain Returns option to get to the Return Maintenance screen (TX-4-1-3).
TCS [AP] v1.2.26 CEEX

Fle Connection View Help
il & 4o @| - % il
| Enter/Maintain Returns

Store #: |1 Total Computing Test
Charge Back #: [RTN1484
Vendor: [1000  [?]NEBRASKA BOOK COMP Permission Printed:
Permission Required: 2 Pick List Printed:
Inventory Adjusted: ChargeBack Printed:
Return Authorization #: Return to Vendor:
Credit Date:| |

QRtn QRtn Unit Unit Extended Extended
New Used QPk |Retail Cost Retail
7

0-07-290282-5 392.00
APPLEGATE CORPORATE INFO SYSTEMS MGMT: CHALLENGES ETC (P)
| 2 0-571-11502-0 [ 15 [ | 17.50 | 17.46 | 262.50 | 261.90
AUDEN ENGLISH AUDEN:POEMS...1927-1939
| 3 0-679-77274-X | 10 | | | 11.05 | 2.00 | 110.50 | 20.00
FIFFER FAMILY (AFTERWORD SMILEY) (P)
=Save | X=Cancel | | L=Linettems || M=Modify | D=Delete
I
CBM.0 A 16:00
2. The Store 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 # field, enter the chargeback you want to modify or enter “.” to create a
new chargeback. For a list of Chargebacks, enter “??”.

4, In the Vendor field, enter the vendor for which you are entering a return.

5. In the Return Authorization field, enter the return authorization number given to you by the
vendor, if it applies.

6. In the Return 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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TCS [AP] v1.2.26

File Connection Yiew Help

DElE oo 2@ 7] %

| Chargeback Maintenance

DMF #: |1 *RTN1484.4

ISBN: 0-14-043135-7 Author/Mfgr: |[HARDY
Quantity Mew : 0 Title/Desc: [TESS OF THE D'URBERVILLES (INTRO: ALVA
Quantity Used: |2 Vendor: 1000 |NEBRASKA BOOK COMPANY
Oty Pick New : |0 Rtn Vendor: |
Oty Pick Used: 2
Reason 2 mlm Total Penalty Amt: IW
Auto/Manual : A
Cost/Exp Date: |C

Our PO Line#
## Vendor Inv#

Retail Extended

Inv Cost Extended Penalty

1 [100*10010504.1 12/26/00 | 1] 11.00 | 11.00 | 7.95 | 7.95 | 0.00
8114
2 I [ I I I I I
I [ I I I I I
I [ I I I I I
=Save | X=Cancel | | M=Modify | |
[
CB.ITEM.MAINT AT 16:08
8. In the ISBN 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 New field, enter the new quantity that you want to return.
10. In the Quantity Used field, enter the used quantity that you want to return.
11. In the Qty Pick New field, enter the new quantity that you want to return.
12. In the Qty Pick Used field, enter the used quantity that you want to return.
13. In the Reason 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/Manual field, enter “A” to automatically select invoice numbers or “M” to
manually select them.
15. In the Cost/Exp Date field, enter “C” to select invoices by cost or “E” to select them by
expiration date.
16. In the Our PO Line # field, enter the purchase order and line number for the item.
17. In the Vendor Inv # field, enter the vendor’s invoice number for the item.
18. In the RQty field, enter the quantity you wish to return.
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19. In the Inv Cost field, enter the cost of the item you are returning.
20. In the 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.
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Printing a Picking Document (TX-4-1-4)

To print a picking document for returns, follow these steps.

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

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

T TCS [AP], v1.2.26

File Connection Yiew Help

DElE oo 2@ 7] %

Print Picking Documents

[RTM.Z | by [ I [ [ B0
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the Vendor 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 (TX-4-1-5)

To print requests for returns, follow these steps.

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

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

TCS [Remote Connection]| v1.2.26 A&l

File Connection WYiew Help

nEa &l @] 5| % Ll
Print Permissions Requests

Store #: |1 [22] Total Computing Test
Vendor #: [1000 NEBRASKA BOOK COMPANY
R=Run Procedure | | X=Cancel ] ‘ M=Modify | | |
lnm a — —

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

enter "??".
3. In the Vendor 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 (TX-4-1-6)

To print & post returns, follow these steps.

1. From the CourseTrak Main Menu, select the Returns option followed by the Returns option
and the Print & Post Chargebacks option to get to the Print & Post Chargebacks screen (TX-
4-1-6).

TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help

i Blal 2ol @@ 8- % W
Print & Post Chargebacks

Store #: [1 [z2] Total Computing Test
Vendor #: [1000 |NEBRASKA BOOK COMPANY
R=Run Procedure | | X=Cancel | M=Modify | | |
|F|TN.3 AT 03.17

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

enter "??".
3. In the Vendor 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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Chargeback
1 Total Computing Test Chargeback #: 1*RTHN1424
Iy LITTLE TOWN Date: 03714708
INOWHERE SVILLE Page H#: 1
ETHIOPIA, CA
Peturn Authorization #:
Vendor: 1000 Penaltw: 0O
Order Address Eeturn Address
NEERASEA BOOK COMPANT NEERASEA BOOE COMPANT INC.
6400 CORNHUSEEER HIY P_.0. BOX S05E3
LINCOLN,NE &3501 LINCOLN,NE &3501-0529
Wendor: 1000 Penalty: 0 San: 1407503 Account: 431125
COMMENTE -
Thank woul
L | ISEN/Vendor Catalog|iuthor/Edition/Copyright | Hew| TUsed] Extendesd
| Beason |Title | Qevyl  Quvwl Cost
110-07-290282-5 32199732 APPLEGATE/LSTH/99 7 29E._00
CORPORATE INFO 2YSTEMS MGMT: CHALLENGES
P.O. ¥ | TNV | Inv Date|iwail Ot Btn Qty|Pub Frice| Betail | Cost |Retail Ext| Cost Ext
Z.01 1*THED40L 3333 0z /06,06 7 7 E&_00 47 65 E&. 00 33355 33z._00
Z10-571-1150Z-0 ATDEN/ZHD /88 15 Z61._90
ENGLISH AUDEN: POEMS. . _1927-1933
P.O.¥ | TNV | Inv Date|iwvail Ot Btn Qty|Pub Price| Betail | Cost |Retail Ext| Cost Ext
3.01 1*THZ02345 3838383 05/18,/08 15 1& 33.98 17.&50 1746 ZEZ_E0O 26130
310-679-77Z74-X 299196 FIFFER//96 10 Z0.00
FAMILY (AFTERWORD SMILEY) (P}
P.O_§ | INV# | I Date|iwail Ocy| Ben Oty |Pub Price| Betail | Cost|Retail Ext| Cost Ext
401 1*THED2ET? 1111 07/z9,/08 io 10 1z2.00 11.0& Z.00 110_50 Z0.oo
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Unposting a Return (TX-4-1-7)

To reverse the posting of a return, follow these steps.

1. From the CourseTrak Main Menu, select the Returns option followed by the Returns option
and the Unpost Returns option to get to the Unpost Returns screen (TX-4-1-7).

TCS [Remote Connection] v1.2.26

Fle Connection View Help

Charge Back #: [RTN1484

Vendor: [1000 NEBRASKA BOOK COMP. Permission Printed: [03/10/06
Permission Required: N Pick List Printed:
Inventory Adjusted: |03/14/06 ChargeBack Printed: 03/14/06
Return Authorization #: Return to Vendor:
Credit Date:|

Unpost Returns

APPLEGATE CORPORATE iUrpostRetun | Cancel | )

| 2 0-571-11502-0 [ 5] [ | 1750 | 17.46 | 262.50 | 261.90
AUDEN ENGLISH AUDEN:POEMS...1927-1939

| 3 0-679-77274-X [ 10 | | | 11.05 | 2.00 | 110.50 | 20.00
FIFFER FAMILY (AFTERWORD SMILEY) (P)

| 4 0-14-043135-7 of 2| of 2| 0.00 | 0.00 | 11.00 | 7.95
HARDY TESS OF THE D'URBERVILLES (INTRO: ALVAREZ )

Cancel

UNPOST.RETURM AMY 09.25
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the 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 (TX-4-1-21)
To reprint picking documents, follow these steps.

1. From the CourseTrak Main Menu, select the Returns option followed by the Returns option
and the Reprint Picking Documents option to get to the Reprint Picking Documents screen
(TX-4-1-21).

TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help

i Blal 2ol @@ 8- % W
Reprint Picking Documents

Store #: |1 |Total Computing Test

First Return: |
Last Return:

R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ l |
[
REFRINT.PARMS AbdT 0329
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the First Return field, enter the first return you want to print. For all returns, leave this
blank.
4. In the Last 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 (TX-4-1-22)
To reprint permissions requests, follow these steps.

1. From the CourseTrak Main Menu, select the Returns option followed by the Returns option
and the Reprint Permissions Requests option to get to the Reprint Permissions screen (TX-4-
1-22).

TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help

nEa &l @) B % Wl
Reprint Permissions Requests

Store #: |1 |Total Computing Test

First Return: |
Last Return:

R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ l |
[
REFRINT.PARMS AbdT 0530
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the First Return field, enter the first return you want to print. For all returns, leave this
blank.
8. In the Last 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 (TX-4-1-23)
To reprint chargebacks, follow these steps.

1. From the CourseTrak Main Menu, select the Returns option followed by the Returns option
and the Reprint Chargebacks option to get to the Reprint Chargebacks screen (TX-4-1-23).

TCS [Remote Connection] v1.2.26

Fle Connection View Help

&l & 4ol @@ 8- %
Reprint Chargebacks

Store #: |1 [Total Computing Test

First Return: |
Last Return: |

R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
|
REPRINT PARMS AMY 09:32
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the First Return field, enter the first return you want to print. For all returns, leave this
blank.
4. In the Last 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 (TX-4-1-24)
To print a list of open return permissions, follow these steps.

1. From the CourseTrak Main Menu, select the Returns option followed by the Returns option
and the List Open Permissions option to get to the List Open Permissions screen (TX-4-1-24).

TCS [Remote Connection] v1.2.26

Fle Connection View Help
il & 4o @| B-| % il
List Open Permissions

Store #: 1 [Total Cbmpu"t'ill\'lgu"l:esf
R=Run Procedure ] ‘ X=Cancel ] | M=Modify ‘ | |
[
ATM.1 AMY 09:34
2. The 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 (TX-4-1-25)

To delete Chargebacks that have not yet been printed & posted, follow these steps.

1. From the CourseTrak Main Menu, select the Returns option followed by the Returns option
and the Clear Open Chargebacks option to get to the Clear Open Chargebacks screen (TX-4-
1-25).

TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help
nEa &l @) B % Wl
Clear Open Chargebacks

Store #: |1 Total Cnmpufing Test
Vendor #: | '
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ l |
|
CORA AbdT 0936
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the Vendor 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.

Clear Open Chargebacks
Beginning Process. .. -
09:35:36 Now processing CLEAR.QPEN. PERM

09:35: 34 Now processing CLEAR.OFPEN.PEEM

[401] no items present.
3

*

Process Conplete
3
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Printing a List of Chargebacks (TX-4-1-26)

To print a list of Chargebacks, follow these steps.

1. From the CourseTrak Main Menu, select the Returns option followed by the Returns option
and the Chargeback List option to get to the Chargeback Listing Report screen (TX-4-1-26).

[T7es [Remote Connection] v1.2.26 E]@
Fle Connection View Help
&l & 4ol @@ 8- %

Chargeback Listing Report

Store: [1 Total Computing Test
Chargeback Printed: |Y
Chargeback Date: |
Vendor Number:
Chargeback Term: '
Permission Required: |

R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
|
CB.REPORT AMY 09:40
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the Chargeback Printed field, enter “Y” if you want to include only chargebacks that have

been printed. Otherwise, enter “N”.

4, In the Chargeback 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 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 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 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 (TX-4-1-27)

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 Returns option followed by the Returns option
and the Chargebacks Not Credited option to get to the Chargebacks Not Credited screen (TX-
4-1-27).
TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help

nEa &l @) B % Wl
Chargebacks Not Credited

Store #: [1 [22] Total Computing Test
Vendor #: |
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ l |
|
RTN.3 AbdT 0345
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the Vendor 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:
09:43:33 14 Mar 2006 Total Computing Tezst
CREDIT. OPEN Chargebacks not Credited
; CHARGEEACE TICE
Chargeback #... VENDOR.... WEND NAME. . ... ... ......c.cue  ooooo- DATE ... .DATE
RTH14524 looo MEBRASHEA EOOK COMDANY 0214708
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Writeoff List (TX-4-1-28)

To print a writeoff list, follow these steps.

1. From the CourseTrak Main Menu, select the Returns option followed by the Returns option
and the Writeoff List option to get to the Writeoff List screen (TX-4-1-27).

TCS [Remote Connection] v1.2.26

Fle Connection View Help

ol 8ol &ele - %l Wl

Writeoff List

Store # |1 ,Tofal Computing Test

Sort by (T,LLP,A): P

R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
|
RTH.SORT AMY 09:48
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??" in the Store field.
3. In the Sort by (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:

09:46:14 14 Mar 2006
TH.RTN.OFF.RPT

0-2400-03209-9

0-2400-3951-4
0-3400-3961-1
0-2400-4021-0
O-2400-40z2z-9
0-3400-373534-3

HELLO

WARNEER

TE. TOLEEN

JAKE THE SMAKE
HAL HENDERSON

U2EDL/EFFECTIV
DU E

EONDS THAT MAKE U3 FREE

WHAT A TITLE
SNAKES OF THE
HAL HENDERSON

Total Computing Test

No TMholesale Walue books (Write-0££f) List

E CoOMHM

ooooovE
ooooovE
QoooovE
ooooovE
ooooovE

WEST

QOH
. . MNew

u]
Z0
10
1k
30

u]

QOH
_U=ed

Z
(=1]
10

u]

u]

3
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Sales to Wholesalers (TX-4-2)

The Sales to Wholesalers menu contains functions dealing with the sale of books to
textbook wholesalers. This section covers these functions.

TCS [Remote Connection] v1.2.26

File Connection View Help

TEE oo &®e 5| %

Wholesaler Sales

- RP - Reports

2. PM - Printer Mgt.
QB - Query Builder

-t BG - Backgrounds

-1. 1. Sales to Wholesalers
-1 2. Wholesale from Buyback

T% 3. Non-Returnable Stock Worklist

Enter Selection I:I

MI - Masterfile Inquiry

MF - Masterfile Maintenance
VM - Vendor Maintenance

Sl - Store Inventory

-1 SU - SETUP

-1 UU - User Utilities
-1 UM - User Menu

Bl SM - System Menu

BENES

System D3NT

Version 5.3.8 Fart 41 User Ay

Account TEXT

Menu TH-SLE WH | 08:51
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Sales to Wholesalers (TX-4-2-1)

The Sales to Wholesalers Menu contains functions dealing with the sales of textbooks that
you have in your inventory. This section covers these functions.

TCS [Remote Connection] v1.2.26 E@

File Connection Yiew Help

nEa &l @) B % Wl
Sales to Wholesalers

. Clear Suggested Shipments

. Create Suggested Shipments

. Pending Shipments List

. Pending Shipments Maintenance
. Pending Shipments Release

. Create Store Stock Shipment Numbers

. Open Store Stock Shipment List

. Open Store Stock Shipment Maintenance
. Finalize and Print Store Stock Shipments
. Reprint Store Stock Shipments

Higgegay  gugeiaag

—
Swoeo~N®»

Enter Selection I:I

-i. RP - Reports MI - Masterfile Inquiry -IL SU - SETUP
B! PM - Printer Mgt. MF - Masterfile Maintenance - UU - User Utilities
QB - Query Builder VM - Vendor Maintenance 1t UM - User Menu
-I. BG - Backgrounds Sl - Store Inventory g SM - System Menu
I
Sypstern DENT “Wergion 5.3.8 Port 41 Uger AMY Account TEXT Menu TeAw/HLSE | 0952
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Clearing Previously Suggested Sales to Wholesalers (TX-4-2-1-1)

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

TCS [Remote Connection] v1.2.26

Fle Connection View Help

||| 2o @@ B % W
Clear Suggested Returns

Store: [1 [Total Cbmputing Test
R=Run Procedure ‘ ‘ X=Cancel ‘ | M=Modify ‘ | |

|

SAT.0 AMY 09.53
2. The 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.

Clear Suggested Returns

Beginning Process... .
09:50:33 Now processing CLEAR. SUGEEST. SHIP

09:50:33 Now processing CLEAR. SUSGEST. SHIP

[401] no items present.

*

*

Process Complete
*
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Creating Suggested Shipments (TX-4-2-1-2)

To create suggested sales to wholesalers, follow these steps.

1. From the CourseTrak Main Menu, select the Returns option followed by the Sales to
Wholesalers option, the Sales to Wholesalers option and the Create Suggested Shipments
option to get to the Create Suggested Shipments screen (TX-4-2-1-2).

TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help
nEa &l @) B % Wl

Create Suggested Shipments

Store: |1 [Total Computing Test
R=Run Procedure | | X=Cancel | M=Modify | | |
|SSW’.1 AT 09.55
2. The Store 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.

reaie suggesied 1pmMents
Beginning Process... g
08:53:19 Now processing CREATE. SUGGEST. SHIP

09:53:19 Now processing CREATE. SUGGEST. SHIP
[404] 2543 items selected out of 12583 items.
09:53:20 Now processing CREATE. SUGGEST. SHIP
[404] 2543 items selected out of 1 items.

Process Complete
*
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Printing a Pending Shipments List (TX-4-2-1-3)

To print a list of pending shipments to wholesalers, follow these steps.

1. From the CourseTrak Main Menu, select the Returns option followed by the Sales to
Wholesalers option, the Sales to Wholesalers option and the Pending Shipments List option

to get to the List Open Permissions screen (TX-4-2-1-3).

TCS [Remote Connection] v1.2.26

File Connection Yiew Help

DElE oo 2@ 7] %

BEIET

List Open Permissions

Store #: 1 Total Computing Test
R=Run Procedure ‘ ‘ X=Cancel ‘ | M=Modify ‘ l |
[
RTN.1 AbdT 0958
2. The Store 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:
09:565:20 14 ilar 2006 ) Total Computing Tezst PRGE 1
TX_PRINT. PRF. 331 Pending Returns TEXT
ATTTHOR. . .o oo oo ... VENDOER .-.-Q0OH ...Q0H BT.QTY BT.QTY MNEW.PRICE USED. PRICE NEW.PRICE USED.PRICE
ST . ISEN TITLE. . ... .. ._._...... NAME. . ... ... . ..... ... NEW . _USED .. . NEW . _TSED __._..._. TNIT ...... UNIT ..EXTENDEDL ._EXTENDED
T 0-0&-501033-7 ANDERSON 0040zZ15-FOLLETT u] u] 10 z.00 Z0.00
SITTING EULL COLLEGE EOOK Cd._
I 0-07-041520-7 METCALF 0040219-FOLLETT u] a 1 10._00 10._00
WASTEWATEER EMNGE.:TRE COLLEGE EOQOE CO.
T 0-13-8513&E5-7 TROYHA 0040215-FOLLETT a a 5 1z_E0 G2 _E0
STEPS IN COMPOSITION COLLEGE EBOOE CO.
T 0-l3-68zZ8c5-5 BAFEER 0040219-FOLLETT u] u] 1zE E_00 EZE.00
POLICE 3YSTEMS+PRACT COLLEGE EBOOE CO.
T 0-14-0150158-% FAULENEER 0040219-FOLLETT u] a 41 2.00 gz._00
PORTAELE FAULENER COLLEGE EOOE CO.
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Pending Shipments Maintenance (TX-4-2-1-4)

To modify the pending sales to wholesalers for any given book, follow these steps.

1. From the CourseTrak Main Menu, select the Returns option followed by the Sales to
Wholesalers option, the Sales to Wholesalers option, and the Pending Shipments
Maintenance option to get to the Pending Shipments Maintenance screen (TX-4-2-1-4).

[T] Tes [Remote UniVerse] v1.2.26

File Connection Yiew Help

TEE ool 28l B %

Pending Shipments Maintenance

[s5w.0 [ by [ \ [ [ A0
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the ISBN 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 Seq field, enter the sequence number for the shipment. In most cases, this value will
be “1”.

5. In the Status field, enter the status for the shipment. For a list of possible status codes,
enter “??7,

6. In the Quantity New field, enter the number of new books you wish to sell to the wholesaler.

7. In the Quantity Used field, enter the number of used books you wish to sell to the
wholesaler.
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8. In the Reason field, enter the reason code for the sale. For a list of possible reason codes,
enter “??”.
9. In the New Unit Price field, enter the price for a single new book. The New Ext. Price field is

calculated automatically.

10. In the Used Unit Price field, enter the price for a single used book. The Used 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 (TX-4-2-1-5)

To create final shipments from pending shipments, follow these steps.

1. From the CourseTrak Main Menu, select the Returns option followed by the Sales to
Wholesalers option, the Sales to Wholesalers option and the Pending Shipments Release
option to get to the Pending Shipments Release screen (TX-4-2-1-5).

TCS [Remote Connection] v1.2.26

File Connection Yiew Help

i Blal 2ol @@ 8- % W
| Pending Shipments Release

Store: |1 |Tota| Computing Test
Wholesaler: 0040219  [22]FOLLETT COLLEGE BOOK CO.
## PENDING ID.ISBN AUTHOR TITLE
=Save | | X=Cancel | | M=Modify ||
Cancel
[
58w AbdT 1012
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the Wholesaler field, enter the wholesaler you wish to sell the books to. For a list of

wholesalers, enter “??”.

4, In the PENDING 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 (TX-4-2-1-6)

To create shipment numbers for your store stock sales to wholesalers, follow these steps.

1. From the CourseTrak Main Menu, select the Returns option followed by the Sales to
Wholesalers option, the Sales to Wholesalers option and the Create Store Stock Shipment
Numbers option to get to the Create Store Stock Shipment Numbers screen (TX-4-2-1-6).
TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help

DElE oo 2@ 7] %

Create Store Stock Shipment Numbers

Store #: 1 [Total Cbmpu't'iﬂhg":l:es-tﬂ
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
|
STORE.STOCK AT 10:11
2. The Store 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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Printing the Open Store Stock Shipment List (TX-4-2-1-7)

To print the open store stock shipment list, follow these steps.

1. From the CourseTrak Main Menu, select the Returns option followed by the Sales to
Wholesalers option, the Sales to Wholesalers option and the Open Store Stock Shipment
List option to get to the Open Store Stock Shipment List screen (TX-4-2-1-7).
TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help
nEa &l @) B % Wl
Open Store Stock Shipment List

Store #: 1 [Total Cbmpu't'iﬂhg":l:es-tﬂ
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ l |
|
OPEN.STORE AbdT 10:14
2. The Store 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 (TX-4-2-1-8)

To modify the pending store stock shipments, follow these steps.

1. From the CourseTrak Main Menu, select the Returns option followed by the Sales to
Wholesalers option, the Sales to Wholesalers option, and the Open Store Stock Shipment
Maintenance option to get to the Open Store Stock Shipment Maintenance screen (TX-4-2-1-
8).

TCS [Remote Connection] v1.2.26

Fle Connection View Help

||| & loo| @] !JJJ

Store #: 1 Total Computmg Test
Shipping #: 1008
Vendor: 1000 NEBRASKA BOOK COMP

Inventory Adjusted: Ship List Printed: Y

[ Quntty | New [ Used | Retl |
mmmmm

0-14-043135-7 | 10.00 50.00 5.00 30.00 | 0.00 0.00
[HARDY
2
=Save | [ LeLineltems || M=Modify | |
|
55w.3 AMY 10:23
2. The Store 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 # field, enter the store stock shipment number. For a list of shipping #s,
enter “??” or enter “.” to create a new shipping #.

4. In the Vendor 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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LI TCS [Remote Connection] v1.2.26

File Connection Yiew Help

DElE oo 2@ 7] %

Store Stock to Wholesalers Maintenance

1*1008.1
0-14-043135-7 HARDY
TESS OF THE D'URBERVILLES (INTRO: ALVAREZ )

Er Suggested for Return

| 55w | by [ I [ [ I
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 & Printing Store Stock Shipments (TX-4-2-1-9)

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 Returns option followed by the Sales to
Wholesalers option, the Sales to Wholesalers option and the Finalize and Print Store Stock
Shipments option to get to the Finalize and Print Store Stock Shipments screen (TX-4-2-1-9).

TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help

nEa &l @) B % Wl
Finalize and Print Store Stock Shipments

Store: |1 [Total (fompLi‘thing' Test
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ l |

|

FINALSTOCK AT 10:33
2. The Store 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 (TX-4-2-1-10)

To reprint a store stock shipment, follow these steps.

1. From the CourseTrak Main Menu, select the Returns option followed by the Sales to
Wholesalers option, the Sales to Wholesalers option and the Reprint Store Stock Shipments
option to get to the Reprint Store Stock Shipments screen (TX-4-2-1-10).

TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help
nEa &l @) B % Wl
Reprint Store Stock Shipments

Store #: |1 |Total Computing Test

First Shipment:
Last Shipment: [

R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ l |
|FEEF'FHNT.SHIF'.LIST AT 10:34
2. In the Store field, enter the store for which you want to reprint shipments.
3. In the First Shipment field, enter the first stock shipment number you want to reprint. For all

shipments, leave this field blank.

4, In the Last Shipment 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 (TX-4-2-2)

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.

TCS [Remote Connection] v1.2.26

File Connection View Help

TEE oo &®e 5| %

BENES

Wholesale from Buyback

Bk 2. Create Shipping List

- RP - Reports

2. PM - Printer Mgt.
QB - Query Builder

-t BG - Backgrounds

[ 1. Suggested Shipping List

5 3. Shipping List Maintenance

[ 21. Print Buyback Document

Bk 22. Reprint Shipping Document

b 4. Print Shipping Document

Enter Selection |:|

MI - Masterfile Inquiry

MF - Masterfile Maintenance
VM - Vendor Maintenance
Sl - Store Inventory

Bk 23. Reprint Buyback Document

-1 SU - SETUP

-1 UU - User Utilities
-1 UM - User Menu

Bl SM - System Menu

System D3NT

Version 5.3.8 Fart 41 User Ay

Account TEXT

Menu CHARGEEA | 10:36
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Creating a Suggested Shipping List (TX-4-2-2-1)

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 Returns option followed by the Sales to
Wholesalers option, the Wholesale from Buyback option, and the Suggested Shipping List
option to get to the Print Shipping Lists screen (TX-4-2-2-1).
TCS [Remote Connection] v1.2.26 g@

Fle Connection View Help

||| 2o @@ B % W
Print Shipping Lists

Store: [1 'Tntal Cnmpu'tiuﬁg Test
Amount Greater Than: [ 0.00
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |

|

REVSHIP Ak 10:39
2. The Store field is automatically filled in with the default for the user. For a list of stores,

enter "??".

3. In the Amount 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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10:36:49

REVSHIFP

0-2053-71l46-X

0-3053-7473-6

0-07-0E32366-9

0-789L-618E5-3

0-13-021028-%

0-534-39E87-3

TOTAL

14 Mar 2006

CAMPEELL

CAMPEELL

LOZEN

SHELLY

THOMAS

WICANDER

Total Computing Test
Beview Shipping List

EIOLOGY (W CD)

ESSENTIAL BIOLOGY (W/CD)

DISCRETE MATH.+ITS APPL.-STUD. S0OLN.GDE.

DISCOVERING COMIPUTELRE Z00zZ: COMPLETE (P}

CALCULUS

HISTORICAL GEOLOGY (W/sCD) (P}

.. Ed Cp¥r

7 Z00L

Z E004

2D SE

ol

4 Z004

FOLLETT
MI&S0URI
TICHENOR
SO0UTH
EUDGET

FOLLETT
EUDGET
MISS0URI
E0UTH
TICHENOE

MBS
NEEBRASEL

MISS0URI
FOLLETT

FOLLETT
HIZZ0URI
NEBRASKEL
TICHENOEL
SO0UTH

S0UTH
MI&S0URI
FOLLETT

NEBRAZEL
FOLLETT
TICHENOEL
S0UTH
BULGET

[ =T R T R = N

oW oo m

[ =T

[N N A N

7

TMhse

.Price

4200

Z0.00

Z1._35

l0.00

zg.00

PRAGCE

EXTENDED

160.00

147.00

197.55

e0.00

308.00

-1
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Creating a Shipping List (TX-4-2-2-2)
To create a shipping lists by wholesaler, follow these steps.

1. From the CourseTrak Main Menu, select the Returns option followed by the Sales to
Wholesalers option, the Wholesale from Buyback option, and the Create Shipping List option
to get to the Create Shipping Lists screen (TX-4-2-2-2).

TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help

o EE 4ol &ee 8- % W
Create Shipping Lists

Store: 1 ' Total (fnmputing Test
Amount Greater Than: | 0.00

Wholesaler

£
i
[ 2
3

|FCR FOLLETT COLLEGE BOOK CO.
NBC 72| NEBRASKA BOOK COMPANY
2

Ed

R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
[
EB.BACK. AhlY 10:42
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the Amount 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 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.

Create Shipping Lists

Beginning Process.. .

10:42:36 Now processing BE.CHARGEBACK
10:42:36 Now processing BE.CHARGEBACK
[404] 48 items selected out of 1361 items.

*

*
*

Process Complete
*

148
Copyright @ 2006
Total Computing Solutions, LLC



CourseTrak™ Users Guide

Shipping List Maintenance (TX-4-2-2-3)
To make changes to a wholesaler shipping list, follow these steps.

1. From the CourseTrak Main Menu, select the Returns option followed by the Sales to
Wholesalers option, the Wholesale from Buyback option and the Shipping List Maintenance
option to get to the Shipping List Maintenance screen (TX-4-2-2-3).

TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help
nEa &l @) B % Wl
Shipping List Maintenance

Store: |1 'f:T'éta'I’ Computing Test
Document # (1486  [7] Total Extended Price: | 0.00

Total Qty: | 0
Vendor: [1003 2|FOLLETT COLLEGE BOOK CO.

“mmmm
rigee | [ Price |

Title
ﬂ11:»-cu3439curfga [HOMER , | 67 HARPERCOLLINS PU| o_ 0 1.00 0.00

|ODYSSEY OF HOMER

2 [0-06-092701-1 [ERDRICH ' [ e5|HARPERCOLLINSPU[ 0 0] 1.00] 0.00
[BLUE JAY'S DANCE — - - - . .

3 [o-07-003212-2 [BAILEY [ 2] ss[MCGRAW-HILLBOOK o of 3000 0.00
[BIOCHEMICAL ENGINEERING FUNDAMENTALS

40072551348 [Cocker 6[ o3 o[ o] 2800 0.00
[BUSINESS & ADMINISTRATIVE COMMUNICATION (WICD ) BUSINESS & ADMINISTRATIVE COMMUN '

5 [0-13-287640-X [DECKER , | 96|PRENTICE-HALLINC | o o0 400 0.00

[CALCULUS (PRELIM ED) (P)

=Save || X=Cancel || M=Modify | [ S=Sort | [ =ISBN Search
[
SHIP.MAINT AbdT 10:50
2. The Store field is automatically filled in with the default for the user. a list of stores, enter
ll??ll.
3. In the Document 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 ISBN 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 “l[AUTHOR]/[TITLE]".
5. In the Qty 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 (TX-4-2-2-4)

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 Returns option followed by the Sales to
Wholesalers option, the Wholesale from Buyback option, and the Print Shipping Document
option to get to the Chargebacks Not Credited screen (TX-4-2-2-4).
TCS [Remote Connection] v1.2.26 E]@

Fle Connection View Help

&l & 4ol @@ 8- %
Chargebacks Not Credited

Store #: [1 [2] Total Computing Test
Vendor #: 1003 |FOLLETT COLLEGE BOOK CO.
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |

[

RTH.3 Ak 10:53
2. The Store field is automatically filled in with the default for the user. For a list of stores,

enter "??".
3. In the Vendor 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 (TX-4-2-2-21)

TI7CS [Remote Connection] v1.2.26

File Connection  Wiew Help

e 2o 2ol B - % W
Print Buyback Document

_r Total Computing Test
1003 FOLLETT COLLEGE BOOK CO.
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Reprinting a Shipping Document (TX-4-2-2-22)

LI TCS [Remote Connection] v1.2.26

File Connection WYiew Help

| | Gloo| F1®(@| T-| % il

Reprint Shipping Document

_]_ Total Computing Test

| BE.REFPRINT PARMS | aMy [ [ [ [ 1100
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Reprinting a Buyback Document (TX-4-2-2-23)

L1 TCS [Remote Connection] v1.2.26

File Connection View Help

TEE oo &®e 5| %

Reprint Buyback Document

_|— Total Computing Test

| BUYBACK.DOC | aMy [ [ [ [ [11:m
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Printing a Non-Returnable Stock Worklist (TX-4-2-3)

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 Returns option, followed by the Sales to
Wholesalers option and the Non-Returnable Stock Worklist option to get to the Non-
Returnable Stock Worklist screen (TX-4-2-3).

TCS [Remote Connection] v1.2.26 @@

File Connection WYiew Help
nE& &le €| - %
Non-Returnable Stock Worklist

Store # |1 ':"'I"'afal Cxcumputing Test
Sort by (T,|LA): T
Report Type: T

R=Run Procedure | | X=Cancel ] ‘ M=Modify | | |
[
NOR.RTH.LIST A 11:02
2. In the Store 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,l,A) field, enter “T” to sort by title, “I” to sort by ISBN, or “A” to sort by author.

4, In the Report 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.
154

Copyright @ 2006

Total Computing Solutions, LLC



CourseTrak™ Users Guide

10:59:48 14 Mar 2006
T HON.RTN. STOCELIST

[WUTHOR/EDITION/PUELISHED

[BELCH/ &TH/07
WDVERTISING & PROMOTION

0-07-286614-4

[VERGIL/ ZNL /02 0-0z2-325340-1

(AENEID (ED COPLEY)

[FHAPOTAS ZND/13
ILWFRICAN EXPERIENCE (F)

0-13-745852-5

[LALLE/ /226 0-ZZ26-31366-Z
[BMERICA'S WORKING MAN

OIS TANS SO3 0-03-035Z299-1
IBMCIENT NEAR EAST (P)
EMEEER/10/13 0-13-0918356-9

(RNTHROPOLOGY (W 0UT CD )
LEWIZ-BECE/ /2032
ILPPLIED REGRESSION (F)

0-8035-1434-5

STOESTADS ZND/L1Z
[RRT HISTORY (V1) (W/CD) (R

0-13-14EE£Z8-1

GUTARATI/ 4TH/O7
[EASIC ECONOMETRICE (W/CD

0-07-247852-7

[EAEEIES 3RL /534
[BASTICE OF SOCIAL RESEARC

0-534-63042-1

[BMER S0C MAG ED//LS
[EEST AMERICAN MAGAZEINE W

0-06-051572-4

31

31

Hon-Returnable

QOH
_U=zed

)

5]

55

o

o

Total Computing Test
Stock Report Combined Eero/Wholesale Walue
Store: 1 Total Computing Test

WHEZ /DT WHE/RT WANT SURP EXTENDED NEW
MEW.__ . TEED. . __ _0TY .. _0TY WHS/RETL _RETATL
43.75 35.00 3 l05.00 a.o0o
112.10 23.30 267.90

3

3

3
1.00 1.00 2 z.00o 0.0o0
1lz.10 2.0& l2.10

z

z
13.75 1l.00 3 33.00 a.o0o
£l.80 38.85 1l6_55

3

3

3

7 0.00 [ ]
l2.00 14.z25 92,75

7
7.00 7.00 1 7.00 o_oo
6Z.10 46.55 4655
30.00 Z4.00 86 E2E50.00 Z015.00
65.00 3Z.50 3802.50
3.75 3.00 z 7.50 30.30
15.45 11.55 30.90

4

Z

1 0.00 0.0o0
7a8.80 £L9.10 Ea_ 10

1

1
40.00 3Z.00 & 192.00 a.o0o
116.05 87.00 EEE_00

&

&

&

1 0.00 000
£&6.8E z0.zZ0 E0.E0

1
1.50 1.50 4 27 46_50 49445
15.35 .00 494 45

NEW

- .WHELE

230.

46,

.00

.00

)

M)

oo

.50

.00

.00

)

50

USED
_RETATL

Z67.

1.

116.

3.

L1

1787.

Ea.

z0.

30

13

75

EE

50

.00

.00

TSED
. .WHELE

108.

33

13E0.

oo

.00

[alu)

)

M)

oo

.00

)

)

.00

PAGE

SHITP
METW
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Buyback Process (TX-5)

The CourseTrak system contains extensive functions dealing with the buyback of textbooks.
These functions are covered in this section.

TCS [Remote Connection] v1.2.26

File Connection Yiew Help

DElE oo 2@ 7] %

Buyback Processing Menu

=X

g 1. Buyback Parameters -1 21. Buyback Reports

-1 2. Buyback Maintenance Menu -1 22. Wholesale from Buyback Menu
-1t 3. Wholesaler Database Maintenance 0% 23. Clear Buyback Fields

-it 4. Guaranteed Buyback B} 24. Batch Print Barcodes

Enter Selection |:|

-i. RP - Reports MI - Masterfile Inquiry -IL SU - SETUP
B! PM - Printer Mgt. MF - Masterfile Maintenance - UU - User Utilities
QB - Query Builder VM - Vendor Maintenance 1t UM - User Menu
-I. BG - Backgrounds Sl - Store Inventory g SM - System Menu
I
Sypstern DENT “Wergion 5.3.8 Port 41 Uger AMY Account TEXT Menu BUYBACK.G 11:20
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Setting Up Buyback Parameters (TX-5-1)

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 Setup menu. Select
the Parameters option followed by the Buyback Parameters option to get to the Buyback
Parameters screen (TX-5-1).

TCS [AP] v1.2.26 EEX

Fle Connection View Help
||| 2o & B-| % Wi
| Buyback Parameters

Store: |1 |Tota| Computing Test

Buyback Need Formula: |1 |Tota| Required - QOH - PO’s - Confirmation

Adopted Books Wholesale Books
Percentage of Whsle Buy Guide (New)

Percentage of Retail New Price

Good: [50 Fair: |50 Good: 100 Fair: [100
Percentage of Retail Used Price Percentage of Whsle Buy Guide (Used)
Good: 50 Fair: |50 Good: (100 Fair: [100

Books With Zero Value Mode: W
N

Good: 0.00 Use Window in Buyback:

Fair: 0.00

Rounding Direction: U
Rounding Coin: |0.25

=Save ‘ ‘ X=Cancel 1 | M=Modify 1 | S=Season | | W=Wholesalers
[
BUYBACK AT 1309
2. In the 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 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 heading, in the Good 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 Fair 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 Percentage of Retail Used Price heading, in the Good 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 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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10.

11.

12.

13.

14.

15.

Under the Percentage of Whsle Buy Guide (New) heading, in the 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 Fair 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.

Under the Percentage of Whsle Buy Guide (Used) heading, in the Good 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 Fair 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.

Under the Books with Zero Value heading, in the Good field, enter the amount that you would like
to pay for books in good condition with zero value. In the Fair field, enter the amount that you
would like to pay for books in fair condition with zero value.

In the Rounding 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.

In the Rounding 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".

In the Mode field, enter “G” for a general buy mode or “W” for a wholesale buy mode.
In the Use 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 HN!Y-

Default Condition:

'N'ew or 'U'sed: N

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

In the ‘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 Y2 of retail new. If you select “U”, buyback will be
calculated as V2 of retail used.

Enter “S” or click on “Season” 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 “W” or click on “Wholesalers” to get to the Buyback Wholesaler Setup screen.

TCS [AP] v1.2.26

File Connection Yiew Help
nEa &l @) B % il
| BUYBACK WHOLESALER SETUP

Use Highest Price: D Display Wholesale Prices: |Y

WHOLESALER

1003 FOLLETT COLLEGE BOOK CO.
1001 MBS MISSOURI BOOK SERVICES

1000 2z]NBC NEBRASKA BOOK COMPANY

1009 TICHENCR

1008 [22] SEB SOUTH EASTERN BOOK COMPANY,INC
0000092 [72]BUD BUDGET BOOKS

DN s W R =

I
[ e [

STORE.MWHSL.SETUP AT 1351
17. In the Use 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 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 # field, enter in the vendor number associated with your first wholesaler. In the File

Name field, enter in the file name for the wholesale buying guide. Only a valid file name can be
entered. The Wholesaler 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 (TX-5-2)

The Buyback Maintenance menu contains functions dealing with buyback parameters for

individual items.

TCS [Remote Connection] v1.2.26

Fle Connection View Help

ol 8ol &ele - %l Wl

Buyback Maintenance

-1 RP - Reports

=l PM - Printer Mgt.
QB - Query Builder

-'. BG - Backgrounds

g 1. Buyback Flag Maintenance

B} 2. Shift Wholesale to Retail by item
B 3. List of Shifting Whsle to Retail
7% 4. Shift Retail to Wholesale

B} 5. List of Shifting Retail to Whsle

Enter Selection I:I

MI - Masterfile Inquiry

MF - Masterfile Maintenance
VM - Vendor Maintenance

Sl - Store Inventory

-1 SU-SETUP
-1 UU - User Utilities
-t UM - User Menu

&) SM - System Menu

Systern D3NT

Wersion 538 Port 41 Lzer AMY

Account TEXT

Menu BBMAINT-M | 11:34
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Buyback Flag Maintenance (TX-5-2-1)

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).

TCS [Remote Connection] v1.2.26 E]@

Fle Connection View Help
||| 2o & B-| % Wi
Buyback Flag Malntenance

Store: |1 |Total Computing Test
ISBN: [0-684-18254-8
Title: || & THOU (2ND)(TRANS: SMITH ) Ed Notes: |OP 10/02
Author: [BUBER ' Edition: | Copyright: [58
Open to Buy: - :zlm-
Value Code: AD 1 Tntal Computing Test
Limit Flag: [Y
Estimated BB: | 25
' Wholesaler
mmm-_ Wholesaler Name
SELF
2w | j_ 1003 [FOLLETT COLLEGE BOOK CO.
3w [ 1001 [MISSOURI BOOK SERVICES
aw ' f 1000 [NEBRASKA BOOK COMPANY
Book Flag Code:
's [rz]cHECK STOLEN BOOK LIST
AR
=Save || X=Cancel | | M=Modify | | |
|
BBMAINT AMY 10:50
16. In the Store field, enter the store number for which you wish to set up buyback. This will also
automatically populate the Store, Store Name, and BB Need fields in the upper right side of
the screen.
17. In the ISBN field, enter the book for which you wish to set up buyback.

18. The Title, 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 field will automatically populate with the open to buy quantity for this ISBN.

20. In the Value 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 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.

23.

The Estimated BB field will automatically populate with the total estimated buyback amount
taken from all adoptions entered in terms attached to the current buyback season.

In the R/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 Limit field, enter the total quantity of copies (your limit) you will buy back at this value.

25. The Purchased field will automatically populate with the quantity of books purchased at
buyback at this value.

26. In the [BNBHIEB 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 ID field, enter the vendor number of the wholesaler you would like to
purchase textbooks for at buyback. The Wholesaler Name field will automatically populate
with the name of the wholesaler entered.

28. In the Book 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 Retail (TX-5-2-2)

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 option followed by the Buyback
Maintenance Menu option and the Shift Wholesale to Retail by Item option to get to the
Shift Wholesale to Retail by Item screen (TX-5-2-2).
TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help
nEa &l @) B % Wl
Shift Wholesale to Retail by Item

Store: |1 "Total Computing Test
ISBN: [0-14-043135-7
Title: TESS OF THE D'URBERVILLES (INTRO: ALVAREZ )
Publisher [PENGUIN PUTNAM INC
Ed: | Ed Mote: Copyright: |78
shift QTY: | 1 QTY Retail: 4 QTY Whsle: 1
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ l |
[
SHIFT AbdT 11:42
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the 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
Retail field contains the number of books that have been bought back for retail, and the QTY
Whsle field contains the number of books that have been bought back for wholesale.

5. In the Shift 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 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 (TX-5-2-3)

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

TCS [Remote Connection] v1.2.26 g@

Fle Connection View Help

&l & 4ol @@ 8- %
List of Shifting Wholesale to Retail

Store: [1 fTotaI Computing Test
Begin Date: |
Ending Date:
Sort by: |A
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
|
SHIFTLIST AMY 11:45
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "?7?”.
3. In the Begin Date field, enter the beginning of the date range, or leave the field blank.
4. In the Ending Date field, enter the ending of the date range, or leave the field blank.
5. In the Sort 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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SHIFTLIST Li=st of Shifting Tholesale to Betail
For Store 1

Shift. . . o= 4
ISEN. . _...... Buthor. . ....... = TUELISHEDR. .. ... __Ed Cp¥r Date.._ .. Shift
0-14-043135-7 HARDY TESS OF THE D' URBERVILLEZ (INTRO: ALVAREE ) PENGUIN DPUTHAM 72 03714,/06 i
*kk 0
0-E34-52140-X TAN ADPPLIED FINITE MATHEMATICS PRENTICE-HALL I 3RED 90 0O5/18/08 z
*k%x 2
Grand Total Z
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Shifting Retail Buyback to Wholesale (TX-5-2-4)

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

TCS [Remote Connection] v1.2.26 E]@

Fle Connection View Help

ol 8ol &ele - %l Wl

Shift Retail to Wholesale

Store: |1 "Total Computing Test
ISBN: [0-14-043135.7
Title: [TESS OF THE D'URBERVILLES (INTRO: ALVAREZ )
Publisher PENGUIN PUTNAM INC
Ed: | Ed Note: | Copyright: [78
shift QTY: | 4 QTY Retail: 5 QTY Whsle: 0
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
|
SHIFT AT Ak 11:50
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the 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
Retail field contains the number of books that have been bought back for retail, and the QTY
Whsle field contains the number of books that have been bought back for wholesale.

5. In the Shift 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 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 List of Retail to Wholesale Shifted Buybacks (TX-5-2-5)

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 Buyback option followed by the Buyback
Maintenance Menu option and the List of Retail to Wholesale option to get to the List of
Shifting Retail to Wholesale screen (TX-5-2-5).
TCS [Remote Connection] v1.2.26 g@

Fle Connection View Help

&l & 4ol @@ 8- %
List of Shifting Retail to Wholesale

Store: [1 fTotaI Computing Test
Begin Date: |
Ending Date:
Sort by: |A
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
|
SHIFTLIST-Rw Ak 11:57
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??”.
3. In the Begin Date field, enter the beginning of the date range, or leave the field blank.
4, n the Ending Date field, enter the ending of the date range, or leave the field blank.
5. In the Sort 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 (TX-5-3)

The Wholesaler Database Maintenance Menu (TX-5-3) contains functions dealing with your
wholesale buying guide(s). This section covers these functions.

TCS [Remote Connection] v1.2.26

[AEE
Fle Connection ‘iew Help
Ll = 2 R @| 5-| % Wl

Wholesale Database Maintenance

Bl 1. Wholesale Buying Guide B, 21. Update Whsle Guide

Bl 2. Wholesale Guide Maintenance T} 22. Coordinate Whsle Guide

Enter Selection l:l

-. RP - Reports MI - Masterfile Inquiry -'L SU-SETUP
= PM - Printer Mgt. MF - Masterfile Maintenance -t UU = User Utilities
QB - Query Builder VM - Vendor Maintenance -1t UM - User Menu
-1 BG - Backgrounds Sl - Store Inventory 5 SM - System Menu
[
Systern DINT Version 5.3.8 Port 41 User AMY Account TEXT Menu WDk 11:53
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Search the Wholesale Buying Guide (TX-5-3-1)

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 option followed by the Wholesaler
Database Maintenance option and the Wholesale Buying Guide option to get to the
Wholesale Buying Guide screen (TX-5-3-1).
TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help
nEa &l @) B % Wl
Wholesale Buying Guide

Item: [0-691-00053-0
Old ISBN: |
Author: ADAMS
Title: [ADAM SMITH GOES TO MOSCOW
Title Note: |
Edition: |
Copyright: 93
Pub Code: PRINCETON
Price: 5'2"2'.95
List/Net: L
New Whsle: [0.00
Used Whsle: [0.00

BB Note: |
=Exit ‘ ‘ C=Copy to database ] | |
[
WEG AT 12:04
2. In the Item 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 (TX-5-3-2)

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 Buyback option followed by the Wholesaler
Database Maintenance option and the Wholesale Guide Maintenance option to get to the
Wholesale Guide Maintenance screen (TX-5-3-2).

TCS [Remote Connection] v1.2.26 g@

Fle Connection View Help
il & 4o @| B-| % il
Wholesale Guide Maintenance

ltem: [0-691-00053-0 ' Author Index: | Title Index:

Author: |ADAMS
Title: |[ADAM SMITH GOES TO MOSCOW
Edition Note: |
Pub Code: [PRINCETO
Edition: |
Copyright: |93

List/Net: L
Pub Ref Price:| 2295
Whsle New Price: | 2.00
Whsle Used Price: | 2.00

BuyBack Note:

BuyBack Type: |
Flag:
=Update | [ X=Cancel Entries | | M=Modify | | |
|
BBWDM AMY 12:08
2. In the Item 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]I\[TITLE]".

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

4, In the Whsle New Price field, enter the wholesale price for new books.

5. In the Whsle Used Price field, enter the wholesale price for used books.

6. In the Buyback 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.

170
Copyright @ 2006
Total Computing Solutions, LLC



CourseTrak™ Users Guide

Updating the Wholesale Guide (TX-5-3-21)

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

TCS [Remote Connection] v1.2.26 E]@

File Connection Yiew Help
nEa &l @) B % Wl
Update Wholesale Guide
Buying Guide to Update: NBC
<L>=Local or <D>=Download: L
Local Drive and Path: |D:/WHSLE/

Coordinate Wholesale Guide: ¥

Update Cross-Reference: Y

R=Run Procedure ‘ ‘ X=Cancel ‘ | M=Modify ‘ | |
[
THwWBG.UPDATE AbdT 1211
2. In the Buying 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 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 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 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 Cross-Reference 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 (TX-5-3-22)

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 option followed by the Wholesaler
Database Maintenance option and the Coordinate Whsle Guide option to get to the
Coordinate Wholesale Guide screen (TX-5-3-22).

TCS [Remote Connection] v1.2.26
Fle Connection View Help
&l & 4ol @@ 8- %
Coordinate Wholesale Guide
Update Publisher Price Changes (Y/N): |Y
Update Publisher (Y/N): Y
Update ISBN Changes (Y/N): Y
Update Retail Price (Y/N): N
Check Copyright, Edition, Edition Notes (Y/N): Y
R=Run Procedure ‘ ‘ X=Cancel ‘ | M=Modify ‘ | |
|
COORD.BLBK.PUB AMY 1215

2. In the Update 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 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 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 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 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 (TX-5-4)

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.

TCS [Remote Connection] v1.2.26 E] | X

Fle Connection ‘iew Help

] = @| -] %= il
Guaranteed Buyback Menu

Bk 1. Pre-ist Guaranteed Buyback
B} 2. Guaranteed Buyback Repaort

& 3. Edit/Enter Preliminary List

E% 4. Flag Guaranteed Buyback Limits

Bk 5. Print Guaranteed Buyback Tags

Enter Selection l:l

-. RP - Reports MI - Masterfile Inquiry -'L SU-SETUP
= PM - Printer Mgt. MF - Masterfile Maintenance -t UU = User Utilities
QB - Query Builder VM - Vendor Maintenance . UM - User Menu
-1 BG - Backgrounds Sl - Store Inventory 5 SM - System Menu
[
Systern DINT Version 5.3.8 Port 41 User AMY Account TEXT Menu GUARAMNTE | 12:18
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Pre-List Guaranteed Buyback (TX-5-4-1)

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 option followed by the Guaranteed

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

TCS [Remote Connection] v1.2.26 @@

Fle Connection View Help

&l & 4ol @@ 8- %
Create Guaranteed Buyback Preliminary List

Store: [1 ' [Total ‘Cnmputing'Tes't

Term to get information from: [2005-2 [SUMMERO05

Minimum Qty to Cover: 10
Minimum New Retail Price: _1.00
Minimum Wholesale Value Percentage: 50
Lowest Copyright Year: ?1996 -

| 1|Custo|

Description..............

R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
|
PREGEB AMY 12:22
2. The Store 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 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.
175
Copyright @ 2006

Total Computing Solutions, LLC



CourseTrak™ Users Guide

Guaranteed Buyback Report (TX-5-4-2)

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 Buyback option followed by the Guaranteed
Buyback option and the Guaranteed Buyback Report option to get to the Guaranteed
Buyback Report screen (TX-5-4-2).

TCS [Remote Connection] v1.2.26 @@

Fle Connection View Help

||| 2o @@ B % W
Guaranteed Buyback Report

Store: 1 ':Total Computing Test
Term: 20052 [?] SUMMERO5
Sort by: |A
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
|
GBB.RPT AMY 12:22
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. The Term field is automatically filled in with the default for the store. For a list of terms,
enter “??”.
4. In the Sort 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.
12:21:35 14 Mar 2006 Total Computing Test PRAGE i
GEE._BRPT Guarantesd Buyback Report TEXT

For Store: 1 , Term: Z00E-Z
# of Titles CGuaranteed: 4 f §# of Titles Adopted: €% / % of Titles Adopted: E5_75%
$ Guaranteed: $3,662.50 f § Adopted: $1328,152.10 / % of § Adopted: Z.&65%
Oty Guarantesd: 40 f 0ty Adopted: 4385 / % (Qoy Adopted: 0.391%

WHELE RETAIL WHELE

ISEN... ...... TITLE. « . i AUTHOER. .. ... PUBLISHER. ... ._......... . .El» CPRT .QTC UPRICE NPRICE PRCNTAGE

0-Z01-74631-x INTEODUCTORY ALGEBRAL (F) EBEITTINGER ADDISON-WESLEY LONGHMAN 3TH o3 10 1%.00 1E6.25 1%

0-2z21-142Z632-Z LONCGMAN/MACMILLAN READER (P} MNADELL ADDISON-WESLEY LONGPMAN &TH oz 10 1&.00 71.40 1%

0-7835-6704-0 DISCOVERING COMPUTERS Z004: COMPLETE (P) SHELLY AMECAN oz 10 lé.00 24,60 11%

0-785%5-6185-9 DISCOVERING COMPUTERS Z00Z: COMPLETE (P) SHELLY DARTON LOMNGMAN & TODD o1 1o EE.95 84 60 5%
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Editing the Preliminary Guaranteed Buyback List (TX-5-4-3)

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

TCS [Remote Connection] v1.2.26

Fle Connection View Help
il & 4o @| B-| % il
Enter Preliminary Guaranteed Buyback List

Store: |1 ' [Total @:mputing Test Last Update: iDSfHMB
Term: 2005-2 [SUMMER0S ' Status: [Opened
| [Eqtn_[coyrt _[aTC _|WuPrice _[RNPrice _[Wisle vare |
###  |Author [Title
1 |0-7895-6704-0 | 03 10 16.00 84.60 1%
[SHELLY IDISCOVERING COMPUTERS 2004: COMPLETE (P)
2 0321142632 [ emH] 02| 1o 12.00] 71.40 | 1%
[NADELL LONGMAN/MACMILLAN READER (P) '
3 [o-78956185-9 [ ' o1 10f 22.95] 84.60 25%
[SHELLY IDISCOVERING COMPUTERS 2002: COMPLETE (P)
4(0-20174631-X [ omH] 03[ 1o 19.00]  126.25| 1%
[BTTINGER INTRODUCTORY ALGEBRA (P) '
=Save || X=Cancel | [ F=Flag Buyback limits | | M=Modify | |
Cancel
|
GRBB Ak 1226
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the Term field, enter the term for which you want to edit the preliminary list. For a list of

terms, enter “??”.

4. In the 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]I\ITITLE]". 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 (TX-5-4-4)

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 Buyback option followed by the Guaranteed

Buyback option and the Flag Guaranteed Buyback Parameters option to get to the Flag
Guaranteed Buyback Limits screen (TX-5-4-4).

TCS [Remote Connection] v1.2.26 @@

Fle Connection View Help

||| 2o @@ B % W
Flag Guaranteed Buyback Limits

Store: |1 '

Term: [2005-2 [SUMMER0S

R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
|
FGBB AMY 1228
2. In the Store field, enter the store for which you want to set the flags. For a list of stores,
enter “??7,
3. In the Term field, enter the term for which you want to set the flags. For a list of terms, enter
M??".
4. Enter “R” to set the flags, “X” to Cancel, or “M” to Modify.
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Printing Guaranteed Buyback Tags (TX-5-4-5)

To print tags for the guaranteed buyback items, follow these steps.

1. From the CourseTrak Main Menu, select the Buyback option followed by the Guaranteed
Buyback option and the Print Guaranteed Buyback Tags option to get to the Print
Guaranteed Buyback Tags screen (TX-5-4-5).

TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help

i Blal 2ol @@ 8- % W
Print Guaranteed Buyback Tags

Store: 1 \ ;Total Computing Test

Term: [2005-2 [r7] [SUMMERO5

R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ l |
[
PGEE AbdT )
2. In the Store field, enter the store for which you want to set the flags. For a list of stores,
enter “??7,
3. In the Term field, enter the term for which you want to set the flags. For a list of terms, enter
M??".
4. Enter “R” to print the tags, “X” to Cancel, or “M” to Modify.
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Buyback Reports (TX-5-21)

The Buyback Reports Menu (TX-5-21) contains reports that list information about buybacks.
This section covers these reports.

TCS [Remote Connection] v1.2.26 E@

File Connection Yiew Help

DElE oo 2@ 7] %

Buyback Reports

ZL 1. Non-Coordinated Books B} 21. Actual vs Expected
B4 2. Actual vs Needed T4 22. Buyback Audit Report
% 3. Buyback Need 0% 23. Retail Purchases

B4 4. Manual Buyback Control List B} 24. Wholesale Purchases
T4 5. Estimated Buyback T% 25. Books for Wholesalers

Enter Selection |:|

-i. RP - Reports MI - Masterfile Inquiry -IL SU - SETUP
B! PM - Printer Mgt. MF - Masterfile Maintenance - UU - User Utilities
QB - Query Builder VM - Vendor Maintenance 1t UM - User Menu
-I. BG - Backgrounds Sl - Store Inventory g SM - System Menu
I
Sypstern DENT “Wergion 5.3.8 Port 41 Uger AMY Account TEXT Menu BUYBACK.R 1230
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Non-Coordinated Books Report (TX-5-21-1)

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 option followed by the Buyback
Reports option and the Non-Coordinated Books option to get to the Non-Coordinated Books
screen (TX-5-21-1).
TCS [Remote Connection] v1.2.26 E]@

Fle Connection View Help
il & 4o @| B-| % il
Non-Coordinated Books

Sort by (T,LP,A): A

R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
[
LOG.SORT AMY 1234
2. In the Sort 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.
QUH  QOH
ISEN. . ....... B e I Author. ... Publisher. ._New _Used
] a
0-380-712653-% NORAL EPHRON COLLECTED EFHEON ATON ] 0
] 0
0-314-80711-% DEETOR-CREDITOR LAW IN A NUTSHELL EPSTEIN WEST ] a
] 0
0-8299-2130-3 CONSUMER LAW IN A NUTSHELL EPSTEIN WEZT ] 0
] a
0-14-0d44740-5 PEAISE OF FOLLY ERASMIS IEC ] 0
] 0
9-9700156-53-% LOVE MEDICINE ERDEICH ] 0
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Actual vs. Needed Buyback Report (TX-5-21-2)

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 option followed by the Buyback
Reports option and the Actual vs. Needed option to get to the Actual vs. Need screen (TX-5-
21-2).

TCS [Remote Connection] v1.2.26 E@

Fle Conmection View Help

in|E|a| 2o & e 5| % W
Actual VS Need

Store: [1 fTotaI Computing Test
Sort: [A

Enter Min Qty to Report: [1

R=Run Procedure | | X=Cancel ] ‘ M=Modify | l |
|
ACT.MEED AMY 1237
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the Sort 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 Min 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.
12:36:09 14 Mar 2006 Total Computing Test PRAGE
ACT.NEED Actual V8 Heed

Flag Betail TWhsle Store

ISEBN. .. ...... Author. . ... ... i ..Ed CpY¥r Code ...Q0ty ..0ty Need.
0-0&-0376Z4-1 ALEXIE LOME BANGER & TONTO FISTFIGHT IN HEALVEN 93 [u] [u]
0-446-60025-3 ANAYA BLEZS ME, TLTIMA (DACE SIEE) 94 a a
0-7167-Z6Z5-4 ARONZON LEADINGSE ARPOUT SOCIAL ANIMAL 7TH 9t u} u}
0-07-Z308Z5-4 EAKER ADVANCED FINANCIAL ACCT.-STD.GDE. 4TH 23 o] o] Z5
0-E32-43747-4 BALFOUR CASTRO (P} ZND 95 a a 128
0-13-010425-Z BEAME ADVANCED ACCOUNTING ETH 2z o o
0-Z01-5ZE510-0 EITTINCGER ALGEERE & TRIGONOMETRY zZ 93 [u] [u]
0-201-74621-X BITTINGER INTRODUCTORY ALGEEBRA (I} STH oz u} u} 4
0-07-251244-X BRADLEY PROGRAMMING WITH JAWA (W/CD ) PROGRAMMING WITH TAVA (W/0UT oz o 3
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Buyback Need Report (TX-5-21-3)

The Buyback Need report displays information about the books you need to buyback.

1. From the CourseTrak Main Menu, select the Buyback option followed by the Buyback
Reports option and the Buyback Need option to get to the Buyback Need screen (TX-5-21-3).

TCS [Remote Connection] v1.2.26 @@

Fle Connection View Help
||| 2o & B-| % Wi
Buyback Need

Store: [1 :‘Total Computing Test
ISBN: |
Sort By: |A
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
|
BB-EST-LIST AMY 12:42
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the ISBN field, enter an ISBN you would like buyback information about, or leave the field
blank.
4. In the Sort 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.
12:41:54 14 Mar 2006 Total Computing Test PRGE 13
[EE-EST-LIST Buyback Need Report for ESeason TEXT
Buyback Special Price Buyback LIMIT
Buthor. ... Title. ... . ... . ... .. .. ... .-..... ISEN. ... ..... ..Ed CpYr PUBLISHER.. .. .. - ..Heed . .Price .Hew . _Price FLAG. . ._..
(CONPAD LORD JIM 0-233-96335-7 z 9& NEIL WARREN 1 1320 &.78
LELILLO WHITE NOISE 0-14-007702-2 8L BAKEER EBOOE HOUS 5 1500 750
[LICTIONARY MOSEY'S MEDICAL, NURSING & ALLIED* H 0-323-01430-5 6&TH 0z 5 37.75 12._00
[C ONHE JOHN DOMNNE'S POETEY 0N-293-96062-5 zZ S W. W. NORTON & 1 1335 7.00
D RYTEN CAZEZ IN FINANCIAL MANACEMENT 0-03-037358-7 37 HARCOULRT ERACE 00 le.3E S.EE
FITEZEPATREIC ADVANCED CALCULITS N-534-9Z61l2-6 a5 3 75.00 126,30 63_E58
[HAPDY TESS OF THE D'URBEEWILLES (INTRO: A 0-14-04313L5-7 78 PEHNGUIN PUTNAM 109Z 11.00 E.E0
DY TE23 OF THE D'UREERVILLES 0-EE3-211le8-4 GREENWOOD PUELI 13 11.00 E.ED
REIS FRAGMENTED» FOREST N-ZZ6-31764-1 54 UNIVERSITY OF C 233 1&.00 8.00
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Manual Buyback Control List (TX-5-21-4)

To print a report that contains information on manual buybacks, follow these steps.

1. From the CourseTrak Main Menu, select the Buyback option followed by the Buyback
Reports option and the Manual Buyback Control List option to get to the Manual Buyback
Control List screen (TX-5-21-4).

TCS [Remote Connection]| v1.2.26 g@

File Connection Yiew Help
nEa &l @) B % Wl
Manual Buyback Control List

Store: |1 fT'ota'I' Computing Test
Include Books Only for Term: 2005-2 ;SUMMERDE
Include books with zero need limit: N
Percent of Need Limit to include: |
Sort by: A
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
|MANLIST AT 1281
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the Include 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 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 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 (TX-5-21-5)

To print a list of the estimated buyback values you have entered, follow these steps.

1. From the CourseTrak Main Menu, select the Buyback option, followed by the Buyback
Reports option and the Estimated Buyback List option to get to the Estimated Buyback List
screen (TX-5-21-5).

TCS [Remote Connection]| v1.2.26 g@

File Connection Yiew Help

i Blal 2ol @@ 8- % W
Estimated Buyback Report

Store: [1 ‘Total Computing Test
Season: [SPRING06

ISBN:
Sort By: A

Updated as of Date: |

R=Run Procedure | | X=Cancel | M=Modify || |
|ESTIMATED-EB-HEPDF|T AT 1255
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the Season field, enter the buyback season for which you wish to report. For a list of

seasons, enter “??”.

4, In the ISBN 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 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 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.

12:50:57 14 Mar 2006
ESTIMATED-EE-EEPORT

ISEM. ... ..... Author. . ..

0-&24-12254-2 EBUEBER

Total Computing Test
Buyhack Mesd Report for Season SPRINGOE

E=st Aect Price Buyback
Title. oo e e e EE... BE... .._Mew __Price
I & THOT (EZND (TDANE: SHMITH ) zk 4 & 95 2.E0
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Actual vs. Expected Report (TX-5-21-21)

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 Buyback option followed by the Buyback
Reports option and the Actual vs. Expected option to get to the Actual vs. Expected screen
(TX-5-21-21).

TCS [Remote Connection] v1.2.26 E]@

Fle Connection View Help

ol 8ol &ele - %l Wl

Actual vs Expected

Store: |1 Total Computing Test
Season: [SUMMER05
Sort: _'A
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
|AETEXP AT 1258
2. In the Season field, enter the buyback season for which you want to print the report. For a

list of seasons, enter “??”.

3. In the Sort 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.
|;.2:56:l]2 14 Mar 2006 Total Computing Test
E-ACT-EXP Actual Buyback ws Expected
Season: SUMMEROE
Est Aot
ISEN. ... ... .. o 2 s i = Ed Cp¥r ..0TE EE... EE...
n
0-385-47366-2 AMEROZE CRAZY HORSE & CUSTER =1 -1 1]
0-12-510107-3 BARKOW ADAPTED MIND 2z -4 0 1
0-323-36056Z-5 DONNE JOHN DONNE'S POETEY z 2z 1 n
0-53400-5734-5 HAL HENDER HAL HENDERSON -z -1
0-345-35068-5 MALCOLM X AUTOBIOGRAPHY OF MALCOLM ¥ (ED: HALEY ) (BACE SIZE) s a n
0-07-053966-9 ROSEN DISCRETE MATH. +ITS APPL. -STUD.S0LN. GDE. 3ED a5  -1EZ 10
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Buyback Audit Report (TX-5-21-22)

To print a report to assist in auditing your buyback purchases, follow these steps.

1. From the CourseTrak Main Menu, select the Buyback option followed by the Buyback
Reports option and the Buyback Audit Report option to get to the Audit Report Parameters
screen (TX-5-21-22).

TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help
nEa &l @) B % Wl
Audit Report Parameters

Store: [1 'Tutal (fr.vmputing Test
Start Date: '
End Date: |
Start Tran:
End Tran: |
Buyer Code:
Student Id:
By Tran Number: 4
By Buyer Code: ' 3
By Student Id:| 5
By Author: 1
By Title: 2
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
[
BE.ALDIT AbdT 1301
2. In the Store field, enter the store number for which you wish to print the report. For a list of
stores, enter “??”.
3. In the Start 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 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 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 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 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 Student 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 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.
12:58:27 14 Mar 200& Total Computing Test PRGE 1
TH-BE-ATTDIT Buyback Audit Report TEXT

CASHE EE CUST KETED Bet Betail ThSale TMh&ale

STORE ... _DATE TRAN .CODE ID.......... Author. . ... .... . . BCANNED SKU Description.............. 0oy L L Amount JQuy .o Amount

1 Q2722706 D239 AMY EUEER 0-584-18254-8 I & THOU (ZMD) ( TRANS: SMI 1 3. 50

1 DE7z4/06 0294 FLT EUEER O0-£84-18254-8 I & THOU (ZMD) (TRANS: SMI 1 3. 50

1 01713706 Zd4E DI DT EBYID 0-28384-2281-0 APPLIED EMNGLIZH GRAMITAR 1 12. 78

1 02724706 0239 FLT CAMPEELL 0-8053-7473-5 ESSENTIAL BIOLOGY (W/CD) 1 25_00

1 DE7z4/06 0299 FLT CAMPEELL 0-8053-7473-5 ESSENTIAL EBIOLOGY (W/CD) 1 a35_00

1l 0EZ/724/06 0201 FLT CAMPEELL 0-2053-7473%-6 ESSENTIAL EBIOQLOGY (WsCD) 1 z&. 00

1 02723706 0DZ5& FLT GUJARATT 0-07-247852-7 BASIC ECONOMETRICS (W /CD}) 1 3z._00

1 DEfz3/06 OEL7T FLT GUJARATT 0-07-247852Z-7 BASIC ECOMOMETRICS (W/CIL) 1 3z.00

1 1z/05/0E5 0OEOZ FLT HATDT 0-E21-E&714-2 TESS OF D'UPBERVILLES 1 1z.00

1 0z/E7706 138E FLT HATDT 0-L£21-E£&714-9 TESS OF DL'UPBERVILLES 1 5._00

1 0z/08/06 0842 AMY HARDY 0-14-043135-7 TESS OF THE D'UREERVILLES 1 2,758

1 DEFz7/06 1349 AMY HAPDY 0-14-043135-7 TESS OF THE D'UBREERVILLES 1 E.EOD

1 DZ/E7706 13EL LMY HARDT 0-14-04321%E5-7 TE2S OF THE D'URBERVILLES 1 E_E0

1 02727706 13E8E AMY HARDY 0-14-043135-7 TESS OF THE D'UREBERVILLES 1 4. Z5

1 03401706 0310 CJT THOMALS 0-13-021028-5 CALCULIS 1 85._00

1 03701706 021z CIT THOMAZS 0-13-0Z10z8-5 CALCULUS 1 §5.00

1 03701706 0315 CIT THOMAS 0-13-021028-5 CALCULIS 1 a5._00

1 001506 1009 CIT BATILEY 0-07-003212Z-2 BIOCHEMICAL ENGIMNEERING F 1 30.00

1 01/7ZE/06 0514 LMY BADAFL 1-EEEEEZ-221-2 AUTOBIOQGEAPHY OF LEROI J0O 1 1.50

1 02724706 D294 FLT WICANDER 0-E34-39287-3 HISTORICAL GEOLOGY (W /CD}) 1 15_00

1 02724706 D294 FLT CAMPEELL 0-8053-7146- BIOLOGY (W/CD}) 1 43_00

1 DE/z4/06 0294 FLT CAMPEELL 0-8053-7473-56 ESSENTIAL BIOLOGY (W/CD) 1 Z5.00

1 0Z/01/06 0QEEZ AITY CAMPEELL 0-20E52-71lde- BIOLOGT (W/CD) 1 43_00

1 0z/01706 0563 AMY CAMPEELL 0-8053-7473-5& ESSENTIAL BIOLOGY {(W/CD) 1 &.00

1 0E701/06 OE&3 AMY WICAMDER 0-E34-339287-3 HISTORICAL GEOLOGY (W/CIL) 1 30.00
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Retai

| Purchases Report (TX-5-21-23)

The Retail Purchases report displays information on books that you have bought back at
retail buyback price.

From the CourseTrak Main Menu, select the Buyback option followed by the Buyback
Reports option and the Retail Purchases option to get to the Buyback Report Parameters
screen (TX-5-21-23).

TCS [Remote Connection] v1.2.26

Fle Connection View Help

ol 8ol &ele - %l Wl

Buyback Report Parameters

Store: |1 'Total Computing Test
Beginning Date:
Ending Date: |
ISBN: |
Sort: A

<D>=Detail, <S>=Summary: _S'

R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |

BB.RPT A 1303

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

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.

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.

In the ISBN 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.

In the Sort 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.

In the <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.
12:00:55 14 Mar 2006 Total Computing Test PRAGE 1
TH-BE-EVALL Letail Titles Bought TEXT

Summary report

Betail Aoy RBetail Selling
JButhor. . ............ 1 ISEN......... Ed.. CpYr ...Qty ..... Cost . ....... Cost ..Price
[EL RO ADAPTED MIND 0-19-510107-3 9z 13 zZ7.30 35500 z9.75
[EUEEE I & THOU (EZND) (TRAMZ: SMITH ) 0-584-18254-8 La Z 3.50 7.00 3.50
[ETERD APPLIED ENGLIZH GRAMMAR 0-8384-2281-0 2 1 1375 13_78 13_55
CAMPEELL EZ2ENTIAL EIQOLOGY (W/CD) 0-30E3-7473-6 & Z0o4 3 28_33 SE_00 4&_Z0
CONIATY DOUELY CREEN LREVOLUTION O-ld-0zEglé-x 4TH 1993 4 S.E0 13.00 13.00
[LITE QUANTITY 0-8400-3944-1 z0 5. 50 lz0.00 6. 50
[LITE aTT3 0-8400-3250-6 40 1.00 40._00
FLARAGHEER OUT OF MANY BEIEF (COMEINED) (W/CD ) 0-13-182430-9 4 04 3 13_50 40_ 50 3040
FITEZPATRICE ADWANCED CALCULITS 0-534-9Z612-6 35 7 33.7E5 E36_EL 53_15
CUJTADATI BASIC ECONOMETRICE (W/CD) 0-07-2478EE-7 4TH 03 4 ZE.00 &d._ 00 £7.00
AL HENDERSON HALL HENDERESON 0-2400-27324-9 2 418 1% 1,254.47 12.00
[HARTY TESS OF THE D'URBERVILLES (INTEO: ALVARE 0-14-043135-7 7 4 4_E0 12._00 8.2Z5
[HARTY TESZS 0OF I'UBBERVILLES 0-521-56714-9 =l 17 10.05 171.00
HELLO DU E 0-2400-3951-4 =11) 5_E50 330.00 L.E50

10. Below is a sample detail report.

13:01:55 14 Mar 2006 Total Computing Test
Tx-BEE-EWAL Betail Titles Bought

Detail report by condition

Cond
liathor_ oo ... ___._ Title. o ... ISBN. ... ... .. Ed. . Cp¥r Code. Ext Cost .. __Qty
0-8l65-1727-4 B 1Z._ 50 1
0-8leL-17z27-4 G 10.00 1
0-8l65-1727-4 G 33_E8 1
0-8leL-1727-4 G 10.00 1
[E.& PEOTT ADAPTED MIND 0-13-510107-3 b &) z4. 78 1
[ELBEOTT ADAPTED MIND 0-1%3-Llolo7-32 9 G Z4.00 1
[E.& PEOTT ADAPTED MIND 0-13-510107-3 3 B z4_. 75 1
[ELBEOT ADAPTED MIND 0-19-Llolo7-32 9z G Z4.78 1
[ELREOT ADAPTED MIND 0-12-510107-3 b G Z4.50 1
[ELPEOTT ADAPTED MIND 0-13-L51l0l07-3 S G ZE.00 1
[EAREOT ADAPTED MIND 0-12-510l07-3 2 G 25.00 1
[ELPEOTT ADAPTED MIND 0-13-L5101l07-3 S G ZE.00 1
[EALREOT ADAPTED MIND 0-12-510107-3 b G 25.00 1
[ELPEOTT ADAPTED MIND 0-13-L510107-3 S G ZE.00 1
[ELREOT ADAPTED MIND 0-12-510107-3 b G 25.00 1
[ELPEOTT ADAPTED MIND 0-13-L51l0l07-3 S G ZE.00 1
[EAREOT ADAPTED MIND 0-12-510l07-3 2 G 7.50 1
[ETEEER I & THOU (ZND) (TRANZ: SMITH | 0-584-12Z54-8 kg G 3.E0 1
[EUTEEER I & THOU (zND) (TRANS: SMITH ) 0-584-18254-8 La G 3.50 1
[ETRD APPLIED ENGLISH GRAMMALER 0-8384-zZ21-0 S G 13.78 1
CAMPEELL ESSENTIAL EIOQLOGY (W/CD}) 0-8053-7473-6 2 Z004 & 25.00 1
CAMPEELL ESSENTIAL EIOQOLOGY (W/CD} 0-8053-7472-6 EZ E004 ZE.00 1
CAMPEELL ESSENTIAL EIOQLOGY (W/CD}) 0-8053-7473-6 2 Z004 25.00 1
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Wholesale Purchases Report (TX-5-21-24)

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 option followed by the Buyback
Reports option and the Wholesale Purchases option to get to the Buyback Report
Parameters screen (TX-5-21-24).

TCS [Remote Connection] v1.2.26
Fle Connection View Help
&l & 4ol @@ 8- %
Buyback Report Parameters
Store: |1 'Total Computing Test
Beginning Date:
Ending Date: |
ISBN: |
Sort: |A
<D>=Detail, <S>=Summary: _S'
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
|
BB.RPT AMY 1306

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

3. 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.

4, 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.

5. In the ISBN 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 Sort 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 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.
12:04:24 14 har 2006 ) Total Computing Test PAGE
TH-BE-WH2LE Tholesale Titles Bought
Summary report
TMhsle Doy TMhsle Selling
buthor. ... ... ....... 1 ISEN......... Ed.. Cp¥r ..0Qtvy ..... Cost ........ Coszt ..Price
0-E34-E7786-5 2 04 1 17.00 17.00  27.40
& 4 £.00 Z0.00 o.oo
| BEWIN z 500 10.00 a.on
AEDAME NORTON ANTH ENGL LIT (SET-WOL 1i, 1B & 1 0-252-1L51132-1 7 aln) 1 17.00 17.00 z29.7%
ACHERMAN (W/BLUE SKIES CD) METEOROLOGY 0-534-37199-X 03 1 20._00 20.00 4055
BAILEY EIOCHEMICAL ENGINEERING FUNDAMENTALS 0-07-003212-2 2 EH 1 30.00 20.00
BAKER ADVANCED FINANCIAL ACCOUNTING 0-07-005414-2 3ED 96 1 1.00 1.00 0.00
EBAKER ADVANCED FINANCIAL ACCOUNTING(SG) 0-330-60237-X 1 1.00 1.00 a.0n
BADAKA AUTOEIOGRAPHY OF LEROI JONES (P} 1-E5eEZ-231-Z a7 1 1.E0 1.E50 o.oo0
BARKOW ADADTED MIND 0-15-510107-3 az 13 5,30 £3.00  E25.75
EBARLETT AMERICA: WHAT WENT WRONG? 0-2262-7001-0 az z 0.7& 1.E0 a.0n
BECEELR TREATISE ON FAMILY, ENLARGED O0-574-30599-3 (REW 21 zE 3.27 7E.00 14._00
)
EERGERUD MICROSOFT WINDOWS XP: BASICE (P} 0-£l9-0&981-2 oz ? L.zg 27.00 zl.E0
10. Below is a sample detail report.
13:05:22 14 Mar 2006 Total Computing Test
Tx-BE-WHSLE TMolesale Titles Bought
Detail report by condition
Cond
lAuthor. .. ... ... ..... B I ISEN. . ... .... Ed. . CpYr Code. Ext Cost ...
[ETTRROTT E0O0OK OF MIDDLE EMNGLIZH (P} 0-631-12353-7 END 26 [ 1.00
[ETERD APPLIED ENGLIZH GRAMMAR 0-8384-2281-0 az z 1.00
[BY R APPLIEL EMGLISH GRAMMALE 0-g8384-2z81-0 9z = 1.00
CAMPEELL EBEIOLOGY 0-8053-1800-3 ZND 20 = 1.00
CAMPEELL EIOLOGY (W/CD:§e7ez-d4) 0-8053-6624-5 &TH 0OZ [ 24.00
CAMPEELL EIQLOGY (W/CD} 0-8053-7146-3 7 Z0o0gE & 44_00
CAMPEELL BIOLOGY (W/CD) O0-8053-7146-¥ 7 2005 & 44 _00
CAMPEELL EIOLOGY (W/CDM 0-8053-7146-3 7 Z00E & 44_00
CAMPEELL EIQLOGY ({W/CD) 0-80532-7146-3 7 Z0o0gE & 44_00
CAMPEELL BIOLOGY (W/CD) O0-8053-7146-¥ 7 z005 & 43_00
CAMPEELL ESSENTIAL EIOQLOGY (W/CD) 0-8053-7473-6 2 zZood & &.00
CAMPEELL EIQLOGY (W/CD} 0-8053-7146-3 7 Z0o0gE & 44_00
CAMPEELL ESSENTIAL EIOQLOGY (W/CID) 0-8053-7473-6 Z z004 & Z0_00
CAMPEELL EIOLOGY (W/CDM 0-8053-7146-3 7 Z00E & 44_00
CAMPEELL ESSENTIAL EIOLOGY (W/CD} 0-80532-7473-6 2 zoo4 = &.00
CAMPEELL ESSENTIAL EIOQLOGY (W/CD) 0-8053-7473-6 Z z004 = Z&5.00
CAMPEELL EIOLOGY (W/CD 0-8053-7146-3 7 Z00E & 44_00
CAMPEELL EIQLOGY (W/CD} 0-8053-7146-3 7 Z0o0gE & 44_00
CAMPEELL ESSENTIAL EIOQLOGY (W/CID) 0-8053-7473-6 Z z004 & Z5._00
CAMPEELL EIOLOGY (W/CDM 0-8053-7146-3 7 Z00E & 44_00
CAMPEELL EIQLOGY ({W/CD) 0-80532-7146-3 7 Z0o0gE & 44_00
CAMPEELL BIOLOGY (W/CD) O0-8053-7146-¥ 7 z005 & 43_00
CAMPEELL EIOLOGY (W/CD 0-8053-7146-3 7 Z00E & 44_00
CAMPEELL EIQLOGY (W/CD} 0-8053-7146-3 7 Z0o0gE & 43_00
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Books for Wholesalers Report (TX-5-21-25)

To print a list of books you have bought for each wholesaler, follow these steps.

1. From the CourseTrak Main Menu, select the Buyback option followed by the Buyback
Reports option and the Books for Wholesalers option to get to the Buyback Report
Parameters screen (TX-5-21-25).

TCS [Remote Connection]| v1.2.26 @@

File Connection WYiew Help
nEa &l @] 5| % Ll
Buyback Report Parameters

Store: |1 "_Total Computing Test
Wholesaler: [1000 ' :-NEB”RAS"K‘A BOOK COMPANY
Beginning Date: |
Ending Date: |
ISBN: |
R=Run Procedure | | X=Cancel ] ‘ M=Modify | | |
|W'HSLE.F|PT AMY 1313
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the Wholesaler 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 ISBN 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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13:09:43 14 Mar 2006 Total Computing Test
Tx-EE-MULTI TMholesale Titles Bought
Sumwary report
NEERASEAL BOOE COMPANT
JAUTHOR. . .. .. .... B 0 P IZEN. .. ...... ED CPYR QTY. PRICE..... EXTENDED. .
TRICE
[ H 0-07-0532965-0 X b z g.00 1&._00
LOSEN DIZCRETE MATH.+ITZ APPL.-3TUD.20LN.GDE. 0-07-0833&&-2 3R 35 z la.00 zo.00
TAPSCOTT BLUEFRINT TO DIGITAL ECONOMT O-07-083349-5 ag d z. 50 lo._00
ERADLEY PROGEAMMING WITH JAVA (WfCD ) PROGEAMMIN O-07-ELlzdd-X oz 1 la.00 lo._00o
ERADLEY PROGEAMMING WITH JAVA (WACD ) PROGEAMMIN O-07-ZL1z44-4 0z zZ L_oo lo._00
LOCEEER BUSINESS & ADMIMNISTRATIVE COMMUNICATION O-07-25L51324-2 & oz 11 1la. 00 llo.00
LOCEEER BEUSINESS & ADMIMNISTRATIWE COMMUNICATION O-07-255134-8 & Hjc] 1z 1E.00 lg0_00
CLPER INTRO TO BIOMEDICAL EQUIPMENT TECHNOLOGY 0-13-01049Z-7 4 ol 1 Z0.00 z0_00
GRIMALLT DISCREETE+COMEINATORIAL MATHEMATICS O0-Z01-E54983-2 3B 94 4 1lz.00 48_00
IDTTHE AGE OF BELIGIOUS WARS 15E59-171F%5 0-393-0%9021-3 2 79 zZ 300 &_00
MITCHELL GONE WITH THE WIND O-4456-36538-6 93 1 1.00 1._00
THOMPSON CHINESE BRELIGION O0-534-Z5536-1 & 96 1 300 3.00
ICANDER HISTORICAL GEOLOGY (W/CD) (P} O0-534-39287-3 4 2004 1 la.00 10_00
ICANDER HISTORICAL GEOQLOGY (W/CD) (P} 0-534-33287-3 4 z004 1 3E.00 3E_00
[HAPDTY TEZ3 0OF THE L 'UREERVILLES O-5E53-Z11658-4 3 0.&50 1_&0
[FLb FEL METAMORPHOETE O-EE3-Z1369-5 T zZ o.7& 1_ED
IEERGERUT MICROSOFT WINDOWS XP: EBASICES (P) 0-g19-05981-8 0z zZ &_ 00 1z._00
JEFFERIZ ARCHITECTURAL DERAFTING & DESICGH (WSCD | 0-7E663-1546-3 4 ol 1 1&._00 15._00
O0-2165-1727-4 & 3.00 13.00
e Ez7.00
Ez7.00
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Wholesale from Buyback (TX-5-22)

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 (TX-5-23)

To clear the buyback flags for all books in your system, follow these steps.

1. From the CourseTrak Main Menu, select the Buyback option followed by the Clear Buyback
Fields option to get to the Clear Fields screen (TX-5-23).

TCS [Remote Connection] v1.2.26 @@

File Connection View Help
||| 8ol -] % il
Clear Fields
Clear Buyback Limit (Y/N): Y
Clear Check Book Flags (Y/N): Y
Clear Buyback Special Price (Y/N): Y

Clear Wholesale Purchases (Y/N): Iy

Clear Temporary Buyback Files: ﬁ"

Clear Limit Flags: [Y For Limit Flag: |ALL
R=Run Procedure ‘ | X=Cancel ] | M=Modify | ‘ |
|
BB.CLEAR AT 1325
2. In the Clear 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 Flags field, enter “Y” if you want to clear any check book flags.
Otherwise, enter “N”.

4, In the Clear 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 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 Files field, enter “Y” if you want to clear temporary files.
Otherwise, enter “N”.

7. In the Clear Limit Flag field, enter “Y” if you want to clear buyback limits. Otherwise, enter
MN”.
8. In the For 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.
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Batch Print Barcodes (TX-5-24)

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 Buyback option followed by the Batch Print
Barcodes option to get to the Bath Print Barcodes screen (TX-5-24).
TCS [Remote Connection] v1.2.26 g@@

File Connection Yiew Help

nEa &l @) B % Wl
Batch Print Barcodes

Store: [1 '
Beginning Date:
Ending Date:
ISEN: |
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ l |
|BE.LABELS AT 1332
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the Beginning 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 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 ISBN 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.

TCS [Remote Connection] v1.2.26

File Connection Wiew Help
wdal 8le Sele B-| % wl
atch Print Barcodes

13:32:20 MNow processing TH.EBEBE. LABELS
13:32: 20 Now processing TX.BE.LABELS

[404] 144 itemz selected out of 714 itenms.
13:32:21 Mow processing TH.EBEB. LABELS

[404] 144 item= =elected ocut of 1 items.
Entry # 6

13:32:21 MNow processing TH.EBEB. LABELS

[404] 144 item= =zelected ocut of 1 items.

Batch Print Barcodes

A Do you want to flag books as printed?
[Choosze Ho if printing was not ful or if you
wizh to Batch Print labels again.)

Cancel | | Options

BB.LABELS Ay 1335
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Book Lookup (TX-5-6)

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.
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Inventory Menu (TX-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.

TCS [Remote Connection] v1.2.26

File Connection Yiew Help

DElE oo 2@ 7] %

-i. RP - Reports
PM - Printer Mgt.
QB - Query Builder
-I. BG - Backgrounds

-1 1. Physical

&l 2. Adjustments

Enter Selection I:I

MI - Masterfile Inquiry

MF - Masterfile Maintenance
VM - Vendor Maintenance

Sl - Store Inventory

-IL SU - SETUP

- UU - User Utilities
- UM - User Menu

B SM - System Menu

=X

. ______________________________nventory |

Sypstern DENT

Wersion 5.3.8 Port 41 Usger AMY

Account TEXT

Meru PIMENU

1340
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Physical Inventory (TX-21-1)

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.

Elntegn\fiew [user] »1.1.22 M=l 3

File Connection  Yiew Help

orm [ [ e [ S S

Worksheefs From DC (Data Collection Filey |

STEF OFT IONAL

1. Initialize Inventory M 21. Print Worksheets
Mg 22. Delete Worksheets

E 2. Create Worksheets From DC File

3. EditlEnter/Commit Worksheets

M 4. Master File Status Report M 31. DC File Maintenance

M 5. Print Adjustments & Valuation

M 6

. Post Inventory to Master File

Erter Selection l:l

=, PM - Printer Mgt. MI - Masterfile Inqui 1 SU-SETUP

Lyl RP Reports MF - Masterr'le Maintenanc Gl - Global Inqui
L'y UM - User Menu VIl -VendorIn mr¥ Ly BG - Background:
Lid UU - User Utilities 2 VM -Vendor Maintenance & SM - System Ment

System DAMT Wergion DEY Fart 61 UzerJT Account TEXT | 1401 2
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Initializing the Physical 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 Inventory option followed by the Physical
Inventory option and the Initialize Inventory option to get to the Initialize Inventory screen
(TX-21-1-1).

Elntegn\fiew [user] »1.1.22 M=l 3

File Connection  Yiew Help

|| 8ol 8@ -] %) wi

nitialize invento

Store: 1133 NORTH CENTRAL BOOKSTORE
Irwentory Date: gEgkehsk
Location:

Begin news sheet when sort key [dept/classocation ] changes?:

Each module maintains its own sets of inventory worksheets. Ezach
sat of worksheets is identified by store, date, location [bBlank for
whole-=tore inwventorie=s), and =heet number [beginming with 101].

At initialization, you set the inventory date and location walues.
Any wor ksheets over 3 year old are deleted. All master file records
for the specified store and location [(Blank = =all] are initialized
[current QO0OH is sawved and inventory dates and counts are cleared]).

Cancel
|PLO1 [JT | | | | [1403
2. The Store 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 Store field.

3. In the Inventory Date field, enter the date the physical inventory will be taken.

4, In the Location 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... 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 Collection 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 Inventory option followed by the Physical option
and the Create Worksheets From DC File option to get to the From Data-Collection to
Worksheet screen (TX-21-1-2).

Elntegn\fiew [user] »1.1.22 M=l 3

File Connection  Yiew Help

|| 8ol 8@ -] % wil

rom Data-Collection to Workshee

Wiksht Set: [123 [NORTH CENTRAL BOOKSTORE], 13 OCT 1933

Cormmit the Worksheets: I:l
Delete from D-C File:

Sart by Lacn:
Cancel
|DCTOWKSHT [T | | | | [1435
2. If you want the worksheet to be automatically committed to the master file, enter “Y” in the

Commit the Worksheets field. If you want to be able to edit them first, enter “N”.

3. In the Delete from D-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 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 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 Inventory option followed by the Physical option
and the Edit/Enter/Commit Worksheets option to get to the Edit/Enter Worksheet Data
screen (TX-21-1-3).

Elntegn\fiew [user] »1.1.22 M=l 3

File Connection  Yiew Help

|| 8ol 8@ -] %) Wil

nter/Edit Worksheet Data
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Cancel I

|PHYS 2 [JT | | | | |15:27

2. In the Sheet 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 ISBN 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 Qty field, enter the number of new books that you counted.

5. In the Used 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.
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Master 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 Inventory option followed by the Physical option
and the Master File Status Report option to get to the Master File Inventory Status screen
(TX-21-1-4).
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2. In the 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 thru 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 Class 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 thru 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 Non-worksheet 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 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 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 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 field, enter “A” to sort by author or “W” to sort by
worksheet.
11. Enter “Y” to run the report or “X” to cancel.
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Adjustments and Valuation Report
To print information on your inventory valuation, follow these steps.

1. From the CourseTrak Main Menu, select the Inventory option followed by the Physical option
and the Print Adjustments & Valuation option to get to the Adjustments & Valuation Report
screen (TX-21-1-5).
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Lizts, for each SKU/ISEHN,

the freeze =nd count walues,

any changes in prices and quantities,
and the current inventory waluation.
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2. Under the Sort 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 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 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 Inventory option followed by the Physical option
and the Post Inventory to Master File option to get to the Post Physical Inventory screen (TX-
21-1-6).
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=Run Procedure | | K=Cancel | | = rodify | | |
|PLPOST [JT | | | | |1542
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 Worksheets

To print a hard copy of your physical inventory worksheets, follow these steps.

1. From the CourseTrak Main Menu, select the Inventory option followed by the Physical option
and the Print Worksheets option to get to the Print Worksheets screen (TX-21-1-21).

Elnlegn‘d"iew [user] »1.1.22 =] E3

Fil= Connection  Wiew Help

mllel 8l &ele Jjﬂﬂ

Store: 1133 NORTH CENTRAL BOOKSTORE
bate:[ @
Locn:

Open’?:
Comrmitted?:
Fosted?:

for Sheet[s):
Cancel
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2. The Store 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 Store field.

3. In the Date field, enter the date of the worksheet set you wish to print. For a list of possible
dates, enter “??”.

4. In the Locn field, enter the location code for which you wish to print worksheets. For a list of
possible locations, enter “??”.

5. In the Open? field, enter “Y” if you want to print worksheets that have not been committed.
Otherwise, enter “N”.

6. In the Commiitted? field, enter “Y” if you want to print worksheets that have been committed
but not yet posted. Otherwise, enter “N”.

7. In the Posted? field, enter “Y” if you want to print worksheets that have been posted.
Otherwise, enter “N”.

8. In the 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 Worksheets

To delete inventory worksheets, follow these steps.

1. From the CourseTrak Main Menu, select the Inventory option followed by the Physical option
and the Delete Worksheets option to get to the Delete Worksheets screen (TX-21-1-22).
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2. The Store 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 Store field.

3. In the Date field, enter the date of the worksheet set you wish to delete. For a list of
possible dates, enter “??”.

4. In the Locn field, enter the location code for which you wish to delete worksheets. For a list
of possible locations, enter “??”.

5. In the Open? field, enter “Y” if you want to delete worksheets that have not been committed.
Otherwise, enter “N”.

6. In the Commiitted? field, enter “Y” if you want to delete worksheets that have been
committed but not yet posted. Otherwise, enter “N”.

7. In the Posted? field, enter “Y” if you want to delete worksheets that have been posted.
Otherwise, enter “N”.

8. In the 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 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 Inventory option followed by the Physical option
and the DC File Maintenance option to get to the Data-Collection File Maintenance screen
(TX-21-1-23).
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2. In the Print field, enter “Y” if you want to print the items. Otherwise, enter “N”.
3. In the Delete field, enter “Y” if you want to delete the items. Otherwise, enter “N”.
4. In the Store # field, enter the store whose items you want to search for. For all stores, leave

this field blank.

5. In the Application 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 Module 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 Locn 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 User 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 # 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 Records field, enter “Y” if you want to include items that have been
transferred to inventory worksheets. Otherwise, enter “N”.

11. In the Pending 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 No-SKU-xxxx 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 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 Inventory option followed by the Adjustments
option to get to the Adjust Inventory screen (TX-21-2).
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2. The Store 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 Store field.

3. In the 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 SKU 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
“[AUTHORI\[TITLE]".

5. In the Adj 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 Qty field, enter the adjustment for the new quantity.
7. In the Used Qty field, enter the adjustment for the used quantity.
8. In the Reason 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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Relocations

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 Codes

To change the location codes for one or more books, follow these steps.

1. From the CourseTrak Main Menu, select the Inventory option followed by the Relocations
option and the Update Location Links option to get to the Change SKU Location Codes
screen (TX-21-3-1).
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2. The Store 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 Store field.

3. In the 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) field, enter the location codes to change to. There must be an
equal number of codes in this field and the From field, and each value in the From field will
be changed to the corresponding value in this field.

5. In the SKU/ISBN field, enter the item you wish to change.
6. In the New Class field, enter the new book class you wish to change.
7. In the Used Class field, enter the used book class you wish to change.
8. In the 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 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 Inventory option followed by the Relocations

option and the Update From Data Collection File option to get to the Update SKU Location
From Data Collection screen (TX-21-3-2).
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2. The Store 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 Store field.
3. In the Delete from D-C 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 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 Inventory option followed by the Relocations
option and the DC File Maintenance option to get to the Data-Collection File Maintenance
screen (TX-21-3-21).

Elntegn\fiew [user] »1.1.22 M=l 3

File Connection  Yiew Help

|| 8ol 8@ B %) wil

Data-Collection File Maintenance

P ]

Delete:

All records that match ANY of the following criteria...

Store #:
Application:
Module:

Locn:

Uszer:

Lirnit to Page #s]:

Transferred Records?:
Fending Record=?:
NO-SKU-xoo¢ Records?:

[__Cancel |
| DE MaINT [JT | | | | |1802
2. In the Print field, enter “Y” if you want to print the items. Otherwise, enter “N”.
3. In the Delete field, enter “Y” if you want to delete the items. Otherwise, enter “N”.
4. In the Store # field, enter the store whose items you want to search for. For all stores, leave

this field blank.

5. In the Application 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 Module 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 Locn 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 User 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 # 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 Records field, enter “Y” if you want to include items that have been
transferred to inventory worksheets. Otherwise, enter “N”.

11. In the Pending 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 No-SKU-xxxx 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 (TX-22)

The Transfers menu contains functions dealing with transfers of items between stores. This
section covers these functions.
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Outbound Transfers (TX-22-1)

To enter transfers from your store to another store, follow these steps.

1. From the CourseTrak Main Menu, select the Transfers option, followed by the Enter
Outbound Transfers option to get to the Transfer Out Maintenance screen (TX-22-1).
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2. The From Store field is automatically filled in with the default for the user. For a list of

stores, enter "??".

3. In the To Store field, enter the store the items are being transferred to. For a list of stores,
enter “??”.
4. In the Document field, enter the document number you wish to use. Enter “??” for a list of

documents, or “.” to assigh a new number.

5. In the Local/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 Clerk field, enter your user ID.

7. In the Entry Date field, enter the current date.

8. In the Entry Comments field, enter any comments you wish to show on this transfer.
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9. In the ISBN/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/U field, enter “N” if you are transferring new books or “U” if you are transferring

used books.
11. In the REQTY field, enter the quantity of books that was requested.
12, In the SHQTY field, enter the quantity of books that is being transferred/shipped.
13. In the XDisc field, enter the discount percentage for the transfer.
14. In the Xfer.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.

Ship Date: 03/14/06
Packed By: AMY |AMY
Carrier: \ups E United Parcel
Weight: 2
Tot Freight: 10.00
Bill of Lading:

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 (TX-22-2)

To enter transfers from your store to another store, follow these steps.

1. From the CourseTrak Main Menu, select the Transfers option, followed by the Enter Inbound
Transfers option to get to the Transfer In Maintenance screen (TX-22-2).
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2. The From Store field is automatically filled in with the default for the user. For a list of

stores, enter "??".

8. In the To Store field, enter the store the items are being transferred to. For a list of stores,
enter “??”.
9. In the Document field, enter the document number you wish to use. Enter “??” for a list of

documents, or “.” to assigh a new number.

10. In the Entry Clerk field, enter your user ID.

11. In the Entry Date field, enter the current date.

12. In the Entry 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.
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From Store: 2 HARTFORD
To Store: 1 Total Computing Test

Document #: 133008102

R=Run Procedure ‘ ‘ X=Cancel ‘ ‘ M=Modify | ‘
15. Select the document # by entering “??”.
16. Enter “R” to run the process, “X” to Cancel, or “M” to Modify.
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17. In the ISBN/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/U field, enter “N” if you are transferring new books or “U” if you are transferring
used books.
19. In the RCVQTY field, enter the quantity of books that were received.
20. In the SHQTY 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.
Rec'd Date: 03/14/06

Received By: AMY |AMY
Carrier: UPS [?|United Parcel

Weight: 2
Tot Freight: 10.00
Bill of Lading:
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 (TX-22-21)

To print a picking slip for your outbound transfers, follow these steps.

1. From the CourseTrak Main Menu, select the Transfers option followed by the Print
Pick/Pack Slip Outbound option to get to the Transfers Print Pick/Pack Slips screen (TX-22-
21).
TCS [Remote Connection] v1.2.26
5[EM Connection  Yiew Help
nEa &l @) B % Wl
Transfers Print Pick/Pack Slips
Store: 1 [Total Computing Test
Entry Date: i
Status Date: |
Document Number: |
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
[
¥FO.PRINT.FICK AbdT 1558
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the Entry 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 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 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.
FO._PRINT.PICEK.DOC Transfers Picking Document TEXT
ENTEY STATUS ISEN .QTY PICE
STORE STORE STAT ..._.DATE ..._DATE B3EU........._._ AUTHOR/MFG. - . . o o o.o.- TITLE/DESCRIPTION. . ... ... ... .. ..... N/U _REQ CHT.
1 100 o 10/15/03 0-375-50051-0 QUINDLENQUINDLER BLACK+ELUEELACE AND ELUE N 10
10

ocument 133007302
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Printing Inter-Store Transfers (TX-22-22)

To print one or more inter-store transfers, follow these steps.

1. From the CourseTrak Main Menu, select the Transfers option followed by the Print Inter-
Store Transfer option to get to the Inter-Store Transfers screen (TX-22-22).

TCS [Remote Connection] v1.2.26

Fle Connection View Help
il & 4o @| B-| % il
Inter-Store Transfers

From Document #: |
To Document #:
From Ship Date:
To Ship Date: |
'From' Store:
'To' Store:
Status: |
Spooler Option:
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
|
XF.REP AMY 16:00
2. In the From Document # field, enter the first document number you wish to print.
3. In the To Document # field, enter the last document number you wish to print.
4, In the From Ship Date field, enter the earliest date you wish to print.
5. In the To Ship Date field, enter the latest date you wish to include.
6. In the ‘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 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 Status field, enter the transfer status that you wish to include.
9. In the Spooler 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 (TX-23)

The Price Changes Menu contains functions dealing with changing the prices in your master

file. This section covers these functions.

TCS [Remote Connection] v1.2.26

File Connection Yiew Help

DElE oo 2@ 7] %

-i. RP - Reports
PM - Printer Mgt.
QB - Query Builder
-I. BG - Backgrounds

B 1. Enter Price Changes
%k 2. Post Price Changes

-1 3. Report Menu

Enter Selection I:I

MI - Masterfile Inquiry

MF - Masterfile Maintenance
VM - Vendor Maintenance

Sl - Store Inventory

-IL SU - SETUP

- UU - User Utilities
- UM - User Menu

B SM - System Menu

=X

Retail Price Changes

Sypstern DENT

Wersion 5.3.8 Port 7 Usger AMY

Account TEXT

Meru RPCM

16:02
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Entering Price Changes (TX-23-1)
To enter a price change, follow these steps.

1. From the CourseTrak Main Menu, select the Price Changes option followed by the Enter
Price Changes option to get to the Enter Price Changes screen (TX-23-1).

TCS [Remote Connection] v1.2.26

Fle Connection View Help

ol 8ol &ele - %l Wl

Store: Total Computing Test -
Source: S Status: |O
Doc. #: 537 Effective Date: 03/14/06
End Date:
|iﬁi§PERMANENT Cancellation:
ISBN/SKU Im:l:i Reason | Reason | New | NQty |  Ext Diff N lew |
#H Author Title : Ext Diff Used
1 0-252.06012-1| TX 7| PRICE MARKUP 18.95
BUSHMAN JOSEPH SMITH & BEGINNINGS OF MORMONISM (P) 4 3.00
2 [ 2] i |
[ [zl | |
[ f2] i |
[ [zl | |
=Save | | X=Cancel | | M=Modify | |
[
RPC AMY 16:03
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the Source 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. # field, enter “.” to create a new document.
5. In the Effective Date field, enter the date the price change should take effect.
6. In the End Date field, enter the date the price change will end. If it is a permanent change,

leave this field blank.
7. In the Cancellation field, enter “Y” if this is a cancellation of a previous price change.

8. In the ISBN/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]."
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9. In the Reason Code field, enter the reason for the price change. For a list of reasons, enter
M??".

10. In the New 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.
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Posting Price Changes (TX-22-2)
To post price changes to the master file, follow these steps.

1. From the CourseTrak Main Menu, select the Price Changes option followed by the Post Price
Changes option to get to the Posting Price Changes screen (TX-22-2).

TCS [Remote Connection] v1.2.26

Fle Connection View Help
||| 2o & B-| % Wi
Posting Price Changes

Store: [1 [Total C)Dmpu"tiuhg Test
Module: [TX
R=Run Procedure ‘ ‘ X=Cancel ] | M=Modify ‘ | |
[
RPC.POST AMY 16:05
2. The Store 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 (TX-23-3)

TI7CS [Remote Connection] v1.2.26

File Connection  Wiew Help
e 2o 2ol B - % W
Price Change Reports

| System DIMT |Version 538 [Pt 7 | Lser &MY |focount TEXT | Meru RPCRPT M | 1608
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Pre-Posting Report (TX-23-3-1)

L1 TCS [Remote Connection] v1.2.26

File Connection View Help

TEE oo &®e 5| %

Price Change Report

1 Total Computing Test

|RFCRFT | aMy [ [ [ [ [1810
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Mark Up Report (TX-23-3-2)

TI7CS [Remote Connection] v1.2.26

File Connection  Wiew Help

inEle| 2lw @e@ B %l

Price Change Report

1 Total Computing Test

| APCRPT |amy [ [ [ [ [1611
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Mark Down Report (TX-23-3-3)

T TCS [Remote Connection] v1.2.26

Fle Connection View Help

/| ol £(ee D] %

Price Change Report

1 Total Computing Test

|RPCRPT | by [ I [ [ BT
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Price Change File Purge (TX-23-3-4)

TI7CS [Remote Connection] v1.2.26

File Connection  Wiew Help

inEle| 2lw @e@ B %l

Price Change Purge

1 Total Computing Test

| APC PURGE |amy [ [ [ [ 1612
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Wholesaler Database Maintenance Menu (TX-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 (TX-25)

L1 TCS [Remote Connection] v1.2.26

File Connection View Help

TEE oo &®e 5| %

Books In Print On CD-ROM

MF Full Citation (Fast Detailed)

50
1

n
ACCOUNTING
P Books In Print PLUS

|BIF.CD | Ay [ [ [ [
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Global Inquiry (TX-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 Inquiry option to get to the MF Inquiry
screen (TX-26).

1] TCS [Remote UniVerse] v1.2.26 EEX

File Connection VYiew Help

TEE oo &®e 5| %

2. In the SKU 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.

-LIITCS [Remote UniVerse] v1.2.26

File Connection Wiew Help

TEE ol 29 -] % W

Trade Global Inqui

0-684-18254-8

| GLTR MF INQUIRY | &My I I [ [ |16:38
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Reports Menu (TX-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.

[L7cS [Remote UniVerse] v1.2.26

File Connection Yiew Help

TEE ool 28l B %

| Gpstem LINY |Wersion 537 | Pant1720 Ulsat Y |Account TEXT | Meru THRP 1641
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Adoption Reports Menu (TX-RP-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.

Tlies [Remote UniVerse] v1.2.26

File Connection View Help

TEa oo &®e 5| %

| Gystem UMY |Version 537 | Pant 1720 | User &My |Aocount TEXT | Meru T<RP-AD0I 1642
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Course Summary Report (TX-RP-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 Reports option followed by the Course Summary Report to get to the Report of
Course Summary screen (TX-RP-1-1).

T T€S [Remote UniVerse] v1.2.26

Fle Connection View Help

||| &l (@@ B %) il

Report of Course Summa

1 2] |
20052 [??]

|csn | by [ I [ [ 1R43
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the Term field, enter the term for which you want to list courses. For a list of terms, enter

“2?”. If you wish to list courses for all terms, leave this field blank.

4, In the Imported 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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16:d6:07 14 MAR 2006 Total Computing Test
TH-0R-Z4 Course Summary
For Store 1 , Term E00E-Z
Est Act
Lept. .. ... .. Course. ... Sec.._.._._..__. Instructor Enrl Enrl Percent Books Comments. ..
[ACC 101 1 SAM JOHMZO0 100 10 1o.00 4
LA 101 101 THOMAS 100 2 500 1
EAHS 101 1oz 100 & &._ 00 1
|ACC 101 103 EMITH 100 5 L_oo 1
lACC 101 104 477 o._oo 1
[ACC 101 108 20 10 33,33 1
A CC 101 z0 SMITH 100 n] o_oo 1
lACC 101 zl u] o_oo 1
LA 101 Zk5 EMITH 1z00 u] o_oo 1
LA 101 Zi u] o_oo 1
jaCcC 101 20 100 u] o.oo 1
[ACC 101 21 u] o._oa 1
lACC 101 L SMITH 100 n] o_oo 1
LA 101 =] SMITH 100 u] o_oo 1
LA 101 £l u] o.oo 1
|ACC 101 & EMITH 100 u] o_aa 1
lACC 101 ALSDF z23 n] o._oo 1
lACC 101 HOLD 100 n] o._oo 1
laCC 101 HOLD-1 100 0] o.oo 1
JACC 101 u dd u] o_oa 1
LA 110 1 Z5 Ha 4
LDept Total zdZZ =1
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Calendar Evaluation Report (RP-1-2)

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 Reports menu. Select the
Adoption Reports option followed by the Calendar Evaluation option to get to the Calendar
Evaluation screen (RP-1-2).

TCS [Remote Connection] v1.2.26 EFE

File Connection Yiew Help
EE &l @| B~ %
| Calendar Evaluation

Store: |1 |Total Computing Test

Term: [2005-2 [/SUMMER05

R=Run Procedure I | X=Cancel | | M=Modify I l |
|
T-RP-01 AT jlIE:5l
2. The Store field is automatically filled in with the default for the user. For a list of stores, enter

"?2?" in the Store field.

3. In the Term 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 Select your output destination
options. & Terminal Ok
" Printer
" Local Frintar Cancel
" Tab Delimited
" Send to Host File Help
" Run in Background
" Dictionary Listing
T Command String
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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.
13:5%1:2% 31 Jan 2006 Total Computing Test
TH—-C4A Calendar Evaluation
TERM: ZO0OO05-Z

1. NUMEEE OF WANT LISTS GENERATED THIS TERM z1
Z. AVERAGE NUMEER OF TIMES AN ADOPTED TITLE APPEARS ON WANT LISTS 2
3. AVEDAGE NUMEEER OF TITLEZ ON A WANT LIST 13
4. PERCENT OF COURSES ENTERED TO EXPECTED COURSES ENTERED TO DATE 0. 00%
E. PERCENT OF TITLES EMTERED TO EXPECTED TITLES ENTERED TO DATE 0. 00%
6. PERCENT OF RETATL VALUE OF RECEIVED TO RETATL VALUE OF PO'S WRITTEN 60.589%
7. PERCENT OF RETATL VALUE OF CONFIPMED WL TITLES TO RETAIL WALUE OF ADOPT TITLES 1z.76%
5. PERCENT OF PURCHASE OFDER TITLES TO NUMEER OF ADOPTED TITLES 215.51%
9. PERCENT OF RECEIVED LINE ITEMS T0 NUMBER OF PO LINE ITEMS g.80%
lo. PERCENT OF CHARGEBACK LINE ITEMS TO PURCHASE OPDER LINE ITEMS 15.403%
11. PERCENT OF COURSE ENROLLMENTS ENTERED TO NUMEEER OF COURSES ENTERED 368.18%
1z_. PERCENT OF RETURN VALUE TO NEV ENDING INVEMTORY 0. 00%
l4. LAST ACTIVITY DATE 0l723/086
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Course Adoptions List (TX-RP-1-3)

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 Reports option followed by the Course Adoptions List option to get to the Course
Adoptions List screen (TX-RP-1-3).

[T] Tes [Remote UniVerse] v1.2.26

File Connection Yiew Help

TEE ool 28l B %

[apgprP |ebdr | [ [ [ 1651
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. In the Term field, enter the term for which you want to list courses. For a list of terms, enter
U??".
4. In the Department 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 Course 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 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 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.

Cour=se Becquest Beport
For Store: 1

For Term: 2005-2
Printed 04:53:44pm 14 Mar 2006 'J'Page: 1
TH-TP-04
E Nrl A Nrl 5 ISEN....._.... Author. . ... ... ... Ed.. CpTr Publisher.__.._.__.._.__._.. E=t_
[Lept.. .. Course.. Sec Instructor. e B=qg .QTC EE. .
|ACC 10l 1 100 10 5 0-8400-961Z-7 TAPAHONSON UNIVERSITY OF TEXAS T 11 a
SAM JOHNSOH BLUE HORSES RUSH IN
O0-2E&-16580-3 BOOCEHOLLDT 4TH 96 MCGRAW-HILL COMPANI N 11 a
ACCOUNTING INFORMATION SYSTEMS
0-15-501741-1 PRESSMAN a5 HARCOURT EBRACE JOVA N a
ACCOMMODATING LEARN. STYLE DIFFERENCES. .
0-8263-1100-8 MCNICELE 8 HARPER-COLLINS PUEL ¥ a
WINL FEOM AN ENEMY SEY (P
|ACC 10l 101 100 2 1-55885-0&0-0 DEWACA o3 NEIL WARREN T 100 a
THOMAS ACCOUNT: ALWAR NUNEE CAEEZA DE VACA EELACTION (P)
|ACC 101 10z 100 ) 1-55885-0&60-0 DEWACA a3 NEIL WARREN T 100 a
ACCOUNT: ALWAR NUNEEZE CAEEZA DE VACA EELACTION (P)
|ACC 10l 103 100 5 1-5E5885-0&0-0 DEWACA o3 NEIL WARREN T 100 a
SMITH ACCOUNT: ALWAR NUNEE CAEEZA DE VACA EELACION (P)
|ACC 10l 104 47 1-55885-0&0-0 DEWACA o3 NEIL WARREN a
ACCOUNT: ALWAR NUNEE CAEEZA DE VACA EELACTION (P)
|ACC 101 106 20 10 0-521-56714-9 HARDY =1 Computer Literacy P 7 30 10
TESS OF THE D' UREERVILLES (ED GIEBSON) (P}
|ACC 10l z0 100 1) 1-5E5885-0&0-0 DEWACA o3 NEIL WARREN T 100 a
SMITH ACCOUNT: ALWAR NUNEE CAEEZA DE VACA EELACION (P)
|ACC 10l z1 1) 1-55885-0&0-0 DEWACA o3 NEIL WARREN a
ACCOUNT: ALWAR NUNEE CAEEZA DE VACA EELACTION (P)
JACC 101 25 1zoo0 0O 1-5E5885-0&60-0 DEWACA o3 NEIL TWABRREN T 1000 a
SHMITH ACCOUNT: ALWAR NUNEEZ CAEEZA DE VACA EELACTION (F)
JACC 10l ZE 1) 1-5E5885-0&0-0 DEWACA 93 NEIL TWARREN a
ACCOUNT: ALWVAR NUNEEZ CAEEZA DE VACA EELACTION (F)
JACC 10l a0 100 1) 1-5E5885-0&0-0 DEWACA 93 NEIL TWARREN T 100 a
ACCOUNT: ALWAR NUNEEZ CAEEZA DE VACA EELACTION (F)
JACC 101 31 o 1-5E5885-0&60-0 DEWACA o3 NEIL TWABRREN EC a
ACCOUNT: ALWAR NUNEEZ CAEEZA DE VACA EELACTION (F)
JACC 10l 5 100 1) O0-2E&-16580-3 BOOCEHOLDT 4TH 96 MCERAW-HILL COMPANI ¥ 100 a
SHMITH ACCOUNTING INFORMATIOMN STYSTEMS
|ACC 10l =) 100 1) 1-5E5885-0&0-0 DEWACA 93 NEIL TWABRREN T 100 a
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Adopted but not Ordered Report (TX-RP-1-4)

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 Reports option, followed by the Adopted but not Ordered option to get to the
Adopted Not Ordered screen (TX-RP-1-4).

LT1 TCS [Remote UniVerse] v1.2.26

File Connection View Help

Ea alel Fe(e| 5| % W
Adopted not Ordered

[ Ts¢0R-14 [any \ [ [ [ [1655
2. The Store field is automatically filled in with the default for the user. For a list of stores,
enter "??".
3. The Term field is automatically filled in with the default ordering term for the store. For a list

of terms, enter “??” in the Term field.

4, In the Sort 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.
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6. Below is a sample report.

16:56:23 11 MAR 2006
TH-0R-21

ISEN. ... ..... Author. ... ... ..
0-07-043360-7 MEIGE

0-471-40133-1 KIMMEL
0-5Z1-56714-3 HARDY

0-12-510107-3 BAREQOW

Total Computing Test
Adopted Not Ordered
TERM: Z00&5-2

ACCOUNTING:BASIS F/BUS.DEC.
PRINCIPLES OF ACCOUNTING
TEZ3 OF THE D'UREERVILLEZ (ED GIESOH) (P)

ADAPTED MIND

Courses........

ACC*110*1
ACCT*Z30Z20%1
ENGL*100*%1
ENGL*100*%Z
ENGL*101*1
ENGL*L0Z*E
ACC*101l*106
ENGL*100*77

Total

28
20
111

Z6

LQTY
- QTY .

Hew

25

PRGE

- -QTY

-Used ..

6
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Adoption Receipt Status Report (TX-RP-1-5)

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
Adoption Reports option followed by the Adoption Receipt Status option to get to the
Adoption Receipt Status Report screen (TX-RP-1-5).

TITCS [Remote UniVerse] 1.2.26

Fle Connection View Help

||| &l (@@ B %) il

| ADPSTATUS | by [ I [ [ 1RER

2. In the Store field, enter the store number for which you want to print the report. For a list of
store numbers, enter “??”.

3. In the Term field, enter the term for which you want to print the report. For a list of terms,
enter “??7,
4, In the Sort 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 (TX-RP-1-6)

_LITCS [Remote Uni¥erse] ¥1.2.26

File Connection Yiew Help

in@e 4ol 5 ee 8- %
Ratio analysis Report

=30 | by [ I [ [ 1700
15:06:06 15 Mar 2006 Total Computing Test PAGE 1
TX-PATIO Ratio Analysis Report TEXT
| == Estimated | Actual | Sales |
Hum QTY to Ratio | Ratio Ratic | Units Ratio Ratio Ratio
Term...... Description......... Titles Enroll .Cower QTC/EST | Enroll Act/QTC Act/Est | ..Sold Sold/Est So0ld/QTC Sold/act
Z00E-Z SUMMEROE a8 z070 124 83% | 43 3% 2% | 3 0% 0% 6%
2005-1 Spring0s 404 17155 10333 61% | 15 0% 0% | =4 0% 0% 13%
Eooks Recuired 442 1928 12245 64% | 63 1% 0% | 5 0% 0% 8%
Z00E-Z SUMMEROE E E7E 178 E4% | u} 0% 0% | u} 0% 0% NA
200E5-1 Springlb 7E 7700 11z 1% | o 0% 0% | o 0% 0% NA
Z004-3 SUMMEROZ 2 o o Ha | o NA Ni | o HNA NA NA
[Eooks Optional ag 7378 zes 4% | o 0% 0% | o 0% 0% NA
E00E-Z SUMMEDOE Z0 £37E 2714 1zE% | lze 2% a% | EE 1% 1% E1%
200E5-1 Springlb 218 EZ073s 6201 33% | 7 0% 0% | Eg 0% 0% 371%
[EBooks Mixed 228 EZ3772 10E1E 44% | 122 1% 1% | £z 0% 0% 29%
868 E0975  zZ3048 45% 196 1% 0% 57 0% 0% 29%
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Desk Copy Report (TX-RP-1-7)

TITCS [Remote UniVerse] 1.2.26

Fle Connection View Help

||| &l (@@ B %) il

Desk Copy Report

|Esa |y [ | [ [ E7
Desk Copy Course Report
For Store: 1
For Term: Z00E-Z
Printed 05:02:3%pm 14 Mar 2006 'J'Page: 1
[CESE. COPY
.. .New . _Used

fButhor. ... ... 1 I ISEN. . _...... ..Ed CpY¥r Dept........ Course.... Bec....._._.._. Beqg .Price .Price

SEE INSTRUCTOR ACCT 101 1 n/a JIPFN
[RLLISON ADVANCED LIFE SUPPORT SKEILLS (P) 0-2016-74Z6-2 94 BIO 100 1 N SZ.2E8 46.15
ALLISON ADVANCED LIFE SUPPORT SKEILLS (P} 0-8016-74Z26-2 94 BIO o0 b4 N 92.25 46.15
(APPLEGATE CORPORATE INFO SYSTEMS MGHMT: 0-07-290282-5 5TH 98 ACCT 1zoo 1,z2,9,12 G 74.70 37.35

CHALLENGEZ ETC (P}
[LUDEN ENGLISH AUDEN:POEME. . 1927-123%3 0-571-11E50z-0 ZND 82 ENG 1ol 1 T 24.35 17.50
[BALFOUE CASTRO (P} 0-58Z-43747-4 ZHD 95 ENGL 100 CH T 13.95 7.00
(B PELOTT ADADPTED MIND 0-19-510107-2 92 ENCGL o0 77 T E3.E0 E3.7E
EITTINGER INTRODUCTORY ALGEERA (P} 0-Z01-74621-X O9TH 02 ENGL io0 10 T S93.00 435.50
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Book Status Report (TX-RP-1-21)

_LITCS [Remote Uni¥erse] ¥1.2.26

File Connection Yiew Help

TEE ool 28l B %

Book Status Report

| T-OR-13 | by [ I [ [ 1704
17:04:26 14 MAR 2006 Total Computing Test PAGE 1
Tx-0R-0Z2 EBook Status Report TEXT
For Term: Z0O05-Z
Buyback Zeason: UINTEROS

= ey oy Letail Retail

Author. ...... ISEN. .. ........ CpY¥r Est.Enrl QTC. Beg.Inv _EBE .ARE Conf Order Rowd .0TE New... Used.. Publisher...........
[HAPDY DAYS €1 GROVE PE TID

ABECEETT 0-394-172232-7 Q Q i} £ -£ PINE DECALS
[ADWANCED LIFE SUPPORT SKEILLS (P) 8Z_Z5 46.15

ALLTSON 0-8016-74726-3 110 45 a a 15 30 a HOLT BRINEHART & WINS
CORPORATE INFO SYSTEMS MGMT: CHALLENGES ETC (P) 74.70 3738

APPLEGATE 0-07-Z30Z8E-5 15 15 o o 15 o MCGRAW-HILL EOOQE COM
ENGLISH AUDEN:POEMS. . 1927-1339 34.35 17850

AUDEN 0-571-1150Z-0 END 100 100 a a loe 73 39 -85 Congressional Quarte
CONFESSTONS (TRANS SHEED) (P}

AUGUSTINE 0-872E0-186-4 o a a o E0 -&0 HACKETT PUBLISHING C
CAZTRO (P} 13.35 7.00

BALFOUR 0-582-43747-4 100 100 o a E5 75 LONGMAN PUBLISHING
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Want List Status Report (TX-RP-1-22)

TI7ES [Remote UniVerse] v1.2.26

File Connection  Wiew Help

il 2l f@e@ B %l W

| T%0R-12 | AMy [ [ [ [ [17.08
17:06:29 14 MAR 2006 Total Computing Test PAGE 1
TH-0R-Z2 WMant List Status Report TEXT

For Term: Z005-2
Status: Open
Eaook Transmit Confirmed Bin
-Z3tcore . ..WLN Vendor.... Vendor MName................... Category............ ....Date Date.... Date..... EEdEs oo B@ccccccccoccos
1 10144 1000 NEBRASHKA BOOE COMPANTY 07 /20708 08/01/05 1*THEOZRET
1 10155 1000 NEERASEA BOOE COMPANT 10/11/0% 1*THz0296
1 10l&0 1000 NEERASEA BOOE COMPANT lzz2k 11/11/0& 1*TXz20399
1 101&l 1000 NEERASEA BOOE COMPANT lzz2k 117117058 0OLl/27/06 1*THz0400
1 10165 X 01/04/06& 1*THz0409
1 10173 loo00 NEEERASKA EBOOE COMPANT 01717706 03701706 1*TXZ0001
1 10174 1000 NEERASKA EBOOE COMPANT 01717708 03/01/06 1*THEZ0001
1 10175 1000 NEBLASKA BOOE COMPANT 0Z/01/708 1*THz001E
1 10177 1003 FOLLETT COLLEGE BOOK CO. 0Z/01706 1*THz0017
1 10178 1003 FOLLETT COLLEGE BOOK CO. 02701706 0E/01/06 1*THz0018
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Print Adoption Forms (TX-RP-1-23)

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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Print Shelf Tags (TX-RP-1-24)

This information has been previously covered in this manual. See section (TX-1-22).
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Misc. Materials List (TX-RP-1-25)
Faculty Report (TX-RP-1-26)

Book History Inquiry (TX-RP-1-27)
Ordering Reports (TX-RP-2)

Books Status Report (TX-RP-2-1)
Adopted But Not Ordered (TX-RP-2-2)
Want List Status Report (TX-RP-2-3)
Books on Active Want List (TX-RP-2-4)
Books Not Ordered (TX-RP-2-5)

PO Links (TX-RP-2-6)

Open PO List (TX-RP-2-21)

Open PO List, by Courses (TX-RP-2-22)
Open PO Summary (TX-RP-2-23)

Text Edit Worklist (TX-RP-2-31)
Ordered Not Received (TX-RP-2-32)
Receiving Reports (TX-RP-3)

Receiving Log Report (TX-RP-3-1)
Receiving Status Report (TX-RP-3-2)
Receiving Price Change Report (TX-RP-3-3)
Receiving Summary Report (TX-RP-3-4)
Receiving Discrepancy Report (TX-RP-3-5)
Receiving Status Detail (TX-RP-3-21)
Invoice Summary Report (TX-RP-3-22)
Buyback Reports (TX-RP-4)
Non-Coordinated Books (TX-RP-4-1)
Actual vs Need (TX-RP-4-2)

Buyback Need (TX-RP-4-3)

Manual Buyback Control List (TX-RP-4-4)
Estimated Buyback (TX-RP-4-5)

Actual vs Expected (TX-RP-4-21)
Buyback Audit Report (TX-RP-4-22)
Retail Purchases (TX-RP-4-23)
Wholesale Purchases (TX-RP-4-24)
Books for Wholesalers (TX-RP-4-25)
Sales Reports (TX-RP-5)

Ratio Analysis Report (TX-RP-5-1)
Miscellaneous Reports (TX-RP-6)

Text Hot List Report (TX-RP-6-1)

Text Status Cards (TX-RP-6-2)

MIR Exports (TX-RP-6-3)
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Vendor Report (TX-RP-6-4)

Text Items with Package Set (TX-RP-6-5)
Vendor Bin & Hold and PO Numbers (TX-RP-6-6)
eFollett Textbook Ordering List (TX-RP-6-21)
Inventory Reports (TX-RP-21)

Inventory By Vendor Report (TX-RP-21-1)
Adjustments Report (TX-RP-21-2)

Books On Hand Report (TX-RP-21-3)
Master Book List (TX-RP-21-4)

Inventory Valuation (TX-RP-21-5)
Inventory Analysis Report (TX-RP-21-21)
Min/Max Report (TX-RP-21-22)
Wholesale Coordination (TX-RP-22)
Price Changes (TX-RP-22-1)

Publisher Changes (TX-RP-22-2)

New Edition Notices (TX-RP-22-3)
Unmatched Titles List (TX-RP-22-4)
Titles Matched by ISBN Only (TX-RP-22-5)
ISBN Changes (TX-RP-22-6)

Price Change Reports (TX-RP-23)
Pre-Posting Report (TX-RP-23-1)

Mark Up Report (TX-RP-23-2)

Mark Down Report (TX-RP-23-3)

Price Change File Purge (TX-RP-23-4)
Chargeback/Return Reports (TX-RP-24)
Pending Returns List (TX-RP-24-1)

Open Permissions List (TX-RP-24-2)
Invoice Return Expiring List (TX-RP-24-3)
Chargeback Listing (TX-RP-24-4)
Write-off Listing (TX-RP-24-5)
Non-Returnable Stock Worklist (TX-24-6)
Book List Report (TX-RP-25)

Book Master (SMF) (TX-RP-26)
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