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Before you start, work with the teacher and use the Adopted Textbook Buy Guides to get the ISBNs for the 

textbooks to be ordered. ISBNs are listed in the Buy Guides, which can be found on the Purchasing & Warehousing 

website: http://www.ccsd.net/departments/purchasing-warehousing/adopted-textbook-buy-guides.  

Create Shopping Cart 

In the CCSD Portal 

1. Log on to the CCSD Portal. 

2. Create CCSD Shopping Cart. 

3. Add Item > Textbook Catalog. 

 

Note: the Textbook Catalog will create a new CCSD shopping cart. Any changes to account assignment or storage 

location must be made while you are in the Textbook Catalog. The original CCSD shopping cart that you used to 

open the Textbook Catalog is not used and can be discarded later. 

In the Textbook Catalog 

4. Locate the items to be ordered (by ISBN–step 4a. or by subject–step 4b.). 

4a. Locate the item if you have the ISBN. 

Select School Type, then click Advanced Search. 

 

http://www.ccsd.net/departments/purchasing-warehousing/adopted-textbook-buy-guides
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Fill in the ISBN, then click View Textbooks. 

 

Continue to step 5. 

4b. Locate the items by subject 

Select School Type (Elementary or Secondary) 

 

Select Subject 

 



Adopted Textbook Catalog Help Guide & Helpful Hints 

12/20/2018 Adopted Textbook Catalog Help Guide_V09.docx 3 / 10 

Select a course, then click View Textbooks 

 

5. Add the items to the Textbook shopping cart. 

Fill in the Quantity of textbooks and the number of Teachers. Make sure to enter the correct quantity and 

number of teachers to receive free supplements (teachers guides, workbooks, etc.). See Helpful Hints - 

Supplementary Materials for more information. If you have questions, contact Purchasing, (702) 799-5225. 

 

Click Add to Cart. 

 

The Textbook Shopping Cart will be displayed listing the textbook plus any supplements. If you want to add 

more items to the shopping cart, click Home and return to step 4. 

6. Order the shopping cart. 

Click Order. 

 

 

If you get this message, click Yes, then click Order again. 
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Click Submit. (This creates a new CCSD shopping cart and orders it.) 

 

Click Continue. 

 

7. Return to the CCSD shopping cart. 

Click Back to Application. 

 

In the CCSD Portal 

8. Close the original CCSD shopping cart without saving. 

A new shopping cart was created while you were in the Textbook Catalog. The original shopping cart is 

empty and can be discarded. 

Note: The new shopping cart cannot be changed (edited). 

Helpful Hints 

Advanced Search 

 In Advanced Search, the wild card character is a percent sign (%), not an asterisk (*). For example, search 

for textbooks with the word read anywhere in the title:  

More Information about a textbook 

 See more information about a textbook 

Select textbook (Make sure the desired textbook is highlighted to see correct details or supplements) 

 

Click Book Details icon  
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 Supplementary Materials 

Click the Supplements icon to display the list of supplements available with the selected textbook.  

 

List information includes whether the supplement is free or not, how many supplements are provided 

free with the number of textbooks ordered, price if ordered separately from the textbook, etc.  

Note: The shopping cart will show free items as costing $.01. The purchase order will show free items 

as having no cost. 

In the example below, Free Ratio indicates 

  1/30 - 1 item will be provided with every 30 textbooks ordered 

 7/1 - 1 item will be provided each year with each textbook ordered, for 7 years 

 1/1 - 1 item will be provided with each textbook ordered 

 

Examples, Ordering textbook if Free Ratio for supplement is 1/30: 

Quantity = 29, number of teachers = 1  no supplement included 

Quantity = 30, number of teachers = 1  receive 1 copy of supplement 

Quantity = 90, number of teachers = 1  receive 3 copies of supplement  (even though number of 

teachers is listed as 1, the number of supplements is calculated from quantity/30 = 3) 

The number of teachers is only used if the Free Ratio = 1/T and Free For = T, i.e., one supplement 

per teacher. 

Holding a Shopping Cart 

 Textbook Shopping Carts can be held and worked on or ordered later. They are held only in the Pending Orders 
area of the Textbook Catalog. Note: Held Textbook Shopping Carts are not listed in the CCSD Portal. 
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Hold shopping cart. 

  

See list of held shopping carts. 

 

Select the shopping cart. 

 

Choose what you want to do with the held shopping cart. 

 

Change the Name of Shopping Cart 
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Change Storage Location 

Change the Storage Location on the textbook catalog home page. 

 
Delete Item 

Mark the Delete checkbox, then click Update. 

 

This will remove the item and its supplementary materials from the shopping cart. 

 

Change the Account Assignment 

The Account Assignment is changed in the textbook shopping cart, not in the CCSD shopping cart. It is changed 

in different places, depending on whether the change is to a Cost Center, to a WBS Element or an Internal Order. 

Cost Center 

If changing a cost center, select the Cost Center from the pull-down menu on the Home page of the textbook 

catalog. The list of cost centers are those assigned to you. You can only select from that list, you cannot enter a 

cost center that is not on the list. If you need a different cost center, it must be added to your attributes. (Call 

the Help Desk.) 
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WBS Element 

WBS Element (or Bond Funds) is changed on the textbook shopping cart after you have added items. 

Choose WBSElement and fill in the number. 

 

You will get an error message if the number is not valid or if it cannot be used for textbooks. 

 

  

Internal Order: Grant 

Internal Order is changed on the textbook shopping cart after you have added items. 

Choose Internal Order and fill in the number. (Use an uppercase G. Error occurs if it’s a lowercase g.) 

 

If you want to change the Functional Area, Hold the textbook shopping cart. 
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Bring back the textbook shopping cart: On the home page, click on Pending Orders  

 

Select the held cart and click Change 

 

The held shopping cart will open for editing, including the Functional Area 

 

Note: If you hold the shopping cart, the Storage Location (Home page) and Notes for Approval (Shopping Cart) 

will be cleared. Fill in the information and click the Update button. 
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Internal Order: 170 Money and Other Funds 

Choose Internal Order and fill in the number. 

 

When you click order, the Functional Area will be displayed so you can fill it in. 
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