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1. Go to www.matc.edu and then click on the Bookstore link.  Select Faculty Adoptions. 

 

2. If you have not done so already, register yourself by selecting Register Here.  If you have 
registered, log in using your full email address and the password you created. 

 

Online Textbook Adoption Process 

http://www.matc.edu/
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3. To register, select Create profile for Adopting Course Materials. 

 

4.  Complete all of the required fields and select Submit Faculty Registration. 
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5. When entering info for Department access you type in the number and subject of your course 
(for example 801eng).  The password for all departments at this time is matc2010 (this password 
may change in the future if the department asks to have it changed, they need to contact Mike 
Jenkins). 

6. The phone number must be the ten digit phone number with dashes.  Please use a phone 
number you can be reached at; this is the number the bookstore will use to contact you if there is 
a problem with the book. 

7. Type in the CAPTCHA characters before selecting Submit Faculty Registration. 

 

8. After completing the registration process, login.  The screen should look like the one below. 
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9. Go to Step-by-step Adoption method select Guided Adoption. 

 

10. Now pick the term, department, course, and the section.  Further down this page, you will see a 
box that lists the instructor at the time the course was uploaded.  We are not sure how often this 
site is updated but don’t be alarmed if it is the wrong instructor, or if none is listed: the system is 
not tied to COSMO.  If the instructor’s name is blank enter the instructor or “Staff” will work. 

11. In Estimated Enrollment field, please enter the number of students that you think will be 
attending your class. Then select the Add Course button. 
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12. The screen should now look like this (below). You have several options: if you are using the 
textbook from a previous semester, then select View and select previously adopted textbooks 
by Term and Department. Press OK. 

 

14. Here you will enter the Department; Term (FA2011 is the only history we have on file at this 
time).  Then, select the Search button. 

 

15. This may be a long list, scroll down to the course and section and hit View and the books for that 
course should appear. 
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16. Then choose the books you wish to use by selecting the box next to the name and select Add to 
Adoption Request. 

17. A couple of questions will appear asking if you wish to add a book to the list just, select No to 
continue. 

18. Your screen should look like the one below. 
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19. In the box under Message to Book Store you can use this to let them know anything that might 
help your students, such as: this book is also used for another course and list the course.   

20. Now you need to Select Usage there are 4 options to choose from:  

 Required Optional  Choose one  Stop Go to Class First  

21. Next select the Review Adoptions button and the screen should look like the one below. 

 

21. Please review carefully, at this time you may go back and change things before you submit. 

22. Once you select Submit Adoptions an email will be sent to you as a confirmation and to the 
Associate Dean of your department for approval.   If you submit something in error, let your 
Associate Dean and the book store know so they may make the necessary changes. 
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23. The next option you have is to select Copy this Adoption to a New Course.  This will help if you 
have multiple sections of one course. 

24. The screen should look like this. 

 

25. Click on View options - located just right of Copy this Adoption to a New Course. 

26.  Once you select that, you will have several options to change the section, the enrollment, and 
instructor. The screen should look like this. 

 

27. Make sure you select the term first before changing anything else.   To the right you can see all 
the changes you can make. Then just select Copy and you should get a message on the top of the 
screen that says.  The adoption was copied successfully. 



 
MATC Curriculum Manual –Updated June 2014 

Curriculum Management | Room M201 | Milwaukee Campus 
414.297.6468 | curriculum@matc.edu |  http://tlc.matc.edu/ 

 
 

 

28. You now are ready to complete all of the sections in your course. 

 


