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1. Go towww.matc.eduand then click on th&ookstorelink. SelectFaculty Adoptions
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2. If you have not done salready register yourself by selectiriRegister Here If you have
registered log in using your full email address and the password you created.
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3. To registerselectCreate profile for Alopting Course Materials.

(j Downtown Main - Register - Windows Intemnet Explorer, El

Wi
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Course Materials
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Select Registration Option

. Create profile for Browsing and Shopping
matc.edu Home S TR S
Student Software

About the Store

Store Hours

Contact Us

Shopping Cart

SubTotal: $0.00

Item Count: D

Log In

Create profile for Adopting Course Materials
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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 matc2@h@& password
may change in the future if the department asks to have it changed, they need to contact Mike
Jenkins).
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6. The phone number must be the ten digit phone numith dashes. Please use a phone
number you can be reached at; this is the number bookstore will use to contact you if there is
a problem with the book.

7. Type in theCAPTCHgharacters beforeelectingSubmit Faculty Registratian

E-Mail Options
11 want to receive email particular to my school
[ Matify me when texthooks | have adopted are being bought back

st SV e VO g!
Type the two words: ]
o ‘ re CAPTCHA
o ".F- ::l 'E-|

IIIIk

| Submit Faculty Registration |

8. After completing the registration procedsgin. Te screen should look like the one below.
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9. Go to Stepoy-step Adoption methodelectGuided Adoption

/> Downtown Hain - Guided Adoption - Windows Inteet Explorer

@“ o = | &) hitp:insitestore3.mbsbooks.com/matedowntown/F aculybdoption/Guideds. v || #2| X £
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~
Find Add Select
Books Merchandise Usage

Michelle Gunderson

[ Create Course

Department and Term

Term: SPRING 11 |+
Department: | Select Department || Choose from list OR Add New Department
Course Information
& Select by Course/Section O Select by CRN/Unique I

Course: Select CRN/Unique ID:
Select Course ¥ | Choose from list OR Add Course

Section: | Select Section ¥| Choose from list OR add
Section

<

Guidedtdo. asps @ Internet
pg—— = = = -
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10.Now pick the term, department, course, and the section. Further down this page, you will see a
box that lissthe instructor at the time the course was uploaded/e are not sure how ofte this
steisupdated but don’'t be al armed i f thetsystensist he
not tied to COSMO. | fenter theinstructer brr Sitcd fofr ” swinlalme

11.In Estimated Enrollmentfield, please entethe number of students that you think will be
attending your class. Theselectthe Add Coursebutton.

e T

Instructor:
] Course does not require materials

Section Information (Optional)

Estimated
Enrollment:

Pre-Enrollment:
Course Type:
] Evening [ Continuation [] Extension

Cancel] [ Add Course ]
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12. The screershould now look like this (belowyou have several option$ you are using the
textbook from a previous semestghen selectView and select previously adopted textbooks
by Term and DepartmentPressOK

MATC Curriculum ManuaUpdatedJune 2014

Select an option:

& Find textbooks by keywords. authar. title or ISBN

O Browse for texthooks by subject

O View and select previously adopted textbooks by Term and Department

O Browse for textbooks from your own list of previously adopted materials

14. Here you wilenter the Department, Term (FA2011 is the only history we have on file at this
time). Thengselect theSearchbutton.

fj Downtown Main - Guided Adoption - Windows Internet Explorer,

—
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Course Materials
Faculty Adoptions
oOnline Buyback
matc.edu Home
Student Software
About the Store

Store Hours

Contact Us

Shopping Cart
SubTotal: $0.00

Item Count: 0 TSR Al Terms ¥ optional)
[ Instructor:

Search || Browse || Search History | Book List

Adoption Search
Departmenti £

My Account {optional)

Date Range: B to i) {optional)

.

Done & Intemet H00 -
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15. This may be a long listcroll down tothe course and section and Afiew and the books for that
course should appear.
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| Search Result

Term Department Course Section Insl
View FALL 11 ENG 151 001 Jun
view FALL 11 ENG 151 004 Jun
View FALL 11 ENG 151 004 Mai
View FALL 11 ENG 151 006 Joh
view FALL 11 ENG 151 009 Gus
View FALL 11 ENG 151 011 Yyo
View FALL 11 ENG 151 012 Alic
view FALL 11 ENG 151 014 Gar
View FALL 11 ENG 151 016 Yyo
Wi F&ll 11 FEhr 151 n17 Tra
Course Information
FALL 11 ENG 201 Section: 023
Adoption Status: Posted
Course 10189689 | Instructor-Mark Connelly
Course Material List
P Books
Author Publisher ISEN Usage Edition Edition Status Used P
[] RULES FOR WRITERS,09 MLA/10 APA-TABBED
HACKER MES 3780312664824 Required E£TH 0% £30.75
[] SUNDAMNCE READER-W/2009 MLA UPDATE CARD
CONNELLY CENGAGE L 3780453859860 Required STH 05  Mew Edition £66.50
[ Add to Adoption Request ] Pl

16. Then choose the books you wish to useselecting the box next to the nana@d selectAdd to
Adoption Request

17. A couple of questions will appeasking if you wish to add a book to the list justlectNo to

continue.

18. Your screen should look like the one below

[ select Usage

SPRING 11 ENG 201 Section: 210

lMessage to Book Store:

Edit

» Books

CARD

Edition/Ed. Status: 6TH 09/

Edition/Ed. Status: 5TH 09 / Mew Edition

SUNDANCE READER-VW/2009 MLA UPDATE Author: CONNELLY

ISBN: 9730495399860

RULES FOR WRITERS,09 MLA/0 APA-TABBED Author: HACKER

ISBN: 9780312664824

Select Usage

Delete

Select Usage
Delete

Review Ado
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19. In the box under Message to Book Store gan use this tdet them know anything that might
help your students, such athis book is also used for another couesd list the course.

MATC Curriculum ManuaUpdatedJune 2014

20. Now you need tdelect Usageltere are 4 options to choose im
Required Optional Choose one Stop Go to Class First

21. Next select theReview Adoptionshutton andthe screen should loolke the one below

Create Find Add Select
Course Books Merchandise Usage

Review Adoption

Adopter: Michelle Gunderson

SPRING 11 ACCTG 110 Section: 201

Instructor: David Mazurek | Estimated Enrollment: 20 | Pre-Enrollment: | Course Type:
Books
USING FINANCIAL ACCT.INFO -TEXT (STOP GO TO CLASS FIR)
Message to Book Store:

[Cancel] ’ Submit Adc

21. Please review carefullgt this time you may go back and change things before you submit.

22. Once you selectubmit Adoptionsan email will be sent to you as a camhation andto the
Associate Dean of your department for appad If you submit something error, let your
Associate Dean and the book store know so they may make the necessary changes.

EHEE

'@ J ~ | &) http:jfinsicestorea. mbsbooks. com|matedowntown Faculty Adaption/Guidsdada. aspx IRES o

= Downtown Main : Guided Adoption - Windows Internet Explorer

File Edt View Favorites Took Help EConvert ~ [ Select

ntranet for Employe. .. | @5 Downtown Main ; Guided ... % || - 8 b - [k Page - (O Taols -

Course Materials

Faculty Adoptions

Online Buyback STEP 5015
matc.edu Home Review s
Student Software

About the Store

Store Hours

Contact Us ion has been submitted.

Shopping Cart

SubTotal: $0.00
Item Count: 0

My Account
Log Out
tc.edu Home  Student Software

er
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23. The next option you have is selectCopy this Adoption to a New Gourse  This will helgf you
have multiple sectionsf one course.

24. The screen should look like this.

Enter Course Information | View Adoption Cart | Faculty Adoption Home

[¥] Copy this Adoption to a New Course  view Options

Course Information

FALL 11 ENG 201 Section: 023

IAdoption Status: Posted

Course |D:189659 | Instructor:-Mark Cannelly

Course Material List
p Books

Edition Used New Cover

Author Publisher ISEN Usage Edition Status Prica Price Type

[0 RuLES FOR WRITERS,09 MLA/10 APA-TABBED

¥ This item has been added to your Course Material List.

HACKER  MPS 5780312664824 Required 6TH £30.75 s41.00
0g

I:‘ SUNDANCE READER-W /2009 MLA UPDATE CARD
¥ This item has been added to your Course Materisl List.

CONNELLY CENGAGE S7804958939860 Required 5TH New £66.30 %88.30 Paperback
L 05 Edition

25. Click onView options- located just right of Copy thiddoption to a New Course.

26. Once youselectthat, you will have several options to change the section, the enrollment, and
instructor. Thescreen should look like this.

Enter Course Information | Wiew Adoption Cart | Faculty Adeption Home

[# Copy this Adoption to a New Course  Hide options

Term: | Select Term |+

Department: ENG

Course: 201
Section: 023 Change Section
Instructor: Mark Connelly Change Instructor
El:zrss::]r-'naetitd Change Estimated Enrollment
Pre-Enrollment: Change Pre-Enrollment
Course Type: Change Course Type
Note:

Change Note

To copy the course and change the books, click  |To copy the course with the same
Copy and Change below books, click Copy below

Copy and Change

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 jsskectCopy and you should get a message on the top of the
screen that saysThe adoption was copied successfully
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}’,\TQILWAUKEE AREeATechnical College

Course Materials
Faculty Adoptions
Online Buyback
matc.edu Home
Student Software
About the Store
Store Hours
Contact Us
Shopping Cart
SubTotal: $0.00
Item Count: 0

My Account
Log Out

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

Faculty Adoption = Submitted Adoptions > Adoption View

| Adoption History

Enter Course Information | View Adoption Cart | Faculty Adoption Home

Adopter Information

Phone Number: (414) 297-

Mame: James MacDonald 6252 Email: macdonaj@matc_edu

‘ [# Copy this Adoption to a New Course  Hide Options

The adoption was copied successfully.

Term: | SPRING 11 v
Department: COMART
Course: 106
Section: 201
Instructor: |Staff

Estimated
Enrollment:
Pre-Enrollment:
Course Type:

Note:
Change Note

Return to List

20 Change Estimated Enrollment

Change Pre-Enrollment

Change Course Type

To copy the course and change the books, click To copy the course with the same
Copy and Change below. books. click Copy below.
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