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Textbook Adoption Letter

An email is sentto  course coordinators, textbook liaisons , secretar
department heads, and deans

Hello!

At this time , we are requesting your textbook adoptions for the 201 9 Intersession and
Spring semesters. We request that your adoptions are submitted, and all information returned
to the MCC Bookstore by October _12th." Last mi nute, 0 orders can
complications due to edition changes, publisher out of stocks, sdection of custom materials, and
other similar circumstances. We will, of course, do our best to accommodate late assignments,
adjunct hires, section changes, etc.

Electronic submission (email/online ordering system ) of textbook orders now comprises the
vast majority of the orders we receive. This has enabled us to provide the information to the
students more quickly, find more usedtextbooks, expedite orders, and ensure the accuracy of
our information. Your continued participation will only enhance our ¢ ollective commitment to
provide an excellent education for our students. In conjunction, the benefits reaped from the
reduced paper consumption will continue to have a positive effect on the environment. THANK
YOU FOR 6GOI NG GREENO®! !

To submit textbook adoptions through our website please click-HERE

- If a first time user , you must register your email address and password before you can enter
your information. Please contact your department or the bookstore for your department -specific
username and password.

- Usernames and passwads have remained the same for those of you using this method again.

- If you require other non -text related items for your class (goggles, calculators, and other special
items) please complete the Course Supply form found o the Faculty Welcome page Submit
your completed forms to Darren Kwiatkowski, dkwiatkowski@monroecc.edu

Thank you all for your continued support and cooperation!

Darren Kwiatkowski
Textbook Manager, Bookstore

The adoption request letter attached in the email will contain

instructions and dates for adopting textbooks.

You are not requiring a textbook? Please fill out the On -Line Adoption
Form and let us know.



https://secure.mbsbooks.com/login.aspx?s=brightonbookstore.monroecc.edu&ReturnURL=facultyadoption/defaultn.aspx&ssoR=1&Pref=False&oduPref=True&aff=-1&total=$0.00&count=0&atad=ELsQn75X8JdpdzYbqouHfdj6RVajHT7FiSbzvvEh4suqfru%2b0nxtvdcLXu4%2btfTcTVWlMohJmdD0u
mailto:dkwiatkowski@monroecc.edu

Quick Facts

Why do | need to submit my book adoption to the MCC Bookstore in a timely manner?
Timely adoptions allow us to source the correct textbooks and obtain an appropriate supply of u
know that more used textbooks are exactly what students want! On the other hand, adelayed textbo
in inventory shortages, students unable to obtain required texts, lower buy-back values;-and a complete
used textbooks.

What information do | have to submit for my class?
We need information for all you r required and recommended materials - i.e. textbooks, course packets, access cod
school supply items, etc. Please provide ISBN, Title, Author, and Edition of any textbooks you would like to use.

Why am | receiving emails from the MCC Bookstore requiring me to adopt a textbook?
If you have been listed as a professorto acourse aMCCon t he Regi st r ar oreceive anremal askingfoy ou w
your book adoption. Please let us know if your course information changes.

What if | do not have any required  materials for my course?

No problem, but let us know! If you are not requiring any materials for your course, the listing on the book list for your

coursewi | | read AYour professor has indicatedomoabalhkwlbaree 0r e
reduce confusion and frustration for your students. Trust us. .. there is a big difference.

Why do you have a deadline for book information?

We research each titleadopted for your course. Ideally, we should have all adoptionsturned in and researched prior to
buyback. This allows us to pay better pricesduring buyback and provide a larger quantity of used books for students
taking your course next semester. The timing of when you submit your adoption directly influences the price of the books
available for your students.

I need to turn in my book adoption, but | have not received an email request.

Email from our textbook manager or the bookstore @ dkwiatkowski@monroecc.edu or bookstore@monroecc.eduwith
your course information and requested materials, or visit us on the first floor of the MCC Bookstore in the R. Thomas
Flynn Campus Center.

Can | request non -textbook materials for my course?
Definitely! You can contactAlyssa Farruggiax2505 or Charli Suter x2500 to make sure the MCC Bookstore stocks any
other required non-textbook materials.

How can | obtain a desk copy of my book?
You may request a desk copy of your book diredly from your publisher or local rep.

Cengage- 800-423-0563 Pearson- 800-922-0579

McGraw Hill - 800-338-3987 MPS - 888-330-8477

Oxford - 800 -451-7556 Norton - 800-233-4830

Sage- 800-638-1710 Penguin - 800-631-8571

Taylor and Francis - 800-634-7064 *QOther Vendor contact information available upon request

How does the MCC Bookstore decide how many books to order?
We use a variety of information to determine how many books to order each semester;estimated enrollment, previous
enrollment and sales, and class history. We are constantly reviewing inventory to re-order as rapidly as possible.


mailto:dkwiatkowski@monroecc.edu
mailto:bookstore@monroecc.edu

Email Reminder

All email reminders will be sent to faculty that are listed as the course instructor in the master
schedul e. I f 1t |demirdérswillibesserd tb depaytmenttsexretariesaor chairs.

Example:

Drear Faculty,

MCC Bookstore would like to remind vou the due
date for vour textbook adoption for Fall 2018 is
in one month, April 1¢ 2018, You may have
submitted vour adoption already and if vou did,
please disregard this notice. If vou have any
questions or concerns with vour adoption, please
do not hesitate to contact me at 292-2501 or
diwiatkowski@monroecc.edo. I will be more
than happy to assist yom.

Sincerely,

Darren Kwiatkowsk, Textbook Manager
giz-2g92-2501
dlowiatkowszki@monroecc.edo

Fa Springiniersession S T T

R rmdno e 312008 31/ 2018

R n e e 315 2008 315/ 2 LH 115 200E

Texthoad Acopdtons Do A LA0E 10 R 0N ETE P i)

Reminder 1/E/2018 1048/ 2018 3/5/2018




Email Department Chairs

An email will be sent to the department chairs with each of their courses that the MCC Bookstore has
not received an adoption for.

Example:

Dear Department Chair,

The MCC Bookstore is working on obtaining all adoptions for the Spring
Semester. It is critical that we have all texts for the Spring 2018 ter
adopted before Friday, December isth. This will allow the bookstore tohawve
all course materials in stock prior to the beginning of classes. It will also allow
students to receive the best prices if they wish to zell back their textbooks. It
also allows the bookstore to purchass more used books and look for cheaper
pricing on any required conrse materials. This helps rednce the cost of texts to
students.

I have been reviewing the different departments that I am not seeing much
adoption information for. I wanted to reach out to von becanse I noticed there
iz a FPT 103 course missing. I would like to make sure we haven't missed
amything on our end in retrieving the adoptions from your department. 1 alzo
want to make sure von have all the pertinent information (such as links to the
wehsite and sign-om) to place the adoptions via our wehsite,

Brightonbookstore. monroece.edn,/ Faculty
Downtownbookstore. monroece.edu, Facnlty

If vou are unable to use the link, please just send us a listing of courses,
zections and required course materials. Flease feel free to email me, Darren or
Ealeigh.

Flease note, as I mentioned before, the Bookstores will be having a book:
buyback starting Dec 13th. If a book iz being uzed again, we will purchase this
back from the student for the upcoming Spring semester. I have listed the
courses below and hope to hear from vou soom.

Fegards,

Charli Suter, Manager
2G2-2500
canter@monroecc.edn

.



Using the On_-Line Adoption Form

The Bookstoreds wliadadaption ferm forffacuty neembeens and/or department secretaries to
submit textbook adoption orders to the Bookstore. This option can replace the emailed Excel spreadsheet
form. While we strongly urge you to take advantage of this tool, you may continue to use the form if you prefer.
We will continue to distribute those forms in the future unless otherwise requested. NOTE: TO AVOID
DUPLICATION OF ORDERS, PLEASE DO NOT USE BOTH METHODS TO SUBMIT YOUR

TEXTBOOK A DOPTIONS.

Below are step-by-step instructions for using the web form. If you have any questions or problems with this
form, please contact one of the following individuals: Darren Kwiatkowski at x2501 (email
dkwiatkowski@monroecc.edu) or Etienne Blaakman at x6115 (emaileblaakman@monroecc.edy. Before using
the on-line form for this first time, you should contact the Bookstore to obtain a login and password for your
department.

1. Access the Bookstoreds web site form the MCC Web
Explorer) to www.monroecc.edu. Proceed to the AZ index at the top of the page andselecfiB o t o f i r
the Bookstoreds home pages

-monroecc.edu/web)ibs/WebA¥Index.nsf/Web+A-ZIndex?OpenView&Category=B El ¢ Search wB & & O 2 =

fisited @) Getting Started @) MBS Insite [<8) MBS Arc @ Product Category/Cla... @ Paylocity Payroll + HR... Q indiCo & ShareFile Login | Login - My ASP.MET A...

FUTURE STUDENTS CURRENT STUDENTS PARENTS BUSINESS & COMMUNIFY VISITORS ATOZ Q SEARCH

1\% Monroe Community College SIREQUESTINFO  QISIT

STATE UNIVERSITY OF NEW YORK
@ APPLY

Atademics  Admissions Tuition & Aid Life st MCC About MCC Campuses

College Directory

ABCDEFGHIJKLMNOPQRSTUVWXYZO09 Al

Faculty & Staff
Departments & Services

Labs & Learning Centers Banner Self Service

Meeting Rooms Behavioral Early Alert Team (BEAT

Behavioral Incident Report (BIR) form

Emergency & Facility Numbers
Biolog

Campus Addresses Blotechnology (AAS. Degree

Blackboard (myMCC) Login

Board of Trustees
Bookstore
BO0kstore. Brighton Campus

Bookstore. Downtown Campus


mailto:dkwiatkowski@monroecc.edu
mailto:eblaakman@monroecc.edu
http://www.monroecc.edu/

2. Click on ©héifmkacullThys will bring you to the | o0ogi

%g Monroe Community CGitege Bookstore

STATE UNIVERSITY OF NEW YORK

# Home Textbooks ~ Merchandise - Technology~ Faculty About~ 4 My Account WCart

3. Please note: If you have not  logged onto this system before, you will need to register.
Please follow the directions below. If you have registered, please enter your email
address and the password you created and skip to Page #4.

Cl i c ICreatenProfile for Adopting Course Materialsd bel ow t he | ogin area.

Faculty Log In

Usegname:

Passwogd:

Lost Your Passwrd?
C profil wsing and Shopping
-Create profile for Adopting Course Materials

You must create an account before you can log in the first time. Your
regular MCC email and password will not work without it. Click "Create

profile for Browsing and Shopping’ above to begin your setup. Already
registerad? Enter your email address and password to log in.

Faculty please note: If you need departmental log in information, please
contact the Textbook Department at the Brighton Bookstors.

4. Create your profile using your name, email address and department access. Please obtain the new
department username and password from the Bookstore.



Faculty Registration

* = Required Field

Account Information

*First Name:

Middle Initial:

*Last Name:

*Email Address:
*Confirm Email Address:
“Password:

“Confirm Password:

Faculty ID:

Department Access

“Department Username:
“Department Password:
*Campus/Office phone number:

Ext.

Email Options

[ want to receive email particular to my school.

[INotify me when textbooks I have adopted are being bought back.

Security Form

Generate New Image

4ils|Get Audio Code

Type code from image

After you complete taeuf oy mregi $ crikcaifeamoemaiiback donfirmimg wi | |
your registration).



There are 3 Methods to submit your adoptions

MR Submit Your Adoptions

Step-by-Step Method

» Guided Adoption

Limited to one course/section
Can add merchandise
Cannot save partial adoption

Direct Entry Method

— Click here to use the
= Quick Adoption

quick adoption
Enter multiple ISBNs method to adopt your
Cannot add merchandise .
Cannot save partial adoption books. You will need
the ISBNs of any
books you would like

Advanced Method to adopt if using this
method

Create Course List
» Enter course information

Find Course Materials
» Browse for textbooks
» Browse for merchandise

Create Adoptions
# Add/edit course materials
#» View adoptions cart

On this page you will also find Your Account and Maintenance information

Click here to view
Welcome Charli Suter adoptions you have
» Update your profile al_ready submitted for
» Department Information this term

» View submitted adoptions
» Log out //

Maintenance

View Adoptions
» Wiew submitted adoptions
» Search adoption history

Click here to search
past ter mso

Edit Adoptions

#» Copy an adoption

Book List
» Wiew your book list

» Wiew your merchandise list

—— Click here to copy an adoption from
the current or previous terms




Guided Adoption Process

Step 1: Create Course

M Guided Adoption

Bookstore Home » Faculty Adoption Home » Create Course ®

Step 1: Create Course

Department and Term

Term * | Select Term ~| Department * | Select Department ¥ | Add Deparment

Instructor Filter

Filter by Instructor -

Course Information

Instructor *

Course * | Sglect Course w | Add Cowrse

Materials

Section * | Select Section ¥ | Add Saction [ Check if Course does not require materials

Mote: All fields marked with a red asterisk [ * ] are required.

Continue Cancel

Select the term, department and course informatign on this page. If you do not see the
depart ment you need to adppt from on the dropdow
Departmento |link to add more departments to your

To filter by instructor (which displays only the course and section numbers associated with that
instructor) choose the i pdevinrlucdtso rnost meencee sfsraany ttho
by instructor, although it may be helpful if your department has a lot of courses.

|l f you cannot find th course number in the c
the right of the dropdown to type in your course information.

*NO TEXT REQUIRED* - please check the box on this page . If this box
is unchecked and you have not ado pted any books for the course, the
system will not accept your adoption.



Step 2: Find Books

There are several ways to find books to adopt. You can look at your book list, you can browse books by
subject, you can search for books by ISBN, title or author,or you can look at the history of the course
to find books.

Your Book List

B Guided Adoption

Bookstore Home » Faculty Adoption Home » Guided » Find Books

E Adoptions Cart
J-TERM 14

AMGT 441
Section: 01

Step 1 — Step 2: Find Books » Edit

Your Book List = Browse Books  Book Search  History

iew your previously adopted textbooks,

Your Book List
@© Copyright year: AllYears ~ Sorting By: Select -

SAFETY MAMAGEMENT

Author: DENTON
E Publisher: MCG

Edition: 82

ISBN: 9780070164109
New Price: *

Used Price: *

Cover Type: N/A

Continue Cancel

TURF MAMAGEMENT FOR GOLF COURSES
Author: BEARD

Publisher: WILEY

Edition: ZND 02

ISBN: 9781575040929

New Price: *

Used Price: *

Cower Type: N/&

Note: All fields marked with a red asterisk [ * | are required.

Your Book List is a listing of any books you have previously adopted, or books you have added to your
booklist from the Faculty Adoptions home page.

Sel ect amaldaokstyau would like to adopt for your course (listed in the Adoptions Cart on
the right of the screen)



Browse Books

Use

AN Guided Adoption

Bookstore Home » Faculty Adoption Home » Guided » Find Books

Step 1 — Step 2: Find Books

Your Book List  Browse Books  Book Search  History

Browse for textbooks by subject. Click a subject to expand the selection,

Browse Textbooks

Copyright year:

- Agriculture & Animal Sciences

- Architecture, Engineering, Manufacture & Transport
- Architecture

""" Architectural Criticism

""" Architectural Engineering

- Architectural History

""" Architectural Preservation

""" Architectural Reference

""" Architectural Theory

""" Computer Aided Drawing / Drafting

""" Construction

""" Decoration & Ornament

""" Domestic Architecture

""" Engineering Drawing / Drafting

""" Interior Architecture / Interior Design

""" Introductory / General Architecture

""" Landscape Architecture

""" Public, Commercial, or Industrial Buildings

""" Urban Planning

- Building & Construction
> Engineering & Design

""" General Technology Issues

All'Years » Sorting By:

=Previows 1 2345 . Next =

SPACE, TIME+ARCHITECTURE,(REV +ENLG)

Author: GIEDION
Publisher: TRILITERAL
Edition: (STH)&67
Status: Old Edition
Check for New Edition
ISBN: 9780674820400
New Price: *

Used Price: *
Cover Type: N/A

HIDDEN DIMENSION (LARGE FORMAT)
Author: HALL

Publisher: RANDOM

Edition: 82

ISBN: 9780385084765

New Price: *

Used Price: *

Cover Type: Paperback

Select

-

E Adoptions Cart

J-TERM 14
AMGT 441
Section: 01
» Edit

the

browse books function to search for books by subject matter. Each subject matter is broken down
further into more subjects that are specialized The books will display to the right of the subject list.

Sel

ect AAdopt o on

the right of the screen)

a | adopb for ydurscouys® (listedhiro tiel Adoptions Cat ot 0



Search for Books

To

M Guided Adoption

Bookstore Home » Faoulty Adoption Home » Guided » Find Books
Step 1 — Step 2: Find Books
Your Book List  Browse Books  Book Search  History

Search for textbooks by Author, Title, ISBN, or Keyword

| Title - |

|

Textbook Search Results

Copyright year: All'Years ~

Continue Cancel

Note: All fields marked with a red asterisk [ * | are required.

Sorting By:

Select

E Adoptions Cart

J-TERM 14
AMGT 441
Section: 01
» Edit

-

search for a book by Title, Author, ISBN or Keyword, select whatyou would like to search by from the

dropdown on the left and type your search terms into the box. Your results will display below.

Sel ect AAdopto on all books
the right of the screen)
History
M Guided Adoption
Bookstore Home » Faoulty Adoption Home » Guided » Find Books
Step 1 — Step 2: Find Books
Your Book List  Browse Books  Book Search  History
Search previous adoptions by Department or Term
Department * AMGT - Date Range:
Term All Terms - fram
Instructor to

HNote: All fields marked with a red asterisk [ * ] are required
Search

Mo Courses were found matching your criteria.

Continue Cancel

Note: All fields marked with a red asterisk | * ) are required,

ki

y ou

woul d | i ke

E Adoptions Cart

J-TERM 14
AMGT 441
Section: 01
» Edit

You can also search for books adopted in previouderms. If you are looking for a specific term, choose

it

from the ATer mo

dropdown.

You

can al so

search



Select AAdopto on all books you would Ilike to
the right of the screen)

Step 3: Sele ct Usage

- =
m GUlded Adoptlon ‘Ipi"ndoptl[)ns Cart
J-TERM 14
Bookstore Home » Faoulty Adoption Home » Guided » Select Usage AMGT 441
Section: 01
» Edi
Step 1 — Step 2 — Step 3: Select Usage et
MANAGEMENT+THE
Select Usage ARTe
» Detail
#» Remove
Textbooks

MANAGEMENT+THE ARTS
Authar: BYRNES

Publisher: TAYLOR

Edition: 4TH 09

ISBN: 978024081004

New Price: 49,95

Used Price: £37.50

Cover Type: 1

Usage: SelectUsage” -

Message to Book Store

Current: 0 = Remaining: 512 = Maximum: 512

Note: all fizlds marked with 2 red asterisk [ # ) are required.

Continue Cancel

In this step, you will need to select whether the book is required, recommended, optional, or a study
aid. You can also include a message to the bookstore. This is a good spot to include a message about
any merchandise (calculators, graph paper,and lab equipment) that you would also like included in

the course requirements.



Step 4: Adoption R eview

You can review your adoption before it is submitted in this step. Please make sure that all information
is correct. If you need to correct course or book information, click on the step number in the heading
to go back to that step. You can also list emailaddresses that you would like to send your adoption
information to, like a department head or another faculty member. There is no need to list your

own email address; you will automatically get a copy of your adoption by email.

If everything looks correct, c hoose the ASubmito button to submit



