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 The order status is displayed as Submitted, Approved or Rejected 

 The order criteria including the order number are available to view 

 You can export the details of the online adoptions to a .txt file 

Editing Orders – Add Course Material 

 Click on the checkbox next to the order to be edited 

 Click on the edit order link 

 

Note:  The ability to sort by Status, Term, Division, Department, Course, Section, Instructor, Program or 

Order Number is available. 
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 Click on the Add Course Materials link located at the bottom of the Review Order page 

 Add Course Materials by ISBN, search method or add materials manually 

 

 

 

 

Note:  Click on the Remove Material From Order link to remove course materials from Online Adoptions 

that don’t require material. 
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Add Course Materials – Search method 

 Click on the search link 

 Enter information for a least one search criteria 
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 Select materials 

 

Note:  The ability to sort by Title, Author, ISBN, Edition, Copyright Year, Publisher, Edition Status or 

Format is available. 
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 Review the order 
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 Submit Order 

 Order Submitted Confirmation. You will also receive an order confirmation e-mail. 

 Print Page (optional) 

 Await approval. If you have registered with an Approver role, your edited order will 

automatically be approved. 

 

 


