
Textbook 

Textbook is an application that allows faculty to update and post their textbook information each semester.  Faculty 

should try to have this information posted by the time pre-registration for the semester begins.  

This information is used for: 

¶ Allowing students to see what books to order prior to first day of class 

¶ Allowing bookstores to order proper textbooks and quantities 

How to Use the Textbook Application 

Log in to Ursa using your Ursa user name and password. 

 

After you are logged into Ursa click on the : 

άSelect this link to enter your Textbook Informationέ link to take you to the Textbook section of the worksheet.   

 



Use your Ursa login user name and password in the Textbook login screen to access the Textbook application. 

 

Troubleshooting: If you encounter a problem logging in, contact the Technical Support Center at 970-351-4357. Any 

current employee should have access to this function. 

After you are logged in, select the Term and the Prefix for the textbooks that you need to upload and press the Submit 

Prefix button. 

 

If you click on the Textbook List link, it will take you to the same view the student sees and that lets you look up a book 

list for a certain class. (See screen shot below) 



 

If you click on the Submit Prefix button, it will take you to a screen showing you a list of all the classes under that certain 

prefix. From here you can choose the class that you would like to add a textbook for.  

 

Click on that class and it will take you to a new screen where you can actually enter the textbook information. 



If you click on the άCopyέ button to the left of the class it will copy all of the textbook information to all of the other 

classes under this prefix that ŘƻƴΩǘ ƘŀǾŜ ŀƴȅ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜƳ ȅŜǘ.                                           

By clicking on the άOverwriteέ button you will erase all of the information from the different sections of that course and 

replace them with the information of the section on that line. This will overwrite any updates previously made to other 

sections. 

CAUTION: Be careful with this function because it could overwrite other textbook information. 

After you have chosen a class, you can see the textbooks that are listed so far for that class. You can add a new textbook 

by entering the information at the bottom of the page. It is also possible to edit an existing textbook by clicking the edit 

button to the left of the textbook information already entered for that class. 

 

You can copy the textbook from a prior term by choosing the Copy from Prior Term button on the lower-right-hand 

corner of the screen. When you click this button, it takes you to a screen with all of the prior terms textbooks listed so 

that you can choose one to copy to the current semester.  

 

 



 

LŦ ǘƘŜǊŜ ƛǎ ŀ Ŏƭŀǎǎ ǘƘŀǘ ŘƻŜǎƴΩǘ ƘŀǾŜ ŀƴȅ ǘŜȄǘōƻƻƪ ƛƴŦƻǊƳŀǘƛƻƴ, you can click the No Textbook this Term button and it will 

show that there is no textbook required. 

 

If the class never uses a textbook, you can use the Never Use Textbook button. This will bring up a screen that looks 

exactly the same as the screen that the No Textbook this Term ōǳǘǘƻƴ ōǊƛƴƎǎ ǳǇΦ ¢ƘŜ ƻƴƭȅ ŘƛŦŦŜǊŜƴŎŜ ƛǎ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ 

have to go in and repeat this step every semester then. 

Adding Notes:  It is very simple to add notes to your textbooks. Just click on the edit button on the far-left-hand side of 

the row the textbook is in and from there you can write notes and then save changes. 

 

Close out of the Textbook application by closing the window with the wŜŘ έ·έ in the upper-right-hand corner. 


