Textbook

Textbook isanapplication that allowgaculty to update and post thetextbook informationeach semester. Faculty
should try to have this information posted by thime pre-registrationfor the semester begins.

This information is used for:

9 Allowingstudents to see what books to ordprior to first day of class
1 Allowingbookstores to ordr proper textbooks and quantities

How to Usethe Textbook Application

Log nto Ursausing youtUrsa user namand password
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I / Welcome to URSA.'

University Resource fc)'

Fac/5taff Example: Joe.Smith

Student Example: smit1234 URSA is the secure, eh!_
students. URSA make
Bas=Ronk I:I « Giving faculty, staff Z"
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= Furthering the univers.
Having problems lagging in? Click here. students.

Forgot your password? Click here. . .
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URSA Security

Numerous security precau,
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After you are logged inttrsa click onthe :

0Select this link to enteyour Textbook Informatioa link to take you to the Textbook section of the worksheet.

| TEXTBOOK INFORMATION @@E;

Select this link to enter your Textbook Information ‘

Select this link for the list of Course Textbooks by Semester

| Banner Test NON-SSO OEE |

Link to Banner Test

Please use your Banner system login to access this service. This is a different
logon than the initial one you use to logon to the UNC network. Changing your ‘
network password does not affect your Banner logon. Contact the Technical
Support Center at (970) 351-4357 for logon assistance.
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Use youiUrsaloginuser nameand passwordn the Textbook lotp screen to access the Textbook application.

Enter your UrsaID | [jdoe4321 or Jane.Deaux]
Enter your Password |

Login here to enter course textbook information.

URSA Login
Information

Troubleshooting: Ifyou encounter a problem logging irontact the Technical Support Centar970-351-4357. Any
current employee should have access to this function.

After you are logged irselect theTermand thePrefixfor the textbooks that you need to upbal and press th&ubmit
Prefixbutton.

UNRIVERSITY of

” Textbook List

Course Prefix Selection

Select Term: | spring 2008 v
Select Course Prefix: EE v |

Submit Prefix

bped by Information Technology Web Applications department at UNC: 351-2341
"pdated on February 07, 2008

If you click on th& extbook Listink, it will take you to the same view the studesgesandthat lets you look up a book
list for a certain clasgSee screen shot below)
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University of Northern Colorado Course Texthook Reﬂort

From Month From Day From Year
January v o b 2008 b
To Month To Day To Year
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Select Prefix(s) Select Term Report Tvpe
Select All w Spring 2008 v HTML b
Search Reset
| UMC Home | | Current Students | |Pmspective Students| | Faculty/Staff | | Alumni |

If youclick on theSubmit Prefixbutton, it will take youto 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.

UMIVERSITY of

TextBook

Select Prefix Textbook List

Course Display and Selection for " Spring" Term

* Copy This button will COPY ALL of the textbook information from the Course and Section on
that line to ALL Sections of that Course that have not been updated yet.

#% ovenwite | This button will COPY ALL of the textbook information from the Course and Section on
that line and OVERWRITE ALL Sections of that Course. Any updates made
previously on this Course will be overwritten.

Copy Functions CRN # Title Actual Enroll Capacity Updated Never
Copy| | Cuenwite 31703 350 005 Mgmt Of Qrganizations 45 46 YES
Copy| | Cuenwite 31707 350 006 Mgmt Of Organizations 45 46 YES
Copy| | Overwrite |21740 350 008 Mgmt Of Organizations 27 46 YES
copy| | Quenwite |21714  |350 011 Mgmt Of Qrganizations 42 46 YES
Copy| | Guenwite |29722 353 003 Human Resource Management 33 40 YES
Copy| | Ovensite 34747 |353 004 Human Resource Management 22 40 YES
Copy| | Ovenwite |29723 354 003 Organizational Behavior 25 40 YES
Copy| | Overwite |241726 354 004 Organizational Behavior 40 40 YES
Copy| | Ouerweite |29730 355 006 Fund of Entrepreneurship 36 36 YES
Copy| | Qverwrite [3173R  [3RA nna Fund of Fntrenreneurshin 249 3R YFES

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



If you click on théCopy¢ button to the left of the class it will copy all of the textbook information to all of the other
classes under this prefix th&2 v Q& KI @S +yvé& Ay F2NNIGA2Y Ay GKSY @&Si

By clicking on théOverwrite¢ 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 lirEhis will overwrite any updates previously madether
sections.

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

After youhave chose a classyou can see the textbooks that are listed so far for that class. You can add a new textbook
by entering the informatiorat the bottom of the page. It is also possible to edit an existing textbook by clickireglithe
button to the left of the textbook irdrmation already entered for that class.

Thes=se navigation icons will allow you to
enter another prefix. Return to the previous

page or take you to the textbook list.

Textbook Maintenance for Spring 2008
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You can copy the textbook from a prior term by choosimgCopy from Prior Ternbutton on the lowerright-hand
cornerof the screenWhenyou click this buttonit takes you to a screen with all of the prior tesrtextbooks listed so
that you can choose one to copy to the current semester.

Select Prefix Prior page Textbook List

Copy textbooks from Prior Terms

Term Used Title/Course Pack Author Publisher/Source Edition ISBN Req/RecEst Enrell Notes

[~ ] 2007 Fall Management Robbins & Coulter Prentice Hall 9th 9780132257732 Req 40
] 2007 Summer Modern Management Certo, Certo Pearson Education 10 0131494708 Req 40
[~ ] 2007 Spring Modern Management Certo & Certo Prentice Hall 10th 0131494708 Req 55
] 2007 Spring Managment PKG Kreitner 9780618769445 Req 0

Copy Textbooks
COPY TO: Spring 2008
Course # Section # Call # Title
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LT GKSNB A& + OflFaa GKIFG ,Rod&a oicie NKTextbok thiy Berniiutfoi andigwdl| A
show that there is no textbook required.

If the class never uses a textbgglou can use thdlever Use Textbookutton. This will bring up a screen that looks
exactly the same abe screen that the No Textbook this Tedmdzii 1 2y O NA Yy I& dzLJd ¢KS 2y f &
have to go in and repedihis step every semester then.

Adding Notes:lt is very simplé¢o add notes to your textbooks. Jusdiok on theedit button on the farleft-hand side of
the row the textbook is in and from there you can write notes and then save changes.

Close out ofhe Textbookapplication by closing the window with the S R iréthe &ipperright-hand corner.



