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Overview

Welcome to iSTAR Online, your textbook acquisition resource. This powerful tool is a
snap to use, and will help you more effectively manage the entire procurement process:
from product comparison and selection, to order processing, to budget management,
tracking, and customer service.

System Requirements

This version of iISTAR Online is designed for use with the latest release of Microsoft
Internet Explorer, and requires JavaScript. If you are using a PopUp blocker, be sure to
add iSTAR to your list of accepted sites. If you are unsure about any of these
requirements, check with your system administrator.

If you have been inactive for a period of 15 minutes, a popup window will warn you that
your session is about to expire. Click the Continue Session button to extend your session
and continue working. If you are not at your computer, the popup window will
automatically close, your session will be ended, and your browser will return to the
iSTAR login screen.

Manage User Setups

iSTAR ordering is set up to order at a campus or a district level. To sign on at either level
you must have a username and password. If you are a first time user click on the
following link or type the address into your Web browser.
http://www.istaronline.com/registration/.

The following screen will appear.

iSTAR*Online

Welcome To iSTAR Online!
Pleaze enter the 15-character Registration Code provided in your welcome letter,

X E

r district
ANALLILILIIOLL ALV L. - J‘,“ WAl U WA WEEIULE IUVUL iUV , WWUIILAUEL FVEBJUMA BFVURFE.IY wAaw

desa_boden@archway.com for your registration key.

Enter your 15 digit registration code and Click the Continue button.
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An incorrect entry will result in the following screen.

Flease enter your District Registration Code exactly as it appears in your
welcome |etter. All fields are required, and each field should be exactly five
characters in length.

Welcome To ISTAR Online!
Pleaze enter the 15-character Registration Code provided in your wwelcome letter.

123 |-[555 |-[777
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Logging On
To begin your iSTAR session, log on to www.istaronline.com. Enter your username and
password and click the Sign In button as shown below:

iSTAR*Online

U=zername: | |

Pazsward: | |

Forgatten your username or passwoard?

Mew Mexico Uszers: If ywour school does not hawve an account an iSTAR and you wish to
uze the iStar Inventory Sywstem please click here.

This =ite is designed for use with the latest version of Merosoft Intemet Edplorer. If wou do
rot hawve the |atest wearsion, ywou may download it by clicking here.

If you only wish to do title inquiries you may use nmguest as your user name and
password.

If you have forgotten your user name and password, click on ‘forgotten username and
password?” and the following screen will appear

iSTAR*Online

Erter wour email address to have yvour information sent to you.

Email: |

| Retrieve User I

Enter a current email address and click on Retrieve User.
An email will be sent to the address you provide. Follow the instructions contained
there to verify your user ID and password.
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After signing on you will be sent to a screen requesting you to verify your email
This screen can be bypassed unless you have a change to make.

iSTAR*Online

Please Verify Your Email Address
Due to the high waolume of returned email messages, we're asking all registered ISTAR
users to verify their email addresses. Inthe space provided below, please carefully

type the email address to which iSTAR should send arder confirmations and ather
notices.

Mext, click the "Update” button. You should receive a confirmation email immedistely.
Fallowy the instructions in the confirmation email to validate your address.

Thanks for helping us out!

| | | Update I

If you do need to update your email address, it can be done here . Enter your new email
address. A confirmation email will be sent to the address you've entered.

iSTAR - Confirm Your Email Address

ISTAR Admin [postmasten@istaronling . com|

Desa Boden

Please click the link provided below to wvalidate your email address:

http://wyw. istaronline.com/EmailValidation. aspx?Key=A6761C6E-9D06-4EZ9-A3DE-CE9987 1993 EF

Thank wyou!

iSTAR*Online

Success! Thank yvou very much!
Your email addrezs haz been validated. Thank you far helping us keep our recards
currert. You may nowe close this broveser swindos .

Clicking on the link will validate your email.

If you wish to continue without updating your information simply click on the Update
button without entering any information.
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The DISTRICT version of iStar controls all orders placed and assigns purchase order
numbers. The orders are sent from the DISTRICT level to the vendors after DISTRICT
approval.

The CAMPUS version is designed for each school to key their own orders. Al CAMPUS
orders must go to the district for approval.

At least one user must be set up at a district level. There are no restrictions for the
number of users.

The District version is a little different from the Campus (note the ‘District User’ in the
upper right hand corner).
The District user can manage accounts as shown in the example below:

iSTAR*Online Distict Use
|

Shop | Orders | Biudgets Help Contact Logout

Haome: | Search

Welcame to iISTAR Online, vour nesw textbook acouisition resource, This powerful tool iz a 2nap to use, and will help yvou more effectively
manage the entire procurement process: From product comparizon and selection, to order processing, to budget managetnent, tracking, and
customer service.

Pleaze note that iISTAR Online iz designed for usze with the lstest version of Microsoft Internet Explarer. If you do naot have the latest version, you
may dowenload it by clicking here.

Campus Access “ Manage User Accounts || Inventory

@ Copyright 20023- 2010 A chuay

If you click on Manage User Accounts, the following screen will appear. You can add a
new user by clicking on the ‘Add a new user’ button.

Last Hame First Name Login Name School Hame
Accourt Admin nimacimin Active Demma Public Schoalzs
Anthorey Roger rannylive Active Demo Public Schools
Bennett Steve shennett Active Dema Public Schoaolzs
Demo Temp tempdemo Active Demo High Schoal
U=zer Campus CAMOUS Active Demo High Schoal
Uzer District diztrict Active Demo Public Schools
Smith Helly click Iractive Demo Public Schools

| Add A Hew User
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Campus:
=zername:
Pazsword:
First Mame:
Last Mame:
Tithe:
Phaone:
Fa:

Email:

iISTAR Online User Manual

| Demo Public Schools w

| Desza

| Dhoden

| Desza

| SUpervizor

| 505 786 9721]

| desa bodenigresolve com

|
|
|
| Boden |
|
|
|
|

| Save Changes

I | Cancel |

After clicking on ‘SAVE CHANGES’  You will see the following screen:

The new user was successfully added!

Okay!

Click on ‘OKAY’ and your user will be added:

Last Name
Account
Arithory
Bennett
Boden
Dema

Uzer

Uzer

Stnith

First Name Login Name Status
Admin nmadmin Active
Roger rannylive Active
Steve zhennett Active
Desa Desza Active
Temp tempdemo Active
Campus CAMPUE Active
Diztrict district Active
Helly click Inzctive

School Name
Dema Public Schools
Demo Public Schools
Demo Public Schools
Dema Public Schools
Dema High School
Dema High Schoal
Dema Public Schools

Dema Public Schools

| Add A Hew User I

You can edit or disable an existing user by clicking on the line with their information as
seen in the following screen:

Updated 3/1/2010
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l=zername:
Pazsward:
First Marme:
Last Mame:
Title:
Phaone:
Fam:

Etmail:

| Back To List || Edit User || Disable User |

Clicking on the campus access button will allow the district user to provide access to
ordering for their campuses. It also provides an Access Key so the campuses can log

on. If you don’t wish your campuses to have access to ordering, you can click on the
TURN ACCESS OFF button.

iSTAR~Online Ditict User
|

Home: | Search

Shop | Criers | Budgets Hela Cortact Lot

Campus Access Is Currently On .

Campus Access allows the schools in your district to create shopping carts (requisitions) and forward them to the District Account for editing
andfor approval. To access ISTAR, each school in your district must register by using the follovwing key:

Campuz Access ey 11492-B442E-DE44H

Turn Access Off
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Searching the iSTAR Database

Overview

You may search the iISTAR database by ISBN, title, category, subcategory, publisher,
grade level, expiration date, and/or adoption status. In addition, you can restrict your
search to newly adopted titles by clicking the box next to 2010 K-8 langauge Arts,
Modern, Classical & Native Languages. You can also download the NEW ADOPTION
by cljcking th(Ia DOWNLQAD to EXpEL at thp top of the page.

ﬁ]j Download The 2010 K-8 Language Arts, Modern, Classical & Mative Languages
Textbook Search: Search Tips:
Title: | | The Title field will find tiles that contain the word or phrase you

: enter. The ISBM figld will find [SBMs that egin with the number
ISEN: | | oL erter.
Category: Any L' The Category, Subcategory, and Publisher menus are now:

interactive. When you select a category, ISTAR will automstically

Sub Any 3 update the publisher menu to display only those publishers whao
Cateqary: hiave titles under your selected category. Likewize, when you

X zelect & publizher, the category and subcategory menus are
Publizher: Any b updated automatically.
Grade A 3
Level: n Your results can nowy be sorted on-the-fly by clicking the desired

heading on the Search Results page. Clicking the same heading will
Expires: Ay hd togale the ot process between ascending and descending arder.
Sgiius ] b The maximum number of matching results returned by this version
f iStaris 750,
Sart By Defaut b o tars
|:| 2010 K-8 Language Arts, Modern, Classical &
Mative Languages
SEARCH TIPS

If you enter a word or phrase in the Title field, iSTAR will locate titles that contain that
word or phrase. If you enter something in the ISBN field, iSTAR will find ISBN#'s that
begin with that text. If you have the 13 digit ISBN (of vice versa), iSTAR will xref
with the 10 digit ISBN in many cases. If you know part of the ISBN, you can enter a
partial ISBN with * at the beginning and end:
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Textbook Search: Search Tips:

The Title: field will find titles that contain the word or phrase you

Ttle: | | enter. The [SBM field will find ISBM= that begin with the number

ISBn: [ *o07572288¢ | you enter.

Category: | Ay w | The Categary, Subcategory, and Publizher menus are now
interactive. When you zelect & category, iISTAR will automatically

Sub Category: | Ay w | upddste the publizher menu to display only those publishers who
have ttles under your zelected category. Likewize, when you

Publizher: | Ay w | zelect & publisher, the categary and subcategory menus are
updated automatically .

Grade Level: | Ay w |

_ Your results can now be sored on-the-fly by clicking the desired
Expires: | Ay b | heading on the Search Resutts page. Clicking the same heading will
toggle the sart process betvween ascending and descending order .

Status: | Ay L |

The maximum number of matching results returned by this version

Sort By: DefaLit 4
art By |eau | of iStar iz 750.

D 2005 Caresr Education Adoption

And iSTAR will give you results that have the partial ISBN #:

Q07AT 22887 SRA Spelling Student Edition (softcover) B 3 Yes $13.59
(SRANME Graw-Hill @2002 - RESOLIE) Core Bazal

When you make a selection from the CATEGORY list, the SEARCH button is
temporarily disabled while your browser loads the appropriate list of subcategories.

By default, iSTAR will sort your search results by title. You may also sort your results by
ISBN, price, or publisher. Simply select the appropriate option form the SORT BY list
before clicking the SEARCH button.

The maximum number of matching results returned by this version of iSTAR is 750.

Browsing Search Results

iSTAR displays your search results in groups of 30 per page, up to a maximum of 25
pages. You may browse through the search results by clicking the right or left arrow
buttons at the top of your screen.

To skip forward or backward several pages, click on the down arrow. All the available
pages will come up and you can click on the page you want to see.

An example of the SEARCH RESULTS PAGE is shown below:
Updated 3/1/2010 Page- 10 -
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Title Contains: psychology

ISBN Begins: Any

Category: Any
Subcategory: Ay =T
Publisher: Ay
I T N K T
0205449190 Educational Peychology ith CO 1-12 hla $79.05
(Prentice-Hali Callege - RESOLVE) Supplemental
0131960708 Psychology AP edition TB 1-12 ha $65.47
(Prentice-Hali Callege ®2007 - RESOLVE) Supplemental
0131731807 Psychology AP Powerpaint 1-12 ha $14.97
(Prentice-Hali Callege ®2007 - RESOLVE) Supplemental
0131731297 Psychology AP Student Ed/Test Prep 1-12 Na $78.47
{Prentice-Hali College ®2007 - RESOLIE) Supplemental
0131731831 Psychalogy AP Tchr Resource Manual 1-12 Mo 2497
{Prentice-Hall College @2007 - RESOLIE) Supplemental
013173184% Psychology AP Test Bank 1-12 Mo #1857
{Prentice-Hall College @2007 - RESOLIE) Supplemental
0131731815 Psychology Test Gen CDPROM 1-12 Mo 4987
(Prentice-Hali Callege ®2007 - RESOLIVE) Eupplemental

Item Details

To view more information about a particular title, simply click on the desired item.
iSTAR displays the Item Details page, where yow'll find the expiration date, new
adoption status, grade level, publisher and depository contacts, plus any additional
comments or current promotions related to that item. Click the BACK button to return
to your search results or NEW SEARCH to begin another search.

An example of the Item Details Page is show below:

Title:
AG FUND APP 0T 4E

ISBN: 9731401859626
Copyright: N/A

Price: 510825

Type: C

Category: Agricutture Education
Subcategory: General AG

Lowr Grade:
High Grade:
Adopted:

Hewr Adoption:
Expires:
Comments:

W

2

[P

wow

0

5]
o

Depository Info:

Resolve Corporation - Oklahoma
PO Box 271568

Cklahoma City ,OK 73137-1568
405-581-9588

Publisher Info:
CENGAGE LEARMING
5191 Natorp Bhed
Mason ,OH 73059
5132291000

Updated 3/1/2010
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Working with Budgets

Overview

The iSTAR budget features provide spending controls and detailed accounting
information. BUDGETS FOR ALL DISTRICTS WILL BE ENTERED BY ARCHWAY
FOR ALL IM (INSTRUCTIONAL MATERIAL) ALLOCATED FUNDS FOR THE
FISCAL YEAR 2010-2011 and FORWARD

For all Public, State Supported Schools:
50% of the allocated funds will be designated as CORE
50% of the allocated funds will be designated as SUPPLEMENTAL
THIS BUDGET WILL BE LABELLED IM BUDGET

For all Non Public Schools:

50% of the allocated funds will be designated as CORE

50% of the allocated funds will be designated as SUPPLEMENTAL ADOPTED
THIS BUDGET WILL BE LABELLED IM BUDGET

For all Charter Schools:
100% of the allocated funds will be designated as SUPPLEMENTAL.
THIS BUDGET WILL BE LABELLED IM BUDGET.

Only authorized users or administrators can make changes against the IM BUDGET.
This will only be at the STATE or DEPOSITORY level. You will not need to worry about
core and supplemental materials keyed in the same order. Once you pick IM budget,
iSTAR will automatically deduct from the appropriate fund as you key your order.

WHEN SETTING UP YOUR CAMPUS BUDGET FOR IM, PLEASE CHOOSE THE
IM CAMPUS BUDGET.

SCHOOLS MAY SET UP ADDITIONAL BUDGETS TO ACCOUNT FOR
ADDITIONAL MONIES ALLOCATED TO THEM FROM OTHER FUNDING
SOURCES.

CARRY-OVER

Carry-over funds are considered any STATE IM allocated funds not used or committed
by the end of the fiscal year for which they were designated.

Carry-over funds should be added as a separate budget for this year 2010-2011.

For fiscal years 2011-12 and forward, carry-over funds will be added to the appropriate
budget new year as an adjustment.

WAIVERS

PED may allow a school or district to use CORE funds to purchase non CORE material
In this instance, the PED or Depository administrator will adjust monies from the CORE
budget to the SUPPLEMENTAL. Only PED can authorize this adjustment.

Updated 3/1/2010 Page- 12 -
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The Budget Summary

The main Budgets menu displays a summary of your current Budget categories. This
summary displays the Budget Label, Budget Restrictions, Total Budget, Current charges,

and Available Balance.

An example of the budget summary screen is shown below:

District User

Demo Public Schoals

iS]‘AR|«rOi7/1'1’)| )

Horme | Search

Shop | Orders Budgets

Help Contact

Logowt

Available Budgets: Select a budget to views, or create a new budget by clicking the button below .

Budget Label Total Budget Current Charges Awvailable Balance

core 2009 Core Bazal F12,000.00 $2 244 .90 $9,755.10

TEST Core Bazal $19,527.00 $0.00 19,527 .00

test Core Bazal $10,211.00 F1758.20 F10,032.80
Hew Buidget

Creating a New Budget For NON IM Funds

The New Budget Form allows you to create a new iSTAR budget control. Start by giving
your new budget a unique label. Next, enter an amount in the New Budget field. Finally,
the Restriction option allows you to limit the use of your new budget to Core Basal or
Supplemental Titles. If you select the CORE BASAL button, you may ONLY order Core
material. If you click on the SUPPLEMENTAL you can order any material. Click the

SAVE button and you are done.

The new Budget Form is shown below:

| Hew Budget: Use this formto creste s nes budaet. The Accourting Code is optional. Al other figlds are reguired.

Create A Hew Budget:

Mesw Budget Label [ TTLE ImonEY |

Mesw Budget Amount: [ 1000.00] |

Accounting Code: | |

Restrictions:

@ Core Basal Material
O Supplemental Materisl

Updated 3/1/2010
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IF YOU ARE CREATING THE IM BUDGET AT THE CAMPUS LEVEL, SELECT IM
CAMPUS BUDGET. THIS IS THE ONLY BUDGET THAT WILL FEED INTO THE IM
BUDGET AT THE DISTRICT LEVEL.

Adjusting a Budget

You may adjust any iSTAR budget except the IM BUDGET by changing the Total
budget column. For Example, if you receive additional money from a fundraising event,
you would increase the Total Budget column. All budget adjustments are permanently
logged. They cannot be modified or deleted. If you make a mistake while adjusting your
budget, you must enter another adjustment to correct your error.

You have several options on the Budget screen which are listed below.

Budget Details: This screen will display any adjustmerts that have been applied to this budget. ‘

Budget Label Total Budget Current Charges Available Balance

washington elem suppl budget $10,000.00 $0.00 §10,000.00

Adjustments To "Total Budget' Adjustment Date
Initisl Funding Smaunt 21952009 $10,000.00
| Back || Adjust Budget || Show Pending Charges || Edit Settings ” Delete Budget I

The following form is displayed if you click on the ‘Adjust Budget’

| Adjust Budget: Uszethe form belovy to adiust this budget. Al adiustments are permanently logged.

Budget Label Total Budget Current Charges Available Balang
weashington elem suppl budget F10,000.00 F0.00 F10,000.0
Adjust This Budget:

Adjustment Type: | Increaze - |

Budget Column: | Total Budgst w |

Adjustment Amourt: | 500000 |

Comments: PTA Pizza party|

button_ [ Adjust Budget || Cancel

When you click the adjust budget button, your total budget is increased by that amount:

Updated 3/1/2010 Page- 14 -
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Available Budlgets: Select a budget to viewy, or create s nevy budget by clicking the button below,

Budget Label Restrictions Total Budget Current Charges Awailable Balance
1zt grade reading core Core Bazal 200000 F0.00 200000
weashington elem suppl budget Supplemerntal $15,000.00 F0.00 F1:5,000.00
wazhington elementary budget Core Basal F10,000.00 F0.00 F10,000.00

Hew Budget

By clicking on the adjusted budget again, the following screen will appear which now
reflects your additional monies.

| Budlget Details: This zcreen will display any adjustments that have been applied to this budget.

Budget Label Total Budget Current Charges Avsilable Balane

core 2009 $12,000.00 F0.00 $12,000.00

Adjustments To "Total Budget' Adjustment Date

Initizl Funding Amount 2MEF2009 $10,000.00

Pizza zales 2MEr2009 F2,000.0
Back || Adjust Budget || Show Pending Charges || Edit Settings || Delete Budget

Pending Transactions

Note that the Current charges column only calculates posted transactions. To get a more
accurate picture of how much money is really left in your budget, select a budget from
the main budget menu, and click the pending transactions button.

‘ Pending Charges: This screen will dizplay any charges pending against this budget. |

Budget Label Total Budget Current Charges Avwvailable Balance
weazhington elem suppl budget F15,000.00 F0.00 F15,000.00
Mo Pending Charges.

Back |

You can also delete a budget or edit your settings if you choose.

| Budget Details: Thiz screen wil display any adjustments that have been applied to this budget.

Budget Label Total Budget Current Charges Available Balance

12t grade reading core $2,000.00 $0.00 F2,000.00

Adjustments To 'Total Budget' Adjustment Date

Initial Funcing Amatint 21872009 F2,000.00
Back ” Adjust Budget ” Show Pending Charges ” Edit Settings I| Delete Budget
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Are you sure you want to permanently delete this budget? This aperation cannot be undone. If there are any processed

tranzactions using this budget, the budget will not actually be deleted, but rather disabled (and hidden).

| Delete Budget || Cancel

Available Budgets: Select & budget to view, or create a newy budaet by clicking the button below.

Budget Label Restrictions Total Budget Current Charges
wyashington elem suppl budget Supplementsl $135,000.00 $0.00
swazhington elementary budget Core Bazal $10,000.00 $0.00

Available Balance

§1:5,000.00
$10,000.00

Hew Budget

Updated 3/1/2010
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Working With Shopping Carts

Overview

The iSTAR shopping Cart lets you keep track of your title selections as you build your
order. It travels with you as you use the iSTAR site, organizing the selections you've
made, totaling your order, and double checking budget constraints.

To Create a new cart, click the NEW CART button on the main Carts screen.

| Shopping: Pleaze select an existing shopping cart to open, of create & newy cart by clicking the button below, ‘

Cart Label Cart Owner Cart Id Budget Date Created

Campus cart C. Uszer 161871 District Budiet (Placeholder) 2M 72009

Hew Cart

iSTAR displays the New Cart Form. An Example is listed below. First, choose a unique
label for your cart. For example, labels like Mrs. Jones Core Cart indicate who owns the
cart, and the cart’s likely contents. Next, select the appropriate budget for your cart.
REMEMBER IF YOU ARE USING IM BUDGET or IM CAMPUS BUDGET, iSTAR
WILL AUTOMATICALLY SPLIT YOUR CORE AND SUPPLEMENTAL TITLES
FOR YOU. BOTH BALANCES WILL BE DISPLAYED .

For any other orders you will need to select the appropriate budget. In this example we
will pick Title T Budget which allows only core materials to be purchased. Check the
main budgets screen if you are unsure about budget restrictions or available balances.
Click the continue button and you're done.

Please Create A New Shopping Cart:

Cart Label: | Mrs Jones Core Cart |

Select & Budget: | TITLE | MOMEY v |

Select & Campus: | Demao Public Schools e |
| Continue | | Cancel

NOTE: iSTAR will alert you if you already have a cart using the same budget. You may
still create your new cart with that budget - this is just a friendly reminder.

Opening an Existing Cart

You may open the cart you've just created, or reopen an existing cart at any time by
selecting it from the main Carts Summary screen. An example of the Carts Summary
screen is shown below:
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Shopping: Please select an existing =hopping cart to open, or create a nevw cart by clicking the button below:.

Cart Label Cart Owner Budget Date Created
hrs Jones Core Cart D. Uzer 173057 TITLE I MOMEY 7200
Iy PMese CatSupp A Account 172187 ShowandTell_Supp 152010
Test & Sccount 1726324 test 2010 3200

Hew Cart

Managing your Cart

When you open a Cart, iSTAR displays the Cart Details screen. This screen allows you to
add items to your cart, displays the current contents, and keeps you up to date on the
relevant budget figures.

An example of the Cart details screen is shown below:

Cart Label Cart Id Budget Label Date Created
Randie's adopted cart 161939 core 2009 201 62009
Budget Label Current Balance Your Cart Total New Balance
core 20039 $12,000.00 $565.27 F11,414.73

Add tems To Your Cart:

ISEN; quartity: || [ Free Material AddToCart || Search
) (Lensio
0153237805 A0 OPT A WWE GR 1 Trafeos $6.36 $174.00
0076036006 Guiide tor Activities TG 1 Grade 5 $0.00 $0.00
0076036073 Guide tor Activities TG 2 Grade 5 $76.47 §76.47
0076045544 Everyday Mathematics, Stuert Math Journ §8.37 $334.80
Update Total
| Edit Properties || Check Out || Save Cart || Delete Cart ||\liew Free Material I

We will now begin ordering for Mrs. Jones:

Cart Label Budget Label Date Created

M= Jones Core Cart 173037 TITLE I MCMEY anTemn

Budget Label Current Balance Your Cart Total New Balance

TITLE | MCMEY F1 000 .00 F0.00 $1,000.00

Add items To Your Cart:

ISEN | | cuartity: | | [ Free material Add To cart || Search

| Edit Properties || Save Cart || Delete Cart ”View Free Material
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Adding Items to Your Cart

There are two ways to add items to your Cart: through the ISBN entry form on the Cart
Details page or through the Search Results page. The ISBN Entry form is the quickest
and easiest way to add items to your cart when you already have a list of ISBN #’s. You
simply key the ISBN # in and click add to cart as seen in the examples below.

Once you hit the add to cart button, your new balance is reflected as well as your cart
total.

Cart Label Budget Label Date Created

Mrz. Jones Core Cart 162041 washington elemerntary budoget 2M 852003

Budget Label Current Balance Your Cart Total Hew Balance

weashington elementary budget $10,000.00 F203.00 F9,797.00

Add itemns To Your Cart:

ISBN; Quantty: | | [ Free materiai | AddTocart || Search

Isbn Title Extension

0153365045 Harcourt Math: Challenge Warkbaok (incl F203.00

Update Total Total: $203.00

| Edit Properties || Check Out ” Sawve Cart ” Delete Cart ||\Iiew Free I'u'lateriall

If you try to add a supplemental title to your core budget you will receive the following
message:

| Sorry, but you cannot add that itern to this ca. ¥Your current budget restriction allows Adopted titles anly. |

Cart Label Budget Label Date Created

Mre Jones Core Cart 173057 TITLE | MOMNEY IMNT200

Budget Label Current Balance Your Cart Total Hew Balance

TITLE | hACRE™Y §1,000.00 Eitay bl $991 &5

Add tems To Your Cart:

ISE; | 056334085x | auartity:[ 1] [ Free Material | AddTocart | Search |

@ W

Isbn Title Quantity Price Extension
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If you had selected your supplemental budget:

march22 Supplemental 11 ,000.00 F0.00 F11,000.00

And tried to key the same ISBN, there would be no error message:

Budget Label Current Balance Your Cart Total Hew Balance

march22 F11,000.00 108537 $9,914 63

Add ltems To Your Cart:

ISBH; Cuartity: | | [ Free Material | AddTocart | search

Extension
086334095K Daiman Ackv Story for First ‘ear Latin ¥14.47 144,70

01336857175 Literature Grads 9 Mewe Mexico Studert Ed $80.97 $809.70

0133667030 M GR: 09 Prertice Hall Litersture Grade $130.97 $130.97

Update Total Total: $1,085.37

If you try to key an invalid ISBN # or a number that is not on the PED list, you will
receive the following message:

We're sarry, but that ISBM is not in our database.

Cart Label Budget Label Date Created

hrz Jones Core Cart 173057 TITLE | BAOREY 3NT010

Budget Label Current Balance Your Cart Total New Balance
TITLE | ACHEY F1,000.00 812 F$991 .85

Add tems To Your Cart:

|SBN; | 0736200797 guantty: | 1| [ Free Material | Add To Cart || Search

Extension

0153365048 Harcourt Math: Challenge Wiorkbook (incl §512 §512

Please double check the ISBN # and try again.
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On occasion, you might enter an ISBN that has been superseded by another.
When this happens, iSTAR displays the new ISBN #, title, and price, and give you
the opportunity to either add that item to your cart or cancel the transaction.
Substitution’s are NOT automatically added to your cart as shown in the example

below:.

Cart Label Cart Id Budpget Label Date Created
Mrs. Jones Core Cart 162041 wwashington elementary budoet 2M9/2009
Budpet Label Current Balance Your Cart Total New Balance
washington elementary budget $10,000.00 F203.00 $9,7597.00

Add tems To Your Cart:

|SB: [ 157039944 Quantity: [ Fres Material [ AddTocart | Search

Extension

0153365045 Harcaurt Math: Chalenge Warklook (incl $8.12 $203.00

Total: $203.00

Update Total I Undo Changes

Edit Properties || Check Out [ PrintCart ][ Save Cart |[ Delete Cart |[View Free Material

The ISBM you entered has been superseded by the following:

007E097352 Consumable Home Links Gracde 1 F5.31

| Add To Cant ” Cancel I

If you add an item that already exists in your cart, the quantities are updated
automatically. For example, if you have 10 copies of a given title in your cart and add 10
more, the quantity for that line item will be increased to 20. You will not have a separate
line item for the duplicate entry.

Add tems To Your Cart:

iSBn: [ 0076097382 | cuantity: [ Free Materisl | _AddTocCart ||  Search
I=bn Title Quantity Price Extensio
0153365043 Harcourt Math: Challenge VWorkbook fincl 512 §203.0
0076097352 Consumable Hame Links Grads 1 531 $53.1
Update Total Total: $256.1
| EditProperties ||  cCheckout || Printcart || savecart || Delete Cart |[view Free Material]

If you are asking for free items please remember to click the ‘free material’ box which will
change the dollar amount to zero. An example is listed below:
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Add itermns To Your Cart:

ISBM; | 0153237805 | cwartity: [ 10]  [iFree Materiat [ AddTocan || Search

0153237805 FUG OPT A WE GR 1 Trofeas $0.00 $0.00

Upidate Total

Total: $2,078.07

The publisher is responsible for sending your free material. Each publisher has their
own unique sign on user name and password to access your orders. They are
notified via email when one of their titles is ordered. They then have the option of either
printing or reviewing your orders on line. This enables them to see your orders exactly
as you ordered including PO and name and address to ship to as well as the quantities
you request. THEY RECEIVE THIS NOTIFICATION AT THE SAME TIME THE
DEPOSITORIES RECEIVE YOUR TEXTBOOK ORDER.

If you do not know the ISBN # and need to search, you would need to click on the search
button next to the add to cart. The following screen will appear.

Textbook Search: Search Tips:

Tite: | math | The Title field will find titles that eontain the word or phraze you
: enter. The 15BN field will find ISBMNs that begin with the number
|SEh | | You enter.
Categary: | Ay L | The Category, Subcategory, and Publisher menus are now
interactive. When you select a category, ISTAR will sutomatically
Sub Category: | Ay w | update the publisher menu to display only those publizhers who
have titles under your selected categary . Likewize, when you
Puhblizher: | Harcourt Brace And Company ~ | select & publizher, the cateaory and subcategory menus are
updated automatically.
Grade Level
) Your results can nowe be sorted on-the-fly by clicking the desired
Expires: | Ay o | heading on the Search Results page. Clicking the same heading il
toggle the sort process between azcending and descending arder.
Status: | Ay w |
Sort By: | Defaut - | Thg Mmacdmum number of matching results returned by this version
of iStar iz 750,
D 2008 Career Education & doption

I Search I | Reset I

You can search by title, ISBN, category etc just like when inquiring. If you key the title
and press SEARCH, the following screen will appear:
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Your Search Criteria: HNawigation:

Title Contains: math
ISEH Begins: Ay

Category: Any Hew Search
Subcategory:  Any — :
Publisher: Harcourt Brace And Compary it Search
Oty ISBN Title [ Publisher Type Grade Adopted Price
e e e e @ s —me e e e immmm «
|:| 0153247519 Harcourt Matermiticas: Math Reader, Un po TB 2 Yes 1695 —
(Harcowt Brace And Compary 2005 - RESOLIAE) Core Basal
|:| 0153218487 Harcourt Matemiticas: Math Readers Colle T 2 Yes $40 68
(Harcowt Brace And Company 82005 - RESOLIVE) Core Bazal
0153347414 Harcourt Math SE 2 Mo $31.:50
(Harcowt Brace And Company - RESOLIAE) Supplemerital -
I:l 0153365382 Harcourt Math: Assessment Guide (includ P 2 Yes $56 57
(Harcowt Brace And Company 2008 - RESOLIE) Core Bazal
0153365048 Harcourt Math: Challenge Warkhook (incl WE 2 Yes $6.12
(Harcowt Brace And Company 2008 - RESOLIE) Core Bazal v
4 &
| Add To Cart || View Cart ” Hew Search ” Print Search I

Note that the quantity boxes are only available on the CORE BASAL titles since that is
the budget that was selected. You can “View Cart’, perform a ‘New Search’, or Print your
search results. We will add to cart by keying the quantity and selecting ‘Add to Cart'.

The title selected is now in your cart:

Cart Label CartIid Budget Label Date Created
Mrs. Jones Core Cart 162041 wyashington elementary budaet 241952009
Budget Label Current Balance Your Cart Total HNew Balance
wyashington elemertary budget $10,000.00 $203.00 $9,797.00

Add tems To Your Cart:

ISBM: | | Lty l:l [] Fres material | Add To Cart ” Search I

Price

0153365048 Harcourt Math: Challenge Workkbook (incl

Tota: 520300

[ EditProperties ][ Checkout  |[ Printcart |[ Save Cart ][ Delete Cart |[View Free Material

Updating Quantities

Once you've added an item to your cart, you can adjust the quantity by changing the
number in the quantity field and clicking the UPDATE TOTAL button. As a safeguard,
an UNDO Changes button will appear. Clicking this button will return the cart to the
last saved version. ISBN 0076097382 was changed from QTY 20 to 15.

In the screen listed below, the QTY has been changed but the UPDATE TOTAL button
has not been clicked on.
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Add tems To Your Cart:

ISEN | | Guantity: | | O Free Material [_Add To Cart || Search I
Isbn Title Quantity Price Extension
0153365048 Harcourt Math: Challenge Workbook (incl $8.12 $203.00
0078097382 Consumable Home Links Grace 1 35.31 $106.20
0153534521 Harcourt Math: Student Edition with 6o $62.33 562 39
0153364550 Harcourt hath: Reteach Wiorkbook (includ $8.38 167 50

Update Total Total: $539.19

| EditProperties || checkout || Printcart ][ Savecart || Delete cart |[view Free Material]

After clicking on the update total button, the screen looks like this:

SB[ | quartty: [ ] [ Free Materisl | AdaTocart || Search |
Isbn Title Quantity Price Extension
0153362045 Harcourt Math: Challenge Warkbook (incl F8.12 F2035.00
0076087352 Consumahble Home Links Grade 1 $35.31 Fraes
0153534621 Harcourt Math: Student Edition with eBo 6238 F62.39
0153364590 Harcourt Math: Reteach Workbook (includ F5.38 F1E7 BO

Update Total Unde Changes Total: $512.64

Note: the total order amount has been decreased by the five books.

If you don’t want those changes, click on Undo changes and the screen will look like this:

Add tems To Your Cart:

ISER: cuartity: | | [ Fres Material [ AddTocart || Search

Extension
0153365045 Harcourt Math: Challenge Waorkbook (incl F203.00
O07B097 352 Consumable Home Links Grade 1 F108.20

01533534621 Harcourt Math: Student Edition with eBo 6238

0153364590 Harcourt Math: Reteach Yiorkbook (includ 67 B0

Update Total Total: $539.19

To remove an item from your cart, set the quantity to zero and click the UPDATE

TOTAL button.

Updated 3/1/2010 Page- 24 -



iISTAR Online User Manual

Extension

0153365048 Harcourt Math: Challenge YWorkbook (incl F203.00

007E0S7 352 Consumable Home Links Gracde 1 F106.20
0153534621 Harcourt bath: Student Edition with eBao F62.39

0153364590 Harcourt Math: Reteach Workbook (includ F167.60

Update Total Total: $539.19

After clicking the UPDATE TOTAL button, the item is no longer on the order:
Extension
01 53365045 Harcourt Math: Challenge Warkbook (incl F203.00

OO7E097 352 Conzumakle Home Links Gracde 1 F06.20

01 53364590 Harcourt Math: Reteach Workbook (includ F167.60

Update Total Undo Changes Total: $476.80

NOTE: If you listed an item as charged and it should have been free, you will need to
delete the line and re key as a free item.

Saving Your Cart

When you click the SAVE Cart button, iSTAR will save your cart in its current state,
close your cart, and return you to the main Carts menu. When you log out, your open
carts will be saved automatically.

Deleting your Cart

You may delete your cart at any time. When you click the Delete Cart button, iSTAR will
request confirmation before actually deleting your cart.

Are you sure you want to permanently delete this cart? This operation cannot be undane.

| Delete Cart I | Cancel I

If You’re Over Budget

If your cart total exceeds your available budget, you will not be able to complete your
order. iSTAR displays a warning and hides the checkout button. In this case you must
either remove items from your shopping cart, or increase the associated budget
accordingly.
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Your current cart total exceeds your available budget. Please remove items from your cart, or adjust your budget
accordingly.

Cart Label Budget Label Date Created

ir=. Jones Core Cart 182041 weashington elementary budget 21972009

Budget Label Current Balance Your Cart Total Hew Balance

wazhington elementary budget 10,000,000 Fi5d 276 .80 (574,276.80)

Extension
0153365045 Harcourt Math: Challenge Yaiorkbook (inc F203.00
00760973582 Conzumable Home Links Gracde 1 F06.20

0153364890 Harcourt Math: Reteach Workbook (inchid $83 967 60

Update Total Total: $84,276.80

| Edit Properties ” Print Cart || Save Cart || Delete Cart ”Uiew Free Material

To complete your order, click the checkout button. The following screen will appear to
confirm your billing and shipping information. Post Office boxes are not permitted in the
shipping addresses.

| Address Information: Please verify your current Billing Address and Shipping Address information belowvy . |

Billing Address: Shipping Address:
Location: | Dema Public Schools v | Location: | Demo High School v |
Address: [ Suite 110 | Address; | Dock 4 |
City: [ Dema | City: [ Dema |
Zip Code: [ &7102 | Zip Code: | 87102 |
Contact: | Bokby Biling | Contact | Sally Shipping |
Phome: | B00-555-1212 | Phone: | 800-555-2121 |
continue || Back |

NOTE: This is your last chance to click the BACK button and modify the contents of
your carts. If you are happy with your order, hit the Continue button.
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If you are a campus user, you will receive the following message:

Your cart has been submitted to the district for approwval.

| 0K!

Your cart has been sent to the district where they can make changes (add or delete) and

where a PO will be created so your order can be submitted to the depository.

We are now ready to view the campus order at the District level... In order to do that you

click on the SHOP button at the top of the page:

District User

Dema Public Schoals

iISTAR*Online
rone | [ s | o | mwes | hen |

Search Contact |

Logout

‘ Campus Carts: Pleaze select a campus shopping cait to open.

Cart Label

Campus

Date Created

testing for freight 161341 Cemo High School Campus User
campus demo cart 161972 Demo High School Campus User
Mrs. Jones Core Cart 1620441 Dema High School Campus User

2MES2003

21772009

21952003

Hew Cart

We will pick Mrs. Jones cart since that is the one we keyed at the campus level earlier.

Cart Label CartId Budget Label

hrz. Jones Core Cart 162041 weashington elementary budget

Date Created

2182009

Your Cart Total

Budget Label Current Balance

Hew Balance

washington elementary budget $10,000.00 Fd V.60

$9,523.20

Add items To Your Cart:

ISEN: Cuartity: | | [ Free material [ AdaTocart |

Search

Extension
0153365045 Harcourt Math; Challenge Workbook (incl F203.00
007E097 352 Consumable Home Links Grade 1 F106.20
0153364590 Harcourt Math: Reteach Warkbook (inchid F167 EO
Totat: $476.00
Edit Properties | Check Out ” Print Cart || Save Cart ” Return Cart || Acquire Cart ” Delete Cart |
View Free Material
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The district can make changes to the existing cart either by adding other ISBN #’s or
changing quantities on existing ISBN #’s. Let’s say the district decides the campus only
needs 10 books of the I° ISBN. The district can change the quantity on the order before
sending it off to the vendor.

Cart Label Budget Label Date Created

hr=. Jones Care Cart 162041 washington elemertary budoet 21952009

Budget Label Current Balance Your Cart Total Hew Balance

weashington elementary budget F10,000.00 F355.00 F§9, 54500

Add tems To Your Cart:

I1SEN: | | cuantity: | | [ Free Material | AddTocart || Search |
Isbn Title Quantity Price Extension
0153365048 Harcourt Math: Challenge Workbook (incl $5.12 $51.20
D0TE07 362 Consumable Home Links Grads 1 $5.31 $106.20
£ 53364590 Harcourt hath: Reteach Workbook (includ 53,38 $167 50

Update Total Undo Changes Total: $355.00

If the district decides the school needs other material, they can also add titles as shown
in the screen below:

Cart Label Budget Label Date Created

hrs. Jones Core Cart 162041 wazhington elementary budget 2M8/2009

Budget Label Current Balance Your Cart Total Hew Balance

washington elementary budget $10,000.00 $850.50 $9,049.50

Add tems To Your Cart:

ISEN: Cuantity: | | O Free material Add Tocart || Search
G p d
0153365045  Harcour Math: Challenge Workkbook (incl §5.12 Fa1.20
007E087352  Consumahble Home Links Grade 1 $5.31 F106.20
01323364590  Harcourt Math: Reteach Warkbaok (includd $5.38 F167.60
TOBETPS04 Europe Poster Set (S124" ¥ 18" Each; Laminated W Study Guides @ Zountry §59.55 $595.50
Update Total otal: $950.50

The district user can also edit, check out, print, save, return, acquire or delete the campus
cart.

Editing the cart will allow the district to change the budget information:
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Use This Form To Edit Your Shopping Cart:

Cart Lakel: | Mrs. Jones Core Cart |
Select A Bucdget: | washington elementary bucget v |
Select & Campus: | Dermao High Schoal b4 |
Cptional Mates:

| Continue || Cancel I

The Cart can be saved, printed or deleted just like at the campus level. If for whatever
reason the district does not want to approve this cart, they can click on the Return
button and the following screen will appear:

Return This Cart?

This will return this cart tothe original campus user withouwt processing the order. “ou may include a brief note in the field belowy

| Return Cart ” Cancel I

If you do not want the campus to have access to the cart anymore you can ‘ACQUIRE the
CART by clicking on the button:

Take ownership of this cant?

| Take Owinership || Cancel I

When the district user is ready to approve the campus cart, they would click on the
check out button:
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Price Extension

Quantity
0153365045 Harcourt Math: Challenge Woarklbook (incl F5.12 5120
0078097352 Consumable Home Links Grade 1 3.3 F106.20
0153364590 Harcourt Math: Reteach Workbook (includ $5.58 F167¥ EO

TOBTPS04  Europe Poster Set (224" X 18" Eacky Laminated Wi Study Guides @Courtry $53.55 $595 50

Update Total

Total: $950.50

Edit Properties | Check Out Il Print Cart Il Save Cart ” Return Cart ” Acquire Cart ” Delete Cart I
View Free Material
After clicking on the check out button you will see the following screen where you can
update any shipping or billing information:

‘ Address Information: Plesse werify your current Billing Address and Shipping Address information belove. ‘

Billing Address: Shipping Address:
Locatior: | Demo Public Schools v Lacation: | Demo High Schoal v
Address: | Sute 110 | Address: | Dock 4 |
City: [ Demo | City: [ Dema |
Zip Code: [ 87102 | Tip Code: | 87102 |
Contact: | Bobhy Biling | Contact | Sally Shipping |
Phome: | 800-555-1212 | Phone: | 800-555-2121 |

[ continue || Back |

If your order contained items from multiple vendors, the following message will appear:

“our cart containg tems from muttiple depositories. In order to process these orders, you will need a Purchase Order Mumber for each of the
depostories listed below.

Depository Hame

Ahout BooksiEducation Services 29550

Resalve Corporation - Albuguergue §355.00
Continue | | Save For Later I

You can save either or both orders to process later or if you click on Continue you will
receive the following message:

Your arders have been created and gueued. You may now add your Purchase Order numbers and any special instructions.
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A screen will display all your orders that are queued and waiting for a PO. You can select
one by clicking on the line: NOTE Mrs. Jones’ Cart has been split into two orders since
there are two different vendors on her order and they will each need a PO.

Order Label Depository PO Number Order Id Order Date Order Total

Randie's adopted cart Resolve Corporation - Albuguergue 162272 2MTI2008 1,897 .20

Randie's adopted cart About Book=Education Services 162273 2MTI2008 F347 .70

Mrz. Jones Cart Resolve Corporation - Albuguergue 162325 212052008 $355.00

M=, Jones Cart Ahout BooksEducstion Services 162329 212052008 F4985.50
| Queued Orders ” Processed Orders || Confirmed Orders I

After clicking on your cart, you are ready to add your PO and shipping information:

Order Label: Purchase Order:

Mrz. Jones Cart | | 223 | | ship azap

Orderid PO Number Depository Budget Order Date Order Total
162328 Resolve Corporstion - Albuguergue wazhington elementary budget 22002009 F355.00
Billing Address: Shipping Address:

Dema Public Schoaols Cema High Schoal

Suite 110 Dock 4

Demo | M Dema ,

7102 7102

Contact: Bobby Billing Cartact: Sally Shipping

Phone: 800-255-1212 Phone: S00-555-2121

Isbn Title Quantiby Price Extension
007 E097 352 Consumable Home Links Grade 1 20 5.3 F106.20
0153364590 Harcourt Math: Reteach Workbook (inchid 20 $a.35 FET G0
01533650458 Harcourt Math: Challenge Workbook (incl 10 FE812 F81.20

Select A Delivery Method:

@ Pleaze Zhig ONII Call  (Shipping and handling cost for this order iz $13.14 )

| Process Order || Back ” Print Order || Delete Order I

If you click on the “Please ship” please make sure you add the 3.7% for shipping on your
PO. This shipping amount is for Archway depository only. If you are ordering from other
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vendors, you will need to contact that particular vendor to calculate your shipping
manually. If you click “will call” there will be no shipping charge

IMPORTANT: Queued orders will NOT be submitted to the depositories until you add a
purchase order number and click the Process Order Button:

Once you hit ‘Process order’ your order is no longer in the Queued Screen

Queued Orders: Flease select a Queued Crder to complete.

Order Label Depository PO Humber Order Id Order Date Order Total

Randie's adopted cart Reszolve Corporation - Albuguergue 162272 2M 72008 F1,887.20

Randie's adopted cart About Books/Education Services 162273 2M 72008 F347.70

Mr=z. Jones Cart About Books/Education Services 1623529 272002008 F595.50
| Gueued Orders Il Processed Orders || Confirmed Orders

But has now been moved to the processed screen.

Processed Orders: These orders have been processed and sent to the depositories for confirmation.

Order Label Depository PO Number Order Id Order Date Order Total
test Fesalve Corporation - Albuguerque test 162026 172472008 F126.50
test Reszolve Corporation - Albuguergue test 162029 172472008 F51.70
frs. Jones Cart Fesalve Corporation - Albuguerque 223 162328 22072008 F365.14
| Gueued Orders || Processed Orders || Confirmed Orders I

Once the depository has confirmed your order, it will move from the processed order into
the confirmed order file. You will also receive an email that your order has been received.
Any changes you made to the Campus cart will also be reflected in their order as well.

Once your orders have been confirmed you can view any or all of them:
Click on the ‘ORDER” button

iSTAROnline A Accoun
| |

Shop | Crders Budgets Help ‘ Contact | Logout

Hatme | Search

Queued Orders are orders that are waiting for a PO to be assigned to them.

Updated 3/1/2010 Page- 32 -



iISTAR Online User Manual

Processed orders have been sent to the depository but not yet confirmed as being
processed.
Confirmed orders have been processed by the depository.

Queued Orders: Yvou have no Quewed Orders waiting to be processed &t this time.

| Gueued Orders || Processed Orders || Confirmed Orders |

If you click on ‘CONFIRMED ORDERS’, you will see all your orders for the year:

leveled books grade three Resolve Corporation - Albuguercue 990572 HEl 160042 91072008 F2ve.07
Trudell zcience Resolve Corporation - Albuguerue Q0372 HMS 160123 90172008 FE3T 44

Reszalve Corporation - Albuguerdgue 992160 160151 M 252005 F67E.80
math journals and colored waorkbooks  Resolve Corporation - Albuguergue 990572 SIE 160179 901552005 Fa6.00
1=t math Reszalve Corporation - Albuguerdgue 990372 ORE 160257 QM Tr2005 fE2.22
2nd Gd. Everyday hath Resolve Corporation - Albuguercue 990572 BY 160958 10M7r2008 F120.33
Kinder hath Resolve Corporation - Albuguercue P3O90372LL 181390 14 M 72008 $183.55
Spec Order Reszalve Corporation - Albuguerdgue 990372 &dmin 161442 111972008 45739

Resolve Corporation - Albuguercue 994575 161765 1252372005 F699.70
Grade 1 Everyday Mathematics Reszalve Corporation - Albuguerdgue 990372 161828 1872009 F311.10
S0 Cart Resolve Corporation - Albuguergue 990372 161860 1M 2r2009 F139.22
L Joslin Resolve Corporation - Albuguergue 990372 161904 11302009 F632.26
M=, Wioods reading workbooks Reszalve Corporation - Albuguerdgue 990372 161974 142052009 §1 661 .27
JPingel Fezolve Corporation - Albuguercue Q0372 MTY 162031 102602009 167 .06
012709 55 Reszalve Corporation - Albuguerdgue 990372 HEl 162071 142952009 F346.62
A Bednorz Resolve Corporation - Albuguergue 9903572 MTY 162072 102802009 637 44
Pre AlgsSchloman Reszalve Corporation - Albuguerdgue 990372 ACAD 162085 143052009 133711

Resolve Corporation - Albuguercue 995543 162242 21172009 521 46

Resolve Corporation - Abuguerue 995624 1E2247 21202009 $3,960.00

| Queued Orders I |

Processed Orders

” Confirmed Orders

” Previous Year I

If you want to see one of the orders in detail, simply click on that line (we will click on

PreAlg/Schloman) and you will see the complete order as listed below:
Order Date

Order Id PO Humber

Depository

Order Total

162085 990372 ACAD

Archay - Albugueriue

2003 - 2009 Adopted S0%

1/30/2008

$1,337.11

Billing Address:

Shipping Address:

Alamogordo District Office

Cortact: Karen Zachry
Phiome: 575-812-5501

Academy Del Sol Al

PO Box 650 624 M. Florica Lo
Alamogordo | K Alamogordo |
83311 5311

Contact: ACADEMY DEL SOL (KAREN I3
Phaong: 57:5-812-5501

Isbn Title Quantity Price Extension
0131339958 PRE &LGEBRA TH 20 F64.47 $1,289.40
Z-99933399 Shipping And Handling 1 F47.71 $47.71

Y ou may checlk your order status by clicking here ™*

Back ||

Print Order |
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The shipping information is detailed by line and an access to UPS tracking is
also available by clicking on the **You may check your order status by clicking

here *** button:

Bill To Address:

ALAMOGORDOD DISTRICT OFFICE

PO BOx 630

ALAMOGORDO, M 53311

Isbn
0131339955

FROOO1

Ship Date
0240309
0240309

02mz0g

Title

FRE ALGEBRA TH

FREIGHT

Transaction

002670

0032670

0032670

Status
SHF
SHP
Package Via
1 L
2 HH
3 HH

Ship To Address:
ACADENY DEL SOL ALT.
E24 M. FLORIDA A%
ALAMOGORDC, M 85511

Shipped Oty Each
0210309 20 Gd .47

020309 1 4771

Tracking Humber
173 E35V/0300832880
1Z3 E35V/03005832899

1Z31E32V03008329068

Miebsite de=ign and application programming copyright @ 2008 Resalve Corporation

Q Inkternet

If you are a private school you must confirm receipt of your orders. An email
with be sent to PED. This verifies that payment can be made to the vendors on

your behalf.

Updated 3/1/2010

Page- 34 -



iISTAR Online User Manual

INVENTORY
Another great feature of iSTAR is the INVENTORY SYSTEM. You can access your
inventory program from the main menu by clicking on the inventory button:

iSTAR*Online L
|

Shap | Orders ‘ Budgets Help Contact Lot

Hame ‘ Search

Welcome to iISTAR Cnline, your nesw textbook acquisition resource. Thiz powerful tool is a s=nap to use, and will help you more effectively
manage the entire procurement process: From product comparizon and selection, to order processing, to budget management, tracking, and
customer service.,

Pleaze note that ISTAR Cnline is designed for use with the latest version of Microsoft Internet Explorer. If you do nat have the latest version, you
may dowvnlosd it by clicking here.

| Campus Access ” Manage User Accounts || Inventory

The following information will appear:

iISTAR*Online

Welcome To the 1STAR Online Inventory System. The Inventory
mystem allows users to enter, search, edit, and report on all ttems that
are purchased with State Funds which are not ordered through the

15 TAR Program ttself. The current reporting pertod 15 from 712008
threugh 6/30/2002 and inchides all ttems purchased during that time for
the hath Adoption. Tou can find the main Inventory System help file
under the Help tab within the systemn. If vou have a lot of ttems to enter
and would prefer to enter them into an Excel spreadsheet and then load
them mto the system, vou will find a help file with mstructions on how to
do that under the Batch tab wathin the systerm. Y ou wall need Adobe
Acrobat Eeader to wiew the help files, ff vou don't have it vou can click
on the ink below to download it Click on the Continue button below to
oo into the Tnventory Swstem.

Jy et '
ol ADOBE" READER®

NOTE:ANY ORDERS KEYED INTO Istar ARE ALREADY IN YOUR INVENTORY. IT
IS NOT NECESSARY TO RE KEY THEM.
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This is the Inventory system main screen. You can manually enter your inventory items
from this screen. You also have the option of clicking on the BATCH tab to enter your
items into an Excel spreadsheet and then loading that spreadsheet into the system. If you
have a large number of items to enter, I would recommend the batch method. There is a
separate instructional document for batch processing.

iSTAR*Online

Invertory | Batch | Search | Reports | Help Logout

Welcome To the ISTAR Onling Inventory Pragram. This tool allows you to enter items that ars
purchased with State Funds that were not purchased using the iISTAR Program itself. You have the
capability of entering, searching, editing items and reparting on those items as well.

Add Inventory ltemn:

Invaice Diate:

Grade:

PO#: [ Subject:

“endar: |

|
|
Quanitity: |
|

Stock Mumber: | Price:

Deszcription: |

Copryright: | Commerts: |

|
|
|
|
Buidget: | Core Basal A |
|
I

Addoption ‘Year: | [ aaa ] [ cancel

When you enter items on the Inventory data entry screen, you need to remember that the
Order Date has to be filled in and must be entered in a MM/DD/YYYY. Other fields that
must be filled in are the PO#, Vendor, Stock #, Description, Quantity, price, and Budget
fields. When you have finished entering the data for an item then click the Add button

Welcome To the iISTAR Online Inventory Program. This tool allows wou to enter items that are
purchased with State Funds that were not purchased using the iISTAR Program itself. You have the
capability of entering, searching, editing items and reporting on those items as well.

Add Inventory kem:

Invoice Date: | 07/01/2008 | Grade: |2 |

PO#: [ 12345678 | Subject [ Science |

Wendor: [ Firstly | Quartity: [ 10 |

Stock Number: | 432168 | Price: [1085 |

Descrigtior: | Firetlies | Budget: Supplemertal

Copryright: | | Comments: | |
|

Adoption Year | [ Aaa ] [ cancel |

After clicking the Add button, the items you enter will be displayed below the entry
form. Only the items that you are entering during this login session will be displayed. If
you have entered some items, Logout, and then Log back in and enter additional items,
the items that you entered previously will not show up on the screen. Those items are
stored in the database and you can look at, modify, or delete them from within the Search
function, which will be discussed later.
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Add Inventory ltem:

Invoice Date: | Grade |2 |
PO | 12345673 | Subject | Science |
Yendor: [ Firetly | Quantty: |10 |
Stock Humber: | 432168 | Price: [10.95 |
Descrigion: [ Fireflies | Budget | Supplemental v |
Copyright | | Comments: | |

| |

| aaa | | Cancel

Adaoption Year: |

Stock # Description Extension
12345675 432188 Fireflies Supplement 10 F10.95 F109.50
(Flrefiy]

If you move your cursor over the items on the list below the inventory form, you will
notice that the line that your cursor is on is highlighted. If you double click on the line,
the detail for that line is displayed. At this point you can either edit or delete the item or
go back to the inventory entry screen.

Item: 432188
Description: Fireflies
Price: 1095
Quantity: 10
OrderDate: 72005
PO Humber: 12345675
Vendor: Firefly
CopyRight:
Grade: 2
Subject: Science
Adoption Year: 0
Budget: Supplemert
Comments:

Edit ltem || peletetem || Back

Search lists items you have entered into the Inventory system either through the manual
entry process or the batch upload process. You can search for items by entering in a
partial or full description, a partial or full stock number, and/or a partial or full PO
number. Depending on your login you can also choose a district or a school to search. A
school can only search on their items (district and school fields will be disabled but will
show the school and district name in them). A district can only search on all or a certain
school in their district (district field will be disabled but will show the district name in
it). The State can choose a district and all schools or one school in the district to search
on.
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1S11AR*Onlme

District User

Cema
Dema Public Schoals

Imventory

Batch

Search

Reports Help Logout

District:

Schoal:

All

Description: |

Stock |
Mumber:

PO Mumber: |

Sort By:

Default

| Search I

Reset

Inventory Search: Search Tips:

A State login can choose all or any one district and all or any one school within
3 district to zearch. & Distriet login can chooze all or any one school within the
district to zearch. & User login iz limited to it's own school to search.

The Description field finds items that contain the word or phrase you enter in their
description figld. The Stack Mumber figld finds tems that begin with the number
wou eniter. The PO Mumber figld finds tems entered under the Purchase Order
Mumber(s) that begin with the PO number you enter.

Your resufts can now be zorted on-the-fly by clicking the desired heading on the
Search Resultz page. Clicking the same heading will toggle the sort process
betvween ascending and descending order.

The maximum number of matching resufts returned by this wersion of iStar is 750,

Leaving the search criteria (Description, Stock Number, and PO Number) blank will
produce a list of all items you have entered into the Inventory System. You can also sort
by Stock Number, Description, or PO Number, or if left at default it will sort by Stock
Number. Click the Search button to perform a search.

em: 12132
Description: Magazine
Price: F2.99
Ouantity: 10
OrderDate: TH 2007
PO Humber: 232323
Vendor: Life Kids
CopyRight:
Grade:
Subject:
Adoption Year: 0
Buidget: Supplemernt
Comments:

| Back || Hew Search ” Print Search I

If you select the “Print Search” button, the search list is downloaded to an Excel

spreadsheet and the “Download Your Printed Search Results” window will appear.
Depending on how your system is set up, when you click on the download window, the
Excel spreadsheet will directly open or a dialog box will appear asking you to either
open or save the spreadsheet.

Updated 3/1/2010
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ﬂj Cownload Your Printed Search Results

Inventory Search: Search Tips:

District: A State login can choose all or any one district and all or any one school within
’ a district to search. & District login can choose all or any one school within the
Schoal | a1 - | district to zearch. & User login iz limited to it's own school to search.
Description: | | The De=scription field finds tems that contain the word or phrase you enter in their
description field. The Stock Mumber field finds tems that begin with the number
Stock | | you enter. The PO Mumber field finds tems entered under the Purchasze Order
Iumber: Mumber(s) that begin with the PO number you enter .
PO Mumber:
| | “our results can novw be sorted on-the-fly by clicking the desired heading on the
Sort By: | Default v | Search Results page. Clicking the same heading will toggle the saort process
: between ascending and descending arder.
| Search I | Reset I
The maximum number of matching results returned by this version of iStar is 7500

If your Excel spreadsheet opens directly then you can save it from Excel. If your system
prompts you first to either open or save the spreadsheet or cancel the operation then this
window will appear and you can choose one of the 3 options. If you choose to open it
then the spreadsheet will come up like on the previous page

! Lmmmn,mmmwmﬂmmﬁB&JM+M@MJ;L&M4§EM_ | =1E3]

If you choose to save

Updated 3/1/2010

Fil g.?
Addrees |§i http:f finventory istaronline, comfSearchiworksheets/ 105041 1 235earch, xls V| Go Links **
O - v »
: Go 3lt’ File Download E| 2y @ downlo.. -
Y’ - # | o ur Taolbar Mow = [Z)Mal = *?
Do you want to open or save this file?
Y Bach f o
o < |— [x] j Mame: 10504112352arch.xls ﬂ 3
Favorites X | e Type: Microsoft Excel Worksheet, 25.5 KB
‘ dd. . o From; inventory.istaronline, com
i oL e Open ] [ Save J [ Cancel
S Links
£ Media Always ask before opening this tpe of file
EI Hype...
@ Resa... While files from the Intemet can be uzeful, some files can potentially
@ AIEA harm your computer. IF pou do not trust the zource, do nat open or
= save this file. What's the risk?
@ Bicwel...
@ Cabo ...
&JoHLp..
&150- ..,
=1 T
@ Order...
@ Radia...
_SE]GIenc... b
é Start downloading From site: htkp:ffinventory.istaronline. comySearchworkShestsf 105041 1235ea Unknown Zone

it, then the following screen will appear:
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Demo
File Download Demo Public Schools

Save in: | @ Desktop

T [L3My Documents
\—\b d My Computer
ky Recent ‘QM}-’ Metwork Places
Documents I-,Ej]all supplemental sect 1,xls

= & Davis Pricing Eff Sept 08 Shows shortcuts to Web sites, network computers, and FTP sites.-l
L- @FEES.XLS
Desktop @JFFEEI’I’IEdDUgaLﬂs
@glube.xLS

B by ishn not ext.xls
I-,Ejjmm purchasing repart, xls

] "') ) Shortcut o ISTAR Manual

_¥ My Documents
4 B Textbooks Testing Log - Alb.xls

1 &s

by Computer

e

ref g File: narne: 1I:I5I:I4'I1E'E earch.x3 V| [ Save ]
] by M etwark, Save as type: |I'-1iu:ru::su::ftE:-:u:eIWu:urksheet v| [ Cancel ] 1

Enter a file name to save the spreadsheet and then click the Save button.

When you click on the Report tab, the report form is displayed. If you have a District or
State login you can choose schools and/or districts to report on, otherwise you are
limited to your own school. Enter in a report start and end date and choose whether you
want a summary or detail report and then click the ‘Run Report’ button.
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1STAR*On/me

Invertory Batch Search Reports Help Logout
Report Criteria:
District:
Schook | | Al v|

Start Date: [ (01 v | [01 | [2007 v

EndDater | |01 | (01 | 2007 + |

Report Options: 'O' Summary

) Detail

| Fun Report ” Reset |

‘ @ Copyright 200023- 2010 Archway

The report is downloaded to an Excel spreadsheet and the “Download Your Printed
Search Results” window will appear. Depending on how your system is set up, when you
click on the download window, the Excel spreadsheet will directly open or a dialog box
will appear asking you to either open or save the spreadsheet. If your Excel spreadsheet
opens directly, then you can save it from Excel.

‘ 3| Download Your Inventory Report ‘

Report Criteria:

District:

Schoal: | Al W

Start Date: | |01 w | (01 | [2007 w

End Date: | |01 % | |01 | (2009

Repart Optiors: | () cymmary

) Detail

| Pun Report I | Reset I

If your system prompts you first to either open or save the spreadsheet or cancel the
operation then this window will appear and you can choose one of the 3 options. If you
choose to open it then the spreadsheet will come up.
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Do you want to open or save this file?

@ j Mame: 9999990_SumInventary,xls
[Hl Type: Microsoft Excel Worksheet, 23.5 KB

Fram:  inventory.istaronline. com

3

Open ] [ Save ] [ Cancel

Alwanz ask before opening this type of file

YWhile filez fram the Intermet can be uzeful, zome files can patentially
harm your computer. |f pou do nat trust the zource, do ot open or
zave thiz file. Ywhat's the nsk?

If you choose to save it, then the following screen will appear: enter a file name to save
the spreadsheet as and click the Save button.

Save in; |@ Desktop

by Recent
Documents

Deszktop

9

by Documents

i,

by Computer

GM';.H Docurnents

j My Compuker

‘-jl‘ﬂy Metwork Places

@_]all supplemental sect 1,xls

B Davis Pricing EfF Sepk 03
B Facs, K15

&) freemedougal s

B glabe. kLS

Type: Microsoft Excel Worksheet
Author: Desa Boden

Date Modified: 1/24/2008 9:30 AM
Size: 952 KB

B janaddon. xls

B Mm by isbn not ext,xls
E_]I"-.Im purchasing report, xls
5 Shortout ko ISTAR Manual

E_]Textl:u:u:uks Testing Log - Alb.xls

‘g File narne: | b | [ Save l
d bl M etk Save as ype: | Microzaft Excel wWork sheet w | [ Cancel ]
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To Access the Batch Template, click on the Batch Menu Item. Click Download Batch
Upload Template Here Link

iISTAR+Online T

Irvertary | Biatch | Search | Reports | Help Lagout

Welcome to the Inventory Upload Manager.

ﬁlj Download The Batch Upload Template Here

. Dovmload The Batch Upload Template Instructions Here

Flease select a Inventory Data File to upload:

| |[Browse.. || upload |

Depending on how your system is set up, when you click on the download window, the
Excel spreadsheet will directly open or a dialog box will appear asking you to either
open or save the spreadsheet If the spreadsheet directly opens just save it to your my
documents folder. If your system prompts you first to either open or save the spreadsheet
or cancel the operation then this window will appear and you can choose one of the
three options. If you choose to open it then the spreadsheet will come up.

File Download X

Do you want to open or save this file?

@ j Mame: BatchTemplate. xls
[HL

Type: Microsoft Excel Worksheet, 27.0 KB

From:  inventory,istaronline, com

Open ] [ Save ] [ Cancel

Always azk before opening this tupe of file

YWhile filez fram the [ntermet can be uzeful, zome files can patentially
harm your computer. If you do nat trust the zource, do nat open or
zave thiz file. ‘what's the nsk?

adir
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=y o L L) e | g T |ff\5 PaTm—— |w LI L @ 2 | ¢ et T4
Favorites 51 - f Grade

B add.., » A | B | T D E F =5
) Dedl = Date Ordered (MM/DD/YYYY) PO Mumber Vendor Name Stock ltem Description CopyRight |Grade
1=

[C5) Links
[ Media
@Hype...
@ Reso...
&) nBa .
@Bicycl...
&] cabo ...
&]OHLP...
&150- ..,
& men...,
@Order...
& Radio...

& Glenc.., ¥ M4 b N " Test2 / < il
- .

s |5 =[5 e[ |~]a]u]efu |~ ]-

¢

If you choose to save it, then the following screen will appear . You can choose the
directory that you want to save the file under. You can also rename the file or keep the
same name. Click save to save the file.

fi!e Download
"

Save As

Save in; |@’Desktup v| 0 F = E-

y M',.f Docurmnents
4 2’ :ﬂ My Computer
My Becent ‘QM? Metwork Places

Dacuments B all supplemental seck 1,xls
- @Davis Pricing EFF Sept 05.xls

L- @]Facs.XLS
Dresktop @]Freemcduugal.xls
I-E_Jgh:IbE.KLS

) janaddan. s
____f B Mm by isbn nat ext, s
I%]Nm purchasing report,xls
[52 Sharteut o ISTAR, Manual
I%]Tnaxtl:u:u:uks Testing Log - Alb,xls

by Documents

] &9

by CompLiter

Q File name: Elah::hT emplate. =l W | [ Save l ]
by Mebwork Save a3 type: | Microsoft Excel Workshest W | [ Cancel ]

You can access the file by clicking on the “Inventory Data File” to upload or clicking the
Browse button if you are not sure of the file name.
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YWyelcome to the Inventory Upload Manager.

iilj Download The Batch Upload Template Here

“# Download The Batch Upload Template Instructions Here

+ scaial

Flease select a Inventory Data File to upload:

| || Browse... || Upload

If you click Browse you will see the following screen:

Choose file

Look in: | @' Desktop j ¢ T £ [
5 )My Documents EfHAL450. WS
\Aﬁ j My Computer EiHeat Production Client
MpRecent | SJmy Metwork Places EiHeat UAT Client
DigEL s ﬁl fdobe Reader 7.0 ﬁ iTunesSetup, exe
9 [ﬁﬁ QuickTime Player Location: C:\Program Filesiadobelfcrobat 7.01Reader
ﬁﬁharpdesk I
Deskiop B all supplemental sect 1, B by ishn not ek, xds
: IEEﬂE!.EuI:n:hTen'u:-I.EuI:e.><Is Eﬂ M purchasing report s
_,.-; B Davis Pricing EfF Sept 02.xls @Order Oracle - A5400 Order Viewer
B facs. xS @F‘earsnn Dasis Website
My Documents =L Feb, 2009 185 summary pdf [z Shorteut ta ISTAR Manual
= ﬂFilanrmatCDnverters.exe EShDrtcut ko MM MY 2006
i)“ﬂ @Freemcdnugal.xls EShDrtcut ko MM MY 2007
My Computer Eﬂglube.XLS @TEthDDkS Testing Log - Alb,xls
HAL450, CAE [ windaws Explarer

i..‘] < >
by Metwork File name: | ﬂ | Open |
Places
Files of type: |,-'1'-.|| Files [*.%) ﬂ Cancel

Click on Batch Template.xIs and the open button and you will be able to:

Enter your data into the spreadsheet. Keep in mind that the date must be in
MM/DD/YYY format. Columns that are required to be filled in are the Date Ordered, PO
Number, Vendor Name, Stock Item, Description, Quantity, Price and Budget columns.
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| A B c | o | e | e |6 |Hn] I |k |
1 |Date Ordere PO MumkbVendor Mame [Stock item Description CopyRight Grade SubjeAdopted Year Quantity Price  Budg
2| 3/1/20087123456 [resolve 23456  burner 2 2.00 supp
3| 7/1/200823856  resolve 234567  |telescope 1 1000.00 supp
A

When finished entering your data into the spreadsheet, save the file as a CSV (comma
delimited file) by clicking on the arrow on the Save as type window and scrolling down
and highlighting the CSV file option.

Save in: |@ Desktap v| @ - Q@ X ChEE - Toos-

_ Documents 57 Shorteut ko ISTAR Manual

BM\,-' Documents
4 :i My Cornpuker

My Recent | @ py Netwark Places

My Documents

My Computer

-

[ File name: |BatchTempIate.csv w | [ Save ]
My Metwork =

Places Save as bype: .;:-_:.-.,.- {Comma delimited) (*,csv Cancel

|

After selecting the CSV file option, click the Save button. After clicking the Save button,
this screen will come up. Click the No button to keep the original worksheet in Excel
format.

BatchTemplate. csv may conkain features that are not compatible with C3% {Comma delimited), Do wou wank o keep
the workbook in this Farmat?

\!') « To keep this Format, which leaves out aney incompatible Features, click Yes,
s To preserve the features, click Mo, Then save a copy in the lakest Excel Format.,
+ To see what might be lost, click Help,

I‘f‘es l’ ] l’HeIp]
| = = T

Click the Cancel button and close the document. At this point you are ready to load the
file into the Inventory system.
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Save in: |@ Deskiop V| @ - | Q ¥ Cu B - tools~

BM\; Documents
ub J My Camputer
My Recent \HM\; Mebwark Places
Documents @BatchTemplate.csv

@ lg)shorteut to ISTAR Manual

Deskiop

9

My Documents

r-

My Compuker

=
! File: name: | atchTemplate, csy V| [ Save ]
My Mebwork,
Places Jave as bype: |CS'|.-' (Comma delimited) (*.csv) w | Cancel
201

Click the browse button to select the file to load.

YWelcome to the Inventory Upload Manager.

gﬂ Download The Batch Upload Template Here

""‘T Download The Batch Upload Template Instructions Here

"'Uﬂl

Flease select a Inventory Data File to upload:

| || Browse... || Upload

Select the file to upload and click the Open button.
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D

ty Recent
Documents

3

Dezktop

a,

by Documents

9

Look in: | (&} Desktop

lDM';.f Dacurents

'j My Computer
Sy Network Places
&l adobe Reader 7.0

HAL450, CAE

Ef HaL450.ws

EliHeat Production Client
EliHeat AT Clisnt

Erﬁ QuickTirme Player
@Sharpdesk

Location: C:yProgram Files\AdobelAcrobat 7.0\Reader

IzlJall supplemental seck 1,xls
@EatchTemplate.csv

B BakchTemplate, xls
IzlJDawis Pricing EFf Sept 05.xls
B facs. 115

-,"; Feb, 2009 I&5 surmmaty ., pdf
@FileFurmatCnnverters.exe
B freemcdougal. xls

4P| Micrasaft Office Outloak 2003
IzlJNm by isbn mot ext.xls

@Jmm purchasing repart, xls
@Order Oracle - 45400 Order Viewer
@Pearsnn Dasis Website

(52 Sharkeut ko ISTAR, Marual
@5hurtcut ko MM IMY 2006
@Shnrtcut ko MM IMY 2007

ky Computer
; IzlJu;;lu:ul:ue.XLS @TEthDDkS Testing Log - Alb,xls
I '.--g < 3
My Metwork  File name: EI atchT emplate. cay j | Open | i|
Places
Files of type: |,£'-.II Files [*.7] j Cancel

Click the Upload button after you have selected the file to upload.
YWelcome to the Inventory Upload Manager.
ﬂj Download The Batch Upload Template Here

. Download The Batch Upload Template Instructions Here

# e

Flease select a Inventory Data File to upload:

|C:'I.D|:u:uments and SettingsdhodenDesktop'BatchTemplate cav || Browse... || Upload I

If you are uploading a large file, you may get a please wait while we upload your files
message box.

After the upload is finished, you should get a message telling you whether the upload
was successful or not. If it was not successful check your Excel file to be sure that all
data is correctly filled in and that the required fields all have data in them. If it is not
successful, you will have to repeat the steps to create the CSV file.

If it was successful you can click the Back to Upload button or any of the options on the
Main Menu tab to continue.
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iSTAR*Online

District User
Cretmio
Demo Public Schools

Inwentory ‘ Batch ‘ Search ‘ Report= ‘ Help

Logout

Your Inventory file uploaded successfully!

File Mame: Ci\Documents and Settingzswdboden'DeskiopBatchTemplate .csyv
File Content: application/vnd ms-excel
File Size: 258 Bytes

Back To Upload I

This completes your iSTAR user manual. If you have additional questions, please contact

Archway at 505 766 9721 or toll free 888 223 2665.
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