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Comments: Current State

ISBN
Enrollment

Supplies, etc.
__________

Determine revised or new (book & 
module)

________________

incomplete and contact 
instructor if not submitted

___________
Acknowledge revised or new

___________
Inform dean to contact 
instructors to update  

curriculum
___________

Administrative assistants send

Configure Nebraska system for 
current term
________

Jon to contact admins with 
questions

___________
Print book orders with notes done 

periodicallly
___________

Organize by term

sent
___________

Update Book Order Form
Admins review each book 

order:
new CRN's

enrollments guessing
Course start date

Instructor assigned by 

___________

Written process needed.
_____________

Standardize communications to 
dean and faculty.
_____________

Include instruction materials, books, 
modules, (COS, modules,supplies 

for financial aid).
_____________

Update database design: history, 
date, clarification, additional views.

Develop written process to prepare course in Lotus Notes.
__________________

Flag enrollments over or under. Auto notification to all with inventory information.
___________________

Mesh enrollments with # of text books and modules needed.
___________________

Connect update plan to textbook and module orders.
___________________

Timeline – curriculum update plan – do they return when books are due.
___________________

Re-evaluate timing of the process.
___________________

Add or Cancel class - now a manual process notifying all involved. Book/module 
orders & returns.

____________________
*Hold accountable

Prepare Lotus Notes Book 
Order Form

Professional development to provide information & what it 
means to the process.
__________________

Include all information and supplies needed for financial aid 
availability.

__________________
Need current ISBN entered, build system so it must be input. 

“Latest” is not acceptable.
__________________

Classroom software & textbook tie together (SHMPI 
process).

__________________
Tie software, curriculum and textbook order timelines 

together.
__________________

Lotus Notes database not fully functional off-campus.

Send Book Order Form to 
Instructors

Instructors check w/book store re: quantity on shelves.
___________

Tell bookstore if book will not be used again so 
bookstore can return.

___________
Book order database form needs clear button for books, 

new, revised, etc.
___________

CLEAN UP form, simplify – book order database.
___________

How do faculty know what is financially aidable?
_________________

Instructors determine purchase of optional books
__________________

Use of only partial textbooks - only using a few chapters

Instructors Review, 
Complete, ReturnAdmins Review - Second 

Time

Set up restrictions on when updates can 
be made to textbook database.

____________________
Build workflow into database for 

BS Receives and 
Organizes Book Orders

Summer/Fall
1,000 courses x 15 minutes
15,000 minutes = 250 hrs

Winterim/Spring
800 courses x 15 minutes
12,000 minutes = 200 hrs

Incomplete Complete
250 courses x 45 minutes 750 courses x 2 minutes
11,250 minutes = 187.5 hrs 1500 minutes = 25 hrs

Winterim / Spring Textbook Module Order
Incomplete Complete

200 courses x 45 minutes                 600 courses x 2 minutes
9,000 minutes = 150 hours 1200 minutes = 20 hrs

20,000 minutes = 333 hrs

Winterim/Spring
800 courses x 20 minutes
16,000 minutes = 267 hrs

Return completed from to 
Administrative Assistant

Administrative assistants send 
to bookstore for processing

___________
Administrative assistants enter 

book orders for Regional
Centers

Enrollment changes
___________

Course add/drops
___________

Book returns

g y
Curriculum Update Plan

Dean
Campus
Format

___________
Link to Lotus Notes database 

New Books
Done second

____________
Determined by publisher

_________
Separate distribution by location

Books
_________

Bookstore separates books by 
campus - color code boxes

__________
Pricing and inventory entered 

in FDL bookstore
__________

Separate distribution by 
location

___________

___________
Roger delivers modules to 

other campuses For dropped courses
____________

What books are changing 
editions

____________
E-mail/call admins, faculty and 

deans of new edition books
____________

Prioritize modules by class start, Full 
list

___________
Saved to all staff shared drive 

___________
Jon fills in quantity shared based on 

inventory, enrollment; indictes modules 
that are being updated.

________

_________

revisions. Add/delete CRN.
____________________

Setup Lotus Notes database to “bump” or 
pull information into the Nebraska system 

instead of manual entry.
____________________

Skip Lotus Notes and enter directly into 
Nebraska system.

Notify Jon of Revisions

Required Supplies

Supplies
___________

Delivered to FDL Bookstore

inventory
___________
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Bookstore receives and 
organizes book orders

Administrative
Review - Sec

 Assistant 
ond Time

Instructors review, complete, 
return

Send Book Order Form to 
Instructors

Prepare Lotus Notes Book 
Order Form Notification E-mail sent Student

J roon Shapi Admini rativest  Assistants Desi nstructgnated i or Administrative Assistants Administrative Assistants Jon Shapiro

45 mi esnut 15 minutes 20 minutes

 

Receive link to Notes database
___________

Review book order form
___________

Edit book information:

Review all aspects of book  & 
module order

___________________
Return to instructor if

Earlier due date given to 
instuctors

___________
Set of instructions  w/ due date 

E-mail sent to deans, 
administrative assistants - and 
Curriculum when book orders 

are due & instructionsSummer / Fall Textbook Module Order
Summer/Fall

1,000 courses x 20 minutes

Generate report for module 
orders

Receiving Book/Module 
Orders

Mary Lee FDL Bookstore Staff

Generate Purchase Order

Roger delivers books to other 
campuses

Modules

Mary Lee notifies Jon of  updates that 
were not included on textbook order 

database.
________

___________
Barcode entered into system

___________
Supplies pricing 
___________

Jon Shapiro ___________
Delivered to FDL Bookstore

Jon notifies Mary Lee that order is 
complete

Jon reorders based on 

Additional review and entry 
of book orders

Used Books
Done first
________

Individual PO sent to vendors 

Order placed through EP Direct
_________

Online report run for workload (Chris, Return Books

Barcode entered into system
___________
Module pricing 
___________

Jon reorders based on 

Roger delivers supplies to 

Jon S ro thro aska emhapi Admins/FDL Bookstore Staffugh Nebr syst
___________

inventory

Bookstore transfers 
information into Nebraska 

system

______________
Determined by Instructor Reorders                   

Additional sections/increased 
maximum enrollments

Faculty decides if changing to 
new books

J roon Shapi Admins/ FDL Bookstore Staff

7 minutesTransfer Info Into Nebraska  minutes

Return BooksEnter into bookstore textbook
database - cut, paste, edit, some 

manual manipulation
___________

Check inventory
___________

Check for red flags, manually 
updating system
___________

Run checks and balances on 
Nebraska system

___________
Eligible used books

(book-buy back)
___________

Run "want" list, look at used 
sources (CD's, etc)

___________
Price Analysis
___________

Fax/electronically submit orders to 
up to 9+ different vendors (used) -

new to publisher
___________

Indicate distribution by location

Books
__________

Check inventories
__________

Reorders - used books first,
then publishers for new books

System

Modules
___________

Reorders through EP Direct
___________

Added classes, self paced

Reorders

Document process – steps to flag 
records, include vendors.
__________________

Communicate to students the 
availability of online ordering.

__________________
When students register, determine 

whether ordering for online or 
bookstore (which campus).

Create and standardize process for 
notifying Jon of added/dropped 

classes and enrollment changes. 
______________

Include MaryLee for modules.
______________

Standardize the process for notifying 
the bookstore.

______________
Get Banner reporting of enrollments 

by course number not individual CRN.
______________

Accountability.

Standardize the process for notifying the 
faculty, administrative assistants and 

bookstore.
___________

Who decides charge out? What 
happens to obsolete books?

___________
Be sure to include dean, administrative 

assistant and faculty.
___________

Which faculty is responsible? (Update 
plan?)

___________
How/where is needed information 

found?
___________

Timeframe to react to outdated books. 
Show need - decision.

Supplies
___________

Reorders through various 
vendors

Summer / Fall Textbook Module Order
4000 - 7000 book orders

7 - 10 book orders per hour
5500 book orders / 8.5 per hour = 647 hours

470 - 823 hours (20 weeks)

Winterim / Spring Textbook Module Order
No info
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