Bound To STGY Bound BOOkS, Inc

BTSB Bookstore
Quick Start

www .btsb.com

From the BTSB home page
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Click Log In (upper left)

i . —
] L e s | Srmeiet [T Mo adtn | Dt | f—nn | e | o8 i

Log in to the BTSB Bookstore

Enter your Username and Password in the - i hinfun s

blue box on the left.

(Note: If you have forgotten your
Username and Password, call Customer
Support (800-637-6586) and request
them. Do NOT register a second time. )
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Select an existing list from the Book Lists
section on the upper left of the screen
then Click VIEW.

If you wish to start a new list, click NEW.
You will then be prompted to give a new
book list name.

Searching for titles

Quick Search located in the upper right
corner. Simply select Author, Title or
BTSB Stock # in the Search Field, enter
the data you wish to search in the Search
Text then click GO.

(Do not include articles when searching for
titles.) The author search results include
matches that starts with the name entered
in the Search text box. The title search
results include matches that contain the
word(s) entered in the search text box.
The BTSB Stock # search results include
an exact match of the number entered in
the search text box.

Advance Search

All search options have the ability to limit
the search results by using the Advance
Search Options. This screen allows you to
select titles in a variety of ways: price,
dewey range, year of publication, age,
availability, classification, reading program
information and reviews and
recommendations. Check all applicable
boxes and fill in the appropriate text boxes
and click SAVE. You can search directly
from this screen or you can choose to use
the advance search options when searching
on any other tab by selecting Use my
advanced search options to limit this
search.
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Keyword / Numbers search gives you the ability to find titles in a variety of ways: title,
author, BTSB stock number, ISBN, series, subject or summary.
Select the method you wish to use to make your search. Type the search word(s) in the text

box and click GO. s s
TS EE LD Py T i e g :

In this example we are E

searching for any book in

our inventory that

Contains the words T e —

Harry Potter in the PERUSEE «m st

Title. B (e

BTSB Stock Number / -:..-_:.:;::::_-.:r._:.h-_'..-.-,..,.....-......,..-.....-ﬂ-

ISBN Entry Search BEScNam [ 000 f e

allows the user to enter i e

a series of either 6 digit N

BTSB stock numbers or

10 digit I1SBNs for a S e i M G

speedier mass entry of SRR

titles. The program will 4

find all titles that we e e e e e [P Oy PP i 1

carry in our inventory.

Searching for Series or Sets
You also have the ability to
search by Accelerated Reader,
Reading Counts, Series/Sets,
Bargains and Awards/State
Lists. All 5 searches have .
selections listed in alphabetical s
sequence to make it quick and T ——

simple to find. 1T you know the

name of the set or part of the
name, you can use the keyword
search on that particular set
screen to find the set or sets T e ST o T T
that contain the search e T e
information. To view the titles
in the set, simply click on the
set name that you wish to view. = e L |
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Search Results e
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The search results show the e "4’-;:. T i
title, author, year of ShUNbs NG e e
publication, age range, BTSB == E e e _m
stock #, summary, current o :
availability, classification and |

your discounted price for
each title. Once you have
performed a search and have
results to view, you can add
or delete titles from your
book list by clicking the + or
- boxes next to the titles
you want to add or delete.
The Priority field allows you
to choose whether the title
you want to add to your list
is a first choice or second choice title. All items will be considered first choice items unless
the Priority option has been changed from 1 to 2. If you have changed priorities, Bound To
Stay Bound will make every effort to send all your priority 1 or first choice items before
sending the priority 2 or second choice items on your order. The Item Number and Item
Comment fields are for you to use if you want to make special notes on your selected titles. You
also have three different options to add titles to your book list. These options are the three
add buttons that are in the blue bar under Search Results or in the blue bar at the bottom of
the page.

ADD selected titles only will add only the titles for which you have assigned a quantity. Enter a
quantity in the QTY field next to the titles you wish to add then click the ADD button. Only
those titles with a quantity entered will be added to the book list.

ADD 1 each from this page will add one copy of each of this page’s list of titles to your book
list.

ADD 1 each from all results (total results) will add one copy of each title in the entire search
result. The total titles appear in parentheses.

This screen also shows the availability, classification and your discounted price of each title.
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You can click on any underlined title to see additional information such as the cover art, a
sample page, the cataloging information in a card format and, if available, full text reviews
from School Library Journal or Bulletin of the Center for Children’s Books.

Z} Bound To Stay Bound Books, Inc. - Online Services - Microsoft Internet Explorer
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We played for a while, and then Jacob said, “1 have to go to work. Come
with me. We can have a carch while we walk.”
A few blocks from home we passed a woman selling apples. Her clothes =
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You can also click on an author’'s underlined name to find out more about the author and a list of
titles available from Bound To Stay Bound by that author.
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Printing Book Lists

...t:-:.'
Choose PRINT in the blue bar at the St ienmzes - 48
Tz e
top of the screen. {5 b e w B R
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This screen allows you to view the titles | = — — — —ss——
in a list, create a printed report, R ¢ T
download report data for use in a e e
spreadsheet application or e-mail the —— i ———————————
report to a business office or other e
media specialists. SRR
Make sure that the book list you wish
to print is in the Choose a Book List
text box.
a o — H
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The basic report includes quantity,
BTSB #, author, title and price. You can add information to a report by selecting any of the 15
additional fields available.
You can change the sequence of the titles by making a selection in the Sort my report by
section. There are five different sequences from which to choose.
Once you have SeIeCted the appropriate A Buurnd To Ry Buund Bowks, Inx, - Online Services - Microsell Iilermel Exgplenes =10] x|
report sequence and fields to be Bl E& Vew Frwmes [k ke | &
included lick Pri s [ ity stk blab.comBookLsts Frid Frick aspTUst1D=52 38880 Sort =t suthor Bk ecervu=displs 7 || [ 6o
Incluaed on your report, CliCc rint. I i-"‘ﬂ*"‘|'|15@““|'l[ﬂ"‘" + I Garme = W Vol + 5
This will format your listonan 8% X 11 [ ema  Page tord » T T i
sheet of paper and display all the Disphaying racords 1 - 549 Sort O Tithe, Autlros
H H H _ Listing generated by BTSE Online Ordering System
information on your screen in a pop-up SchoollLibrary: BISE Libary Contact Mame: Lon Smilh
1 THED Wit Muarton + SN
window. Jacksomille, MO 62850 Customer No:
72485191 Email; LSmihg@bish com
i i . i Book List: 43535015 20926 (Mot Relessed) Purchase Order:
Once the information is displayed, then Ship Date: 120202099 Do Mot Exceed: 5000
. . . Cancel Date; DAURANE
click File, Print at the top of the page BTSE
to send the report to your printer. oty e il L A Lt
1 I AAHDEMA, LONELY LIGHESS AHIN OSTHICH CHICKS Fitée oo fonsger HIRE ]
vz,
. . | | 4007 | AARDEMA, THIS FOR THAT Title no fanger svailsble £0.00
The print feature only displays 500 | | 040785  ADA. CHRISTMAS TREE ARBOL DE NAVIDAD E'S Titie no bonger $0.00
. . . vz,
titles at a time. 1T your book list has || 042310 | *, ADDYS CODKBOOK Tite mo fongsr svaitabie £0.00
: H 1 042059 ADLER, CHARWEAH IN CHELM Tafe mo borger svadabis. $0.00
more than 500 tltles’ yOU WI“ need to | 045560 | ALDERSOM, TALE OF THE TURNIP Titke fo kongser avaiabie SEI.IIIj
change the view page at the top of the Py e— =

window and print each page separately.
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Download

Once you have selected the
appropriate sort sequence and fields
to include on your report, click
Download.

To import your file into a spreadsheet
or database, be sure to change the file
type or file format to text files (.txt
or .csv).

1+ Wb Page

™ Do Separated Values (o - prefermed tonme for
Impoetineg ingo applcations such o Excel and Access)

 Tab Delinited Fibe [ b4 - sternate formal for imporing info
Appanafinne)

|DOWNLOAD| |CANCEL
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E-Mail
Once you have selected the appropriate e
sort sequence and fields to include on Emal e
your report, click E-MAIL. 'lik!lnrlﬁmnrrznﬂw
Fill in the e-mail address of the person From ¢
- |I1_,.I Thorngason
you wish to send your report and =
complete the subject. You can then |
include any comments that will be =
included in your message. Once the =
form is completed, click E-MAIL. | [Ewanjfcawery |
=
[ig] mom [T [ et -
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Placing an Order Online

Choose Place An Order from the

blue bar under the Book Lists tab at mm_# e

the top of the screen.

Make sure that the name of the
book list you want to send is in the S,
Choose a Book List field. s

= ek

Review the information and make
any necessary changes to the
appropriate fields and click
Continue.

Once all necessary information is e — — e —— ———
completed, the final screen will summarize your order information.

I something is not correct, click the BACK button on the left side of the blue bar below Place
an Order.

If everything is correct, click s Lz =
SUBMIT ORDER on the right side S TS e N
of the blue bar located at the top
and bottom of the page.

£ S
\“f:’n.uhl T Sy Bownd Blooks, Inc

Once your order is submitted, you
will see an acknowledgement that
your order has been received.

You will also receive an e-mail TR
confirmation that your order has
been received from your Customer
Support Representative.
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I you have any questions using any feature of the BTSB Bookstore, please contact Customer
Support at 1-800-637-6586. Any representative will be happy to assist you with any questions
or comments you may have.

February 2005
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