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Course List -
Bulk Upload

Administrators can use the Bulk Upload function to
upload course materials for many courses at one
time.

This guide will show you the step-by-step process
of using the Bulk Upload feature.
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Navigate to the
Course List on
the left
navigation menu

BULK UPLOAD

{0} PERMISSIONS & SETTINGS

E \ ERYTOWN
Professor X

(Frer Adoptions Overview
Department: Term:
ALL DEPARTHENTS - EPRING 2020 SEMESTER -

Filter By: CATALOG MUMEER [COURSE ID] - Search

COMMUNICATION HUB '

v

ACC*300*V1 | FINANCIAL ACCOUNTING

AFFORDABILITY

e I'd like to re-adopt from a past adoption

T T TTT I'd like to be guided through the adoption process

I'm not using any materials for this class

ACCT3I0T'VTI1 | INTERMEDIATE ACCOUNTING |
I'd like to re-adopt from a past adoption
I'd like to be guided through the adoption process

I'm not using any materials for this class

ACC*302*V1 | INTERMEDIATE ACCOUNTING Il
I'd like to re-adopt from a past adoption

I'd like to be guided through the adoption process

e’

Show:

ALL COURSES

NE PRICE MATCH TO

Against Amazon, BN.com
local competitors

For the exact textbook —
same edition, format &
rental term

Awailable for new, used and
us=d rentals

FIRST DAY™ INCLUSIVE
ACCESS

93% of Palk State College
students would
recommend First Day to
their peers

FIND ST WHY

J Need Help? Talk to Us!

We have Adoption Support
available 24,-'% FE

Phone: ST7-TIZ-EET7

Ermiall Support

Click on Upload

Spreadsheet
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Download the
provided
template to be
completed

BULK UPLOAD

E \ ERYTOWN
Professor X

Log ou Upload A Spreadsheet

Select your file to import: m
g Cet It here [Wownload coe file].

“Job Status - SUCCESE- chick on view adoption o see the courses submitted for adoption
FAILED- click on the report &0 view the ermor. Uplcad the file sgain

':g' COMMUNICATION HUE  »

Job start _Job end Uploaded
TR time stamp time stamp by

SOHLUTIONS

&) aposmon suppoar

5} DERMISSIONS & SETTINGS

5 WE PRICE MATCH TO SAVE
STUDENTS §

+ Against Amazon, BN.com &
local competitars
For the exact textbook -
same edition, format &
rental term

+ Svailable for new, used and
used rentals

LEARM MOHE

FIRST DAY ™ INCLUSIVE
ACCESS

93% of Polk State College
students would recommend
First Day to their peers

FIND OUT WHY

(L) Meed Help? Talk to Us!
We have Adoption Support
available 24/7!

Phone: 577-T13-5837

Ermall Support

CIFEN CHAT

Note: if you are
using a text
editor for bulk
upload and not
Excel, please
enter all values
with “double
quotes”



Fields & Terms
With Examples

BULK UPLOAD

Term Title — |dentifier of a specific adoption time
frame, e.g. Winter 2020

Section Code — Unique identifier for each class
section, e.g. ACC*101*01

ISBN — 13-digit identifier for course material, e.g.
97 8XXXXXXXXXX

Adoption Condition — Any
Adoption Type — Required or Recommended
Notes — This is optional, and can be left blank

No Materials — Input “Yes” if you are not using
materials for the course



File Home Insert Draw Page Layout Formulas Data Review View Help =+ Share -

Input Term Title L i ¥ Calibri w11~ %, fE]] Conditional Formatting ~ i o)
and Section COde.' Paste EEI Ll -"&'- A Alignment  Mumber EFWmEtESTﬂbIE? Cells Editing |[_jeag InpUt Adoptlon
L . . < T Cell Styles ~ C oy e
ondition:
Thls IS a unlque Clipboard N Styles Ideas Sensitivity E t A
value used to nter Any
identify the
section available 1 i SectionCode AdoptionCondition »&doptionType  Notes NoMaterials
. 2 ACC*101*41 9783915039285 Any Required
In your StUdent 3 i ACC*101*41 9786912847263 Any Recommended
Informatlon 4 i ACC*102*02 9780193455732 Any Required
S d ACC*102%02 9730175712156 Any Recommended
ystem ata i ACC*103*01 9780193678734 Any Required Input Adoption

Type: Enter
Required or

Recommended
Input ISBN as a

13-digit number

BULK UPLOAD +<:BNC
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File Home Insert Draw Page Layout Formulas Data Review View Help =+ Share -

L|:| Calibri - 11 e o4 e Conditional Formatting ~ =i ____;::

I U ~ A" i Tz F t as Table ~ i
B I A A Alignment  Mumber E TS T Cells  Editing Ideas

[ Cell Styles ~

Clipboard R~ Font Styles Ideas Sensitivity

Paste >

If you want to use Notes: This to

1 SectionCode AdoptionCondition  AdoptionType Motes _ MoMaterials .
multiple ISBNs Pl spingeerer-{accT1017a1 9783915039285 Any Required provide a note to
s grurr=| ACC*101%41 9786912847263 Any Recommended students or to
for the same 1 ACC*102*02 9780193455732 Any Required
Section input ACC*102%02 9730175712156 Any Recommended the bookstore
4 |' ACC*103*01 9780193678734 Any Required manager. Enter
sc.aparate Ines up to 250
with the same characters. This
Class ID is an optional
field

Note: If you submit adoptions for multiple campuses, there will be a Campus field shown.

BULK UPLOAD ...BNC
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File Home Insert Draw Page Layout Formulas Data Review View Help =+ Share -

Calibri - ~ A [l Conditional Farmatting ~ =i jo

L X
|:| 3~ I U~ A A 2 Format as Table ~

Paste A Alignment  Mumber

Cells Editing |deas
S A - [T Cell Styles ~

Clipboard R~ Styles Ideas Sensitivity

If you are not
SectionCode AdoptionCondition  AdoptionType Motes MoMaterials

ACC*101*41 9783915039285 Any Required using any
ACC*101*41 9786912847263 Any Recommended materials' enter
ACC*102%02 9780193455732 Any Required

ACC*102*02 9780175712156 Any Recommended the Term and

ACC*103*01 Section Code,
and input Yes
under
“NoMaterials”.
Everything else
can be left blank

BULK UPLOAD +<:BNC
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When the file is
completed, save
the file to your
computer in .CSV
format, then go
back to AIP

BULK UPLOAD

Professor X
Log out

DASHBEOARDS

COMMUNICATION HUE  +

AFFORDABILITY
SCHLUTICHHS

ADCPETION SUPPDRT

5} DERMISSIONS & SETTINGS

EVERYTOWN

Upload A Spreadsheet

5 WE PRICE MATCH TO SAVE
STUDENTS §

Against Amazon, BN.com &

Select your file to impor

Ne=d the template? Get it here [download cow fils].

“Ich Stakus - SUCCESS- chick on wiew adoption to see the courses submitted for adoption
FAILED- click on the report ko visw the error. Upload the file sgain

Job start Job end Uploaded
time stamp time stamp S by

12/04% 2013 120042013

e XL SUCCESS  Professor X

For the exact textbook -
same edition, format &
rental term

Awailable for new, used and
used rentals

FIRST DAY™ INCLUSIVE
ACCESS
93% of Polk State College
students would recommend
First Day to their peers

FIND OUT WHY

L) Meed Help? Talk to Ws!

We hawe Adoption Support
available 24/7!
Phone: E77-T13-5837

Emall Support

OIFEN CHAT

Click on SELECT
FILE and select the
file to be uploaded

:BNC
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".:BNC < EVERYTOWN
L DFTION & INSICHTS NV E R

Professor X

: . (Pt Upload A Spreadsheet :
If the file is 5 = S WE PRICE MATCH TO SAVE Click VIEW

STU

- Against Amazon, BN.com & H
SucceSSfUIly : Selact your file to import: local competitars ADOPTION tO VleW

For the exact textbook - .
Ne=d the template? Get it here [download cow fils]. same edition, format & yo u r S u b m Itte d
u p I oa d e d ) DASHEOARDS “Ich Stakus - SUCCESS- chick on wiew adoption to see the courses submitted for adoption rental term .
FAILED- click on the report ko view the error. Upload the file sgain Aaailable for new, used and d
paiiable for new, s adoptions

SUCCESS will e
d p pea rl an d yo u AFFORDABILITY e i i UplE;ded feprt e FIRST DAY™ INCLUSIVE

SOLUTIONS 1200200 ACCESS

O VIEW
have com p leted FoEEIE : SUCCESS  Professor X B [ apopmion 93% of Polk State Callege

students would recommend
First Day to their peers

your adoptions S

L) Meed Help? Talk to Ws!
5} DERMISSIONS & SETTINGS We have Adoption Support
available 247!
Phone: £77-7

Emall Support

OIFEN CHAT

BULK UPLOAD +<:BNC
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E \ ERYTOWN
Professor X

e Adoptions Overview ;
Log out WE PRICE MATCH TO

: 5 weeRicE MaTcr You can also find
Department: Term: + Against Amazon, BM.com &

local competitors yO u r SmeittEd

For the exact textbook — .
same edition, format & Courses N the
Filter By: | CATALOGC MUMBER [COURSEID) = | | S=arch m . | SUBMITTED COURSES ~ rental term
Awailable for new, used and i i
0 L Auailable for Course List by using

the filters

ALL DEPARTMENTS - SPRING 2020 SEMESTER -

COMMUNICATION HUEB  »

e - SUBMITTED
P ACC*300*V1 | FINANCIAL ACCOUNTING R
SHUTIONS ACCESS
93% of Palk State College
T T TTT 9781618531612 Financial Accounting for Undergraduates - With Access by Wallace, students would

recommend First Day to
James E. / Nelson, Karen K. / Christensen, Theodore E. ¥ their peers )

FIND OUT WHY
9781618540232 Financial Accounting: Examination Questions and Explanations - With
Access by Gleim, Irvin N. ¥ ) Need Help? Talk to Us!
PERMISSIONS & SETTINGS

W have Adoption 5 t
9781107289772 Modern Particle Physics by Thomson, Mark ¥ a._:"a?jﬁ gzﬁ? e

Phone: ST7-TIZ-EET7

9781423218173 Accounting Equations and Answers by BarCharts, Inc. ¥ Emanl Supgort

9781438002750 Dictionary of Accounting Terms by Shim, Jae K./ Siegel, Joel G./

Dauber, Nick / Qureshi, Anique ¥
2818440012174 WALSH FOLDER (COLORS VARY) by 8570 ¥

2818440012174 WALSH FOLDER (COLORS VARY) by 8570 ¥

BULK UPLOAD +<:BNC
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EVERYTOWN
Professor X

If the file upload Logout Upload A Spreadsheet § WepmcE yATCH TO SAvE

STU
. . - Against Amazon, BN.com &
fails, FAILED will ' Select your file to import ocal compesiors
’ For the exact textbook -
Meed the template? Get It here [download cow file). same edition, format &
a ppea r. "Job Stafus - SUCCESS- chick on view adoption to s== the coursss '_-'l'.ec for adoption rental term
FAILED- click on the report ko veew the error. Upload the file again Available for new, used and
used rentals
COMMURICATION HUB
time stm S ? by =
AFFORDABILITY P
SOLUTIONS P P )
i FAILED Professor X
JNIEE :

FIRST DAY™ INCLUSIVE
VIEW ACCESS

ADOPTION 93% of Polk State College

s students would recommend
ABGETION SUBSCRT First Day to their peers

FIND OUT WHY

L) Meed Help? Talk to Ws!
5} DERMISSIONS & SETTINGS We have Adoption Support
available 247!
Phome: £77-713-5637

Emall Support

OIFEN CHAT

BULK UPLOAD

View the report to
identify any issues
within the file.
Correct issues and
re-upload.

@®®  ADOPTION & INSIGHTS



File Home Insert Draw Page Layout Formulas Data Review View Help 1“5 Share =

LD Calibri ~[11 = % [ Conditional Formatting ~ =i ____;::
If f| I eu p I Od d Paste B I U-~|/A A Alignment  MNumber [ Format as Table ~ Cells  Editing |deas
. . v’ v e A [ Cell Styles ~
faIIS’ the report Clipboard & Styles Ideas Sensitivity =~ . View the Remarks to

will look like this : I pe— identify what is
missing or incorrect.

i AdoptionC AdoptionT Notes MoMateria ResponseS Remarks
M Fall 2019 AERO 101(C 9.78E+12 Any Required MN FAILED Invalid ISEN
el Fall 2019 AEROSP 20 9.78E+12 Any Required N SUCCESS

If there is a partial
success, successful
adoptions will not
need to be re-
submitted. You can
delete those rows
before re-uploading

C&l Display Settings H H -— §F  + 100%

BULK UPLOAD +<:BNC
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For support with technical issues, please call
Adoption Support or send an email via the
Contact the Bookstore page

Technical

Support | Adoption Support: 877-713-6697
Monday — Sunday 8:00am — 5:00pm (CST)

Email: AlIPsupport@mbsdirect.net

<:BNC

(X X ADOPTION & INSIGHTS
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Frequently Asked
Questions

[ J

(X J
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My ISBN wasn’t
recognized

ISBNs need to be formatted as a
number in Excel, sometimes Excel
auto-formats the number as a
scientific number. Please change it
to a number using the dropdown
menu and remove decimal points.

File Home Insert Draw

[

Paste

Calibri

[D I U~

&
Clipboard

C2

I TermTitle SectionCoclSEN

File Home Insert Craw

Llj & Calibri

B T U ~
Paste [l—_:l - _
Clipboard

Il TermTitle SectionCoclSEN

el Spring 2020 ACC*101*Q S.78E+12 Any

Page Layout

Page Layout

Formulas Data Review
Scientific ~ [ Conditio
[ Format a
[iZ Cell Style

M= Number

AdoptionC AdoptionT Motes MoMaterials
Required

Formulas Data Review

Murmber

$~% 9
7 Cell Styl

(™ Mumber (™

AdoptionC AdoptionT Motes MolMate
=M Spring 2020 ACC*101* e?sz?mmlany

Required

<:BNC
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FREQUENTLY ASKED QUESTIONS



Term Title & Section
Code

The Term Title and Section Code

should appear exactly as they do in
AIP.

Adoptions Overview

Department:

ALL DEPARTMENTS

Term:

v SPRING 2020 SEMESTER ~

Filter By: CATALOG NUMBER (COURSE ID) ¥ Search

ACC*501*V1

' 2 5 & 5 20

| INTERMEDIATE ACCOUNTING |

I'd like to re-adopt from a past adoption

@ I'd like to be guided through the adoption process

Vieww Natailad AdAantinn HictAry

FREQUENTLY ASKED QUESTIONS

L BNC

ADOPTION & INSIGHTS



Adoptions Overview

| teach at multiple — N o
Cam p UusSes EAST CAMPUS v | ALL DEPARTMENTS ~  SPRING 2020

If you submit adoptions for multiple
campuses, a campus field will
appear on the Course List, the
Dashboards, and the upload
template.

Filter By: CATALOG NUMBER (COURSEID) Search

47 Next

File Home Insert Draw Page Layout Formulas Data Review View Help

L]

Paste

[“] Conditional Formatting ~ E Insert ~ :
’F('J Format as Table ~ 7 Delete ~ &
7 Cell Styles ~ [ Format ~

Calibri General

h
[~
Clipboard Styles Cells Editing

E10 7
=

1 ISBN AdoptionCondition AdoptionType MNotes MoMaterials

<:BNC
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FREQUENTLY ASKED QUESTIONS oot



