Textbooks

Checking in Textbooks

Follow the same steps you would for GM orders. Dating the boxes, checking in with FileMaker,
and printing out the receiving log in 301.

How to identify a textbook order?

Similar to how PO’s begin with GM, textbooks end in TX-1. An example will be
PO-NUMBERSTX-1. Furthermore, depending on the vendor the tracking label might say this is
a Carton of #; Carton 1 of 10, Carton 4 of 10, etc.

What if the PO is missing?

Open the textbook and attempt to locate an invoice, packing list, or other document; as there is
a chance for a mixed PO order (different orders in one box). You may find the PO this way
through the book’s ISBN (XREF) or vendor. However, if you are unsure please bring it upstairs
to Kevin or a manager to assist you which is recommended because the textbook's stock on
hand is very strict; inventory cannot be easily adjusted in event of mistakes.



Receiving Textbooks

The receiving log is similar to GM’s. Before starting make sure you are using PENCIL ONLY.
pen is NOT ALLOWED.
1. Fill out core information on the receiving log.
a. Date, Name, Invoiced Enclosed (this can wait), and Bill of Lading
2. Carefully open the box.

a. Cut at an angle and do not cut straight down as the textbook can get
pierced. In most cases there is no protection layer (padding, cardboard)
between the box and textbooks.

i. See here: Textbooks directly under incision

b. Textbooks may arrive with damages but we cannot be the ones causing the
damages!!
3. Carefully extract the contents from the box. Only receive one box at a time.
a. Do not bend the textbooks or warp them.
b. Separate used and new textbooks, group same textbooks together
4. Find the Invoice/Packing List and use a paper clip to attach it with the receiving log
i. Ifthere is no Invoice/Packing List? Simply write No/NA under Invoiced
Enclosed
i. Why do we use a paper clip to attach a textbook’s Invoice/List with the
log? These files get easily misplaced. Where GM typically flows through
Receiving and Accounting, Textbooks flow through Receiving and
upstairs.
5. On the Receiving Log, in the blank space below the items, document:
a. Box number: Ex. Box 1 of 2
b. Tracking Number
c. How many units and condition with SKUs
i. 8 Usedand 2 New, no damage
1. SKU 46251798: 2 Units Used
i. 4 Used, nodamage




iii. 5 New, nodamage
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Criteria/Procedures for Used Textbooks
Considered No Damage

1. Book spine is intact

2. Pages are not falling out or completely torn

3. Highlighting/coloring is fine

4. Kevin’'s words “As long as the book isn’t like completely falling apart on itself”
Procedure before Step 7 onwards: Yellow used sticker on the side/spine of the book. Used red
stamped on the bottom. Used label on the back with correct corresponding XREF/ISBN (Used
and New are different price/inventory).
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Criteria/Procedures for New Textbooks
Considered No Damage

1. Near perfect condition

2. No tears

3. Flip through pages to check for deformities

Living Minerals

US $55.00 / CAN $73.00

|

\\\

|

Procedure before Step 7 onwards: Ensure XREF/ISBN matches the receiving log or the
textbook within WinPrism.

Textbook Special Orders

Not commonly seen as frequent as used/new textbooks. Similar to general receiving of special
orders, on the receiving log there will be a comment in bold listing a client's name or description.
You will follow receiving procedures normally (treating it like used/new textbooks). However
before bringing it up to Kevin, locate a metal box/chest in the receiving area that says special
orders. Inside, Kevin would have placed ‘receipts’ for corresponding special orders filtered by
the author names. Please find the corresponding order and put it inside the textbook and bring it
directly to Kevin after receiving.




What to do with damages

1. Return to step 5, document the box condition and adjust accordingly. Such as: 8
used no damage, 1 used damaged (spine pages not connected to spine), 2 new no
damage, 1 new damaged (book punctured). The box has a hole on the side.

2. Take pictures:

a. Damage on the book
b. Damage on the box (if any)
c. The tracking number of the box
3. Send an email to Teresa at tamcgraw@cpp.edu with a brief description containing:

a. PO Number

b. Box Number

c. Tracking Number

d. Book’s SKU

e. Attachments from Step 2

Examples:

PO-033940TX-1 Additional Damages | (% summarize
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To: @ Teresa Ann McGraw

X/ show all 4 attachments (10 MB) € Save all to OneDrive - Cal Poly Pomona & Download all

Hello Teresa,
| previously sent an email about the same PO. This is another damage within that same PO.

PO: PO-033940TX-1
Tracking: 1Z 241 24X 03 1043 7909
Box 3 of 20

PO-033809TX-1 One Textbook New Damaged | ¢ summarize
2 units damaged with holes along the box. SKU: 12897070
Attached are photos. E) To: © Teresa Ann McGraw

Thanks,

4 attachments (13 MB) < Save all to OneDrive - Cal Poly Pomona & Download all

Hello Teresa,
Here are the details.

Shipment

1 of 1 PO-033809TX-1: 1Z899E690327692770

SKU: 1219994 ARCHITECTURE OF HEALTH by MURPHY
3 New Units Sent; 1 Damaged

Damaged Textbook
Bent front cover, visible tearing of front cover on inside.

Box
No visible damage

Best,


mailto:tamcgraw@cpp.edu

Note: We are still receiving damages in 301 (Step 7) but they do need to be reported.

6. Repeat from Step 5 until no more boxes are visible pertaining to that order before

moving onto Step 7.

7. Now that you have completely documented all units, let's update the inventory.
a. Open WinPrism and go to 301 (Same place where you print the Receiving Log)
b. Now receive each item to the amount you counted/documented
i.  Typically the orders will not be 100% completed so only receive what

you counted

8. After updating the counts in 301 and following the criteria/procedures for the textbooks
you may bring the textbooks upstairs. Then hand in the Receiving Log to Teresa
Mcgraw’s mail box located in the main office. Textbook Receiving Logs should never be
with accounting (only Teresa) and Textbooks NEED to be received in 301 before being

brought upstairs.

a. Damages: Recommend bringing the Receiving Log and Damaged Books to
Kevin for further instructions instead of the mail box.
Here is an example of a completed multi-box shipment
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