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Introduction 
 
The purpose of textbook tracking is to: 
• Inventory Textbooks 
• Assign Textbooks effectively to meet your building methods (by course, book room, library, student) 
• Track issues and returns to and from the students and/or to and from Teachers, Report 
• Automatically build charges to students for lost or damaged textbooks, send statements 
• Be able to use CIMS to manage, transfer, and utilize textbooks more efficiently - District Wide 
 
Textbooks can be managed for any/all students K-12. In a non-course-oriented school (Elementary), 
textbooks can be assigned by homeroom. In master schedule oriented schools (Jr., Sr.), textbooks can be 
assigned by course and section. 

Inventory Textbooks: 
This is a two step process. First define the book, if it is a new publication, as new to the system. The only 
way to define a new book, is by district defined Textbook code. Then indicate and sequence each copy of 
the publication as new purchases are made. 
 
In CIMS, each textbook has its own record.  Sequence number MUST BE unique throughout the whole 
district, ie: each book in the district is barcoded with a sequence number. NO TWO BOOKS should have 
the same sequence number. 
 
In order for sequencing to be effective there must be a district policy/procedure on ordering and utilizing 
sequence numbers. In some districts, the first 3 digits of the sequence number indicates a building#. In this 
strategy, schools can order their own barcodes not having to worry about potential for duplication of 
sequence numbers. In other districts where central purchasing may take care of ordering, a single sequence 
number ordering system may work better as you would not have to house separate number piles for each 
location. 
 
Once a textbook is defined to the system by the district, purchases of that textbook require an additional 
sequence number to make each book unique.  By doing this additional step, you will be able to manage 
your textbooks individually, know the status of each book, and be able to report on your inventory. 
 
Central management of textbooks is mandatory. Once a textbook code has been inputted once, all other 
schools take advantage of this when entering subsequent copies.   

Transfer Textbooks between Schools/Locations 
There is reporting and online searching for schools to be able to see what textbooks may be available 
elsewhere. This lends itself an opportunity to see what texts are being used and to share textbooks more 
effectively. Since sequence numbers are unique district wide there is no danger of transferring/utilizing 
books between buildings. In CIMS, there is an option to transfer textbooks between locations while keeping 
history so that schools know where textbooks belong and what sharing has occurred. 
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Assign Textbooks to the Master Schedule (Mandatory for High Schools & those utilizing 
Teacher Connect) 
Go into your master schedule and define the textbooks that are required per course and section (there is a 
carryforward from year to year so this information will only need to be maintained for new sections after 
initial setup).  By doing this, you will be able to show what textbooks are required on student schedules 
based on the courses that have been selected. 

Manage Issues and Return for Textbooks and Students 
With inventory in place, it is possible to assign individual textbooks to students. There are a variety of ways 
to achieve this. You can assign textbooks individually per student, i.e.: Jane Doe needs textbooks A, B and 
C. Alternatively, you can auto-assign textbooks by course and section or in an Elementary School 
environment by homeroom. The course list of students appears and automates the distribution process 
immensely. (This function also available in Teacher Connect).  Finally there is an option that can be used in 
situations like the library where students can assign out their own textbooks. 
 
Once textbooks are issued, reports can be generated showing statistics or details of what textbooks are out 
and those that are still in inventory.  
 
The return process can be managed per student or by course and section. Books may also be placed out of 
commission, lost, or charged to students. At all times you can tell online by student or by textbook what the 
status is of your books. 
 
Issue and return features are also available in the Teacher's Helper GUI which means teachers can issue and 
return books ONLINE for students in their course/section. 

Assigning Textbooks to Teachers 
In some environments like Elementary Schools you may only wish to track textbooks given to teachers.  
CIMS will allow this to occur because there are teacher issue/return options.  In other environments, you 
may wish to track the books going to teachers, then to students. CIMS cannot handle this.  You either use 
CIMS to manage textbooks with teachers or with students - it is NOT hierarchical. 

Transferring Outstanding Textbook Fees to Student Fees 
 At semester and yearend, all outstanding textbook fees can automatically generate assessment lines in the 
school fees module.  It is critical to do your best FIRST to collect textbooks. Once you  post lost textbooks 
to fees, if a student returns items it means two operations, ie: cancel the fee owing AND return the 
textbook. 

Managing retirements/fixes to textbooks, changing replacement cost 
There are options in CIMS to mass retire textbooks, ie: put them out of circulation. This will assist in 
managing re-binding and out of circulation activities for textbooks that can no longer be utilized. There is 
also an option to mass change the replacement cost of a textbook. This will assist in altering charges to 
students for textbooks that have de-valued over time. 
 
 

Relationships with Other CIMS Modules 
Textbook Management is dependent on CIMS Student. A student must exist in order to assign textbooks to 
that student. Utilizing CIMS School Fees is optional. If you want to automate the entry of assessment for 
lost textbooks, then school fees can be used in conjunction with Textbook. 
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Textbook Inventory 
There is little setup to start utilizing the textbook module. A few categories and circulation codes need to be 
in place, and then you are ready to go.   
 
The largest task is the initial nightmare of marking and recording your existing inventory. This is a labour 
intensive (one-time only) activity that must be done accurately the first time.  Make sure to discuss and 
resolve the following questions within your school and according to district guidelines: 
 
• What will be your sequence number strategy? 
• What will you use to number your textbooks … Barcodes, Marker????? 
• Where will you number each book, make a rule! When books are returned, you do not want to have to 

hunt everywhere to find the book number. Be consistent at the location of the numbering. Will you 
number them twice to avoid students ripping numbers off! 

 
The sequence number strategy is important. Everybody must follow the same rules religiously as an 
duplication of sequence number makes the system useless. 
 
Once a unique textbook is added the first time, each occurrence of that text district wide automatically fill-
in based on that first definition.   
 

Pre-Requisite Setup Items 
In order to begin using CIMS Textbook, setup items exist mostly to assist in textbook reporting.  

Category Codes 
When textbooks are defined to CIMS, you can attach a category code to them. This may assist in locating 
textbooks by subject area or in reporting on books by subject area. Category codes are school specific. It is 
our recommendation that district office manage these codes if you forecast significant textbook transfers 
and district reporting.  If this is the case, category codes should be consistent for all schools (or at least 
consistent for Elementary Schools and for Secondary Schools). 

Condition Codes 
Condition codes can be used when books are initially inventoried and when students/teachers issue or 
return them. This adds additional information to your collection on knowing how many may require 
replacement etc.  The use of category codes is optional. In your system setup TXB.100 each school can 
identify whether condition codes are mandatory or not. If they are not mandatory,  then the system will not 
force condition codes to be entered meaning there is no guarantee that condition codes exist with text issues 
or returns. 
 
Condition codes can have an effect on charges to students.  In a condition code you can indicate a 
percentage cost of replacement or a flat fee. For instance if a book is returned and you put a condition code 
of REB (requires rebinding) .. then within that condition code you can have a flat fee value of $15. When 
the system goes to post textbook charges, that student would automatically receive a charge of $15 for that 
textbook. 
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Textbook Type Codes 
Similar to category codes, you can attach a textbook type to inventory, i.e.: Paperback, Novel, LabBook, 
and Workbook. This will assist in reporting and searching for certain items. 

Textbook Status Codes 
Users do not pre-define textbook status. A textbook can either be: 
• IN - In inventory, currently not assigned to a student - available for issuing 
• OUT - Currently assigned to a student 
• OCC - Book is currently out of commission, cannot be signed out 
 

Textbook Setup Options TXB.100 
Textbook setup options setup your textbook environment. There are a few prompts to confirm whether 
condition code is mandatory, and necessary items to link your textbook module to school fees for posting. 
Setup must be complete before any activity begins. 

 

Define Textbook - District (TXT.020) 
Use this item to define the Textbook district wide. ISBN is not appropriate as the ISBN number can change 

r version numbers of the same book. Sample List: fo
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Define Textbook to CIMS (TXB.101) 
Use this item to define brand new textbooks to CIMS as well as to update existing inventory with new 

 is important. Make sure you have spent time to answer: 
mber - Unique textbook 

 Where will you number each book, make a rule! When books are returned, you do not want to have to 
hunt everywhere to find the book number. Be consistent at the location of the numbering. 

ng to go to a 

ool or at all schools 
 Index by Sequence - to identify who's textbook all schools, or to find next available numbers 

Note: There is an item for indexing 'Exclude Status'  You can use this to narrow what appears. Eg: 
Exclude status OCC and OUT to a see a list of available textbooks. 

y ISBN or by UPC in TXB.101 to confirm that the Textbook does not 
lready exist. If the book does exist in your school, do not 'A'dd another textbook. Use 'A'dd only when a 

If you need to add more copies of an existing book, refer to the next section 
 

purchases of existing books. 
 
As mentioned previously, numbering strategy
• How will you number your textbooks? Textbooks will have a two part nu

identifier as well as a sequence number. 
• What will you use to number your textbooks … Barcodes, Marker????? 
•

 

Using 'I'ndex in TXB.101 
There is textbook reporting options BUT many search questions can be found without havi
report. Learn to use the Index items: 
• Index by ISBN - to find textbook by unique identifier for your sch
•
• Index by Description - you know a textbook Name but not ISBN 
 
*

 

Define New Textbook 
You can utilize the 'Index' option b
a
new title needs to be inventoried. 
 

\\Blackdell\cims\Student\cimstxtbook.doc  Page 6 of 26 



 
TEXTBOOK: Input a unique Textbook Number  (as defined by the district in TXB.020) 
 
SEQUENCE:  Sequence numbers are unique to the district. No two textbooks, regardless of textbook code, 
can have the same sequence number.  This will match the barcode number you place on the book. Must be 
numeric. 
 
DESCRIPTION: Indicate the Book Title exactly as shown on the cover. Note: If this ISBN was found as 
being entered, the entire screen will be filled in. This makes it easier to review/update if necessary. 
 
AUTHOR, YEAR: Indicate Author and Year. This is helpful information when searching for Book Titles 
 
ISBN: Indicate the ISBN# no dashes or slashes ONLY if not being as your textbook#. If you have utilized 
ISBN as your Textbook number - you do not have to indicate it a second time in this alternate field. 
 
STORAGE LOCATION, GRADE LEVEL: Optional Information  
 
COST/REPLACE COST: Indicate the estimated cost of the textbook. It is the replacement cost that 
autofills when generating assessment for lost books. Make sure there is a value in cost and replacement for 
items that may be chargeable. 
 
CONDITION, CATEGORY, TYPE: Categorize your textbook according to your setup items.   
 
STATUS: Indicate the current status of this particular book. If you will be creating multiple copies, ensure 
that the status is IN so that all copies will also show 'Ready to Circulate'. 
 
Users will rarely manage status from within TXB.101. In normal situations, the book will go IN and OUT 
automatically from student issues programs. Maintain this field only on situations where: 
a) You want to be able to put the book out of commission.  
b) You want to assign a book out to someone other than a teacher or student 
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SPECIAL NOTE: The current status of the textbook is shown at the top of the screen. This assists in 
knowing more about the IN, OUT status, i.e.: If the book status is OUT but the student has lost the text, 
then the top status will show LOST. 
 
SPECIAL NOTE: You can view complete history for this book by selecting 'View Transaction History'. 
This is a non-annual file indicating all activity that has occurred for this particular volume. This will show 
all students and/or teachers who have ever been assigned the book. It also shows school transfers of the 
book. 
 
SPECIAL NOTE: You cannot delete a textbook that is in circulation. The only way to 'D'elete a textbook is 
to ensure that the book status is IN and that no transaction history has occurred for the text. 

Assigning New Copies to existing Textbook 
It is important to NOT re-define already defined textbooks with new first series numbers. Make sure to 
search first by Description, or Author, or ISBN and then if found, you will be 'C'hanging any sequence 
number of this book to duplicate for more! 
 
Pre-Requisite: The system is NOT smart enough to auto-assign the next valid sequence number. Check 
from your physical barcodes what the next available sequence number you wish to assign will be. It makes 
sense to have the labels available anyways - as you will need to affix them to the textbooks. 
 
1) Select to 'I'ndex and input the ISBN Number 
2) With your cursor placed beside any appropriate text (any copy you see of the ISBN) type 'C' (change) 

and enter 

 
In the above example, a 'C' has been placed by sequence #13 as its status is IN and the description etc. look 
good! 
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On the subsequent screen confirm that the information looks GOOD, ie: 

a) Description, author, year, grade level information are correct 
b) Purchase and replacement costs are accurate 
c) VERY IMPORTANT, condition code is appropriate!!! 
d) VERY IMPORTANT, status code is IN 

 
In order to record multiple copies for this text, ensure that 'Add Multiple Copies' says 'Y' 
 

 
It doesn't matter which sequence/volume you select to copy. You should select a more current copy of the 
textbook in case cost or year has changed. The status of the text must be IN and condition code appropriate 
as each copy of the new text will have the same condition and status codes. 
 

 
 
Select the next available barcode  Indicate how many copies to add to Inventory  
 
OR 
 
If your inventory already exists and you have a wack of these texts all non-sequential numbers - then scan 
the barcodes (up to 54 at a time) to get those textbooks inventoried. Look for an audit report that will 
indicate if sequence numbers could not be added (they already exist onfile). 
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The system will automatically add the copies. If any problems exist regarding duplicate numbers, an error 
report will be produced. Make sure to check your output queue for errors. 
 

Mass Change Textbook Replacement Cost TXB.710 
Replacement cost shows on many screen and reports to students to make them aware of the value of books. 
Plus if you are posting to school fees, it is critical to have replacement cost on all books. When the value of 
a book changes or the total value for an ISBN needs adjusting use this program to update ALL books 
easily. 
 

Viewing Transaction History 
From within Textbook maintenance, there is an item to 'View Transaction History'. Use this 'Y' to see an all 
years history of all issues and returns for this book regardless of whether the student is still at your location 
or not. The list is in date order. The most recent activity (issue, return, lost, charge) will be shown on the 
first/top line of the display. This history indicates all issue to student/teacher activity as well as book 
transfers between locations. 

 

Textbook Inventory Reporting (TXB.501) 
Use TXB.501 to: 
• Report on what textbooks exist  -  how many, how many by status  "textbook inventory" 
• Search for particular subject texts or by ISBN all schools to find textbooks 
• Report by textbook in detail all current activity 
• Report on books currently out of commission 
• Report on outstanding books (books still issued) 
• Report on available textbooks  
 
Use the selection criteria to match what you are trying to report on. Make sure to answer 'Y'es to detail if 
you wish to see the student details on activity for textbooks; else summary 'Y' to report on numbers only. 
 

Mass Change Replacement Value for a Text (TXB.710) 
Replacement cost is critical if you will utilize CIMS to auto-create assessment from outstanding textbooks. 
The system will look to the replacement value of the text to assign student fees. If you have forgotten to 
input an amount OR book values change significantly, use this option to mass change groups of texts. 
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Assign Textbooks to the Master Schedule  
This is an optional feature. If you do assign textbooks to course and section (SCH.320 master schedule) or 
TXB.320 quick entry of textbook, then: 
a) You can auto-fill required textbooks when assigning textbooks to a student (TXB.410) 
b) You can include textbook lists on student schedules (SCH.581) 
c) You can utilize the required textbook list (TXB.510) to report on required textbooks for students. 
 

Assign Textbook to Master Schedule (SCH.320) or Quick Entry TXB.320 
Use SCH.320 (Master schedule) in order to input what textbook(s) are required by course and section. This 
works similar to ministry course definitions (High Schools) where you MUST indicate what textbooks are 
required for every course and section.  
 

 
Note If you utilize TXB.320 instead of SCH.320 the above screen is omitted and the only screen that is 
shown to the inputter is the screen below: 
 
Use the 'Comm' (Comments and Textbook) 'Y' to access the textbook screen. Each time you enter this 
screen the Comm field will be 'N' (to prevent you from having to ALWAYS page past this screen). If 
textbook information is on file the field will be coloured (as shown above). When Comm is coloured, you 
know that textbook information does exist. Use 'Y' to access that additional screen. 

 
 
Input the textbooks associated with the course and section. The Textbook must already exist. Use F4 to list 
available textbooks. Use Report TXB.505 to list your master schedule and textbook details. 
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Textbook - Issues and Returns 
Once inventory exists, you can issue textbooks by: 
a) Student - with an auto-fill for schools using a master schedule 
b) Course and Section 
c) Homeroom 
d) To Teachers   
e) Option strictly for students to sign out their own textbooks by sequence# 
 
Return options are similar. You can return textbooks by: 
a) Student - input Student Number, issue list appears.. identify which have been returned 
b) Course and Section 
c) Homeroom 
d) 'Mass' - Input Textbook numbers. CIMS will provide a list of errors. 
e) Upload textbook numbers from a file. 
f) Return books issued to teachers 
 
Students do not have to be enrolled in your school to receive a textbook. Textbook issues and returns for 
course and section MUST be completed as best as possible before rollover.  It is the decision of each school 
to charge students at yearend at render the textbook OCC (which means no carryover) or leave the status of 
the book as OUT which means it will be carried to the new year. 
 

Textbook Issue by Student (TXB.410) 
Issue and Return programs are two different items. Bar Code readers can be used to speed up the process. If 
you issue books by course and section or homeroom, the process can be largely automated based on 
sequence number. Use issue by student when dealing with the WHOLE student instead of having to bring 
up each course separately or when a student has left the school to access their records. 
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To record a new book, on the next available line, input ONLY the sequence number that the student is 
taking. Condition code is optional/required based on textbook setup (TXB.100). The system will 
automatically fill-in the textbook ISBN for you. 
 
Use F6 to view a list of required textbooks and/or F19 to autofill required textbooks based on a student's 
master schedule. Note that this option will only work if textbook requirements have been entered into the 
master schedule. The auto-fill does not take into consideration books already issued. Review the auto-fill to 
confirm you do not duplicate issues/books for the student. If you expect to be able to run listings indicating 
by course what books are outstanding and be able to assess fees accordingly it is CRITICAL that you use 
the <F19 autofill> option and then input the sequence number. If you don’t use F19 then the system will 
not associate your textbook with a course. 
 
Use F4 to view textbooks by description. This will assist in finding a text if the number is not handy 
 
Use F2 to view the student timetable.. assist in assessing appropriate textbooks. 
 
The system will not allow you to issue a textbook that is already issued or is out of commission. The 
textbook must have a current status of IN in order to be eligible for issue. 
 
The system will not allow you to edit records more than a day old, i.e.: if you issued a book yesterday, you 
cannot remove the issue.. you must return the book in order to put it back into circulation. 
 
Once you press ENTER and all information is verified and correct, you will return to the student option. 
You can produce a copy of activity to be included with the books for the student. 

 
  
Leave the Print Date as Today to print just issued performed today, else wipe the date out to print all issue 
ctivity. This profile does not go on hold. 

 

done based on issues. When you access the return screen all current year issues and 
turns are displayed.  

a

Textbook Returns by Student (TXB.411, TXB.520 = Reporting) 
Returns by student are 
re
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All return information is recorded in transaction history. Based on your answers for the return, the book 

he Student does NOT have to be enrolled in your school. Use Index by All Schools to access students 

tes book status to IN) 

harge 
nt has been charged for damage but book is still in commission. 

DO NOT USE 'C'harge if you wish CIMS to auto-assess fees. For book damage auto-asses, use a 

ith issue (rather than for user to look at each to confirm return number is same as original sequence 

 
'ost and 'C'harged entries, i.e.: if you marked a book 'L'ost yesterday and now the student shows up with 

DATE. 

se TXB.520 to list textbook transaction history for students. This option can be run for selected 

sed on entry in the master schedule. 

status is updated to IN or OOC. 
 
T
who are not enrolled in your building. 
 

  
Input a Return Code: 
• R - Book Returned (Upda
• L - Book Lost  (Does not update status, book remains OUT until handled manually or automatically 

during charge operation) 
• C - Student is to be charged for the book (book returns to IN status meaning it can be re-issued). C

does not mean lost. Charge means stude

'R'eturn with an appropriate condition. 
 
Input a condition code. If you have lost the book, condition code remains blank. 
 
If you are mass returning, or you are using a wand, then the numbers can be scanned to confirm they match 
w
number. If return sequence is left blank, then the system assumes the issue# as the return sequence number. 
 
The system will not allow you to edit Returned 'R' records more than a day old. It will allow you to change
'L
the book, you can change the 'L'ost to 'R'eturned.  AT THE SAME TIME UPDATE THE CLOSE 
 
U
student(s), by homeroom, by grade level, restricted to a return type (eg: List Charges) or straight alpha. 
 
Use TXB.510 to list students who are missing textbooks. This is ba
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Textbook Issues by Course/Section (TXB.415, TXB.522) 
Schools must review how textbooks are distributed at year start. Depending on the order of your textbook
and the process that you use to hand textbooks out, the effort can be reduced significantly. The goal will 
to auto-assign numbers as much as possible and then provi

Textbook Issues by Course/Section (TXB.415, TXB.522) 
Schools must review how textbooks are distributed at year start. Depending on the order of your textbook
and the process that you use to hand textbooks out, the effort can be reduced significantly. The goal will 
to auto-assign numbers as much as possible and then provi

s 
be 

de clear instructions and lists to teachers for 
istribution. In manual models, teachers tend to be the one's assigning sequence numbers. If they are not 

resented 
student is 

y if there are currently  *FEES 
eans that books are 

dent sequence blank, press F19 to autofill. The system will provide sequence numbers 

s 
be 

de clear instructions and lists to teachers for 
istribution. In manual models, teachers tend to be the one's assigning sequence numbers. If they are not 

resented 
student is 

y if there are currently  *FEES 
eans that books are 

dent sequence blank, press F19 to autofill. The system will provide sequence numbers 

dd
online with CIMS, we suggest that they not be the one's to assign the numbers. If the system assigns the 
numbers, and lists are provided it can save hours of input. 
 
The user inputs what course/section to deal with as well as what textbook to assign. A class list is p
showing all students currently enrolled in the course.  If a student does not appear on the list, the 

online with CIMS, we suggest that they not be the one's to assign the numbers. If the system assigns the 
numbers, and lists are provided it can save hours of input. 
 
The user inputs what course/section to deal with as well as what textbook to assign. A class list is p
showing all students currently enrolled in the course.  If a student does not appear on the list, the 
not scheduled in course requests (SCH.410) . NOTE: The system will displa
owing or *TXTO outstanding textbooks (by definition outstanding textbook m
outstanding for terms that have already finished) or *FE/T both fees and outstanding textbooks. 

not scheduled in course requests (SCH.410) . NOTE: The system will displa
owing or *TXTO outstanding textbooks (by definition outstanding textbook m
outstanding for terms that have already finished) or *FE/T both fees and outstanding textbooks. 

F19=Auto fill 

   
Entry Methods: 
• Enter the appropriate sequence numbers for each student 

Input the first sequence number on 

   
Entry Methods: 
• Enter the appropriate sequence numbers for each student 

Input the first sequence number on • the top student, then F19 to autofill. The system will provide 
sequence numbers starting with the one you inputted for each student. If a student already has an 
assigned book, the autofill will skip that record. The Auto-fill is smart enough to include only sequence 
numbers that show a status of IN.  

 With the top stu

• the top student, then F19 to autofill. The system will provide 
sequence numbers starting with the one you inputted for each student. If a student already has an 
assigned book, the autofill will skip that record. The Auto-fill is smart enough to include only sequence 
numbers that show a status of IN.  

 With the top stu••
starting with the first sequence number of IN that it finds. If a student already has an assigned book, the 
autofill will skip that record. The Auto-fill is smart enough to include only sequence numbers that show 
a status of IN.  

starting with the first sequence number of IN that it finds. If a student already has an assigned book, the 
autofill will skip that record. The Auto-fill is smart enough to include only sequence numbers that show 
a status of IN.  
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Condition Code is optional. Further, some locations choose to use condition only when the condition of
text becomes questionable. 
 

 the 

NOTE: You can 'P'rint the issues for the course/section with a 'P'. Use TXB.522 for a course listing of 
inputted what textbooks are 

22) 
here are a variety of ways to initiate returns of books. If you are working with piles of books (not course 

n. A class list is presented 
showing all students currently enrolled in the course and those dropped students where a book has been 

 (book returns to IN status meaning it can be re-issued). Charge 
does not mean lost. Charge means student has been charged for damage but book is still in commission. 

'R'eturn with an appropriate condition. 

 you are mass returning, or you are using a wand, then the numbers can be scanned to confirm they match 

 

assigned textbooks. Special Note: This report only works given you have 
required per course. 

Textbook Returns by Course and Section (TXB.416, TXB.5
T
oriented, then mass return option may be more suitable). This return option is optimal if books are returned 
in some order OR if the teacher submits a list for you to work from. 
 
The user inputs what course/section to deal with as well as what textbook to retur

issued.  If a student does not appear on the list, the student is not scheduled in course requests (SCH.410), 
or the student has *DROPPED the course and did not have that textbook issued. 

 
Input a Return Code: 
• R - Book Returned (Updates book status to IN) 
• L - Book Lost  (Does not update status, book remains OUT until handled manually or automatically 

during charge operation) 
• C - Student is to be charged for the book

DO NOT USE 'C'harge if you wish CIMS to auto-assess fees. For book damage auto-asses, use a 

 
Input a Condition code. If you have lost the book, condition code remains blank. 
 
If
with issue (rather than for user to look at each to confirm return number is same as original sequence 
number. If return sequence is left blank, then the system assumes the issue# as the return sequence number.
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The system will not allow you to edit Returned 'R' records more than a day old. It will allow you to change 
'L'ost and 'C'harged entries, i.e.: if you marked a book 'L'ost yesterday and now the student shows up with 

e book, you can change the 'L'ost to 'R'eturned.  

s 
ks are required per course. 

Use TXB.510 to list students who are missing textbooks. This is based on entry in the master schedule. 
ooks have been issued, but counsellors are 

extbook Issues by Homeroom (TXB.405, TXB.520) 

bers for each student 

ow a status of IN.  
 With the top student sequence blank, press F19 to autofill. The system will provide sequence numbers 

ord. The Auto-fill is smart enough to include only sequence numbers that show 
a status of IN.  

ondition Code is optional. Further, some locations choose to use condition only when the condition of the 
text becomes questionable. 

th
 
Use TXB.522 for a course listing of assigned and returned textbooks. Special Note: This report only work
given you have inputted what textboo
 

This will assist in the 'post' enrollment timeframe where textb
continuing to make course changes. 
 

T
In situations where textbooks are issued to a homeroom rather than course, this option will work best!  
The user inputs what homeroom to deal with as well as what textbook to assign. A class list is presented 
showing all students currently enrolled in the homeroom.   
 

F19=Auto fill 

  
Entry Methods: 
• Enter the appropriate sequence num
• Input the first sequence number on the top student, then F19 to autofill. The system will provide 

sequence numbers starting with the one you inputted for each student. If a student already has an 
assigned book, the autofill will skip that record. The Auto-fill is smart enough to include only sequence 
numbers that sh

•
starting with the first sequence number of IN that it finds. If a student already has an assigned book, the 
autofill will skip that rec

 
C

 
Use TXB.520 for a homeroom listing of assigned/returned textbooks.  
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Textbook Returns by Homeroom (TXB.406, TXB.520) 
There are a variety of ways to initiate returns of books. If you are working with piles of books (not course 

riented, then mass return option may be more suitable). This return option is optimal if books are returned 

book remains OUT until handled manually or automatically 

 can be re-issued). Charge 

 
nfirm return number is same as original sequence 

ber. 

he system will not allow you to edit Returned 'R' records more than a day old. It will allow you to change 
nd now the student shows up with 

o
in some order OR if the homeroom teacher submits a list for you to work from. 
 
The user inputs what homeroom to deal with as well as what textbook to return. A class list is presented 
showing all students currently enrolled in the homeroom. 
 

 
Input a Return Code: 
• R - Book Returned (Updates book status to IN) 
• L - Book Lost  (Does not update status, 

during charge operation) 
• C - Student is to be charged for the book (book returns to IN status meaning it

does not mean lost. Charge means student has been charged for damage but book is still in commission. 
DO NOT USE 'C'harge if you wish CIMS to auto-assess fees. For book damage auto-asses, use a 
'R'eturn with an appropriate condition. 

 
Input a Condition code. If you have lost the book, condition code remains blank. 
 
If you are mass returning, or you are using a wand, then the numbers can be scanned to confirm they match
with issue (rather than for user to look at each to co
number. If return sequence is left blank, then the system assumes the issue# as the return sequence num
 
T
'L'ost and 'C'harged entries, i.e.: if you marked a book 'L'ost yesterday a
the book, you can change the 'L'ost to 'R'eturned.  
 
Use TXB.520 for a homeroom listing of assigned and returned textbooks 
 

\\Blackdell\cims\Student\cimstxtbook.doc  Page 18 of 26 



For Student Use - Issue out their own Textbooks (TXB.414) 
District office sets up a separate ID restricted to the school and the only item that user has is TXB.414. In 
this fashion, a station in the library (or wherever) can be setup and on. Students may use it to issue out their 
own textbooks. 
 
 

a) Student inputs their student number of F4 to assist  (ENTER) - System confirms entry 
b) Student inputs the textbook number (ENTER) - system verifies textbook is valid and has a status of IN 

xtbook Returns "Mass Return" (TXB.426) 
you have a pile of textbooks and 

ought the right book, 

eans that you 

then allows student to PROCEED 
  

Te
Th
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is option is ideal for mass entering returns NOT based on students. If 
simply want to wand or key textbook numbers in not ensuring that the right student br
then this option is perfect. 
 
The initial screen lets you utilize condition code on return and default the value. This m
change the value ONLY If the book being returned varies MAJOR from your default. 
 
   



 
Input the sequence number and condition code (optional: when you accessed this option it indicated use 
condition code. If you anwered 'N', the field would NOT appear making convenient for wand). Once the 
page is completed press ENTER to post the page. Be careful to press ENTER when the page is completed, 
else new entries will just overwrite existing ones. 
 
The system provides errors for incorrect entries and you MUST correct/remove the errors in order to post 
the page. 
 

Upload Textbook Returns from a File (TXB.430) 
This option is ideal for mass returning textbooks that have been scanned into a flat file by an alternate 
system. The sequence numbers are loaded into PTXB430 in library SMSTRANS for a specified member. 
An error report is produced detailing any problems. 

 
 
MEMBER: Specify the member of PTXB430 that contains the records to be uploaded. 

Mass Put Textbooks Out of Circulation (TXB.427) 
This option is used to mass mark textbooks as out of circulation. The sequence numbers are 
scanned/inputted into the screen and their status is changed to OOC. NOTE: The textbooks must be valid 
and currently at an IN status. 
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Condition code will NOT appear if user requests use condition code 'N' when entering into this option.   
 

Issue/Return Textbooks to Teacher (TXB.440, TXB.441) 
If you would rather issue and return books to teachers and have them responsible past that, you can utilize 
CIMS to identify which texts were issued to teachers. This information appears in textbook maintenance 
and is recorded in transaction history. Issues are based on Teacher ID. You can assign textbooks to non-
teachers providing you create an ID for them in STU.240. 
 
There is a print option within TXB.440 to identify for teachers what textbooks are assigned to them as well 
as the books' current status (IN, OUT) 
 
 

  
This process works identical to issuing to students, ie: this single screen indicates books issued, and allows 
user to edit issues. TXB.441 allows the user to handle teacher/book returns. 
 
 

Textbook Utility Reports and Programs - Need to Know 

Students with *Dropped Courses that have books outstanding (TXB.522) 
Students who have dropped courses sometime 'get missed' in lists etc. Run TXB.522 frequently to check on 
students who have dropped courses and still have books outstanding in those courses. 
 

List/Search for  Issued/Not Returned Textbooks by Textbook Not Course (TXB.501) 
TXB.501 is an ideal report for showing your textbook inventory in summary but it is also excellent to 
provide details of who has what textbooks issued, ie: Give me all of ISBN# 12345 that I have distributed 
between September and November that have not yet been returned. 
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Who has this book and where (TXB.571) 
Excellent onscreen option to find a student and where they are right now - based on a sequence number of a 
book, ie: you have a book in your hand and want to return it to a student or question the student. 

ons add up to. It 
also confirms that the condition code matches the most current transaction. This report should be run 

ccasionally to confirm that the textbook module is working appropriately in your school. 

ion should only be run at semester/yearend occasions where 
ignificant efforts for collection have already occurred, ie: outstanding textbook listings were distributed to 

tc.  

o user is aware of the posting date 
ement 

 lost text has been stamped as 'transferred'. This means that if you re-ran 
TXB.601 again only NEW outstanding textbooks would be copied to assessment - no chance of 

en to rectify the situation, 

) access the textbook module and return the book (TXB.411, TXB.415) 
b) access the school fees module and adjust or delete the TXT assessment (SGH.410) 

a) ensure that there are replacement values marked for textbooks TXB.501 

 

Audit - Confirm Textbook Status and/or condition based on transactions (TXB.535) 
This option confirms that the textbook status code (IN/OUT) matches what all the transacti

o

 

Posting Outstanding Textbook fees to School Fees Module TXB.601 
If you are utilizing CIMS Fees - then it is a natural progression to want to populate that module with 
outstanding textbooks for students.  This opt
s
teachers, students have been badgered e
 
Once this option to 'post' has occurred: 
a) the book is marked as LOST and remains as OUT status 
b) transaction history is updated s
c) entries are automatically made in school fees for each textbook lost per student using the replac

cost indicated on the textbook 
d) From text module, the

duplicating charges. 
 
If a student returns a text that has already been posted two steps must be tak
namely: 
a

 

Pre-Requisites: 
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b) ensure that the majority of your badgering and collections measures have been executed. The only thing 
you want to post are those items that are pretty-sure lost. 

 
Note: This option should always be run Report Only First to ensure the charges look appropriate and to 
give you a further collection list. Compare this list to your outstanding textbook report (TXB.520) to ensure 
that they “balance”, i.e. that all the outstanding books are being charged. 
Note: This option may be run more than once and differently depending on time of year. Eg: At semester 1 
you will want to charge ONLY for Sem1 related courses … then at yearend you may run for all outstanding 
and then again for condition code. 
 
TERM INFO: If you want to only post say 1st semester courses only (ie: it is January and you want to 
assess just first semester) the TERM details are very important. By indicating Courses taught in 1 and not 
in 3 you are indicating to NOT include courses that are offered in term3 or term4 (these texts would not be 
outstanding until yearend) 
 
COURSE RELATED OUTSTANDING BOOKS ONLY: Textbooks may be assigned by course/section or 
in an Elem/Middle school environment may not. If you are a high school and you want to assess just 1st 
semester ensure that you run this JUST for course related (SCH.320) info. At yearend this may not be an 
issue as everything regardless of whether it has been assigned by course/section or not should be assessed. 
 

Controlling Returned Books once Fees have been posted TXB.530 
Once textbooks have been posted to fees, there will be few/many occasions where students will return the 
book without the office knowing. This will cause unfair fees to exist for a student. Get used to running 
TXB.530. It will allow you to know who has returned book(s) where fees have been assessed. It can be run 
based on date, so remember when you last re-ran to avoid double-checking things that have already been 
addressed. 
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Charging for Returned Text based on Condition Codes 
There are returns that carry condition codes like REBIND or REALLY BAD. Each condition code can 
have a charge value flat fee or percentage. This will allow you to auto-generate charges for students based 
on the condition code entered when the book was returned. 

District Wide Utilization of Textbooks 
Through daily use of the textbook module at all schools, district wide use will be available regarding 
textbooks, i.e.: 

• What textbooks are being used and at what cost 
• Turnover of textbooks, loss, inventory 
• Textbook transfers and multi-school use capability 

 
Schools can also use this module as a resource for finding out what textbooks are being used AND to 
search for non-utilized copies that may be shared. 

TXB.501 - Textbook Listing 
This report is based on textbook first, then can provide details about the textbook, and student issues and 
status. Use this report for: 
• Searching for a textbook all locations and to identify who may have it, how many copies, how many 

available copies 
• Searching for a publication that other schools are using 
 
 

Yearend-Yearstart Considerations 
The Inventory File is non-annual so when the new Year is operational, the inventory will be intact without 
any options needing to be run. 
 
Transaction History is also non-annual meaning that we will see forever all transactions that have occurred 
to this textbook without having to go into previous years. 
 
Once your master schedule is established, it will be more convenient to run TXB.925. The program will 
look to the previous year and match Course and Section … If it sees the same Course and Section in the 
new year and there were textbooks assigned in the old year they will copy to the new year. Note: IF 
additional sections of a course are in the new year, textbooks will have to be added manually (SCH.320 or 
TXB.320) 
 
In the New Year, there is no 'Link' between all the books with status OUT and what students have them.   It 
is each school's decision as to whether or not to carry forward outstanding textbook details. Our 
recommendation is that schools NOT carry forward. In this scenario, if a kid in September returns a last 
year's book, you would have to go to the previous year assignment to return it. This makes things 
CLEARER, ie: carryforwards year after year would be a very large/unmanageable file & reports. In the 
current year, through textbook lookup you will always know that the book is out and who has it and from 
which year …. It makes sense then to reverse the charge (in fees) in the current year .. then return the book 
in the year it was issued. The outstanding textbook listings would pertain JUST to the current year rather 
than all other years combined. 
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For schools that have students using books for multi-year purposes, use TXB.930 to re-attach what students 
have the OUT books. Note that the system will only complete this carryforward for all items with no 
closure (Lost and charged books have closure). This will allow students to return last years textbooks.  
 
For books that have a status of Lost or fees have been posted, there are two steps to take: 
a) manually go into TXB.101 and Force the status of the book back to IN 
b) handle assessment for that student appropriately. 
 

Handling Previous Year Textbook Returns over Summer and at School Start 
If you have already assessed the kids (June of current year) and carryforwarded their owings (New school 
year) AND, 
If you do not carry forward outstanding books (both of which are fine!), then  
 
a) you want to be able to easily return the books ... and can do so using TXB.426A (mass return - allow to 

return books marked lost) in the previous year live year - ie: going into the frozen year student is NO 
GOOD or textbook, that will always show the book status as at June 30th.  

b) you want to be able to report on returned books by date so that you can go into the new year  and adjust 
their assessment in the new year ... so report TXB.530 in the live previous year (same area that you 
returned the books) with prompts filled in to:  

- current students only 'N'  
- limit to date range MM/DD/YY - MM/DD/YY (Put today's date in to get todays returns)  

 
You must have access to a Previous Year Textbook Menu that allows you to mass return, return for a kid, 
and report on returns ..... (TXB.411, TXB.426A, TXB.530). 
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Handling Fees for Returned Books 
If fees have already been assessed, returning the book is not enough! You must also handle the assessment. 
Our recommendation is to leave the assessment line - go and make a payment for the assessed book with a 
pay type of RET so you are aware that the book was returned, no cash was given. 
 

 
  
It is critical that you do not add an additional assessment line with a negative … In this situation you are 
left with two open assessment lines which will both carryforward in the new year as owing. 
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