
Academic Gold 10/3/2005 3:33 PM 1

Home Page 2

Instructions of Administrators of TS3 3
URL for TS3 3
Logging On and Off 3
Administrative ID and Password 3
Review User ID’s Previously Setup 3
Adding New User ID’s 4
ISBN Lookup 4
User Preferences 4

Search Screen
Quick Search 5
Full 5

Display of Records 6
Brief 6
Extended 6
Detail 7

Carts 8
Creating A Cart 8

From Search Results 8
Through Cart Links 8

Preparing a Cart for Ordering 9
Editing the Cart Header Screen 9
Sending an order to B&T 10
Creating a Shared Cart 10

Progress of a Shared cart: Workflow and States 10
Cart Owner Responsibilities and Rights 12
Administrator Cart Responsibilities and Rights 12

Batch Entry
Using Batch ISBN Entry 13

Duplicate Checking
Checking for Duplicates 14
What to do when Duplicates are Found 14
Enhanced Duplicate Checking 14

Printing
Print Button 15
Reports 15

Advanced Search
Review Sources 15-17
Spanish Language Hints 17-19


