Textbook Adoption Report Instructions and Check List

Please follow the steps below to ensure accuracy in filing your recordings. 

	(
	1.
	Print this sheet and close the Instruction Checklist Window.



	(
	2.
	Open the Textbook Adoption Report (ED5099) (2nd Link).



	(
	3.
	Save the Textbook Adoption Report (ED5099) to your computer or network drive depending on your system configuration. (Instructions below)

From the Menu Bar     

Choose File     

Save as…     

Choose where you want to save the report.    

In the File Name rename the file 2012 <Your System Name> Adoptions (Example: 2010 Happy Valley County Adoptions). 

Close your browser at this time.


	(
	4.
	Open Excel

Open 2012 <Your System Name> Adoptions you just saved.



	(
	5.
	Type your System Name in cell C1.



	(
	6.
	Type your Name in cell G1.



	(
	7.
	Please check Yes, No, No Decision at this time on your districts intend to purchase. We know that this decision may change, but it will help us in the initial ordering process.



	(
(
	8.

9.
	Turn your “Caps Lock” on.

You will be working with the following columns:

Column B (Level):  Includes the symbols for all approved Level(s) for each title on the adoption list.

Column C (Selection):  This is where you will key in your adoption choice (B – Basal, TD- Technology Dependent, CB – Co-Basal or A – Alternative Level).

Column D (Check):  Records your choice from Column C if it is entered correctly, as basal, co-basal, alt, and/or tech. If you try to enter more than one level or a level that is not indicated in column B, an “Error” message will appear in this column. Be sure to correct all “Error” messages before you submit your document.

(Example:  ISBN 0871927764, Explorations in Art Student Big Book, Grade K.  If “B” is keyed in cell C8, the word “basal” will appear In Column D.  If “TD-B” had been entered, the word “error” would have appeared in Column D.)  

Follow step 8 until all adoption choices have been recorded.



	(
	10.
	Go back to the top of the report by holding the Ctrl key down and pressing home simultaneously.



	(
	11.
	Save the report. 



	(
	12.
	Print the Textbook Adoption Report (ED5099) and edit your entries to make sure there are no “ERROR” flags in column D.



	(
	13.
	Make any necessary corrections.



	(
	14.
	Save the report.



	(
	15.
	Print the final version of the Textbook Adoption Report (ED5099). 



	(
	16.
	Print the Certificate of Adoption (ED2153). (Instructions below)

Go to www.tennesseebook.com – State Information – Local Adoption Report Section VI

Open the Adoption Certificate(ED2153) (3rd Link) 

Type the required information in the grayed areas. 

Print     

Have the appropriate people sign the Certificate. 

Mail the Certificate with original signatures along with the Textbook Adoption Report to Morgan Branch.

(Mailing address is located in the top left hand corner of the Certificate)



	(
	17.
	Email the Textbook Adoption Report to Tennessee Book Company and Morgan Branch (Instructions below)

	(
	18.
	Open your Email and create a New Message.

Type: To: kellie.dumas@tennesseebook.com; morgan.branch@state.tn.us
Subject: Adoption Recording

From the menu bar choose

Insert
File 

Using the window provided, find your saved version of the Textbook Adoption Report.

Once you find the file, double click the file name and this should attach the file to your email.

Type your name, system name and phone number in the body of the email.

Send



	(
	19.
	If you have successfully submit your Textbook Adoption Report you have:

A. Completed and Printed the Adoption Report (ED5099)

B. Completed and Printed the Certificate of Adoption (ED2153) 

C. Certificate of Adoption (ED2153) Has Been Signed 

D. Mailed the signed Certificate and Adoption Report to Morgan Branch

E. Emailed the Textbook Adoption Report to Kellie Dumas and Morgan Branch




Notes

Definitions 

Basal (B): This designation identifies an on-level text adopted by a local school district for use at a particular grade level in a specific subject. Except for the typical supplementation expected for any text, the basal should address all the content for that subject.  The basal text is the one that local boards of education are encouraged to adopt and make available for most students.

Co-Basal (CB): This designation identifies a text which addresses a significant portion of a course but which also fails to address a significant portion of the course. School systems may adopt a combination of co-basal programs which together address the entire course.  Systems might also combine a co-basal program with existing resources in order to address all components of a course.  When such combinations are employed, it is the responsibility of the school system to assure that materials sufficient to address all components are provided.  

Alternative Level Texts (A): This designation may be used to identify texts adopted by a local school district to address the needs of students not on a grade level. Such books are designated as “Alternative Level-Low” or “Alternative Level-High.” These books may be purchased in lieu of the basal text for a limited number of students. Local systems do have the option of adopting a book or series as an alternative level text even though it has not been so designated in the official list. 

Method of Delivery

Technology Dependent (TD) – This designation identifies a program at any level which requires technological hardware, software, and/or infrastructure for its implementation. Local school systems adopting these programs are responsible for determining the necessary platforms and infrastructure to support these programs and for providing the technology necessary to deliver instruction.

NOTE: Some publishers produce more than one packaging format per grade level. Examples include pupil editions versus big-book packages at some primary grade levels. Please choose the corresponding choice that you expect your system to purchase. 

Publisher Abbreviation Key

	AEP
	Applied Educational Systems

	BFW
	Bedford, Freeman & Worth Publishing Group

	Cengage
	Cengage

	CP
	Certification Partners

	CEV
	CEV Multimedia

	Davis
	Davis Publications

	EMC
	EMC Publishing

	FA Davis
	F.A. Davis

	GLEN
	Glencoe McGraw-Hill

	GW
	Goodheart-Willcox

	HOLT
	Holt

	learning
	learning.com

	MACM
	MacMillan McGraw-Hill

	Perfection
	Perfection Learning

	PH
	Prentice Hall

	Thespis
	Thespis Media

	Zaner
	Zaner Bloser


