
Book Order Instructions 
 

1.  Click on the “BOOK ORDER FORM” link. 
2. When presented with the File Download panel click the Open button to open the 

order form. 
3. Click the Cancel button on the Login panel if it appears. 
4. You might have to enlarge the window holding the Book Order Form. 
5. Before you enter in any information, click on “Save As” (under the File menu) and 

enter the five-digit course/section number as the new name for your document. 
You may be presented with the Login panel twice.  Click the Cancel button each 
time. You can now select where you wish to Save the order form. 

6. Fill in all the areas highlighted in red in the sample below by clicking in the area 
to be filled in and typing in the information. 

7. Be sure to “Save” each book order as you complete it; save each one to your 
“Desktop” or a designated folder so that you can find it easily when you are ready 
to email them to Patti (see step 9). 

8. You need to fill out A SEPARATE FORM FOR EACH CLASS (not course) that 
you are teaching. 

9. Finally, send an email to Denise (ddrake@palomar.edu) with ALL of your book 
order forms attached. 
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