[bookmark: _GoBack]Textbook Request System – Making a Request
Step 1: Login into DAinfo
My Actions->Textbook Request System
The page may be blocked by a pop-up blocker.  Please select “Always allow pop-ups from https://dainfo.deerfield.edu” (below).
For Chrome:

For Safari:
Click on Safari->Preferences
[image: Click on Safari on the upper left of your screen to open the drop down options and choose Preferences]
Select Security
[image: https://s3.amazonaws.com/screensteps_live/images/Suffolk/11616/2/rendered/media_1268068306918.png?AWSAccessKeyId=AKIAJRW37ULKKSXWY73Q&Expires=1497037591&Signature=GJaV2V23z18gS8GR7t%2BkZeb6ENs%3D]
Un-check Block pop-up windows
[image: Make sure Block pop-up windows is NOT selected]
After you have completed your textbook requests, you can enable Block pop-up windows again.

Step 2: Login into Textbook Request System.  
[image: ]
Step 3: Under Your Requests, make a request
	Your Requests -> Request  (Button located upper right on screen)
[image: ]
	Fields marked with a * are required 
[image: ]




Step 4: Edit your Request
If your textbook request has not been approved, you can edit it using the pencil icon:
[image: ]
Other notes:
· You can only edit Textbook requests in a pending status.  If changes are needed after a request is approved, please complete an additional request. 
· The Your Textbook Requests and All Textbook Request pages have sortable columns.  Clicking on a column on one of these pages will allow you to sort the data in variety of ways.
· The Your Textbook Requests and All Textbook Request pages also allow the filtering and downloading of data via the Actions button located at the top of the page.
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