
Person Responsibility Task
Due Date 

(in days prior to start 
of each semester)

Ensure that courses that will be offered in their faculty 
during the next semester are identified and entered into 
the Student Information System
Set the level of approval needed for specifying textbook 
requirement
Appoint a Textbook Coordinator (and a backup person) 
either at the faculty or at the department level

Provide the information pertaining to each of the courses 
they are responsible for teaching (or coordinating). The 
“textbook requirement” or the “information” required for the 
purpose of this process, shall include the designation of 
textbook required for each course and the number of 
students expected to register in each course

Fill in the “information” required (Appendix A)

On-going

75

On-going

Textbook 
Coordinators (or 

designees)
-----------------------

At Faculty or 
Department level

Act as a communication liaison between the Course Instructors (or Course Coordinators) and the Bookstore 
Operator (for clarifications, additions and changes made subsequent to the closure of the database and the 
submission of the “textbook requirement” to the Bookstore Operator)
“Information” received after the deadline, will be communicated directly to the Bookstore Operator (outside 
the software database) and controlled manually by the Textbook Coordinators

Enter the “information” into the dedicated application software

Follow-up the submission of the approved “textbook requirement” by the Course Instructors (or Course 
Coordinators)

Issue instructions to executive officers, course 
instructors/coordinators and Textbook 
coordinators (or designees) assigning 
responsibilities and due dates. 
Inform Registrar and Business services about 
names of Textbook coordinators and their 
backup

95Faculty Deans
(or designees)

Course Instructors
(or Course 

Coordinators) 
80

Communicate their textbook requirement to the Textbook Coordinator assigned to their Faculty (or their 
Department)

Obtain the approval from the authority identified by the Dean of their Faculty
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Initiate the textbook ordering process Send email to faculties deans (or designees) 
specifying the overall deadline 100

90
75

On-going

On-going
Communicate textbook requirement to the Bookstore 
Operator

Download the database and email to Bookstore 
Operator (password protected file) 75

On-going
Resolve day-to-day issues between the Campus Bookstore Operator and the Faculty-Bookstore 
Coordinators

Process Manager 
(Business Services)

Ensure that the process runs smoothly and on time; Textbook requirements, KPIs, etc…

Registrar 
Arrange with CNS the closure of the database
Provide the information related to actual course enrollment during the current year and the previous two 
years 

Facilitate access (give permission) to the dedicated software linked to the Student Information System
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ID Task Start Finish
Oct 2005

71 64 20 229 2314105 12 213130 112 1928

2 11/3/200510/29/2005

Faculty Deans to issue instructions to
executive officers, course instructors/
coordinators and bookstore
coordinators assigning responsibilities
and due dates

6 11/18/200511/3/2005

Course instructors to provide the
faculty/department coordinators with the
complete details of the book to be
adopted and the number of students
expected to register in the course

7 11/23/200511/3/2005
Coordinators to enter the book details
provided by the instructors to the
application software

8 11/23/200511/23/2005Registrar to arrange with CNS the
closure of the database

9 11/23/200511/23/2005
Process Manager (Business Services)
to send the ‘Textbook requirements’ file
to the Bookstore Operator

1 10/29/200510/29/2005Registrar to initiate the book ordering
process

Online Book Adoption
Flow of Process

Nov 2005

8 17

Spring semester ‘05-06’ starts on February 06, 2006

329 16 2415 1813

5 11/23/200510/29/2005Registrar to facilitate access for the
coordinators to the application software

3 11/3/200510/29/2005

Faculty Deans to provide the Registrar
and the Business Services with the
names of the coordinators and their
Back-up

10

4 11/23/200510/29/2005

Faculty Bookstore Coordinators to
provide the Registrar and IPPI, the
amendments in the departmental
bookstore coordinators

11/24/200511/24/2005
IPPI dept. to call for a meeting with all
the parties involved in the process for
feedback



ID Task Start Finish
Mar 2006

2721 2624 9 1129 1233025 1 102019 3122 817

2 3/23/20063/18/2006

Faculty Deans to issue instructions to
executive officers, course instructors/
coordinators and bookstore
coordinators assigning responsibilities
and due dates

6 4/7/20063/23/2006

Course instructors to provide the
faculty/department coordinators with the
complete details of the book to be
adopted and the number of students
expected to register in the course

7 4/12/20063/23/2006
Coordinators to enter the book details
provided by the instructors to the
application software

8 4/12/20064/12/2006Registrar to arrange with CNS the
closure of the database

9 4/12/20064/12/2006
Process Manager (Business Services)
to send the ‘Textbook requirements’ file
to the Bookstore Operator

1 3/18/20063/18/2006Registrar to initiate the book ordering
process

Online Book Adoption
Flow of Process

Apr 2006

28 6

Summer semester ‘05-06’ starts on June 26, 2006

2318 5 134 72

5 4/12/20063/18/2006Registrar to facilitate access for the
coordinators to the application software

3 3/23/20063/18/2006

Faculty Deans to provide the Registrar
and the Business Services with the
names of the coordinators and their
Back-up

10

4 4/12/20063/18/2006

Faculty Bookstore Coordinators to
provide the Registrar and IPPI, the
amendments in the departmental
bookstore coordinators

4/13/20064/13/2006
IPPI dept. to call for a meeting with all
the parties involved in the process for
feedback



ID Task Start Finish
May 2006

148 1311 27 2916 30211712 19 2876 189 264

2 5/10/20065/5/2006

Faculty Deans to issue instructions to
executive officers, course instructors/
coordinators and bookstore
coordinators assigning responsibilities
and due dates

6 5/25/20065/10/2006

Course instructors to provide the
faculty/department coordinators with the
complete details of the book to be
adopted and the number of students
expected to register in the course

7 5/30/20065/10/2006
Coordinators to enter the book details
provided by the instructors to the
application software

8 5/30/20065/30/2006Registrar to arrange with CNS the
closure of the database

9 5/30/20065/30/2006
Process Manager (Business Services)
to send the ‘Textbook requirements’ file
to the Bookstore Operator

1 5/5/20065/5/2006Registrar to initiate the book ordering
process

Online Book Adoption
Flow of Process

15 24

Fall semester ‘06-07’ starts on October 02, 2006

105 2322 2520

5 5/30/20065/5/2006Registrar to facilitate access for the
coordinators to the application software

3 5/10/20065/5/2006

Faculty Deans to provide the Registrar
and the Business Services with the
names of the coordinators and their
Back-up

10

4 5/30/20065/5/2006

Faculty Bookstore Coordinators to
provide the Registrar and IPPI, the
amendments in the departmental
bookstore coordinators

5/31/20065/31/2006
IPPI dept. to call for a meeting with all
the parties involved in the process for
feedback

31



ID Task Start Finish
Nov 2006

137 1210 26 2815 29201611 18 2765 178 253

2 11/9/200611/4/2006

Faculty Deans to issue instructions to
executive officers, course instructors/
coordinators and bookstore
coordinators assigning responsibilities
and due dates

6 11/24/200611/9/2006

Course instructors to provide the
faculty/department coordinators with the
complete details of the book to be
adopted and the number of students
expected to register in the course

7 11/29/200611/9/2006
Coordinators to enter the book details
provided by the instructors to the
application software

8 11/29/200611/29/2006Registrar to arrange with CNS the
closure of the database

9 11/29/200611/29/2006
Process Manager (Business Services)
to send the ‘Textbook requirements’ file
to the Bookstore Operator

1 11/4/200611/4/2006Registrar to initiate the book ordering
process

Online Book Adoption
Flow of Process

14 23

Spring semester ‘06-07’ starts on February 12, 2006

94 22 3021 2419

5 11/29/200611/4/2006Registrar to facilitate access for the
coordinators to the application software

3 11/9/200611/4/2006

Faculty Deans to provide the Registrar
and the Business Services with the
names of the coordinators and their
Back-up

10

4 11/29/200611/4/2006

Faculty Bookstore Coordinators to
provide the Registrar and IPPI, the
amendments in the departmental
bookstore coordinators

11/30/200611/30/2006
IPPI dept. to call for a meeting with all
the parties involved in the process for
feedback



ID Task Start Finish
Mar 2007

16

2 3/22/20073/17/2007

Faculty Deans to issue instructions to
executive officers, course instructors/
coordinators and bookstore
coordinators assigning responsibilities
and due dates

6 4/6/20073/22/2007

Course instructors to provide the
faculty/department coordinators with the
complete details of the book to be
adopted and the number of students
expected to register in the course

7 4/11/20073/22/2007
Coordinators to enter the book details
provided by the instructors to the
application software

8 4/11/20074/11/2007Registrar to arrange with CNS the
closure of the database

9 4/11/20074/11/2007
Process Manager (Business Services)
to send the ‘Textbook requirements’ file
to the Bookstore Operator

1 3/17/20073/17/2007Registrar to initiate the book ordering
process

Online Book Adoption
Flow of Process

Summer semester ‘06-07’ starts on June 25, 2007

5 4/11/20073/17/2007Registrar to facilitate access for the
coordinators to the application software

3 3/22/20073/17/2007

Faculty Deans to provide the Registrar
and the Business Services with the
names of the coordinators and their
Back-up

10

4 4/11/20073/17/2007

Faculty Bookstore Coordinators to
provide the Registrar and IPPI, the
amendments in the departmental
bookstore coordinators

4/12/20074/12/2007
IPPI dept. to call for a meeting with all
the parties involved in the process for
feedback

Apr 2007

17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 1 2 3 4 5 6 7 8 9 10 11 12 13




