
Textbook Requisition Guide 

Please follow the step-by-step diagrams below to enter a textbook requisition in 
the online textbook requisition tool: https://tools.cnc.bc.ca/bookreq 

 

 

Select your requisition by clicking on the view Reqs button. 

 

Enter adoptions information by adding Author, Title, ISBN or Publisher field and 
hit search.  If no text is required for the section, select the No Text Required, save 
and Approve. 

https://tools.cnc.bc.ca/bookreq


The search will return a list of books that have been used by your department.  
Complete the status field by selecting required and ADD.  This will add the 
textbook to complete the requisition.  
 

 

 
If the book that you would like to use is not found using the search fields, it may 
not be in the system, and you will have to create a new book by selecting the 
Create New Book field.   The Author, Title, ISBN and Publisher are required.  The 
ISBN can be 10 or 13 characters, however; if the ISBN is not correct it will return 
an error message as the numbers are calculated for accuracy.   
 



 

 

To complete the new requisition follow the previous steps by completing the 
status and adding the requisition.   

Once you are satified with the requistion form that you have added or created 
save section information and Approve.  Once the requistion is approved it will be 
forwarded to your admin for department approval.  Once all approval is met it is 
forwarded to Michael in the bookstore.  



 

 

Please note, if you need to make changes after the requisition has been 
submitted to Michael in the bookstore you will need to notify SUSCA by email so 
Michael can be notified.  

Please contact the admin for your department, if you have any question regarding 
the textbook requisition tool, or if you experience technical difficulties. 


