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    I. Introduction  
The Bookstore Order System (“BOS”) is a web application designed to work 
in all current web browsers, including their mobile counterparts. The 
Bookstore Order System will allow staff to lookup, add, and /or edit book 
orders based on assigned roles. Order information, such as textbook and 
publisher, user information, such as job roles and access levels, will be 
stored in a SQL database that is backed up on a daily basis. The Bookstore 
Order System will provide comprehensive reporting using stored procedures 
that will provide an email friendly, printable output, and will provide the 
bookstore, lead instructors, and the department head, a tool to manage all 
approved textbooks ordered for courses offered to students.  

 

Key Objectives  

-based authentication  

 

-submit previous textbook orders, based on quantity 
changes, to provide quicker restocking  

 

 

 

 

Key Assumptions  

 

 

 

Compatibility and Specifications 

(Google Chrome, Internet Explorer, Mozilla Firefox, Safari, etc.)  
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Ii. Homepage carousel & department Search 

A. The Home Page is the landing page for the Bookstore Order System (B.O.S), it 
consists of a carousel and department search combo box that allows students and 
instructors to have a point of reference for all textbooks available for the current 
semester. At this point, no login credentials are needed. Below is a look at the carousel 
and its functions. The carousel rotates and displays a random list of textbooks in the 

database. The purpose of the carousel to help the user identify the page on landing. 
Textbooks displayed previously are viewed by clicking to the left side of the page, 
clicking to the right side advances to the next book in the list, as seen below. 
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When clicking in this 
general area on either 
side of the page, the 
textbook list will display 
either the previously 
display textbook or will 
advance to the next text-
book in the list. 
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B. The Department Search combo box allows for students and instructors without a 
login to search through their preferred department and view the textbooks available 
for the current semester. If a department is selected, all textbooks and corresponding 
information are displayed on screen. 

 

1. Select a department from the combo box. 
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Notice that the Information Systems & Technology department was selected from the 
list. When the department is clicked on, the selected department and textbook 
information are displayed on screen, as seen below.  

a) Example 1. 

b) Example 2. 
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c) Example 3. 

d) Example 4. 
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Iii. Login, Password change, Logout 

The Login Page for the Bookstore Order System (B.O.S) is a secure page in which the 
Lead Instructors, the Program Director, the Department Head, and the Bookstore Staff 
can all use to access their specified interfaces. Based on roles, each account will be 
displayed with all related access and options. The Login Page can be accessed from the 
Home Page by clicking the login button found in the upper right corner of the screen.  
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Notice that on the login page, the 
login button has been replaced 
with a home button 
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A. Logging In 

 
1.  Enter the username and password, received in the email sent from the 

administrator at the time the account was created, to log in into the system to 
access the interface associated with the appropriate user role. The fields are 
required and therefore will not allow the user to move forward without adding 
something in the textboxes. 

     Selecting the remember me checkbox will allow the user to save their username in 
the username field in the browser upon first login. Depending on the browser, the 
user will be prompted to save their password as well. This feature is only suggested if 
the user is using their personal computer and not a public one.   

 
 Upon logging in for the first time, if the user fails to put in the correct login 

credentials, the alert window below is displayed. 
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A. Logging In (Continued) 

 
2.  Below you will notice that upon successfully logging into the 
account, the user’s actual name associated with the account replaces  the 
word login on the login button. The current account used to 
demonstrate the login, change password, and logout features, is an 
Administrator account, the functionality of which will be demonstrated 
following the log out instructions. Take note that the login, change 
password, and logout functions for the Administrator’s interface are 
operations standard for all users.  

 

B. Change Password 
 

1. To change the password for 
the user currently logged in, 
select the drop-down arrow 
next to the name of the user, 
which can be found in the 
general area of the login 
button.  

2. Select Change Password 
from the options. Notice that 
a module appears with the 
options to change the 
password and confirm the 
change before submitting it.  
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B. Change Password (Continued) 
 

3. Notice that the Change 
Password Request Module 
populates a suggestion list just 
as the login form does when 
logging in after saving the 
password. Here the user can 
select their login from the list 
and proceed to change it.   

 

 

4. After selecting a username 
from the list. Notice that the 
current password is pre-
populated in the field for you. 
Next, type in the new 
password and the matching 
password in the confirm 
password field, then click 
submit to make the change.  If 
the password does not match 
or is in not the correct length 
an alert window is triggered 
with one or more possible 
messages.  
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C. Logging Out 
 

To log out of the application is 
straightforward. Just select the 
drop-down arrow next to the 
name of the currently logged 
in user and select logout from 
the displayed options. This 
should then direct the user 
back to the login screen, as 
displayed below.  
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Iv. Administrator’s portal  

 
The Administrator’s portal allows all users that have administrator access the 
ability to Create New Users, Edit User Accounts, Manage Departments & Roles, 
and generate a printable report of the current users in the system. Upon 
successfully logging in, the Administrator’s interface should appear with the tabs 
below. 

 
Notice that the Administrator Menu in the interface displays the New User Setup, 
Edit User Account, User Report, Manage Departments, and Manage Roles 
tabs. 
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A. New User Setup 
1.  Enter the required information in the user setup form for the user you are 

creating. All fields are required and must be filled before the form can be 
submitted. User information has been prepopulated in the example to address 
more important features of the program.   

2.  After inputting the user’s first name, last name, and user name, you will 
then select a Department from the drop-down list, followed by the Employee 
ID, email address, and phone number. Next, select the user’s assigned role 
from the drop-down list for Role. 
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A. New User Setup (Continued)   

3. Next, create the user 
password by either 
typing in a preferred 
password, or by using the 
auto generator to create a 
random password for the 
user. This option may be 
preferred for new user 
setup. The user can 
change their password 
upon first login.  
 
 
 
 
 
 
 
 
 
 
 
4. Once all fields are 
properly populated with 
information, click the 
Add User button to 
submit the user 
information to the 
database.  If the user 
information was 
successfully submit alert 
window is displayed with 
the following message.  
 
 
The user information should 
now appear in the user search 
in the interface other wise alert 
windows would have appeared 
in textboxes to address an 
discrepancies as shown in the 
example aside.  
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B. Edit User Account   

1. Next, select the Edit User Account tab to view all the existing users in the 
system. Note: the user information displayed is the user’s name, role, 
department, email address, and phone number, but nothing considered 
‘sensitive’. Each user’s login information is only viewable from the 
database side for added security.  

2. Now, the user that was created in the previous screenshot can be located 
by typing the user’s first or last name in the search box and clicking search.  

3. After finding the user you just created, you can then select the radio 
button to the right of the user account to edit or delete the user. A new 
search can, instead, be performed by clearing the form with the reset 
button. 
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B. Edit User Account (Continued) 

4. After selecting the user from the table, click the edit button to display the 
Edit User module. Here you will be able to, for example, change the user’s 
name in the event of a user having been created with the wrong name or 
having their name changed. All other fields are editable with the exception 
of the Employee ID. This field is a unique identifier and should not be 
changed. 

 

 

Also notice that the Edit User Module 
contains the same password 
generator as the New User 
Setup tab. This allows the 
administrator to reset the 
user’s password to a 
temporary password. The two examples 
following demonstrate how to change a 
user’s password. 
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B. Edit User Account (Continued) 
 

 Example 1. Generate New Password 

 

The Confirm field is 
automatically populated 
when the password 
generator is used. A 
confirmation alert 
window is displayed 
upon a successful 
password change.  

 

In the event confirm password field does 
not match the 
requested password,  
an alert is displayed, as 
seen aside. 
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B. Edit User Account (Continued) 

 
5. Search for user from the table you are needing to delete. 
 
Example 2. Type in the user to be deleted. 

 
Example 3. All users with same last name are populated in the table. 

 
Example 4. Narrow your search to just the user you want to remove. 

 
6.   After selecting the user from the 
table, click the delete button and a delete 
confirmation window will populate to 
confirm the delete.  If you are certain you 
want to delete the selected user, click 
delete. 
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D. Department Management 

 
1. Now, click on the Manage Department tab to view all the departments 

currently in the system.  

2. Scan through the list of department 
codes and corresponding names to 
see if the department is currently 
in the system. If not, click the Add 
Department button reveal the add 
module for the departments. 
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D. Department Management (Continued) 

 
3. Now, that the Add Department module is visible, add in the department 

code of the department you want to add, followed by the name of the 
department and a brief description of the department in the applicable fields. 
Click Add and then Save.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Upon a 
successful save, 
an alert 
window will 
appear showing 
the department 
has been added 
to the database. 
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  D. Department Management (Continued) 

 
4. Now, that the Department has been added to the table you can see the 

department is available in the system to be selected from the list were 
applicable. 

5. Next, when editing departments you will follow the same steps as adding a 
department. Instead of the Add module being displayed, an Edit module, 
with the department information prepopulated, is displayed and here is 
where the user can edit the department information. 
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D. Department Management (Continued) 

 
6. Lastly, to delete a 
department, select the 
department from the list 
and click the Delete 
button. After clicking the 
delete button, a 
confirmation window will 
display asking if you would 
like to delete the 
department from the 
database.  
 
After confirming the deletion, the 
department should no longer appear 
in the list.  

E. Role Management  

1. This section is, by design, very similar to the Department Management 
options. Due to the similarity, I have chosen to only add screen shots to 
the documentation with little corresponding text.                 
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E. Role Management 
(Continued) 

2.   Click Add to add a 
new role to the 
database. A module 
will appear to add the 
role. This module uses 
the same format as the 
Department 
Management option.          
       

 
 
 
After adding the role you will receive 
an alert when the role has been added 
successfully. The role should then 
appear in the list. 
 
 
 
 
 
 
 
 
 
 
 
 
3.    To Delete the role you will follow 

the same steps as deleting a 
department. 
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v. Instructor’s Portal 

The Instructor’s portal allows for Lead Instructors to create textbook 
orders, view the orders after they have submitted them, and all previous 
orders. The Instructor’s Portal also allows the Lead Instructors to receive 
updates on an order’s status via attached comments after an order has been 
placed, processed, or rejected. In order to demonstrate the functionality of 
this portal we will start with the Create Orders Tab seen in the second 
screen shot. 
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A. Create Orders 

 
1. When creating an order for a textbook in the B.O.S, you will need to first 

find the ISBN (International Standard Book Number) of  the textbook 
you are wanting to order. After you have the ISBN, you place the number in 
the applicable field in the order form.  

2. After inserting the ISBN in the required field, the remainder of the book 
information will, in the majority of cases, be auto-populated via an API. 
Look over the information to verify it matches correctly and continue to 
completing the remaining portion of the order form. 
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A. Create Orders (Continued) 

 
3. Next, when filling out the second half of the order form, select the date in 

which the course 
using the book 
will start. Notice 
that the current 
date is pre-
selected. After 
choosing your 
date, the date 
should be 
displayed as 
follows.                                              

4. After choosing 
your date, select 
the campus the course will be held on, and thus 
where the books will ship to, and continue on to the 
next field in the form. 

5. Next, select the department of 
the requesting course. If the 
department you need does not 
appear, reach out to the 
administrator to have them add 
the department to the list.   
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A. Create Orders (Continued) 

3.  Next, select the instructor’s name from the drop-down list for whom the 
order is for. Notice 
that all Instructor’s 
are populated in this 
list. This will allow 
for Lead Instructor’s 
to place orders on 
behalf of other instructors. But, if your name does not appear in the list, you 
will need to reach out to the administrator to have them change the 
department you are associated with.  

4. Next, enter the Course Code in the following format, for example CPT 185
-201, and then choose your quantity and click Order to submit the order. 
Upon a successful submission, you should receive an alert that the order has 
submitted successfully.  

5. After submitting the order, a notification is sent to both the Department 
Head and the Program Director that a textbook order is pending. Lead 
instructor’s can now view their submitted under the My Submitted Orders 
tab as shown on the next page. 
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B. Submitted Orders 

 The My Submitted Orders Tab displays all orders the Lead Instructor has 
recently submitted.  

  
Here the instructors can choose to cancel the order and view comments and status 
updates made by the Department Head, the Program Director, or the Bookstore Staff.  
Notice that after the order is placed by the director, processed and ordered by the 
Bookstore staff, the order shows in-transit. Prior to the screen shot below, the order 
would have shown ‘placed’.  

Though there are no comments for this order, comments can be added by either the 
creator of the order or by the Program Director, the Department Head or the 
Bookstore staff. Comments can be added to the order by following the next few steps 
in the user guide. 
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B. Submitted Orders (Continued) 

 
1. Click on the comment icon found in the lower right corner of the order. 

 

Notice that the order currently has a message 
waiting. If there were 0 messages, clicking on 
the message button would populate an Add 
Comment window followed by a text input 
box, like the on aside, when you click Add 
Comment.  

 
 
 
 

2.  Due to the order already having a comment, we will move to displaying the 
current comment and adding a new comment.  First, click on the comment 
button to display the current comment as seen below. To add a comment 
click the Add Comment button to display the input box, as displayed in the 
aside in the previous notice. 
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C. Previous Orders 

 
The View Previous Orders tab allows for the user to see all orders created 
and submitted by the user. This tab also allows for the user to create new 
orders from past orders, and to delete current orders.  

 
To create a new order from a past order, click the Reorder button found in 
the upper right corner of the order. This will repopulate the Create Orders 
form automatically for the order to be submitted as a new order with a new 
order number. 
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Vi. Department Head portal  

 
The Department Head Portal serves the same purpose as the Lead 
Instructor’s portal but with a few more functioning tabs to allow the user 
to see all orders submitted by all Lead Instructors, as well as any orders 
they’ve created. This portal contains the My Submitted Orders, View 
Previous Orders, and Create Orders tabs as display earlier in the user 
guide. The new tabs to be demonstrated in the section of the guide will 
consist of the Recently Approved Orders, Orders Pending Approval, and 
the Manage Classes tabs. 

Below is an order created by a lead instructor that needs to be approved by the 
Department Head for processing.  The order is visible in the My Submitted Orders 
tab for the Lead Instructor and reset in the Pending Approval section of the 
Department Head’s interface.  As seen in the screenshot on the following page.  
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A. Pending Approval 
 

      From the Orders Pending Approval tab, orders can be approved for 
placement or denied by the Department Head. Notice that the order has all 
the pertinent information pertaining to the order, including the instructor of 
the class being taught and the creator of the order, who is identified by the 
Requested By.  

 
1. Click the Approve Order button and 

the order will advance to the Recently 
Approved tab. From this tab, the user 
is able to see all orders pending their 
approval. 

2. When the Approve Order button is 
clicked, a confirmation will appear. 
At this time you can choose to 
approve the order, which will then be 
sent to the Program Director who 
will place the order so that it can be 
sent to the Bookstore for processing, 
or you can cancel for later.  After 
clicking OK, an alert box displaying 
the success of the  order approval and 
the order is then removed from the 
Orders Pending Approval tab. 
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A. Pending Approval (Continued) 
 

        The screenshot below shows the Orders Pending Approval tab with no 
pending orders after approving the example order. The order or orders 
should now be visible in the Program Director’s interface awaiting 
placement. We will view that process later in the user guide. 

 

 
B. Class Management 
   

The Manage Classes tab allows for the user to add and remove classes to the 
database. The access is limited to only the Program Director and the 
Department Head. The Add, Edit, Remove, and Reset buttons, perform in 
the same manner as the buttons found in the administrator’s portal. Due to 
the functional similarity of these buttons, I will briefly expound upon them. 
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B. Class Management (Continued) 
   

1. To add a new class for a particular semester, click the Add Class button 
to bring up the Add Class module.   

2. In the form type in the Class Number/Course Couse Code in the 
following format: 101. if the class being created is for the 2018 Spring 
semester Legal 101 class, it will be automatically added to the system in 
the following format based on the date chosen for the class to begin, 
2018SP-LEG-101, the department the user is currently assigned to. 

3. After adding the Class number, select 
the date the class will begin, the 
campus to assign the class to and the 
instructor that will be teaching the 
class. You may have to do this for 
classes that are offered on multiple 
campuses.   
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B. Class Management (Continued) 
   
 4.     The  Edit Class and the Delete Class modules are identical                 

to the Add Class module and therefore will not require much 
explanation. Screenshots will be included for reference. First, select a 
class from the list and click the Edit Class button to populate the 
Module. 

 
 
 
 
 
 
 
 
 
 
 

 5.    After selecting the class to edit, 
notice that the only editable part of the 
Class is the Campus and the Instructor. 
Here you can make any changes 
necessary to the two fields and click 
Save to save the changes. 

  
 
 

 
 6.   After saving an Edit or 

performing a Removal, the 
Class list automatically 
refreshes and all changes are 
immediately seen on screen.  
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Vii. Program Director’s Portal  
 

      The  Program Director’s Portal is nearly identical to the Department Head’s 
portal with the exception of the Recently Approved Orders.  Due to the 
other tabs being identical to the Lead Instructor’s and Department Head’s 
the only tab that will be concentrated on will be the Recently Approved 
Orders, mentioned earlier in the user guide.  

 
1. The screenshot below displays the order as it was created by the instructor.  

2. The order is then populated in the Department Heads interface for approval 
as seen below.  

3. After the order is Approved by the Department Head the order then is sent 
to the Program Director to place the order as seen in the next screenshot on 
the following page. 
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A. Recently Approved Orders (Continued) 
 

         After the order is approved, 
the order is then placed in the 
Program Director’s Recently 
Approved Orders to be 
placed as seen in the second 
screenshot below. Once the 
order is placed the order is 
then sent over to the 
Bookstore for processing.  
The Bookstore interface will 
be addressed in the next 
demonstration in the user 
guide. 

 

  The last order in the list is a view from the Bookstore interface to show the 
order in queue for processing.  
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Viii.  Bookstore Staff’s Portal  
        The Bookstore Staff’s Portal is a way for bookstore staff to process, track 

and update, textbook orders submitted by Lead Instructors, Program 
Directors, and the Department Head.   

 
A. Submitted Orders 

The first tab of the Bookstore Staff Portal is the submitted orders tabs. This 
tabs displays all of the orders placed by the Program Director’s.  

1. To process an order, click the process button underneath the word action. 
This should then populate the module to choose a seller to purchase the 
textbooks from. If the preferred seller is not in the list, click the “Click Here” 
to the left following the “Can’t find your desired Seller?” statement. 
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A. Submitted Orders (Continued) 

 
      2.    If  the seller is chosen from the list and the order is processed, the order 

then moves from the Submitted Orders list to the Update Orders list as 
seen below. But before we proceed with the Update Orders tab, we will 
demonstrate how to add a new Seller to the list. 

 
 3.    If you’ve noticed, the first order in the list is the order which was 

processed in previous step of the user guide. But, before discussing 
how updating orders works, we will add a Seller to the list to add to an 
order.  

 
 4.    To add a seller, choose an order from the submitted orders list and click 

process to access the “Click Here” statement on the Seller module as 
seen below.  

 
        5.     When the “Click Here” statement is clicked, the Process                          
Order module expands and exposes the form to add a new Seller to the list 
of preferred Sellers. The expanded module can be seen on the next page.  
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A. Submitted Orders (Continued) 
 

      The screenshot below is a example of the Seller input form. 
  

 
6.     When adding the new Seller, you will need to create a unique seller ID. The 

preferred seller will be determined by the Department Head, in conjunction 
with the Program 
Director and the 
Lead Instructors. 
Below are the 
current sellers 
which the 
bookstore can 
choose from. On 
the next page the 
order form shows 
the form 
populated with 
the preferred seller.  Click Submit and the new seller should appear in the list. 
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A. Submitted Orders (Continued) 
 

    7.     After submitting the Process Order form, the page will reload and the 
module will disappear. Click on process next to the order once again 
and expand the drop-down list for the seller information. Here you will 
find that new the seller is now in the list.   

8.   Select the new Seller from the drop-down list and press Submit. 
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B.  Update Orders  
 

      The Update Orders tab allows for the Bookstore Staff to add tracking 
information, add status updates, and comments to orders submitted. 
The orders are only visible on this tab if the order has been processed in 
the Submitted Orders tab.  

1. To update an order, click the Update button to display the Update Order 
form. 

2. Once the module is displayed, you can add the tracking number of the 
preferred courier services, FedEx, USPS, UPS, Spee-Dee, etc., in the 
Tracking Number field. For all packages that are being shipped to the 
bookstore and not yet received, you will select  the “No” radio button. 
This will update the order  and send a notification to the submitter of the 
order. Click Submit and the order is updated . (next page)………. 
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B.  Update Orders (Continued) 
 

 All orders with a Received radio button selected “Yes”,  will perform in the 
same manner as if selected “No”, but will be removed from the list of orders to 
be updated and will fall under the Past Orders tab.  

Notice in the screenshot below that order 1b8a1ea2 has now been removed 
from the list of orders to be updated. 
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B.  Update Orders (Continued) 
 

After the orders are received they are removed from the Update Orders tab 
and are added to Past Orders and the orders are stamped with the status and 
can be viewed by the user as seen below. 
 
1. Past Orders View of order 1b8a1ea2 

2. Order 1b8a1ea2 now is populated in the ordering instructor’s Previous 
Orders tab with the information of who approved the order, who placed 
it, and which bookstore employee processed the order. At this time the 
order is complete. At this point, the user can choose to reorder any 
textbooks they’ve previously ordered. 

3. For all order 
status updates 
the status 
update appear 
a the bottom 
of the order 
just below the 
quantity, as 
seen in the 
example. 
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C.  Comments  
 

 For a full explanation of how the comments feature work in the Bookstore 
Staff Portal, please see the Submitted Orders (Continued) section of the 
Instructor’s Portal on page 31. This section explains how the comments 
function works in the application in detail. For all other functionality 
references, please see the user guide’s Table of Contents. But to ensure there 
is clarity on how the comments function works I have included picture 
references of the process.  
 
A) Click Comment Button. 

 
 
 

B) Click Add Comments inside 
the Comment module. 

 
 
 
 

C) Type your comment within the 
textbox displayed with your 
preferred comment and click Ok. 

 
 
 
 
 
 

D) You comment should now 
show added. Click Close and 
the comment should now be 
shown as a number reference 
to the amount of comments 
added to the order as seen 
next. 

 
E)   The order comment is now visible from the 
Update Orders tab and in every portal the 
order is available for view.  
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D.  Past Orders  
 

 The Past Orders tab allows user to search for any orders approved and 
processed through the bookstore. Because the textbooks are managed by the 
Department Head and the Program Director, there is no need for textbook 
deletion to be permitted at this time. The option to do so may be added in 
future application versions.  

1. The Search feature is intuitive and therefore doesn’t need much 
explanation. To look for a particular order that has been approved and 
processed, you can search by any of the fields in the table. Such as, the 
order number, the date order submitted, the textbook title, ISBN, etc. 

2. To reset the list back its original view you can just click the Reset Button 
in the lower right corner of the list. Though the Past Order tabs concludes 
the demonstration of how the Bookstore Order System, other 
enhancements will be added in later version of the application.  

*** Note: For reference, see the Table of Contents for all functions described in this document *** 
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