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Overview

This OASIS (Order and Shipment Information System) Placing Orders User Guide documents the
different ways in which you can place orders for products via OASIS.

Make a Quick Order

1. Fromthetoolbarclick Search & Order

Search & Order ~| Tracking & Do

Quick Order
Purchase Order Upload | Muick Urder

Multi-ISBN Upload (single
order)

I Shopping Lists

L Price Quotes

2. Select Quick Order
3. EnterthelSBN for the product. If found, a clickable link with product names will be displayed
in the title column.
Note: If you click this link the product information page will be displayed. Click your browser’s back
key toreturnto the Quick Order page.

Product sarch by Title, Authar or ISBN

Quick Order

uuuuuu 7 Addto Cant

4. Enterthe quantity
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5. Repeat Steps 3and 4 asneeded. Youcanenterup to 251SBNs
6. Click Add to Cart. Your shopping cart will be displayed

Upload a Purchase Order (PO)

Step 1: Create the Purchase Order PDF

1. Createyour purchase orderwith the ISBN and the quantity on the same line as shown in the
example below. You canuse our basic purchase order template, but most standard purchase

order formats should work.

Product Details (required *)

ISBN * Description Quantity * Price
9780205708321 Aspects of Western Civilization: Problems| 10
and Sources in History, Volume 2
9780136157250 History and Theory 10

2. Saveyourpurchase orderas a PDF (the maximum file size is 2 MB)

Step 2: Upload the Purchase Order PDF to OASIS

1. Fromthetoolbarclick Search & Order

Search & Order ~| Tracking & Documents *

Quick Order

Purchase Order Upload
<7

Multi-ISBN Upload (single
order)

Shopping Lists

Price Quotes

2. SelectPurchase Order Upload
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Search & Order v Tracking & Documents v Claims & Returns v

Purchase Order Upload

Uploading your purchase order:

o Create your

o Select your shipping and billing addresses.
* Click Choose File and select your purchase order file
* Chck Open to upload your file. then click Upload File.

o Review your order and make any changes

o Add your purchase order to your shopping cart to place your order

* Save your purchase order as a PDF. Note: The maximum file size is 2 M8

Product search by Title, Author or ISBN Q

rchase order with the ISBN and quantity on the same line. You
F B , but meost standard purchase order

Select a file to upload:

Choose File
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3. Selectyourshipping and billing address
4. Scrolldown and click Choose File
5. Selectyourpurchase orderfile
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o Chick Chooase File and select your purchase orders file
« Cick Open 1o upload your file. then click Upload File,

* Review your order and make any changes.

o Add your purchase order to your shopping cart to place your order.
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Select a file to upload:

6. Click Opentouploadyourfile

Uploading your purchase order:

can use our basic Purchase
formats should work.

¢ Select your shipping and billing addresses.
o Click Choose File and select your purchase order file,
« Click Open o upload your file, then click Upload File
» Review your order and make any changes

* Add your purchase arder to your shopping cart to place your order

* Create your purchase order with the ISBN and quantity on the same line. You
rder template, but most standard purchase order

« Save your purchase order as a POF. Note: The maximum file size is 2 MB.

Select a file to upload:

Choose File history class textbooks

Upload File

7. ClickUploadFile

OASIS will create a shopping list from your PDF. You can add it to your shopping cart to view pricing

and availability or to place an order.

Note: If you are checking pricing and availability only, delete your shopping list after viewing.
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Upload Multiple ISBNs for a single order

Step 1: Create a CSV file with multiple ISBNs

Create a CSV file with the ISBN in column A and the quantity in column B as shown below. Entera
quantity of Tif you want to do a price check. Note: The maximum file size is 10 KB.

History Class Textbooks.csv - Notepad

File Edit Format View Help
ISBN,Quantity
97802057088321,10
9780136157258|,10

Step 2: Upload the CSV file to OASIS

1. Fromthetoolbarclick Search & Order

Search & Order ~ Tracking & Documents

Quick Order
Purchase Order Upload

Multi-ISBN Upload (single
order) L

Multi-ISBN Upload (single order)

Shopping Lists

Price Quotes

2. Select Multi-ISBN Upload (single order)
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Q Pearson Search & Order v Tracking & Documents v Claims & Retums v Product search by Title, Aut

Multi-ISBN Upload

Uploading your Muilti-ISBN file

E Select a file to upload:
Note:

w0 =%

. :;:sem}ew.‘ |\ Choose File )
3. ClickChooseFile
4. SelectyourCSV file.
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Multi-ISBN Upload

Uploading your Multi-ISBN file:
o Create a CSVfile with the ISBN in column A and the quantity in column 8

Enter a quantity of 1 if you want to do a price check t a file to upload
Select a il
mum file size is 10 KB

Note: The max
o

5V file. (
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* Oick Choose File and select your CS
nad your file. click Upload File. A

Choose File
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Upload File

6. ClickUploadFile

OASIS will create a shopping list from your CSV file. You can add it to your cart to view pricing and
availability orto place an order. Note: If you are checking pricing and availability only, delete your

cart afterviewing.

Shopping List

Order

1. Click Search & Order
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2. Select Shopping List

Search & Order v Tracking & Documents v  Clams & Retums v
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Shopping Lists

Your Cant Basic astronomy texthooks was successfully saved as a Shopping List

Shopping Lists

To create a new Shopping List, add items to the Cart and click "Shopping Ust".

Name 10 Date Saved Description

Product search by Title, Author or ISBN

Total Lines

X7 Add to Cart X
®  Agent Omine
7 Add to Cart _

7 Add to Cart X

3. Click Add to Cart next to the list you would like to order.

Price Quote Order

1. Click Search & Order

Search & Order ~| Tracking

Quick Order
Purchase Order Upload

Multi-ISBN Upload (single
order)

Shopping Lists

Price Quotes

2. Click Price Quotes

racking & Documents v Clams & Retums v

Price Quotes

To reate a new Price Quote, add (tems to the Cart and click "Create Price Quote”

Price Quote Name  Price Quote ID  Status Date Created Expiration Date

Product search by Title, Author or ISSN

Product Total Download

3. Click Add to Cart next to the quote you would like to order.
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