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To access SchoolSelect, go to 
www.btol.com  (see the screen on the 
left) 
 
1.  Log In by typing : your 
unit#@cps (Example 9999@cps) 
 
2.  Enter your password: CPS 
 
3. From the dropdown links, choose 

School Select. 
 
4. You may also, click on the 

SchoolSelect Quick Link  and 
enter your Login/Password to ac-
cess School Select. 
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1. Quick Search:  Enter an ISBN, 
Title, Author, etc. to quickly 
search the database.  The Quick 
Search Icon is available on every 
screen.  

 
2. What’s New:  Find out informa-

tion on new features, functional-
ity, etc.  Click on ‘Go’ to get 
more information about that item. 

 
3. Featured Titles:  Click on the Ti-

tle to get additional information 
on the selected Featured Title. 

 

1 

2 

3 

Main Menu 



 

4 

1. To search for an ISBN, Title, 
Author, etc., click on the menu 
tab called ‘Detailed Search’.  
This is an additional feature to 
the ‘Quick Search’.  The De-
tailed Search will allow you to 
do Collection Development 
searching, versus a ‘quick’ title, 
author or ISBN search. 

 

      1 

Detail Searching 
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1. From the Detailed Search 
Screen, choose a Criteria that 
you want to search on: (Use the 
drop down arrow to access these 
options) 

 A.  Keyword 
 B.  Title (Keyword) 
 C.  Title (Begins with) 
 D.  Author 
 E.  ISBN 
 F.  Dewey 
 G. LC Class 
 H. Library Subject 
 I.  General Subject 
 J.  Series 
 K. Product ID 
 
2. Enter a ‘Search for’ in the box 

provided.  (For example, you 
might select Library Subject as 
your Criteria and then type in 
Sports Basketball in the ‘Search 
For’ box.) 

 
3. Select a ‘Sort By’ option: 
 A.  Title 
 B.  Author 
 C.  Dewey 
 D.   Pub Date, etc. 
 
4. Select either Ascending (A-Z) or 

Descending (Z-A) 
 
5.  The ‘Reset’ option will clear out 
all your selections, and provide you 
with a new search template. 
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The user may also elect to set Filters 
to further refine their search.  
 
The user may filter by: 
 A.  Format 
 B.  Grade Level 
 C.  Review Source 
 D.  Language 
 E.  Pub Date 
(Use the arrows to view and choose 
the options within each category) 
To select multiple ‘criteria’ hold down 
your ‘Control Key’ while selecting the 
formats that you want to see.  If you 
hold down the ‘Control Key’ and click 
on a highlighted ‘criteria’ it will de-
select it from the list. 
A. Format: Allows you to select only 

certain binding types (For example 
highlight Hardcover and hold 
down your ‘Control Key’ and 
click on ‘Paperback’ - this will 
give you only titles in a Hardcover 
or Paperback binding. 

B. Grade Level:  Allows you to se-
lect multiple Grade Levels.  If no 
grade levels are selected you will 
get all grades.  If you are looking 
for Adult Titles, do not select a 
Grade Level. 

C. Review Source: Highlighting 
these items will give you only 
those titles reviewed from the 
Highlighted Source (For Example: 
Library Journal Reviews will give 
you titles reviewed in Library 
Journal, Publisher’s Weekly, etc) 

D. Language:  For English don’t se-
lect any Language Category. 

E. Pub Date:  Allows you to select 
only those titles greater than, or 
less than a certain date. 
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Example:  I want to find books deal-
ing with basketball and sports that 
are Hardcover or Paperback and 
have been reviewed in BookList. 
 
1. Select Library Subject as the 

‘Criteria’. 
 
2. Type in ‘Sports Basketball’ in 

the ‘Search For’ field. 
 
3. Under ‘Format’ click on Hard-

cover, then hold down your 
‘Control Key’ and click on Pa-
perback in order to view both 
types. 

 
4. Under ‘Review Publication’ 

click on ‘BookList’ 
 
5. Click on ‘Go Search’ to execute 

the search. 
 
6. ‘Reset’ will clear all options and 

refresh the screen. 
 
 
7.  Accelerated Reader Searching.  
Click this icon to get to an            
Accelerated Reader search screen.  
This will allow you to search spe-
cific AR titles, disk sets, etc... 
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After executing the search, you will get 
the ‘Search Results’ page (example to the 
left) 
 
1. The ‘Extended’ view is the default 

view and will give you information 
like Dewey #, Grade/Rating, Edition, 
etc.  You can, change it to a ‘Brief ‘ 
view that is a one line display only 
showing Title, Author, ISBN, Bind-
ing, etc.  The ‘Detailed’ view will 
give you the complete bibliographic 
record.  To change your view, simply 
click on the drop down arrow next to 
‘View’ and select the view you want 
to see. 

 
2. PO Per Line is not required for Chi-

cago Public Schools. Leave this field 
blank. 

 
3. The ‘Active’ cart is listed here.  If 

there is no cart listed you must create 
a new cart prior to selecting titles. 

 
4. If you click on the ‘Title’ it will take 

you to the ‘detail’ page, giving you 
all the information about  that particu-
lar book.   

 
5. To get inventory information, click 

on the ‘ ’ icon.  This will give you 
inventory information about that title  
(see next page for  screenshot). The ‘

’ icon (looks like a file cabinet) 
means there is a full text review asso-
ciated with the title.  Click on the 
icon to see the review. (see page 10 
for screenshot)  
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1. When you click on the ‘ ‘ 
icon it gives you a pop up 
screen that shows where 
the available inventory is, 
how much is available, 
how much has been or-
dered with the publisher 
and how many copies have 
been requested over the 
past 30 days. 
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1. If  you click on the ‘ ’ icon 
(looks like a file cabinet) it 
will take you to the first occur-
rence of any full text review 
that exists for that title and any 
previous review that may exist 
in reverse chronological order. 
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Full Text Reviews 
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A. If you need to create a new 
Cart/List, click on the ‘New 
Cart ‘ icon and follow the 
instructions .  After you create 
a new cart, the new cart now 
become the ‘active’ cart. 

B.  Enter the name of your new    
cart.  Select an Account #.  
Enter your initials  

* Notes are Optional, and are In-
ternal Notes...these notes do not 
flow over into E-Req or to Baker 
& Taylor. 
 
C. Click on Submit to create your 

cart. 
 
 
 
 
 
 

Creating a new Cart 
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1. The ‘Active’ cart is always 
shown in this location. 

 
If the Cart/List that you want to add 
titles to in the ‘active’ cart, then you 
are ready to start adding titles.   
(use the arrow to view active carts) 
 
Adding Titles to your Cart 
To add titles to a cart, complete  the 
following: 
  A.  Enter a Quantity in the ‘Qty:’ 
box  
 
2. After a quantity has been entered  

for each of the titles desired, 
click on the ‘Update’  icon.  
‘Update can be found at the top 
and bottom of the page. 

 
3. The ‘Select Page’ icon selects all 

the titles on the page. When you 
click  the ‘Update’ icon it adds 
the selected titles on the page to 
your ‘active’ cart. (This will add 
the titles to your cart without a 
quantity). 

 
4. Selecting the keep checkbox and 

then clicking update will add the 
title to your cart.  You can set a 
default quantity that will popu-
late after selecting keep and up-
date (see Advanced Users Page 
31 ). 
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If you change your view to ‘Detail’ 
or click on a ‘Title’ , you will get 
the screen to the left.  The biblio-
graphic information has been blown 
up to show detail. 
 
1. Jacket Image 
 
2. Bibliographic information 

(Format, Supplier, Pub Date, 
Dewey #, Grade Level, List 
Price) 

 
3. PO Per Line  is not used by   

Chicago Public Schools.  Leave 
this field blank. 

 
4. You can enter a quantity from 

the detailed page and click  on 
‘update’ at the top of the page to 
add this title to your ‘active’ 
cart.  (see page 11) 
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Search Results—Detailed View (Bibliographic Information) 
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Below the bibliographic informa-
tion you will find inventory levels, 
subject headings, and review cita-
tions. 
 
The information to the left has 
been blown up to show detail. 
 
 
1. To get real time inventory and 

pricing information, click on 
the ‘Real Time!’ icon. 

 
2. Static inventory is listed here.  

This inventory information is 
as of close of business day the 
previous day.  To get real time 
inventory and pricing, click on 
the ‘Real Time’ icon. (see #1) 

 
3. Library of Congress Subject 

Headings are listed here. 
 
4. Review Citations list those 

publications that have been 
reviewed.  If the Review Cita-
tion is hyperlinked, you can 
click on it and go directly to 
the full text review. 
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Search Results—Detailed View (Inventory/Reviews) 
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If you click on the ‘Real Time!’  

 
 
 
icon you will get a pop up box like 
the one shown at the left. 
 
1. Price Check Summary gives 

you the List Price, your CPS 
% discount, and the Net and 
Extended Price. 

 
2. Inventory Summary shows 

real time inventory status.   
 
When you click on the ‘Real 
Time’ icon, you will see CPS pric-
ing and Inventory.  This inventory 
is what is in stock at that point in 
time. 
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E-Lists are collection develop-
ment lists that are prepared by 
Baker & Taylor’s librarians.   
 
1. To view our E-List click on 

the ‘E-List’ tab on the menu 
bar. 

 
2. To select an E-List category, 

click on the name of the       
E-List category you want to 
view.  For example ‘Illinois 
Specific Lists’.   

 

     1 
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E-Lists (Collection Development Lists—Categories) 
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Clicking on a category will bring 
you to a list of sub-categories.  For 
example you could select from: 
1. Chicago Public Library Best of 

the Best 2002 
2. Chicago Public Schools      

specific lists 
3. National Curriculum Support 
4. State Awards 
5. State Curriculum Support 
 
A. Note:  The ‘# List’ column in-

dicates how many lists exist 
for the Sub-Category. 

 
B. You can easily navigate back 

and forth within the E-List 
category by clicking on the 
hyperlink at the top of the 
page. 
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E-Lists (Collection Development Lists—Sub Categories) 
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In this example we clicked on the 
Sub-Category ‘National Curriculum 
Support’ 
 
This displayed a list of E-List 
Names that we can access: 
 
1. Elementary Arts, Crafts, & Rec-

reation 
2. Elementary Biography, etc. 
 
If you click on an E-List Name, it 
will drill down to those titles that are 
contained within that list. 
 
For example if you click on Elemen-
tary Biography you would get the 
list on the next page. 
 
 

E-Lists (Specific List Names) 
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1. You can always tell what E-
List you are in by looking at 
the top of the page.  In this ex-
ample we know that we are in 
‘Illinois Specific Lists/
National Curriculum Support\ 
Elementary Biography. 

 
Note:  To order from an E-Lists, follow 
the same procedures as outlined on Page 
11. 

  1 

E-List Results 
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1. To work with a cart, click on the 
‘My Lists (carts) button from 
the menu bar. 

 
2. The My Lists (carts) page auto-

matically defaults to carts in a 
‘Build’ status.   

A cart can be in a status of: 
    A.  Build 
    B.  Price Check 
               C.  Sent to Mapper 
Build status means that a cart is still 
being worked on and has not been 
sent to be  PRICE CHECKED or  
submitted as a ‘Quote to            
Mapper’. 
  
3. To open a list from this page, 

click on the Cart Name. 
 
4. To sort your Lists/Carts, click on 

the ‘Sort By:’ option, using the 
drop down arrows to choose 
how you would like to sort the 
data. 
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Working with Lists (carts) 
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E-Mailing a Cart 
 
The E-Mail Feature is an added 
feature that gives you flexibility to 
send lists outside of School Select.   
 
1. Under Select, click the circle 

button next to the cart you want 
to e-mail. 

 
2. From the Navigation drop 

down, select ‘E-Mail’ 
 
 
*This feature may be used by the 
clerk or librarian to e-mail the list 
for the principal to review prior to 
his/her approval 
 

 1 
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E-Mailing a Cart 
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E-Mailing a Cart 
 
This will bring you to the ‘E-mail’ 
Screen. 
 
1. Enter the e-mail address where 

you want to send the cart. 
(Example 
Mary.Smith@testing.com) 

Note:  E-mail Address is not case   
sensitive 
 
2. Enter a Subject and a Message in 

the Body. 
 
3. Click on ‘Submit’ to send the e-
mail. 
 
 
To work with the information that is 
transmitted via the e-mail. 
 
1. Once the e-mail is received, the 

cart information will be an attach-
ment to the e-mail.  This attach-
ment will need to be opened with 
one of the following applications: 

 
       A.  Word Pad 
       B.  Note Pad 
       C  Microsoft Excel 
 
Once opened, the cart can then be 
printed, etc… 
 

E-Mailing a Cart 
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Checking for Duplicates 
 
1. Under select, click the ‘radio’ 

button next to the cart you want 
to duplicate check. 

 
2. From the Navigation drop down 

select ‘Duplicate Check’ 
 

Duplicate Checking 
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1. You can choose to duplicate 
check across all carts or only 
specific carts. 

 
2. Click ‘Go Search’ to start the 

duplicate check process. 
 
 

1 
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Duplicate Checking 
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1. If any duplicates are found, it 
will list them along with the cart, 
and Status.  At this point you 
can choose to keep or delete the 
item(s) from your cart. 

 

Duplicate Checking 
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After you have created a cart and 
selected titles, you need to com-
plete the following steps to proc-
ess your ‘Quote’ 
 
1. Under Select, click the circle   

button next to the cart you 
want to process. 

 
2. From the Navigation drop 

down, select ‘Price Check’ 
 
 
 
 
 
 
 
 
 
 
The screen on the next page will 
be viewed. 
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Submitting a Price Check 
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Once you click the ‘Price Check’ 
option from the navigation drop-
down, you will get the following 
screen. 
 
1. Select your Account .  There is 

only one account option, and 
will start with an ‘S’ as in 
School. 

 
2. Enter your Initials 
 
3. Check this box if you don’t 

want SchoolSelect to calculate 
an estimated Processing 
charge during the price check. 

 
 
4. Click on the ‘Price Check’ 

button. 
 
 
 *Note if you are part of a school 
with two libraries sharing the 
same Unit #, then you will need to 
check the special instructions flag 
when submitting your quote to 
mapper.  Baker & Taylor will     
verify the correct location prior to 
shipping. 

  1 
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Price check submission screen 
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After you click the ‘Price Check’ 
button you will get the following 
confirmation screen. 
 
The cart is being price checked and 
will return momentarily.  When the 
cart does return it will open the cart 
and display the titles in the 
‘Extended’ view. 
 
 

    1 
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Price Check Confirmation Screen 
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When the cart is returned it will be 
price checked. 
 
1. When the cart comes back from 

a Price Check, it will have four 
prices at the top of the cart: 

 
A. List $: This is the Total List 

Price of the Cart. 
B. Est. Book $:  This is the dis-

counted price for the books in 
the cart based on the CPS spe-
cific discounts.   

C. Est. Processing $:  This is the 
estimated price for cataloging 
and processing for the cart. 

D. Net Est.$:  This is the total esti-
mated discounted price for the 
entire cart (including process-
ing) 

 
 
2. You can also see the estimated 

discounted price for each title 
directly under the List $ on the 
title record. 
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1. When a List/Cart comes back 
from a ‘Price Check’ the ‘Cart 
Status’’ will convert to a 
‘Build’ status. 

 
2. The cart shows the CPS dis-

counted  Price based on the  
titles within the cart. 

 
List $: is the total list price amount 
for all the titles in the cart (minus 
processing charges—to view proc-
essing charges open the cart and 
look at the cart header—see page 
26) 
 
Est. $: is the CPS discounted price 
for all the titles in the cart (minus 
processing charges—to view proc-
essing charges open the cart and 
look at the cart header—see page 
26) 
 
 

 1 
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After a cart has returned from  
‘Price Check’, you are now ready to 
submit the List/Cart to Mapper. 
 
1. Under ‘Select’ click on the circle 

button next to the cart  you want 
to submit to mapper. 

 
2. From the Navigation field , click 

on the dropdown and select 
‘Submit Quote to Mapper’ 

 
 
*Submitting the Quote to Mapper 
will automatically generate notice to 
your clerk that a requisition is    
available to process in E-Req. 

  2 

Submitting Quote to Mapper 
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After you select ‘Submit Quote to 
Mapper’ from the Navigation drop-
down, you will get the following 
screen. 
 
1. If an account has been selected 

it will show up next to the Ac-
count dropdown.  If the field 
says ‘<<Select Account>>’, 
then click on the dropdown and 
select the  account listed (there 
will only be one). 

 
2. Enter your Initials. 
 
3.  If the order requires any special 
handling outside standard CPS 
processing, then check this box.  
(This would include no processing, 
AR Orders, class room sets, etc.)  
The Special Handling required will 
be verified with the librarian.)  
NOTE:  Any order that does not 
have this box checked will receive 
standard CPS processing on the 
order. 
 
4.  Click on ‘Send to CPS’ to sub-
mit your ‘Quote’ to the Mapper 
System. 
 
**Once a List/Cart has been sub-
mitted to Mapper, it will show up 
in the Mapper system within 90 
minutes.  At that time the school 
clerk can process a requisition. 
 
After the cart has been submitted 
to Mapper, you can no longer 
add  or delete additional titles to 
the cart. 

  1 

  2 

   3 

Submit a Quote to Mapper 
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 The following explains the life cy-
cle of a cart. 
 
1. Cart is created and reviewed. 
 
2. Cart is submitted for a Price 

Check to Baker & Taylor 
 
3. Price Check is returned (usually 

5-8 minutes) 
 
4. Cart is reviewed and submitted 

to Mapper as a Quote 
 
5. Clerk updates worksheet and 

generates requisition in E-REQ.  
Once approved CPS sends pur-
chase order to B&T. 

 

Lifecycle of a List/Cart 

Selection Cart Baker & TaylorSend for Price Check

Price Checked
Cart

Price Checked Title Information

MapperQuote to Mapper

Firm Order to Baker & Taylor

Life Cycle of a Shopping Cart
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FOR ADVANCED USERS 
 
 
1. At anytime, you can change 

your preferences by clicking 
on the ‘Preferences’ tab from 
the menu bar. 

 
You can set your preferences for: 
    A.  Record Numbers (list the 
record # next to the title in the  
display) 
    B.  Collapse Search Criteria 
(This will hide the search criteria 
after a search has been executed) 
    C.  Collapse Cart Header (This 
will hide the Cart Header when 
viewing a cart) 
    D.  Default View (Sets how you 
want your default view after con-
ducting a search) 
    E.  Default Sort (Sets how you 
want your default sort after con-
ducing a search) 
    F.  # of records while in the   
 brief or extended view (# 
of records that will show after a 
search has been conducted) 
    G.  Default Qty (Will populate a 
default qty when selecting Keep 
and clicking update) 
 
 
The impact of changing these set-
tings will change the way you see 
information on the screen.  For 
example if you change ‘Default 
View’ to ‘Brief’, when you do a 
search you will always see the 
‘brief’ view. 

Setting up Preferences 
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1. At anytime you can click on the 
dropdown ‘links’ menu from 
any page and access ‘Online 
Customer Support’.  This will 
link you to an application in 
which you can check on the 
status of your orders at Baker & 
Taylor. 
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Online Customer Support 
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