(TIMS) Policies, Procedures, and Best
Practices for Local Districts

Office of Elementary Education and Reading
Chauncey Spears, Director- Textbooks
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Vision
To create a world-class educational system that gives students
the knowledge and skills to be successful in college and the
workforce, and to flourish as parents and citizens

Mission
To provide leadership through the development of policy and
accountability systems so that all students are prepared to
compete in the global community

©MDE - Board of Education Strategic Plan
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State Board of Education Goals
5-Year Strategic Plan for 2016-2020

v All Students Proficient and Showing Growth in All Assessed
Areas

v Every Student Graduates High School and is Ready for
College and Career

v Every Child Has Access to a High-Quality Early Childhood
Program

v' Every School Has Effective Teachers and Leaders

v" Every Community Effectively Using a World-Class Data
System to Improve Student Outcomes

v’ Every School and District is Rated “C” or Higher

©MDE - Board of Education
Strategic Plan
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19. The school district is in compliance with state law and State Board of Education
policies for state adopted textbooks. {MS Code 37-43-1, 37-43-24, 37-43-
31(2), 3743-51, 37-9-14(2)(b), and 37-7-301(ff)} (7 Miss. Admin. Code Pt.
3,Ch. 79, R. 79.1, R. 79.2) (Refer to the Current Edition of Textbook
Administration Handbook Rules and Regulations.)

19.1 Each school district provides student in each school with access to current or
otherwise appropriate textbooks that are in good condition.(See glossary for
definition of textbook. {MS Code 37-43-1, 37-914(2)(b), and 37-7-301(ff)}

19.2 Each school district shall keep an active and surplus inventory for each
school in the district to be completed by June 15 of each year. The
district shall report the inventory in the Textbook Inventory
Management System. {MS Code 37-4351} (Refer to the current edition of
the Textbook Administration Handbook Rules and Regulations.)
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‘extbook Inventory Management System (TIMS) Is the

web-

nased Inventory system for the Mississippi Department

of EC

ucation — Office of Textbooks. TIMS must be accurately

updated by June 15" each year.

» Textbook coordinators are responsible for documenting the
Active, Surplus, and Disposal listings in TIMS for each school
In the district.

e Distri

cts determine the local procedures for documenting their

textbook inventory in TIMS.
* TIMS User Manual



http://www.mde.k12.ms.us/ESE/TAP/tims
http://www.mde.k12.ms.us/docs/mis-documents-library/tims-user-manual-20150729.pdf?sfvrsn=2

**@ MISSISSIPPI Textbook Inventor
Emring o beighn fione e ceycnna VIGINIELC) ETHIC RIS

* Legal Definition of a Textbook: Any medium or manual of
Instruction which contains a systematic presentation of
the principles of a subject and which constitutes a major

Instructional vehicle for that subject.

» All Textbooks/Workbooks (including consumables) that
were procured with state dollars need to be documented

In TIMS
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** Site Guide A-Z | Transparency MS | MS GOV | Eollow MDE | MDE Email
MISSISSIPPI
DEPARTMENT OF

v EDUCATION ( Jle™ Customn Search I:

Ensuring a bright ﬁturc for every child

’ PARENTS STUDENTS EDUCATORS

Home About MDE News & Media MS Schools Reports Public Notices Careers Contact Us Select MDE Office [

9

IN THIS SECTION

Curriculum and Instruction Home
= Staff
= Calendar

Announcements

Knowiedge Base

iTunes U

FAQ

CONTENT AREAS

Advanced L earning and Gifted
Programs

Business and Technology
Contemporary Health (K-8) Textbook Resources
Contemporary Health (9-12) ;

Dyslexia Textbook Adoption and Procurement TIMS Log-on

Early Childhood TIMS Information
English/Lanquage Arts Subscribe to the TIMS List
—-J—-JJ—E&? "hk:giaua e TIMS (Textbook Inventory Management System) Schools

Library Media

Literacy Adoption

Mathematics s TIMS Log-on Caravan

Physical Education TIMS Security Form: User Profile Catalogs

Reading Fair - S
Science TIMS Security Form: School District New Titles

Social Studies TIMS Contacts SSL Update
Standards for Professional Learning TIMS Users Guide Contacts
Textbook Adoption and Procurement TIMS Users FAQ 7
Visual and Performing Arts = Coordinators

OTHER LINKS - School Books Supply Company of
Approved Courses Manual Mississippi

C&! SharePoint Site .

Common Core State Standards « aapSchoolDivision NASTA

CCSS SharePoint Site Adoption Schedule
e - 2012-2013 MSIS District Book
RESA Regqistration
Unpacking the CCSS for ELA Request Manual

Doing What Works « MDE Online Helpdesk 7
DWW Box Access Instructions

Wiriting Project Collaborative
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* O
Q MISSISSIPPI Log INTO T| |\/|
DEPARTMENT OF
EDUCATION
Ensuring a bnght_ﬁtum for every child

* Enter Username, Password, (Obtain these from
submission of the TIMS-2 Security Update Form)

« Database: MDED

Logon >,

Lsername:

Database:
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es that are State Adopted are entered into the
ne MDE.

nat are not State Adopted must be entered

iInto TIMS locally. This is done by updating the Catalog In

TIMS

1N Maintai

WEUEN Inventory Requests Transfers Inquiry Reports Query Record Security Help

-

P X

MISSISSIPPI DEPARTMENT OF EDUCATION
TEXTBOOKS INVENTORY MANAGEMENT SYSTEM
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File Maintain Tables Inventory Requests Transfers Inquiry Reports Query Record Security Help

ESECL  Enter the ISBN-13 Number for
. MISSISSIPPI DEPARTMENT OF EDUCATION

the textbook, hit the “Tab” key.

TIMS CATALOG * Enter in the requested info In
the Blue Fields. (Double Click
In the field for listings)

sen13 [T (donotuse dashes ) Eition nd
ISBMN-10 | (do not use dashes -)

i * Click on the Save button at the
s top once finished. A
— “successful” pop up message

)
i Llon ontie S will indicate that the catalog
| has been updated.

Transaction Date 07/15/2014

Inactive Date

10
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* The Active Inventory Is the list of textbooks that are
currently in use in classrooms.

* To add titles the active inventory, click Inventory on the
file menu and choose Update Active.

File Maintain Tables Requesls Transfers Inguiry Reports Query Record Security Help

B

ko3

@ MISSISSIPPI DEPARTMENT OF EDUCATION
TEXTBOOKS INVENTORY MANAGEMENT SYSTEM
TIMS

Tizihboolk Tiven WY
hlana gtmtnt‘b}rst?m

11
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For Textbook Coordinators, a
listing of schools in your
district will appear.

Select your school and click
OK, the Active Inventory
form will appear, with school
and district information already
entered.

Actl

File Maintain Tables |nventory Requests Transfers Inquiry Reports Query Record Securty Help

aYMAECK NN

MISSISSIPPI DEPARTHENT OF EDUCATION
@ TEXTBOOK INVENTORY
TIMS ACTIVE

Munngsmaze Syaees

Disrit Number | 0180 School Number | 028 School Phane 601 | 4452917 Transaction Date |07/15/2014

School Name IHOWARD ELEMENTARY SCHOOL

1551113 /9780000000000 155-10
Book Tie [MARKET PANTRY ' hactiend|
Pubisher BARNELL LOFT LTD | Fiscal Year | 2013 Book Grade

** Add PE/TE Quanti
oy eyl | B[ P CopighYeu[19%0

TaPEQy[ 75 TaEQy[ 0

12
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* Enter the ISBN and press “Tab” key

 Once a valid ISBN has been selected, the gray textbook information fields
will populate automatically.

* Enter the quantity of textbooks you want to add in the PE Qty or TE Qty
field. You will only be allowed to enter information in one of these fields,
depending on the ISBN entered.

« Save the information by choosing Save from the File Menu or click on
Save icon on toolbar. “Transactions added/updated successfully”

* You cannot “subtract” or “delete” textbooks from the active inventory with
this method. To delete books, transfer the quantity to be deleted from the
Active to the Disposal listing.

» All transfers require a Transfer Request

13
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File Maintain Tables |nventory Requests Transfers Inquiry Repors Query Eecord Security Help

HI B LSE O €D

. MISSISSIPPI DEPARTMENT OF EDUCATION
= TEXTBOOK INVENTORY
TILMS ACTIVE

District Number - School Number - School Phone |5ﬂ1 |445—2‘9‘|T Transaction Date |ﬂ?!15."2ﬂ14

School Mame |HDWARD ELEMENTARY SCHOOL

ISBN-13 | 9780000000000 1SBN-10

Book Title [MARKET PANTRY | Inactivend | |

Publisher [BARNELL LOFT, LTD | Fiscal Year Book Grade

** Add PE/TE Quantit
pEQy [ TEay[ Edtion [ P | Copyright Year

Total PE Qty Toal TEQy| 0

14
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* There are several transfer types that can be requested. As a
textbook coordinator, you will primarily be either updating the
active listing for your school/district or transferring books from
the active to disposal listing for your school/district.

* |n some instances, you maybe required to transfer books to
the “Surplus” Listing. The surplus listing is for books
schools/districts no longer use, but are less than 12 years old
and are in good condition.

* |nstructions on how to use the Surplus Transfer Listing are
found in the TIMS User Manual on Pages 16-20.

15
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* From File Menu, select “Transfer”, then “Request
Transfer”

File Maintain Tables |nventory Eequests BIeWSEEN Inquiry Reports Query Record Security Help

=)

| = Request Transfer
| T
o Fr’ O \Q}\, Approvellnguire Transfers
Approvellnguire Disposal Transfers

@ MISSISSIPPI DEPARTMENT OF EDUCATION
TEXTBOOKS INVENTORY MANAGEMENT SYSTEM
TIMS

Mook Livveriory
Mlanagement System

16
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File Maintain Tables Inventory Requests Transfers Inquiry Reports Query Record Security Help

i)

After the From School is entered

2 MISSISSIPPI DEPARTMENT OF EDUCATION
the user will be prompted to select %{S TEXTBOK veN TR
a To District/School. These must =
be the same if you are transferring coo LI - O
books form the Active to Disposal e W T R |
listing.
When the From Dist/Sch and To o e
Dist/Sch have been populated, the T "
Transfer form will display. et S

Reason for Disposal [ ]

Disposal Method | |

17
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* Enter in the ISBN Number, then hit “Tab” key.

 Enter in the number of books to be transferred in the blue
highlighted “Qty” field. Then save the transfer.

 All disposals must be approved by the Office of Textbooks at
the MDE.

— Determination of Disposable Textbooks- Each local school district will
determine if textbooks are unusable. Textbooks may be unusable because
they are:

 twelve years or older,
* not relative to current curriculum framework (after new standards are adopted),

 or the textbooks may be physically worn-out to the point that it is not feasible or
practical for continued use.

18
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Maintain Tables m Reauests MM
i wl?";h?i”ewmhamma
‘*
"@‘/ MISSISS
TEXTBOOK
TIMS
Texbook Tivertory
Management System

Requ

« Click Requests on the TIMS file
menu and choose Request
Surplus.

« If you are a Textbook Coordinator,
select the school that will receive
the textbooks and click OK.

« School information in the
Requester Information section of
the Request form will be
automatically populated.
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& M coR DT AR KT EOUC AR « Enter a valid ISBN and press tab key
== | rrmm The Catalog Information section will
e Bl e P AL, prorf A v autom.atlcally populate based on your
| s i selection.

j noe vatf 030 soome [ o umﬁcwmm% |
s sa e B [46750 el | ¢« Enter the number of textbooks needed
 S—— DafRiea (1t oy ¢ [ | | ® into the PE Quantity or TE Quantity
| DR SEARCHING FOR e . .
| CURPLUSIHIONY 8 ] fields.
 Locaton o Sepie -

o[ sae[ reoym[ L7
\ TS P
Bl | owew|

Oy |

SeaPhees| |
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*Click the District Search _ -
button or the Statewide Search W oo pookavalaste nihe Suplus o
button.

“« Once surplus inventory
has been located and

o|f textbooks are available
within the selected district, the
District Search button will be

highlighted for you to click. populated in the Request
*If there are no textbooks Surplus form, Save the
available within the selected information by choosing
district, the Statewide Search Save from the File Menu
button will be highlighted. or click on Save E icon
*If there are no textbooks on toolbar. A meSSége

available anywhere, a message
will display indicating that there
are no books available in
surplus for this ISBN.

will display indicating that
the transaction was

added/updated
successfully.
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* Click OK. Exit the form by
selecting Exit from the File

menu, or Click Exit button m,‘

on the toolbar.
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HYBIAROKCID X

Overview of form

MISSISSIPPI DEPARTMENT OF EDUCATION .
= TEXTBOOK INVENTORY -Catalog Information
o pr—— -Requestor Information
isEn-13 [Tt | [PH -MAGRUDER'S AMERICAN GOVERNMENT, 1999 - L ion of rol
L R Once this information
= Requesier information N

N e I S has been saved, contact
e i o the school /district where
NOT FOR INGUIRING OateofRequest (0711512014 iy 0 | ¢ | 2 :
OR SEARCHNG FOR B3 | the surplus is located to

Cocation of Swrpius arrange physical transfer.

_ Dist [ 0130 Sch No. [044 PE Qty Ad | 171 TEGyad| O

| Lis: Seieis Seh Name [EAST HOWARD HIGH SCHOOL
Sttowide Search | Dist Name [HOWARD SCHOOL DISTRICT
' City [NATCHEZ

Sch Phone (601 [445-2863
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To inquire on inventory that has been
requested and to change the status of
those requests

R » Click Requests on the main menu
@ MISSISS « Select Approve/lnquire
TEXTBOOK Requested.

TIMS

Toxbook Toversos y
Managrment Swystem
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MISSISSIPPIDEPARTMENT OF EDUCATION
- TEXTBOOKS INVENTORY
TIMS APPROVE/INQUIRE REQUESTED

PE TE Sch Total Sch Total Trangfar
District  School  Needed  Needed Needed Requested Approval Transfer Reasan for Denial

o ) ) ) [ )] [ | ]

From From Reg Req
Dist Sch  PEQty TEQty ReqDate

Status Reasan for Denial ISBN-13 1SBN-10

|
|
|
|
|
|
|
|
|
|

|
Book Tt | Copyright Year

Publisher | FiscalYear| | nactveld |

Textbook Coordinator Role
Select School Number and the
Approve/lnquire Requested
form will display. You will
Approve, Deny or Pend a
request.

Principal Role

The requested surplus for the
selected school will display.
Principal will view a request.




Approve/lnquire Requested

File MaintainTables |nventory Requests Transfers Inquiry Reports Query Record Security Help

=

MISSISSIPPI DEPARTMENT OF EDUCATION

QJ/", TEXTBOOKS INVENTORY
TIMS APPROVE / INQUIRE REQUESTED
— FE TE Sch Total Sch Total Transfer
District  School  Needed  Needed Needed Requested Approval Transfer Reason for Denial
o 00 [ o [ 6 [ 3 [ wm na ] [va |
From From Req Req
Status Reason for Denial ISBN-13 ISBN-10 Dist Sch PEQty TEQty RegDate

lo/0612014]2

| SEIIENEERER, 0030555183 1520 (008 | 0

173]  0/06/03/2014)

|

|

| 5 0fosrenot4
PENDING | 20 oos/si2014)
DENIED || Cannot Locate ol 1losnsi014]
APPROVED v| 14 ofosnanota)
APPROVED v| 10[  0|os/06/2014)
APPROVED | 51 0los/06/2014
APPROVED | 10[  0[05/06/2014
APPROVED | 50 003272014

l [ ] ¥

Editon Copyright Year | 2001
] Fiscal Year Inactivelndm

Book Title (SCIENCE SPECTRUM |

Publisher [HOLT RINEHART & WINSTON ' BookGrade | 09 Cost|

- The small scroll bar can be used to scroll
through the Approve/lnquire Requested
entries, however the cursor must be on a
specific ISBN in order to change information
or view catalog information.

*Textbook Coordinators may change the
status of a surplus request to Approved,
Pending, Denied, or leave the status blank.
Should the status for an ISBN be changed to
Denied, a reason must be selected from the
Reason for Denial field.

«Save the information by choosing Save from
the File Menu.
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Bequest Surplus
‘ Approvel!nm Roquosled '.

=
TIMS

Texdbook Tovermosy
Management System

,..

MISSISSI
TEXTBOOK:S

Approve Surp

The Textbook Coordinator has the ability to
change the status of surplus requested
from another District/School by clicking on
the Request menu and selecting Approve
Surplus Transfers.

Select a From School

The District/School is the place where the
iInventory will be moved from, and the To
District/School is the destination of the
Inventory. Once selected, the Approve
Surplus Transfers form will appear.
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Approve S

File Maintain Tables Inventory Requests Transfers Inquiry Reports Query Record Security Help

ELV

MISSISSIPPI DEPARTMENT OF EDUCATION

TEXTBOOKS INVENTORY
TIMS APPROVE SURPLUS TRANSFERS
District  Schoal
(NG5G0 G200 1 LAURN TEST SCHOOL ] Tota Qty
PE TE To To Transfer
Status Denial Reason ISBN-13 ISBN-10 Qty Qty Dist Sch  Transfer Option Date
APPROVED oreoooo000o0 5[ oljoRa0)f620" cTive T SURPLUS [ogit7i2014 1
DENED [¥)Weter or Other Demage I_-ﬂj--IACWETOSURPLUS]05119;2014]
0 PRaea 016271244 | 65 0for30] 020 JacTve T0 suReLUS Josrsord)
] 2 ofolofeeRlacrve oAcTvE [osiramotd)
APPROVED [ [ ofois feacve ToACTVE J0siaong
(s & H Problems [ oofe0 fa28 cve ToAcTvE [osianon -
] [ oofs0) fa28f lcrve ToAcTvE [osnanond)
APPROVED o880 O [xc v To SURPLUS (04302014
DENED  9) Gureentyn Use [ 150 [0880) P08 [xcvE T0 SURPLUS [04282014)
APPROVED T 25 o[f80 6280 cTve 1O SURPLUS [o4n5014)
APPROVED l--u [ olof80l 208 acve 1o suRpLUS [outertd
roraL [ 2201 150
BookTite [DELIGHTS | Edion| P | Copyight Year 2004 nactielnd| |

Publisher IHOUGHTON MIFFLIN COMPANY

 Book Grade cost| 3150

Fiscal Year | 2002

The requested surplus for the selected school will
display. Textbook coordinators may select another
school in their district by double clicking on the
school field to display a list of available schools.

Textbook Coordinators may change the status of
requested surplus to Approved, Denied, or they
may leave the status blank. Should the status for an
ISBN be changed to Denied, a reason must be
selected from the Reason for Denial field.

Changes to this form can be saved by clicking Save
on the File menu or click on Save Tgj icon on
toolbar.

To exit without saving changes, select Exit from the
File menu, or Click Exit button [i#] on the toolbar.
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« Active to Active — must be done within the same district. The To
Sch cannot be the same as the From Sch.

« Active to Surplus —the From Dist/Sch and the To Dist/Sch must
be the same or the system will change it to what is in the From
Dist/Sch.

* Active to Disposal — the From Dist/Sch and the To Dist/Sch must
be the same or the transfer option will be disabled.

« Surplus to Active — the From Dist/Sch and the To Dist/Sch must
be the same or the transfer option will be disabled.

« Surplus to Disposal — the From Dist/Sch and the To Dist/Sch
must be the same or the transfer option will be disabled.

29
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TIMS Reports

 Districts are able to generate PDF copies of their various

listings in TIMS.

* Textbook Coordinators can request the Status of a

sl Cluery Record Securi
Report Inventory A Active Listing
Active by Subject
Active by Grade
surplus Listing
surplus by Subject
Surplus by Grade

Disposal Listing

Status

Surplus Heguest

Publisher Listing

State Reports

History Eeports

Security User Listing Report
| Exclusion

Transfer Listing

eI NI ed Th a1l = kT8 T F- T 1. el aod T 1 od 1k o |

Transfer, and Surplus Listings.

Report Invento

Status

surplus Request
Publisher Listing
atate Reports
History Heports
security User Listing Report
| Exclusion

| OF EI

IM! Cluery HEecord 3Security Help

Transfer
Surplus

30
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File Maintain Tables Inventory Requests Transfers Inquiry Reports Query Record Security Help

EE ZEEREPEEL

» The Report Inventory section & MSSSSPPIDEPARTIENTOFEDUCATON
contains reports for Active and TIMS
Surplus by Listing, Subject, and -

Grade, Disposal Listing, and | ACTIVELISTING
Transfer Listing.

. YOU m ay run th er ep ort Wlth ju st District [0120 [HOWARD SCHOOL DISTRICT Al Distrcts ™
the DiStfiCt/SChOOl that iS School[020 | [MC LAURIN TEST SCHOOL All Schools
selected or click the box next to kT |
the school name that says All Pt
Schools to get a listing of all o
schools within your district.

‘ RUN REPORT

31
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« The reports are generated in a new Web browser in PDF format (check Pop
Up Blockers if reports do not appear).

= MISSISSIPPI DEPARTMENT OF EDUCATION
TEXTBOOEK INVENTORY
B d Ve vy 07/15/2014
Dist Sch ISBN-13 Book Title Copyright Publisher PE Qtv  TE Qiv Cond Grade Subject Cost
STEO0I00G0000 MAREET BANTEY 1980  BARNELL LOFT,LTD 75 [ NA 04  ADVANCED CHEMISTREY 2o.00
TEO0214T3311 M.LATIN AMERICA AND 1989  MACMILANMCOGRAW- 362 o NA 06§  SOCIAL STUDIES GRE 2277
CANADA 1090 HI L SCHOOL D
OTE0021475728 COMMUNITIES 1969  MCGEAW HILL 252 [ NA 03 SOCIAL STUDIES GE3 3100
STED021476060 UNITED STATES, 1699 1o69  MCGRAW-HILL SCHOOL 58 o NA 05  SOCIAL STUDIES GE 3
DIVISION
OTED021482658 M -MISSISSIPPL 1999 GRADE 1969  MACMILLANMCGRAW- 15 [ M4 04 MSHISTORY GRADE4 33.00
4 HI L SCHOOL D
STE0021488350 M -COMMUNITIES 2000 2000 MACMILLANMCGEAW- 50 [ NA 03 SOCIAL STUDIES GR3 3100
GRADE 3 HILL SCHOOL D
STEN021488551 M-UNITED STATES. 2000 1069 MACMI I ANMOGRAW- 163 [ N4 05  SOCIAL STUDIES GR§ 2091
GRADE 5 HILL SCHOOL D
STED022341286 M -MCGRAW-HILL 1968  MACMILANMOGRAW- s o Na 03 SPELLING GE3 17.40
SPELLING. GE 3. 1988 HILL SCHOOL D
TEO022442103 M -MCGEAW-HILL 1988 MACMILLANMCGRAW- 23 [ MA 04  SPELLING GR4 17.40
SDELITNG. GR. . 1988 HI L SCHOOL D
eTE0022442308 M -MCGRAW-HILL 1988  MACMILANMCGRAW- 368 [ NA 05 SPELLING GRS 17.49
SPELLING. GE. 5. 1998 HI L SCHOOL D
OTE0022442316 M -MCGRAW-HILL 1988 MACMI L ANMCGRAW- 259 [ MNA 06  SPELLING GR 6 17.49
SPELLING. GR 6. 1998 HILL SCHOOL D
STEN0227A301T OTTO DFBOSITE 1065  MACMIIAN o 1 N4 02  READING 00
STE0022840688 M -HEAITH & WELLNESS. 2008  MACMI I ANMCGRAW- 100 o NA 05  HEALTH 22,60
1008, GR 5 HILL INC
STEN0I6431160 GL NUTRITION AND 2000 GLENCOEMCGRAW-HILL H [ N4 0812 GENERAL HOME ECONOMICS &  33.00
WELLNESS, 1000 PUE CO/ LIVING SEILLS
STED030154382 HEW-PSYCHOLOGY: 1968 HARCOURT SCHOOL 10 o NA 0812 PSYCHOLOGY 2275
PRINCIPLES I¥ PRACTICE. PUBLISHERS
108
STE0131816588 PH WOFLD STUDIES 2005 ~ PRENTICE HALL 387 [ NA 0§  SOCIAL STUDIES
WESTERN HEMISPHERE
STEN153064135 HEL-RHVTHM AND EHYME, 1067  HARCOURT SCHOOL H [ N4 01  READING READINESS-BASAL 1485
STU ANTHOLOGY. LEV KL, PUBLISHERS
1907
STE0153340437 HARCOURT SCIENCE 2002 HARCOURT SCHOOL 402 [ NA 05 SCENCEGRS 2162
DUBLISHERS
STEN153340454 HARCOURT SCIENCE GRADE 2002  HARCOURT SCHOOL 458 [ N4 0§  SCENCEGRS
& PUBLISHERS
STEN3E2343014 AW -SIVER BURDETT GINN 2001  SCOTT FORESMAN 7 o NA 01 MATHEMATICS GR1 2236
MLATHEMATICS, GE. 1. 2001
eTE03E2363108 AW -MS SILVER BUEDETT 2001  SCOTT FORESMAN 602 [ MA 05 MATHEMATICS GRS 2195
GINN MATHEMATICS GE 5
2001
STEN3E2363115 AW -MS SILVER BUEDETT 2001  SCOTT FORESMAN 71 o NA 0§ MATHEMATICS GRS 2195
GINN MATHEMATICS. GR 6.
2001
STENS5EITILSE MS SCIENCE EXPLORER. 2011 PEARSON EDUCATION 75 [ N4 0§ SCIENCE 7497
(PRENTICE HALL)
STENS5E3E1508 MS SCIENCE EXPLORER. 2011 PRENTICE HAIL o s0 NA 0§ SCIENCE
TEACHER EDITION
TEOE18271214 HM -HME MS. TREASURES, 2004  HOUGHTON MIFFLIN 150 [ Na 01  READING 2175
GE 1.3, 2004 COMPANY
TE0618271283 EXPECITIONS 2004  HOUGHTON MIFFLIN CO. 385 [ N4 05  READING 2575
oTENG1E271290 TRIUMPHS 2004 HOUGHTON MIFFLIN CO. 350 o NA 05  READING 2575
STEOE1E842363T HM SOCIAL STUDIES UNITED 2005  HOUGHTGON MIFFLIN 318 o N4 05  SOCIAL STUDIES
STATES HISTORY 32
oTEDG1E611218 HM HOUGHTON MIFFLIN 2008  HOUGHTON MIFFLIN 185 o Na 05 ENGLISH sL48
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Ensuring a bright ﬁture for every child

« The Security User Listing Report is a listing of all users in the district; it
Includes first and last name of the user, the user name, and the role of the
user.

« To obtain a Security User Listing, click Reports and select Security User
Listing Report.

File Maintain Tables Inventory Requests Transfers Inguiry Query Record Security Help
EE ZEEREE
Surplus Request r
Publisher Listing
State Reports L4
ok History Reports ¥
* Security User Listing Report
@ MISSISSI Excusion OF EDUCATION
;EL Mt § TEXTBOOKS INVENTORY MANAGEMENT SYSTEM

Management System
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Ensuring a bright ﬁture for every child

« The Textbook Coordinator must then select a school for which to run a report.
The Run Report form will display.

» Click the box next to the school name that says All Schools to get a listing of
all schools within the district.

R o< <> 2EE%

MISSISSIPPI DEPARTMENT OF EDUCATION
@ TEXTBOOKS INVENTORY

“leaarhoeis T

| SECURITY USER LISTING REPORT

District |0130 |HOWARD SCHOOL DISTRICT All Districts [
School (020 | IMC LAURIN TEST SCHOOL | All Schoals™
Book Title |

Publisher | |

ISBN |

RUN REPORT
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Ensuring a bright ﬁture for every child

* Textbook inventory should be entered year round! When you receive
textbooks, please enter inventory into TIMS, immediately!

« Use the ISBN-13 that is located inside the book on the copyright
page.
« Textbooks that are 12 years or older should not be in the Active

Listing in TIMS ! It is an Accreditation violation. These textbooks
should be transferred to Disposal.

« Save after every transaction.

* Log out of TIMS after every 3-4 transactions to let the system
refresh.
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* Questions?

« Contact Chauncey Spears, Textbook Procurement
Director crspears@mdekl12.org

 Textbook Office Phone 601-984-8273
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