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How to Submit Course Materials 
Adoptions 
 
Click the personalized link emailed by bookstore/Verba Collect. If you do not 
receive the email, or if your courses/sections are incorrect, please email 
Laura Heger at lheger@commonwealthu.edu. 
 
 

1. Click on sections to submit adoptions. 
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2. If your course does not require any course materials, please 

click “No, I do not need to add books, OER, materials, or 

supplies”. This will allow us to list your course as “No Text 

Required” so that students know they do not need to purchase 

a textbook for your course. 
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3. If you are requiring materials for your course, click on 

“Yes, I need to add books, OER materials, or 

supplies”. 
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4.  Click the “Copy Another Adoption tab if you will be 

submitting the same materials used previously and 

then click “Quick Add to List”. 
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5. To add a new material, click on the “Add New Materials” 

tab. You can search by ISBN, author, or title. 
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6. If you need to submit a coursepack, supply, OER material, 

or a book that is not found in the database, click on the 

“Add Manually” tab. 
 
 
 
 
 
 
 
 
 
 
 
 

 

7. To add a coursepack, click on “Add Coursepack”. The 

enter the title of the coursepack and click “Add 

coursepack”.
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8. To add a book that does not come up in the search, click 

“Add book” and then enter any of the information that 

you have. 
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9. To add supplies, click on “Add Supply” and then enter any 

information that you have. 
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10. To add an OER (Open Educational Resources), click “Add 

OER Material” and enter any information you have. 

**Note - We can link OER materials inside your 

Brightspace course. 
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11. Once you add any of the materials, this box will pop up. 

Make your selections and click “Apply” 
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12. Click “Review and Submit” in the upper right corner. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

13. Click “Submit Adoptions”. 
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