Directions for ordering books online from the Ridgewater Bookstore website. Access website at www.ridgewaterbookstore.com 
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Click on the campus you are attending: Willmar or Hutchinson
· In the left column click either “Willmar Textbooks” or “Hutchinson Textbooks” 
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· Read the website Terms and Conditions and then click “I Agree” to continue
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· From here you can choose to look for a book by title, if you know it, or you can search for your books by entering the term, department, and course
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· We recommend searching by term, department and course, and if you do you will need to put in all 3 in order to add the course.

· For example, if you were taking Introduction to Cultural Anthropology in Spring ‘13 you would select the Spring 13 under term, ANTH under department, and 0101~91 under course. Then you will click add course.
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· You will then click add course, and the course will show up in your current course list. You will then repeat the process of putting in the term, department, and course until you have all of your classes in your current course list. If you realize you added the wrong class, you can click the red “Remove” next to the class to take it off of your list.
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· When your current course list is complete click “Get Course Materials”

· The materials that are required, recommended, or optional for the course(s) will be brought up in a list, including pictures and prices for both new and used materials, as well as whether or not the book is available as a rental.

· You can then add materials to your cart by clicking “add to cart” next to the option that you would prefer.

· When you have finished selecting the books you wish to purchase click the “Shopping Cart” at the top or bottom bar of the page. There is also a “Print Book List” option for you to print the list out.
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· This page will have a count of the items in your cart as well as a list of each item. You should review this list to make sure everything that you wanted to order is there.

· The cart total is calculated by the highest current price for titles. Prices will change to used or rental prices if they have been selected and are available when your order is filled.

· If you wish to make any changes click “Update Cart” and make the changes you need to.
· When you are finished choosing your books and have reviewed the list of items in your cart click “Continue Checkout”.
· If an instructor changes course materials before an order is processed, the store will remove unnecessary items. However, for materials the instructor adds, you must select your preference as to whether the store should add materials and whether you would like new, used or rental.
· You must accept the agreement “I understand that by allowing the bookstore to modify my order based on my instructors' actions, the final total of my order may be increased from that being quoted at this time” by putting a check in the box. Click “Continue Checkout”

· You will be prompted to enter an email address and password. If you have ordered from the bookstore before you may enter your email and password and proceed. If you have a login and cannot remember your password click “Lost Your Password?” to have it sent to you.

· If this is your first time ordering from the website, you must register as a new user by clicking “Register Here”
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· Click on “Create a Profile for Browsing or Shopping”
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· You will then need to fill in all of the information. Options with an asterisk* next to them need to be filled in if you want to continue.

· In addition to filling in your information you can choose to opt in to receive emails about bookstore promotions and events. If you would like these updates make sure the box is checked.
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· You will also need to fill in a security form by typing in the letters shown in the box. (Below is an example and yours will be a different image)
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· After typing the code in for the security form you will click on “Register”

· Make sure to verify that all of the information for your billing address is correct.

· Choose a shipping address, add a new shipping address or  choose to “Pick up in Store” by clicking the button

· Click on the “Delivery Method” icon and choose UPS shipping or Pick up in Store. Note: Using Financial Aid as your payment method will only be available if you choose to “Pick up in Store”

· Continue

· Credit Card Order: Click type of credit card, fill in name, credit card number, expiration date with year and security code from the back of the card.  You also have a place where you can enter any special order comments or instructions.  Submit order.  Your order summary will show on the screen with the option to print a receipt.

· Financial Aid Order: Click on Financial Aid/PSEO/Agency button.  Enter your Student ID number as the Account number. Read and click the verification box.  Enter any ordering instructions.  Submit order. Your order summary will show on the screen with the option to print a receipt.

· You will immediately receive an e-mail from the Bookstore thanking you for your order.  It will have a total of the books at the highest cost (all new books).  If you have requested used books or rental, the lower price will be applied when the Bookstore processes your order.

· You will receive a second e-mail when your order has been processed telling you it is either ready for pick up at the Bookstore or has been shipped UPS per your instructions.

If you have any questions or experience a problem when ordering your books, please contact the Bookstore at:

320-222-5590 for Willmar Campus

320-234-8525 for Hutchinson Campus
