
Course Materials Adoption Process Guide

This guide outlines step-by-step instructions for submitting course material adoptions to the UH 
Campus Store, covering required texts, courseware, OER and ‘No Titles Required’ entries.

*If you are using OER or no materials for your class, you must submit those details. 

ADOPTION DEADLINES

Summer: March 15 

Fall: April 15 

Spring: October 15 

Timely submissions ensure: 
CTAP Setup: Establish undergraduate classes for the Cougar  
Textbook Access Program. 

CTAP Opt-Out: With early submittals, student purchase options 
are made available for students that opt out of CTAP to acquire 
as needed. 

Financial Aid Support: Facilitates access for Veterans, TWX or 
other aid recipients so they may use their vouchers. Students 
that opt out of CTAP may still use their University Book Loan to 
purchase their required materials. 

Multiple Payment Options: Accommodate students who prefer 
or need to use cash, check, or ShastaBUCKS.

Material Usage Categories 
Required: Essential for course success; included in CTAP. 

Recommended: Suggested for deeper understanding; not  
mandatory and not in CTAP. 

Choice: Students select from multiple options for assignments, 
not included in CTAP. 

Alternative Submission Methods 
Email: Send course and material details (title, author, edition, 
ISBN, usage) to 2160txt@follett.com. 

AccessUH: Use the ‘My Materials’ icon under University  
Services.



Step 1:  
Access Faculty Center: Log in and navigate to ‘My Teaching Schedule’.

Step 2:  
Select ‘Textbook Requests’: Found at the bottom right of your schedule. (If you are  
prompted to select campus, ensure you click on the link for UH Main/ Sugar Land).  

Step 3:  
Select Term and locate your course under ‘Open Adoptions’.  

Submit your Course Materials in 4 Easy Steps 



Step 4: Submit Materials: 

4a: Re-adopt previously used materials or search by ISBN/Title.  

4b: If no previously used materials are listed, you can either search by ISBN or Title, or select 
‘No Materials Required’ or ‘Using OER Material’ at the bottom of the page.  

*Tip: Use ‘Adopt by Section’ for courses with varying materials across sections.



Edit your Course Materials in 4 easy steps. 

Step 1:  
Repeat Steps 1 & 2 above.   

Step 3:  
Click ‘Edit List’ on the right.  

Step 4:  
Review your materials carefully. Don’t forget to hit ‘Submit Changes’ to save  
your edits.  

Step 4a:  
Add Materials. Search and select new materials.

Step 2:  
Select Term and locate your course under ‘Submitted Adoptions’.   

*Tip: Use ‘Adopt by Section’ for courses with varying materials across sections.



Step 4b: 
Remove material. Use the trash icon next to unwanted items.  

Step 4c:  
Change Usage: Click ‘View’ next to a title, then edit its usage category.  


