How to Use the Textbook Reserve Program (TRP)

Step 1: Find out if the library holds the textbook title
The first step in using the TRP is to determine if the library holds the same title and edition as the course material required. There are limitations for the type of textbook content that can be added to the reserve collection, so it is not guaranteed the library will have the material required for your course. The campus bookstore would be your ideal place to obtain the materials for this reason. 
There are two ways to search for your textbook title to see if the library owns a copy. 
Method #1: Use the Library Discovery Search Tool 
[image: Screenshot of Henry G. Bennett Memorial Library search interface showing a search query for "Justice AND Sandel." Interface includes icons for Everything, Books, Articles, Databases, Journals A-Z, and Course Reserves with a yellow "Go" button next to the search bar.]Enter a simple keyword/ key phrase search string that contains a brief title and an author’s surname along with the Boolean operator, AND, in the search toolbox then hit “go.”
You will be taken to a results page with many records that fit your keywords. If you find the record with your title’s information you will see if SE Library owns it and if it’s location is within the TRP collection. 
[image: Screenshot of a library catalog entry for the print book "Justice: what's the right thing to do?" by Michael J. Sandel, first edition, published in 2009. The entry includes availability status at Southeastern Oklahoma State University with a note indicating the book is held at Southeastern Textbook Reserve for a 2-hour loan, highlighted by a blue oval.]If you do not find the book title with this type of search, you may want to check your terms or try the second method. 
	
 
Method #2: Search the Course Reserves Collection
[image: Screenshot of Henry G. Bennett Memorial Library online search interface showing options to find Everything, Books, Articles, Databases, and Journals A-Z, with a highlighted Course Reserves link circled in red. The search bar below allows users to find books, videos, music, and more, supporting graduate, undergraduate, faculty, staff, alumni, and community members.]The second way to search is to go to the Course Reserves icon above the search tool on the far right of the search box. 
This will open a new tab and present you with another search box, but this one is limited to search only through the reserves collection and restricts search terms to only the course or instructor name. 
It is best to search using the course information as instructors can vary if multiple sections are offered or change before the library gets the information to keep it up to date, but brief course numbers rarely change. 
[image: Screenshot of a course reserve search result for "PHIL 2223" showing one course titled "PHIL 2223 Honors Ethics" under Philosophy department. Details include instructor Dr. B. Steve Csaki, course status as active, start date 8/20/26, and end date 12/15/30, with a link to one course material.]
[image: Screenshot of a course reserves webpage for PHIL 2223 Honors Ethics, listing one reserved material titled "Justice: what's the right thing to do?" by Michael J. Sandel. The page includes course details such as instructor Dr. B. Steve Csaki, department Philosophy, course description, start and end dates, and availability of the print book for a 2-hour loan.]Once you find the record for the course, you will click the hyperlink to look and see what title(s) and editions the library has available. Edition cannot be stressed enough to check. 
If we have an older edition of the same title, you will want to check with your instructor to verify it can be used for the course. 
Once you know the library has the title you can move on to making a request. 
How to Make a Request for a Chapter from the TRP
Access Options: 2hr In-Library Use Only or Scanned Chapter Request
You can check out a textbook for two-hour in-library use at the circulation desk using your SE student ID. If you cannot come to campus, the library can email you a scan of one chapter per title each day. All requests for scanned chapters must be submitted using the Textbook Chapter Request Form. Below are the steps to place your request.
Step 1: Undergraduate Student Services Page
Navigate to the Chapter Request form button on the Undergraduate Student Services page. 
[image: Screenshot of a library search interface for DiscoverIt@SE Library, designed to help users find books, videos, music, and more. Features include navigation icons for Everything, Books, Articles, Databases, Journals A-Z, and Course Reserves, with prominent buttons for Catalog Search, Library Chat & Hours, and service categories for Undergraduate Student Services, Graduate Student Services, and Faculty/Staff Services.]From the library’s homepage, you will select the yellow button labeled “Undergraduate Student Services.” You will find it on the left side of the page, directly under the blue “Catalog Search” button. 
You may need to scroll down past the Discovery Search tool to see the buttons for selection. 

Step 2: Expand Accordion Section
[image: Screenshot of a webpage menu listing five library service categories with expandable plus icons on the right. Categories include Reference and Research Assistance, Online Tutorials and How to Guides, Libguides, Textbook Reserves Program, and Interlibrary Loan (ILL). The plus mark for Textbook Reserves Program is circled in red.]A new tab will open to a page with a short list of library services that are helpful to this learning community. There are brief descriptions and links relevant to the services in each section. You will select the plus sign (+) next to the Textbook Reserves Program to expand the section information. 
You will see two links in the expanded section. One will take you to the full information page about the program; the other is a quick link to the Chapter Request form. 
Step 3: Select Chapter Request Form. 
Click on the blue button labeled “Chapter Request form”. The form will open in a new tab. [image: Screenshot of a webpage section titled "Textbook Reserves Program" explaining support for students enrolled in general education undergraduate courses to access required course materials timely. The section includes a yellow button labeled "Textbook Reserves Program" and a blue button labeled "Chapter Request form," with a red arrow pointing to the blue button.]
Step 4: Fill Out Form 
[image: Screenshot of a textbook request form with instructions explaining copyright restrictions and request limitations for general education textbooks. The form requires filling all fields including name, SE email address, course name, book title, and specific pages or chapters requested.]Select the “begin” button and fill out all required fields on the form. 
* Pay close attention to edition if your required textbook title has one when filling out the form. 
Step 5: Review your request information
[image: Screenshot of a web form section requesting users to describe needed format for accessibility remediation, with example text suggesting alternative file formats or PDF remediation. A blue "Review" button is located below the input area, circled in red.]
Step 6: Submit Request   
[image: Screenshot of a textbook request form showing fields for user information, course details, and textbook specifics, with some fields filled and others marked "No Answer Provided." The form includes instructions about chapter request limits, accessibility remediation, and a highlighted blue "submit request" button at the bottom with a red arrow pointing to it.]A PDF file containing the scanned chapter information will be sent via your SE student email. The staff attempt to fulfill all requests during the hours of operation on the same day they arrive. Please note that no requests will be fulfilled in the last hour of operation for the day so staff may begin their closing duties. 
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Review Your Response
‘You must click the submit request button at the bottom of this page to submit your response

1 Your name Andy Kramer
2 Your SE email address akramer@se.edu
3 Professor's name No Answer Provided
4 Name of course No Answer Provided

5 Course Number (include department prefix.

ex. MATH 0123) VATH 1513

6 Title of textbook (be specific about edition)  College Algebra, 3rd edtion by Coburn & Coffeit

7 Chapter and/ or page range being requested
Only one chapter a day may be requested from a

title to try and remain compliant with copyright  Chapter 1
laws. Any form with more than one chapter

requested will be rejected.

8 Will the materials you are requesting require
remediation for accessibility?

9 If you answered yes for accessibility
remediation, please describe the format needed

No A Provided
below (EX: alternative file format or PDF 0 Answer pro

remediated for optimal reader use)

If you would like a copy of the results, please enter an email address:
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Summary: Michael Sandel offers a searching, lyrical exploration of the meaning of justice that considers familiar controversies
such as affirmative action, same-sex mariage, physician-assisted suicide, abortion, national service, patriotism and dissent, and
the moral limits of markets in fresh and illuminating ways.
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Description: An analysis of the chief ethical theories and their relevance to actual behavior of human beings in contemporary society.
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