
Accounting posts credit to Faculty 
account

Production of Study Guides for Distance Learning Courses

Courseware Assigned Use 
Agreement executed in Distance 

Learning engaging creating Faculty 
to create Study Guide for Distance 
Learning course per Article XIX of 

the Faculty CBA

Distance Learning requests 
inventory worksheet from 

Bookstore
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Distance Learning 
determines if new Faculty 

IPR account is needed

Distance Learning notifies 
Accounting to create new 

Faculty IPR account

Accounting creates new 
Faculty IPR account

Distance Learning creates Book 
Order Worksheet (including Faculty 

Account number) based on 
Bookstore inventory

Distance Learning 
forwards Book Order 

Worksheet to 
Bookstore

Yes

Bookstore attaches 
Print Request and 

forwards to Printing & 
Duplicating

Printing & Duplicating prints 
Study Guides

Perfect 
Bound?

Binder Type? Study Guide forwarded to 
Bookstore for sale

Printing & Duplicating sends 
Invoice/Spreadsheet to 

Accounting and Spreadsheet 
to Distance Learning

Forwarded to 
Distance Learning for 

binding

Returned to Printing & 
Duplicating

No

All study guide orders must be placed through Distance Learning to ensure correct posting to Faculty accounts and payment.

Accounting pays Faculty balance of 
account annually during month of 
May (subject to tax withholding)




