
How to Order Course Materials 
This guide will show you how to order course materials from the bookstore.



Before you order your books, make sure you have your class information ready. You will need:

• Subject (example ENGL or MATH)

• Catalog Number (example: 101)

• Section Number (example: 2)
• Instructor Name

If you do not know this information, use the How to View Your Class Schedule user guide for step-by-step 

instructions on finding your class information in ctcLink.  Once you have your class information, you can 

start looking for your course materials.

Before You Start 

https://pencol.edu/sites/default/files/2026-01/How%20to%20View%20Your%20Class%20Schedule.pdf


Go to the Bookstore Website:
1. Open your web browser and go to https://bookaneer.pencol.edu/home.

https://bookaneer.pencol.edu/home


Open the Course Materials Page:
2. At the top of the page, click Course Material. Then click Order Course Material.



Log In or Continue as Guest:
3. If you are using Financial Aid, you must log in or create an account. If you are not using 
Financial Aid, you can continue as a guest, but creating an account is recommended.



Search for Your Classes:
4. Select the term, subject, course, section, and instructor for each class. Add all your classes 

before moving on.



View Your Materials:
5. When all classes are added, click View Your Materials.



Review Your Book Options:
6. Some classes may have different book choices. Read each option carefully before adding items to your cart.



Choose New or Used Books:
7. Some classes offer new and used books or rentals. Used books and rentals usually cost less, so 
choose the option that works best for you.



Subscription Access Options:
8. Some classes require online access programs like Cengage. You may see a 1-term option or a 12-month 
option. If you think you will use it again in another class, the 12-month option may save money.



Free Online Materials (OER):
9. Some classes use Open Educational Resources (OER). These materials are free and will be provided by 
your instructor during class. You only need to buy the printed version if you want a paper copy.



Course Material Fee Program:
10. Some classes include materials through a Course Material Fee Program. You already paid for these materials when 

you registered for the class, so no purchase is needed. Your materials will be available in Canvas.



Add Materials to Your Cart:
11. Choose the materials you want for one class at a time. When you are ready, click Add to Cart.



Continue to Checkout:
12. After adding your materials, click Continue to Checkout.



Review Your Cart:
13. Check your cart carefully to make sure all your materials are correct. When ready, click Checkout.



Answer the Order Questions:
14. A pop-up window will ask you a few questions about substitutions and updates.



Recommended Answers:
15. We recommend selecting Yes for substitutions so your order is not canceled if a book condition is unavailable. 
For instructor changes, choose Add Only Required. For replacement condition, selecting Used may help lower 

costs. Click Save when finished.



Select Payment Option:
16. Select Payment Options.



Log In, Create an Account, or Check Out as Guest:
17. You can log in to an existing account, create a new account, or continue as a guest. Students using 
Financial Aid must log in or create an account.



Choose Shipping or Pickup:
18. Select how you would like to receive your order. Store pickup is at the Port Angeles campus. If you want pickup in 

Forks or East Jefferson County, please coordinate with the staff at those locations after your order is placed.



Save and Continue:
19. Click Save and Continue to move to the next page.



Enter Your Address:
20. Type in your shipping or billing address. Click Save and Continue to move to the next page.



Enter Payment Information:
21. Choose how you want to pay for your order. If using Financial Aid, change the payment option 1 to SFA 
and enter your ctcLink student ID number as the account number. Change payment option number 2 to 

credit card as a backup form of payment. Your card will not be charged if Financial Aid covers the full cost of 

materials. If you are renting materials, your card may be charged if the rentals are not returned. If paying by 

credit card, enter your card information and select Save & Continue.



Place Your Order:
22. Review your order one last time to make sure everything is correct. Then click Place Order to place 
your order.



Success:
23. Done! You have ordered course materials.



If you have any questions or need further assistance, contact The 

Bookaneer at (360) 417-6440 or bookaneer@pencol.edu.

mailto:bookaneer@pencol.edu
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