
Guide of Request Textbooks by using (Textbooks Workflow System)  

To open the workflow Textbooks System you can go through 
this link: http://myebs.qu.edu.qa/  

 Sign in by using your usual username and password. 

 Then, click on Book Requisition Responsibility for Collage. 

 In the main page, there are three main options: 
1. (Main menu): you can choose “main menu” to go back to 

the main page. 
2. (Book Request): This option permits you to order a book 

available in the Book Store. It allows also verifying the 
availability of the requested book through: Report  Book 
Search  then searches for the book either by name of the 
author or by its title.  

3. (Define New Book): To request new book you did not 
choose previously. 

4. (Reports): to obtain all the detailed information that 
concerns your department and to perform all the needed 
statistics.  

 

2. Book Request: 
Click on (Book Request)  Then click on (Add New Request)  
it will appear to you a page shown on your left that requires 
general information about you need to order such as: 

 (Book Type): if you are ordering Arabic book, you should 
choose the option “Arabic book”. Likewise other types of 
books. 

 (Description): you should write a proper description such as: 
“English Dept. 2017-2018”. 

 (Academic Year). 

 (Forward to): the transferred request will be forwarded in 
case the head of department or the dean of the college 
handed the approval to someone else in charge. 
 

(Cancel): it can be used to cancel the request before saving it. 

(Delete): it can be used to cancel the request after saving it. 

(Save): to save your request for further modifications. 

Then click on (Add Row) to add new books’ titles you need to  

order as you need to fill up all the columns correctly.  

 

http://myebs.qu.edu.qa/


You can copy the same information to order another book by 
choosing the needed title then clicking on (Duplicated Row) 
as shown in the picture.  
You are allowed to remove the row by clicking on (Delete 
Row). 
 
Note: if any changes occurred, you need to click on (save). 
 
After inserting all the books’ titles you are willing to purchase, 
you can send the request to the person in charge of approvals 
such as the head of department by clicking on  (Submit to 
Approver)  
3. Add a new book (define new book): 
Click on (Add New Book)  the following page will be appear 
to you, in which you should fill up the proper information 
carefully. 

 (Book Category): you should choose the exact type of book 
if it is in (English - Arabic – eBook). The eBook consists 
different types:  

 English eBook 
 Arabic eBook 
 English eBook that has been translated to Arabic 

language (Arabic. Trans. eBook) 

 (Book Title): Write the full name of the book. 

 (Auther1 – Auther2): If authors more than one, mention at 
least two authors of the book. 

 (Edition): Type the book’s edition and its number if found. 

 (Book Number): after getting done with information entry, 
the book store staff will provide you with the book number. 

 Book identifier (ISBN): every book has an ISBN number that 
it should be provided. 

 Book platform (for eBooks only): This cell is mandatory and 
important for e-books, so you should choose the right 
platform that the teacher wants.  

 (Nature of the Item): if the book is hard copy and for 
students, you should choose (Student Book). For other 
options, please check with Textbook Section staff. 

 (Publisher): select name publisher that provided the book. 

 (Publisher Address): Mention the country of publication. 

 (College): select the college of your department. 

 (Department): select your department.  

 



4. Reports: 
1. Banner Data: 
Used to know the books that assigned with each courses, the 
number of books are available and sold, as well as it has full 
information about course title, course number, and name of the 
course instructor. To use it, you must fill in the required fields: 

 Term: For example, if you want to see Spring 2017, write 
the semester in this way 201720. 

 Book Category: For example, if you want to see only the 
Arabic books you can choose, but if you want to look at 
all books you do not have to choose anything category. 

 Department: Select the department to show you only 
your Department list.  

You can also take the advantage of the system's flexibility to get 
information quickly by using the search box and typing anything 
from available column information. You can also click on Action, 
which includes the following options: 

 Filter: Search for specific thing. 

 Rows per Page: Controls how many rows you want to 
see. 

 Format: to make graphs, mathematical calculations, 
color shading, etc. 

 Save Report: Keeps the report you've been working on 
and returns to it when needed. 

 Reset: Returns to the report as it was initially without 
any changes. 

 Download: Extract a copy of the report in Excel format, 
or send it via e-mail to any person ... and other formats. 

2. All Requests: 
It’s useful to know all the books that were requested during the 
academic year, where you can verify and follow up the requests 
you have made, calculate the estimated budget of the books you 
requested, and make sure that the books are properly linked to 
the correct course. Action option exists as previously 
mentioned. 
3. Book Search: 
It’s useful to know the available books by the title, year of 
publication, edition number, publisher or supplier, serial 
number, section, e-book platform, number of available books. 
Action option exists as previously mentioned. 

 
 
 

 


