
How to Place an Order: A Visual Tutorial

Order online! 
View Titles with Discounts, Place Orders

Step 1: Log on to www.sbbooks.com. Enter your username (email address) and password. If you’ve 
forgotten your password, click on “forgot your password?” or give us a call!

Once logged in, choose a catalogue to order from by scrolling over the headers “School” or “Public 
Library” and choosing a catalogue. You can also go the Advanced Search to the left of the screen.



I’ve chosen to order from the catalogue “Adult Bestseller Spring/Summer 2010”, I can now either add 
titles to the shopping cart or add it to a list. For more information on lists, see the tutorial about this 
feature.

To add to the shopping cart, enter the quantity you want and click                . You can always change 
the quantity in the shopping cart if you change your mind.

The quantity chosen now shows in the shopping cart.



When you are ready to check out, click ‘View Cart” at the top of the screen. I’ve added a few more 
titles to my cart.  You may change the quantity or delete titles from the cart.

You can see the discounted prices, the total, savings, and tax. You may choose to save these titles 
to a new list. Do this by clicking “Create List” or continue shopping.



I’m going to submit my order. If the shipping address is different than the billing address. uncheck 
the box and fill in the ship-to information.

Please remember to enter a PO number and any notes you may want us to see.
Scroll down to see an order summary and click ‘Submit”. You’re done!



You can view previous orders by clicking on “My Account” at the top right corner.
Click “My Orders”.

Here’s an order summary where you can open the order and print it!

Thank you for choosing S&B Books!

Please remember to Logout.


