
Step-by-Step Guide to Ordering Textbooks Online for CCP Students 

Students will receive an email communication when they are eligible to order books and materials. If students 
try to order prior to receiving this communication, the order will be denied. 

1. To order your textbooks, you will need your COTC email address and 7-digit student ID number 
(your username is your email with@cotcmail.cotc.edu added). Please only use your COTC email 
address when ordering textbooks and materials; do not use your high school or a personal email 
address. 

a. If you are unsure what your COTC username is, use this link to retrieve it. 
b. To locate your Student ID number, go to MyCOTC and locate the card that says "Update 

Personal Information". Choose the "Update Contact Information" option. Your ID number will 
be listed under your name next to COTC ID. 

2. Go to cotc-newark.bncollege.com. Select "Sign In" on the upper right of the page and then select "Sign in 
with School Login". 

3. You will be redirected to the Campus Login page where you will be asked to log in with your COTC 

email. 

mailto:with@cotcmail.cotc.edu


4. Once you have been verified, you will be redirected to the Bookstore Website. Select "Search Now" 

within the Course Materials Concierge.  
 

5. On the following screen, you will be prompted to enter the courses you are enrolled in for the 
upcoming semester. You can find this information on your schedule. When asked to choose a “Term”, 
ensure you select the option that mentions “COTC OPT OUT”. 

 
 

 
 
 
 
 
 
 
 
 
6. Select a format-New, Used, Digital, or Rental. The required and recommended course materials for 

each course you are registered for will auto populate. CCP will only pay for required items. 

a. Rentals: if you select Rental, you will be required to enter a debit or credit card to secure 
the rental. If you follow the instructions below, your high school will be charged for the 
rental fee, and your debit or credit card will only be charged if you fail to return the 
rental to the bookstore by the last day of final exams. 

b. Digital Resources: there are three types of digital resources you may come across when 
ordering textbooks and materials. Please note that, just like physical textbooks, your high 
school may order these materials for you. Check with your school counselor before ordering. 
Please only use your COTC email address when ordering digital materials. This is the email that all 
digital resources will be delivered to; do not use your high school or a personal email address and 
do not place another order if your materials do not arrive immediately. Reach out to the 
bookstore for assistance if this occurs. 

i. Digital purchase or rental through YUZU: Students access and read this 
material through YUZU under your COTC email. 

ii. Digital Rental through Pearson+: Students are sent an access code to YUZU under 
their COTC email. They then use that code to register on the Pearson 
+ site to gain access to their material and can read on the Pearson site. 
 



iii. Courseware/Etext with integrated online homework solutions: Students are sent an 
access code to YUZU under their COTC email. Then, the student copies that access 
code and pastes it into the website provided by the faculty and located within 
Canvas. 

 

 

 

 

 

 

 

 

 
7. Once you have added all materials to your cart and are ready to check out, click "Proceed to 

Cart." Once in your cart, you will need to select your shipping method for each item. 

Your shipping options are: 

a. FREE & FAST In-Store Pickup-this option allows you to pick up your materials at our 
Newark campus bookstore. 

b. Ship To Address-You may only select ground shipping. Ground shipping is one-day 
transit to anywhere in Ohio, the only shipping method covered by the CCP program. 

i. Please allow 24-48 hours for processing. UPS ONLY picks up Monday-Friday in the 
morning and does not make weekend deliveries. For Example: Orders placed after 
noon on Friday will not be processed until Monday, picked up by UPS on Tuesday 
morning, to be delivered on Wednesday whether selecting Ground or Next Day Air



8. On the Payment Information screen, if you are a: 
a. Public School Student or Private School Student with funding: 

i. Select "Financial Aid" 
ii. Check the box "Internal Provider" and enter in your 7-digit COTC Student ID number. Then, 

click "Apply SFA Funds." 

b. Homeschool Student or Private School Student without funding: 
i. You are responsible for the cost of all required materials. Please select from the 

other three options available. 
 

 
9. You should receive a message that funds have been applied, and then can click "Proceed to 

Checkout," confirm your order, and click "Place your Order." 
 

 

 
If your order is unsuccessful for any reason, please address any payment method issues prior to submitting 
a new order. Additionally, ensure that the original order is cancelled before proceeding. Not doing so can 

lead to duplicate charges. 
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