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Procedure for Ordering Books, Reports or Computer Manuals 

To Order Books or Reports: Go to Lydia Rogers and she will enter an ILR requiring the following information:

· Your Name, Life Number and Phone Extension

· A Valid Project and Activity

· Title and Author

· Publisher 

· Edition Number  

· The Library of Congress Identification number (ISBN) if known

The ILR will be returned to you for your signature and your supervisor’s approval. Return the ILR to Lydia and she will forward it to the Research Library. They will call you when the item has been delivered to Brookhaven (usually about one week).

*Note: If you need to borrow a book from the Library, bring your Brookhaven Identification to the Research Library , Bldg 477A. Each book can be borrowed for 4 weeks.

To Order Computer Manuals:  All computer manuals must be bought from Research Books accessed on the PPM site: http://www.duetproducts.com/researchbooks/bnlbooks/.  You must be an authorized BNL credit card holder to access this site. First  time users will need to enter a user profile. All the fields in the user profile must be completed. After you  hit save, your user name and password will be emailed to you. Place an order as follows:

· Enter your user name and password on the website and you will be brought to the computer book store. You can  then search by title, publisher, author or ISBN #. 

· Add your selection to the “Add to Cart” button on the left side of the screen.

· Enter the quantity and method of shipment and hit the “Add to Cart” button.

· You can continue to find additional books to your cart or “Checkout”.
· Check your order and then hit the “Send this Order” button on the bottom. Books will be sent to the Bldg # entered in your profile. A confirmation email with your order number will be emailed to you.
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