For Event Coordinators

Distributing Books to Students

Viewing the Summary List

When you receive your eFair shipment, you need to sort and distribute the
books. Your shipment includes a packing slip with multiple sections: a
summary list of all books, teacher lists with student names and books they
ordered, and any student gift and/or teacher wish list purchases.
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The first section of the packing slip contains the summary list of all books
purchased from your eFair. Check to ensure that all books are in the box(es)
before you sort and distribute by teacher/student. The total number of titles
and copies shipped appears at the bottom of this list.
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Sorting by Teacher
The second section of the packing slip identifies each teacher's name and the
students who ordered books. Find all the student orders for a particular
teacher, and then give those pages to the teacher with the books for their
students. The total number of titles and copies shipped appears at the bottom
of the list for each teacher.
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Teacher Wish List purchases contain information on each student who
donated books. Contact the individual students to pick up the books and
give them directly to their teacher as gifts.

Identifying Gift and Teacher Wish List Purchases
There are two other sections that can appear on your packing slip, depending
on your order:
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Student gift purchases contain contact information for the parent or family
member who ordered each book. Gift purchases mean the parent
specifically requested NOT to give books directly to students, so you must
hold them for parent pickup. The recipient's name, purchaser's name and
their email address appears on the slip, along with the quantity and title of
each book.
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