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®

 

Introduction to Online Ordering 

To access the ALEKS online ordering form, begin at the ALEKS home page and then click on the 
“K-12” button. 
 

 

From the navigation tool bar on the left, click on the “Ordering Information” link. 

 



Page | 2 
Copyright © 2012 ALEKS Corporation 

ALEKS is a registered trademark of ALEKS Corporation. 
 

Click on the “Order ALEKS Now” button to begin your order. 
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You will arrive at a page that will ask if you have used the online order form before.  

Please make a selection from the following two options:  

• No – First Time User.  If you select this option, you will be taken directly to the online order 
form. 
 

• Yes – Returning User.  If you select this option, you will enter your email address in the 
provided text box.  ALEKS can pre-fill your subscription contact and billing information 
however, you must enter the exact email address that was used in a previous order.  ALEKS 
will send you an email with a link to reorder subscriptions.  To view the detailed steps, go to 
the “Returning User Option” section on page 19.   
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First Time User Option 

You will start at the “Accounts and Subscriptions” page.  

First, enter in the information for your subscription contact person.  This is the primary contact the 
ALEKS Orders Department should contact if they have any questions regarding the order.   
 
Next, select your subscriptions by clicking on the “Select/Edit Subscriptions” button.  
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Once the subscriptions have been selected, and the desired quantities have been entered, click on 
the “OK” button. 
 

 

If the order contains QuickTables Stand-Alone subscriptions AND subscriptions of the same length, 
the following prompt will appear to verify that you want to order both types of subscriptions.  
 

 
 
 With the purchase of subscription types other than QuickTables Stand-Alone and AP Statistics 
(Quantitative), you are given access to the entire ALEKS course library, including QuickTables.  
Except for QuickTables Stand-Alone and AP Statistics (Quantitative) subscriptions, RtI Screening 
Assessment, and Assessment Only, all other ALEKS subscriptions and course products come with 
the ability to use QuickTables – at no extra charge. 
 
If you receive the prompt, please take the time to verify whether or not the Quicktables Stand-Alone 
subscriptions are for students who will NOT get another type of ALEKS subscription.  If they are 
NOT getting another type of ALEKS subscription, please proceed with the QuickTables Stand-
Alone selection. 
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Next, a summary of the subscription selections will be provided.  The summary will state the 
subscription length, price, quantity, subtotal, and total amount due for the selections. 
 

 

In the School section of the ordering form, enter the “School Name.”  Next, select the “School 
Type.”   
 
Select whether or not any subscriptions need to be assigned for use at this school only. If this 
option is desired, place a check mark in the box next to “Reserve subscriptions for use at this 
school.”  The box below will become active and allow you to designate how many subscriptions will 
be set aside for this school.  Those subscriptions will be unavailable to all the other schools in the 
district.   
 
Please note: If no subscriptions are put on reserve , the subscriptions can be used by any 
school within the district (that is using ALEKS). 
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After the school information is completed, please enter the teacher information.   A welcome email 
will be sent to the teacher that includes important ALEKS account information and teacher 
resources.  By default, teacher accounts do not have administrator access.  If a teacher needs to 
have administrator access, place a check mark in the box next to “Also make this teacher the 
administrator of ALEKS for this school.” 
 
A teacher account allows teachers to have control over their classes only.  If a teacher has an 
administrator account, she will be able to access not only her own classes, but all of the other 
teachers’ classes within that school. 
 

 
 

Please note: There can only be one administrator se t for each school on the order form.  If 
your school has more than one administrator, includ e a note in the “Special notes for your 
order” section – this will be at the end of your or der (in the “Accounts & Subscriptions” 
section on page 16; see below screenshot for locati on), with the name of the additional 
teacher(s) who should be assigned administrator acc ess in ALEKS. 
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Next, choose the class information for the teacher account.   Click on the drop-down box next to 
“Subscription length” to select the subscription type for the class; the subscription choices are 
based on the subscriptions you previously selected.  
 

 

Before selecting the course, click on the “Course recommendations” link.  The K-12 Course 
Recommendations page will list all of the courses offered and the ALEKS recommendations for 
who should use each course.  These recommendations will provide guidance on which ALEKS 
courses best fit the needs of your students.  
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If there is still uncertainty about the best courses to select for students, please contact your sales 
representative by going to http://www.aleks.com/k12/adoption_information and clicking on your 
state to obtain your sales representative’s contact information, or contact ALEKS Customer 
Support by logging a request at http://support.aleks.com.  
 
To select a course, click on the drop-down box next to “ALEKS Course.”  Click on the drop-down 
box next to “Course grade level” to assign a grade, or check the box next to “Use grade range” to 
select a grade range.   
 
Please note: By selecting a grade range, you are st ating that you will have multiple grade 
levels using the same ALEKS course.  For example, i f you select the course Algebra 1 and 
select the grade range 6 th - 9th, ALEKS will create one Algebra 1 class for each gr ade level 
specified.  Also note that assigning a grade level does NOT change the course content.  For 
example, all Algebra 1 course content will be the s ame, regardless of grade level specified. 
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Click on the “Add Another Class” button to add additional classes for this teacher. 

To add additional teachers, click on the “Add Another Teacher” button.  

The form allows you to add as many classes and teachers as needed (only one administrator can 
be selected). 

If another school is needed, click on the “Add Another School” button.  Repeat the above steps to 
fill out the school, teacher, and class information.   
 
Once this process is completed, click on the “Save and Continue” button. 
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Next is the “Billing and Payment” section.  
 
A summary of the order will be at the top of the page.  After reviewing and verifying the information, 
please scroll down to the “Billing Information” section. 
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Enter the billing information and verify that the billing contact’s information is correct. 

 

In the “Payment Options” section, click on the radio button next to the method of payment desired, 
“I will submit a Purchase Order,” or “I will pay by credit card.” 
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If paying by purchase order, please enter the purchase order number in the box next to “Purchase 
Order Number.”  If there is an open or blanket purchase order already set up with ALEKS, and this 
order is for that account, click on the box next to “This is an open or blanket purchase order.”   
 
Next, indicate how and when a hard copy of the purchase order will be submitted to ALEKS 
Corporation. 
 
Once the payment information is entered and verified, click on the “Continue” button. 
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If payment by credit card is selected, enter all necessary credit card information.  Once the 
payment information is entered and verified, click on the “Continue” button. 
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Next is the “Review Order” section. 
 
Please review the account and subscription information.  If any of the information needs to be 
revised, please click on the “EDIT” buttons on the right. Your order is not complete until you click 
on the “Submit Order” button.  
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To leave an optional note for the ALEKS Orders Department, click on the “Special notes for your 
order” link.  A note for the Orders Department could include any questions/comments about 
subscriptions, administrator access, etc. 
 

 

Once all information is verified, click on the “Submit Order” button.  Your order has now been 
submitted and sent to the ALEKS Orders Department. 
 
Please note, three confirmation emails will be sent  to the primary and billing contacts. The 
primary contact is the name, phone number, and emai l address you entered under the 
subscription contact person section.  The billing c ontact is the name, phone number, and 
email address you entered under the billing contact  section.  
 

• Confirmation email #1 – This email will state that ALEKS Corporation has 
received your order.  Teachers will receive a separ ate notification with setup 
instructions.   The email will include the order number, and (if a pplicable) a 
reminder to send a hard copy of the purchase order.   
 

• Confirmation email #2 – This email will state eithe r ALEKS accepted the 
purchase order or payment has been processed. Inclu ded in the email will be a 
link to reorder ALEKS subscriptions.   
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• Confirmation email #3 – This email will confirm tha t the order has been 
completed and include a link to reorder ALEKS subsc riptions.  

 
An order confirmation page will appear after the order has been submitted.  The order confirmation 
page will provide an additional reminder to submit a hard copy of the purchase order to ALEKS if 
you did not attach a purchase order to the submittal.  Also, a reminder to include the order number 
on the purchase order will be given.  You can now print a copy of the order and also save it as a 
PDF.
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You will see an “Order Confirmation” page.  
 
Click on the “Done” button to conclude your online order. 
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Below is an example of a confirmation email stating the order has been completed with a link to 
reorder ALEKS subscriptions.   

 

Returning User Option  

Select the “Yes- Returning User” option.  Then enter the email address used in your previous 
order. ALEKS will send an automatic email with a link to access the online order form with your 
subscription contact and billing information pre-filled.  
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If the email address you entered is not found in the ALEKS database, you can try again or select 
the “No” option to fill out the form as a First Time User.  

 
 

After entering a valid email address and clicking on the “Continue” button you will be instructed to 
check your email inbox for a message from ALEKS.  The email message will include a link to 
reorder subscriptions.  
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Below is an example of the email message you will receive including a link to reorder subscriptions.  
If you have ordered for more than one school in the past, the school names will be listed in the 
email. Click on the “Reorder subscriptions” link beside the school name you wish to reorder 
subscriptions for.   
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After clicking on the “Reorder subscriptions” link, you will go to the online order form.  As a 
returning user, your subscription contact and billing information will be pre-filled.  
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As you fill out the form, you will now see drop-down menus that contain your account information 
based on your account history.  Please make a selection from the drop-down menu to populate the 
required fields.  To review the steps on how to fill out the online order form, please go back to the 
beginning of this document.  
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If you select a teacher with an existing ALEKS account for your setup, you are not required to “Add 
a new Class” and can now click on the “Continue” button.   
 

 
 
If you select “<<New Teacher>>” from the drop-down menu, the box below will expand and you 
must enter the information for at least one new class.  
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Next is the “Billing and Payment” section.  
 
The online ordering process from this step forward is similar for Returning Users reordering ALEKS 
subscriptions as for First Time Users ordering ALEKS subscriptions, except your billing information 
will already be pre-filled.  Please return to the “Billing and Payment” section on page 11 to review 
the step-by-step guide.  


