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ITLP - Illinois Textbook Loan Program 
 
The ITLP - Illinois Textbook Loan Program is a new online web-based application designed for schools 
and districts to submit a request to purchase school materials.  To access the system, go to ISBE 
Home page (http://www.isbe.net), and click on IWAS on the top menu.    
 
A first time user must establish an account in IWAS by clicking on Sign Up Now on the IWAS login 

screen, enter required information, click on the  button (see Figure 1 and 2), and follow the 
instructions.  
 

If you already have an IWAS account, type in your Login Name and Password, and click the  
button (see Figure 1).  Once logged in successfully, select System Listing on the left menu and ITLP 
– Illinois Textbook Loan Program.  
 
If you don’t see the link to the system, you may not have access to the system.  To request access, 

click on the  icon, and follow the instructions (Figure 3-4). 
  
More detailed information could be found on IWAS User Guide (click on IWAS User Guide on the left 
menu).  If you need technical assistance or have questions on how to create a new IWAS account and 
to signup for the ITLP - Illinois Textbook Loan Program system, please contact ISBE Help Desk at 
217/558-3600.  
 
Figure 1 – IWAS Login Screen and Signup Page 
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Figure 2 – Create New Login Name and Password for a New User Account 

 
 
Figure 3 – Sign Up for ITLP - Illinois Textbook Loan Program 
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To request access to the ITLP - Illinois Textbook Loan Program, enter all of the required fields on the 

signup page. See Figure 4 below.  Click on  button after you’ve completed the required 
information. You will get a confirmation that you’re done with the signup process.  
 
Figure 4 – Illinois Textbook Loan Sign-Up Information Page 

 
 
Your profile will be reviewed by your district administrator or an administrative authority.  A notification 
will be sent via email when your access to the system has been granted. 
 
After your access to the system is granted and you log into IWAS successfully, click on System Listing 
and you should see the link to the system (see Figure 5).  Clicking on ITLP - Illinois Textbook Loan 
Program will automatically take you to the ITLP home page (Figure 6). 
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Figure 5 – System Listing Screen 

 
 
Figure 6 – ITLP - Illinois Textbook Loan Program Home Page 
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Figure 7: Frequently Asked Questions Page 

 
 
Figure 8: Illinois Textbook Relocation Program 
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Figure 9: View Cart/Order screen showing the pupil enrollment and available fund information 

 
 
Figure 10: Search Catalog Screen 

 
 
To search for items in the catalog, enter specific information of the item(s) you want to search.  You 
may enter one or combination of the available criteria.  We encourage you to enter the exact ISBN 
number for faster return or narrow your search by providing a combination of the criteria to limit the 
number of the items returned which is no more than 1,000 by default. 
 

• ISBN: Enter exact 13 ISBN numbers (or one to 13 numbers).  Do not include any hyphens or 
spaces in the textbox area. 

 
• Title: Enter exact title or words contained in the title. 

 
• Publisher: Select a publisher on the list. 

 
• Subject Area: Select a subject area on the list. 

 
• Type of material: Select a type of material on the list. 

 
• Condition: Select condition of the item. 

 

Click on the  button.  List of items matched your search criteria will appear on the screen.  

Description of each item, if available, can be viewed when pointing the mouse on the  icon (see 

Figure 11 for example).  Enter quantity (QTY) and Priority of the item, and then click  
button.  Once click, the dialog window will display message that the item you selected has been added 

to the cart and the  button will be invisible (See Figure 12).  
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Figure 11: Search Results 

 
 
Figure 12: Message displays after an item added to the shopping cart 
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Figure 13: Warning message that the request must be placed at least $200 per vendor 

 
 
You will not be able to check out the items if you place an order less than $200 per vendor or your total 

request is 5% over your available fund. Click on  button for more information regarding the 
warning.  (See Figure 13 and Figure 14) 
 
Figure 14: Warning message that the request is over 5% limit of the available fund 
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Figure 15: A shopping cart with a valid request 

 
 
How to manage your shopping cart: 

• To change priority and/or quantity of a requested item, enter the new information in the Priority 

and/or QTY fields and click on the  button. 

• To delete a line item, enter 0 in the QTY field and click on the  button. 

• To delete the whole order/request, click on the  button in the bottom right corner.  
Warning!!  This delete button will permanently remove every item you have in the cart. 

• If you’re done with the shopping, click on the  button to continue on and 
complete the next step. 



 10 

Figure 16: Shipping Address and Contact Information Screen 

 
 
As shown on the top left corner of the screen (see Figure 16), the administrator and the 
school/district address on file at ISBE are the contact person and the shipping address by default. 
 
If you want the materials shipped to a different address and/or contact person, you must enter the 
information including email address and phone and fax numbers in the textboxes.  Do not enter P.O 
Box in the address fields.  A complete street address is required.  The vendor will not ship the 
materials to the P.O Box address.     
 

It is important that you must click on the  button to save 

and confirm the shipping information.  Click on the  button to verify the request 
and shipping address (see Figure 17). 
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Figure 17: Order verification and submission 

 
 

• Check and verify the shipping address and contact person information. 
• Check and verify the priority and quantity of the items you requested. 

• Confirm the order by clicking on the  button. 
• If your request requires approval from the administrator, your administrator will 

automatically receive a notification, asking for approval after the submission. 
• Once the administrator approved and agreed on the information on the sign off sheet by 

clicking on the  button (see Figure 18), your request is completed and received 
at ISBE (see Figure 19). 

 
Figure 18: Sign Off Sheet  
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Figure 19: View Cart/Order completed 

 
 
After your request is received at ISBE, you will be able to search materials but will not be able 
to add additional items to your submitted order.  If you need to make necessary changes to 
your recent request, please call ITLP staff at 217-782-0734. 


