
PSEO ONLINE ORDERING GUIDE 

Log into your account.  
1. Go to the Inver Hills Online Bookstore at ihccbookstore.com 
2. Click “Log In” in the upper right corner. If you have an account already, login with your 

credentials. Or choose “Forgot your Password” to have the password sent to you. 
3. If you have not purchased from the Bookstore's website previously, you may already have an 

account! Try logging in with your regular email address and use your STAR ID in all capital 
letters as your password. This default password is created for you. 

a.  If it works, it will prompt you to create a new password. 
4. If you do not have an account, you will need to create an account. Click “Register Here”. Then 

click “Students/Shopper.” 
a. Complete all required fields. Be sure to include a valid e-mail address. This is how the 

IHCC Bookstore communicates with you regarding order status or any questions the 
Bookstore staff may have regarding your order. 

5. Record your login and password information in a safe place. The IHCC Bookstore does not 
keep this information on file. 

Order Your Books 
1. After setting up your account or logging in, click the “Textbooks” link at the top of the screen 

and then select “Order Textbooks.” 
2. Under “Select Term,” click on the term you wish to purchase books for, followed by the 

"Department," "Course Number" and "Section Number" for your classes. Repeat these steps 
for each course you registered for. 

a. DO NOT find your courses based on your instructor name. Instructors often teach 
different classes that require different materials. Be sure you have the right class. 

3. After entering all your course information, click “View Your Materials” under your Current 
Course list to proceed. Choose the book(s) you want to add to your shopping cart.  

b. As a PSEO student, be sure to add “Used” textbooks to your cart and not “Rentals”. 
The Rental Program and the PSEO Program are two different things. You will not be able 
to check out if you have Rentals in your cart. 

4. When you are finished making your selections, select "Shopping Cart" at the top right of the 
screen. Review the list of textbooks in your shopping cart and make any necessary changes. 

5. Select "Continue Checkout" if your order is complete. Select "Continue Shopping" if you need 
to add more items to your order.  

6. Read the important information about Substitutions and Update Action Preferences and 
choose your preference. Then click “Next”. 

http://ihccbookstore.com/home.aspx


Payment Options 
1. If you haven’t made an account, this is where you will need to. See step 1 as needed. 
2. Choose how you wish to receive your order. “Pick Up In Store” or “Ship Order” 
3. Make sure both the billing and shipping addresses are correct. As a PSEO student, your billing 

and shipping address can be your home address. You don’t need to enter your school’s 
address anywhere.  

4. If all of your information is correct, click “Continue” under the Billing address. 
c. If the Continue button is unavailable, there are a few things that may be causing it.  
d. Click “Change” on your Billing Address, then click “Edit”. Make sure the following fields 

are completed. 
1. Phone Number 
2. Student ID Number 
3. Last 4 of the Zip code – if you don’t know it, type in 4 zero’s (ex: 0000) 
4. Country field (found underneath the State field).  
5. If all of these fields are filled in, click “Update” then “Back to Checkout” 

e. If the Continue button is still unavailable, do the previous step with your shipping 
address. Both of the addresses need the fields 1-4 filled in. Don’t forget to click 
“Update” 

f. If you complete all the fields on your shipping and billing address and the Continue 
button still doesn’t appear, you should contact Kim at the Bookstore at 651-450-3388 

5. Once you choose Continue, it will ask you to confirm the shipping method (Pick up in Store or 
UPS. Click “Continue” 

6. Then choose your Payment Method. As a PSEO student, click on the word “Credit Card” to 
select “Financial Aid/PSEO/Third Party” from the drop down menu. 

6. DO NOT put your credit card information in. We WILL bill your credit card and 
switching the payment method is difficult and may delay your books. 

7. Enter in your Student ID number (NOT your Star ID) 
8. Click Submit Payment. You should get an order confirmation. Make sure to keep that for your 

records so we can find your order if you have any questions. 
9. Below is the list of the common errors you may get when submitting the payment 

a. “There are not enough SFA Funds to cover your purchase” This error is usually caused 
by a Rental book being in your cart. Rental books aren’t covered under PSEO. Go back 
and re-add the book to your cart as a purchase, not a rental. If you DO NOT have a 
rental in your cart, contact the Bookstore as there may be an issue with your account. 

b. “The authorization process is unable to be completed” You are using the wrong ID 
number. You should use your Student ID, NOT your Star ID. Your student ID is printed 
on your IHCC student ID card if you have one, or you can find it in the top right of your 
e-services account. 
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