
1 

 

  

  
  
  
  
  

 QUICK GUIDE TO MACKIN.COM 
 
  
 

 

 

 

 

 

 

 

 

 
 
 

MACKIN EDUCATIONAL RESOURCES 
3505 COUNTY ROAD 42 WEST 

BURNSVILLE, MINNESOTA 55306-3804 
PHONE: 800.245.9540 

Fax: 800.369.5490 
  

 
 

 

 

  
  

 UPDATED: 5/26/15KAB 
 



2 

 

1. Searching for Titles 
To begin the process of searching for a title and creating orders or lists, use the quick search at the top 

of each page, or mouse over Advanced Search in the menu bar to find Advanced Search and your last 

five searches. 

 
 

Advanced Search has all available search functions, including reading level, reviews, Accelerated 

Reader Quiz number, Languages, and more. Make sure to check out the red Search Tips link at the top 

of the page – plus Popular Searches and other information on the left. 
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You can also use the Easy Search to the top left of each page. Using the drop down, you can perform 

an Easy Search by Title Begins With; Title Contains; Author; Author (Last, First); Author Contains; 

Title, Author; ISBN; Sets and Series; Subject; or Keywords.  If you use My Mackin > My Profile, you 

can set your own default parameter for future visits. 

 

 
 

 

A drop down menu when you mouse over Advanced Search shows you the last five searches you 

performed. It will pre-populate the parameters you had for that particular search, allowing you to find 

the exact same results or further refine for fewer results. 
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2. Search Results 
The search results screen can be customized to show only the information that is most important to 

you. Before individual settings are made, only TitleMatch, Cover Image, Title, Author, Date of 

Publication (DOP), Format, Price, and Quantity will appear: 

 

 

 
 

You can sort by any column by clicking on the column header. 

 

To add additional columns, click the red COLUMNS link to the top right of the search results. You can 

add Series Title, AR Quiz information, RC Quiz information, FP (Fountas & Pinnell information), 

Lexile (Lexile level information), Publisher, Dewey Number, ISBN, Reading Level, Interest Level, 

Priority, Language, Pages, Notes, and/or CLCD Info (Children’s Literature Comprehensive Database). 
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TitleMatch is displayed to the left of each title (when the column is active and TitleMatch has been 

turned on in My Profile). Mousing over the colored L, S, or M will pull up the list of matches for that 

title. Titles that are a match in multiple collections or on your lists will also be listed in the information 

box.  

 

 
 

  

Any available option to revise the Search Results screen can be found under Options in the main menu, 

including refine, print, add unfound title (to add as much information as possible about a title not found 

in our database), select all, create new list, and Mackin.com’s help guide. 
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3. Full Record Screen 
From the search results page, clicking on the title of a book will bring you to the full records screen for 

more information about that title. All available information regarding a title is displayed on this screen: 

book cover, title, author, publisher, publication date, size and number of pages, edition, subject 

headings, interest and reading levels, price, Dewey number, binding type, ISBN, reading program 

(Accelerated Reader, Reading Counts, Fountas & Pinnell, Reading Recovery, Lexile) details, 

annotation, awards, full-text reviews and a link to Children’s Literature Comprehensive Database 

(CLCD) when applicable. Click each black tab to see information included on that tab and on the red 

down arrows to read the full text reviews if there are more than one available. 
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4. Creating a List / Order 
The easiest way to start creating orders is to set up a new list before selecting any titles. On the search 

results screen, click on Create New List from the Saving titles to drop-down: 

 

 
 

 

 

 

 

 

 

 

You can also choose Create New List under the Options menu on the My Lists page: 

 

 

 

Then, a pop-up screen will appear for you to enter your new list 

information. 

 

Enter the New List Name, PO # (if known), assign the Fund Code from 

the drop-down menu, include the dollar limit (if known) and tax rate (0), 

and any notes you’d like to include with the list, then click Create List. 

 

 

 

 

 

Mackin online uses one click save, meaning that once you have found a title you’d like to add to a list, 

one click in the box to the left of the title will save it to the currently open list. Make sure you have the 

correct list in the “Saving titles to” box before clicking on the title. 
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To remove an item from your list, un-click the box to the left of the title. You will see the title 

highlighted in gray, with no check mark in the Select box and a Qty of 0. The gray highlight through 

List Information will also be updated when the order is submitted and/or when you permanently 

remove the deleted titles by using the Remove Deleted Titles link under Options. 

 

 
 

 

5. My Lists 
To find any lists created on your account, click on My Lists > See All Lists menu. 
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From the My Lists screen, use the word links below each list name to Edit, Delete, Forward lists to 

other registered mackin.com users, Print, and view a Summary of the list. You may sort any column 

by clicking on the underlined column header.  

 

There are also additional features available under Options. 

 

 
  

 

Merge allows you to merge two lists into one larger list. 

 

Move/Copy allows you to move or copy titles from one list to another list. 
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List Totals gives you a comprehensive overview of your lists and their contents, including category 

allocations (Non-Fiction, General Fiction, East, etc), Dewey 100s, Dewey 10s, Format (binding types), 

Reading Information, DOP Distribution, and more. This information is especially helpful in creating 

large orders or when trying to update certain areas of your school collection. 
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From the open list, any available options for the list can be found under Options, including changes, 

print or export, delete list, forward list (to forward the list to another Mackin user), and many more. 

You can review the list and make any final necessary adjustments, such as changing all paperback 

titles to Mackinbound, or just viewing a Summary of the list to see various data about the titles you’ve 

chosen. 

 

 
 

You may notice that a list contains unavailable items (items that are now out of print from the 

publisher); clicking on the blue link at the top of the page gives you the opportunity to select a 

different binding for the title or remove it from the list. 
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6. Submitting an Order 
 

To submit the order, click on the grey Order Now button to the right of the list name. 

 

Then, complete the ordering screens: 

 

 
 

 

Review the materials included in the order and choose how the order should be cataloged and 

processed. 
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Choose the correct shipping and billing addresses. 

 

 
 

Always choose Purchase Order, enter the PO number (if known; otherwise, please leave blank), and 

note that a PO may not be sent to Mackin. 

 

 
 

Review the order on the last page, then click Submit Order. 
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 7. Other Online Services 
All other online services can be found using the HOME header option, including Collection Analysis, 

Collection Development, Classroom and New School services, and more. 

 

 
 

 

Services includes information about our Digital items (MackinVIA, Products, Video Tutorials), 

Classroom (Products, Summer Reading, Connext), Library (Products, Collection Management, 

Processing & Cataloging, MackinBounds), New School Services (Services, Our Team, New School 

Checklist) and Programs (Funds4Books, BookTalk, Compendium, Publisher Showcase, Mackin 

Recommends, and MackinSelect). 

 

Resources includes Mackin Marketing materials (Help Guides, Brochures, Logos), MackinVIA(Help 

Guides, Promotional Materials, Lesson Plans, Video Tutorials), Classroom (Lesson Plans, Student 

Resources, Family Resources, Marketing Materials), Promotions, Videos, Book Award Posters, our 

Grant Channel, and eMackin. 

 

Title Lists includes the options to Search All title lists, or check out Compendium, Mackin 

Recommends, or Review Journal lists. 

 
My Mackin is your personalized information, including Collection Analysis results, Funds4Books, 

Lists, Orders, Profile, Registration, and Specs. 


