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Overview 

 

What is TIMS 2.0? 

TIMS 2.0 is Mississippi’s Department of Education Textbook Inventory Management 

System. School districts can manage HQIM from purchase to distribution. TIMS 2.0 allows 

schools to report their active and surplus textbook inventory, as well as transfer surplus 

books to other schools. 

To ensure that internal controls are in place to document the most efficient use of taxpayer 

dollars, public and non-public schools are required to follow the state bid requirements 

established by Miss. Code Ann. § 31-7-13. Textbooks that are adopted and approved by 

the SBE are placed under state contract and are exempt from the bidding process. 

 

 

How do you sign up for TIMS? 

 

Districts should use the TIMS Security Form, located on the MDE Instructional Materials 

website, to add or make changes to TIMS user accounts. The Director of Instructional 

Materials and Library Media will review and approve the request prior to account changes. 

 

 

What are you able to do in TIMS? 

• Online Textbook Ordering 

• Review and search textbook Inventory. 

https://msinstructionalmaterials.org/wp-content/uploads/2023/08/TIMS-2-Contact-2023-1.docx
https://msinstructionalmaterials.org/


   
 

   
 

• Manage textbook inventory (active, surplus, disposal) 

• Request Surplus. 

• Request a Transfer. 

• Run reports 

 

 

Accessing ClassGather? 

Access TIMS 2.0 directly by going to ms.classgather.com 

Enter username (email address) and password. Organization is your school district 

name. Click Login 

 

Catalog Overview 

Where do I go to order? 

 

https://ms.classgather.com/


   
 

   
 

From the left navigation, you will see a 
section called “Order” with the submenu 
items of “Catalog”, “Lists”, “Quotes”, and 
“Orders”. 
 

 
 

What is the recommended workflow for ordering textbooks? 

The TIMS system is flexible and can adopt to many different ways to order and track 
textbooks, however, we recommend that for most users the below workflow would work 
best. 

• Create a list per location or adoption. It is recommended to be specific with the 
list's name.  

• Generate a quote once you have built out your list 
• Get a purchase order (PO) from the quote you generated 
• Once you have a purchase order (PO) number, return to TIMS and complete the 

order check out process. 
• Track the status of your order inside of TIMS 

   Important Tip: If you want your order shipped by school, you will need to generate a 
list/quote for each school. You can utilize the same purchase order (PO) for those orders.  

 Each section below goes into more detail about the features and options available. 

 

What is the Catalog? 

The Catalog page allows you to search by Keyword, ISBN, or Title with search feature 
providing the results from textbooks matching the criteria you enter. Additionally, you can 
use the available filters to further search for a subset of the catalog. 



   
 

   
 

 

After entering your search criteria and clicking the “Search” button, you will see a list of 

textbooks matching your search criteria. Each listing provides the name of the textbook, 

the ISBN, publisher, grade level, subject, copyright, edition, price, and whether it is part 

of an adoption. 

 



   
 

   
 

On the left-hand side of the screen, you can further filter down the search results, if 

desired. Once you find the book you are looking for, you can add a quantity to a list or 

directly to your shopping cart. 

 

What filtering options are available in the catalog? 

On the main catalog page, you can search by Keyword, ISBN, or Title. Additionally, you 

can filter the catalog by the following options. 

 

Adoption Filter 

The Adoption filter allows you to search the catalog by adoptions. You can either scroll and 
select the appropriate adoption or type in the search box to find the specific adoption. 

 

 

Publisher Filter 

The Publisher filter allows you to search the catalog by publisher. You can either scroll and 
select the appropriate publisher or type in the search box to find the specific publisher. 



   
 

   
 

 

 

Curriculum Filter 

The Curriculum filter allows you to search the catalog by curriculum. You can either 

scroll and select the appropriate curriculum or type in the search box to find the specific 

curriculum. 

 

 



   
 

   
 

At the bottom of the catalog window, the “Clear Filters” button allows you to quickly 
remove all selected filter options and return to a blank search. 

Note: You can apply multiple filter options to the same search. If you return no matching 
search results, it is recommended to remove a few of the search options to see if you can 
find the item you want. Additionally, keep in mind that there might be adoption categories 
without corresponding textbooks. 

   Important Tip: With so many publisher bundles available, it is always recommended to 
double-check or search using the ISBN. 

 

 

What are Lists? 

The Lists page allows you to create and build lists of titles. Lists can be thought of as a 
shopping list that you can add/remove titles from as you build out an order. These lists can 
follow any naming convention you want, but it is recommended you use them to build out 
potential orders. In this section, you can create, edit, and delete any number of lists that 
you need. 

 

On the left-hand side of the screen, you have the option to add a new list, create a list from 
an uploaded CSV, and search your existing lists. 

 



   
 

   
 

Note: It is recommended that you use lists to build and curate potential future orders. You 
can name a list based on your need but the more detailed the name, the easier it will be to 
find it later especially if you are creating multiple lists. 

 

List Details 

By clicking on the name of a list, you will see the list details page. 

 

 

The following actions are available in the main body of the page. 

List Name – By clicking the pencil icon, you can change the name of the current list 

Generate Quote – When you select this option, you will be presented with a window that 
allows you to select where these items will be shipped. Once selected, a quote will be 
generated that includes shipping costs for these items. 

 



   
 

   
 

 

Order Pad – This option provides a quick entry screen where you can input multiple unique 
ISBNs along with a quantity. This is a way to quickly build out a list if you know the ISBNs of 
the books you are interested in. All entered items will be added to the current list when you 
click the “Add to List” button.  

Note: The Order Pad can be used with the tab key to quickly add ISBNs without the need of 
your cursor/mouse. 

 

 

 

List Entries – In the main body of the page, you have a listing of every item that is currently 
included in this list. You can see the item details along with the option to adjust the 
quantity, add to cart, and delete this listing. 

 

 

List Details – Left Side Options 

The following options are available on the left side of the List Details page. 

 

 



   
 

   
 

 

Subtotal – Provides the current subtotal 
for items in your list. 
 
Add All to Cart – Adds all items in the 
current list to your shopping cart. 
 
Upload CSV – Allows you to upload new 
items to the current list from a CSV file that 
you have prepared. 
 
Copy from List – Allows you to copy items 
from another list to this current list. 
 
Archive List – This option marks the 
current list as archived. The list remains 
available for reference but is not an active 
list. 
 
Delete – This option allows you to delete 
the current list. 
 

 

What are Quotes? 

The Quotes page provides a list of quotes that you have generated. Quotes include the cost 
of the selected textbooks and shipping. From the quotes section, you can proceed to 
placing an order for the selected items. 

 



   
 

   
 

Note: To order from a selected quote, you must provide a purchase order (PO) number. It is 
important to please review the Ship To: section of the order before placing it to ensure the 
books are sent to the correct location. 

 

On the main body section of this page, you will see a list of previously requested quotes. 
Additional details such as the quote number, bill to, ship to, subtotal, shipping, total, the 
date created, and the date the quote expires.  

 

Quotes stay active for 120 days from the date generated. 

 

Quotes – Left Side Options 

The following options are available on the left side of the Quotes page. 

Keyword Search: You can search your 
available quotes by keyword. 

Bill To: Allows you to search your available 
quotes by Bill To location. 

Ship To: Allows you to search your available 
quotes by Bill To location. 

 

 
 

 

Quote Details 

By clicking on a quote from the list, you will see the quote details page. 



   
 

   
 

 

On this page, you can see the details of the titles that are included in this quote and can 
click “Order Now” when you are ready to place the order. 



   
 

   
 

At the top of the screen, you will see the Quote 
number along with the date it was created and 
the expiration date of this quote. 

On the left side of the screen, you will see the bill 
to, ship to, subtotal, shipping, and total. You also 
have the option to download or print this quote. If 
you wish to have this quote emailed, you can add 
multiple email addresses to the email box. 

 

 
   Important Tip It is recommended that you download a PDF version of the quote to 
provide to your district finance department as part of the Purchase Order (PO) process. 

 

When you are ready to order, click the “Order Now” button. This will bring up the check-out 
window. 



   
 

   
 

  

To submit the order, you will be required to enter a Purchase Order Number (PO) before the 
“Submit Order” button will be clickable 

.  

 

Note:  Before placing your order, please confirm the Ship To address and the items 
and quantities that you will be ordering. 

 

 

What are Orders? 

The Orders page gives a list of previous orders and details such as cost and status.  



   
 

   
 

 

On the main body section of this page, you will see a list of previous orders. Each order 
listing has the date, order id, status, PO number, Ship To, and totals.  

 

Order Status 

Each order has one of the below statuses: 

New Order: Orders with a Purchase Order waiting to be reviewed and released for shipping. 

Processing: Orders that have been released for shipping.  Note: Orders can be in this 
phase as we are waiting on stock.  

Invoiced: Orders that have been shipped and invoiced.  

Completed: Past Invoices 

Backordered: Orders with backorder 

 

Orders – Left Side Options 

The following options are available on the left side of the Orders page. 

 



   
 

   
 

The left side of the Orders window provides several 
filters to allow you to quickly and easily search and 
find the order you are looking for. 
 
The filters include: 

• Order ID Search 
• Order Status 
• Date Range 
• Bill To: 
• Ship To: 

 
 

 

Order Details Page 

You can click on any order to open the order details page with additional information. 

 

The invoice link on this page is clickable and will provide a PDF invoice that can be 
downloaded or printed for your records. 



   
 

   
 

 

 

Note: Once your order has been invoices and shipped, TIMS will automatically generate a 
listing for the books in your inventory. They will not be added to your inventory count until 
you receive the books and click the “Receive” button on your Transfers tab. 

 

 

What is the Shopping Cart? 

If you currently have any items in your shopping cart, you will see an icon along with the 
total in the upper right corner of the page. 



   
 

   
 

 

To access the shopping cart, please click on this icon. 

 

 

From the shopping cart page, you can add/remove items, update the quantities requested, 
generate a quote, save to list, and checkout. 

 

Generate Quote – When you select this option, you will be presented with a window that 
allows you to select where these items will be shipped. Once selected, a quote will be 
generated that includes shipping costs for these items. 

 

Order Pad – This option provides a quick entry screen where you can input multiple unique 
ISBNs along with a quantity. This is a way to quickly build out a shopping cart if you know 
the ISBNs of the books you are interested in. All entered items will be added to the current 
shopping cart when you click the “Add to Cart” button. 

 



   
 

   
 

Continue Shopping – Will take you back to the Catalog page where you can continue 
searching for additional materials. 

 

Save to List – Will allow you to save the current Shopping Cart items to an existing list or to 
create a new one. 

 

 

Check Out – Brings up the Checkout screen allowing you to select a Ship To location and 
enter your purchase order (PO) number.  

 

Note: You must provide a purchase order (PO) number to proceed with checkout.  

 

TIMS 2.0 Helpdesk? 

If you need assistance, the following methods are available.  

 

Documentation 

Documentation is available on the TIMS 2.0/ClassGather support website. 

https://helpdesk.classgather.com/hc/en-us 

  

Submitting a helpdesk ticket 

To submit a helpdesk ticket to the TIMS 2.0/ClassGather support team, click on the 
“Helpdesk” link inside of TIMS 2.0/ClassGather. 

https://helpdesk.classgather.com/hc/en-us


   
 

   
 

 

 

 

 



   
 

   
 

On the left-hand side of the screen, click on the “+ 
Create Ticket” button to open a new ticket. 

  

Also on this page is a list of all your tickets.  

  

You can also filter tickets with the filtering options on the 
left-hand side of the screen. 

 

 

 

Please fill in as much information as you 
can on the form provided. 

  

Click “Create Ticket” once you have filled in 
the form. 

  

This will create a new ticket with the TIMS 
2.0/ClassGather support team. 

  

You can check back on this page for 
updates and responses. 
 

 



   
 

   
 

Emailing the Helpdesk 

You can also email your issue/question to the support team by emailing your issue to 

helpdesk@classgather.com 

 

Telephone Support 

If you need immediate assistance or would prefer to speak to someone on the phone, you 
can call (800) 509-4791. Support is available Monday – Friday 8:00 AM – 4:00 PM Central. 

 

 

mailto:helpdesk@classgather.com
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