5/31/2016

Tips as yow check ivv your
on-line ordery

Alcter you transfer your on-line order request and it has been routed and
aPProved a copy of the Purchase order will be sent to you through your
FrinciPa]’s or SUPcrvisor’s Omclcice.

(Make orscan a COPH i]CHOU HCCd one FOF})OUI" FCCOI’CJSA)

o /£ your orderis comp/c te:
Attach all Packing slips to the Purchase Order.

|f there is no Packing s[ip, note; “items received no Paclcing slip” on the copy of the purchase
order.

5ign the copy of the Purchase order and send botl’l, Purcl’)ase order and any Pacldng inPs to
Sa ndg in the District Office.

o /£ your order is not comp/c te:

[_ook at the packing slip for items backordered (B,/0) or discontinued.

Make a note of these items on the copy of the Purcl'iase order. (or Packing s]ip)

e DPBackordered items will be slﬂippec’ later.

o Discontinued or canceled items will not be shiPPec{. l)cgou wish to re-order them from
another company you must request them with an on-line order request.
Indicate which items have been received, sign then send the packing slips so payment can
be made for items alreadg received.

. KceP the copy of the Purclﬂase order until you have received all items to be shippecl. When
the last item to be sl'n'PPecl is received sign then send the Packing inP and copy of the Purchasc

order.

° /I[ there is a Prob/cm with your order:

i. [fthe packing slip shows the item has been slﬂfppecl and itis missing, from the order or
somcthing is c{amagccl noti{:_g the company and make a note of it on the Packing slip.

2. Iucyou are not satisfied with an item and wish to return it, contact the company for instructions.

[f the company is not sending a call tag for Pickup contact the Superintcndcnt’s office to shiP

urs.




