DIRECTIONS FOR ON-LINE PURCHASE ORDERS

1. Go to the website:
http://rcs.rome.ga.us/rhs/teacherlinks.doc
2. Choose “Purchase Order Form”.

3. You may download and save it to your computer or choose open it.

4. At the top of the P.O., fill-in the appropriate  “Funding Source” and type in “Instructional” or “FTE”.

5. Go down to the table where you fill in the amounts, etc.  The final column should total automatically.
6. Now type in your information.  Include shipping costs (see the place for this towards the bottom of the spread sheet).

7. Check to see if all totals at the bottom are correct.

8. Print ONE for Jamie Wallace to sign, ONE for your department head, ONE for you to keep.
9. Cola Beebe will make the extra colored copies needed.

