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If you want to order from Amazon, these are the NEW procedures you must follow. 

AMAZON WILL CANCEL THE ORDER IF IT HAS NOT BEEN THROUGH EACH 
PERSON/STEP BELOW AND FINALIZED WITHIN 7 DAYS!   

PLEASE BE DILIGENT ABOUT YOUR PORTION OF APPROVAL. 
 

NO OPEN PO’S WILL BE ALLOWED FOR AMAZON! 

DO NOT USE YOUR CREDIT CARD FOR AMAZON! 
 

I.  Teachers or Employees 

A. You should have received an email from AMAZON with a link to follow to set up your new  
account.  If you cannot find the link, email carla.schilling@dimmittisd.net.  (If you already had 
an account from last year under Dimmitt ISD, you may be able to still login using your old 
information.) 
B.  Place all items in cart. 
C.  Proceed to checkout 
D. Choose Group (ie.  DHS Activity or DHS General Fund) 
E. DO NOT PUT A PO NUMBER IN…That will be done at the end of the approval process. 
F. Choose Location.  Type in Name and Department or Activity Account 
G. Choose Shipping Address and if desired put your name in “Deliver To:” 
H. Payment Method leave as “Pay by invoice”  DO NOT PUT IN A CREDIT CARD 

NUMBER PLEASE! 
I. Submit for Approval. 
J. Paperwork needed: 

a. Be sure to send a Pre-Acquisition to your Secretary at the same time so she knows 
the account to take the order out of to do the Requisition if it is coming out of your 
Budget Fund. 

b. Or send an Activity Fund PO to the Business Office if it is coming from your 
Activity Account. 
 

II.  Assistant Principals or Next Approver (Thomas, Olmos, Hamlin, Bethke) 
A. You will get an email someone wants to order from Amazon.  
B. You should have received an email from the principal approving the Pre-Acquisition. 
C. You will go in and look at each item being ordered to be sure if falls within acceptable 

purchases for the school district and matches what was approved by the principal. 
D. You will then Submit for approval. 
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III. Secretary (Amanda, Becca, Nancy) 

A. You will receive an email someone wants to order from Amazon. 
B. The teacher/employee ordering should have sent a Pre-Acquisition to the Principal for 

approval before ordering.  The principal should have approved it and sent to you for the 
account number where the order will be taken from. 

C. Budget PO’s 
a. You will go in and print the order, put in a requisition for the order.   
b. The Requirements on the Requisition are: 

i. Vendor:     Amazon  
ii. Order For:  Name of teacher/coach/employee 

iii. Reason:  short description of what is being ordered (this is what the Board 
sees on the financial reports) 

iv. Credit Card Code:  199 Amazon  
v. Description:  the Entire Order Number (ie.  113-9999999-9999999) This 

will ensure Shirley can match the PO to the proper order. 
vi. Qty: 1 

vii. Amount:  Total amount of the Purchase 
c. Click on Submit Order 

D. Activity PO’s 
a. Make sure the teacher/employee has sent the Activity PO to Shirley Lindley. 
b. If you are the one who fills it out, please do so now and send to Shirley Lindley. 
c. Be sure to put the Entire Order number on this PO (ie 133-9999999-9999999) 

 
 

IV. Principal (Flores, Seaton, Sullivan) 
A. Will need to approve the Pre-Acquisition for the teacher/employee and send it to the 

Secretary and the Assistant Principal as soon as it is submitted. 
B. On Amazon, the teacher submits their order, the Assistant Principal approves it, and the 

Secretary puts in the Requisition, you will need to approve the Requisition. 
 
 

V. Mike Huseman, Director of Finance 
A. Mike will approve the Requisition.  If he has questions on the order he will go into Amazon 

and look at the order (matching the order number on the Requisition with the orders in 
Amazon to see what is being purchased). 

B. He will then approve the Requisition turning it into a Purchase Order. 
 
 

VI. Carla Schilling 
A. Once the PO has been approved, Carla will print all copies of the PO, 
B.  The PO will then be given to Shirley Lindley. 
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VII. Shirley Lindley 
A. Receives the printed PO 
B. Goes in to Amazon and matches the order number on the PO to the orders in Amazon. 
C. Adds the PO number to the order. 
D. Submits the order. 

 

At this point the order is submitted to Amazon for processing.   

Reminder:  The above process needs to go through each person and be submitted within 
7 days of the time the teacher submits the order to guarantee the order price and 
quantity of the products being ordered, otherwise Amazon will cancel the order.  

 
VIII. PO is Approved 

A. White, gold and pink copies of the PO will be sent to each campus secretary or AD. 

     VIX.  Once Items have been received  

A. Sign your packing slips or order printed from your email acknowledging all items have 
been received.  

B. Make a copy for your records. 
C. Take it to your Campus Secretary or AD 
D. Campus Secretary or AD will then attach this to the pink copy of the PO, scan it to Shirley 

Lindley, then put the original in the intercampus mail. 
E. Shirley will write a check for all invoices received and mail to amazon. 

 
F. DO NOT ORDER FROM YOUR PERSONAL ACCOUNT OR USE THE CREDIT 

CARD ON YOUR PERSONAL ACCOUNT!   
 

 

We know this seems like a lot, but as long as everyone does their part it 
will run very smooth. 


