BOOK ORDERS   

1. Instructors are to place their book orders online using Follett’s online book ordering service.

2. Online Book ordering training will be presented at In-service. Follett is offering in addition, one-on-one tutorials for instructors in addition to the presentation. Elle Du Bois is trained and willing to assist instructors as needed.

3. Once an instructor has set up their account and input their book order, there will be a place to add one or more email addresses for the purpose of sending a copy of the order placed. The instructor is to input the name of his/her Department Chair.

4. Each Department Chair is responsible for the collection of these electronic book order receipts and in turn, submitting them as a complete department submission to Elle.

5. Each Department chair shall electronically submit their complete department list to ATAS on or before the book order due date. These will be sent on to the Office of Instruction.

6. Neither Department Chairs nor Instructors are to submit book orders individually as they come in. They are to wait until they have collected the entirety of their department book order receipts.

Please call Elle Dubois at 582-4990.  if I can assist or support you in any way.

