Shipping Tickets ..o

IPOs that are in the Shipping Ticket (New) Folder '
ROESSLER EQUIPMENTJ38000062 WO# 249277 2017116079
*not starting with CN* Shipping Tickets and Invoices @J

Interral Purchase Order Request Brooke Myers Notes: Invoice Number 0.00 Invoice Amount 24927
160761 Employee ID ROESSLER EQUIPMENT 38000062 WO# 249277 2017116079 Invoice Title |

1.0pen Send to

2.0pen IPO
3.0pen Shipping Ticket for Standard IPOs-Choose Shipping Ticket Invoices

4.Enter IPO into Search Field
5.Click Search and Choose IPO in Results Field
6.Fill in the Invoice Number, Invoice Amount,

Actual Invoice Amount, Invoice Date and put initials in Notes

, . IPO Humb
Invoice Submission i
[zo17116339 6
Search Field Title
2017116334 4 |COMROE WELDING 38000211 WOS 250391 20171163

m Invoice Humber
e

- bl oo (T TA52515 ]
Invoice Submission
——
Inveice Amount j
i 66,99
Search Field i _J
|2ﬂ1?1 16339 (hetual Invoice Amount j
- Invoice Submission
5]
- = 5 & J
Shipping Tickets Child Nutrition IPOs (Invoice Date
INFORMATION
Shipping Tickets for Standard IPOs J‘E”n"m”
|-IPO nfo Retrieved

Vendor/FO Humber
- % Add Shipping Ticketto IPO

; Results
[conroE weLDING 38000211
r@ Shipping Ticket Invoices I [2017116339 - CONROE WELDING 38000211, 56.99
Work Order Number
250331
Notes

el

[ T—— 1



7. Go down to the file box Choose the new box

8. Once you click on the box, click on the 3 dots MO

Files

9. Window will open select invoice click Open

B Open P4
4k « dvigil (\\tita.. » Invoices ~ O 2 Search Invoices
Organize ~ New folder = -
L] ¥ L]
V * QUiEk aEcess Ni"?'eIUIIILL.IILIIILL. -.)L.LIL.LLNIJ I uiisa I\...JPUII.JILJIIILIL“J
B Desktop » ®% Maintenance Secretary Procedure Manual
¥ Downloads ! % johnson supply 2022151708 j
R ®% how to lssue IPOs v,
[E5 Mictiirar ] S S >
File name: ‘johnson supply 2022151708 ~ ‘ EAII Files (*.%) ~

10. Window will close and file will appear in box
_ F_ils
Ch\Users\brryers\Desktop'dnvoices\COMROE WELDING - 2(17116339.pd*

11.Hit Submit

®$ AutoCapture

Menus 2 X © File View Options Help

EI-----.[= Send to

... g Hiimvaan F




12.Double Check your IPO in DocuShare

Make sure your Shipping Ticket submitted correctly it will not and should not move
folders.

ROESSLER EQUIPMENT 38000062 WQ# 249277 2017116079
@pears In: Shipping Tickets |_N6\.E|

[Por Content Snippet:
Internal Purchase Order Request Brooke Myers Notes: Invoice Number
160761 Employee ID ROESSLER EQUIFMENT 38000062 WO# 24927

13. Open the document to check if Ship ticket or Invoice uploaded (if not re-save invoice
by printing file as a CutePDF Writer and save to invoice folder and repeat steps)

ROESSLER EQUIPMENT 38000062 WO# 249277 2017116079 O
Appears In: Shipping Tickets (New)
ﬁﬂ Content Snippet:

1 DDy erebs ~a S lar Do ~ct
rnal Purchase Order Reque

Iﬂ ROESSLER EQUIPMENT 38000062 WO# 249277 2017116079

——— o if you attached a shipping ticket
(NOT AN INVOICE)

@SE?SR];[},{A&;%U::;;{LN’T I OnDRR 1208 this is the final Step
SR e | ] until the invoice comes in

Repeat steps 1-13 once Invoice comes in and proceed to Step 14



14.Make sure your Invoice Attached to the file.
Open the document to check it there

ROESSLER EQUIPMENT 38000062 WO# 249277 2017116079 O =0
Appears In: Shipping Tickets (New)
Content Snippet:

Internal Purchase Or voice Number 0.00 Invc

WO# 249277 2017116079 Im

Employee ID ROESSLER EQUIPMENT 38

15.Make sure all your information is correct

ndotFO ROESSLER EQUIPMENT 32000052

Work Order# | 249277
nvoice amount 5732.00
Actual Invoice 5732.00
Amou
Motes B I U - : Q
BM

16. Scroll down passed the notes section in Approval Response choose Shipping Ticket IPO
Complete Update and close

& ROESSLER EQUIPMENT 38000062 WO# 249277 2017418079 ¥
e s S0 S8 St oy Pt s o v . Shipping Ticket IPO Complete

ar

ROESSLER EQUIPMENT 33000062 G Yes (&) No * ¥ DO n Ot d 0 a p prova I

0000z

ROESSLER EQUIPMENT CO., INC. Invoice Yes (@ No res p onse If a tta C h | n g

coms == : Shipping Ticket
ONLY FINAL INVOICE

Yes (@ No

S
TER REP | Tl | =3
- s e |
- e S e e |
V| ABB To 1P Vi« INSTALL T ST smie |
s S b e v o UPDATE




17. Go back and make sure invoice routed correctly

ROESSLER EQUIPMENT 38000062 WO# 249277 2017116079 =D
Appears In: KENNETH WE LCB

Content Snippet:
Internal Purchasg
Employee ID A

Order Request Brooke Myers Notes: Invoice Number 0.00 Invoice Amount

OESSLER EQUIPMENT 38000062 WO# 249277 2017116079 Invaice Title Re

Should appear in a Supervisor, Asst. Director, or Directors folder



Child Nutrition Shipping Ticket

IPOs that title starts with CN and are in the Shipping Ticket (New) Folder
*All Child Nutrition should be shipping tickets

( CN IJOHNSON SUPPLY 42000369 W«

Child Nutrition Invoices require a copy of the work order to be Aopears In: Shipping Tickets (New)

attached to invoice.

MEJZBGOCMM WO# 251274 2017116355 [rEw]
HOW TO ATTACH WORK ORDER FORM TO INVOICE o Gz oo roe e )

Content Snippet:

1. Open School dude Maintenance Direct =) MaintenanceDirect

=

2. search work order number [search for )
3. click short cut menu and select print work order form

Add Work Order (Alt+0)
Duplicate (Alt+4)
-] Add Inventory Issue (Alt+8)
Add Labor Hours (Alt+L)
Add Purchases (Alt+P)
List Transactions (Alt+1)
List Work Orders (Alt+T)
Print Detailed WO (Alt+N)
Print Transactions (Alt+A)

-

Work Order Long Form (Alt+F)
Work Order Short Form (Alt+W)

7

4. A new tab will open with Work Order form. Click the Printer button top right corner. Print to acute PDF Writer and save.
5.0pen PDF of Invoice in your PDF Xchange Editor

6. Go to Organize tab> Click insert + drop down> Select insert Pages...

o VICTVY AR RR L NUN
Organize L

Move P. [52 Dupli rand D D i
[ Move Pages |52 Dupli SelectEI | +) X |

[j Merge Pages Replz Insert | Delete  Extrz
Other rDOIS T - - PagE

me View Comment

Extract
3 - - Pages @ Split v Swap

N
["ﬂ, Insert Pages.l. Cirl+5hift+] |



A

Source

‘ U\Invoices\Problem Invoices\3-4 delete.pdf

[ ) From an Open Document
8.Select saved PDF of Work Order Form select Open
[
« v o « gvigil (\tita.. > Invoices v O O search Invoices
Organize - New folder
B 3D Objects  * Name ~

Desktoy =
= P * wo form
= =
Documents % mcinvoices and reg invoices

¥ Downloads
 Music v o<

@
% Maintenance Secretary roles an ,

>
)7 Options. Cancel

9. Insert Page window will show selected file, At the bottom of the page under Destination select Before from the drop down menu and
click First Page and click OK

Destination

( : ) Last Page

Opage: 1

Cancel |

10. Save File

NOW PROCESS SAVED FILE



1.0pen Send to

2.0pen IPO

3.0pen Shipping Ticket Child Nutrition IPOs-Choose Shipping Ticket Invoices
4.Enter IPO into Search Field

5.Click Search and Choose IPO in Results Field

6.Fill in the Invoice Number, Invoice Amount, Invoice Submission
Actual Invoice Amount, Invoice Date and put initials in Notes Search Field
[2017116329]

il

| Tnvoice Submission

- - Search Field
5 BB Sendto [z017116339
- [ ] S = ks 3 o
B urnan ces
(o) E m =8 Child Nutrition Invoices

INFORMATION

[P0 Info Retrieved

Results

IPO Humber
[2o17116339 6
Title

4 [conroE WELDING 38000211 WOR 250391 20171163

Invaice Humber
[cTaszsis
—

Inveice Amount

e6.99
e

JAN

ol "
Actual Invoice Amount

5 [66.99
S

Inveice Date

JiN

[11r3002m7
S

Vendor/PO Humber

[conroE weLDmG 38000211

- % Add Shipping Ticket to IPO

r

- éb Shipping Tickets for Standard IPOs

Shipping Ticket Invoices

|?Ul?1 16339 - CONROE WELDING 38000211, 66.99

Wark Order Number

250391

Hotes

[

= T—— Y



7. Go down to the file box Choose the new box

8. Once you click on the box, click on the 3 dots MO

Files

9. Window will open select invoice click Open

B Open P4
4k « dvigil (\\tita.. » Invoices ~ O 2 Search Invoices
Organize ~ New folder = -
L] ¥ L]
V * QUiEk aEcess Ni"?'eIUIIILL.IILIIILL. -.)L.LIL.LLNIJ I uiisa I\...JPUII.JILJIIILIL“J
B Desktop » ®% Maintenance Secretary Procedure Manual
¥ Downloads ! % johnson supply 2022151708 j
R ®% how to lssue IPOs v,
[E5 Mictiirar ] S S >
File name: ‘johnson supply 2022151708 ~ ‘ EAII Files (*.%) ~

10. Window will close and file will appear in box
_ F_ils
Ch\Users\brryers\Desktop'dnvoices\COMROE WELDING - 2(17116339.pd*

11.Hit Submit

®$ AutoCapture

Menus 2 X © File View Options Help

EI-----.[= Send to

... g Hiimvaan F




12.Double Check your IPO in DocuShare
Make sure your Shipping Ticket submitted correctly it will not and should not move
folders.

CN HERITAGE 38000481 WO# 251274 2017116355 (NEW |
[_.ﬂ\T:upears In: Shipping Tickets |NE‘.*.ﬂ
Content Snippet:
Internal Purchase Order Request Brooke Myers Notes: Invoice Number 0.00

162680 Employee 1D CN HERITAGE 38000481 WO# 251274 2017116355 Ir

13. Open the document to check if Ship ticket or Invoice uploaded (if not re-save invoice
by printing file as a CutePDF Writer and save to invoice folder and repeat steps)

CN HERITAGE 38000481 WO# 251274 2017116355 D =0

Appears In: Shipping Tickets (New)

Content Snippet:

Internal Purchase Order Request Brooke Myers Notes: Invoice Number 0.00
162630 Employee ID CN HERITAGE 38000481 WO# 251274 2017116355 It

I::a CN HERITAGE 38000481 WO# 251274 2017116355 X
e m— # e o if you attached a shipping ticket
R (NOT AN INVOICE)
o | this is the final step

FHerntage until the invoice comes in

Repeat steps 1-13 once Invoice comes in and proceed to Step 14



14.Make sure your Invoice Attached to the file.

Open the document to check it there
CN HERITAGE 38000481 WO# 247279 2017115975 O (NEw|
Appears In: Shipping Tickets (New)

Content Snippet:
Internal Purchase Order Request Brooke Myers Notes: Invoice Numt

Employze ID CN HERITAGE 38000481 WO# 247279 2017115975 Ir

15.Make sure all your information is correct

Invoice Number 661166
VendonPO ROESSLER EQUIPMENT 28000052
Number
fork Order #: 249277
Invoice amount 57320
o nvoice 0
AmoUnt
Notes: B ‘l' U )
BM

16. Scroll down passed the notes section in Approval Response choose Shipping Ticket IPO

Complete Update and close

ﬁ CN HERITAGE 38000481 WO# 247279 2017115975

BM | | ‘

INVOICE

Yes (@ No " 447) 0081 0%
noete bl
e 5 F a
UPDATE CLOSE :
Tom— - ron -

Shipping Ticket IPO Complete

Yes (@ ) No

Yes (@ No

Yes (@ No

ar

r

**Do not do approval
response if attaching
Shipping Ticket

ONLY FINAL INVOICE



17. Go back and make sure invoice routed correctly
CN HERITAGE 38000481 WO# 247279 2017115975 =0
[Appears In: 2.1 Child Nutrition First Approval ) ¢

Content Snippet;
Internal Purchase Order Request Brooke Myers Notes: Invoice N
Employee ID CN HERITAGE 38000481 WO3# 247279 201711597

SHOULD APPEAR IN 2.1 Child Nutrition First Approval

This is an example of incorrect routing

If this happens give Doc

CN HERITAGE 38000481 WO# 247279 2017115975 U Share a minute to
(Appears In: KENNE [H WELCH ) x Route, If it doesn't email
Content Snippet:

internal Purchase Order Request Brooke Myers Note: Luis Mendoza to Correct

Employee ID CN HERITAGE 38000481 WO# 247279



CONTRACTED SERVICES

G ABLE GLASS (CONTRACT) p8000078 WO# 245755 2017115643

Appears In: 1 - IPO Requesis
Content Snippet:

(]
Internal Purchase Order Request WM Notes: Invoice Number 0.00 Invoice #
O r I a I l Employee ID G ABLE GLASS (CONTRACT) 328000078 WO# 2457565 20171

IPOs for Contracted Work
INVOICES FROM CONTRACTORS

Regular IPO and Ship Tickets

Appears In: 1 - IPO Requests
Appears In: Shipping Tickets (New)

After receiving invoice-look up IPO in Doc u Share to see what folder it is in. If title starts with “G” it should have a Gordian IPO. TO
FIND BOTH IF NOT LINKED Search by Work Order number.

GORDIAN GROUP 38000113 WO# 245755 2017115544

Eppears In: 1-1PO Requests

Content Snippet:

Internal Purchase Order Request WM Notes: Invoice Number 0.00 Invoice £
Employee ID GORDIAN GROUP 38000113 WO# 245755 2017115644 Invoi

E_ABLE GLASS (CONTRACT) ISSOUDU?B WO# 245755 2017115643
@pears In: 1-1PO Reques@

Content Snippet:

Internal Purchase Order Request WM Notes: Invoice Number 0.00 Invoice £
Employee ID G ABLE GLASS (CONTRACT) 38000078 WO# 245755 20171




1.Login into eGordian

eGB&RDIAN
2. Search Work Order Number

\ £ Grouping

Search for:l " it

cl

3. Job will come up verify proposal amount and approved proposal amount match invoice

A Home LB+ New Tan
Conroe 13D MRO & " Clean Up

@ [ Job Orders

== Mew Job Order
Show Job Drders
Project | Workorder | Title ¢| Project = Proposal Approved | Company .| Project
tumber Y| # 2 Owner - Amount ¥ Proposal & Mame ¥ satus
Amount
EIEl 245755 245755 TWHS  Robin Cortey $1210.40 $1,210.40 | Abel Glass Co. Complete
weight

foom
mirrors

Showing 1101 of 1 Job Orders

These 2 numbers need to match
total on invoice.

« Job Order Misc

Contractor IPO

5. Scroll down to the Job Order Misc ‘2022153114
and fill out. / WOoID

Contractor IPO \>‘ 487264

WO||? Gordian IPO
Gordian IPO > (2022153115

Contractor Amount

Gordian Amount = Contractor Amount
~12007.13

(contractor amount x 3.03%) %2

NTP date inputted= Initials \ Cor e Ahou

Invoice status= Contractor Invoice "50'82

4. click on job and open

\

\lz

NTP Date Inputted
TIov

Invoice Status

1

%Comractor Invoiced




6. To the Left under In Actions find Tracking Dates Click on open

Populate with Project Info =
Job Order Sent ta Contrachor
Contractor: Send Job Order to Cantractor

* Select *View History” for ol previous Job Order activity.

Job Order Components:

{0pen]

=

&

[ @ Price Poposals s N
™ Speciary Schedule iopan
& Subcontractors 1ad bewl

Cpan]

I i Tracking Dates I

7. Find Notice to Proceed Issued Fill in Actual Date

' Planned Adjusted . Actual

Lechinsl Date | Date Date

P al Due
Proposal Received
RFP Issued

8. close tab in Gordian

Iﬁ Home *Il‘ 490142 Gl

After this is done process your invoice according to the folder it is in




°
E G O rd I a I l GORDIAN GROUP 38000113 WOs# 251053 2017116371

[ﬁ_'.ppears In: 1-1PO Reques@
IPOs for Gordian SO PR

Interral Purchase Order Request tr Notes: Invoice Number 0.00 Invoice A

Employee ID GORDIAN GROUP 38300113 WO# 2561053 2017116371 Inv
INVOICES FROM GORDIAN

Regular IPO and Ship Tickets

Appears In: 1 - IPO Requests

After receiving invoice-look up IPO in Doc u Share to see what folder it is in. Search by Work Order number to
make sure Contractor Invoice is processed it will appear in a supervisor, asst.direct, director,...etc. folder.

G ALLY ROOFING 38000065 WO# 251053 2017116370 [NEW]

| Appears In: ROBIN CORLEY ]«
Contant Snippet:
Interral Purchase Order Request tr Notes: Invoice Number 0.00 Invoice A
Employee ID G ALLY ROOFING 38000065 WO# 251053 2017116370 Inv

GORDIAN GROUP 38000113 WO# 251053 2017116371
[Eppears In: 1-1PO Requesg
Content Snippet:

Interral Purchase Order Request tr Notes: Invoice Number 0.00 Invoice A
Employee ID GORDIAN GROUP 38300113 WO# 251053 2017116371 Inv




1.Login into eGordian

eG&RDOIAN
2. Search Work Order Number

AN

Search for: | 4 it

P Grouping | @ Cl

3. Job will come up verify the work is entered in Invoice Status should say: Contractor Invoiced

%= New Job Order

10w Job Orders Sear
Project Work Title %| Project A'/F‘rc:;msal ~| Approved Company _ | Project Date Display ontracior WoID %| Gordian Contractor
Number Y| Order 2 Owner Amount | Proposal || Name Status Created Name IPO = IPO Amount
# Amount
,:::jJ 480678pl 480678pl Reaves Wayne \ $1,034.74 $1,034.74) Burke Family  Construction  3/9/2022 Plumbing 2022152788 480678 2022152789 1034.74
roof McRorie Plumbing LLC Complete
drain
repair

4. click on job and open

5. Scroll down to the Job Order Misc and verify information is filled out and Change Invoice Status Invoice status= Processed initials

~ Job Order Misc

Contractor IPO
|2020139093
WoID
384345
Gordian IPO
|2020139094

Contractor Amount
|620.00

Gordian Amount
[1879

NTP Date Inputted
ES

Invoice Status ,
|PROCESSED v =

8. close tab in Gordian

|ﬂ Home "IA 490142 G‘

After this is done process your invoice according to the folder itis in



