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Go down to the file box
Choose the new box
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Child Nutrition Invoices

IPOs that are in the Child Nutrition IPO Request Folder
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Child Nutrition Invoices require a copy
of the work order to be attached to
invoice.

Save W/O from SchoolDude
Open PDF of Invoice in your PDF Editor

Go to Document> insert pages> insert Paéeé

Open file and hit OK
Save
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[ COBURNS - 2017116338 - POF-XChange Editor s

=e

3

COBURNS - 2017; hang

Edit View | Document | Comments Form Object Tools Advanced SharePoint

i File Edit View Document Comments Form Object Tools Advanced SharePoint Window Help

C- PR S Fae

Bt Add Bt Edt
1« Content Text |, Form |, Comments

BHecofRCeRENGO B B § HANLE4 /0008 4 /0
= |8 200 is“,’"P@)Mﬁ

[ BclsiveMode | ¢ Proeres.
COBURNS - 201711638 *

TICKET#: 50657829

BRANCH:
COBURN'S CONROR (50) DATE: 11/30/17
930 §. FRAZIER ST, SUITE A CUSTOMER POH: 38000422
CONROB TX 77301-4235 TAX CODE:

EX-TX
936 760-3900 JOB NAME: 250605/2017116264

soLpTO: SHPTO:
"”““un : CONROE 18D
3205 W DAVIS 11/30/17/08:33:16
CONROE, TX 77304

PAGE# 1

PRODUCT & DESCRIPTION

45127909

3/4 (7/80D) L¥ Copper Coupling C X C Domestic
As10407

3/4 (7/80D) L# Copper Mapter C X M Domestic
45107808

3/4 (7/80D) 1¥ Copper 90 B11 C X C Domeatic.
Jom2

829700 6534 BRUSH 3/8 ACID (ABL) B29700 ABSS
26000109
74026 C FUIX 3 02 (CPLAMS)

.......................................
products listed as Lead Free are compliant

to KSP/ANSI 372.

Aay dtem not specifically designated as lead

free should be considered to be non-complisnt

vith lead free regulations.

We AT COBURN'S DO APPRECTATE YOUR BOSTNESS.
VISIT OUR WEB SITE AT wev. coburns. con

Options... ~ PW: 6121)pt[_7k 5:

- H: 19205t

LHoEa

! SOUKCE

(@) From File

=13 [ [ & Y Tl
1 _':_' Header and Footer y e %‘@ @ Eé 1
| Watermarks » @ Edt Add  Edit
e 1« Content Tet ., Form |,
o Background »
1%;;' Bates Numbering 4
28 Add Barcode. ;
) Add Image..
:ﬁ Insert Pages » ’ ["9 let Pages... Ctrl+Shift+]
Y W
g btactPages..  CtisShifteE | | o Insert Empty Pages...
4% Split Document.., %lnmlmages.
[, Replace Pages... € Insert Scanned Pages...

[C:\Users\bmyers\Desktop\Disputed Invoices\250605.pdf

() From an Open Document

L

Actions with Objects

Comments: [C°P)’

Form Fields: [COPY

Bookmarks: [Copy All

Page Range: selected 1 of 1 pages

@ Al

[ ] Add root bookmark, with filename

OPages |

i)] (total 1 pages)

Subset: | All Pages

Destination

.]V

Location: [Aﬂer

)

() First Page
(@) Last Page
() Page:

—[T




1.0pen Send to
2.0pen IPO
3.Choose Child Nutrition Invoices

4. Enter IPO into Search Field

E:Cllélck Search and Choose IPO in Results
ie

6.Fill in the Invoice Number, Invoice Amount,

Actual Invoice Amount, Invoice Date and put
initials in Notes

Invoice Number
| I |cTes2515
Invoice Submission

o R~
.'= 1 =8 Send to
@ Human Resources 3
E— -
Menus 3 x
ST
--------- Invoice Submission
2 ------- @ Shipping Tickets Child Mutri
I ------- @ Shipping Tickets for Standar
IPO Number

Invoice Submission

2017116339 6

Search Field

Title

|201?1 16339 4 ICDNRDE WELDING 38000211 WO# 250391 201711632

Invoice Amount

Search Field JE;.Q‘B J
[2017116339 (Actual Invoice Amount ']

I 5 &»
Search

Invoice Date
INFORMATION

[11730/2017

Vo

IIPD Info Retrieved

Vendor/PO Number

Results

|201?116339 - CONROE WELDING 38000211, 66.99

ICDNROE WELDING 38000211

Work Order Number

[250391

Notes

M

[N PR (1Y



Go down to the file box
Choose the new box

Once you click on the box, click on the 3 dot
box to add invoice

Add Invoice

Hit Submit

Then yes twice
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Double Check your IPO in DocuShare

Make sure your invoice submitted correctly
and has moved folders

You can also open the document to check it
there
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