
How to Submit Invoices



Regular Invoices 
IPOs that are in the IPO Request Folder



After receiving invoice- look up IPO 
in Docushare to see what folder it is 
in.

Once you know what folder your 
IPO is in you can put it into Auto 
Capture 



1.Open Send to
2.Open IPO
3.Choose Invoice Submission 

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



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 



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



Child Nutrition Invoices 
IPOs that are in the Child Nutrition IPO Request Folder



After receiving invoice- look up IPO 
in Docushare to see what folder it is 
in.

Once you know what folder your 
IPO is in you can put it into Auto 
Capture 



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 Pages
Open file and hit OK 
Save 
*you might have to re-print to acute PDF



1.Open Send to
2.Open IPO
3.Choose Child Nutrition 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



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 



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


