Steps for Vendor Registration in New Org  Scribe™

1 Navigate to https://cm2gpct.neworg.com/v3?Pagenum=98

2  Click the "Email" field.
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Please log in to access this
page
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| forgot my password
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page
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5  Click "Settings"

) Q, Applications ¥ & Settings ~ ~ =
Home Contact Logout
Us

Vendor Portal

Welcome to the Operation Fuel Vendor Portal

instructions.

area and fill out all of your company's information.

6  Click "Company"

) Q Applications ¥ £ Settings ~ = =
Home Contact Logout
Us

|Gy

Vendor P¢ e

Welcome to the Operation F

Services

t news and instructions.

2 Settings area and fill out all of your company's information.
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7  Complete the "Company" field.

_‘: '—
OPERATION

FUEL

/ﬁ'\
Home

Organization Information

Company

Happy Qil

O, Applications ~

Street Address (This is where checks will be sent)

9 Glenn Rd

Unit No. or PO Box

2nd Floor

City

3 Settings ~

8 Complete the "Street Address (This is where checks will be sent)" field.

Organization Information

Company

Happy Qil

Street Address (This is where checks will be sent)

9 Glenn Rd|

Unit No. or PO Box

2nd Floor
City
East Hartford

State

Made with Scribe - https://scribehow.com
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9  Complete the "Unit No. or PO Box" field. (If applicable)

Organization Information
Company

Happy Oil

Street Address (This is where checks will be sent)

9 Glenn Rd

Unit No. or PO Box

2nd Floor |
City
East Hartford

State

CT

Email

10  Enter the "City" field.

S o o s

Street Address (This is where checks will be sent)

9 Glenn Rd

Unit No. or PO Box

2nd Floor
Gity
East Hartford

State

CT

Email

happyoiltest@gmail.com

Phone
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11  Enter the "State" field.

Street Address (This is where checks will be sent)

9 Glenn Rd

Unit No. or PO Box

2nd Floor
Gity
East Hartford

State

CT

Email

happyoiltest@gmail.com

12  Enter your email address.

City
East Hartford

State

CT

Email

happyoiltest@gmail.com|

Phone

8609264714

Point of Contact: First Name
Happy

Point of Contact: Last Name
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13  Enter the "Phone" field.

State

CT
Email
happyoiltest@gmail.com|

Phone
8609264714
Point of Contact: First Name

Happy

Point of Contact: Last Name

Qil Test

Delivered / Non-Delivered

14 Enter the "Point of Contact; First Name" field.

Email
happyoiltest@gmail.com

Phone

8609264714

Point of Contact: First Name
Happy

Point of Contact: Last Name

Oil Test

Delivered / Non-Delivered

Delivered

Notes
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15 Enter the "Point of Contact; Last Name" field.

Phone
8609264714

Point of Contact: First Name
Happy

Point of Contact: Last Name

Oil Tesl

Delivered / Non-Delivered

Delivered
Notes

Sister Company to sad Qil

Please add your organization's physical address (if different from the address above), details of other relevant contac
organization, and any affiliated companies.

16 Choose in the drop down "Delivered" OR "Non - Delivered".

UL T T

Point of Contact: First Name
Happy
Point of Contact: Last Name

Qil Test]

Delivered / Non-Delivered

Delivered
Notes

Sister Company to sad Qil

Please add your organization's physical address (if different from the address above), details of other relevant contac
organization, and any affiliated companies.

Delivered Fuel only
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17  Enter any "special notes" in the notes field.

riappy
Point of Contact: Last Name

Qil Test

Delivered / Non-Delivered

Delivered
Notes

Sister Company to sad Qil

Please add your organization's physical address (if different from the address above), details of other relevant contac
organization, and any affiliated companies.

Delivered Fuel only
Please review the Delivered Fuel Vendor Agreement. Read the document fully, and indicate agreement in the field |

Vendor Representative Name (Delivered Fuel only) (raquired)

8 Review and read carefully the "Delivered Fuel Vendor Agreement" by clicking the
green link. (see below)

Notes
Sister Company to sad Qil

Please add your organization's physical address (if different from the address above), details of other relevant contac
organization, and any affiliated companies.

Delivered Fuel only

Please review the Delivered Fuel Vendor Agreement. Read the document fully, and indicate agreement in the field |

Vendor Representative Name (Delivered Fuel only) (raquired)

Happy Oil Sad Test

MOU Agreement (Delivered Fuel only) (required)

| agree

MOU Agreement Date (Delivered Fuel only) (required)

NRIIAIINIA
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19  After reviewing agreement carefully, Click "x" to get back to last screen.

HIZIE 1T 2 Walyd W SUMITIL TIVUILES W WpSiauuvll FUch i payiieni

Invoices submitted through NewQrg application portal will be processed within 15 days of receipt.
Invoices emailed to FuelVendors@operationfuel.org will be processed within 30 days of receipt.
Invoices sent by mail will be processed within 45 days of receipt. Operation Fuel's mailing
address:

Operation Fuel

75 Charter Oak Avenue

Building 1, Suite 300

Hartford, CT 06106

Clients may receive ONE delivery per calendar year, up to $500. For example, a $500 grant is
good for one delivery of $499, but not for 3 deliveries of $150 each.

Invoices must be for approved future deliveries, not for a client’s past due account.

Ensure “Total Amount Due” or similar field matches calculation of units x price.

r acknowledges that Operation Fuel cannot guarantee payment for invoices sent more than 30
fter customer delivery.

greement is operational between 7/1/24-6/30/25, to be renewed annually.

20 Enter the "Vendor Representative Name (Delivered Fuel only)" field.

Please add your organization's physical address (if different from the address above), details of other relevant contac
organization, and any affiliated companies.

Delivered Fuel only
Please review the Delivered Fuel Vendor Agreement. Read the document fully, and indicate agreement in the field |

Vendor Representative Name (Delivered Fuel only) (required)

Happy Oil Sad Test

MOU Agreement (Delivered Fuel only) (required)

| agree

MOU Agreement Date (Delivered Fuel only) (required)

08/28/2024

Please ensure all information above is accurate and then click 'Update’ below.

Made with Scribe - https://scribehow.com 10



21 Select "I agree"

ed Fuel Vendor Agreement. Read the document fully, and indicate agreement in the field below.

ime (Delivered Fuel only) (raquired)

:d Fuel only) (required)

ion above Is accurate and then click 'Update’ below.

Update

22 Enter the "MOU Agreement Date (Delivered Fuel only)" field. (date you are signing
your agreement)

Please review the Delivered Fuel Vendor Agreement. Read the document fully, and indicate agreement in the field |
Vendor Representative Name (Delivered Fuel only) (required)

Happy Oil Sad Test
MOU Agreement (Delivered Fuel only) irequired)

| agree

MOU Agreement Date (Delivered Fuel only) (requirzd)

[B28/2024

Please ensure all information above is accurate and then click 'Update’ below.

Update

Operation Fuel Contact Us

Providing year-round energy assistance to Connecticut 75 Charter Oak Avenue,

Made with Scribe - https://scribehow.com
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23 Click "Update"

IOU Agreement (Delivered Fuel only) (required)
| agree v
IOU Agreement Date (Delivered Fuel only) (required)

08/28/2024 ]

lease ensure all information above is accurate and then click 'Update’ below.

Update

Contact Us

ding year-round energy assistance to Connecticut 75 Charter Oak Avenue, Suite 2-240
Ents in need. Hartford, CT 06106

Phone: (860) 243-2345

® 2024 Operation Fuel. All rights reserved

24  Return back to Click "Settings"

‘) Q Applications ¥ ¢ Settings ~ N T 3
Home Contact Logout
Us

Vendor Portal

Welcome to the Operation Fuel Vendor Portal

instructions.

area and fill out all of your company's information.

Made with Scribe - https://scribehow.com 12



25 Click "Cities"

) Q, Applications ¥ &8 Settings ~ ~ =
, Home Contact Logout
Us
Company

Vendor P -

Welcome to the Operation F QeTVices

buncements

ist news and instructions.

he Settings area and fill out all of your company's information.

Fuel Contact Us

26 Choose or Select all the towns your company services. (check all boxes)

Cities Served

Cities Served
Cities Served

Please check off all cities your company serves.

Amston

! Andover

! Ansonia
Ashford
Avon

! Baltic
Bantam
Barkhamsted
Beacon Falls
Berlin
Bethany

! Bethel

| Bethlehem
Bethlehem Village
Bloomfield

! Blue Hills

! Bolton
Bozrah

! Branford

Made with Scribe - https://scribehow.com
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27 Click "Submit"

I Wolcott
Woodbridge
Woodbury
Woodbury Center
Woodstock
Woodstock Valley

I Yalesville

Yantic

Contact Us

hnce to Connecticut 75 Charter Oak Avenue, Suite 2-240
Hartford, CT 06106

Phone: (860) 243-2345

28  Return back to Click "Settings"

A Q Applications ¥ & Settings ~ N\
dome Contact
Us

Cities Served

Cities Served
our comparny serves.

Amston
J Andover
} Ansonia
I Ashford
J Avon
Baltic

Bantam
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29

Click "Services"

) Q Applications ~

Home

& Settings ~

=
Logout

[\
Contact
Us

Company

Cities Ser

rved

off all cities your company serves.

30

—4: el
OPERATION

FUEL Home

A, AppIduulis v

o OTLIYD

Cities

Cities Served

Amston
Andover
Ansonia
Ashford
Avon
Baltic

Bantam

Choose all of the services your company provides.

e r

Contact Logout

Us

Services / Fuel Types

Services Fuel Types

Please check off all services your company provides.

Made with Scribe - https://scribehow.com

Service Types
Electricity
Gas
Propane

Wood

Q c

a

Pellets

a

Biofuel

a

Kerosene
Qil
Water

a

15



31 Click "Submit"

Electricity
Gas

<]

Propane
Wood

(< I <

Pellets

<]

Biofuel

(<]

Kerosene
Qil
Water

(4]

Contact Us

hnce to Connecticut 75 Charter Oak Avenue, Suite 2-240
Hartford, CT 06106

Phone: (860) 243-2345

32 Click Logout.

) Q Applications ¥ & Settings ~ N\ =
Home Contact Logout
Us

Vendor Portal

Welcome to the Operation Fuel Vendor Portal

instructions.

area and fill out all of your company's information.
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