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Steps to Uploading Invoices in New Org

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

2 Enter your Email address.

https://scribehow.com
https://cm2gpct.neworg.com/v3?Pagenum=98
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3 Enter your Password here.

4 Click "Login"
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5 Click "Applications"

6 Click "Open Applications" Here you will see all your approved applications
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7 Click "Upload Files"

8 Click the "Choose files" button.
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9 After choosing your files Click "Save".

10 Click "Close"
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11 Click "Edit". This is where you will enter your invoice details.

12 Enter the "Unit Cost" field.
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13 Enter the "# of units" field.

14 Enter the "Delivered fuel total $" field.
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15 Enter the "Other Fees $" field. (If Applicable)

16 Enter the "Total Due $" field. (Should not be more than $500)
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17 Click "Update"

18 Click "Logout"


