Steps to Uploading Invoices in New Org Scribe -

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

2  Enter your Email address.

UPERATION

FUEL

Please log in to access this
page

Email

Password oY

| forgot my password
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3 Enter your Password here.

Please log in to access this
page

| L
happyoiltest@gmail.com

‘Password =

| forgot my password

© 2023 - Neworg Content Manager

4  Click "Login"

Please log in to access this
page
— —
happyoiltest@gmail. com
energy2024 @

| forgot my password
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5  Click "Applications"

—p— ) Q, Applications * &8 Settings ~ ~ =
gijAEOLN Home Contact Logout

Us

Vendor Portal

Welcome to the Operation Fuel Vendor Portal

& Announcements

‘e we can list news and instructions.

ase go to the Settings area and fill out all of your company's information.

eration Fuel Contact Us

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

NPT ) Q Applications ¥ & Settings ~ ~
UFPEEAEOLN Home Contact
Us

| oen il
Search Applications "Portal

vwewuine w ue wperation Fuel Vendor Portal

News & Announcements

Here we can list news and instructions.

Please go to the Settings area and fill out all of your company's information.

Operation Fuel Contact Us
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7  Click "Upload Files"

Search:

Account Account
Holder Holder

Client First Last Account Delivery
Information Name Name Number Limit $

Mary Joe Test, Mary Joe Test 0 500
123 Silver Ln,

2b, East

Hartford, CT

06118

Contact Us

75 Charter Oak Avenue, Suite 2-240
Hariford, CT 06106

8 Click the "Choose files" button.

Document Upload

Please, upload your Invoice

Choose Files | No file chosen
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9  After choosing your files Click "Save".

Document Upload %

Please, upload your Invoice

\ Choose Files | INVOIC~1.PDF

10 Click "Close"

Made with Scribe - https://scribehow.com



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

Search:

Account Account
Holder Holder

Client First Last Account Delivery
Information Name Name Number Limit $

Mary Joe Test, Mary Joe Test 0 500 v INVOIC~1 PDE n
123 Silver Ln,

2b, East

Hartford, CT

06118

Contact Us

75 Charter Oak Avenue, Suite 2-240

12  Enter the "Unit Cost" field.

Delivery Date

08/13/2024

Unit Cost

3

# of units

100

Delivered fuel total $

500

Other Fees $
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13  Enter the "# of units" field.

Delivery Date

08/13/2024

Unit Cost

5

# of units
100|

Delivered fuel total $

500

Other Fees §

0

Total Due $

14  Enter the "Delivered fuel total $" field.

Unit Cost

5

# of units

100

Delivered fuel total $

500

Other Fees $

0

Total Due $

500

If total due is greater than delivery limit listed, please enter the
delivery limit amount — e.g., if you delivered $590 worth, but the

limit fram Minnaratinn Conl ic @RON Aantar CRENN and tha clinnt ic
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15 Enter the "Other Fees $" field. (If Applicable)

# of units

100

Delivered fuel total $

500

Other Fees $

o

4k

Total Due $

500

If total due is greater than delivery limit listed, please enter the
delivery limit amount — e.g., if you delivered $590 worth, but the
limit from Operation Fuel is $500, enter $500 and the client is
responsible for the remainder.

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

Ueliverea tuei toal »

500

Other Fees §

0

Total Due $

500

If total due is greater than delivery limit listed, please enter the

delivery limit amount — e.g., if you delivered $590 worth, but the
limit from Operation Fuel is $500, enter $500 and the client is
responsible for the remainder.

18 Click "Logout"

ie  Q Applications ¥ & Settings ¥ & ContactUs @ Logout

Open Applications

Search:

Account Account

Holder First Holder Last Account Delivery
Name Name Number Limit $

No data available in table
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