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CHARTER SCHOOLS

System Integrated Vendor Invoicing Portal



Step One: Log into the vendor portal. Verify “Make Checks Payable To” is correct. If it is not, add the
correct information and click “Save and Continue”

Step Two: To submit an invoice, select the small receipt icon in the upper left. This will take you to the
invoice section.

Vendor Details List Order FAQs | Order Guidelines | Hi Dan Test New Service Vend.. (test.inspire.vendor.pw+DTSV@gmail.com) +

Vendor Profile

dor Name (DBA) Email

Vi
Dan Test New Service Vendor [DO NOT USE] DBA of testinspire.vendor.pw+DTSV@gmail.com

Phone
1231231231 Phone Extension URL

PO/Certificate Receiving Email Make Checks Payable To

test.inspire.vendor.pw+DTSV@gmail.com Dan Test

Contact Information
Product and Service Details

General Attachments
School Details

Monarch River Academy ”

v Detailed List of Services and Prices
v School Attachments

v Vendor Agreement




Step Three: Set the “Status” filter to “For Invoicing.” This provides a list of all certificates available to

invoice against. *Note: you will only see certificates with start dates that are current or past. Future services will not
appear until the first day of services starts. Certificates will appear for 90-days after the start date before expiring.
Please submit invoices promptly after services are rendered to avoid expiration.

Invoice Order FAQs | Order Guidelines | Hi Dan Test New Service Vend... (test.inspire.vendor.pw+DTSV@gmail.com) +

school School Year Start Date End Date
School Selection 2021-2022 Aug 31,2021 Nov 29, 2021 For Invoicing

Status

Search by Certificate Number

Certificate Number Student Name Service Order Amount Start Date Processed Date Status
0-C006-YVS Test Student One Dance Lessons $100.00 Nov 26, 2021 - Nov 08, 2021 For Invoicing
0-C002-YVS Test Student One Piano Lessons Test 2 $100.00 Nov 15,2021 - Nov 08, 2021 For Invoicing
1-C002-MRA Test Student Two Weekly 30 minute piano les. $25.00 Nov 12,2021 - Nov 12,2021 For Invoicing
4-C008-YVS Test Student Five per week $2.00 Oct 15,2021 Oct 19, 2021 Nov 08, 2021 For Invoicing

4-C004-YVS Test Student Five per month $500 Nov 15,2021 - Nov 08, 2021 For Invoicing

For Invoicing




Step Four: Review the student name, service, amount, and start date for accuracy. If correct, click the

small invoice icon in the “actions” column to submit your invoice. *Note: not all services will have an end date
listed. For example, monthly services will only have a start date.

Vendor Invoicing

School Year Start Date End Date Status

School Selection 2021-2022 ~  Aug 31,2021 Nov 29, 2021 For Invoicing

Search by Certificate Number

Certificate Number Student Name Service Order Amount Start Date Processed Date Status

0-C006-YVS Test Student One Dance Lessons $100.00 Nov 26, 2021 = Nov 08, 2021 For Invoicing

0-C002-YVS Test Student One Piano Lessons Test 2 $100.00 Nov 15, 2021 - Nov 08, 2021 For Invoicing

1-C002-MRA Test Student Two Weekly 30 minute piano les. $25.00 Nov 12, 2021 - Nov 12, 2021 For Invoicing

4-C008-YVS Test Student Five per week $2.00 Oct 15,2021 Oct 19,2021 Nov 08, 2021 For Invoicing

4-C004-YVs Test Student Five per month $5.00 Nov 15, 2021 = Nov 08, 2021 For Invoicing




Step Five A: Review the details of the order. If the details are incorrect, click “HERE” at the top
of the screen. This will launch a pre-populated survey entry with room to describe the
necessary changes. Submit your changes and click “Cancel” to return to the previous screen.

Order Request Order FAQs | Order Guidelines | Hi Dan Test New Service Vend... (testinspire.vendor.pw+DTSV@gmail.com) +

iy

Please review certificate details for accuracy. If the details are correct, please click proceed. If you need revisions, please submit your
changes to the Order Accounting Department HERE.

Order ID: 2021-200490 *Note: Once
submitted, the
Order Request Order FAQs | Order Guidelines | Hi Dan Test New Service Vend... (test inspire.vendor. pw+DTSV@gmail.com) v ALY Order Accountlng

department will
contact the parent

Please review certificate details for accuracy. If the details are correct, please click proceed. If you need revisions, please submit your

changes to the Order Accounting Department HERE. to m a ke the
Order ID: 2021-200490 Vendor Invoicing Portal - Revisions
f requested changes.
Order Request Info
Once complete, the
Certificate Number: 0-C006-YVS Vendor Name: Dan Test New Service Vendor [DO a
Student Name: Test Student One NOT USE] H H
School Name: Yosemite Valley Charter Sch. Payment Mailing Address: Test Address Test City TE 1121 24 team WIII nO tlfy yOU
Activity/Class: Dance Lessons Payable To: Dan Test ——

via email that your
certificate is ready

to invoice.

Order ltems
Order Item #1 Item Total: $100.00

Service Item Description
Dance Lessons

Service Unit Dates Materials Fee Unit Price

Per Session ¥ $0.00 $100.00

Start Date
Nov 26, 2021




Step Five B: Review certificate details. If the information is correct, click “Proceed.”

Step Six: A pop up with an auto-generated invoice number and invoice date will appear. You may
leave notes or leave this section blank. Click “Invoice.”

Invoice

Invoice Number
Order Request Order FAQs | Order Guidelines | Hi Dan Test New Service Vend... (test.inspin dor.pv ) v

21-200490-03

Invoice Date
Please review certificate details for accuracy. If the details are correct, please click proceed. If you need revisions, please submit your
changes to the Order Accounting Department HERE. Nov 29’ 2021

Order ID: 2021-200490 N
Order Request Info | ‘ You May Add Notes Here /
| \

Certificate Number: 0-C006-YVS Vendor Name: Dan Test New Service Vendor [DO

Student Name: Test Student One NOT US | w
School Name:  Yosemite Valley Charter Sch... Payment Mailing Address: Test Address Test City TE 1121
Activity/Class: Dance Lessons Payable To: Dan Test

|
Order Items

Order Item #1 Item Total: $100.00

Service Item Description
Dance Lessons

Service Unit Dates Materials Fee Unit Price

Per Session » $0.00 $100.00
Start Date
Nov 26, 2021




Step Seven: After clicking invoice, you will be prompted to verify your payment mailing address and
checks made payable to name. If these are correct, please click “Submit.” This concludes the
submission of your invoice for processing.

If these details are incorrect, you may update them in your portal or you can email Vendor Relations
for assistance with updates. Press cancel and do not submit your invoice if these details are incorrect!

Submit Invoice Submit Invoice

Kindly check these are the correct details. _ -
Kindly check these are the correct details.
Payment Mailing Address: Test Address Test City TE 1121
Payable To: Dan Test Payment Mailing Address: Test Address Test City TE 1121
Payable To: Dan Test

If you need changes to these details please reach out to
vendor.support@theaxiagroup.com before clicking submit and creating the If you need changes to these details please reach out to

" i ¢ g invoice.
Do you want to continue with creating an invoice?

invoice. ¢ vendor.support@theaxiagroup.com before clicking submit and creating the

Do you want to continue with creating an invoice?




For Invoicing
For Approval

Processed

Vendor Invoicing
Scho School Yea Start Date End Date Status
School Selection 2021-2022 ~  Jun 25,2021 Jun 24, 2022 For Approval -
Search by Certificate Number h
Certificate Number Student Name Service Order Amount Start Date End Date Processed Date @ Actions
0-C005-YVS Test Student One Dance Lessons $100.00 Nov 18, 2021 - Nov 08, 2021 For Approval -
School School Year Start Date End Date Status
School Selection 2021-2022 *  Jun 25,2021 Jun 24,2022 Processed v
Search by Certificate Number
Certificate Number Student Name Service Order Amount Start Date End Date Processed Date Status Actions
4-C001-YVS Test Student Five per session $3.00 Sep 12,2021 - Nov 08, 2021 Processed é




From the “Processed” status you may download a copy of the invoice you submitted. You may save
this copy for your records.

Schoo School Year Start Date End Date Status

School Selection 2021-2022 ~ | Jun25,2021 Jun 24,2022 Processed = Download

Search by Certificate Number Q

Certificate Number

Student Name Start Date End Date Processed Date Status

(3

4-C001-YVS

Test Student Five per session $3.00 Sep 12, 2021 - Nov 08, 2021 Processed

Test Student Five per session Oct 13,2021 Nov 08, 2021 Processed

0-C004-YVS Test Student One Dance Lessons $100.00 Nov 02, 2021 Nov 08, 2021 Processed

YVS

Bgn Test New Service Vendor [DO NOT INVOICE
El]

Payment Mailing Address

Test Address
Test City TE 1121

Bill To: Yosemite Valley Charter
School

3610 E. Ashlan Ave.
Fresno, CA 93726

Student Name
Test Student Five

Service Unit
Per Session

Service Dates
09/12/2021
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