Invoice Directions for Staff
August 30, 2007

Invoice file is located on L:\Admin Grant\2007 Admin\AC Invoices\Staff Monthly Invoice.xls or L:\Admin Grant\2007 Admin\AC Invoices\Staff Qrtly Invoice.xls these are the files that should be used to copy for creating program invoices.
Save under AmeriCorps\2007\program name invoices

Click on Tool and Protection – Unprotect Sheet – enter password to open sheet for entering data
Enter:
Grant Recipient:

Contact:


Address:

City/State/Zip:

Phone Number:

Enter this information on the 1st invoice and the information will roll forward to the other worksheets.

Enter COMPETITIVE or FORMULA on 1st invoice and the information will roll forward to the other worksheets.

Enter Advance amount on 1st page and the information will roll forward to the other worksheets.

Enter Advance Balance – Previous Invoice – should be the same as the advance on 1st invoice.
Check the Dates (the worksheet is set for starting on 9/1/07 to 9/30/07) if grant period is different then dates will need to be changed.  The adjustment for start dates must be entered in the Month (1) worksheet.

Under send invoice to: enter your name, your phone # & your Email – on 1st invoice this information will roll forward to the other worksheets.

Under Serve Wisconsin Use Only – 
Enter Purchase Order Number






Enter Project Codes






Enter Program Year






Enter Contract Number






Information should roll forward to the other worksheets.

Click on Tool - Protection – Protect Sheet – enter password & confirm password.
The worksheet is protected and information rolled forward with only 7 cells open for program input on each invoice.
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