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Quick Sheets---Creating a Package

Creating a Package to send to the Vendor.

1. Select “Create Package
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Create New Invoice
Step 1: Flight Date * S 2
) swp3
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View/Madify Invoices
View/Modify Packages Create Package
2. Select flight 3. Contract # 4. Pick correct tail # 5. Search

Filter | Search Invoices by Contract
7\

VRN
Step 1: Date Range * @ Step 2: Contract # * @ Step 3: Contract ltem # * w

03/01/2020 - 03/10/2020 = 12024818F9000 - N313XA-2

Package Header

N - |6

Contract Number Contract ltem No Vendor Name Date From Date To
12024B19F9000 2 Air Charter Service Inc. 03/01/2020 03/02/2020
Show All v entries Search:
Select 4+ Invoice # Registration # Date Amount Status Created By Updated By Updated Date
1678004131 N3T3XA 03/01/2020 13500 COR_APPROVED Susan Gethen Susan Gethen 03/10/2020
8004133 N313XA 03/02/2020 13500 COR_APPROVED Susan Gethen Susan Gethen 03/10/2020

Showing 1102 of 2 en:ﬂes\

Package Remarks

6. Check the box of all the invoice you want in the package.

Previous Next

Rerarks

Enter Remarks

@ 7. Create the package
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Quick Sheets---Creating a Package

The new version takes you directly the package that you just created. It will be highlighted in green
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Filters

& devwrkfs.usdagov/ibs/aviation-package-management-alLhtm

Management

Dashboard - Aviation

3. Contract ltem Number * Status

1. Flight Date From * o 2. Contract Number *
0/01/2020 @ AG-TEST-C-14-CCCC v 1-NB37AR M AL e
Package Number Created By
Enter Package Number Susan Gethen
Click on the package
Contract: AG-TEST-C-14-CCCC - Item: 1 - N537AR Create Package @
Show 50 v entries search:[ |
Package # Status v Create Date Create By Updated Date Updated By Company Remarks Amount
50452 COR_APPROVED 11/18/2020 Susan Gethen 11/18/2020 Susan Gethen TEST - fscfouser15 6760

USDA.gov

U.S. Forest Service

Previous

Showing 1to 1 of 1 entries

USAgov RETURN TO THE TOP ®

Whitehouse.gov

Next

This opens to the package and ability to send to vendor.

Updated By:

This will show all
the invoices that
are included in the
package.

Package Number:

50452 Susan Gethen Amount: 36760

Created By: Updated Date: :

Susan Gethen 2020-11-18T00:00:00

Created Date: Invoice Start Date: Status:

2020-11-18T12:1510.96 11/03/2020 COR_APPROVED

Vendor Name: Invoice End Date: Payment Status:

TEST - fscfouser15 11/10/2020

N Sent Date:

Vendor Code: COR Email Address:

3469010101 EEMSCERT@ftc.usda.gov Signed Date:

Remarks:

o Send the package to the vendor
Invoice List
/
Search
Invoice Registration AV ES ES FT FT ST ST RON . Daily

Date  “ Number Number Codes Hours Total Hours Total Miles Total Charges Mise gl IV St
11/03/2020 1678045616 NS374R 0 0 0 0 0 0 0 0 5000 5000 COR_APP|
11/04/2020 1678045617 N537AR 0 0 0 0 0 0 0 0 1000 1000 COR_APP|
11/05/2020 1678045618 N537A 0 0 0 0 0 0 0 0 400 400 COR_APPkovED
11/10/2020 1678045633 N53' (] 0 0 1 360 0 0 0 o 360 COR_APPROVED

Delete Package Send to Vendor
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