How to complete the Steps to Health reimbursement process

Visit the STH website and navigate to the Administrative Resources tab
https://ncstepstohealth.ces.ncsu.edu/administrative-forms
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Scroll down the page to find the section that corresponds to the type of reimbursement needed. The options
are Copies and Postage, Food Demonstration Supply, and PSE/Garden/Signage.

Each section has an invoice template and sample invoice for viewing.
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Copy and Postage Forms:

« Copy & Postage Reimbursement Form

« Copy & Postage Reimbursement Instructions

Travel Forms:
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Food Demonstration Supply Invoice Preparation:

« Food Demonstration Supply and Allowable Purchase Reimbursement

FAQ T (3/22 rev.2/23)
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PSE/Garden/Signage:

+ PSE/Garden/Signage Sample Invoice

« Blank Invoice Form

Each template can be downloaded and then customized to match the county supplier profile found in My Pack
Portal


https://ncstepstohealth.ces.ncsu.edu/administrative-forms/

To find the County Supplier Profile Log in to My Pack Portal
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You have no Supplier requasts in process.

Enter the County name in the Supplier Name field to view the available options to complete the
Business/Entity section of the invoice template.



Results may show that the County is not an active supplier. View the ‘Status’ column to the
right of the County name in the results. A red dot indicates the County will need to complete
the Supplier Center setup via Payment Works. CALS Business Operations will send the
invitation to start the process.
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Supplier Type Supplier Center Instructions
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Vendor Employee NC State Student businesses

Supplier Information

Supplier Name Pamlico m Koy

Clear @ connected Supplier

@ Not Yet Connected Suppliet
We found 5 Suppliers that match your search criteria.

= 1-50f 5 View All
Supplier ID Supplier Name Stati
0000003936 Pamlico Home Builders & Supply co [ ] Invite to Connect
0000013246 Pamlico County [ ] Invite to Connect
0000362934 Pamlico County Schools [ ] Invite to Connect
0000418980 Pamlico County 4-H [ ] Invite to Connect
0000591344 Pamlico County High school [ ] View Addresses Create Voucher

A green dot indicates an active County supplier profile.
Click on View Address to see the options available to complete the Invoice template.
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Seq Address 1 Address 2 City State  Postal Country  “33%S  Roquest status @ NotYet Connacts)
1 4-H Outdoor Education 303 E Main St Jefferson NC 28640 usA ] Invite to Connect

2 POBox3% 303 E Main Street Jefferson NG 28640 USA (] Invite to Connect

3 4thCenter PO Box 359 Jofferson NC 28840 usA ] Invite to Connect

4 Sheriffs Office PO Box 395 Jefferson NG 28640 UsA [} Invite to Connect

5 ;3; Goverment Circle Ste Jefferson Ne 28640 UsA (] Invite to Connect

6 NCCooperative Extension o COvamment Cirdle Sulle  joper, NC 28640 UsA ®  invitation Expired-Resend

8 éfr‘:m‘;?;‘a“’ Rural & 2':::’5:;”‘9' clo Farm Jefferson Ne 28640 UsA ] Invite to Connect

9 4H NC Coop Ext ;:‘2 Govemment Circle Sto e rcon NC 28640 usa ® Invite to Connect

" 150 Gov Circle Ste 2500 Jefferson NC 28640 UsAa ® Invite to Connect

12 4H ;:‘2 Govemment Circle St frgrson NC 28640 usA ] Invite to Connect

13 320 South Street Jefferson NC 28640 Usa ® Invite to Connect

14 ;igoG""”"'"“"‘ CES Jefferson NC 28640-8965 USA ® Create a Voucher

Enter the address information into the Invoice template EXACTLY as it appears in the Supplier
Center profile address.

CALS Business Operations, the first step of review and approval, will reject the submitted
invoice if those details do not match.
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Complete the body of the invoice by filling in the Program Name (e.g., Color Me Healthy, 2"
Grade, 3" Grade, Garden Project, PSE signage project, etc.), Vendor (where was the purchase
made), date of the purchase, and the amount without tax. Complete the very bottom of the
invoice template with the county agent or county administrative professional contact
information who can answer questions about the invoice.

Next, Page Break Preview or Print Preview to ensure all of the information is on one page.
From the Main Menu, click on View—Page Break Preview
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Ensure everything is on one page.
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Save the Excel file.
Then save it as .pdf and combine/attach all receipts that document the purchase (ensure the
receipts are legible)

Email the completed file to snap-edmonitor@ncsu.edu

If the documents are being sent from a scanner, enter/change the sender name and
fill in the subject line.

The documents will be submitted to CALS Business Operations/CBO via ServiceNow and
progress through various approval stages ending with a check being mailed to County.
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