
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/

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.

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

From the Main Page-->NavBar Icon   (on the upper right side of the screen to the right of the home and search icon) →

Financial Systems -->Voucher & Supplier Maintenance --> Supplier Center

The Supplier Type is VENDOR

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.

A green dot indicates an active County supplier profile.

Click on View Address to see the options available to complete the Invoice template.

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.



Complete the body of the invoice by filling in the Program Name (e.g., Color Me Healthy, 2
nd

Grade, 3
rd

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

Ensure everything is on one page.



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.

mailto:snap-edmonitor@ncsu.edu

