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Entering the Eclor Invoices to the Fermented
Juice Working Document
When Eclor invoices are received they are added to the Fermented Juice Excel file for
recording of containers being shipped from France to the US. This file is used to track
purchase cost, freight cost, and purchase order information

Open the PDF

1 Eclor email with invoice(s) to enter into the Juice spreadsheet on SharePoint
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2 Below is an example of Eclor invoice with highlighted fields to enter on the
spreadsheet. Missing from the image is the invoice number from the top right.

Find the Workbook

3 Click on the SharePoint Homepage, this should take you to the Supply Chain list of
available folders



Made with Scribe - https://scribehow.com 3

4 Open the JUICE folder

5 Open the Eclor folder
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6 Open the France Fermented Juice 2026 folder

7 Click "Eclor Fermented Juice - 2026 Working Document .xlsx"
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8 In the workbook you will enter the highlighted information form the invoice to
columns A through J. Several columns are formulas which will need to be copied
down as invoices are entered. Make sure the spreadsheet is filtered by invoice
number smallest to largest before entering. This spreadsheet is used by multiple
people who do not remove filters when they are done or they maybe using the
spreadsheet at the same time. If that is the case, set filters for only you when
asked.

After entering all the information the invoices are filed in the Open AP Filing
cabinet until the container has been received at the plant.


