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FED EX 

If a FED EX bill (invoice) is a small amount, for example $5.25, it should be given to the 

Librarian’s Office.  The Business Office collects all the small amounts and pay them all together 

on one invoice only. 

Coutts Invoice 

It would be difficult to search Coutts invoices if you did not know how to use the Invoice 

number information provided by Coutts.  An Invoice number on a Coutts invoice would look like 

this: 10119746  I.  When searching by the invoice number, you have to enter the number in the 

search field as follows:  I-10119746. 
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When ordering from Alibris online (www.alibris.com) 

If you are ordering from Alibris online and have an account, click on the hyperlink Alibris 

for Libraries in the upper right corner of the Website.  This gives you the option to pay by 

purchase order.  You will receive an invoice for your order to pay later.   

 

 

Blackwell and Blackwell2 

You might encounter problems when creating an invoice for Blackwell if the PO has a list of 

items on.  You will not be able to retrieve the PO for certain SOs if Blackwell2 is the vendor 

instead of Blackwell.  So you ought to search for Blackwell2 when searching for the PO attached 

to Blackwell2 not Blackwell to able to retrieve and add to the invoice.    

 


