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Exception Code

Update the AP Sorter page

OAKS FIN = Accounts Payable = Batch Processes = Extracts and Loads = UDS Image Matching
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6. Confirm Exception Category47 displays "05-Vendor not in OAKS."
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11. Enter 088 Comments47 indicating "Vendor not in OAKS. Returned invoice to vendor. (first initial. last name/date [MM/DD/YY])."
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12. Click Saved?.
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13. Save invoice image fo deskiop.

After updating the AP Sorter page in OAKS FIN, complete the following steps in the Invoice Return Tracker.
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Return invoice submitted to OSS via mail

Follow the steps below to return the invoice to the agency via email (using the "OS8 8 Invoice Returns" email account) and return the invoice to the
vendor via mail.

W This assigned email account provides ECM Assaociates with a single source mailbox to retain email notices of returned invoices.
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. Enter "vendor@ohio.gov" (i e Vendaor Maintenance Team) in the Cc field.
14 Enter Subject "Invoice Returned - Action Required <INSERT VENDOR NAME> A

12. Enter agency's email aduress in the To field. Q
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15. Paste "Invoice returned to agency"” template into the body of the email. \
|See team captain or coach for a copy of the invoice returnem y47 template.
From =
;&:d. Tl || | <AGENCY CONTACT> | 9:\_.1“
e || D 2\l
Subject: | Invoice Returned - Action Reququ‘-:hsERT VENDOR NAME=>

Attached: |m1n\rmce Return _-._..u.

Deaf <AGEMCY>,

The attached invoice(s) is/are being returned tc{ <\VENDOR= fFor correction or because additional information is needed to process your
invoice(s). Please see the attached Invoice Return document that outlines the reason(s) we were unable to process your invoice. The
vendor has been instructed to resubmit a new invoice(s) to OS5 promptly.
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If you have any questions, please contact Ohio Shared Services at 1.877.0HIOSS] (1.877.644.6771) or by email at
OhioSharedServices@ohio.gov.

Sincerely,

Ohio Shared Services, Accounts Payable Department

16. Update the agency's name in the greeting of the email. (-b
17. Update the vendor's name in the body of the email. \

18. Click Send47. Q
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Subject:
L The Invoice Return Notification screen will return. @6
19. Click PDF or XPS$47 on toolbar. ‘\%
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Save PDF form to desktop.
Click Publish47.
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Click Close on the Save Export Steps47 window.
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Save Export Steps
NG,

Finished exporting ‘ITmproper Invoice Motice' to file 'C:\Users\gsadorra\Documents \Miscellaneous \TESPANLYImproper Invaice Notice. pdf
successfully.

Do you want to save these export steps? This will allow you to guickly repeat the operation without using the wizard.

Sawve export steps

Close

Print ariginal invoice previously saved to desktop.
Print completed Invoice Return Notification saved to desktop.
Mail the 2 documents back to the vendor.



