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Determining Invoice Number

Invoice numbers are required for accurate voucher processing in OAKS FIN. This information will assist the OSS associate in determining the
correct information to enter in the OAKS FIN Invoice Number field.

- 282,

Statements

When using an itemized Statement to create a voucher, use the statement number if no invoice number is listed on the document.

= For hotel invoices or pest control invoices:
+ If a summary statement is received without a separate invoice(s)/folio(s), for ea
+ If a summary statement is received with a separate invoice(s), the voucher is ¢

L If the summary statement does not have an invoice number, you
+ If a hotel folio is received without a summary statement and has a unigue'i
+ If a hotel folio is received without a summary statement and does not have a uni

e invoice number, it must be returned to the sender.
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513 542.5900 used to create the voucher. 10
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* For all other summary statements - Crea@(‘m her using the summary statement as the invoice.

R T W VO WPW S SR A O SRR M.”mm# it A





