Home = AP Inveice Returns = AP Serter Page Exceptions » Exception Code 08: PO/Inveice Vendor Does Met Match

Effective: 09/04/2014

During the AP voucher creation process in OAKS FIN, if an invoice appears that the PO vendor and the vendor listed on the invoice do not match,
AP will assign the invoice to ECM as an exception code "06-PO/nvoice Vendor Does Not Match” for return processing. ECM will return the invoice
and the Invoice Return Notification to the vendor (and copy the agency) in the same method the invoice was submitted to OSS.

If the ECM associate has a question concerning AP's assignment of the exception code, contact an AP Captain.

Update the AP Sorter page

OAKS FIN = Accounts Payable = Batch Processes = Extracts and Loads = UDS Image Matching
1. Click checkbox47 next to desired line on the AP Sorter page.

Basic Data Comments Additienal Data

Received Date Batch ID :B”—"‘“E Image  VOLT

1 08/03/2011 9930 294083 Image
[T 2 os/04r2011 9730 294083  Image #
[T 3 os/04r2011 9730 294084 Image #

2. Click invoice image47.

Basic Data Comments Additional Data

Received Date Batch 1D 1M3%8 a0e  voOLT

D
1 08/04/2011 9730 294106 | Image

[ 2 08/04/2011 9730 204108 Imdge 5F

[ 308/04/2011 9730 204111 Image 5%

Use PDF image to confirm the information below in OAKS FIN.
3. Update Assigned To47 with employee numbep:

g
VOLT Assigned To *Sort Status

10113341 |2\ Rejected -

g G, New -
g G, New -
I

4. Select Sort Status47 "Rejected.”

UI

VOLT Assigned To  *Sort Status

10113241 @ | Rejected -|
& @ Mew -
g Q, Mew -

5. Confirm Work Group47 shows "ECM Team."




Work Group Exception Category

ECM TEAM - -

Confirm Exception Category47 displays "06-PO/Invoice Vendor Does Not Match."

Work Group Exception Category
TEANM 1 - -|

Confirm QOrigin47 is correctly populated based on the OSS participating agency approver.

VoucheriD  Origin Vendor ID

PROGRESS Q 0000131828 Q)
Q Q
Q Q

Confirm Vendor ID is correctly populated based on the invoiceimage.
Confirm Invoice Number47 is correctly populated with the vendor's.inveice number as it'@ppears on the invoice image (including leading
zeros and/or special characters).

Vendor ID Vendor
I Name

0000131826 C HOBART SEI| 40139002

<, PROTEAMW 128002

Invoice Number

Q) SHINPLEXGI 73832001

J ‘

For assistance in determining the invoice number, refer taithe "Determining the Invoice Number" process.

Click Comments47 tab.

Basic Data Comments Additional Data ﬁ

0358 Comments

1
T 2
T 3
i
Select Al Clear Al
save | Unlock Images |

Enter 058 Comments47 indicating "06-PQ/lnvoice Vendor Does Not Match. Returned invoice to vendor. (first initial. last name/date
[MIM/DD/YY])."

Basic Data Comments Additional Data h

055 Comments




A Select All Clear All

Save | Unlocklmages|

12. Click Saved?.

Basic Data Comments Additional Data

0SS Comments

1

[ 2

F 3

[ —
s Select All Clear All

Save | Unlocklmages|

13. Save invoice image to deskiop as "first three letters of vendor name_mm/ddfyyyy."

After updating the AP Sorter page in OAKS FIN, complete the following steps in the Invoice Return Tracker.

Update the Invoice Return Tracker

Log invoice in Invoice Return Tracker in SharePoint for customer service inquiries andresearch (see Appendix B).

OBM@Work = Ohio Shared Services = Transaction Processing = Invoicé Return Tracken= All ltems

1. Click the link above.
2. Click Add new item47 below the listed items.

Transaction Processing » Invoice R

Chic Shared Services Operations ServicesManagement

‘-‘r‘ ‘w r it

Drop Off Library
VOLT

dF Add new item

Listg

3. Invoice Return Tracker - New ltem47 window will open.

Invoice Return Tracker - New Item

H B8 O
-j # Cut
Save Clase Paste

Commit Clipboard

Vendor Name

Attachments Wl Click here to attach a file
Date Returned 11/27/2012 ‘:ﬁ
Return Reason P . P B *

|:| Discrepancy with unit price and or guantity

[m] »

[ Discrepancy with the date services were rendered
[T Discrepancy with contract dollars and or hours

[[] Duplicate inveice number

[]Incorrect billing address =




Additional Comments

Return Method

Associate Name

Business Unit

Date Received

nvoice Date

nvoice #

nvoice Amount

Returned To Vendor

Email Address

(List all that were copied)

Vendor Street Address

Vendor City [ State / Zip
EX: Columbus, OH 43129

i fololia

Enter Vendor Name47 as it appears on the invoice.

Attachments Wl Click here to attach a file

Date Returned 11/27/2012

Attach47 invoice saved on deskiop.

Vendor Name

Attachments | 0l Click here to attach a file

Date Returned 11/27/2012

Confirm Date Returned4?.

Vendor Name

Attachments Wl Click here to attach a file

Date Returned 11/27/2012

Select all Return Reasons47 that are applicable.

Date Returned 11,/27/2012

Additional Comments

|| Discrepancy with unit price and or quantity

[] Discrepancy with the date services were rendere
|| Discrepancy with contract dollars and or hours
[] buplicate invaice number

[T] Incerrect billing address

Enter Additional Comments47 if "Other" is selected under "Return Reas

on" and whenever necessary.

Date Returned

Return Reason

11/27/2012

|| Discrepancy with unit price and or quantity

|| Discrepancy with the date services were rendere
|| Discrepancy with contract dollars and or hours
[T Duplicate invoice number




—

[} Incorrect billing address

Additional Comments |

9. Complete remaining required fields marked with an asterisk.

The agency's email address must be included in the Email Address field. Click here47 to view the steps to access the agency's email
address.

Refer to the Origin Codes List on SharePoint.
Locate corresponding Agency Origin code.
Select Contact E-mail and Backup Contact E-mail

Business Unit 0SS Origin Contact E-mail

Lists @ Business Unit : DASO1 (5)
Vendor Maintenance DAS01 282 mailto:john.yoho@das.state.ch.us
Tracker b
Scanning Quality DASO1 283 ! mailta:jehn.yoho@das.state.ch.us
Assurance Tracker L
Origin Codes z o

. DASD1 284 mailto:john.yoho@das.state.ch.us
ECM - Labeling Tracker T

10. Click Save47? on toolbar.

Invoice Return Tracker - New Item

2 53 Copy
HEB8 O,

Sawve Close Paste

Commit Clipboard

After logging the invoice in the return tracker, determine methodeiinvoice delivery and complete the following steps for the Invoice Return
MNotification.

Complete Invoice Return Notification

Complete Invoice Return Notification in the Access Database (see Appendix A) with the details of the missing/invalid information needed to
process the invoice. Determine method invoice was submifted to OSS (i.e., mail, fax, or email). Return invoice and completed Invoice Return
Notification to vendor in the method invoice was submitted to 0SS

OBM@Work = Shared Services = Transaction Processing = ECM Documents = Improper Invoice Mail Merge

Click the link above.
2. Select Improper Invoice Mail Merge47 .

Ohioc Shared Services Operations Service Management  Transaction Processing

Documents [ Type Mame

Desktop Procedures E_VI | Improper Invoice Mail Merge

AP

3. Click OK on the Open Document47 pop-up message that displays to confirm that the file should be opened as "Read Only."

Open Document @

You are about to open:
Mame: ...wvoice Mai Merge accdb
From: obmportal

How would you like to open this file?
{* Read Only
(" Edit

Some files can ham your computer. If this information looks suspicious, or
vt dn nat fulle tnast the soice da not anen the file




T — ¥
Click Enable Content47.

!,' Security Warning  Some active’  -r more details, Enable Content

2

Double-click Return Form47.

All Access Objects = «
Search. Fe
Tables ¥
Forms H
% | Return Form |

Reports

Return Form47 will open with data fields populated from the Invoice Return Tracker.

5| Print Form . .
»
Date Returned :ﬁ nvoice Returned? Yes Izl
Associate Name Amanda Caines E Additional Comments
Business Unit ADADL E
Vendor Name AT&T3
Date Received 1/1/2011 -~ - ;
Return Reagon Itemization of invoice r
nvoice Date 1/1/2011
nvoice # 3645641 Agtachieni® v 2
|
nvoice Amount $5.00 g
|
Returned To Vendor
E \ N ‘

Click Toggle Filter47 in toolbar to view the recerds thabhaven't been completed (i_f, returned).

]? 4 | Ascending \'C/f Selection =

it il Descending fjAd\tanced v

ilter e rp——
+ 3 Remove Sort | Toaggle Filter

Sort & Filter

Use Previous Record and Next Record47 buttons at the bottom of the form to navigate through and locate desired record for the invoice
being returned.

Previous Record Next Record

Select under Vendor Letters47, the option that best describes why the invoice is being returned.

Vendor Letters

Vendor not in
Invoice Problem OAKS / Vendor
Updates

Remit Address
not in OAKS

Verify merged data on the Invoice Return Notification47.

D\ Ohio Shared Services

— 4 Invoice Return Notification

OIL DISTRIBUTING COMPANY Date Retumed
4646 SOLUTIONS CENTER 1/4/2013

CHICAGO, IL 60677

The enclosed invoice(s) have been retumed to you for updates or corrections for the following

reason(s) and MUST BE RESUBMITTED FOR PAYMENT,




|Purchase Order # not listed on Involce |

Invoi orrections:

Please resubmit your invoice(s) according to your normal billing procedures once the necessary
corrections have been made as requested in this letter.

Questions:

Please contact Ohio Shared Services by phone at §14,338.4781 (1.877.644.6771) or by email at
ohiosharedservices @ ohio.gov.

In accordance with Section 126.30 of the Ohio Revised Code, payment will be made within 30 days of the receipt of a
cofrectad invoice.

"PLEASE NOTE" Etlective July 2010, the Ohio Department of Administrative Services required cormalating purchase orders:
t0 b releranced on vendor invoicas.

Additional Comments:

Thank you for your assistance.

Ohio Shared Services, Accounts Payable Department

Last Updated 0102/2013 www.DhioSharedServices chig@ov

" For example: Company name, address, Vendor |D, and Reasonfor Return:

10. Continue with the steps below based on the method of invoice submissionio 0SS,

Return invoice submitted to OSS via email

Follow the steps below to return the invoice to the vendor via email (and copy the agency)using the "O88 Invoice Returns” email account.

" This assigned email account provides ECM Assaciates with a single seurce mailbox to retain email notices of returned invoices.

1. Click E-mail47 in toolbar.

g === I === s B
| wE sl $2B|=1|vis
Refresh Encel Text PDF | E-mail | Mare
A File  orXPs M

Data

2. Select PDF Format from the Send Object As47 pop-up window that displays.

4 k!
Send Object As =
Select output format:
Excel 97 - Excel 2003 Workbook (*.xds) - I oK |
HTML (*.hitm; =, himl)
Microsoft Excel 5.0/95 Warkbook (%, xls
:

Rich Text Format (*.rtf)
Snapshot Format (*.snp)
Text Files (*.txt)

¥PS Format (*.xps)

R I VS W VS

3. Click OK onthe Send Object As47 pop-up window.

" A
Send Object As L Z (S|

Select output format:

Excel 97 - Excel 2003 Workbook (*.xds) - I oK |

HTML {*.hitm; *.html)

Microsoft Excel 5.0/95 Workbook (*.xls
:

Rich Text Format (*.rtf)
Snapshot Format (*.snp)
Text Files {‘._t!ct}l ]




¥PS Format [*.xps)

" A new Outlook email 47 message will display (with the Invoice Return Notification attached).
SRR F:

File Message Insert Options Format Text Review Adob

o A - AN [E-E
& 'j 53 Copy

Encrypt | Paste B ~ B 7 U | ¥ A === |+
& Send = # Format Painte = &
ZixSelect Clipboard Fl Easic Text
From ~ Gerry.Sadorra@obm.state.oh.us
W
— To... ||
send
... |
Subject: |
Attached: |'@1nvoice Return Motification.pdf (94 KB i

4. Click From47 on the email.

Fram -

To...

Send
i

Subject:

Attached:

5. From drop-down, click Other E-mail Address...47.

From = Gerry.5adorra@obm.state.oh.us

. Gerry.Sadorra@obm.state.oh.us
Send
OBM.TrainingAcademy @obm.state.oh.us

Other E-mail Address...

6. Click From...47 on Send From Other E-mail Address window

e

Send From Other E-mail Address

From... |

Send Using | Gerry.Sadorrai@obm.state. oh.us

" The Choose Sender: Global Address List47 will display.

F ™y
Choose Sender: Global Address List — ﬁ

Search: @ Mameonly () More columns  Address Book

| Go Global Address List - Gerry,Sadorra@obm.state.oh.us - Advanced Find
| Name Title Business Phone Location Departn|
-
8 , A Space Filler £2 [H
£ 00 ODOT First Gal Entry W
2& 10002 - Andrea Kiener 1-885-743-2559 x 1358 Burez
9,5 10005 - Quinn Guist 514-376-5416 Burez
£ 10005T - David Wells Burez
?0 10006 - Grossman Anne (614) 799-0828 ext... Burez
£ 1000&T - Steve Croyle Burez
9& 10008 - Szymanski Duane (614) 793-3530 Burez
| | & 10008T - Robert ortiz Burez
9,5 10010 - Finnerty Lari (514) 760-3511 Burez
£ 100107 - Eric Welter Burez
9& 10011 - Lachendro Lisa (440) 899-2400 Burez
£ 10011T - Mike Dudick Burez




5"5 10013 - Haines Bob 800-869-1871
9& 10016 - Denette Edwards 888-738-5300

B AT T ddee e AT AT AAAR ek 44T

e

7. Type "oss"inthe Search4? field.

e
Choose Sender: Global Address List f
Search: @ Nameonly (7 More columns  Address Bool
| oss| Go Global Address
| Name Title

£ 0S5 Invoice Returns
€5, 055 Activity Team
& 055 Agy Denied Vchrs Invoices 055 Agency Denied Voucges
.| 055 A = giber (Server Room)

8. Double-click 088 Invoice Returns47 from the listing.

ra

Choose Sender: Global Address List ’[
Search: @ Mameonly () More columns  Address Book
oss| Go Global Address List - Gerry,
| Name Title

£ 055 Invoice Returns

45 055 Activity Team

& 055 Agy Denied Vichrs Invoices 055 Agency Denied Vouchers
IJ 055 AvonLake Other {Server Room)

[2] 085 BlueRodk Huddle Room

- | 055 Buckeye

9. Click OK47 onthe Send From Other E-mail Address window.

| Send From Other E-mail Address A\ Iﬁ‘

055 Inwvoice Returns
Send Using | Gerry.Sadorrai@obm.state. oh.us

QK

10. Confirm invoicereturns@ohio.qov4? appears'beside From.

e

From = invoicereturns@ohio.gov
— 5 .
— Ta..
Send
e
Subject:
Attached: | T Invoice Return Notification.pdf B4 KB

11. Aiftach invoice image previously saved to deskiop.

12. Enter vendor's email address inthe To field.

13. Enter agency's email address in the Ce field.

14. Enter Subject "Invoice Returned - Action Required <INSERT VENDOR NAME="
15. Paste "Invoice returned to vendor” template into the body of the email.

See team captain or coach for a copy of the invoice returned to vendor4? template.

From ~

=
— To... <YENDOR. CONTACT >
send

e <AGENCY CONTACT =

Subject: Invoice Returned - Action Required <INSERT VENDOR NAME=>

attached: | P voice Return Form.pdf (13 kB); TBHATT Corp Invaice.pof 116 KB)

DFHI‘I{VFNDDR}J




B ey

The attached invoice(s) is/are being returned to you for 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. When the issue has been
resolved, please resubmit a new invoice(s) according to your normal billing procedures.

If you have any questions, please contact Ohio Shared Services at 1.877.0HIOSS1 (1.877.644.6771) or by email at QhioSharedServices@ohio.gov.

Sincerely,

Ohio Shared Services, Accounts Payable Department

16. Update the vendor's name in the greeting of the email.
17. Click Send47.

From ~

...

Subject:

The Invoice Return Notification screen will return.

18. Click Close Print Preview47 on Access.

su &
Mare Close Print
© Preview

Close Preview

19. Click Invoice Returned4” at the bottom ofthe'Return Form data fields.

Print Preview Invoice Returned

v

The Invoice Returned?47 field at the top of the screen will be updated o "Yes."

[=]

Yes

20. Close window.

Follow the steps below to return the invoice to the agency via email (using the "O88 Invoice Returns" email account) and return the invoice to the
vendor via mail.

This assigned email account provides ECM Associates with a single source mailbox to retain email notices of returned invoices.

1. Click E-mail47 in the toolbar.
I oo elm |




Refresh Excel Text FDF | E-mail | Mare
A File  orXpPs =

Data

2. Select PDF Format from the Send Object As47 pop-up window that displays.

e
Send Object As

Select output format:

Excel 97 - Excel 2003 Workbook (*.xls) - oK
HTML {*hitm; *html)

EER)
Microsoft Excel 5.0/95 Workbook (*.xls
:

Rich Text Format (*.rtf)
Snapshot Format (*.snp)
Text Files (*.txt)

¥PS Format (*.xps)

TRl e

3. Click OK onthe Send Object As47 pop-up window.

e
Send Object As

Select output format:

-
L2 o
Excel 97 - Excel 2003 Workbook (*.xds) - I oK |

HTML {*.htm; * html)

Microsoft Excel 5.0/95 Workbook (*.xls
:

Rich Text Format (*.rtf)
Snapshot Format (*.snp)
Text Files (*.txt)

¥PS Format (*.xps)

1WM

" A new Outlook email47 message will display (with the Invoice"Return Notification attached).

-

SrEEEEIE N
File Message Insert Options Format Text Rediev widob

EE"Z E R - AT =
= o =3 Copy .

Encrypt | Paste - - B 7 UM% QL = = = |

& Send = # Format Painte =

ZinSelect Clipboard Fl Easiglext

From ~ Gerry.5adorra@obm.state. oh.us

ena | Loz [

s |

Subject: |

Attached: | "B Invoice Retum Notification.pdf SAKE) L

4. Click From47 on the email.

From -

To...

="
Send
.

Subject:

Attached:

5. From drop-down, click Other E-mail Address...47.

From = Gerry.5adorra@obm.state.oh.us

= Gerry.Sadorra@obm. state. oh.us
Send —
OBM.TrainingAcademy @obm.state.oh.us

Other E-mail Address...

6. Click From...47 on Send From Other E-mail Address window



ra

Send From Other E-mail Address

)

|

Send Using | Gerry,Sadorra@obm,state,oh.us

]

" The Choose Sender: Global Address List47 will display.

=

Choose Sender: Global Address List

——

==

Search: @ Name only () More columns

| Go

Address Book

Global Address List - Gerry.Sadorra @obm.state.oh.us

- Advanced Find

| Mame Business Phane Location Depart|1|
» A Space Filler

8 , ASpace Filler #2
|| | &g 00 ODOT First Gal Entry

9,5 10002 - Andrea Kiener 1-8858-743-2559 x 1358 Burez

?0 10005 - Quinn Guist 614-376-5416 Burez

£ 10005T - David Wells Burez

9& 10006 - Grossman Anne (614) 799-0898 ext... Burez

£ 10006T - Steve Croyle Burez

?& 10008 - Szymanski Duane (514) 793-3530 Burez
| | &g 10008T - Robert artiz Burez

?0 10010 - Finnerty Lori (614) 760-3511 Burez

£ 100107 - Eric Welter Burez

9& 10011 - Lachendro Lisa (440) 899-2400 Burez

£ 100117 - Mike Dudick Burez

?'i 10013 - Haines Bob 800-869-1871 Burez

9,5 10016 - Denette Edwards 888-738-5a00 Burea' 15

l: |4n.-\4/—|- L N R o | B R T N e N _r\.;r__

Lok ] [ cacd |

- — - — — <

Type "oss" inthe Search47 field.

e
Choose Sender: Global Address List

X |

Search: @ MNameonly () More columns  Address Boo
| oss| Go Gloh_ﬂ.ﬂ\ddress
| Name Title

£ 0355 Invoice Returns
&, 055 Activity Team
& 055 Agy Denied Vichrs Invoices

055 Agency Denied Voudes
giber (Server Room)

Double-click 08S Invoice Returns47 from the listing.

e
Choose Sender: Global Address List

<

Search: @ Nameonly () More columns

oss| Go

Address Book
Global Address List - Gerry,

Mame .

Title

£ 055 Invoice Returns

: 13
8§ 055 Agy Denied Vichrs Invoices
055 AvonLake

055 BlueRock

- 055 Buckeye

055 Agency Denied Vouchers
Other {Server Room)
Huddle Room

Click OK47 on the Send From Other E-mail Address window.

re
Send From Other E-mail Address

|

055 Invoice Returns

From...

Send Using | Gerry,Sadorra@obm,state,oh.us

oK

’ Cancel




10. Confirm invoicereturns@ohio.gov4? appears beside From.
From = invoicereturns@ohio.gov
=4 To...
Send
Ce...
Subject:
Attached: T nvoice Return Notification.pdf (94 KBl
11. Attach invoice image previously saved to deskfop.
12. Enter agency's email address in the To field.
13. Enter Subject "Invoice Returned - Action Required <INSERT VENDOR NAME= "
14. Click the Format Text47 tab in the toolbar.
ExIl™ L] |= Invoice Returned - Action Required <VI
Message Insert Options Review Adobe PDF
Aa HTWL 2 | am am e
———— M T A A | Aav |5 = = =
Aa Plain Text ,
Past r u al =E===
B F | AzRicnTet | B 4 U e X, X7 | % S=<=E
Clipboard Format Font Parag
15. Change email format to HTML47.
x| L] |= Invoice Returned - Action Required <'
Message Insert Options Format Text Review Adobe PDF
p— Calibi * 11~ A" A7 | Aav | B = - = - tios
Aa Plain Text . J—
Past 2 Ay . - === =
B 4 erichted B 4 U dbex, X WA =5 ¥
Clipboard Format Font Barad
16. Paste "Invoice returned to agency" template into the body of the email.

See team captain or coach for a copy of the invoice' returned to agency4? template.

From =
— _— y .\
- To... | <AGENCY CONTAGT >
Send L % 2 ¥ — ™ -
Cc...
Subject: Invoice Returned - Action Required <INSERT VENDOR NAWME>

attached: | Tl mvaice Return Form.pdf (18 kB); AT Corp Inveice.paf (116 KB)

Deaf <AGENCY=>,

vendor has been instructed to resubmit a new invoice(s) to 0SS promptly.

OhioSharedServices@ohio.gov.

Sincerely,

Ohio Shared Services, Accounts Payable Department

The attached invoice(s) is/are being returned t:{ <VENDOR= for 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 invaice. The

If you have any questions, please contact Ohio Shared Services at 1.877.0HI0SS1 (1.877.644.6771) or by email at

5

17. Update the vendor's name in the body of the email.
18. Click Send47.




Subject:

The Invoice Return Notification screen will return.

19. Print completed Invoice Return Notification.
20. Click Close Print Preview47.

AmMmT o m
'Eﬂ‘-_?lﬁuviéﬁ

su| B
Excel  Text FDF  E-mail Maore Close Print
File  orXPs ~ Preview
Data Close Preview
21. Under Print Form tab, click

Create Envelope4?.

Previous Record

MNext Record

. t Preview Invoice |
Preview Vendor ' _ |
Corrections Create Envelope
Forms Letter !
Letter |

Invoice Returned
22. Print envelope.

23. Click Close Print Preview47.

=== RN
'Eﬂ‘a_?lfuﬁéﬁﬁu E

Excel  Text FDF  E-mail

Mare Close Print
File  orXPs “

Preview
Data Close Preview
24.

Under Print Form tab, click Invoice Returned4?

Previous Record

MNext
A

%
)

.......................... N
) | Preview Invoice

Preview Vendor ] 1

Forms Letter

|
Corrections Create Envelope
Letter |

Llrwoice Returned
____________________________ \\

25. Print original invoice previously saved to desktop.
26. Mail the 2 documents back to the vendor.

Follow the steps below to return the invoice to the agency via email (using the "O88 Invoice Returns" email account) and return the invoice to the
vendor via fax.

This assigned email account provides ECM Associates with a single source mailbox to retain email notices of returned invoices.

1. Click E-mail47 in toolbar.
=l =N TR ==
wx wE $E2| =1|%
Excel  Text PDF | E-mail | Mare

File  or XP5 ~
Data

Send Object As

Select PDF Format from the Send Object As47 pop-up window that displays.
( Do
Select output format:

E?rﬁﬂ ?z ';E%(Jce;l ﬁljtgg Workbook (*.xds) - I oK |
-:c.E..D 95 Workbook (%, xlz _

Rich Text Format (*.rtf)

Snanshnt Farmat (*.snn)




3.

4.

5.

B.

TextFies (0c)
¥PS Format (*.xps)

Click OK on the Send Object As47 pop-up window.

= -
Send Object As [

Select output format:

Excel 97 - Excel 2003 Workbook (*.xds) - I oK |

HTML (*.hitm; *.himl)

Microsoft Excel 5.0/95 Workbook (*.xls

PDF Format (*.pd ance

Rich Text Format (*.rtf)

Snapshot Format (*.snp)

Text Files (= txt)
¥PS Format (*.xps)

‘WW

A new Qutlook email47 message will display (with the Invoice Return Notification attached).

gl v s

File Message Insert Options

By I+ AN

=53 Co

Format Text Review Adob

—

Attached: i invoice Return Notification.pdf [24 KB}

Encrypt | Paste . . B 5 U |¥®” A ===
& Send - # Format Painte =
ZixSelect Clipboard = Basic Text
From ~ Gerry.Sadorra@obm.state.oh.us
—_u
— To... |
send —
...
Subject:

Click From47 on the email.

Fram -

To...

Send
i

Subject:

Attached:

From drop-down, click Other E-mail Address...47.

From = Gerry.5adorra@obm,state.oh.us

Gerry.Sadorra@obm.state.oh.us
Send

OBM.TrainingAcademy @obm.state.oh.us

Other E-mail Address...

Click From...47 on Send From Other E-mail Address window

Send From Other E-mail Address ﬁ

From... |

Send Using | Gerry.Sadorrai@obm.state. oh.us

oK Cancel ‘

ey ’

The Choose Sender: Global Address List47 will display.

=

Choose Sender: Global Address List

=2

Search: @ Mameonly () More columns  Address Book



10.

11.
12.

| Go Global Address List - Gerry,Sadorra@obm.state.oh.us Advanced Find

| Name Title Business Phone Location Departn|

-

8 , A Space Filler £2 [H

|| | £ 00 ODOT First Gal Entry W
2& 10002 - Andrea Kiener 1-885-743-2559 x 1358 Burez
?& 10005 - Quinn Guist 514-376-5416 Burez
£ 10005T - David Wells Burez
?0 10006 - Grossman Anne (614) 799-0828 ext... Burez
£ 1000&T - Steve Croyle Burez
9& 10008 - Szymanski Duane (614) 793-3530 Burez
| | % 10008T - Robert ortiz Burez
9,5 10010 - Finnerty Lari (514) 760-3511 Burez
£ 100107 - Eric Welter Burez
?0 10011 - Lachendro Lisa (440) 899-2400 Burez
£ 10011T - Mike Dudick Burez
9& 10013 - Haines Bob 800-869-1871 Burez
2& 10016 - Denette Edwards 888-738-5300 Burez
? |<nr\</—|— Tedd e e o | TV AT ANAN ek 44T n...r._
[ OK ] [ Cancel

e

Type "o0ss" in the Search47 field.

e
Choose Sender: Global Address List f

Search: @ MNameonly () More columns  Address Boo

| oss| Go Global Address

| MName Title
£ 055 Invoice Returns
€5, 055 Activity Team
& 055 Agy Denied Vchrs Invoices 055 Agency Denied Voucges

= gber (Server Room)

Double-click 088 Invoice Returns47 from the listing.

e
Choose Sender: Global Address List

Search: @ MNameonly (O More columns  Address Book
oss| Go Glot;iﬂdressﬁgt - Gerry,

055 Agency Denied Vouchers
D 055 AvonLake Other (Server Room)

[2] 055 BlueRodk Huddle R.oom

055 Buckeye Qther (Lunct

Click OK47 on the Send From Other E-mail Address window.

s Y
Send From Other E-mail Address M

055 Inwvoice Returns
Send Using | Gerry.Sadorrai@obm.state. oh.us

[ QK

[ Cancel

|

L.

From = invoicereturns@ohio.gov
=1
- To... |
Send
e |
Subject: |
Attached: | T Invoice Return Notification.pdf B4 KB

Aftach invoice image previously saved to deskiop.
Enter agency's email address in the To field.

Confirm invoicereturns@ohio.gov4? appears beside From.




13. Enter Subject "Invoice Returned - Action Required <INSERT VENDOR NAME=""
14. Paste "Invoice returned to agency" template into the body of the email.

15.
16.
17.

18.

19.
20.

21.

See team captain or coach for a copy of the invoice returned to agency47 template.

From =
=T -
E Te... | <AGEMNCY CONTACT = |
Send \
e
Subject: Invoice Returned - Action Required <INSERT VENDOR NAME=

attached: | T nvoice Return Form.pdf (18 KB); T ATT Corp Invoice.pdf (116 KE)

Dea <AGENCY=>,

The attached invoice(s) is/are being returned t:{ <WVENDOR= for 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 invaice. The
vendor has been instructed to resubmit a new invoice(s) to 0SS prompthy.

If you have any questions, please contact Ohio Shared Services at 1.877.0HI0SS1 (1.877.644.6771) or by email at
OhioSharedServices@ohio.gov.

Sincerely,

Ohio Shared Services, Accounts Payable Department

L5

Update the agency's name in the greeting of the email.
Update the vendar's name in the body of the email.

Click Send47.
From ~
_ 0
E To..
Send
Cc.,
Subject:

The Invoice Return Notification screen will return.

Click PDF or XPS47 on toolbar.

m oA m
s |92 | =] s0
Excel Text PDF | E-mail Mare
File | orXPs <

Data

Save PDF form to desktop.
Click Publish47.

I Options... I

Tools = H Publish Jl[ Cancel J

"

Click Close on the Save Export Steps47 window.

Save Export Steps




Finished exporting 'Improper Invoice Motice' to file 'C:\Users\gsadorra'DocumentsMiscellaneous \TESTOML Y Improper Invoice Motice, pdf
successfully.

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

|:| Save export steps

O sl o RN P it < -

22 Print original invoice previously saved to desktop.
23. Print completed Invoice Return Notification saved to desktop.
24, Faxthe 2 documents back to the vendor.





