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The Basic Data Tab

The Basic Data tab contains editable and read-only fields used to capture invoice details on the Sorter page such as buttons to perform functions for voucher creation and a hyperlink to view the invoice image.
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- The first column displays the check box for each work item - clicking the applicable box will enable modifications to the selected work item.
+ The Received Date column displays the date the image was scanned by OSS.

+ The Batch ID column displays the batch number for the image.

+ The Image ID column displays the image number for the image.

+ The Image column displays the link to the image — clicking the link opens a PDF version of the document in a new window.
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+ The Assigned To column is used to assign work items to specific individuals by using their employee 1D number.
= The Sort Status column displays the status of the item. These can be assigned by associates as applicable.
« Assigned = associates use this status to assign items to another group.
« Exception = associates use this status to assign items to agencies for additional information.
« Interface Process = automatically set when invoice is being processed (item is read-only and cannot.be modified on the Sorter page).
+ New = default status.
+ Rejected = associates use this status when an item cannot be processed.
+ Reprocess = automatically set when voucher is deleted as a reprocess.
« Return from Agency = set by participating agencies to return an image to OSS for action.

The Work Group column displays the work group responsible for working the associated items.
« Work Group designations indicate who is responsible for working the item.
« AP can use the Work Group designation feature to route items to agencies.
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+ The Exception Category column is used to assign a spécific exception code to an item - this guide explains each category and the appropriate action to take to work an item that falls into that category.
+ The BU column is used to identify the correct business unit farthe agency listed on the invoice.

The business unit will carry over to the Voucher Add/Update page when the Create Voucher icon is selected
+ The Voucher ID column displays a read-only field populated with the voucher number once an invoice is processed and a voucher is completed.
"Progress” indicates that the item is currenily being processed or it was attempted to be processed via manual vouchering.

+ The Origin column is used to identify the correct origin code for the agency listed on the invoice.
+ The Supplier 1D column displays an editable field populated with the supplier 1D.

The supplier number will carry over to the Motucher Add/Update page when the Create Voucher icon is selected.

+ The Supplier Name column displays,an editable field populated with the supplier name.
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+ The Invoice Number column displays an editable field pre-populated with "ZZZ77" and should be updated to reflect the invoice number as it is captured from the invoice.
The invoice number will carry over to the Voucher Add/Update page when the Create Voucher icon is selected.

+ The Invoice Dt column displays an editable field pre-populated with the received date and should be updated to reflect the invoice date that the supplier issued or generated the invoice (as displayed on the
invoice).

The invoice date will camy over to the Voucher Add/Update page when the Create Voucher icon is selected.

+ The Last Receipt Date column displays a read-only field.

= The PO Number column displays an editable field populated with the PO number as captured from the invoice.

+ The Gross Amt column displays an editable field pre-populated with "1.000" and should be updated to reflect the total amount due as captured from the invoice (excluding Ohio State sales tax).
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