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Determining Invoice Number

Imvoice numbers are required for accurate voucher processing in OAKS FIN. This information will assistthe
055 associate in determining the correct informationto enter in the OAKS FIM Invoice Number field. This
list s not alFinclusive, but is a guide to determine a unigue number.
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Follow the Rule: "Key What You See"

When aninvoice isreceived, the invoice number should be keyed (hped) exactly asitappears onthe
invoice. This includes leading zeros and/or special characters.

2 Do not copypaste invoice number from invoice file, as special characters will be removed when
voucher is saved.

Example:

Inviice

THE CENTER FOR IND. & FAM, SER/DBA PROGRESS INGg Ilf"'-":"“""“’" ber: 0002047-IN
270 STERKEL BLVD 7

MANSFIELD, OH 44507
4187561133
Invoice Informabion Fayments '.c..c;lh'..l_-l /

Business Unit DRCO ||I1¥q|u|¢ Mo |DO02917-IN
VoucherdD BB T Accounting Dats | 080272015 [T}
Voucher@tyle Fegulsr '/ ouches *Pay Terms |20 A B petan
Invoses Date "_‘Elﬂhi i) Basis Date Type v Dei=

2 Aninvoice number can be identified as:
« Invoice Number
s+ Document No.
» Delivery Ticket No.
s Job Number
« Bill number
= unigue Ticket Number
« Ad Number
« Reference number



« Policy Number

* Invoice number is not:
» sales number
« itemnumber
s order number
« contract number
= non-itemized statement number
« hotel folio number

’ The invoice number should be taken fromthe remittance stub of the invoice when available (if the
invoice references two different invoice numbers, the invoice number from the remittance area must

be used).

Klosterman Invoice Number

When entering 2 Klosterman Invoice, use the Invoice# located inthe middle of the invoice (not the

“Invaice Mo " located atthe top of the invoice).

Invodce Na EBDOO04
Enter Invoice Number
"012020600004"
[INVOICE
— ..1r. — — — -
CUSTH#00000 Involces012090600004 po# $0000
Sustemer [ N | we 2T |

AT&T Invoice Numbers (Not AT&T Mobilityand AT&T

DataComm, Inc.)

’ ATE&T Mobility and AT&T DataC omm, Inc.47 imfoice s de_not follow the AT&T invoice number

exception below.

Whenentering an AT&T Invoice (not ATET Mobilingand AT&T DataComm, Inc_) use the invoice number
(or account number if no invoice numberis listed oRthe document), add a hyphen (-} and the 8-digit

supplier's invoice date to the end. Thisswlets fo be followed even if the invoice number is unique.

ATATE CF M0 DR Page 1612

AT 1S APRBEC LT T

ATRRAN L L T
at &t to 5 AR ER

DEoan, D SS9

Acooun] Member T80 8545087 4348
Biling Date  Fow 28, 2000

Boiifdris Houis  Men FaB 33 evlps 5T —

[Moveses Wamber 7eececaT 1 | ——jmy ETlET INVoice Number

T 42409 F11- 11282070

STATEOF OHID DAL Page
Q0 SHARED SEFVCES il P

B B 185880
COLUSES, O X

Enter Invodes Numbar
DO19F0S44-01 012011

Erter I-m\olullumbar
G614R3T0999906- 11282010

Statements

Whenusing an itemized Statement to create a voucher, use the statement number if no imvoice number

is listed on the document.



| o process a summary statement (1.2, a statement reguesing a single payment tor mulbiple invoices),
follow the guidelines below:
= Forinvoices fromthe Ohio Attorney General that summarizes Outside Counsel Approved Invoices,
create the voucher using the approval letter as the invoice (follow the guidelines listed in the "o
Imvoice Mumber for All Other Invoices” section for creating the invoice number).
= For hotel invoices or pest control invoices:
» Ifa summary statement is received without a separate invoice(s)foliols), for eachinvoiceffolio
listed, it must be returned to the sender.
» Ifa summary statement is received with a separate invoice(s), the voucher is created.

“ Fthe summary statement does not have animvoice number, it must be concatenated.

s [fahotel folio is received without a summary statement and has a unique invoice number, a
voucher is created.

s [fahotel folio is received without a summary statement and does not have a unigue invoice
number, it must be returned to the sender.

Example:
Summary Statement - Intown
Cannot be used to create a voucher
Ohio Rehabiltation Servic Date |01-19-12
Micole Smith
400 E. Campus: View AR AccoullBumber OHIORSC
Columbus OH 43235
us Amount Pad S
Dane Inv. No. Folio Mo,  Description Debit Credit Balance
12-22.11 Balance as of 12-22-11 0.00
01-058-12 12345 238374 Jones, Peler 44 08 9408
01-05-12 45370 225375 Andrews, Julie 94.08 188.16
01-05-12 45371 225376 Wilsan, Kim 94.08 28224

Ho

Separate invoice would be

used to create the voucher. 01-08-12
Ohio Rehabilitation Services FoliofNo. 1 . 013
Commission A/R Nurnibear a 010412
400 E. Campus View Group Qode it 0110512
Columbus OH 43235 Comfipany Coni. Mo, 60360355
us ilembership Mo Rate Code IMGOV
Jones, Peter &IEE e, 12345 Page No. 1 0f1

| Date | Description | Charges | Credits |
01-04-12  Room AcSemmodations B4.00
01-04-12  City Tax 7% 588
01-04-12  Stale Tax 5% 420
Total 94.08 0.00

Date 012012
Branch 570
Phone:  ([513) 942-5900

Customer & 10BS558TT
@ Contract Mpr: 9109109

To4s FAIRFIELD BUSINESS CTR ‘ l

FAIRFIELD, OH 45014-5480




SUMMIT BEHAVIORAL H Summary Statement - res

1101 SUMMIT RD T RD
CINCINNAT OH 45237.9 “annot be used to create a voucher. B.r o sery
Activly throush 01-18-2012
Daie Derpign Transactons Ta Tol
EALANCE FORWARD 2.420.40
12072011 [SERVICE INVOICE wearssess 196,08 prog
12132011 [SERVICE INVOICE #68755556 496,08 29608
12212011 [SERVICE INVOICE #68755557 496,08 2608
12282011 | SERVICE INVOICE #68758558 496,08 436,08

arke{ | ERVOIE SERVICE TICRET NOMBER |
QREN - CRICEA T - 5

@’ s FARFELDRUSY  Separate invoice would be FRRnEymm
TAIRFILD. S0 48141 ysed to create the voucher. PRIOR i3

STADNT EERAVIORAL REALTHCARE LPCO, 20080 THES 9VC e

1101 SULMITRD T=ja Peie PEST. MOC0 DESCOUNT: ]

CINCINNATLOR 45297 TAX ®

(3130 PdE-3355 18 EXTERIOR STATIONS TOTAL AFTER

THIS SV ]
B L i =l i e iy

« For all other summary statements - Create the voucher using the summary statement as the
invoice.

No Invoice Number for All Other Invoices

Whenaninvwoice does not contain an invoice number and is not one of the exgeptions listed above,
follow the guidelines below to determine the correct data to enter into OAKS FIN. This list is not al-
inclusive, but is a guide to determine a unigue number.

" If an invoice contains an invoice number field, but no invoicenumber, the invoice must be
returned to the sender and be resubmitted.

Y if the Invoice Number is concatenated using the Inveice Date - the date must be the same as
what is identified to be entered in the Invoice Date field.

Determine Invoice Number when @l@in¥oice Number Listed on Image

If |scenario): Use the following format:

1. Imvoice is anambulance form Use cal number ar run number

2. Imvoice is for telephane company
(not AT&T)thatidoes flot contain Use 10-digit phone number [hyphen] 8-digit supplier's imvoice

an invoide number or anaccount | date (FRRRERER-mmd dyyyy)
number Eg.6143384707-08252012

3. Invoice on a standardized medical ||yqe patient account number, patient control number, or patient

farm (e.g, HCFA, haspital biling, | racard number [hyphen] 8-digit last date of service (mmddywy)
dental, etc) E g.011234567-08252012

Use Parcel ID [hyphen] 8-digit supplier's ivvoice date
4. Real Estate Taxlmvoice [ﬁﬁ#%#—mddﬂw}
E.g.401899950000-08252012

Use 8-digit supplier's invoice date (mmddyynd [hyphen]
supplier imvoice amount [hyphen]first 3 letters of the first name
and first 3 letters of the last name ofthe person receiving the
refund payment

5. DMR Refund Invoices and DRC

1 . r e v F1AF




IMVOICE TOT FaYTe N o1 VWITNess
Fees

E.g., 08252012-100 0-MNIKWIL

Supplier ivvoice amount = numeric invoice amount
including the digits to the right of the decimal (no

decimal). E.g.,$10.00 entered as 1000

6. DMNR Annual Physical Invoices

Use 8-digit OS5 received date (mmddyyyy) [hyphen] supplier
imnvoice amount hyphen] last name of the "Applicant” (using
capital letters)

E.g., 08302012-100 0-WILLIAMS

Supplier ivvoice amount = numeric invoice amount
including the digits to the right of the decimal (no

decimal). E.g., $10.00 entered a5 1000

If invoice does not fit any of the above scenarios, see belowr

7. lmvoice containg an account number
but no invoice number

Use account number [hyphen] 8-digit supplier's invoice date

(mmddyyyy)
E g.5435342-08252012

Account number maybe identified onthe invoice asthe
following: Customer #, customer ID, client#, client 13,

Master Station, Merchant Number, ship to, and Case #.

8. Imvoice has no account number or
invoice number

Use 8-digit supplier's invoice date, [mmddy@ng yphen]
supplier invoice amount
E g, 08252012-45583

Supplier invoice amount = numeric invoice amount
including the digits to.the right of the decimal (no

decimal). E.g., 545583 entered as 45583

9. Concatenation of Invoice Number
whenno Supplier Ivoice Date is
present or isnot listedunder
Supplier Invoice Date below.

The OS5 Sorter Page date is considered the Suppliers
Imvoice Date when the invoice comes directhy fromthe supplier.
When thedmvaice comes from the age ncy with a PPF, the
Invoice Received date will be sued to concatenate the
invaice number. In all cases, the date entered into the Invoice
Date field should also be used as the date to concatenate an
imoice number (see scenario 7 or 8 above for example s).

Whenimvoices are submitted as a CEM case with no
invoice number anthe invoice, the invoice naming

comvention would be "(the date the invoice was emailed)
[hyehen] (amount of the invoice)” or “(the agency
received date <if a PPF isincluded:) [hyphen] (amount
of the invoice)”

Eg.. 1006201545583

Supplier imvvoice amount = numeric invoice amount
including the digits to the right of the decimal (no

decimal). E.g., 545583 entered as4 5583

10. Caorrective Vouchers

OAKS FIM will not duplicate vouchers. The corrective voucher
must maintain the business unit, supplier, dollar amount, and
imnvoice date from the original voucher. To delineate the
corrective voucher from the original, best practice is to
maintain the original invoice number and add a "hyphen

. voe— 4 e e




LURER 1o the end, (Example: 7£345-0 UHH).

Use Plan number hen] 8-digit supplier's invoice date.
11. UPS Invoices [hyphen] 8-digit supp

Use onlyif no supplier invoice number is provided.

The Invoice Date isthe date that the supplier issued or generated the invoice.
» This field will be populated based oninformation obtained directiyfromthe imnvoice.
» Functionality of this field will directhy drive:
» Actual pay date
» Achieved and calculate discounts

» Selectinputforthisfield based on the information below.

Faga:

Inveoice &\ GREAT

- PFETROLELA

Remit To

Great Lakes Petrobaum
4478 Johrston Parkaay
Cleveland, OH 44128

Inwaice Date: 4/8/2011
L Mo/ Comment: P
Order Mumber:

» Inadditionto the date of the invoice, an Supplier Invoice Date can be identified as:
» The last 8 numbers of the Invoice # on AT&T Mobility invoices
» The earliest of the:
» ‘lssued Date”
» “Printed Date”
» “Document Date”
» “Billing Date”
« “Sale Date”
» “Wehicle Out” date (for auto mabile service invoices)
» Signature Date on standardized medical forms (2 .g., HCFA, hospital biling, dental, etc )
+ "ltem Date"

» "Mail Date"
» "Today's Date"
» "Ticket Number"

This list.is notal-inclusive . butis a guide to determine the date that the supplier issued or
gengefated the imvoice,

Supplier Imzoice date 1= not the “order date ™ “week ending date.” “period ending date " “shipped
date " “approwed date.” or "date of cal "

If a duplicate invoice number is received, AP associate s should confirmthe legitimacy of the invoice by
checking the dates, dollar amounts, and products/sevices provided. if the invoice is for new
goods/service s and just contains a duplicate invoice number, use the invoice number (hyphen) number of
duplicates (e.g., 000329INV-2).





