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SHINES REJECTED INVOICE PREVENTION GUIDE

1. Accounting staff reviewing invoices should review invoice search list the following day for any invoices that are coded Valid w/ R L I  (Valid with Rejected Line Items).

2. Do not approve invoice showing R w/LI.  If invoice is approved, the line items that are correct will be sent to SMILE and only partial payment will be made.
3. All invoices waiting on Case Manager’s corrections should not be approved until invoice phase is VWO.

4. Invoices with line items that have $0.00 amount and line items with amounts can be approved on SHINES, but only the line items with actual amounts will be sent to SMILE.  

5. Most rejections will be because case manager (CM) make changes after invoices are generated.  Invoices are generated based on information on SHINES on the last day of the month.

6. RBWO Contracts may not have been updated with the new rate. If the 

       rate needs to be corrected on the contract the RBWO lead will have to 

       update the rate. 

7. If a new program has been added to a RBWO provider. The contract will 

        need to be updated to add the new program. This is done by the RBWO 

        lead or Accenture. 
Search for a Rejected Invoices
1. Click on Financial Tab ( Invoice Search Tab( Invoice Search Page
2. Select Region or Statewide (Foster Care, RBWO, Relative Care)
3. Enter Resource ID (optional)
4. Check service month and year

5. Select “Rejected” and/or “Valid w/RLI” from Phase

6. Click on SEARCH button and scroll down for Search Results.
Rejected Invoices by SHINES Validation

A.   ID - Invalid Service Dates
1. Click on the rejected invoice hyperlink.

2. Click on R for reason of rejection.

3. Reason shows “Invalid service dates”.

4. Search for Placement of child.

5. Check beginning and ending dates of last placement.

6. Check date that last placement was entered.  Invoices are generated with placement information at last day of the month. SHINES will reject any invoices validated after the change in Placement.
7. If the placement page shows a placement change during the month, change the dates on the SHINES invoice to agree with the placement change.
8. Check to see if there is a gap in the days. Example placement ended 1/23/09 new placement started 1/24/09.

9. Validation Process

10.  Approval Process

· Invoice shows several line items for per diem for the child in FFH and each line item has different number of days and daily rates.
1
Click on the rejected invoice hyperlink.

2. Click on R for reason of rejection.

3. Reason shows “Invalid service dates”.

4. Search for Placement of child.

5. Check beginning and ending dates of last placement.

6. Check date that last placement was entered.  Invoices are generated with placement information at last day of the month. SHINES will reject any invoices validated after the change in Placement.

7. Check to see if child was place in Respite Care or Concurrent Per Diem during the month.

8. Check that Placement for the primary foster parent. Did the placement end and restart during the time of Respite care or Concurrent Per Diem.

9. Contact Case Manager if Placement needs to be corrected.

10.  Check for 2nd invoice for Respite Care or Concurrent Per Diem for 2nd provider.  
11.  Correct invoice for full month payment to Primary Foster Parent.  Change the invoice to show 1st day of the month the child was in the foster home, and the last night the child was in the foster home.
12.  If the placement stopped and started for different days during the month. Example: Placement 1/1/09 – 1/7/09 and 1/10/09 -1/31/09. The invoice has 2 per diem lines on the same invoice the second per diem line will need to be deleted and a manual invoice will need to be entered for the 2nd placement period.

13.  Do not approve until invoice Phase shows VWO.  This means the CM corrected the placement.
B.   IE – Invalid Eligibility
1. Click on the rejected invoice hyperlink.

2. Click on R for reason of rejection.

3. Reason shows “Invalid eligibility”.

4. Search for Placement of child and from this page select Eligibility Determination Page for Child

5. Check date of eligibility – change to eligibility could have been made after end of month:

a. Child is in initial and is determined to be IV-E, invoice will have to be changed to IV-E from the first placement day of the month.

b. Child is in IV-B and changes to IV-E during month, change the invoice to IV-E from the first placement day of the month.
c. Child is in IV-E and changes to IV-B during the month, will have 2 invoices, for the different eligibility days.  1 for the IV-E days and 1 for the IV-B days, one invoice will be a manual invoice.

d. Check to see if the end date for the current eligibility encompasses the date range on the invoice.

6. Zero out any rate field for unneeded line items on invoice. 

7. If the eligibility matches what is on the invoice. Check the following:

 a. Legal County - Under View Case List

 b. Check to see the open date is for the FCC stage.

 c. Legal Status – Verify show child is in DFCS custody and the legal county  matches custody county.

8. Do not approve until invoice Phase shows VWO.  This means the CM corrected the placement.

C.   ID - Invalid Service Date / UR - Invalid Unit Rate
1. Click on the rejected invoice hyperlink.

2. Click on R for reason of rejection.

3. For the Invalid Service Date see section “A”

4. Reason shows “Invalid rate”.

5. Search for Placement of child.

6. Click on Payment of Care Page.

7. Verify the rate matches what is on the invoice. If different contact the case manager to verify the rate.
8. Check to see if the start date covers the month you are paying the invoice. And that there is no end date. If there is an end date check to see if the POC ends during the month you are paying the invoice.

9. If the rate on the Payment of Care page is correct and is the invoice generated for a lesser amount. You will need to add a new manual invoice to pay from. If the amount is less that what the invoice generated for you can correct the line item with the lesser amount.
10.  If the rate on the Payment of Care Page is incorrect Invoice will be R w/ LI until CM corrects Payment of Care Page. 

11.  Do not approve until invoice Phase shows VWO.  
RBWO Unit Rate Rejections
1. Click on the rejected invoice hyperlink.
2. Click on R for reason of rejection.

3. For the Invalid Service Date see section “A”

4. Reason shows “Invalid rate”.

5. Search for Placement of child.

6. Click on Payment of Care Page

7. Verify the Program and Rate for the RBWO (example: AWO, MWO, etc) matches what is on the invoice. 

8. If the child is listed as with a different program than what is on the invoice the case manager will need to update the Payment of Care Page so the invoice can be processed.

9. If the program matches but the rate is different verify the rate against the latest Annex D. If the rate on the Annex D differs from the invoice the contract may need to be updated. Those requests will need to go to the RBWO lead to update the contract.

10.  If the invoice generate for a lesser amount than what the provider should have been paid. Once the contract has been updated a new manual invoice will need to be added with the correct amount.

11.  If the contract matches what is on the Annex D and the invoice is differs verify the rate. If it is a lesser amount the line item on the invoice can be adjusted to the lesser amount. 

D.   NC – Service not in County 
1. Click on the rejected invoice hyperlink.
2. Click on R for reason of rejection.

3. Reason shows “No Service in County”.  This is usually when there is no contract for this county.
4. Search for Contract and review services.

5. Verify that the county were the home resides is listed on the contract.

6. If a Foster/Adopt Home has moved and the new county is not listed on the contract (current defect) a data fix will need to be done to add the new county.
7. Search for Placement of child. Verify the placement resource id matches what is on the invoice. 

8.  For RBWO a child could have been moved to 2nd RBWO facility that does not have the same programs (levels) in their contract.  A waiver will be needed to pay the additional amount.
9. Contact Case Manager to add a new POC showing approved rate for new placement, and adding the additional rate to waiver field.

10.  Invoice will be R w/ LI until CM corrects POC.
11.  Do not approve until invoice Phase shows VWO.  This means the CM corrected the POC
E.   RP - Resource not on Placement 
1. Click on the rejected invoice hyperlink.

2. Click on R for reason of rejection.

3. Reason shows “Resource not on Placement”.

4. Search for Placement of child.

5. Check beginning and ending dates of last placement.

6. Check date that last placement was entered.  Invoices are generated with         placement information at last day of the month. SHINES will reject any invoices validated after the change in Placement.

7. Check the resource id on the placement to make sure it matches the invoices.

8. If the resource id does not match what is on the invoice verify with the worker the correct resource id has been entered. 

9. If the resource is incorrect on the placement page the worker will need to update the placement.

10.  If the placement page shows a placement change during the month, change the dates on the SHINES invoice to agree with the placement change.

11. Validation Process

12.  Approval Process
F.   SP – Invalid Placement/Period 

1. Click on the rejected invoice hyperlink.

2. Click on R for reason of rejection.

3. Reason shows “Invalid Placement/Period”.

4. Search for Placement of child.

5. Verify the placement begin and end date. The placement end date should be at least one day later than the end date on the invoice. This is due to the head in the bed rule.
6. If the placement is showing the last night the child slept in the home then the worker will need to correct the placement to show the actual day the child left. 

7. Once the worker has corrected the placement the invoice can be processed.

8. If a manual invoice has been entered then the end date must be the last night the child slept in the home.

9. Validation Process

10.  Approval Process

G. PH – Contract on Placement Hold

1. Click on the rejected invoice hyperlink.

2. Click on R for the reason of rejection.

3. Reason shows “Contract on Placement Hold”

4. Search the Contract for the Resource.

5. Verify the latest version of the contract has been locked.

6. Verify the necessary county(ies) are on the contract.

7. Go to the Resource Page and search on the resource id. Look at the service by 

    area to make sure the county(ies) are displayed on the service. 

8. If the contract is not locked a data correction will be needed to lock foster

    care contracts. Submit a data correction form to SHINES.

  9. Data Corrections are completed Tues and Thurs nights.
    10. Validation Process

11.  Approval Process

H. SI – Sibling Incentive is not applicable
1. Click on the rejected invoice hyperlink.

2.  Click on R for the reason of rejection.
3.  Reason shows “Sibling Incentive is not applicable”.
4. Go to the Resource Page and search on the resource id. 
5. Click on the hyperlink for the resource.

6. Click on the Placement Provider Detail.

7. Click on the Placement Log

8. The system requires that 3 or more siblings are placed in the home the first day of the month to be eligible for the sibling incentive.  

9. All the sibling’s placements must have been entered and approved prior to invoices generating on the 1st of the month. 

10. If one sibling placement was entered and approved after invoices were generated a manual invoice has to be entered for the 3rd sibling. 

11. On the other siblings a line item will need to be entered to add the sibling incentive to the invoice.

12. If the home did not meet the criteria for the sibling incentive the 1st day of the month the system will not allow the sibling incentive to be added.

13. If a manual invoice has been added and the line items have been added to the other siblings the invoice can be processed.

14. Validation Process

15. Approval Process

I .    AL – No Payment of Care

1.   Click on the rejected invoice hyperlink.

2.   Click on R for the reason of rejection.

3.   Reason shows “No Payment of Care”.

4.   Search the child’s placement.

5.  Go to the Payment of Care Page.

6.  If there is a payment of care. Verify that the POC is current and has not ended.

7.  If the payment of care is listed verify the program and rate is correct. 

8.  If RBWO verify the resource id matches the invoice.

9. If there is no current payment of care contact the worker to add a current payment of care. And the supervisor will need to approve the payment of care.

10. If the payment of care is incorrect the worker will need to add a new payment of care and it will need to be approved. 

11. Once there is a current approved payment of care process the invoice.

12. Validation Process

13. Approval Process

J.     DL – Duplicate Line Item
1.  Click on the rejected invoice hyperlink.

2.  Click on R for the reason of rejection.

3.   Reason shows “Duplicate Line Item”.

4.   Do an Invoice search using the child’s person id and the service month that the invoice is being processed for. 

5.  If the results show an invoice for the child review the invoice to determine if a duplicate invoice has been generated for the same resource.

6. If the invoice is a duplicate for the same resource zero out the amounts on the duplicate invoice. Or delete duplicate line item.
7.  If the invoice is for a different resource search on the child’s placement to see if the child moved during the month. The new placement was probably entered after invoices had been generated for the month. 

8.  If there is an overpayment a recoupment will be necessary. (Enhancement not yet released)

9.  Once the recoupment has been entered the current invoice can be processed.

10. If the first invoice was correct and for the correct number of days. Adjust the second invoice to show the correct number of days and process the invoice.
11. Validation Process

12. Approval Process

K.     SC – Invalid Service Code

1. Click on the rejected invoice hyperlink.

2. Click on R for the reason for rejection

3. Reason shows “Invalid Service Code”

4. Search on the child’s placement.

5. Click on the child’s eligibility.

6. Verify what the child’s eligibility matches what is on the invoice. 

7. If the eligibility is showing as IVB and the invoice is showing IVB then go to the Payment of Care Page.

8. On the Payment of Care Page verify the type of foster care the child is in. Specialized Foster Care, RBWO Type, RBWO with Waiver, etc. The invoice should match the POC program.

9. If the invoice shows FFC (501) and the POC shows SFC (574) correct the invoice to show the correct program and rate and add any additional required line items for SFC placements.

10.  For RBWO if the child was in Base RBWO and is now in AWO correct the invoice to show the new program and correct rate.

11.  If the invoice processed with a lesser amount you will need to add a manual invoice to pay the higher per diem. 

12.  If the invoice shows SFC (574) and the SFC waiver has expired check with the worker to see if a new waiver has been obtained. If not, correct the invoice to show FFC with the correct per diem amount.

13.  If the invoice is showing IVB and the child entered care within the last 6 months check the open date on the Case List. 

14.  Verify that the date the case was opened was within the last 6 months. If not, get with the worker to determine when the child actually entered care. 

15.  If the open case date is incorrect the worker will need to correct the stage.

16.  Once correction(s) have been made you can process the invoice. 

17.  If all the above are correct and match look at the child’s legal status. If the child is IVE and voluntary is listed in the legal status the system currently is requiring us to pay out of 560, 608 or 614. This is currently under research to determine if these kids should be rolled into the voluntary programs. 
18.  Once corrections have been made process invoice/

19. Validation Process

20.  Approval Process

L. AU - Auth Units Exceeded

1. Click on the rejected invoice hyperlink.

2. Click on R for the reason for rejection.

3. Reason shows “Auth Units Exceeded”.

4. Search on the person id. 

    a. Go to view options choose View Case List.
    b. Click on Case ID 
5. Click on Service List for Case

6. Find the Service Auth for the invoice that rejected.

7. Check the Service Auth for the begin date and end date. 

8. Check the number of units authorized.

9. Check the number of units used.

      10. If the number of units used is less than what was authorized the check to see if    

            other service auths made the units exceed the allowable limits.

      11. If not see if a previous service auth had been terminated. I may have been 

            terminated incorrectly and the system is still accounting for these units.

      12. If the all of the units have been used. Email the worker to see if the service 

            was authorized. The worker may need to enter a new service auth. It will 

            need to be approved by the worker’s supervisor.

      13. If the worker enters a new service auth then a manual invoice will need to be 

            added to pay the invoice. 

      14. Validation Process

      15. Approval Process

M. CS – No Locked Contract

        1. Click on the rejected invoice hyperlink.

        2. Click on R for the reason for rejection.

         3. Reason shows “No Locked Contract”.

         4. Go to the Contract Page.

         5. Search on the Resource ID.

         6. Click on the Resource Name.

         7. Click on the Contract ID.

         8. Click the arrow for Contract Period

         9. Click the radio button by the contract Period

       10. Click select period.

       11. Click on the contract version tab arrow.

       12. Check to see if the latest contract version shows locked.

       13. If the latest version is not locked the contract version will need to be locked by 

             the contract maintainer.

       14. If the version is locked then you will need to look at the services and the 

             Counties listed in the service by area on the contract. 
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