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SHINE REJECTED INVOICE PREVENTION GUIDE

Notes:

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.

A. Search for a Rejected Invoices
1. Click on Financial Tab ( Invoice Search Tab( Invoice Search Page
2. Select Region or Statewide (RBWO)
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. Rejected Invoices – Invalid Service Dates
Examples:

· Invoice shows FC child in FFH for all month, January 1-31. Invoice is validated but shows VLI.
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. Validation Process

9. 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 not 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.  Do not approve until invoice Phase shows VWO.  This means the CM corrected the placement.
B. Rejected Invoices – 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 days.  1 for the IV-E days and 1 for the IV-B days, one invoice will be a manual invoice.

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

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

C. Rejected Invoices – Invalid Service date/Invalid Rate.
1. Click on the rejected invoice hyperlink.
2. Click on R for reason of rejection.

3. Reason shows “Invalid rate”.

4. Search for Placement of child.

5. Click on Payment of Care Page.

6. If rate is incorrect, contact the CM to make correction.

7. Correct rate in Foster Care Detail page.
8. Invoice will be R w/ LI until CM corrects POC. 
9. Do not approve until invoice Phase shows VWO.  This means the CM corrected the POC.
D.  Invoice Rejected – No Service 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. Add county and services as needed.

6. Search for Placement of child.  (Child could have been moved to 2nd RBWO facility that does not have the same programs (levels) in their contract.  Will need waiver for additional amount.
7. Contact Case Manager to add a new POC showing approved rate for new placement, and adding the additional rate to waiver field.

8. Invoice will be R w/ LI until CM corrects POC.
9.  Do not approve until invoice Phase shows VWO.  This means the CM corrected the POC.

E. Rejected Invoices – Wrong Resource

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. Validation Process

9. Approval Process
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