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SHINES Financial Training
Payment Approval Validation Guide August 2010

SHINES
PAYMENT APPROVAL VALIDATION GUIDE

A. PAYMENT APPROVAL

1. Required Documents — Foster Care Invoices, Relative Care Listing,
Delivered Services Invoices (for random checking)

2. Click on Financial Tab - Payment Approval > Payment Approval
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3. For invoices that have note been approved, the code PAP will show
under A (Approval Status). Once it is approve, PAP will change to
APV.
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4. Scroll across by moving the arrow at the bottom of the page to the
right to see the validated amounts.

5. Scroll down to check the PHASE Status.
VWO status means that the invoice has been accepted by Shine.
VWI status, however, means that a line item/s has been rejected, go

to Step 8.

6. If everything looks ok, click on the box to the left of the approval
status (PAP, APV) for the invoice/s you want to approve

7. Click APPROVE.
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B. Invoices that are showing VWI

1 Client Person ID:

Seroll for more information —-=

- + Reqgion: Region
County:
$0.00 Wl 8502418
5 606.85 Wl 8502413
573403 WO 8533369
5457.60 MWO o 16801496

August 2010

1 -

w

A
08/03/201
08/03/201
08/06/201

08/06/201

1. Click on Invoice ID hyperlink to go to the Invoice Page
2. Under Foster Care List section, you will notice a Rejection Header
3. Click on the Name hyperlink with the R under Rejection = Foster

Payment Approval

ContractID: Resource ID:

Type: Foster Care ~ Approval Status:

Invoice Month: |7 T Invoice Year: 2010

[] PAP 17238528 Kennelly Mathew L gi':r'?fm”' RyanOr  gpq

[ PAP 17230943 Kopinski Timothy Scroggins, Jennifer 502, 252

[ PAP 17230466 Lee Misty Dills, Ronald Or Ashley 460, 503
g O Anderson, Dondi Cr 450, 501

[0 PAP 17224128 LemingAvaida Mavic P

Care Detail.

INvoIce IL: ARFRIEE

Invoice Phasze: VWl Invoice

Contract Information

* ContractID

Resource Name: Scroggins, Jennifer Resource

VendoriD: 4134

* Region: * County:

Inveoice Information

* Invoice Specific Adjustment:

* Type:
* Month: * vear:
Submit Date:
Check Date:
Check Mumber:
Invoice Contact:
Frovider Invoice Mumber:
Foster Care List
Rejection Person ID Name w»
O B 11579017 Kopinski. Timothy
O R 11579017 Kopinski.Timathy
Rejection Reason
RR Rejection Reason
IC Invalid 8vc Code

1D

Invoice Ready for Validation
* Received Date:

Claimed Amount: 5000
Amount % 506.85
CAmMount $0.00

Approval Status PAP

Scroll for more

Resource ID v Month
8502413 7
8502413 7

4. Click on the R to view the Rejection Reason

08i03/2010 | [FEv

*
required field

information --=
Year s
2010

2010

5. Correct the information per Placement research you did

6. Click on SAVE.

7. The invoice will go back thru the validation process.
8. Once validate it will appear on the Approval Page as VWO to be
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approved for payment.



