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                Invoice Number Procedures for Vendor Payments
   Invoice number procedures for external vendor payments:
     1. 
       Enter the invoice number exactly as it appears, except omit any
       blank spaces
     2. 
       The vendor invoice field is limited to 15 characters. When the
       invoice number exceeds 15 characters drop off any special
       characters & any leading characters (ex. leading zeroes, dashes,
       etc.)
     3. 
       For utilities or other vendors where the account number is
       available instead of an invoice number, enter right-most
       characters and add three character month and two-digit year with
       no spaces (ex. 8348663458JUN08); this applies to annual or monthly
       payments.
   EXCEPTION to #3: Liberty Utilities – use first eight digits of the
   account number plus three-digit month and two-digit year. Vendor asked
   for this rather than using statement #.
   NOTES:
   Enterprise Rent-A-Car/Enterprise Holdings and Crescent Electric
   invoices – don’t use the Consolidated or Summary billing numbers as
   the invoice numbers. Use the Rental Agreement#/RA# or invoice number
   (in body of invoice), respectively, for the vendor invoice numbers.
   Missouri Division of Employment Security-use memo no. for invoice
   number and input account number and last name in description field.
     4. 
       Insurance Policy payments (ex. auto, medical, and life)-if a
       unique invoice number does not exist, use the rules in #3 above.
       Often a policy number is listed and that is to be treated as an
       account number. Look at vendor history for consistency. For the
       three character month and two-digit year, use the month and year
       of the coverage period’s start date. For example, if the policy’s
       period of coverage runs from March 2014 through September 2014 and
       the policy number is 5588, the vendor invoice should be entered as
       5588MAR14
     5. 
       For payments with no account number or invoice number enter the
       invoice as DATEDMMDDYYYY based on the invoice date (i.e.
       DATED07232010).
     6. 
       For payments with no account number, no invoice number, and no
       invoice date enter the requisition number (starts with R), travel
       expense report number (starts with T), For non-employee travel
       expense payments enter the expense report number (starts with NE)
     7. 
       For duplicate invoice numbers do the following:
         a. 
           Verify this is not a duplicate payment or that the invoice is
           just being applied to multiple Pos.
         b. 
           Briefly note the reason for the duplicate invoice
         c. 
           Add a letter, beginning with A, to the end of the invoice
   Invoice number procedures for internal vendor payments (usually
   reimbursements to individuals-staff, faculty, students):
     8. 
       Enter requisition number (starts with R), travel expense report
       number (starts with T), non-employee travel expense report number
       (starts with NE)
   If invoice number is unclear, go to FAIVNDH, type in the vendor ID
   number, and click next block. You may need to remove fiscal year to
   see enough history to make a decision.
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