7.8.1 Verifying Invoice Accuracy and Acknowledging Receipt

…
Procedure for Verifying Invoice Accuracy

…

5. When all discrepancies are resolved, follow the steps below to acknowledge receipt of the invoice in the electronic case management system. 

When entering the invoice date,

· use the date the invoice arrived and was date-stamped by the DRS office named on the PO; 

· if the invoice had errors, use the date the error was resolved with the provider. 

When entering the invoice number,

· use the DRS document number if the provider 

· used the invoice provided by DRS, and 

· did not fill in the Provider Invoice/Reference Number space. 

· use "None" when the provider invoice does not have an invoice number. 

· (providers may assign an invoice number on a provider-generated invoice or on a system-generated invoice [DRS200, Provider Invoice]); use the provider-assigned number, unless it contains the consumer’s name, date of birth, or SSN. If the number contains one of these confidential pieces of data, use instead the first letter of the consumer’s first name, first letter of the consumer’s last name, “XX”, and the last four digits of the consumer’s SSN. Example: for consumer John Doe, use “JDXX1234”.  

· it is okay to leave out dashes or the lead alpha characters in provider-assigned invoice numbers. 

… 

