FOR COBB COUNTY GOVERNMENT

QUICK REFERENCE TO INVOICE NUMBERS FOR GAX1 DOCUMENTS

Invoice Numbers should contain:
NO DASHES
NO SLASHES
NO SPACES

NO LEADING ZERO'’S (unless you are using your SUBUNIT)
NO PUNCTUATION OF ANY KIND
Below is a quick reference guide for documents that do not contain an invoice numbering.

TYPE OF INVOICE INVOICE # TO BE USED
INMATE MEDICAL PATIENT NUMBER/ DATE OF EVENT
CONTRIBUTIONS INV#/ DATE OF EVENT
SIGN BONDS PERMIT NUMBER /YYYY
SUBSCRIPTIONS ACCOUNT/SUBSCRIPTION #/YYYY
VEHICLE TAG & TITLE VIN#/YYYY
WITNESS FEES CASE # WITNESS INITIALS
COURT REPORTERS SUBUNIT/LAST DATE (MMDDYY)
MEMBERSHIPS MEMBER ID#/ YYYY
INDIGENT ATTORNEYS VOUCHER # WITH (M, F, ])

REFUNDS RECEIPT NUMBER (do not use barcode numbers)
HOUSE MOVING ASSISTANCE PERMIT #
INSTRUCTORS SUBUNIT/MMDDYY

ANNUAL MAINTENANCE

ALL PRO PEST MULTI ADDRESS

ACCT #/ INVOICE DATE (MMDDYY)

ALL PRO PEST SINGLE ADDRESS

SERVICE ID #/INVOICE DATE (MMDDYY)

MONTHLY BILLS
PHONE BILLS DATE OF SERVICE FROM (MMDDYY)/ACCOUNT #
COMCAST ACCT #/DATE OF SERVICE FROM (MMDDYY)
UTILITY BILLS DATE OF SERVICE FROM (MMDDYY) /ACCT #

RECEIPTS

Below is a list of the invoice # types to use in order of which should be used first IF AVAILABLE

1. INVOICE NUMBER

2. RECEIPT NUMBER

3. CHECK # 4. TRANS ID/#
5. AUTH #/CODE 6. REFERENCE #
7. TR# 8. TC#

If it has NONE OF THE ABOVE Use your UNIT number beside the 6 digit Date (MMDDYY)
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FOR COBB COUNTY GOVERNMENT

EXAMPLES OF RECEIPT INVOICE NUMBERING
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Store# 4765 (770) 420-2810
790 Powder Springs St
Marietta GA 30:}6-1 3'64?
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Sales Associate:Tracy

FOR COBB COUNTY GOVERNMENT

Store 458

1690 Powder Springs Rd SW

Marietta, GEORGIA 30064

CheckF reePay

Terminal ID: 40002601
Date: 03/07/2019
Time: 12:37:07 PM
Trace-Nr.: 450908
Biller: Georgia Power GA
Amount ; 254.65
Tender Type: CASH
Fee: 1.50

Total: 256.15

ACT#: -
Reference Number GA1581:1724:4
CFP Terminal 1D: —

fhank you for making your Georgia Power
Jayment. Please keep this receipt as
proof of your payment. Visit us at
georgiapower.com

Keep your bill stub and receipt until
the payment is applied to your account,
The bill stub and receipt must be
presented for any inquiry or change to
the payment.

GA1581017240004

Payment Receipt Number:
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TOTAL NUMBER OF ITEMS SOLD =
SIR CPN & KROGER SAVINGS § 0.20

TOTAL COUPONS $ .20

TOTAL SWIII;S

Fuel Points Earned Today: 0
Total March Fuel Points: 92
This Months Points Expire 4/30/19
Details at: www.Kroger.com/Fuel
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With Our Low Prices, You Saved

Annual Card Savings $103.11

Barnes Stare

1332 Bankhead Hwy
Carrollton, GA 30116
(770)-832-%013
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Georgia Boot Logger
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FOR COBB COUNTY GOVERNMENT

AN'S cLuUB
Self Checknut

CLUB MANABER JALKIE GRIFFIN
( 678 ) 567 - 5990

HIRMH, 68
09/19/19 08:49 6085 04802 09309~

COBD CO SHERIFF
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AMERICAN EXPRESS *3+ sass sss] 00§
APPROVAL » 885595

AID AD000D0025010801
TC 8858089DCB5CE90D
TERNINAL ® 5C010018
sNO STANATURE REQUIRED
CHANGE DUE

# ITEMS SOLD 5

TCH 3825 3324 1160 5021 2572

b

#&% NEMBER COPY 353
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SPORTS+0OUTDOORS

KENNESNY, Gn 6789138300

03/04/15 16:04
1815 0260 221

Uolverine Bandit 6 / 116311520

1 for 129.99 HDS 129.99 ¢
SUBTOTAL 129.99
6.0% SALES TAX 1.80
TOTAL USDs 137.79
Cash 140.00
CHANGE 2.21

FORALL. FOR LESS.
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FOR COBB COUNTY GOVERNMENT

FACTS & TIPS

You cannot approve a reimbursement to yourself. All departments must have a backup

for approvals.
All Taxes will be removed per Tax Exempt policy.

No punctuation at all in your Invoice number, No leading Zero’s.

Invoice Line number is the amount of times you have used the same invoice number.

GAXs cannot be used to pay for product unless there is a service on the invoice that is at
least 30% of the total amount of the invoice.

GAXs cannot pay travel/mileage expenses.

GAXs are not meant to be used in lieu of Purchasing Documents under Master
Agreements.

If you do not put your UNIT in the ID field at the beginning of your entry it will not go
to a Worklist for approval within your department.

GAX Deadline to have in AMS and approved at the department level and JUMPed into
Onbase is Friday at noon. (unless there is a holiday)

To be given permission for JUMP access for GAXs to Onbase you must receive training
from Finance or an approved trainer.

We cannot pay from Quotes/Confirmations/Pro Forma invoices or Packing Slips

GAX documents that are returned to the department for correction must be corrected
and reapproved same day, else it could delay payment until the following week.

Reimbursements for food and beverage must be on itemized receipts which lists all
items individually.

If your GAX includes gratuity it cannot exceed 10%
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