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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, J) 
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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EXAMPLES OF RECEIPT INVOICE NUMBERING 
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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% 


