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Steps for ISTV Vouchers 
  

ISTV Vouchers Process 

Process 
When the selling (billing) agency creates a pending item (receivable)  using a speedchart and 
the correct AP origin code a voucher is automatically created and routed to the buying agency 
for approval. If  an incomplete or invalid speedchart is used the voucher will be in recycle status 
and the voucher processor must access and process the voucher in the same way they process 
EDI vouchers, through the Voucher Build Error Detail page. Voucher Processor must review 
the ISTV Viewer Page to determine if the backup documentation has been attached.  If it isn’t 
attached, the documentation will be forwarded through the mail or email. 
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Processing ISTV Vouchers 

Overview 
If an incomplete or invalid speedchart is used by the selling (billing) agency the voucher created 
will be in recycle status and the voucher processor must access and process the voucher in the 
same way they process EDI vouchers, through the Voucher Build Error Detail page. 

• The Voucher Processor must review the ISTV Viewer Page to determine if the 
backup documentation has been attached. If it isn't attached, the documentation 
will be forwarded to the processor through the mail or email. 

  

Incorrectly Routed Vouchers 
If the wrong AP origin code was used to route the voucher, the buying agency will request the 
Chartfield coding from the correct department within their agency to modify the voucher. 
  

2. Click here to watch a quick tutorial on processing an ISTV Voucher. 
  

Pre-Steps 
Open 2 both of the following pages in separate windows: 

• Main Menu > Accounts Payable > Vouchers > Maintain > Voucher Build 
Error Detail 

• Click the New Window link at the top, right of screen. 

• Main Menu > Accounts Receivable > AR Custom Batch Processes >  ISTV 
Viewer Page 

Steps 

1. On the Voucher Build Error Detail page, enter the Business Unit in the 
Business Unit field.  

2. Enter origin code in the Origin field.  
3. Select “Custom Interfaces” under the Voucher Source.  
4. Click Search.  
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• After conducting a search, click the Recent Search Results icon at the end of the 
breadcrumb navigation anytime to display the Recent Search Results in a pop-
up window.  

  

5. Click on a link for the desired voucher in the Search Results list.  

• The Voucher Build Error Detail page displays.  Leave this window open to pull 
information from for later use. 
 

 

6. Copy the Voucher ID shown on the Voucher Build Error Detail page. 

7. Go to the ISTV Viewer Page you opened in your Pre-steps  
a. Enter the Agency in the AP Business Unit field.  
b. Enter the Voucher ID.  
c. Click Search.  
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d. The Accounts Receivable tab will display. 
 

 
e. Select the Item Attachments to view the invoice.  

6.  
• If the invoice is not attached here contact the selling agency to retrieve 

the invoice, if it has been at least one week. A copy of the invoice and/or 
backup documentation is needed to move through the process.  

• If the invoice is not attached by the selling agency, the buying agency (once the 
buying agency obtains the invoice) must attach the invoice to the voucher. 

7. Return to the Voucher Build Error Detail page. 
8. Click Correct Errors.  
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• OAKS FIN will display the voucher. 
 

 
9. Click on the Invoice Information tab.  

• The last receipt date will need to be updated based on the last date of 
service.  

10. Modify ChartField lines.  
• Non-PO ISTV 

a. Scroll to the bottom of the page. 
b. Add/Update the fields on the Distribution Lines.  

a. Fund.  
b. Account Code.  
c. ALI  
d. Dept  
e. Program Code  
f. ISTV XREF (Selling agency Business Unit – Ex. COM)  

• DAS and DRC have two (DASA; DASB) 
• Check with the agency office which is correct 

10.  
a.  
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• The agency may require more than the required 6 chart 
fields to be entered. 

• If additional distribution lines are needed click the + sign to add 
additional rows. 

• PO ISTV 
a. Delete line 1 of voucher which contains the default chartfield 

information.  
b. Click the triangle for copy from source document.  
c. Click in Copy from drop down and select Purchase Order Only.  
d. Click Go.  

10.  
a.  

a. The Copy Worksheet page will display. 
 

 
b. Enter agency Business Unit in the PO Business Unit field.  
c. Enter the purchase order number in the PO Number field.  
d. Select Search.  
e. Click the Select check box on the correct line items.  
f. Select Copy Selected Lines.  

10.  
a.  

• OAKS FIN updates the voucher line and distribution line 
details on the Invoice Information tab based on the PO 
Number selected. 

11. Verify or edit the Invoice Total amount in the Invoice Total.  



 
 

 
*See "The FIN SOURCE" for Ohio for the most recent version of this process.* 

 

• The Invoice Total amount is populated based on the total amount of the 
PO. The amount in the Invoice Total field should equal the invoice 
amount; update this field if necessary. 

12. Select Calculate to verify that the Invoice Total in the Header is equal to the Line 
Total amount (sum of all the invoice lines) in the Header.  

• Also verify that the Invoice Line Amount and Distribution Line Amount on 
the selected invoice line are equal.  

• Dollar amount updates are driven by changes to the Invoice Line Amount; 
changing the Quantity or Unit Price, then clicking Calculate, does not 
update the Invoice Line Amount. 

• If the invoice is a portion of the PO, alter the Invoice Line Amount.  

13. Update the Invoice Lines fields (Quantity, or Unit Price, if it changed, etc.).  
14. Click Calculate.  

• Also verify that the Invoice Line Amount and Distribution Line Amount on 
the selected invoice line are equal.  

• The dollar amount is populated based on the total of the PO. The amount 
entered is the Invoice amount, if it differs from the PO. 

• All ChartFields should be populated based on what was pulled over from 
the PO.  

15. Click Save.  
16. Use the Comments link to enter comments.  
17. Click the Summary link.  

• The Entry Status is now Postable. This means that OAKS FIN can 
continue processing the voucher.  



 
 

 
*See "The FIN SOURCE" for Ohio for the most recent version of this process.* 

 

 

Reviewing ISTV Viewer Page 

• References 

Overview 
There could be situations where a problem arises between the selling agency and the buying 
agency, such as: 

1. The buying agency will deny the voucher (Accounts Payable), when an improper 
invoice is received. 

2. An incorrect AP origin code was used by the selling agency and the voucher was 
incorrectly routed. 

3. A payment is delayed or late. 
4. The selling agency will dispute the bill (Accounts Receivable). 
• If it is a PO correction and a reversal voucher is needed, OBM will do both the 

AR and the AP sides. 

Denying Improper Invoices 
When the buying agency identifies an improper invoice, such as an incorrect amount was 
charged, the buying agency will deny the voucher. The status of the voucher can be seen by 
accessing the Accounts Payable tab on the ISTV Viewer Page. 
  

ISTV Viewer Page 
The ISTV Viewer Page is used to search for a specific record in OAKS FIN. Search criteria is 
entered in order to pull up the specific record between the selling agency and the buying 
agency. Once a specific record is found, the Account Receivable tab provides information 
about the bill or item. The Accounts Payable tab provides information about the invoice. 
  
Click the Accounts Payable tab to determine the approval status of the invoice. 
  

2. Click here to watch a quick tutorial on the ISTV Viewer page. 
  

Steps 

• OAKS FIN > Accounts Receivable > AR Custom Batch Processes > ISTV 
Viewer Page 
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1. Enter the buying agency’s AP business unit the AP Business Unit field. 
• Use the Look up AP Business Unit icon to find the business unit of the 

agency if it is not known. 
2. Enter the voucher id in the Voucher ID field. 
3. Click the Search button to start the search. 

• After conducting a search, click the Recent Search Results icon at the end of the 
breadcrumb navigation anytime to display the Recent Search Results in a pop-
up window.  
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• The specific item’s ISTV Viewer Page displays. 
 

 
2. Click on the Accounts Payable tab. 
3. Review the Approval Status field to see the status of the invoice. 

Incorrectly Routed Vouchers 
If the wrong AP origin code was used to route the voucher for approval, the buying agency will 
seek authorization to approve within their agency. They will not deny the voucher. See 
Processing ISTV Vouchers for more information. 
  

Late or Past Due Payments 
Both the selling and buying agencies should view the payment status of bills and track if a 
payment is getting close to being past due. A few proactive steps can be taken by the agencies 
to help: 

1. Before filing disputes, buying and selling agencies should communicate with one 
another and review the status of vouchers on the ISTV Viewer Page. 

2. Selling agencies should review age receivables reports regularly to confirm 
payment within the 30 day payment window. 
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If the payment is past due, then the selling agency should contact the buying agency and 
communicate the issue; it could be resolved quickly and no additional steps are required. 
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Resolving ISTV in Dispute 

Overview 
The selling agency may put an invoice in Dispute to request OBM act as the collector for the 
invoice if payment is not made within 30 days. The selling agency is required to contact the 
buying agency prior to disputing an invoice. The ISTV Viewer Page is key to determining the 
status of an invoice/voucher and see if an item has been "flagged" as disputed. If the buying 
agency is unaware of the details that led to the dispute they should contact the selling agency 
for clarification. 
  

Steps 

• OAKS FIN > Main Menu > Accounts Receivable > AR Custom Batch 
Processes > ISTV Viewer Page 
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1. Enter the selling agency’s (AR) business unit the AR Business Unit field.  

• Use the Look up AR Business Unit icon to find the business unit of the 
agency if it is not known. 

2. Enter the item ID in the Item ID field.  
• If Item ID is not known, select "Open" from the Item Status to see all 

ISTVs billed from the selling agency to the buying agency that have not 
been closed. 

3. Click the Search button to start the search.  

• After conducting a search, click the Recent Search Results icon at the end of the 
breadcrumb navigation anytime to display the Recent Search Results in a pop-
up window.  
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• The specific item’s ISTV Viewer Page displays. 
 

 

4. Review the Item Line Information section to see if the Dispute check box is 
checked.  
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Approving an ISTV Voucher 

Overview 
When the selling (billing) agency creates a pending item (receivable) using a speedchart and 
the correct AP origin code a voucher is automatically created and routed to the buying agency 
for approval. 

Incorrectly Routed Vouchers 
Vouchers sent to the appropriate Business Unit cannot be built using an origin that does not 
belong to the same Business Unit. If the wrong AP origin code was used to route the voucher 
for approval, the buying agency will seek authorization from the approver with the authority to 
approve the voucher. They should not deny the voucher. The buying agency will need to obtain 
 an email from the appropriate approver stating the okay to pay. This email will need to be 
attached via the Attachments link on the Approval page. The buying agency should reach out to 
the selling agency to ensure the records are updated to reflect the correct origin code for all 
future vouchers. 
  

Viewing the Worklist 
• OAKS FIN > Worklist 
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• OAKS FIN automatically displays all the transactions that require approval on the 
Worklist page based on your origin code. 

• The Worklist link structure is as follows: Voucher Origin, Business Unit, Voucher 
ID, Supplier Name, Invoice Number, Voucher Gross Amount, and Worklist 
Sequence Number. 

3. Click the Voucher link. 
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• The Voucher Review Page displays. 
 

 
4. Click New Window. 

• OAKS FIN > Accounts Receivable > AR Custom Batch 
Processes > > ISTV Viewer Page 
 
 

 
5. Enter agency business unit in the AP Business Unit field. 
6. Enter voucher id in the Voucher ID field. 
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7. Click Search. 
• This AR tab for the ISTV will display. 

 
 

. 
8. Select the Item Attachments link to view the invoice. 
9. Click New Window. 

• OAKS FIN FIN>Accounts Payable>Vouchers>Add/Update>Regular 
Entry 
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10. Select the Find an Existing Value Tab. 
11. Enter the Invoice Number. 
12. Click Search. 
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• The Voucher displays. 
 

 
13. Select the Invoice Information tab. 

• Review Last Receipt Date, Pay Terms (Due Now), and Invoice Total to 
ensure accuracy. 

• Review Chartfields on distribution lines and/or PO’s to ensure accuracy. 
• If Invoice was not attached on the ISTV Viewer Page, click the 

Attachments link on the Regular Entry page to view invoice. 
• Review Comments link to verify if any comments were entered. 

14. Return to the Approval Worklist screen. 
15. Select Approve or Deny. 

• Denying a voucher requires a reason to be entered into the Add 
Comments field located directly below the Approval Information field area. 

• The Agency Voucher Processor will click on the Approval History to 
review denied comments and save the comments to perform the corrective 
action. 

• Approving a voucher does not require a comment. 
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