
Does 

the 2nd page 
say Invoice?

Are 
there 

more than 2 

documents (email 
and attachments)?

Make a copy and move the emails from the RPA Working email folder to a network 
folder:

\\HHCsystem.org\AppSrvShares\RPA_SupplyChain\AP_OnBase_Indexing_NonProduction
\\HHCsystem.org\AppSrvShares\RPA_SupplyChain\AP_OnBase_Indexing_Production

Is there an 

attachment in the 
email?

Does the 
document  have a PO# 

f ield, or is there a  10 digit 
number starting with 200

(i.e. 2001234567)

Is there a 

supplier 
address?

Is 

Tax 
listed on the 

invoice?

Is there an 

invoice #?

Is there an 
invoice date?

NO

NO

NO

Scan email 
subject line 

only for PO #

NO

YESNo

Do all 
documents 

(excluidng email) 
say invoice?

Does 
SHIP to read one 

of the following:
HHC (starts with)

SVMC
Hartford Hospital

Hartford Healthcare
Please see excel f ile named

Entity Names BU Tax List
for listing of all 

names

Does BILL to read 
one of the following:

HHC (starts with)
SVMC

Hartford Hospital
Hartford Healthcare  

Please see excel f ile named
Entity Names BU Tax List for 

listing of all names

NO

No

NO

YES

Start on f irst 

email

Next item

Does 
the 

document say 
-delivery order

-estimate
-proforma

-quote

NO

YES

YES

YES

Yes

Exception BE005: 

Missing supplier 
address. Please 

research

Exception BE002: 
Contains non- invoice 

document(s) only. 
Please resolve 

manually

Go to next 

email

Assume it is an 

invoice and 
continue on 

through 

process

UiPath DU/IXP  scans 
document (Don' t scan 

email on f irst page, just 
following pages)

Go to next 

email

PO# 

found in 
email subject 

line?

NO

Enter the Invoice# into data table f ield
If  no invoice#, leave data table f ield blank

Column: Invoice

Enter the PO# into data table f ield
(10 digit number starting with 200)

If  no PO#, leave data table f ield blank

Column: PO

Separate 
pages

Is the Invoice 

number the same on 
every document 

(page)?

NO

YES

Is Ship to blank 
or missing an entity 

name?

YES YES

Is Bill to blank 

or missing an entity 
name?

Yes

Can 
attachment 

be opened and 
read?

Yes

No

YES

YES

Have all items 

been worked?

No

NO

Continue 

through 
process

Exception BE008: 
Tax exempt, 

adjusting total less 

tax. Please research

No

YES

Continue 

through 
process

 Issue while 
moving emails?

NO

YES

Exception SE001: 
Issue moving email 

from Outlook to 
network folder. 
Please research

Retry 3 
times

Able 

to move 
email to network 

folder?

NO

YES

In data table, same 
row with f ile name 

enter BE002: Contains 
non- invoice 

document(s) only. 
Please resolve 

manually

In data table, same 

row with f ile name 
enter BE008: Tax 
exempt, adjusting 

total less tax. Please 

research

Loop through the data 
table and gather data 
according to the data 
below and examples

Move the TXT and PDF 

f iles to OnBase 
network folder for 

ingestion

Is there an 

issue when moving  
f iles to OnBase 

ingestion 
folder?

No

Exception BE010: 
Can' t open or read 
email attachment. 

Please resolve 
manually

Go to next  
item

Go to next 
item

In data table, same 
row with f ile name 

enter BE005: Missing 
supplier address. 

Please research

In data table, same row 

with f ile name enter 
BE003: ?Ship to? and/or 

?Bill to? has unknown 
entity name

In data table, same row 
with f ile name enter 

BE010: Can' t open or read 
email attachment. Please 

resolve manually

SE004: Unable to 
move all f iles to 
OnBase ingestion 
folder. Please 
research

Rety 3 times

Able to 

move f iles to 
OnBase ingestion 

folder?

NO

Process Ends

Exception BE001: 

No attachment in 
email.  Please 

resolve manually

In data table, same row with f ile name 

enter BE001 in error column and in 
desc column enter: No attachment in 

email.  Please resolve manually

Exception BE004: 

Missing "Ship to"  
and/or "Bill to"  
name. Please 

research 

In data table, same 
row with f ile name 

enter BE004: Missing 
"Ship to"  and/or "Bill 

to"  name. Please 
research 

Is there an 

invoice Total 
amount?

NO

Exception BE006: 
Missing total invoice 

amount. Please 
research

In data table, same row 

with f ile name enter 
BE006: Missing total 

invoice amount. Please 

research

YES

Exception BE011: 
Missing Invoice 

date. Please 
research

In data table, same 

row with f ile name 
enter BE011: Missing 
Invoice date. Please 

research

In data table, same row 

with f ile name enter 
BE012: Missing Invoice 

number. Please 
research

Exception BE013: 

Can' t match invoice to 
non- invoice 

documents. Please 
resolve manually

YES

Go to next 

email

In data table, same row 

with f ile name enter 
BE013: Can' t match 

invoice to non- invoice 
documents. Please 

resolve manually

Continue 
through 
process

Continue 

through 
process

Continue 

through 
process

Exception BE003: 
?Ship to? and/or ?Bill 

to? has unknown 

entity name

Continue 

through 
process

Continue 

through 
process

Continue 

through 
process

Continue 

through 
process

Exception BE012: 
Missing Invoice 
number. Please 

research

In data table, same 
row with f ile name 

enter BE007: 
Missing PO number. 

Please research

Continue 
through 
process

Exception BE007: 

Missing PO number. 
Please research

YES

Log each 
document name 

in data table 

Attach email 

page to each 
separate invoice 

number page

Rename each document 
with consecutive 

numbers at end of 

existing name starting 
with 1

H.H.M.O.B. Corporation

Hunters Ambulance

American Ambulance Services

American Profession Education

Integrated Care Partners, LLC

Hartford Healthcare Rehabilitation Network, LLC

In Network folder, 
\\HHCsystem.org\AppSrvShares\RPA_SupplyChain\AP_OnBase_Indexing_NonProduction
\\HHCsystem.org\AppSrvShares\RPA_SupplyChain\AP_OnBase_Indexing_Production

pull document name and enter in data table 
column: FileName

Combine email and 

attachment into one 
PDF document (email 
1st then attachment 

2nd)

Is there 
a document in 

folder with same name 

as document that is 
being added to 

folder?

Yes

Change name of document 

by adding a number to the 
end (starting with 1) on the 

end of the original document 
name

No

Is there an 
issue combining 

email and attachment 
into one 

document?

YES

Exception SE002: 
Issue combining email 

and attachment into 
one document. Please 

resolve manually

Go to next 
item

YES

YES

No

Is 
there more 

than 1 document 
that says 
invoice?

Yes

No

Continue 

through 
process

Is the 
invoice 

addressed to one of 

the Entities 
above?

YES

NO

Continue 
through 
process

Adjust invoice total in 

data table by subtracting 
the tax from total 

and enter new amount in 
data table, Column: 

Amount

Enter the Invoice date into data table f ield
If  no invoice date, leave data table f ield 

blank
Column: Date

Enter the Invoice total into data table f ield

If  no invoice total, leave data table f ield blank
Column: Amount

Are there 

more than 5 
documents (email and 

attachments)?

NO

YES

In data table, same row with 

f ile name enter BE009: 
Contains more than 5 
documents (email and 

attachments). Please resolve 

manually

Exception BE009: 
Contains more than 5 
documents (email and 
attachments). Please 
resolve manually

Go to next 

email

Scan the documents 
matching one of: 

invoice # or 
PO # or

Invoice total

Is 
there an 

invoice that 

matches a 
corresponding 

non- invoice document in the 
batch with same:

Invoice #, or
PO #, or
Invoice 

total

Separate pages, 
but grouping 

invoice and 
non- invoice with 
matching invoice 

#, or PO# or 
invoice total

Attach email 
page to each 

separate invoice 
package

Rename each package 
with consecutive 

numbers at end of 

existing name starting 
with 1

Log each 
document name 

in data table 

Continue 
through 
process

NO

YES

No

Start Dispatcher

NOTE:

The PO Vendor list 

in rules will need to 
be updated 

occasionally by AP 
team with new 
vendor names

Create output report.

1 Tab for successes
1 Tab for exceptions

In a data table, create column headers:
Type

PO
Invoice

Date
Amount

Error
Desc
Level
Email

DocType
FileType
FileName

Note

**Please note that 1 email could have 15 
exceptions (error and desc)

Refer to data 

table 

Enter in data table:
Exclude from 

ingestion TXT f ile 

column: Note  

Enter in data table: 
Exclude from 

ingestion TXT f ile

column: Note

Type:  PO INVOICE 
(this will be the same on every entry UNLESS there is no PO #, then leave blank)

PO: Pull from number from data table, or could be empty

Invoice:  Pull number from data table, or could be empty

Date: Pull date from data table or could be empty

Amount: Pull amount from data table or could be empty

Error:  Exception code from data table or could be empty

Desc: Exception description from data table or could be empty

Level: This is confidence level of data extracted by DU/IXP

Email: AP@hhchealth.org
(this will be the same on every entry)

DocType: AP -  Pre- Invoice 

(this will be the same on every entry)

FileType:  2 
(this will be the same on every entry)

FileName: Pull File name from data table

Example with all the data 
f ields completed

Example with 

multiple exceptions

Example with blank 
f ields

(PO blank, so type is 
blank too)

Save the f ile as TXT 

using same FileName 
from data table

There will be a 1:1 of 

.pdf and Text f ile 
with same name

No

NOTE: 
When deployed to 

production, need to 
start from date of 

deployment (or turn 

rules on deployment 
date) to avoid 

duplicating old emails

Start 

Processor

Navigate to: 
\\hhcsystem\AppSrvShares\OnBaseFinancial\TstFiles\AP\RPAInvoices\ -  Test

 \\hhcsystem\AppSrvShares\OnBaseFinancial\PrdFiles\AP\RPAInvoices\ -  Prod

Move those same emails out 

of RPA Working subfolder in 

Outlook to RPA Archive 

subfolder in Outlook

Go to subfolder 

named:
RPA Working

NOTE: Make a note of email date 

and times and/or number of 
emails to make sure the same 

emails make it through the next 
few steps since emails will be 

coming into the working folder 
consistently.  Want to make sure 
nothing is missed or duplicated.

Collect:
- InternetMessageID
- ReceivedTime
- Subject

Connect to mailboxes below with MS Graph

AP@hhchealth   Prod

APTESTSCAN@hhchealth  TEST

Enter in data table: 
Exclude from 

ingestion TXT f ile
column: Note

Move this document 
to exception folder so 
it's not uploaded into 

OnBase

Move this document 
to exception folder 
so it's not uploaded 

into OnBase

Move this document 
to exception folder so 

it's not uploaded into 
OnBase

Enter in data table: 

Exclude from 
ingestion TXT f ile

column: Note

Move this 

document to 
exception folder so 

it's not uploaded 
into OnBase

Exclude Exceptions:
SE002
BE001

BE002
BE009
BE010
BE013

and anything in the data table 
Notes f ield

should be handled manually 
and not uploaded into OnBase 

(exclude from TXT f ile)

In data table, same row with f ile name 
enter SE002 in error column and in 

desc column enter: Issue combining 
email and attachment into one 

document. Please resolve manually

Enter in data 
table: Exclude 
from ingestion 

TXT f ile
column: Note

Move this document 
to exception folder so 
it's not uploaded into 

OnBase

Enter in data table
Exclude from 

ingestion TXT f ile 

column: Note  

Move this 
document to 

exception folder so 
not uploaded to 

OnBase

YES

Close out of 

Microsoft Edge

Close out of 

File Explorer

Loop 
through 
every item

Close loop 

Loop through 
moving all emails. 
Exception emails 

that can' t be moved

Yes

No

Email to: 
RPA_AP_ONBASEINDEX@hhchealth.org

EBSRPASupport@hhchealth.org
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