Unmatching an Accounts Payable Voucher

Purpose: Use this document as a reference for Unmatching an Accounts Payable voucher
in ctcLink.

Audience: Finance Staff

@© You must have at least one of these local college managed security roles:

* ZZ\Noucher Entry
« ZZVoucher Processing

You must also set these User Preference Definitions:

+ User Preferences: Voucher Processing

If you need assistance with the above security roles or User Preference Definitions,
please contact your local college supervisor or IT Admin to request role access.

Note: Only vouchers in a Matched or Manually Overwritten status are eligible for
UnMatching. Running the matching process for a voucher locks certain fields from edits
and UnMatching a voucher will unlock those fields for you to edit again. You will need to re-
run the matching process for the voucher after making those edits before it can continue to
be processed.

€ Itisrecommended to establish each user with the specific access associated with their
job duties and is not recommended to simply copy one user's access to another user
as this could lead to overallocation of access. However, there are situations where a
group of staff within a single department all require the same access to perform
similar work. In that case, the COPY function provides the ability to apply all Process
Group definitions from one user to another without having to search and enter each
Source Transaction and Process Group combination.

Please refer to the QRG 9.2 FSCM Security - Process Groups
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https://ctclinkreferencecenter.ctclink.us/m/56084/l/1176969-fscm-security-user-preference-definition-in-finance#zz-voucher-processing-user-preferences-procurement-payables-online-vouchering
https://ctclinkreferencecenter.ctclink.us/m/56084/l/1603308-9-2-fscm-security-process-groups

Navigation: NavBar > Navigator > Accounts Payable > Review Accounts Payable Info >
Vouchers > Match Workbench

Matching Workbench

1. The Match Workbench page displays.
2. Enter search information to find the voucher you want to unmatch.
3. Select Search.

Match Workbench
Search
Use Saved Search V| Profpess Monitor

Business Unit equal to v| WA1T70 Q

Match Status equal to v Matched v
Voucher ID All Values v|

Supplier SetlD equal to v| WACTC a
Supplier ID All Values v|

Max Rows to Retrieve 300
Clear Advanced Search B save search criteria ]jDeIete Saved Search

4. Qualifying vouchers display at the bottom of the Match Workbench page in the Search
Results for Match Inquiry Type section.
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Match Workbench

~ Search
Use Saved Search | Process Monitor

Business Unit [ equalto v WAITO a

Maten Statws [ equalto v [Matched ]
VoucheriD  [Al values -

Supplier Setid  [equalto - WACTC a
Supplier 10 [All Values v

Max Rows 1o Retrieve 00
Search Clear Advanced Search Bsave searcn Cania Doelete savea search

Search Results for Match Inquiry Type: Matched

Wisslect Al []Desslect Al

Personalize | Find | iew100 | &) BB Fist & 11001300
Details || Moge Details | B

Actions nde  Match Match Type Business Unit  Vouchers Supplier 1D E}Eé:zo'::s Invoice Number Gross Amt Currency
~Ationg O  matcneo Auto - Matchea wa170 00000105 V000004785 valia 318050 2375 USD
~Actions O  matcnes Auto - Matenea wa170 00000108 V000010831 valia 162215 84162275 9620 USD
~Adtions O matcnes Auto - Matched wa170 00000107 V000035828 valia 4016853730 108.40 USD
~Adtions O  matcnes Auto - Matched WAI70 00000123 V000008883 valig INV1255580 3513 USD
~Adtians O Matcnee Auto - Matched wa170 00000124 V000008589 valig INV1255581 2077 USD
~Adians O  Matcneg Auto - Matched WAIT0 00000125 V000035207 valig 235728231 2548 USD
- Actions. O Malched Auto - Matched WATTO 00000130 V000026000 Valid PER REMIT 2,495.84 USD
- Adions. O  Maiched Auto - Matched WAI70 00000131 V000001827 Valid 72010 1,015.20 USD
- Adions. O  Matches Auto - Matched 00000132 V000006688 valia INV1256571 34.75 USD
- Adions O  Matches Auto - Matched 00000135 V000004178 valia 176791 6522 USD

Wselect Al ClDeselectAll

Action ~ Run

UnMatching a Voucher

1. Check the Undo Match checkbox for the voucher(s) you wish to unmatch.
2. Select 'Undo Matching' from the Action dropdown menu.
3. Select Run.

Match Workbench
~ Search
Use Saved Search v Process Moritor

BusinessUnkt  [equalto v a

Match Status  [squalto -] [ =
VoucherD  [Mivaes ]

Supplier Setd  [equalto v a
Supplierid  [Arvalues -]

Max Rows 1o Retrieve. 300
Search Clear Advanced Search Bsave search Crieria Dpetete savedsearch

Search Results for Match Inquiry Type: Matched

#seledt Al [IDeselect Al

Personaiize | Find | View10 10| B First ¢ 110001300

Details || More Detalls | [F)
Undo Financial
Actions pinde Maten Match Type BusinessUnit  Vouchers Supplier 1D Sonctions  Ivoice Number Gross Amt Currency
Status

Actions O Matches Auto - Malched w170 00000143 4000035828 valia 4016912068 12062 USO
= Adbions O  Matched Auta -Malched WAI70 00000140 4000035828 Valid 4016900249 11440 USD
- Actions O Matched Auto - Malched w170 00000144 4000035828 valid 4016930420 7818 USD
~Achons O  Makhed Auto - Maiched wa170 00000135 V00DOO4178 vaiid 176781 6522 USD
= hctions O matches Auto - Maiched VR170 00000146 4000035828 valig 4016906712 2678 USD
~Actions O Matched Auto - Maiched WAITO 00000107 V000035828 valig 4016863730 109,40 USD
- Acions O  Matched Auta - Malched 00000132 40DDOOSEED valid
- Actions O Matched Auto -Maiched w170 00000105 400DO04785 Valid 318950 2375 UsD
~ hctions O  Makched Auto - Maiched WAIT0 00000124 006649 valid 2077 USO
= Actions O  Matched Auto - Malched wA170 00000142 VOODO35826 valid 4016898859
= Adions O  Matched Auta -Malched w170 00000232 W00DO35907 Valig 238727724 2056 USD
~ hctions [0 Malkched Auto - Maiched WRITO 00000139 400DO35828 valid 4016863729 21680 USD
- Actions Eluauea Auto - Maiched 00000123 400DOOGEES valig 3513 UsD
= Acbions O Matches Auto - Maiched WAI70 00000194 W00DD10502 Valig PER REMIT (JUL-AUG) 23115 USD
- Acbions O  Matched Auto - Matched wa170 00000106 ¥00D010931 valid 162215 8162275 96.20 USD

¥Select Al Deselect All

Actionf[ Udo Wateting A=
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€ NOTE: Selecting Run may redirect you to the Process Monitor. After the process has

completed successfully, you can return to the now UnMatched voucher for editing -
you will notice that those Invoice Information fields that were locked after the

voucher was Matched are now available for editing. **After edits have been made to
the targeted voucher, you will need to re-run Matching for that voucher before it can

continue to be processed.

¥ Distribution Lines
[ GLChart | Exchange Rate || Statistics || Assets

Merchandise . Oper

c ; . -
Dar¥ Line Nk Guantity GLunit  FE Account Fund

1 22,95 0.7100 WAITQ 770 S02050 145

<

Personaize | Find | View A1 | £ | B

Approp Dept Class State Purpose

3079 181 N

Summary || Relsted D | Invoice | Payments || \oucher Attributes || Error Summary
Business Unit WA1TD Invoice No INV1255580 Invoice Total Sales/Use Tax Summary
Voucher ID 00000123 Accounting Date 031102015 Line Total 3232 VAT Summary
Voucher Style Regular Voucher *Pay Terms 30 | Net 30 *‘Currency USD Won Merchandsse Summarny
" Session Defaults.
Invoice Date 02312015 Basis Date Type v Date Miseelianeous s Carn'r'::ﬂ!m}u
Invoice Received 091042015 Tax Exempt Freight s Attachments {1}
Sales Tax 2e1 B e
COPIERS NORTHWEST INC i
------------------ Entered VAT £ | TemwhotoList
Supplier ID V000006539 Use Tax 0.00 = Advanced Supplier Search
Shorthame 1 ' IH
EOXR=HO N VAT Honlnv 0.00 Approval Histary
Location 170 Suppler Hierarchy
*Address 2 Total 3543 Suppber 360
Difference 0.00 B B
o | Action| - Run | [ cocuste | print
» Copy From Source Document
Invoice Lines (7 Find | View Al First ‘4 1of1 't Last
Line 1 c D Ship To 171-WCCC Purchase Order
*Distribute by | Quantty B Description Maintenance agreement for Cang One Asset
e WATTOHSAS25188LI1I1 Saleslise Tax
tom Packing Slip Associate Receiver(s)
Quantity 10000 . Invoice Line VAT
Force Price
UOM NTE BB | colcutate
Unit Price 32 32000
Line Amount 3232

First ‘4 10f2 '* Last

PC Bus Unit  Project

WaITo Q000001043

>

4. Process complete.
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