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3-Way Matching in PeopleSoft

Objective

To give the buyer an understanding of the match rules in action at Unitec and enable them to

interpret and resolve match exceptions.

Matching Process

Inwvioice Received by
AP
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Payment
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Dispute?
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Resolve Dispute
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Payment

Resclution
found?

Please note that any invoice/voucher that is not matched cannot be paid. The buyer and AP
need to actively review and resolve the match exceptions so that the supplier can be paid.
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Matching Rules

When the Matching Process is executed the system looks at Unitec’s match rules and
tolerances, and compares the purchase order to the individual and total receipts and
individual and total vouchers processed against the PO. Some rules apply at PO Header
level and some apply to each individual PO line.

There are a number of match exception rules that prevent vouchers from being processed,
these are not usually relevant for buyers and are not listed here.

In the match exception report you might find the following match exceptions
triggered:

Rule | Description Definition

General Match Exceptions

Means that the PO is not in the “Dispatched” State.
Will stop AP from entering the invoice into the
system. Will only appear on the Match exception
report if the PO was previously dispatched and AP
had entered the voucher, but a change order has
since been processed.

Means that there were no unmatched receipts that
could be associated with the voucher.

It means that there is an unmatched receipt against
No receipt found but the PO line the voucher is processed against, but it
unmatched one’s exist cannot be matched because one of the other match
rules has been violated.

Unit Price Rules—these rules only apply to Quantity Orders - compares voucher to
PO

RULE_S210 Invalid PO status

RULE_R500 No receipts found

RULE_R600

Rarely triggered as most Purchasing Categories are
set up with Unit Price Tolerances. Means that the
Unit Price on the voucher differs from that on the
PO.

The price percentage tolerance does not equal 0,
and the voucher price (converted to the purchase
order UOM) does not fall within the purchase order
price range (calculated using price percentage
tolerance).

The unit price tolerance does not equal 0, and the
Voucher Unit Price <> PO | voucher price does not fall within the purchase
Unit Price + Unit Tol order price range (calculated using unit price
tolerance).

Received Amount - amount only orders - compares voucher to receipt

Voucher line amount exceeds the sum of
associated receipt line amounts. For ‘amount only
order lines there are no tolerances when matching
the receipted amount to the vouchered amount —
they have to be exactly the same. This match
exception is common. Often the issue is that there
are several invoices but only one receipt.

Voucher Unit Price <> PO
RULE_P100 Unit Price (No tolerance)

Voucher Unit Price <> PO

RULE_P400 Unit Price + % Unit Tol

RULE_P500

]

Voucher line amt > Sum

RULE_R650 ;
— of received amount
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Life to Date — compares all vouchers processed against PO

The receiving percentage tolerance does not equal
0, and the total quantity vouchered (including
previously matched vouchers) exceeds the quantity
on the purchase order plus the allowed over-
receiving quantity

The receiving tolerance is 0 and the total quantity
vouchered (including previously matched vouchers)
Life to Date Voucher exceeds the quantity on the purchase order. This
Amount > PO Amount rule is not applied to an amount-only purchase
order line.

Life to Date Voucher Qty

RULE_V200 > PO Qty

RULE_V300

The percentage tolerance does not equal 0, and the
total amount vouchered (including previously
matched vouchers) exceeds the amount on the
purchase order plus the allowed over-receiving
value

The amount tolerance is 0 and the total amount
vouchered (including previously matched vouchers)
exceeds the amount on the purchase order. This
rule is not applied to an amount-only purchase
order line

Quantity Tolerances — compares vouchered quantity to receipted quantity at line
level

Life to date > Sched Amt

RULE_V400 | /o ttol

Life to date > Sched Amt

RULE_V500
— ext amt tol

Invoiced line quantity is greater than receipted line
guantity plus tolerance. There are tolerance settings
which allow the quantity on the receipt to vary from
the quantity vouchered by 5%. Only applies to
guantity POs

Invoiced line quantity is less than receipted line
guantity minus tolerance. There are tolerance
settings which allow the quantity on the receipt to
vary from the quantity vouchered by 5%. Only
applies to quantity POs

Invoiced Line Qty > Sum

RULE_R961 of Assoc. Receipt Qty tol

Invoiced Line Qty < Sum

RULE_R962 of Assoc. Receipt Qty tol

The match rules are executed in a particular order which affects the outcome.

Some tolerances depend on the set up at the purchasing category level. Generally, our
tolerance settings at the purchasing category level are set at +/- 5% (percentage tolerance)
or +/- NZ$100 (price tolerance) using whichever is the lesser of the two. This is applied once
at Unit Price level (rule P400 and P500), and once at the PO line level (Rule V400 and
V500).
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Purchasing Match Exception Report

Each day you will receive an email with a link to run the Match Exception Report. You
should run this report at least once a week to see if any match exceptions affect your

purchase orders.

STEP

PURCHASING MATCH EXCEPTION REPORT

1. Click the Link
in the email,
and follow the
instructions 1-
5
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1. Selectthe UTC
report

G &8 hitps//Fros unitec.acnz 4422/ psc/ FMSLIVE/EMPLOYEE O ~ @ € || & Report index

Report
ReportlD 378439 Process Instance 744834 Iessage Log
Hame PSQUERY Process Type Application Engine

Run Status  Success

Match Detail Report
Distribution Details

Distribution Node  REPORT_MNODE Expiration Date 081272016

File List
Mame Fibe Size (byles) Datetime Created
AE_PSOQUERY_T443834 stdout 289 01122016 10,:41:25.450924PM NZDT
UTC_APY1090_MATCH_EXCER 33573 H22016 10:41:26.450924PM NZDT
T44834 xlsx
Distribute To
Distribution 1D Type * Distribution 1D
Role UTC_FMS_PO_MATCHPRC
1. Select Open intermet Expiores %

What do you want to do with
UTC_APY1090_MATCH_EXCEPTIONS-T44834 alsx?

Froem frms unser s nr

Cancal
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STEP

PURCHASING MATCH EXCEPTION REPORT

1. Within the
Excel
spreadsheet,
apply a filter to
view only
exceptions that
relate to you as
a Keyer/buyer

A L] c o E ¥ & H 1

& B 0 :

2 Tona000E0 13 ATEVENS2 FTEVENSZ 00030736 et Crawdord Phanogany DL : 2.0000
5 002041280 I308/2016 SPALASET SPALARATY TE0000177% & 5 Composents Lid ‘ouzzsn a 22,0000
0 HOIGLINY I08/MILE SRALARAT: PALARATY BEG001TH B I Compeasnts Lid [EeITH 4 000
7 TooI0604D6 | %07/ 2006 KROGERS EROGERS DO00035481 Lewel Syssema it ‘et 2 40000
8 02061430 ILME/20L6 PALARAT PALARATI 00035410 Vesta Eletirical Suppives Ld ‘oazaieT H 20,0000
8 WOIALN0T JEMK/I0LE SAALARAT IPALAPATY TO000017TM &3 Compessnts Ltd Toazaisy a LN
10 002033024 2L/H0/20L% IENTLEY CEMERY 00003 72T Simpson Gnerzon ‘BodLaEne 1 1000
11 Tona061548 2092006 MHINTON WHINTON TO00025214 Pestx Limited Toszzas 1 Lo
13 70000345 /083006 MMINTON SEINTEN Too0ozR1 festx Limited Boazznay X L0000
13 001041348 208 2000 MAINTON MHINTON 0000025214 Pesix Limned D028 1 1000
14 TOMIDGIS4S 205006 MHINTON NHINTON BO002521E Pesty Limited “poazanan 1 10000
15 002061568 2/08/2006 MHENTON VRINTOS 000025218 Pestx Limmed Dodzasas 1 Loonc
10 PO0I0G1E 208/ 2608 MEINTON MHINTEN ToooaasaNe Penk Limnsd Boazasan ] 1000
17 TO0I0ELSE  208/200E MHINTON WHINTEN 00025004 Pestx Limited ‘ezasas 1 L0000
18 TOOI0GISAS IS 2006 MHINTON WEHINTON DO00025258 Pests Limitad Tz 1 10000
m ':Qu:mr.n 200,/ 2006 MNTON WHINTON m]u]‘ Potix Limfed m]"!— ) 1,000
m 00061548 205,200 MHINTON WHINTOR ‘000025014 Pesty Limned ‘boizassy 7 L0060
20 O0I0G154S 2082006 MHNTON MHINTEN 025234 Pastx Limined ‘edzassz 7 L0000
22 W0I0A15AS 209/ 200E MHINTON WHINTES 00029054 Pusts Limined zass 7 20000
33 T00i0G1548 100 I00E MbNTON iR Ty S00aIaa4 Sunx Limnsd [T ¥ B0,
3 002061548 2409/20006 MHINTON SEHINTES 00025034 Pests Limiteat ‘teazassz & oo

1. Click Sort &
Filter
2. Click Filter

v S - % 0 W

Barbara Gerbich }:_5_ Share

) Tell me

r B2

Conditional Formatas Cell

Add-ins ACROBAT

General - > AutoSum - %Y p

Fill = !
Sort & Find &
& Clear~ nfih;erv Select -

& B )

Insert Delete Format

Formatting = Table~ Styles~ - - -
r MNumber ] Styles Cells Editi %l Sort Ate 7 ]
Zl SortZtoa
Custom Seort...
E | F | e | H | | e o :l‘

Apply the filter by
buyer name

1. Click on Filter
Arrow at the
top of the
column

2. Deselect
(Select All)

3. Select your
buyer name

4. Click OK

ot Ato 7

2l s
El Sort Zto A |

Sort by Celor 2

Text Filters 3

Search }3‘|
&-[ (Select Al ~

AFRANCIS

[ AZHAO?Z

-] BANDREASSEN
- ]BBOON

-] BDOBEIN

-] CEMERY

] CHAM

-] CHO

-] DHARDER

[ R TR T,

O[ o |

Cancel
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STEP PURCHASING MATCH EXCEPTION REPORT

You can also filter | [-]iu - (Recsipnay— - [Watciw - [Deser L1 Xj|
b fth 0.0000 RULE R5( | SortAtoZ

y any 0 t € 0.0000 RULE_RSC :l SortZto A
other headings — e

0.0000 RULE_RSC

0.0000 RULE_RSC Sort by Color 4
0.0000 RULE_RSC Y>\ Clear Filter From "Descr”

0.0000 RULE_RSC

0.0000 RULE_RSC

0.0000 RULE_RSC Text Filters 3
0.0000 RULE_RSC
0.0000 RULE_RSC

0.0000 RULE_RsC| ¥ QE‘ [Select All
i1 Invalid PO Status

1. Apply a filter by
Description

Search

2. De-select

>

0O 0000000000000 00000000

(Select a") ggggg EE::E_EEE [Jinvoiced Line Gty < Sum of Assoc,
3. Select No D'DDDD AULE RS [ Life to Date > Sched Amt + % ext
: = [ Life to Date > Sched Amt + ext am
Receipts 0.0000 RULE_RSC [l Life to Date Voucher Gty > PO Gty
0.0000 RULE_RSC [ ] Mo receipt found, but unmatched
Found YR E N 5 T o receipts found]
4. C“Ck OK 0.0000 RULE_RSC g----g.\uﬁoucherl_ine amt > sum ot [efew\re W
0.0000 RULE_RSC < >
0.0000 RULE_RSC
0.0000 RULE_RSC (4] Cancel
0.0000 RULE_RSC
Select and Copy Match Deta -
the PO number POID ~ [Pt
you want to look 0002062008

up in PeopleSoft DD0206378¢ 1

Reviewing and Resolving Match Exceptions

Reviewing the information in the Match Exception Report, you should first look at the reason
for the match exception and compare that to the list at the beginning of this document -
Matching Rules on page 4. Then look at the information in the relevant columns.

S210 — There has been a change order, and the PO needs to be approved again, or needs
to be dispatched again.

R500 — There is no receipt. Please check if you have received the goods or services and
process a receipt if appropriate.

R600 or R650 — There is a receipt but it cannot be matched to the voucher. Usually this
reason is associated with partial invoices and crops up because the quantity or amount
receipted differs from the quantity or amount on the invoice. Check the existing receipt and
investigate if it should be amended to match the voucher, and whether additional receipts
are required. This kind of match exception is common where there is only one receipt but
several invoices/vouchers, possibly because of partial deliveries. A useful query for this
investigation is UTC_PO_RECEIPT_VOUCHER which can be accessed in the query menu.

P100 or P400 or P500 — There is a price difference in the unit price of a quantity PO that is
outside any applicable tolerances. You will need to amend the unit price in the purchase
order. Please refer to the relevant section ‘Change Order Line’ in the ‘Create a Change
Order’ manual.

The other match rules may indicate that the totals for a PO line or the entire PO have been
exceeded and need more detailed investigation. Use the Activity Summary, the Query
UTC_PO_RECEIPT_VOUCHER and liaise closely with AP. Reasons for such exceptions
could include: The supplier continuing to reference an old PO number, duplicate invoice, or
processing of a charge against an incorrect PO line, but there may be other reasons as well.
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Activity Summary

STEP

ACTIVITY SUMMARY

Path

Purchasing WorkCenter — Activity Summary

1. Paste or enter
the PO number
into PO
number field

2. Click
Search

PO Activity Summary

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Business Unit

Purchase Order Date
Purchase Order Reference
Suppier 1D

[lcase Sensitive

Seal'l:l'la Clear | Basic Search @3}

uNITC
PO Number[begins with (0002062000

x|Q

Save Search Criteria

1. Details tab
shows detail of
what was
ordered on that
PO

Activity Summary

Business Unit UNITC
Purchase Order 0002062000

Merchandise Amount 3,436.65 NZD
Merchandise Receipt 2,656.65 NZD
Merchandise Returned 0.000 NZD
Merchandise Invoice 2,656.65 NZD
Merchandise Matched 2,656.65 NZD

Lines
GJe(a ils | Receipt | Invoice | Matched || RIV

Line Item ltem Description
1Ry 4023255 - 2 3D Infinity rinse
2 % 401422-01 PLA x Industrial Gre
3 I_Eé" 23126-905 VisiJet? S300 Supp
4 By A4 black backing card
5 By A4 pink 80gsm paper
6 By A4 ivory 80gsm paper

[ Return to Search =] Motify

PO Status Dispatched
Supplier Fuji Xerox NZ Lid
Supplier Location 1

Personalize | Find | View All | 2| L First ‘4’ 1-60f6 '* Last

uom OrderQty Amount Ordered Curency Amount Only
EA 2.0000 260.000 NZD
EA 4.0000 520.000 NZD
EA 4.0000 2,360.000 NZD
EA 10.0000 165.700 NZD
EA 5.0000 43650 NZD
EA 10.0000 87.300 NZD
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STEP

ACTIVITY SUMMARY

1. Click Receipts
Tab to view:
2. Qty received
3. Qty Accepted
4. Open Amount

Per line of the
purchase order

Activity Summary

Business Unit UNITC
Purchase Order 0002062000

Merchandise Amount 3,436.65 NZD
Merchandise Receipt 2,656.65 NZD
Merchandise Returned 0.00 NZD
Merchandise Invoice 2,656.65 NZD
Merchandise Matched 2,656.65 NZD

Lines
Details Recei[p Invoice Matched RIV

Line Item Item Description
= 4023255 - 2 3D Infinity rinse
2@y 401422-01 PLA x Industrial Gre
IR 23126-905 Visidet? 5300 Supp
1By A4 black backing card
5[ Ad pink 20gsm paper
62 Ad ivory 80gsm paper

|&" Return to Search %] Notify

PO Status Dispaiched

Supplier Fuji Xerox NZ Lid
Supplier Location 1

Personalize | Find | View All | 2] E First ‘4) 1-60f6 '»/ Last

o

. Qty Open
uom Qty Received Accepted Quantity Open Amount Cu

EA 0.0000 0.0000 2.0000 260.000 Nz

EA 0.0000 0.0000 4.0000 520.000 Nz

EA 4.0000 4.0000 0.0000 0.000 NZ

EA 10.0000 10.0000 0.0000 0.000 NZ

EA 5.0000 5.0000 0.0000 0.000 Nz

EA 10.0000 10.0000 0.0000 0.000 NZ
< >

1. Scroll to the
right to view
rows that are
receipted and
those that
aren’t.

2. Un-receipted
rows

3. Receipted
rows.

Activity Summary

Business Unit UMITC
Purchase Onder 0002062000

Merchandise Amoant 3436065 NID
erchandise Recept 265665 NZD
Merchandise Retarned 000 NID
Merchandiss invosce 265665 NID
Marchandise Matched 265665 NID

Lires
Detals | Receipt  jmoice | aiched | ATV

Line Rem Hiemn Cpucription
1 [ 023255 - 2 30 Infindty finse
z 4042201 PLA x indusirial Gee
3l 23176-905 Vislet? S300 Supp
4 ':_". A4 black backing card
56 Ad pink A0gsm papei
iR Ad hrory B0gsm paper

2 Relumn fo Search | %] Notity

0 Status Despalched
Suppiier Ful ¥eror NZ Lig
Supplier Location 1

Personaiize | Find | View All| B8] B8 Fist 4 18ol8 b Last

L1 "] Im Cpen Amosnd Curmency
EA 20000 60 000 NZD a
EA 1000 520 000 M
EA 10000 Q000 NZD "__I
EA 10000 @000 MZD '!_I
EA 1.0000 .000 NZD 1 @
EA 1.0000 0000 NZD g
< P

. Invoice Tab
Click the icon
to drill down to
Invoice details

N =

Business Unit UNITC
Purchase Order 0002062000

Merchandise Amount 3,436.65 NZD
Merchandise Receipt 2,656.65 NZD
Merchandise Returned 000 NZD
Merchandise Invoice 2656.65 NZD
Merchandise Matched 2656.65 NZD

Lines u
Details Receipt Invoice Matched RTV

Item Description
= 4023255 - 2 3D Infinity rinse
401422-01 PLA x Industrial Gre

23126-905 VisiJet? S300 Supp

A4 black backing card
sy Ad pink 80gsm paper

Bl & A4 ivory 80gsm paper

|a" Return to Search [=] Notify

PO Status Dispatched
Supplier Fuji Xerox NZ Ltd

Supplier Location 1

Personalize | Find | View All | (2] = First ‘4’ 1-60f6 '*' Last

uom oiced ““‘;;'::‘;'“‘]Fg Unpvoiced
EA 0.000 2.0000 260.000
EA 0.000 4.0000 520.000
EA 2.000 0.0000 0.000 =N Y
EA 5700 0.0000 0.000 =8
EA 3.650 0.0000 0.000 E
EA 7.300 0.0000 0.000 =
< >
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STEP

ACTIVITY SUMMARY

In this case there
is only one invoice
entered

1.

Click Activity
Summary to
return to the
previous
screen

Unit UMITC PO No. 0002062000 Line 3 ltem ID
Invoice Personalize | Find | View All | E] | Eﬁ‘ First ‘4’ 1of1 '*
T TOCITeT e CRTSTTIITy TV OTCEN P TIOITE Ty O
1 UNITC 1 4.0000

Last

2360.000 [+] [=]

Activity Su mmalo

|zt Retumn to Search =] Motify

N -

Matched tab
Indicates
matched items,
and drill down
to match
details

Activity Summary

Business Unit UNITC
Purchase Order 0002062000

Merchandise Amount 3,436.65 NZD
Merchandise Receipt 2,656.65 NZD
Merchandise Returned 0.00 NZD
Merchandise Invoice 2,656.65 NZD
Merchandise Matched 2,656.65 NZD

Lines
Details | Receipt | Invoice | Matc nep RIV

Line Item Item Description
1 F% 4023255 - 2 3D Infinity rinse
2 I_E% 401422-01 PLA x Industrial Gre
3 Fél 23126-905 VisiJet? 5300 Supp
1B A4 black backing card
5 By Ad pink 80gsm paper
6 By Ad ivory 80gsm paper

[&h Return to Search | Notify

uom

EA
EA
EA
EA
EA
EA

PO Status Dispaiched
Supplier Fuji Xerox NZ Lid

Supplier Location 1

Personalize | Find | View All | | E

Qty Matched
0.0000
0.0000
4.0000

10.0000
5.0000

10.0000

First ‘4

1-60f6 ‘b Last

Amt Matched Curmrency

0.000
0.000 NZD
2,360.000 NZD
165.700 NZD
43.650 NZD
87.300 NZD

HEEH
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