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[bookmark: _Toc347930418][bookmark: _Toc396487593][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
The AP4 Matching (Integration with Procurement) process is part of the Requisition to Check end-to-end business process.


There are several types of vouchers in Accounts Payable. Integration with Procurement (Matching) business process describes the process of entering Purchase Order (PO) Vouchers, and reviewing and processing Match exceptions. 
A voucher, previously known as a "claim schedule," is an electronic transaction created in FI$Cal for processing vendor invoices, employee advances or adjustments. Vouchers can be entered into FI$Cal by entering invoice data directly online into the FI$Cal Accounts Payable (AP) Module, by using the spreadsheet upload process or by using an inbound voucher interface. Online vouchers can be created using information from POs or receipt data.
[bookmark: _Toc396487594][bookmark: _Toc347930420]FI$Cal System and Organizational Roles
	SYSTEM ROLE / SCO DIVISION
	ORGANIZATIONAL ROLE

	
	

	Department AP Processor 
	Accounting Office

	Department AP Maintainer 
	Accounting Office


[bookmark: _Toc396487595]Create PO Voucher Business Process Steps Description
The process for creating a PO Voucher uses the Regular Voucher style and is connected to the PO information as entered in the Purchasing Module. The PO Voucher is created to pay for goods and services or professional services and contracts received against a PO (see PO2: Create Purchase Order and PO3: Receive Goods and Services). A PO must exist before starting Matching process.
1. Receives invoice from Vendor:  An invoice is typically a type of Payment Request that contains vendor data, invoice information, invoice date and invoice receipt date, special handling instructions, and certification statement.
2. Add a new Regular Voucher:  In the Add a New Regular Voucher step, the Department AP Processor creates a new PO Voucher online by selecting the Regular Voucher style. The Department AP Processor enters only the invoice number and date on the Add Search page and the Header information is populated.
3. Search for PO/Receipt: The Department AP Processor searches for an existing PO or PO Receipt using the PO Document Number and Copy PO functionality. 
4. Copy PO/Receipt lines into Voucher: After a PO or receipt is identified, some or all lines may be selected to be copied into the voucher. Internal retainage for professional services are included on the PO and the Department AP Processor confirms these are copied to the correct lines. The voucher also inherits the Header and distribution information. For lines copied into the voucher from multiple source documents, the Header information (from the first source document) is copied to the voucher.
5. Review/Update information: The Department AP Processor reviews the Header, line, and distribution information. Each Voucher has one Header that captures vendor, vendor invoice ID, address, payment terms, and relevant dates. There is a one-to-one relationship from voucher to vendor invoice. The voucher line level captures the itemized invoice line information for a commodity, service, refund description, etc. A voucher can have multiple voucher lines to one voucher Header. The voucher distribution line captures the accounting code line associated with the voucher line. Each voucher line can have multiple voucher distribution lines. Speedcharts may be used to default the accounting distribution (e.g., ChartFields) on voucher distribution lines and represent a quick entry for the account coding.
6. Attach Supporting Documentation: The Department AP Processor attaches documents relevant to processing the voucher (e.g., scanned invoices, receipts, and payment request forms). The State Administrative Manual (SAM) states that any documentation necessary for the State Controller's Office to perform their audit must be included with the voucher. If a contract must be referenced, it must also be attached to the voucher.
7. Edits passed?: When the Department AP Processor selects Save, FI$Cal runs multiple edits, including duplicate invoice checking, verifying field values are valid, verifying all required fields are populated, and balancing the voucher.
a) If Yes: If the online edits pass, a unique voucher ID can now be assigned to the voucher. 
b) If No:  The Department AP Processor will need to update the voucher. These corrections must be made prior to a voucher ID being assigned.
8. Save Voucher:  When saving the voucher, FI$Cal performs a ChartField combination check to verify that a valid combination was entered. The Department AP Processor is notified in the system if any updates or edits are required before the save is completed. The system verifies that all information is complete then assigns a unique voucher ID. The system will not save the voucher if it is incomplete.
FI$Cal also performs a series of validation checks to verify that all fields have been completed correctly. Validations that occur are:
· Duplicate invoice number
· Verifying the existence of a vendor ID
· Verifying the existence of an invoice date and invoice ID
· Balancing Header amounts against voucher line amounts for both transaction and base currency amounts
· Balancing voucher line amounts against distribution line amounts for both transaction and base currency amounts
· Verifying that the user ID that is approving the voucher is the same as the user who is signed in
· Validating accounting distribution field values and combinations, and error processing
9. Run Budget Check: After being saved, the voucher is budget checked in the system against the ChartField combination entered to ensure funds are available to cover the payment. This batch process is performed in FI$Cal at regular intervals.
[bookmark: _Toc396487596][bookmark: _Toc347930421]Matching Exceptions Business Process Steps Description
The automated Matching Batch Process is required for all PO Vouchers entered online. The process verifies that only goods and services ordered and received are paid for in FI$Cal. The Department AP Maintainer will require a manual view of the exceptions using the Match Workbench. Vouchers must be budget checked before moving to the Matching Exceptions process.

Matched vouchers can also be unmatched using the Match Workbench. After selecting the Undo Matching option, the voucher must be re-processed to reset statuses on the voucher, receipt, and PO.
1. Run Matching Batch Process: The Matching (AP_MATCH) Application Engine process is configured for different matching types. 
The following FI$Cal system matches can be performed:
· Two-way matching: Matches the vouchers with the POs
· Three-way: Matches the Voucher with the POs and receipt
· Four-way matching: matches the Voucher with the PO, receipt, and inspection certificate
PO Vouchers for goods and services will be two-way, three-way, or four-way matched. The process will identify exceptions based on document association, Match Rule, and match tolerance configuration. The match status will be updated to “Matched” if there are no exceptions. Once matched, the voucher is ready for approval, budget checking, posting, and payment creation.
2. Match Exceptions errors? The options available to the Department AP Maintainer depend upon Systematic Match Rule Type configuration and user preference security. If there are discrepancies, the voucher will be flagged “Match Exceptions”. Once the documents are corrected, the vouchers are re-processed to clear the exceptions. If it is determined that the source documents do not need correcting, the voucher can be deleted or the exception can be overridden. 
a) If Yes: If vouchers do not pass the matching rules, FI$Cal flags them as exceptions and corrections will need to be made.
b) If No: If there are no exceptions the match status will be updated to “Matched”. Once PO Vouchers pass matching, they will be available for approval, budget checking, and other processing.
3. View/Correct Match Exceptions: The Matching process in FI$Cal compares a voucher with the PO and/or receiving documents. Match exceptions will be resolved by correcting the source documents (PO, receipt, and vendor invoice). Vouchers are re-processed to clear exceptions and any discrepancies must be resolved prior to voucher approval.
4. AP2 Enter and Process Voucher: Once the voucher has successfully run through the Matching process, the voucher is ready to be budget checked and routed to the department for approval.

[bookmark: _Toc396487597]Interfaces and Reports
	Name
	Purpose
	Interface
	Report

	Outstanding Vouchers 
	Allows you to monitor outstanding Vouchers that have not been budget checked, approved, or paid.
	
	

	Match Exception by User ID 
	Monitors Match Status of Vouchers by User ID
	
	

	Posted Voucher Listing
	Lists all posted Vouchers for a specified business unit and date range
	
	


[bookmark: _Toc396487598]Interdependent Business Processes or Work Activities
Business processes are often completed in several steps and in a predetermined order. The corresponding work activities associated with the process steps can run sequentially or in parallel, and can be organizationally distributed. Interdependency between processes also exist.
For AP4-Matching (Integration with Procurement), the process interdependencies are as follows:
Pre-requisite business processes:
· ePro3 – Create and Approve Requisitions (may be prerequisite)
· PO2 – Manage Purchase Orders (prerequisite)
· AP1 – Enter and Maintain Vendors
· AP2 – Enter and Process Vouchers
· PO3 – Receive Goods and Services
· PO4 – Process Procurement Card Transactions
Succeeding business process:
· AP3 – Process Payments
[bookmark: _Toc347930438][bookmark: _Toc396487599]Governing Statute, Regulation and Policy
	[bookmark: _Toc340072078][bookmark: _Toc342477111][bookmark: _Toc346216943]Governing Authority
	Identifier
	Description

	The State Administrative Manual (SAM)
	Sections 8422.20, 10808, 10821, 10822.1, 10872, 10873

	These SAM sections describe policies that reference the Accounts Payable function.

	State Contracting Manual (SCM)
	Volumes I, II and III
	The SCM is a reference source to Statewide procurement and contracting policies and procedures.




[bookmark: _Toc389642601][bookmark: _Toc396487600]Appendix – Associated Process Flow Diagram
AP4 Process Flow
[bookmark: _Toc389642602][bookmark: _Toc396487601]Appendix – FI$CAL Terms and Definitions
Fiscal Terms and Definitions
[bookmark: _Toc389642603][bookmark: _Toc396487602]Appendix – Associated FI$CAL Job Aids
Supplemental Job Aids and Training Tips
[bookmark: _Toc396487603]Appendix – Associated UPKs
Requires user login at Fiscal Training Academy website
AP102 – Voucher Processing UPK W1
AP201 - Voucher Workflow UPK W1
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