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I. Un-Matching Overview 
Occasionally, there may be a need to un-match a voucher from a purchase order.  This event cannot 

be completed by a user unless they have the proper user profile set up.   

Please note Vouchers that have been posted cannot be Un-Matched. 

The user’s profile must include “Matching Process Groups.”   UW Problem Solvers and the BU Admin 

at each campus can add these Groups to a user’s profile.  

 

Process Frequency 
On an as needed basis only.  This should not be a regular 
process. 

Dependencies 
Voucher matched to Purchase Order that has not been Posted.  
Cannot un-match a posted voucher. 

Assumptions 
End User performing the action has the proper authority and user 
preference to complete the action. 

Responsible Parties Authorized AP Staff 
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II. Update/Verify User Preference to Allow the Un-Matching 
Functionality 
 

1) Go to the Define User Preferences page.  

Navigator: Set Up Financials/Supply Chain > Common Definitions > User Preferences > Define 

User Preferences 

 

2) Enter User ID and Click Search 

 

 

3) Click Process Group 

 

 



                                         University of Wisconsin System 
                SFS Business Process  
                                       AP.6.01 – Un-Match a Voucher from a Purchase Order 
 
 

4) Verify Match Source Transactions are in User Preferences.  If not added, Click “+” to add all 3 

Matching Source Transactions.  The Process Group for all 3 transactions should be MATCHING. 

a. Source Transactions to Add 

i. MTCEXPN 

ii. MTCHEXPTN 

iii. MTCOVRD 

b. Process Group for all 3 Transactions  

i. MATCHING 

 

5) Click Save 

 

6) User should now be able to un-match a voucher from a purchase order. 
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III. How to Un-Match a PO from a Voucher 
 

1) Navigate to the Match Workbench 

Navigator: Accounts Payable > Review Accounts Payable Infor > Vouchers > Match Workbench 

 

 

2) Fill in Match Workbench Fields. 

a. Business Unit 

b. Match Status – Matched 

c. Voucher(s) ID 

 

3) Click Search 

 

4) Select Voucher(s) to un-match, by checking the box next to the Voucher. 

 

5) Select Action “Undo Matching”  

 

6) Click Run 

7) The below message will appear.  Click  
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8) Click the Process Monitor hyperlink at the top of the Match Workbench page to view the status 

of the Action. 

 

9) The Process Monitor should list the Process name AP_MATCH.   

 

10) The process is completed when the status is Success and Posted. 

 
 

11) The voucher should now be unmatched from the Purchase Order 
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