Pegasys Quick Reference Card
COMPLETED MATCH REVIEW QUERY

The Completed Match Review query allows a user to view completed matches that are ready for
payment and check the status of payments authorized by the Automated Match process.

Users are able to search for documents in “Pending Approval” status and approve the match for
payment generation.

Searching for Completed Match Awaiting Approval

1. Login to Pegasys and Navigate to Queries > Purchasing > Completed Match Review Query.
2. In the search criteria section, perform the following:

a. Check the 'Ready For Review' flag.

b. Enter the Document Number of the invoice in the document number field.
3. Select search.

Figure 1: Searching for Match

Completed Match Review Query

Search Criteria

Dogument Type 1 Status
IDocumem Mumber MF201711270002 I Ready For Review Approved For Payment
Payment Amount o Form Pending Approval Payment Deleted

Cur y Code Payment Canceled Payment Rejected
isbul Payment Corrected Errors
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Ready For B YANCEY ) N
MF MF201711270002 000 | USD 205967707 | 00001 Au7 IWAYINV | 11/272017 | 3WAYTESTING | GSA $1,000.00 0.000000
® s 3 Review L PROPERTIES LLC ! ’

4. Verify a match is returned in the item collection box.

Figure 2: Match is Found
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Reviewing a 3-way Match

NOTE: Prior to reviewing a match, complete the “Searching for Completed Match Awaiting
Approval” section and continue with the steps below.

1. Once search results are returned, select the Invoice in the item collections box. Once the
document is selected, select [Details].

Figure 3: Completed Match Query Item Collection

Completed Match Review Query

Search Criteria
ment Type
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Fayment Amount
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0 per page ¥ Page[1
2. Select [View Invoice], wait for the window to load and then minimize the window.
3. Select [View Order], wait for the window to load and then minimize the window.
4. Select [View Receipt], wait for the window to load and then minimize the window.
Figure 4: View Invoice/Order/Receipt Buttons
Invoice Document Match Detail
Document MF Doc Tetal $§1,000.00
Document Number MF201711270002 Matched Amount $1.000.00
Doc Date Unmanched Amount §0.00
Vendor Code 205967707 Closed Amount
Vendor Address Code 00001 Matched Quantity 0.000000
Vendor Nama YANCEY PROPERTIES LLI Unmatched Quantity 0.000000
SecurityOrg | GSA Malched Award Fee Ameunt
Inveice Number IWAYINY Unmatched Award Fee Amount $0.00
Invoice Date 11270207 Matched Fixed Fee Amount 80.00
Contract Number AWAYTESTING Unmatched Fixed Fee Amount $0.00
Matched Incentive Fee Amount $0.00
Unmatched Incentive Fee Amaunt $0.00
1-10f1 1l
Matched Unmatched Matched 1
Receipt Award Award Matched Unmatched Incentive
Order Doc. Order Doc Receipt Doc | Receipt Doc | Invoice Receipt Matched Unmatched Closed Matched Unmatched Fee Fee Fixed Fee Fixed Fee Fee
Type Number Type Number Number Invoice Date Amount Amount Amount Quantity Quantity Amount Amount Amount Amount Amount
L] P PN2017112700 17112700 3WAYINY 12rany £1.000.00 $0.00 $0.00 0000000 0.000000 80.00 $0.00 80.00 £0.00
it Receipt Detsil 10perpage v Page 1
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OPTIONAL.: Rearrange the windows to view the Vendor Information section for all three of

these windows simultaneously.
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Figure 5: Visibility of all Documents
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5. For each of these open documents, perform the following actions:

a. Scroll to the Vendor Information Section and Verify that the information matches
across all three documents.
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Figure 6: Vendor Information Section for all 3 Documents
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b. Scroll to the top of the page and Select the Header Accounting Lines tab. Review data

on the Header Accounting line.
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Figure 7: Header Accounting Lines tab
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c. Scroll to the Accounting Dimensions Section and Verify that the dimensions match
across all three documents.
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Figure 8: Accounting Dimensions
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Match has been reviewed, close all three windows.

Reviewing a 1-way Match

NOTE: Prior to reviewing a match, complete the “Searching for Completed Match Awaiting
Approval” section and continue with the steps below.

1. Once search results are returned, select the Invoice in the item collections box. Once the
document is selected, select [Details].
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Figure 9: Details Button on a Completed Match Review Query

Completed Match Review Query
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Document Type | DW Finance Direct Pay - Regi

Status
Document Number Ei Ready For Reviow B Approved For Payment
Payment Amount hd Form Pending Approval Paymen Deletad
Paymet reeled Payment Rejected
Disd AT Payment Comacted Emors
Invoica Number Paid Match Rejected
Invecic2 Dete Digbursement In Process. Disbursement Cancelad
Coni=cts Number Disbursement Confirmed
Vendar Code » -
Vendor Name
Security Org
1-10f 1results
Vendor Matched Matched
Document Dotument Payment Transaction Address Disbursing Invaice Contracts Matched Matched Award Fee Fixed Fee
Type Number Amount | Currency Status Vendor Code | Cade VendorName | Office Number Invaice Date | Number Security Org Amount Quantity Amount Amaunt
e YANGEY
® oW DW2017112800 5000 | UsD i nonm PROPERTIES | AT 5545578 G54 $100.00 0.000000 $0.00 $0.00
B e
Invoice Document Match Detail
Document | DWW Doc Total
Document Nurmber | DW20171128000 Matched Amount
DacDate Uamatched Amount
Vendor Code Closed Amount
erdior Address Code Motched Quontity
Vendor Name: Unmatched Quantity
Security Org Matched Award Fee Amount
rwoice Nurmber Unmatched Awand Fee Amount
Inveice Date Matened Fixed Fee Amount
Contract Nurber Unmatched Fixed Fae Amount
Matched Ingentive Fee Amount
Unnatehed Incentive Fee Amount
1-10f 1 resuits 12
Receipt Matched Unmatched Matched Unmatched Matched Unmatched
Order Doc Order Doc: ReceiptDoc | ReceiptDoc | Invaice Receipt Matched | Unmatched Closed Matched | Unmatched AwardFee | Award Fee Fixed Fea Fixed Fee Incentive Incentive
Type Number Type Number Number Invoice Date Amount Amount Amaunt Quantity Quantity Amount Amount Amount Amount FeeAmount | Fee Amount
$10000 $0.0 $0.00 @ 0.000000 5008 $0.00 £0.00 $0.00 £0.00 40.00
10 pet poge ¥ Pagel  |of1

3. Select [Invoice Image] to open a hardcopy of the invoice to compare with the invoice on

Pegasys.
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Figure 11: Invoice Image Button
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Approving Match and Confirming Payment Generation

NOTE: Prior to reviewing a match, complete the “Searching for Completed Match Awaiting
Approval” section and continue with the steps below.

1. Once the search results are returned, Verify that the Status is “Ready for Review”.
2. Select the Invoice in the item collections box and change the status in the Match Action

section to APPROVE MATCH.
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Figure 12: Status Approve Match

= Genaral Inn
Document Type | MF Invoice Exceeds Receipt Vendor
Document Number | MF201711270002 Unit Price Mismatch Vendar Codi
Disbursing Office | AUT Vendor Mismatch vendor Nami
Invoice Mumber IWAYINY Last Modified By All Roles 111 CGI
Inwoice Date | 11/27/2017 Modification Date | 11/27/2017
Contracts Number IWAYTESTING
= Match Amaunt Information
Payment Amount $0.00
Matched Amaount $1,000.00
Matched Quantity 0.000000
Matched Avard Fee Amaunt 50.00
Matched Fixed Fee Amount 5000
Matched Incentive Fee Amount 50.00
Status APPROVE MATCH
= Payment Adjustment Details APPROVE MATCH
Payment
Additional Information fleady For feen
Payment De
Canceled
Payment Rejected
Payment Corrected
Errors
= Disbursing Info Paid
Disbursement Method Dish In Process v~ Payment Type
Nishuirament Nata Sehadula Mimhar
3. Select [Save].
Figure 13: Save button
Completed Match Review Query
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Type Number Amount Currency Status Code Code Vendor Name Office Number Date Number Org Amount Quantity
s MF MF201711270002 $000 | USD iﬁlp:-?;;fml 205967707 | 00001 ﬁ:ZIEE;TILs e | A7 IWAYINY | 11/27/2017 | IWAYTESTING | GSA $1,000.00 0.00000¢
Save View Document 10perpage v Page 1 of
)
Expand Al

— General Information

4. Verify that the “Action was successful” message is returned.
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1-10f1resulls

Figure 14: Action Was Successful Message
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5. The next time OAIMPGEN runs in production it will pick up all Approved for Payment

matches.
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