
Communication Liaison: 
 
This message is for your Procurement users: 
 
Instructions for Changing No Match POs to Matching: 
 
Unless you are processing an Authority Order (AO), POs will default as Matching.  
However, following, are instructions to change a “No Match” PO to “Matching” for 
current POs that are set to no-match, but have not been vouchered against.  (Do not 
change POs set to No Match to “Matching” if Vouchers have been processed.) 
 
Navigation:  Purchasing, Purchase Orders, Maintain Purchase Orders. 
 
Find an Existing Value. 
 
PO Form Page, go to “More” drop down box: 
 

 
 
Select 11 – Matching.   



 
 
Match Action should be “Standard” 
Match Rule should be “STANDARD” 
 
Click OK. 
 

 



 
Go to Schedule Page. 
 
Click on “Schedule Details” 
 

 
 



 
At “Matching”, verify “Full Match” is selected. 
 

 
 
Click OK. 
 
Go to PO Form page. 
 
Click Save. 
 
This should not affect the Budget Status or PO Status. 


