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Purpose 

This job aid provides agencies information on how to view 3-way matched vouchers that have 
been processed by OSS. 

 

How can I review a 3-way matched voucher processed by OSS? 

If you are an OSS participating agency that uses the receiving functionality in OAKS to receive 
items, there are two ways for you to review 3-way matched vouchers processed by OSS: 

 

1. Search for the voucher using Receipt Number. 

2. Run query (OSS_THREEWAY_AUTO_AGY_APPROVED) in OAKS to view vouchers 
processed by OSS that have 3-way matched. 

 

The tables below show the steps to complete both of those processes. 

 

Search for Voucher in OAKS Using Receipt Number 

 Navigation: http://oaks.ohio.gov/ 

 

 

 

  

http://oaks.ohio.gov/
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 Search for a voucher using receipt number 

 

Step-by-Step Screen 

1. Click FIN Sign in 

 

2. Enter User ID (OAKS FIN ID) 

3. Enter Password (OAKS FIN Password) 

4. Click Sign In 

 

5. Click Purchasing link in left navigation 
menu 

6. Click Receipts link in left navigation 
menu 

7. Click Add/Update Receipts link in right 
window 

 

8. Click Find an Existing Value tab 

 

9. Enter Business Unit for your agency 

10. Enter Receipt Number 
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11. Click Search 

 

 

12. The Maintain Receipts page will display, click Document Status link 

 

 

13. The Document Status pages displays in a new window (or tab), click DOC ID on the 
Voucher line (voucher indicated under Document Type column) 
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The Voucher Inquiry page will display in a new window (or tab). 

 

14. Select the More Details tab in the Voucher Inquiry Results section 

15. Review Match Status column 

 A Match Status of Matched indicates that a successful 3-way match has been 
completed. 

 

 

 Optional: Search for match status by PO number associated to the voucher/receipt 
using navigation path: OAKS FIN> Purchasing> Purchase Orders> Review PO 
Information> Document Status 

 Optional: Search for match status by receipt number using navigation path: OAKS FIN> 
Purchasing> Receipts> Review Receipt Information> Document Status  
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Run Query in OAKS to View 3-Way Matched Vouchers 

The “OSS_THREEWAY_AUTO_AGY_APPROVED” query in OAKS runs a report that displays 
vouchers processed by OSS that have 3-way matched in the system. 

 

You can use this report to view all vouchers for a selected time period processed by OSS that 
have successfully completed 3-way match instead of looking up one voucher at a time. 

 

 Navigation: OAKS FIN > FIN Sign in 
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 Run the OSS_THREEWAY_AUTO_AGY_APPROVED query 

 

1. Enter User ID (OAKS FIN ID) 

2. Enter Password (OAKS FIN Password) 

3. Click Sign In 

 

4. Click Reporting Tools link in left 
navigation menu 

5. Click Query in left navigation menu 

6. Click Query Viewer in left navigation 
menu 

 

 

The Query Viewer window will display. 

 

 

 

7. Enter desired query name in begins 
with field 

 3-way match query name is: 
OSS_THREEWAY_AUTO_AGY_APP
ROVED 

 

8. Click Search 
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The Search Results will display. 

 

 

 

Determine how you want to run the query: 

 HTML displays query results in a new OAKS window (steps below show this option) 

 Excel displays query results in a Microsoft Excel worksheet 

 Schedule allows you to set the query to run at an established time 

 Favorite allows you to add the query to your favorites menu in OAKS 

 

9. Click HTML link 

 

 

The report page opens in a new window. 

 

 

 

10. Enter Business Unit for your agency 

11. Enter From Entered Date 

12. Enter To Entered Date 

 Entered Date refers to the date the 
voucher was created 
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13. Click View Results 

 

 

The query results will display. The list shows all vouchers processed by OSS that have 3-way 
matched in OAKS. To view all results in one scrolling page, click the View All link at the top left 
of the results table. 

 

 

 If you view the initial results in HTML, you can still download the information to Excel 
SpreadSheet or a CSV Text File by clicking the desired link toward the top of the 
results table. 

 The picture below shows the same results as the above HTML report in Excel format. 
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