Statement Reconciliation
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1.

3. Paste or
attach
a statement

inhvoiceinfo

Statement Matching

Please Fill Out the Information Below

How to Use Thi3

Y

Enter and
confirm your
email

2. Enter your vendor ID

Tips for Successful B Your email address: |msmith@emai\.cum

|msmith@emai\.com

Invoice Payment Infarma Confirm email address:

Vendor ID:

| _ *Don’t know

Upload Invoice

Statement Reconciliation

Instructions To submit a statement, you must attach a file OR paste data
Invaice number required in column #1
Invoice date required in column #2

\ivoice amount required in column #3

Statement Reconciliation

Contact Us

Browse Files Select xlsx, xls, it or csv file only

or

your vendor ID? See
page 5 below.

\
3b. If you paste

or copied directly from an excel spreadsheet

(3

a. If you attach a statement, it must
be in xlsx, xls, txt or csv format.

Paste data here - Example: 12345678,1/2/2017.204.95 - Data may be comma, tab, pipe delimited

a statement,
put invoice
numbers in
column 1,

Column 1 must contain the
invoice number, column 2 the
invoice date, and column 3 the
\ invoice amount.

Enter date format: Select Date Format: 5

™

reCAPTCHA

Frivacy - Temms

\/ I'm not a robot

J

Submit Statement

invoice dates
in column 2
and invoice
amounts in
column 3.

\_

y

5. Click “Submit
Statement”

4. From the drop-down menu, select the

invoice date format.

ihvoiceinfo

Statement Matching

Thank you for your statement submission.
Please allow one hour for our response.

How to Use This Portal

Tips for Successful Billing

~

6. After clicking on
“Submit
Statement” you’ll
receive an on-
screen
confirmation of

7. You will receive an email with the statement
reconciliation results (see image on page 3) after
submitting a statement.

If you have any questions, please contact
apcustomerservice@invoiceinfo.com.
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Instructions to Copy and Paste

NEEBOY n-B3BHE Statement Rec... Mary C. Amold
File Home Insert Draw Page Layout Formulas Data Review View Help Acrobat £ Tellme 1% Share 1 Comments
i X P n A | == a, General [Ell Conditional Formatting~ | EH Insert = > - %V /O O
-~ $ -% 9 | HHFormatas Table~ BZ Delete = | [T~ f
G5 o o A= = i Sort& Find& | Share Webex
< =l T || S eS aIe 9 48 A cell Styles - [ElFormat~ | € Fiter~ Select~ | ThisFile -
Clipboard Font i Alignment 5l Number Styles Cells Editing Webex ES
Al i 5 Invoice Number v
A B c D E F G H 1 J K L M N o [~
1 [Invoice Number |Invoice Date Invoice AME cajibi - [11  -| A" A” $ % 9
2 |2-343-02525 2-Mar-19 2y e A TR R
3 |2-349-02526 2-Mar-19 a_
4 |2-349-05978 2-Mar-19 5% al
5 |2-349-16143 2-Mar-19 246 & Cut
6 |2-343-16152 2-Mar-19 43[4 Copy
7 |2-3a9-16162 2-Mar-19 1754 [ Paste Options:
8 |5-434-27243 6-Mar-19 526
o [saez28  sMaris g Lo Select the data you want to
10 |5-434-35476 8 -Mar-19 10 . . . .
Li|samasse e | © smanLookup submit, right-click with your
12 |6-159-82417 10-Mar-19 3
Translate . « ”
13 |6-259-83514 11-Mar-19 l mouse and click Copy.
14 |6-259-98716 12-Mar-19 1449 o
15 Delete...
16 Clear Coptents y i
) #3 Quick Analysis
15 Filtgr »
19|
= Sort 5
21 1 MNew Comment
22 19 Mew Note
23
- Format Cells...
= B omsica .
= Pick From Drop-down List...
2% Define Name...
27| @ Link s
28
2|
30
31 e
Sheetl ® [l 3
Ready Average: 23379.74577  Count:42  Sum: 607873.39 EH |- 1 + 100%
Undo +Z
E . v To paste the data, click in the
Paste —_— box, right-click with your
EdE ChiF H « »
o — r-.,-—-.—\\ mouse and click “Paste.
Select all Ctrl+A ECAPTCHA
frivacy - Terms
Spelicheck b
I Writing Direction b
Inspect +

Invoice Amount

=i EICR)ELE Select Date Format:

I'm not

MDY or M-D-Y or MDY
Y/M/D or Y-M-D or ¥.M.D or ¥Y-MMM-DD
DM or D-M-Y or D.M.Y or DD-MMM-YY
MMDDYY or MMDDYYYY
YYMMDD or YYYYMMDD
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Invoice Number Invoice Date ~

2-349-02525 2-Mar-19 322.11

2-349-02526 2-Mar-19 41.89

2-349-05078 2-Mar-19 113416 . .
2-343-16143  2-Mar-19 2467.83 After pasting the data, click
7 1015 My lle. v the down arrow and select

the date format.




Statement Reconciliation Results Email

Statement Match Results as Childrens (839272) - Message (Plain Text)

File Message Help Acrobat @ Tell me what you want to do

g S Tom by 5 Rules - (S| b P )
6 lgnore m E S8 Arm i = Tovansger £ = FI =~ IID Al C)\ e D)
b - 4 Team Email  Done 3] OneNote = & 0= T = -
%Junk' Delete Archive Reply Reply Forward Er;l' e)R v & Delet +Z Creste N - Mave Assign  Mark Categorize Follow Read Zoom Customer View Insights
Al eply & Delete  J7 Create New - [BActions~ | Policy- Unread Up~ s~ | Aloud Manager
Delete Respond Quick Steps w Move Tags 5] Editing Speech | Zoom Salesforce

Thu 5/16/2019 3:30 PM

NR  noreply@invoiceinfo.com
Statement Match Results - Invoicelnfo (999777)

To  Mary C. Arnold
839272_45808_20190516_152614.bx_output 727.csv . The statement reconciliation results
2KB

are sent as an attachment.

Statement Match Result File Attached

Your match file was submitted on 2019-05-16 15:26:14

With the following results:
Records submitted = 5
Records matched =3
Records unmatched = 1

Data Parameters: Invoice = 1, InvDate = 2(m-d-y), InvAmt = 3

The summary of the results will
be in the body of the email.

If you have questions about your results, Please click on the following link:
https://999777.invoiceinfo.com/contact.html

PLEASE DO NOT REPLY TO THIS EMAIL

To request a rematch of this file, click on the link below:
hitps://839272.invoiceinfo.com/match.php?rg=2019-05-16 15:26:148&s=21727
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Statement Reconciliation Results

A B C D E F G H 1 J K L M N o P o} R = T u v
Check

Query Query Query Query Invoice  Invoice Amount Currency Remit Scheduled Check  Clear Payment Date  Check Invoice Reject
1 |vendor Invoice InvDate InvAmt Match Status VendorlD  Invoice Date  Amount Currency Paid Paid  Number Check Date  Date Date Method PO Received Status Status Reason
2 12345 V17789111 2/2/2019  97.64 ALLMATCH - Vendor, InvNumber, Date, Amount 12345 V17789111 2-Feb-19 97.64 USD 97.64 USD 920123 1-Mar-19 28-Feb-19 CHK 19-1048987 Paid M
3
4 12345 V17789112 2/2/2019 663.3f ALLMATCH - Vendor, InvNumber, Date, Amount 12345 V17789112 2-Feb-19 663.39 USD 663.39 USD 920123 1-Mar-19 28-Feb-19 CHK 19-1047654 Paid M
5]
6 12345 V17774234 2/6/2019 ALLMATCH - Vendor, InvNumber, Date, Amount 12345 V17774234 6-Feb-19 345 USD 345 USD 920123  1-Mar-19 28-Feb-19 CHK 19-1045645 Paid M
7
8 12345 V17778675 2/6/2019 .41 PARTIAL MATCH - Vendor, InvAmount, Date 12345 V17778675 6-Feb-19 728.41 USD 728.41 USD 920123  1-Mar-19 28-Feb-19 CHK 19-1043876 Paid M
9

10 12345 V17778766 2/3/2019 NO MATCH

The fields that match

will be indicated.

The “Match Status” column will
indicate if there is an “All Match,”
“Partial Match” or “No Match.”
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A simple inquiry occurs only when you need to look up a
* ’
Don’t know your single invoice inquiry.

Vendor ID'? Find it 1. Enter two of the available fields under “Search by Invoice”

ith . le i . 2. Click “Search”
wi a simpie inquiry. 3. Vendor number displays

fhvoiceinfo

Welcome to Invoicelnfo's Accounts Payable Vendor Portal

How to Use This Portal The data is updated twice daily and reflects the activity over the last rolling ONE year
based on entry date.

Must enter data into at least TWO of the fields below

Invoice Payment Information Once you have successfully found one invoice and locked in the

Ulaee s vendor number, you will be able to perform date range searches.

Tips for Successful Billing

Statement Reconciliation

P nvoice Number:
Instructions

Statement Reconciliation Vendor Number.
Contact Us PO Number:
Invoice Amount:
Invoice Date:
Payment Number:

@ Payment Date:

s Payment Amount:

Sort Report by v Ascending ¥

@—

i1hvoiceinfo

Welcome to Invoicelnfo's Accounts Payable Vendor Portal

How to Use This Portal The data is updated twice daily and reflects the activity over the last rolling ONE year
based on entry date.

Must enter data into at least TWO of the fields below

Invoice Payment Information Once you have successfully found one inveoice and locked in the

vendor number, you will be able to perform date range searches.

Tips for Successful Billing

Upload Invoice

Statement Reconciliation Invoice Number:

Instructions

Statement Reconciliation Vendor Number 12345 — @Vendor Number DISplays
Cortactus PONumber [ ]

Invoice Amount. ||

Invoice Date ‘ ‘ TO | |

Payment Date: ‘ ‘ TO | |

Sort Report by v Ascending v

oo [l

Download Results in C5V Format

Vendor PO Number Invaice Date Y0ICE  Invoice Invoice Payment Scheduled Payment Payment Amount Payment Voucher Payment Payment Check Invoice Due Currency Currency Inwoice Pmit

Tax
Homber AMISSC2E Siatus lumber  Amount Status  PaymentDate Method Humber Paid  Clear Date Number Date Status  Amount Date Biled  Paid Ao eeoun! Beompt fapms  BeSUndt
COONOIZME | 115878843 | ZSAPRI0IE E vI44TEs | 218338 Paid ZHUAY-201S 218238 oarassET Psid 218328 | ZSMAY-2D1Z USD Sueely 0.00 NET20 |HOSPL Schedule

Download Results in CSV Format
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