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Statement Reconciliation 

 

3. Paste or
attach
a statement

3b. If you paste 
a statement, 
put invoice 
numbers in 
column 1, 
invoice dates 
in column 2 
and invoice 
amounts in 
column 3. 

1. Enter and
confirm your
email

2. Enter your vendor ID

*Don’t know
your vendor ID? See 

page 5 below. 

4. From the drop-down menu, select the
invoice date format.

3a.  If you attach a statement, it must 
be in xlsx, xls, txt or csv format. 
Column 1 must contain the 
invoice number, column 2 the 
invoice date, and column 3 the 
invoice amount. 

5. Click “Submit
Statement”

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.

6. After clicking on
“Submit
Statement” you’ll
receive an on-
screen
confirmation of
your submission.
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Instructions to Copy and Paste 
 

 

 

 

 
  

Select the data you want to 
submit, right-click with your 

mouse and click “Copy.” 
 

To paste the data, click in the 
box, right-click with your 
mouse and click “Paste.” 

 

After pasting the data, click 
the down arrow and select 

the date format. 
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Statement Reconciliation Results Email 
 

 
  

The statement reconciliation results 
are sent as an attachment. 

The summary of the results will 
be in the body of the email. 
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Statement Reconciliation Results 
 

 
 
 
 
  

 

The “Match Status” column will 
indicate if there is an “All Match,” 

“Partial Match” or “No Match.” 

The fields that match 
will be indicated. 
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*Don’t know your 
vendor ID? Find it 
with a simple inquiry. 

A simple inquiry occurs only when you need to look up a 
single invoice inquiry. 
1. Enter two of the available fields under “Search by Invoice” 
2. Click “Search” 
3. Vendor number displays 


