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Statement Reconciliation Instructions 
Emory’s Statement Reconciliation feature provides vendors with an automated way for a vendor to compare their open accounts receivable as 
shown on their statement with Emory’s accounts payable history as shown in Emory’s Vendor Self-Service Portal. 

Please follow the instructions below for uploading your statement and receiving statement reconciliation results. 

 

Steps Actions 

1.  Access the website via https://emory.invoiceinfo.com/ and click on Statement Reconciliation 

https://emory.invoiceinfo.com/
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Steps Actions 

2.  Enter and confirm your email address. 
3.  Enter your 10 alphanumeric vendor ID (supplier number). If you do not know your 10 digit vendor ID, you can look it up by 

performing a successful invoice search with a prior invoice that has been processed already. 
4.  Submit your statement either by attaching a file or directly pasting the statement in the text box provided. 

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

• If you paste a statement, column 1 must contain the invoice number, column 2 must contain the invoice date, and column 
3 must contain the invoice amount. 

5.  Select the correct date format of the invoice date from the drop-down menu. 
6.  Complete the Captcha and click Submit Statement and you will receive an on-screen confirmation of your submission. 
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Statement Reconciliation Email 

 

Steps Actions 

7.  You will receive an email with the statement match results. The statement reconciliation results are sent as an attachment. 
8.  The summary of the results will be in the body of the email. 

 



 
EMORY 

Statement Reconciliation Results 

 

Steps Actions 

9.  The “Match Status” column will indicate if there is an “All Match,” “Partial Match” or “No Match.” If there is a match, the fields 
that matched will be indicated. 

 


