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Purpose:  
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II. 3-Way-Match 

A. 3-way-match is the automated Banner process used to match the purchase order, invoice and receiver, 
resulting in payment being processed if: 

1. The purchase order is developed appropriately in eVA based on quantity, unit of measure ordered and 
is written to facilitate 3-way-match.  

2. An eReceiver is completed in Banner by the department. Page 2 of 3  
3. The invoice is received in the Office of Finance and entered into Banner by Accounts Payable. 

 

III. Invoicing 

A. Multiple invoices do not require multiple eReceivers (with the exception of Capital Construction). One receiver 
can be completed for multiple quantities and multiple line items. 

1. Partial shipments – an eReceiver shall be completed for partial shipments that are not part of a 
complete ‘system’ configuration.  

2. Complete shipments – an eReceiver shall be completed for complete shipments. 
B. Capital Construction invoices will each require a paper receiver. 

 

IV. Defects in Goods/Services Received 

A. Must be documented in writing. 
B. 



7. Forward a copy to Accounts Payable within 3 working days of receipt of delivery.  
8. Keep a copy for your department file. 

 
B. If invoices are to be paid against purchase orders with balances of less than $500 that have been liquidated and 

closed as part of the year end process, a paper receiving report will be required. The paper receiving report is 
located on the Procurement Services website. Indicate partial or complete. 

1. Enter the actual date the goods and/or service were received.   
2. 


