
MATCH EXCEPTIONS

1

Invoice Match Exceptions
Before invoices for purchases over $500 can be paid, the purchase order must have a receipt(s) that equals the 
full amount of the goods or services on the invoice.  If the requestor has placed a receipt against the purchase 
order with an amount matching the invoice, the invoice will be processed without exception.  If the requestor has 
not placed a receipt that matches the invoice, a match exception will occur and the requestor will be notified that a 
receipt is needed.  

Match exceptions are caused when:
 An invoice is created prior to the requestor receiving the goods or services
 Partial receipt of goods or services and the quantity ordered does not match quantity received
 The invoice dollar amount is under or over the PO dollar amount

Let’s Get Started
1. Login to BennyBuy using your ONID ID and password.
2. From the BennyBuy home page, click on the Documents tab on menu located to the left.  Click on Approvals 

and select My Approvals.

Alternatively, you can click on Action Items Icon in the upper right corner next to your name and select 
Invoices from My Assigned Approvals or Unassigned Approvals. 
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3. Find the desired invoice from the list of results.  To help refine your results, you can use the filters on the left 
side panel.  To open, click the Invoice Number.

4. Within the invoice summary screen, click the Matching tab located on the left side panel.  This page displays 
the Match Status, Matching Method, and the Matching Summary, including exceptions. The Match 
Summary will show the quantity, unit price, extended price, and shipping and handling fees for the PO amount 
that was ordered, received, and invoiced.  Highlighted items denote match exceptions.  To see related 
documents, select Show Related Documents Expanded. 
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5. To resolve a match exception, click on Document Actions in the upper right hand corner and select Add 
Comment.

6. The Add Comment dialogue box will appear.  Select the name of the end user or document owner as the 
email recipient and notify the individual to adjust the purchase order or add a receipt.  Once you have added 
your note, click Add Comment to close the window.

7. Once the end user has been notified of the match exception and has adjusted the purchase order or invoice, 
the match exception should be resolved and removed from your match exception queue.  Alternatively, you 
can also evaluate the request and take appropriate action using the Document Actions drop down menu, 
such as force match or reject / cancel.
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