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Welcome to Concur Invoice

Concur Invoice is a cloud-based tool that integrates invoices with T&E payments within a single system. Concur
Invoice gives you one view to manage all your business spend — from purchase request through payment.

Section 1: Logging on to Concur Invoice

1. Log onto Concur Invoice following your If you are not sure how to start Concur Invoice,
company’s logon instructions. check with your company’s system administrator.
When starting Concur Invoice, you will first see
the Login page.

When logging onto Concur Invoice Service,
remember that your password is case sensitive.

SAP Concur

Sign In

User Name

Password

Remember user name on this computer

Forgot your user name?

Forgot your password?

{2 change language

| English (US)

SAP SAP Concur

Travel Policy Last logged in: 02/09/2018 9:27 AM
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Section 2: Creating a Purchase Request

The Concur Request feature is designed to help businesses control expenses by requiring employees to obtain
approval before incurring travel or other expenses.

1.

On the SAP Concur home page, place your
mouse pointer over New.

Click Start a Request.

From the Purchase Request drop-down menu,
select Request Items, and then select Add
New Item.

Click the Type drop-down arrow to select
whether this request is for Goods or Services.

Enter the name of an existing vendor to search
for and select from the saved list or click
Request New Vendor to enter the details for a
new vendor.

Complete the required fields for the new item
(indicated with a red bar), and then click Save.

Click Request at the bottom of the page.
Enter a Description, and then click Save.

To use the default Ship To location, click
Submit.

SAP Concur @ Requests Travel Expense Invoice

Manage Requests Quick Search Purchase Requests =

Pending Requests

Mone found.

Active ltems

Acfions » Search:  Description Begins with

Description Vendor Name Needed By Submit Date « | Quantity / Un...

0

Page| 1| of1

Approvals

The drop-down menu displays.

If you request a new vendor, enter the appropriate
vendor details and then click Apply to upload
additional documentation or OK to save the vendor
information as is.

Your company defines which fields are required.

Items that are pending a purchase request appear
in the Cart Items section.

To change the default Ship To location, click the
Ship To link and modify the address.

Help ~
App Center Profile ~ &

Cart ltems =
'+  AddNew Item !
cleaning equipment 1 Each @ 150 =

ABC Rentals $150.00

Change View =
Total

Request Total: $150.00
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Help ~

SAP Concur @ Requests Travel Expense Invoice Approvals App Center

Profile ~
-
Manage Requests Cuick Search Purchase Requests =
Wiew Image Gallery Comments Audit Trail Approval Flow
ltems

REQUEST NUMBER 34 [ |
Not Submitted
Ship To Triton Warehouse North cleaning equipment Quantity: 1 Each Total: $150.00

Expenze Type: Machine Rental Unit Price: 150

ABC Rentals

No address

Details | Edit

/- (10} United States Custom 02 - Department: (300) Sales
er. (3030) Mid Market

Show Comments

Policy: Purchase Request Policy

Employee: Peterson, Sue

Description: cleaning equipment for warehouse floor
Comment:

*Custom 01 - (10) United States

Company

*Custom 02-  (300) Sales

Department

*Custom 03-  (3030) Mid Market
Cost Center:

Total: $150.00

Back to Previous Screen
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Section 3: Approving a Purchase Request

As a Request approver, you can review a purchase request sent to you for review and approval and then:
=  Approve the request.

= Approve the request and forward it to another approver (if your company is configured to use this
workflow feature).

= Send the request back to the user with a comment (to perhaps change and resubmit the request) or
decline the request.

1. Onthe SAP Concur home page, in the My You can also click the Approvals tab at the top of

Tasks section, under the Required Approvals the home page and then select Purchase Requests.

heading, select Purchase Requests. The Approvals page appears with a list of all the

purchase requests that need your review and
approval.

2. Select the appropriate Request No. link, and
then complete one of the following three

steps:
" Review the request and then select To attach additional documentation to a selected
Approve. request, click Actions and then select Upload
= Review the request and click Approve & Image.
Forward. If your company has multiple steps in the approval
= To send back a request for correction, click process, then select Approve & Forward to send it
Send Back. to the next approver in the workflow.
Help ~
SAP Concur @ Reguests Travel Expense Invoice Approvals App Center — .
rofi b -
Approvals Home Requests Reports Cash Advances Purchase Requests Payment Requests
Approvals
Trips Requests Expense Statement Cash Purchase Payment
Reports Reports Advances Requests Requests

Purchase Requests

Request No. Requestor Date Submitted Total

33 MNever, Wiliam 2015-08-20 BRL 300.00
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Section 4: Creating a New Payment Request from an Existing Vendor

The basic steps in the payment request process are:

1.

vk N

Create the payment request — first selecting or adding a vendor, and then providing request-level
information (such as the payment request name, invoice number and date, amounts, and comments).

Itemize the payment request — selecting the expense type, such as "Computing Equipment".
Distribute or allocate the payment request across departments.
Attach an image of the invoice to the payment request.

Review and submitting — reviewing the information on the payment request for accuracy and then
submitting it for approval.

Unassign the request (optional) for reassignment to the employee associated with the request.

Step 1: Creating a payment request

1.

2.

On the Invoice tab, click Create New Request. The Create New Payment Request page appears.

Use the Search fields to find and select the The Enter Invoice Details page appears.
appropriate vendor or select it from the entire

Vendor List by clicking the Search icon
Complete the required fields as indicated with Scroll through the Invoice Details page to view all

red bars and the optional fields as directed by the available fields.
your company, and then click Save.

Help ~
SAP Concur Requests Travel Expense Invoice Approvals Reporting ~ ®

Profile ~ -

Manage Requests - Create New Request

Payment Request List

Unsubmitted Requests

m Search: Request Name Begins with
D Request Name Vendor Name Invoice Num...| Invoice Date » Approval Status | Payment Stﬂ.‘.l Total I Last Comment | With User Si.. |
["] Office Furniture Wendor ABC 54321 2015-08-14 Mot Submitted - Mot Paid $595.50
Peterson, Sue
Expense Type(s). Furniure and Fixtures
Page] 1| of1 (] Displaying 1- 1 of 1
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Step 2: Itemizing a payment request

1. Inthe Itemization Summary section of the
page, click Add Item.

2. Select the appropriate expense type, such
as Furniture and Fixtures.

3. Inthe Add Item section, complete all required The fields that appear on this page are defined by
fields (indicated with red asterisks) and the your company.
optional fields as directed by your company and
then click Add.

4. Continue adding items until all the items The Amount Remaining to be Itemized balance will
(expense types) are represented and then be $0.00 when all the items have been correctly
click Save. added.

Amount Remaining to be Itemized: $359.00

o g

|:| No. « | Expense Type ‘ Line Description Amoum:| Total|

Mo items found

Agency Fees

Aircraft Charts and Misc Supplies
Aircraft Cleaning

Aircraft Fuel

Aircraft Hanger/Office Rent
Alrcraft Landing Fees
Aircraft Maintenance/Repairs
Capital Lease Liability
Christmas/Cffice Events
Club Dues/Fees

Convention Expense
Customized Stationary
Donations

Educational Expense

Add It2m | Employee PC Purchases m =
Employee Relations Other

No. 'Amoum:| Totﬁl|
F il Maintenace Anregments

1 | v| 50.00

m cancel

Step 3: Distributing a payment request

After creating a new payment request, you can distribute the amount of the expense. Distributing allows you to
allocate a portion of the transaction to different cost centers, departments, or locations based on accounting
requirements.
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1.

In the Itemization Summary area of the page,
select the appropriate checkboxes (on the left
side of the page) for the items you want to
distribute.

Click Distribute and then Distribute Selected
Items.

Click Distribute By and select Percentage or
Amount as the distribution type.

Click Add.

Complete all the required fields (indicated with
red asterisks) and the optional fields as directed
by your company.

Repeat steps 4-5 to add as many distributions
as you need and then click Save.

Distribute Selected Items

The Distribute Selected Items page appears.

The fields that appear on this page are defined by
your company.

With each additional allocation, the system will
automatically distribute the percentage evenly
between the departments. You can manually
adjust the Percentage or Amount fields as needed.

Distributions Distribution Summary

Distributions

T

[T Percentage

o

| Company | * Department | * Cost Center

Total: $299.00 | Distributed: $299.00 (100%) | Remaining: $0.00 (0%}

‘ Distribution Code

D 50 (10) United States | (300) Sales

(3030) Mid Mar...

10-300-3030

D 50 (10} United States | (300) Sales

(3030} Mid Mar...

10-300-3030

Cancel m

Step 4: Attaching an image to a payment request

Your company might require that an image of the payment request invoice be attached to the payment request
prior to submission.
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1. Onthe Payment Request page,
click Actions and then click Upload Image.
2. Click Browse.
3. Navigate to the image file and then click Open.
4. Click Upload and then click Close.

Travel

SAP Concur

Requests Expense

Additional Information

The Upload Image window appears.

Optional: Repeat step 3 for additional images up to
10 (for this session).

The amount of time required to upload the images
depends both on the size of each file and the
connection speed.

You can view the image later by opening the

request and then clicking View Invoice on the
upper right side of the page.

Help ~

Invoice Approvals Reporting ~

Profile -

Manage Requests « Create New Request

Payment Request

Test request

Actions v Details ~

Unassign

«| Invoice Details

Delete |mage Payment Request Type

Delete Request

Print Is Emergency Check Run
AB6B53
. Invoice Date
Change Policy 3
I 2016-03-01
Create Recurring Request
Company

(10) United States

Currency
I USD-US, Dollar

Tax
0.00

Change m

View
temization Summary
roriiee 4| Show Distributions
[] Mo Expense Type
1 Furniture and Fixtures

Status: Mot Submitted

Submit Request

View Invoice D

Request Name Request Description

Test request

Invoice Number Invoice Received Date

I 12345uyz

Payment Due Date Remittance Description
2016-03-31

Department Cost Center
(300) Sales I (3030} Mid Market

Total Inveice Amount (incl S&T) Shipping

I 359.00 0.00

Comments

¥

Amount Remaining to be ltemized: $0.00

Total
$299.00

Amount

209

Line Description

Replacement office chairs
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Step 5: Reviewing and submitting a payment request

If your company uses a centralized process, your Accounts Payable (AP) department might create payment
requests for employees before assigning them to the correct Invoice Owner. In this case, as the Invoice Owner,
you will review and submit the request, if it is correct, or assign the request back to AP if changes are needed.

1. On the Invoice tab, select the payment request
that you want to submit for approval.

2. Review the payment request for accuracy, make
any necessary changes, and then click Save.

3. Click Submit Request.

Travel

SAP Concur

Requests Expense

Invoice

Additional Information

The Payment Request List shows your requests.
From the View drop-down menu, you can select
the types of requests to view. You might need to
select All Requests to determine the current status
of your request.

If you do not make any changes to the payment
request, you do not need to click Save.

If the request cannot be successfully submitted, a
message appears that describes the request error.
Correct the error or, if help is required to complete
the task, consult your Invoice administrator.

Approvals Reporting ~

Manage Requests - Create New Request

Payment Request List

Unsubmitted Requests
[ v ] pcions -

Reguest Name Vendor Name Invoice Num...

¥| Office Furniture “endor ABC 54321

Test request Office Depot MX 12345xyz

Step 6: Unassigning a payment request (optional)

Invoice Date &
2015-08-14

2016-03-01

Search: | Regquest Mame Begins with

Approval Status | Payment 5fa... Total | Last Comment With User Si...

Mot Submitted - Mot Paid
Peterson, Sue

£585.50

Not Submitted - Mot Paid £359.00

Peterson, Sue

If a request doesn’t belong in your queue or is invalid, you can unassign it to allow your back office staff to act
on it, such as reassigning it to the appropriate invoice owner.

1. Onthe Payment Request List page, select the
appropriate payment request and then click
Actions.

2. Inthe Actions menu, select Unassign.

3. Inthe Comment field, enter an explanation as
to why you are unassigning the payment
request, and then click OK.

The Unassign Request window appears.
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Help ~

[y CONCUR Requests Travel Expense Invoice Approvals App Center .
Profile ~ -

Manage Reguests - Create New Request

Payment Request List
Unsubmitted Requests Ep——
Search: Request Name z| Begins with z| | |q|

[[] Request Name | Vendor Name Invoice Num... | Invoice Date « | Approval Status | Payment Sta...| Total | Last Comment With User Si... |
Office Furniture “endor ABC 54321 2015-08-14 Mot Submitted - Mot Paid $595.50
Peterson, Sue

Expense Type(s): Furniture and Fixtures

Office Depot MX 123450yz 2016-03-01 Mot Submitted - Mot Paid $359.00
Peterson, Sue

[] Testrequest

Expense Type(s): Furniture and Fixtures, Office Equipment Instaliation

Unassign Request

Requests should be unassigned when they den't belong in y our queue. They may belong to
another employee or be invalid. Unassigning removes the request from your queue and allows
the backoffice to act on it. Please add a comment to explain why you are unassigning.

Comment:

®

Comment His
Date » Entered By Comment Text |

Mo comments.
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Section 5: Creating a Recurring Payment Request

You can easily set up a payment request to run on a recurring schedule that you specify.

After you create a recurring request, you can
modify the payment schedule by clicking Edit
Recurring Request.

1.

Open the appropriate payment request, click
the Actions drop-down menu, and then select

Create Recurring Request.

Select What is the frequency of the recurring

request from the drop-down menu.

Select What day(s) of the month is the
payment for the recurring request due from
the drop-down list.

Select the Start and End dates for when this
recurring request will be effective and then

click Save.

SAP Concur

Requests Travel

The system duplicates the recurring request, which
appears on the Recurring Requests page (access by
going to the View menu on the Unsubmitted
Requests page and selecting Recurring Requests).
This duplication occurs on a regular basis specified
by the offset value (the default is 14 days prior to
the payment date).

Approvals

Reporting ~

Manage Requests -

Payment Request

Create New Request

New Office Chairs

Actions * Deetails ~
Unassign
Upload Image
Delete Image
Delete Request
Print

Change Policy

3
ABESS3

«| Invoice Details

Payment Reguest Type

Invoice Date

T [z016-03.01

temization Surmmary

Company
{10) United States

Currency
I U3D-US, Dollar

Tax
0.00

Distribule

Concur Invoice QuickStart Guide
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Is Emergency Check Run

| Show Distributions

Request Name
I Mew Office Chairs

Invoice Mumber
I 12345xyz

Payment Due Date
2016-03-31

Department
(300) Sales

Total Invoice Amount (incl S&T)

I 359.00

Comments

Reguest Description
Invoice Received Date

Remittance Description

Cost Center
I (3030} Mid Market

Shipping
0.00

Status: Mot Submitted

Submit Request

View Invoice D

w

Amount Remaining to be ltemized: 30.00
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Manage Requests -

Payment Request List

Unsubmitted Requests

View ¥

Create Mew Request

| ® Unsubmitted Requests

I Unsubmitted Purchase Order Requests §
All Requests

Requests Submitted this Month
Requests Submitted last Month

Requests Submitted this Quarter
Requests Submitted last Quarter

Search: Requ

Invoice Num... | Invoice Date « | Approval Status

54321 2015-08-14 Mot Submitted -
Peterson, Sue
12345xyz 2016-03-01 Mot Submitted -

Peterson, Sue

Recuming Requests
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Section 6: Approving a Payment Request

As an Invoice approver, you can review a request sent to you, and then:
=  Approve the payment request.
= Attach additional receipt images or documentation to the request.
= Send a request back to the employee to modify, and then resubmit the request.

1. Onthe SAP Concur home page, in the My You can also click the Approvals tab at the top of
Tasks section, under the Required Approvals the home page and then select Payment Requests.

heading, select Payment Requests. The Requests Pending Approvals page appears

with a list of all requests that need your review and

approval.
2. Complete one of the following three steps: To attach additional documentation to a selected
. . request, click Actions and then select Upload
= To approve a request as is (without |
opening it and reviewing the details), mage.
select the appropriate request and then
select Approve. If your company has multiple steps in the approval
*  To review the details of the request, process, then select Approve & Forward to send it
double-click the appropriate request, to the next approver

review it for accuracy, and then click
Approve or Approve & Forward.

= To send back a request for correction,
double-click the appropriate request and
then select Send Back.

Help

SAP Concur Requests Travel Expense Invoice Approvals App Center Profile ®
rofile ~
-

Approvals Home Requests Reports Cash Advances Purchase Requests Payment Requests

Payment Request List

Requests Pending your Approval

m Search:  Employee Last Ham Begins with
[[] Employee Name Reguest Name Last Comment Approval Status Invoice Date 4| Submit Date Total | Has Allo... | Vendor Na... | Invoice Nu...
|:| Mever, Wiliam M Electrical Work Pending Approval - 2015-02-11 2015-02-23 £300.00 No AME Inc 000999

Peterson, Sue

Expense Type(s): Equipment Repair and Expense

|:| Mever, Wiliam M Electrical Work Pending Approval - 2015-02-11 2015-03-18 £300.00 No AME Inc 000999
Peterson, Sue

Expense Type(s):

|:| Mever, Wiliam M Electrical Work Pending Approval - 2015-02-11 2015-04-18 £300.00 No AME Inc 000999
Peterson, Sue

/peis): Equipment Repair and Expense

D Mever, Wiliam M Electrical Work Pending Approval - 2015-02-11 2015-06-18 £300.00 No AME Inc 000999
Peterson, Sue

/peis): Equipment Repair and Expense

D Mever, Wiliam M Electrical Work Pending Approval - 2015-02-11 2015-08-18 £300.00 No AME Inc 000999
Peterson, Sue

Expense Type{s): Equipment Repair and Expense
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Section 7: Requesting a New Vendor

If the vendor for your payment request is not located within the system, you can submit a new vendor request.

1. Onthe Invoice tab, click Create New Request

2. Onthe Create New Payment Request screen,
click Request New Vendor.

3. Under General Vendor Information, complete
the required fields as indicated with a red bar
and then complete on of the following options:
= Click OK to submit without further action

the new vendor request.

=  To attach documentation before

submitting the new vendor request, click After clicking Apply, the Actions menu is activated,
Apply and then click Upload Images in the and you can then attach documentation to the new
Actions menu. vendor request.

Administration ~ | Help ~

SAP Concur [C] | Requests  Travel  Expense | Invoice  Approvals  Reporting + Profile « @
T -

Manage Requests « Create New Request Processor « Payment Manager

Create New Payment Request

Payment Request Type: Purchase COrder Number:
-0OR-
Payment Request Policy v
Vendor List
Meost Recently Used Request New Vendor Search: | “endor Name w Begins with W Q
Vendor Name a| Vendor Add... | Vendor Code | Address 1 City State/Province | PostalZip C... | Contact Fir... | Contact Las... | Telephone ... | TaxID
Office Depot ... COSDB32F84... 100 108th Av... Bellevue WA 58004 Jane Smith 425-453-2956  ABC123
Page| 1| of 1 0 Displaying 1- 1 of 1

Cancel
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Section 8: Assigning a Purchase Order to a Payment Request

If a purchase order has been scanned into the system by Concur Invoice Capture, you can assign it to a payment
request.

1.

On the Invoice tab, click Create new Request.

Enter the Purchase Order Number that you
want to assign.

Click the Purchase Order tab and in the You can enter the Expense Type, Line Description,
remaining Invoice Details section, enter the and Amount for each line item and then click Save
required fields as indicated with red bars, and or you can copy the line items from the PO as
then click Save. shown in steps 4 and 5.

Click the Matching Summary tab, click Copy
Items from PO.

Select the check box for the items you want to The line items are now assigned to the payment
add and then click Copy. request.

Click the Payment Request tab and then click
Submit Request.

Administration v | Help ~

SAP Concur Requests Travel Expense Invoice Approvals Reporting ~

Profile - &

My Requests Create New Request

Create New Payment Request

Either choose Payment Request Type and select a Vendor from the vendor list, or find and select the purchase order for your payment request.

Payment Request Type: Purchase Order Number:

Payment Request Policy -OR-

Vendor List
Most Recently Used Request New Vendor Search:  Vendor Name Begins with
Vendor Nam... | Vendor Add... | Vendor Code | Address 1 City State/Provin... PostaliZip C... | Contact Firs... | Contact Las... | Telephone... Tax 1D
Office Depot... CODB32F34... 100 108th Av... Bellevue WA 92004 Jane Smith 425-453-2956 ABC123
Office Depot... DDE5SECO9F... 100 108th Av... Bellevue WA 92004 Jane Smith 425-453-2963  ABC123
Simfred & Fit... 2222 1222 341 Criminal... Mew York Mew York
Simpatico Fu... 3333 1233 PO Box 33085  Vancouver Washington
Saples 00000004 ooo00004 667 Beast Dr Bellevue 92007 Mik Tumer 65455458543
Vendor A venivendor VENA
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My Requests Creste New Raquest
Create New Request
Enter Invoice Details
Actions » Detais +

Natching Summary

Paymert Request | Purchase Order

Vendor Information «| Invoice Deails D
Staples Payment Request Type  RequestName _ Request Description [] s Emeegancy Check Run
Purcnaza Request Poicy v | l | l
667 Beast Or
Balievue UNITED STATES Urvolcw Number Invoke Receved Date - invoice Date ) Payment Due Date ,
" [ | = | B =]
Vendcr Coda: 00200004 Remntancs Company Cost Contar
Address Code: 00000004 [ (10) United States (300) Sales <] [(——mw vaket ||
Currancy ASOUS, Dcler Curvmnoy Total invoice Amount findl SAT) Tax
[ usous.ooter [¥] [om ’%gm—| (000 |
- e
ftemization Summary ¥
| snowDsmeuons | Amoust Remsinig 1o be ltemszed. 0.00
0% | Expense Type Line Description Amount Total
No gems founa
 Back o List v
My Requests Create New Reguest
Payment Request

Replacement Office Chairs

Payment Request | Purchase Order | Matching Summary

Matching Summary vewimeice [
==
Payment Request  CopyiemfomPO  Edt ScedySce

Alert | Mstched To... | Receipt® | Linetem | Line Description | ouantty| Amount Totsl Tax|
Purchase Orders VewstfamentRsqueststor &
9 LietoDate Amount Gross: S202024 Net: $5252¢
r Ordered: 4 $44005 w0
( 1 Office Chars L 7y $805¢

¢ Backto Lt
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