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Welcome to Concur

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

Logging into Concur
https://www.concursolutions.com/nui/signin
(Bookmark this site)

User Name: your GU email address

SAP Concur

Sign In

User Name
‘7 R o - i
| \
Password

| Remember user name on this computer

Forgot your user name?

Forgot your password?

@ Change language

| Engiish (US)

SAP SAP Concur

Travel Policy Last logged in: 02/09/2018 9:27 AM

New Payment Request from an Existing Vendor
e Email the invoice: greenville_invoice@concursolutions.com

o You will get a notification from Concur that the email has been received

e Invoice will be reviewed by Administrator and assigned to appropriate user


https://www.concursolutions.com/nui/signin

Invoice Assigned

SAP Concur [¢]

Expense Invoice

Administration ~

Support |

From Concur home screen — Invoices assigned = 01 — Click the invoice you want to open

Help ~

SAP Concur

+ + + 01 00

- &

00

Starta Invoice Upload Invoices Available Open
User Name Report Receipts Expenses Reports
TASKS
m Invoices = m Available Expenses =3 m Open Reports >
06/17 NACO Printing(111355585)-21763 User currently has no available expenses. User currently has no open reports.
5160.80 - (NACO Printing)
Assign/Submit
e Reviewing Invoice:
Review invoice information
Invoice for Buehne, Rachasl ‘Status: Not Submitted
NACO Printing(111355585)-21763 [ oson ] suamt e |
Actions Details A
Potcy Neme  imekeetame Vendor Invice Number v Amount Descrpton Comments
. o] [wcopmimnissms e | [z B [ ) [ I \
Shipping Tax Request Tota Curency Locaton Funa Function
[om [om \ o) [ 5005 e ] [rowenae ] [romesmss [V]  [cscvarcenen &l
Department Type Project Number 10997
o [eron sto0awmianas | | [¥]  [conoGenert [~] q
Review View
vendor Invoice
information
Account Distribution Summary
e /\
ST P
Cwo. | | | |exwensetyme Lie Description Location Funa Function | bepartment Accounting Expense .. Projet Number Quantty untPrice| ol
a1 1-Invoice: (1) 1-Greenville (1) 1-Unrestricted 1(80) 80-Advancement (8100) 8100-Alumni Affairs (000D) 0000-General 1 $160.80 $160.80
Aecount Cade Distibuton Coce Ferersge et Aot ross Amount
1 [Syste: fault] 1-1-80-3100--0000 100| 516081
« BarkioList

e Review the vendor information and invoice for accuracy

e Assign an account number under the ltemization Summary section:
o Select the box next to the line item

o Click Edit
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EDIT LINE ITEM

Required Fields

x

Line Description Location

v 1-Greenvile

Unit Price Total
(12020 or

Distributions | Distribution Summary

Distributions

Distribute By v m

[ percentage

* Location * Fund * Function * Department

- Accounting E..

s e
v [rumeses 5

Depariment Accounting Expense Type

80-Acvancement ~ (8100) 8100-Alumni Affairs ~

* Project Number | Distribution Code

et tumber
[eoo0sener 9 [

Quantity

Total: $160.80 | Distributed: $0.00 (0%) | Remaining: $160.80 (100%)

o Fields with red bar are required:

1.
2.
3.

8.
9.

o Click Save

Expense Type: 1-Invoice (always)
Location: 1 (always)
Fund

e 1 -—Budget Account

e 2 —Fund Account

e 4 -—Interterm
Function Number
Department’s 4 digit number

Cancel

w
Q
<
@

e |[f charging to a Project Number, your department will start with a P then the
project number. (This lets the system know who to send to for approval)

Accounting Expense Type
Project Number
e Budget Account — 0000
e Project Number — XXXX
Quantity — 1 (always)

Unit Price — Amount being charged to account number
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A

Information

e If need to split between accounts

o Itemization Summary

Invoice for Buehne, Razhael

1. Click Add Item

NACO Printing(111355585)-21763

Actions + Details +

Vendor Information «| Invoice Details
NACO rinting

2025 Second St Policy Name

Invoice Name Vendor Invoice Number

Invoice Date

Status: Not Submitted

Switch TaxMode  View Invaice [

Invoice Amount Deseription Comments
2025 Smconc 5t Defaul Invoice Policy (v [raco prmngcinssssasizizes | [arrss | [oernraore E [ee ] [ ‘ ‘
Greenvile 1L
62245 Shipping Tax Request Total Gurrenoy Losation Fund Function
\endor Code: 111385585 [0 [0.00 | 160.80 [vseus. pater [v]  [rreenae [v]  [rvmestistea [v]  [eo-aavancement )
Address Gode: 202 5. Second St S JOR—
Department Accounting Expense Type Projest Number 10897
D4
Cureney USDLS, Daler [emsomvmars | | V] [woneners =
save
ion Summary ¥
m RN | () howDisributons Amount Remaining to be Itemized: $0.00
[N | | | [Expensetyne Line Description Location Fund Function Department Accounting Expense T... Quantity Unit Price Total
EE Timveice (1) 1-Gresnuile (1) 1-Urestrcted (80) 80-Advancement (5100) 8100-Alumni Affairs (0000) 0000-Generat 1 516080 516080
Ascount Code Distribution Gode Perontage et Amount Gross Amount
1 [System Defeui] 1-4-50-5100-0000 100 516050 316050

 Backto List

Enter Account Information (required fields *)

o Click Add if needing to add more than 1 additional line item

Amount Remaining to be ltemized: $0.00
o=
[] No.x | Expense Type | Line Description Location Fund Function Department Accounting Ex... | Project Number Quantity | Unit Price | Total |
To add
additional
accounts
pas e
No. | * Expense Type | Line Description * Location “Fund * Function *Department | * Accounting E... | * Project Number * Quantity * Unit rice | Total |
2 [ reinveice [v] (1) 1-Greenville | | (1) 1-Unrestricted | | (50) 80-Advan... | [ (8100) 8100-Al (00DD) 00D0-G 1 s0.00 s0.00
- - .
Save [N
count

1.

Save

]

Save
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o Verify distribution codes are correct

1. System will flag you if something is missing
o Click Assign (If invoice needs to be assigned to someone before the approval process)
o  Click Submit (this will start the approval process)

Invoice for Buehne, Rachael

NACO Printing(111355585)-21763

Status: Not Submitted

Eaers

hctions v Detaile ¥
Vendor Information «| Invoice Details Switch Tax Mode inveice [
NACO printing Foiicy Hame Invoice Name Vendor Invace Number nvaice Date Invsice Amount Deseripion comments Acc ign / Submit
2025, Sesond 5t Invoice Policy 3 [ naco Prnsngitrsssas 217es | [217es | [esnreore = IEE ] ( | ‘ ’I
Groenville L
2246 Shipping Tax Request Total Gurrency Losation Fund Function
B o [om \ e [ssos o ] [roeems ] [ ) [cosovmemen ]
Address Gode: 202 5. Second St e S
Depariment Aesounting Expense Type Preject Number 1009
n
Cortercy USDS, Deler [0 sicoavmmras | | (V] [somnoemen <]
= Code
mization Summary ¥
== @l show Disbutons Amount Remeining to be lemiz=cs: 5000
Do | | | |copormarype == = e — e T erm o =
0 T-inveice (1) 1-Greenville (1) 1-Unrestristed (80) 80 Advancement  (8100) 8100-Alurmi Afairs (0000) 0000-General 1 $16080 1800
Distibution Code Pertenisge et Amount Gross Amori
1:1-50-5100-0000 100 160.50
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Unassign Invoice

e If aninvoice does not belong in your work 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 or deleting

e 2 ways to send the invoice back:
o Assign - A/P Administrator
= Enter a Comment as to why you are sending the invoice back

o Actions — Unassign
=  This will go back to the A/P Administrator’s work queue

e Enter a comment as to why you are sending the invoice back

Action
B Hooring Center(111356131)-293

Astions v Details v
Vendor Infermation « nvoice Details
£33 Flocring Center Policy Name Invoice Name vendor Invoice Number Invoice Amount Description
ot [ £ 5.8 Frooring cenergrttassian-a] - [2s3 E [
Shipping Tax Request Tota! Currency Location Fund
. 0.00 000 1788 [uspvs, otar v 1-Greenville v “-Unrestricted v
£15 5 Thind Strest
Department Accounting Expense Type Projest Number 10887
Gurrency USD-US, Doller (7000) 7000-Facilies Maint v 0000-Geners! -
==
remization Summary
E=3 [0 | < snowosbutons
[ WNo. Expense Type Line Desoription Location Fund Function Department Accounting Expense T... | Project Number
[l T-invoice (1) 1-Greenuili (1) 1-Unresticted (70)70-Physical Plant (7000) 7000-Facilties M D

Percentage
100

Account Code Disiribution Code:
1 [System Defaus 1-1-70-7000-0000

Comments

Function
70-Physical Plant

Quantity
1

Net Amount.
s117.88

Assign

=3 e

Switch TaxMode  View Invaice [

Amount Remaining to be Itemized: 50.00

Unit Price Total
S17.88 s1728

Gross Amount,
s117.88
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Approving Payment Request

e Approval Levels:
o Department’s Cost Object Approver
o PC Member (if over $750.00)
o CFO (if over $5,000.00)

e As an invoice approver, you can review a request sent to you, and then:
o Approve the payment request
o Send the request back to the employee to modify, and then resubmit the request

e [finvoice is assigned to you for account entry and you are the budget cost approver, you need to also approve
the invoice after you submit

o Click on Approvals tab at top of Concur Screen:

Help ~
SAP Concur @ Expense Invoice Approvals App Center .
Profile ~
-
Approvals Home Reports Invoices I
Approvals
Expense Invoices
Reports
Expense Reports
Report Name Employee Report Date Amount Due Employee Requested Amount

No records found

SAP SAP Concur

Processor Privacy Statement

Page 8



e Click on Invoice to Review/Approve:

SAP Concur Expense Invoice Approvals App Center Profie
o -

Approvals Home Reports Invoices
Approvals
00 02

Expense Invoices
Reports
Invoices
Invoice Name Employee Name Submit Date Invoice Date Total
Springfield Electric Supply(111355602)-S6393413.001 Owens, Mark 02/13/2020 02/11r2020 5800.00
Gebke Brothers Outdoor Power Equipment Inc.(111381924).009156 Owens, Mark 02/13/2020 01/02/2020 $58.00

SAP Concur
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e Review vendor invoice information:

e Review Account Distribution Code
o Either send back invoice if need corrected
o Approve invoice for payment

SAP Concur @ Expense Invoice Approvals App Center

Send Back/
Approve

Profile ~

Approvals Home Reports

Invoice

Invoices

Review invoice information

Gebke Brothers Outdoor Power Equipment Inc.(111381924)-009156

Actions *  Details * /

Jendor Information « nvoice Deta

Gebke Brothers Outdoor Power Equipment

e Policy Name
‘ 450 S 8th St et

450 5 8th St

Carlyle.IL Description
62231

i ndor Code: 111381924
ReVIe\&dm-}s Code: 450 S 8th St

Request Total
ven d Orfmrency USD-US, Dollar e
information crange |
temization Summary
e “| Show Distributions
] No. Expense Type
] 1 1-Invoice
Account Code
1 [System Default]

S~—_

Status: Pending Cos! Object Approval

s e

talls
Invoice Name Vendor Invoice Number Invoice Date
v Gebke Brothers Outdoor Power 009156 01/0272020
Equipment Inc (111381924)-009156
Comments Origin Source Shipping
IcL 0.00
Currency Location Fund
US. Dollar 1-Greenville 1-Unrestricted
Line Description | Location Fund Function Department Accounting E... | Project Number | 10997
(1) 1-Greenville (1) 1-Unrestricted  (70) 70-Physic...  (7500) 7500-Ve... (5689)5689-Ve... (0000) 0000-G...
Distribution Code Percentage
1-1-70-7500-5689-0000 100

\gleal Exceptions

View Invoice D

Invoice Amount

56.00
Tax
0.00 .

View
Function i
70-Physical Plant Invoice .

¥

Cost Object: $58.00 | Amount Remaining to be llemized: $0.00

Quantity Unit Price Total

1 $58.00 $58.00

Net Amount Gross Amount
$58.00

_—

4 Back o List

T~

Review Account Distribution Summary
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Inquire on All your Invoices
e Invoice Tab
e Click drop down from Unsubmitted Invoices to All My Invoices

o This will give you a list of every invoice that has been assigned to you and the current status of that
invoice.

Help~
SAP Concur Expense Invoice Approvals App Center °

Profile ~ -

Invoice Manager  Create New Invoice ocessor~

My Invoiceq
Search View: All My Invoices v

| vendorName v | | Begins with ¥ |

Alert  Image Invoice Name Vendor Name Invoice Number Invoice Date Approval Status Action Due Date Payment Status. Total Last Comment With User Since

A — I — e e f— e =
LLC(111383922)}-INV367050

D Fresh ldeas Management Fresh ldeas Management LLC INV368924 021122020 Pending Cost Object Approval 02/26/2020 Mot Paid 54116 56 0211972020
LLC(111383922)-INV366524.

D First American Equipment First American Equipment Finance 00124376 020672020 Pending Cost Object Approval 02/26/2020 Mot Paid §3.397.21 0211972020
Finance(111381044)-00124376

D Fresh ldeas Management Fresh ldeas Management LLC INV365759 0210572020 Approved Extracted 54114039 0271372020

D Fresh ldeas Management Fresh ldeas Management LLC INV368818 020572020 Approved Extracted 84150 0211372020
LLC(111383922)-INV3665818
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