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Invoice Provider ACH 

Section 1:  Permissions 

A company administrator may or may not have the correct permissions to use this 

feature. The administrator may have limited permissions, for example, they can 

affect only certain groups and/or use only certain options (view but not create or 

edit).  

If a company administrator needs to use this feature and does not have the proper 

permissions, they should contact the company's Concur Invoice administrator. 

In addition, the administrator should be aware that some of the tasks described in 

this guide can be completed only by SAP Concur staff. In this case, the client must 

initiate a service request with SAP Concur support.  

Section 2:  Overview 

This document describes the setup processes around the Invoice Provider ACH 

feature for managing and executing vendor ACH payments through the Payment 

Manager in Concur Invoice in partnership with an SAP Concur Payment Provider. 

Concur Invoice clients will utilize this guide when they have Invoice Pay enabled and 

want to pay vendor invoices using the Invoice Provider ACH feature. 

Additional Information 

Refer to the following guides for more information about functionalities related to this 

feature. 

• Invoice Pay User Guide 

• Vendor Manager User Guide 

• Vendor Import User Guide 

• Vendor Banking Import User Guide 

• Payment Confirmation Extract Guide 

Invoice Provider ACH 

With the Invoice Provider ACH feature in Concur Invoice, fund transfers for ACH 

payments are handled by a third-party company (payment provider) instead of SAP 

Concur.  

In Payment Manager, clients can set up their bank accounts with a payment provider 

for facilitating ACH payments to vendors, as well as manage batches and payments. 
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Approved vendor invoices with an ACH payment method type are batched for 

payment to provider funding accounts configured in Concur Invoice. Payment data 

for closed invoice batches are sent to the payment provider who then initiates the 

ACH payment process by debiting funds from the client’s bank account and crediting 

the vendors’ bank account using information provided by SAP Concur. 

The payment provider sends payment data back to Concur and it is automatically 

applied to the invoices in the processed batches. Payment information can be 

extracted from Concur with the Payment Confirmation Extract to post to the client’s 

accounting/ERP system. 

NOTE: SAP Concur staff must first enable the Invoice Pay and Invoice Provider ACH 

features in your SAP Concur site. However, if you are able to complete the 

steps in the Add a Provider Account section of this document, then the 

features are already enabled in your site. Contact your SAP Concur 

representative to request support services to enable them if needed.  

Payment Manager 

Payment Manager can be accessed by users with the Invoice Payment Manager role 

to:  

• Configure supported payment methods  

• Manage batches and payment demands  

• Manage failed payments 

• Import and export vendor banking information 

• Access accounting extract files  

 For more information about the Invoice Payment Manager role refer to the 

Concur Invoice: Invoice Pay User Guide and Concur Invoice: Invoice Pay 

Setup Guide.  

Definitions 

ACH: Automated Clearing House is a secure payment transfer system between U.S. 

financial institutions that acts as the central clearing facility for all Electronic Fund 

Transfer (EFT) transactions that occur nationwide. Invoice uses the CTX EDI 820 

compliant format for this transaction. 

Bank: The institution providing funding services. 

Batch: A collection of payment demands scheduled for payment and sharing the 

same funding account. 

Batch Close: The date the batch no longer accepts new payment demands. 

Batch Open: The date the batch is created and begins accepting payment demands. 

Batch Schedule: The defined close and send dates for the batch. 
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Batch Send: The date the system sends the payment demands for processing. 

Credit Memo: A batch type that shows that a payment demand batch has an 

outstanding credit with a vendor. 

Due Date: The scheduled payment date.  This is calculated at initial creation from 

Invoice Date plus Payment Terms and may be overwritten. 

Funding Account: Holds account information used to batch invoices for payment 

from a client’s bank account. 

Funding Date: The date on which the payment batch will be funded. 

Invoice: A request for payment of goods and services provided by a vendor. 

Payment Demand: A collection of invoices to the same vendor. 

 

Payment Method: Manner in which funds will be provided to the vendor. 

Payment Provider: Third-party company who has partnered with SAP Concur to 

facilitate payments from clients to vendors 

Supplier/Vendor: Party providing goods or services to the client. 

Section 3:  Accessing Payment Manager 

End-User Experience 

A link to the Payment Manager tool appears in Concur Invoice to employees that 

have the Payment Manager role. 
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 To access Payment Manager: 

Click Invoice > Payments > Payment Manager. The Payment Manager page 

appears. 

 

Section 4:  Configuring Invoice Provider ACH 

The following procedures are used to set up ACH payments to vendors using the 

Invoice Provider ACH feature. 

A provider funding account is configured by clients on the Funding Accounts page 

in Payment Manager. Options on this page let the client set up an account with a 

payment provider for processing ACH payments from the client’s bank account to 

their vendors. The account information is also used to support Payment Manager 

functionalities in Concur Invoice. Supported countries and currencies can vary by 

payment provider.  

 For more information about supported services by each provider, refer to the 

Payment Providers and Onboarding Requirements section in this document.  

Create One or More Provider Funding Accounts 

More than one provider funding account can be created for clients using multiple 

bank accounts to pay vendor invoices. A provider account is required for each bank 

account from which payments will be funded.  

Only one provider funding account with the same country, currency, and payment 

group can be active at one time. Multiple provider accounts with different counties, 

currencies, or payment groups can be active at the same time. 

NOTE: An existing Expense Pay funding account cannot also be used for Invoice Pay. 

Instead, a dedicated funding account must be configured specifically for the 

purpose of invoice payments.  
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NOTE: Payment groups must be configured to support multiple funding accounts. If 

payment groups are not currently set up or need to be changed, contact your 

SAP Concur representative to request support services. 

 For more information about multiple funding accounts, refer to the Concur 

Invoice: Invoice Pay User Guide.  

Before You Begin: Preparing for Provider Account Configuration 

Payment Providers may require clients to provide company information and 

supporting documents as part of their Know Your Customer (KYC) requirements. 

Clients should be prepared to provide: 

• Bank information: Account owner name, routing number, account number, 

copy of a recent bank statement, and bank reference letter. 

• Company information: Estimated sales volume, business type, business 

start date, tax ID, and business registration documents. 

• Company owner/principal information: Name, address, date of birth, 

percentage of ownership, current ownership start date, copy of government 

issued photo ID, and list of board of directors. 

• Anticipated payment pattern information: Batch frequency, average 

batch amount, and maximum batch amount. 

• Terms and Conditions: Name and contact information of the individual 

completing the application and agreeing to the Terms and Conditions. 

 For information about required documents for each payment provider, 

refer to the Payment Providers and Onboarding Requirements section 

in this document. 
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Add a Provider Funding Account 

 To add a provider funding account 

1. Click Invoice > Payments > Payment Manager. 

2. Click Funding Accounts in the Configuration section. The Funding 

Account List page appears. 
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3. Click the New Provider Account button. The Funding Account page 

appears. 

 

On the Account Information tab, complete the following fields: 

 

Field Description 

Currency Currency of the bank account funding ACH payments. 

Account 

Country/Region 
The country where the bank account is located. 

Account Display Name The name that will appear for the funding account on the 

Monitor Payments page.  

NOTE: The name must be unique, it cannot be the same 
name as another funding account. 

Active The active status of the account, Yes (active) or No 

(inactive). Invoices are not batched or paid from inactive 
funding accounts. 
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Field Description 

Apply Credit Memos Apply approved vendor credits to the next payment to the 

vendor. 

 For complete information on credit handling, refer to 
the Concur Invoice: Invoice Pay User Guide. 

Available For The Payment Group(s) matching invoices will be batched 

and paid from the funding account. 

 For complete information on Payment Groups, refer to 
the Concur Invoice: Invoice Pay User Guide. 

Cash Account Code The accounting GL code in the Invoice Accounting Extract 
Cash Account Code field for extracted invoices to be paid 
with this funding account, and in the Payment Confirmation 

Extract Cash Account Code field for payments made with 

this funding account. 

Liability Account Code The accounting GL code in the Invoice Accounting Extract 

Liability Account Code field for extracted invoices to be 
paid with this funding account, and in the Payment 
Confirmation Extract Liability Account Code field for 
payments made with this funding account. 

Primary Contact Name The name of the primary contact who can resolve funding 
issues. 

Primary Contact email The email of the primary contact who can resolve funding 
issues. 

Primary Contact 

phone number 

The phone of the primary contact who can resolve funding 

issues. 

Secondary Contact 

Name 

The name of a secondary contact who can resolve funding 

issues. 

Secondary Contact 

email 

The email of the secondary contact who can resolve funding 

issues. 

Secondary Contact 

phone number 

The phone of the secondary contact who can resolve funding 

issues. 

Provider The payment provider for this funding account. 

 For information about the fields, refer to the Payment 
Providers and Onboarding Requirements section in this 
document. 

4. Review the account information for accuracy, and then click Next. 

5. On the Partner Onboarding Application tab, fill in the fields required by 

the payment provider. 

 For information about the fields, refer to the Provider Onboarding 

Application Fields by Country section in this document.  

6. After completing the required fields, click Save. 
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7. Review the Terms and Conditions and agreement instructions, then click 

Send for Review.  

8. Click Close. The status of the new account will be set to In Review while the 

payment provider verifies the account details. 

The newly created funding account appears on the Funding Account List 

page. 

Tip: If the funding account does not appear on the Funding Account List 

page right away, refresh the page. 

The possible statuses for provider funding accounts are: 

 In Progress: The client has started, but not completed the provider 

account application. 

 In Review: The client has finished and submitted the funding account 

application to the payment provider where it is pending their review and 

verification. 

 Reopened: The payment provider has reviewed the application and has 

requested additional information. The information is displayed at the top 

of the application form and can be viewed by clicking View All. Copy the 

information requested into a Word document, provide answers, and then 

upload this document along with any other documents that might have 

been requested into the Additional Relevant Documentation field. 

Resubmit the application.  

 Accepted: The payment provider has verified and accepted the account 

information. 

NOTE: The length of the review process is based on the payment provider, but it will 

typically be complete within 10 business days. 

View or Edit a Provider Funding Account 

 To view a list of configured provider funding accounts 

1. Click Invoice > Payments > Payment Manager. 

2. Click Funding Accounts in the Configuration section. The Funding 

Account List page appears. 

A list of funding accounts will display with the name of the payment provider in the 

Bank ID column. 

NOTE: Funding accounts configured for the classic ACH feature will also appear in the 

Funding Account List page but will have a bank routing number in the 

Bank ID column. 
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 To view and edit the account information of an existing funding account: 

1. In the Funding Accounts List, select the desired account and do one of the 

following: 

• Click Actions > Open Funding Account 

• Double-click the funding account directly 

2.  View and modify the information as required. 

3. Click Save. 

Payment Providers and Onboarding Requirements  

The onboarding application fields vary by country/currency and by payment provider 

requirements. 

Bambora/Worldline 

Bambora/Worldline has been an SAP Concur payment provider for Expense Pay 

Global since 2017, and processing card payments and bank payments in Europe and 

North America for over 15 years and is a PCI Level 1 provider. Learn more here 

AVAILABILITY 

Below are the supported countries and currencies for ACH payments of invoices. ACH 

payments can only be made from client bank accounts to vendor bank accounts for 

the same country and currency. Cross border payments are not supported. 

 

Region Country Currency 

North America United States, including Puerto Rico and US Territories.  USD 

PRE-CONFIGURATION CHECKLIST 

Have the below items ready before starting to set up a Bambora/Worldline provider 

funding account: 

• Copy of recent bank statement 

• Completed bank reference letter (download copy) 

• Copy of photo ID of either the primary business Owner/Principle, or 

authorized signer for the account (link to Bambora/Worldline’s explanation for 

copy of photo ID) 

• Ready to agree to provider’s Terms and Conditions (download copy) 

 

https://www.bambora.com/en/us/
https://cdn.na.bambora.com/downloads/Bambora+Bank+Ref+Letter.pdf
https://assets.concur.com/concurtraining/cte/en-us/bambora_id_requirements.pdf
https://assets.concur.com/concurtraining/cte/en-us/bambora_id_requirements.pdf
https://support.na.bambora.com/bic/w/properties/external_pdfs/ConcurTermsAndConditions.pdf
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UNITED STATES ONBOARDING APPLICATION FIELDS 
 

Bank Account Field Description 

Account Owner Name Name of the account owner as shown on the bank statement of 
this funding account.  

Routing Number The bank routing number. 

Account Number The bank account number. 

Provide the estimated sale 

volume 
The estimated sale volume. 

Company Name The legal entity name that is the owner of the account. 

Business Entity Type The type of business structure of the entity. 

Company Website URL The company Web Site URL. 

Note: While this information is not required, it is recommended 
to provide it if available to help Bambora/Worldline more easily 
validate the business information for the account. 

Business Start Date The company’s first day of business. 

Business Number The business registration number (ex. EIN). 

Note: While this information is not required, it is recommended 
to provide it if available to help Bambora/Worldline more easily 
validate the business information for the account. 

Registration Location Where the entity is registered as a business. 

Note: While this information is not required, it is recommended 

to provide it if available to help Bambora/Worldline more easily 
validate the business information for the account. 

Doing Business As The company's doing business as name (DBA). 

Note: This is the name that will appear on vendor bank 
statements as who the payment was from. 

Address Line 1 The physical address of the company. 

Address Line 2 (Optional) The physical address of the company. 

City The physical city of the company. 

ZIP Code The physical postal code of the company. 

Country The physical country of the company. 

(Director #) First Name The director’s first name. 

Note: Every business owner with 25% ownership or more should 
be identified.  If there is no owner, then a primary person with 
control within the company should be identified. 

(Director #) Last Name The director’s last name. 

(Director #) Date of Birth The director’s date of birth. 

(Director #) % for Company The ownership percent in the company held by this director. 
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Bank Account Field Description 

(Director #) Date Current 

Ownership Started 
The date the current ownership began. 

(Director #) Address Line 1 The physical address of the director. 

(Director #) Address Line 2 

(Optional) 
The physical address of the director. 

(Director #) City The physical city of the director. 

(Director #) ZIP Code The physical postal code of the director. 

(Director #) country The physical country of the director. 

How often do you submit your 

batches? 

The frequency of batches you have submitted in the past. 

Note: Estimates are okay, and this information is used by 
Bambora/Worldline to determine the expected payment pattern. 
If there are large differences between what is entered here and 

actuals, Bambora/Worldline may reach out to the account 
contacts to ask if something has changed with the business. 

What is the average amount 

of each batch? 
The average amount of your batches. 

Note: Estimates are okay, and this information is used by 
Bambora/Worldline to determine the expected payment pattern. 

If there are large differences between what is entered here and 
actuals, Bambora/Worldline may reach out to the account 
contacts to ask if something has changed with the business. 

What do you expect the 

maximum amount of each 

batch to be? 

The maximum amount that you expect for each batch. 

Note: Estimates are okay, and this information is used by 
Bambora/Worldline to determine the expected payment pattern. 

If there are large differences between what is entered here and 
actuals, Bambora/Worldline may reach out to the account 
contacts to ask if something has changed with the business. 

Copy ID A copy of a government issued photo ID is required from either 
the primary principle/business owner, or an authorized signer for 
the account. 

Bank Statement A copy of a recent bank statement for the bank account. 

Bank Reference Letter Completed copy of the bank reference letter. 

Business Registration 
Documents 

A copy of business registration documents (ex. Certificate of 
Incorporation, non-profit registration, etc.). 

Note: While this information is not required, it is recommended 
to provide it if available to help Bambora/Worldline more easily 
validate the business information for the account. 

List of Board Members A copy of a list of the Board Members for Public and Not for Profit 
companies. 

Note: While this information is not required, it is recommended 
to provide it if available to help Bambora/Worldline more easily 
validate the business information for the account. 

First Name of Person 
Accepting 

The first name of the person accepting these terms and 
conditions. 
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Bank Account Field Description 

Last Name of Person 

Accepting 

The last name of the person accepting these terms and 

conditions. 

Email of Person Accepting The email address of the person accepting these terms and 

conditions. 

Phone Number of Person 

Accepting 

The phone number of the person accepting these terms and 

conditions. 

EXAMPLE FORM - BAMBORA/WORLDLINE 
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