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Invoice Settings

NOTE: Multiple SAP Concur product versions and UI themes are available, so this content might contain images or procedures that do not precisely match your implementation. For example, when SAP Fiori UI themes are implemented, home page navigation is consolidated under the SAP Concur Home menu.
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 SAP Concur 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

The Invoice Admin uses Invoice Settings to activate certain settings in Concur Invoice. Setting configuration is restricted to the Invoice Admin role. When the Invoice Admin activates or configures a setting, the Invoice User can access areas of Concur Invoice that allow them to work with a given feature. For example, the employee either can or cannot delete an invoice by using the Hide payment request Delete link for Payment user option on the Invoice Settings page.

Section 3:  Required Roles

Use the Invoice Admin role to access the Invoice Settings link and activate features on the Invoice Settings page.

Section 4:  Available Invoice Settings

The Invoice Settings page includes the following settings used to activate a feature:

	Setting
	Description
	Default Status

	Hide Payment Request Delete Link for Payment User 
	Select to restrict the display of the Delete Request link on the Actions menu on the Payment Request List page. When enabled, only the originator of the invoice has access to the Delete Request link and only that employee may delete the invoice from the system.

· For more information, refer to the Restrict Use of Payment Request Delete Link section in this guide.
	Disabled (cleared)

	Hide Add and Delete Item Link for Payment Processor User
	Select to restrict all processor roles (Processor, Processor Manager, Processor Audit) from adding or deleting line items for any invoice pending approval by the manager or processor.
	Disabled (cleared)

	Hide Add and Delete Item Link for Payment Approver User
	Select to restrict all approver roles from adding or deleting line items for any invoice pending approval by the manager or approver.
	Disabled (cleared)

	Allow Invoice users to delete images on payment requests created on their behalf
	Select to allow the Concur Invoice user to remove images attached to invoices created by the AP User and assigned to the user. Clear (disable) to prevent the user from removing images associated with the invoice.

· For more information, refer to the Prevent Deletion of Images Associated with a Payment Request section in this guide.
	Enabled (selected)

	Allow processor users to change vendor on requests pending processor roles 
	Select to allow a Processor to change the vendor associated with an invoice even during workflow steps pending a Processor. Clear (disable) to prevent the Processor from changing the vendor if the invoice is pending any Processor role in workflow (accounting review).

· For more information, refer to the Allow Processor to Change Vendor Pending Processor in Workflow section in this guide.
	Enabled (selected)

	Allow processor users to approve requests that are pending other approvers
	Select to allow a Processor to approve an invoice on behalf of the invoice owner’s approver.
	Enabled (selected)

	Allow users to manage favorite allocations for payment and purchase request
	Select to allow users to manage their favorite allocations for invoices and purchase requests.
	Enabled (selected)

	Limit Processors, Approvers, or Managers to use invoice owners vendor list
	Select to enforce the availability of vendors to only those configured for the employee by using the Employee Vendor Access feature. This matches the vendors the employee and processor/approver/manager can work with, preventing unauthorized vendors from being associated with this employee’s invoices.
	Disabled (cleared)

	Assign invoice to Purchase Request Owner
	Select and, if an imported invoice is associated with a PO number, Concur Invoice will find the purchase request associated with that PO, and assign all resulting invoices to the owner of the purchase request. 
	Disabled (cleared)

	Allow Purchase Request Owners to Transmit their own Purchase Orders
	Enable (select) this check box to allow Purchase Request Owners to transmit their own purchase orders.
	Disabled (cleared)

	Allow Purchase Request Owners to Edit their own Purchase Orders
	Enable (select) this check box to allow Purchase Request Owners to edit their own purchase orders.
	Disabled (cleared)

	Allow Payment Manager to change banking information
	Clear (disable) this check box to remove the Banking Import link from Payment Manager and prevent the Payment Manager role from importing any changes to banking information.
	Enabled (selected)

	Send vendor payment email notifications for Check and ACH Concur Invoice Pay types
	Select (enable) this check box if you want vendors to receive an email when they are paid via ACH or Check with Invoice Pay. The email will contain full remittance information including when, how, and for what they are paid.
	Disabled (cleared)

	Allow system to associate Invoice lines to Purchase Order lines based on data attributes
	Select (enable) this check box to allow Concur Invoice to perform line identification by using data attributes, such as unit price, quantity, description, or purchase order number.
	Disabled (cleared)

	Default payment term (days)
	Enter the amount, in days that will be the standard payment term of client to vendor (for example, 10, 30, or 60 days).

This amount is the default for all invoices unless a different number of days is specified either within the invoice or through Invoice Pay.
	Zero ("0") days

	Default Discount Terms (days)
	If a discount applies, enter the NET discount terms agreed upon with the supplier. 

NOTE: The data in this field is for information purposes only. It is not used in any calculations.
	N/A

	Default discount percentage
	Enter the percentage amount (10; 15) the supplier will honor if the supplier’s discount NET terms are met.
Number (11, 8) - 11 characters maximum, 8 characters maximum to the right of the decimal.

NOTE: The data in this field is for information purposes only. It is not used in any calculations.
	N/A

	Default shipping method
	Select the preferred carrier for shipping. This is designated by a code representing the shipping method used by the supplier.
	N/A

	Default shipping terms
	The code representing shipping terms with a supplier.
	N/A

	Default recurring Invoice Generation Offset
	Enter the number of days you would like the invoice generated prior to the actual billing date in order for the system to generate the invoice in time for approval workflow and billing.

For example, if the 1st is the standard billing day, the number of days prior to this that the invoice should be generated for viewing.
	14 (days)

	Default fields that regulate duplicate invoices (Vendor is selected by default)
	When clients want to check for duplicate invoices by using the Is Duplicate audit rule, the system checks the vendor and one or several of the following options:

· Invoice Date

· Invoice Amount

· Invoice Number
	Invoice Number

	For purchase order-based invoices, from where should the Invoice Line allocation be copied?
	Select one of the following options:

· From the associated purchase order line option to have PO allocations lines automatically copied down from the PO line to the associated invoice line. Invoice will also copy down the corresponding allocation fields on the lines from the PO.

· From the copy-down configurations option to have the copydown configuration of allocation fields apply to both PO-based and non-PO based invoices.
	From the associated purchase order line


Section 5:  Enabling Invoice Settings

This section provides a brief overview of selected features in Invoice Settings and describes how to activate these features. 
Access Invoice Settings

 To access Invoice Settings:

1. Click Administration > Invoice. 
2. Click Invoice Settings (left menu).
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The Invoice Settings page appears.
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Restrict Use of Delete Request Link in the Payment Request List Page

The Hide Payment Request Delete Link for Payment User settings feature allows the Invoice Admin role to restrict the appearance of the Delete Request link that appears in the Actions menu on the Payment Request List page. This feature is useful in centralized organizations where a back-office employee (typically the AP User role) generates invoices from received invoices for assignment to front office personnel. By restricting access to the Delete Request link, the back office may be certain that unauthorized deletions of assigned invoices will not occur. 

NOTE: The originator can always delete an invoice they have created.

The following table describes what the Payment User can do:


	Setting State
	Actions That Can Be Performed by User Role

	Disabled
(Default state)
	· Payment User can delete an unsubmitted invoice assigned to them

· A Delegate or Proxy of the Payment User can delete an unsubmitted invoice assigned to the user they are working on behalf of

	Enabled
	· Payment User cannot delete an unsubmitted invoice assigned to them (unless they are the originator of the invoice)

· A Delegate or Proxy of the Payment User cannot delete an unsubmitted invoice assigned to the user they are working on behalf of (unless that user is the originator of the invoice)


For more information, refer to the Concur Invoice: AP User Guide.

 To hide the Delete Request link in the Actions menu:

3. On the Invoice Settings page, select (enable) Hide Payment Request Delete Link for Payment User.
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The features is cleared (disabled) by default.
4. Click Save.

Prevent Processor from Adding & Deleting Line Items in a Request

The Hide Add and Delete Item Link for Payment Processor User setting applies to all processor roles (Processor, Processor Manager, Processor Audit), and lets a company allow or prevent processors from adding or deleting line items for any invoice pending approval by the manager or processor.
 To prevent the processor from changing line items of an invoice:

5. On the Invoice Settings page, select (enable) the Hide Add and Delete Item Link for Payment Processor User setting.
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The features is cleared (disabled) by default.
6. Click Save.
Prevent Approver From Adding and Deleting Line Items in an Invoice
The Hide Add and Delete Item Link for Payment Approver User setting applies to all approver roles, and lets a company allow or prevent approvers from adding or deleting line items for any invoice pending approval by the manager or approver.

 To prevent the approver from changing line items of an invoice:

7. On the Invoice Settings page, select (enable) the Hide Add and Delete Item Link for Payment Approver User setting.
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The feature is cleared (disabled) by default.
8. Click Save.
Prevent Deletion of Images Associated with an Invoice
The Invoice Admin can deny the Invoice User role the ability to delete an image from an invoice created for them. By default, the user can delete the image.

This feature is useful in centralized organizations where a back-office employee (typically the AP User role) generates invoices from received invoices for assignment to front office personnel. Implicit in this assignment is the possibility that the incorrect image is associated with the invoice. Conversely, the AP User may prevent the deletion to ensure that no unauthorized deletions will occur.

For more information, refer to the Concur Invoice: AP Invoice User Guide.

 To prevent deletion of images from an invoice:

9. On the Invoice Settings page, clear (disable) Allow Invoice users to delete images on payment requests created on their behalf.
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The features is selected (enabled) by default.
10. Click Save.

Prevent Processor to Change Vendor Pending Processor in Workflow

The Invoice Admin can deny the Processor to change the vendor associated with an invoice when the invoice has entered the Workflow phase and is pending another Processor. 

Invoice has enabled this feature by default, which means that the Processor can change the vendor. By disabling the setting, the Invoice Admin prevents the Processor from changing the vendor in the user interface.

 To prevent change of vendor when the invoice is pending a Processor:

11. On the Invoice Settings page, clear (disable) the Allow processor users to change vendor on requests pending processor roles setting.
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The features is selected (enabled) by default.
12. Click Save.

Prevent Users from Managing Favorite Allocations
Concur Invoice end users often allocate many expenses in an identical manner. For example, they will allocate 20% of an expense to Cost Center A, and 80% to Cost Center B. The Allocation Favorites feature allows the user to save a group of allocations, to use on other expenses. 

Concur Invoice has enabled this feature by default, which means that a user can manage favorite allocations for payment and purchase requests. By clearing (disabling) the setting, the Invoice Admin prevents the user from managing favorite allocations. 

 To prevent users from managing favorite allocations:

13. On the Invoice Settings page, clear (disable) the Allow users to manage favorite allocations for payment and purchase request.
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The feature is selected (enabled) by default.
14. Click Save.

Limit (Match) Vendors for Processor, Approver and Manager to Employee’s Vendor List

If your company is using the Vendor Employee Access feature, use this setting to match (limit) the vendors that the processor, approver, and manager can work with to those to which the employee is allowed to work. This prevents any vendor from being associated with an employee’s invoices who is not included on the list of vendors that employee may choose from. For example, often a processor must change a vendor, and so this feature filters the vendor list they select from to the identical set the employee works with.

For more information, refer to the Concur Invoice: Vendor Employee Access User Guide and the Concur Invoice: Vendor Manager User Guide. 

 To limit vendor selection for processors, approvers, and managers:

15. On the Invoice Settings page, select (enable) the Limit processors, approvers or managers to use invoice owners vendor list check box.
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16. Click Save.
Allow Purchase Request Owners to Transmit Their Own Purchase Orders

Administrators may let their Purchase Request Owners transmit their purchase orders. This means that the employee can request items, have their managers approve the invoice, and then the employee can transmit their own purchase order.

 To allow purchase request owner to transmit their own purchase orders

17. On the Invoice Settings page, select (enable) the Allow Purchase Request Owners to Transmit their own Purchase Orders option.
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18. Click Save.
Allow Purchase Request Owners to Edit Their Own Purchase Orders

Administrators may let their Purchase Request Owners edit their purchase orders. This means that the employee can request items, have their managers approve the request, and then the employee can edit their own purchase order. This setting allows the employee to edit any field on the purchase order in the same way the PO processor can.
 To allow purchase request owner to edit their own purchase orders

19. On the Invoice Settings page, select (enable) the Allow Purchase Request Owners to Edit their own Purchase Orders option.
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20. Click Save.
Prevent Changes to Payment Manager Banking Information

The Payment Manager has the capability to import banking information by using the Banking Import link in the Payment Manager module. By importing data, this role can change existing bank information. If you prefer this role not have this capability, select (enable) this setting to remove the Banking Import link. This removes any possibility of this role accessing the link and changing banking data. 

 To prevent Payment Manager from changing bank information:

21. On the Invoice Settings page, clear (disable) the Allow Payment Manager to change banking information check box.
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22. Click Save.
Email to Vendors When Payment Has Been Made

Vendors can receive an email when they are paid via ACH or Check with Invoice Pay, which contains full remittance information including when, how, and for what they are paid. This applies to both partial and full payments.

 To email vendors when payment has been made

23. On the Invoice Settings page, select (enable) the Send vendor payment email notifications for Check and ACH Concur Invoice Pay types option.
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24. Click Save.

For more information, refer to the Concur Invoice: Invoice Pay User Guide.

Line Identification for Purchase Order Matching

Concur Invoice can perform line identification by using data attributes, such as unit price, quantity, description, or purchase order number. For example, if Invoice line #1 shows a unit price of $5.00, then the system tries to identify this unit price with a matching unit price for a purchase order. Invoice will use line item data attributes to identify the corresponding PO line.

 To perform line identification for purchase orders based on data attributes

25. On the Invoice Settings page, select (enable) the Allow system to associate invoice lines to Purchase Order lines based on data attributes option.
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26. Click Save.
NOTE: If you clear (disable) the Allow system to associate invoice lines to Purchase Order lines based on data attributes option, Concur Invoice will perform line identification in sequence whereby, for example, the system matches Invoice line #1 to purchase order line #1, and so forth.

Default Payment Term (Days)

Concur Invoice can provide all invoices with a default number of days by which the client must pay the invoices for vendor's goods or services. The Invoice Admin specifies the number of days here, and this is essentially a default number that can be superseded by using options available to selected roles within Invoice or Invoice Pay. 

 To enter a default number of days for payment terms:

27. On the Invoice Settings page, input a value, in days, which will become the default payment term for all invoices not otherwise given a term within Concur Invoice.
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28. Click Save.

Default Recurring Invoice Generation Offset

An Invoice User can specify an invoice as a recurring invoice type where the system can generate and move an invoice type to workflow and payment automatically, along with any image attached to the original invoice. This feature is useful whenever payment is required on a service or good, such as rent, software licenses, and subscriptions or similar, on a regular calendar schedule.

NOTE: Users need to be aware of recurring invoice, especially if the Copy Invoice Number from current payment request option is used a way to manage invoice number, so that these are not confused with duplicate invoice.

The Invoice Admin can set the day on which the system should create the invoice prior to the actual payment date. This is called the offset day, and the default is 14 days.

 To set the offset for generating the invoice creation date:

29. On the Invoice Settings page, in the Default Recurring Invoice Generation Offset field, enter a value, by number of days, which specifies when the system should generate the invoice prior to the actual payment date.
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30. Click Save.

For more information about recurring invoices, refer to the Concur Invoice Professional Edition End User Help system.

Fields That Regulate Duplicate Invoices

When clients want to check for duplicate invoices by using the Is Duplicate audit rule, the system checks the vendor and one or several of the following options:

· Invoice Number
· Invoice Date

· Invoice Amount

This means that apart from Vendor that is always selected by default, the other options can be added or removed as desired. All the selected options included in the rule will need to match for the audit rule to trigger. The default check will still be for Vendor and Invoice Number.

 To set the fields that regulate duplicate invoices:

31. On the Invoice Settings page, in the Default fields that regulate duplicate invoices (Vendor is selected by default) list, select the desired fields you want to use to check for duplicate invoices. Available fields are:

· Invoice Date

· Invoice Amount

· Invoice Number
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NOTE: To use more than one option, admins will need to use an "AND" statement when creating the Is Duplicate audit rule.
32. Click Save. After activating this feature, the admin must also create an Is Duplicate rule in the Audit Rules tool.

Copy Down Line Allocations from PO-Based Invoice
With this setting, clients can copy down PO allocation lines regardless of the copydown configuration.
 To copy down line allocations from PO-based invoices:

33. On the Invoice Settings page, in the For purchase order-based invoices, from where should the Invoice Line allocation be copied? list, select one of the following options:

· From the associated purchase order line: PO allocations lines will automatically be copied down from the PO line to the associated invoice line. Concur Invoice will also copy down the corresponding allocation fields on the lines from the PO.
· From the copy-down configurations: The copydown configuration of allocation fields will apply to both PO-based and non-PO based invoices.
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34. Click Save.

☼
Applies to these SAP Concur solutions:


( Concur Expense�( Professional/Premium edition�( Standard edition


( Concur Travel �( Professional/Premium edition �( Standard edition


( Concur Invoice�( Professional/Premium edition �( Standard edition


( Concur Request�( Professional/Premium edition�( Standard edition
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