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Section 1: Overview

Concur Invoice Administration

Section 1: Overview
Concur Invoice Standard Administration includes the following activities:
e Managing unassigned and assigned invoices that have not been submitted
¢ Viewing and managing vendor information using the Vendor Manager tool

e Processing invoices, such as searching for invoices, changing invoice approval
statuses, reassigning invoices, and deleting invoices

e Managing batches of invoices and running, searching for, and downloading
imports and extracts using the Payment Manager tool

e Producing reports using the Reporting tool

e Managing partner applications for the SAP Concur Connect platform using
Web Services

Clients Connected to Financial Systems

If you have connected SAP Concur to your financial system, some fields on these
pages might display different labels or pre-populated values based on your
connected financial system.

L For more information, refer to the SAP Concur setup guide for your financial
system.

Section 2: Manage Unassigned and Assigned Invoices

This section describes how to use options on the Unassigned Invoices page to
manage unassigned invoices that have not yet been submitted. Using these options,
the Invoice AP user or Invoice Processor can search for both assigned and
unassigned invoices by their assignment date. Once a list is returned by Concur
Invoice, the user can then assign and unassign invoices singly, or in bulk, to a new
invoice user. This is useful for organizations that use the centralized Accounts
Payable (AP) back-office model, where a single employee may be responsible for
assigning and monitoring invoices across an organization.

Concur Invoice: Administration User Guide for Standard Edition 1
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Section 2: Manage Unassigned and Assigned Invoices

Required Roles
The Unassigned Invoices page and all its options are available to the following
Invoice roles only:
e Invoice Processor

e Invoice AP User

NOTE: Users with both the AP User and Processor roles can access the Unassigned
Invoices page, based on their vendor group access. This ensures they will
only view invoices relevant for their role.

Access the Unassigned Invoices Page from Invoice Manager

AP users who want to work with unassigned invoices can access the Unassigned
Invoices page from the Invoice Manager page by clicking the Unassigned
Invoices link in the Active Invoices or Back Office section.

| (_\\I/(]- Ce M a m age f Edit Company Dashboard
ACTIVE INVOICES

Unverified Capture Unassigned Invoices All Unsubmitted Invoices All Unapproved Invoices
A\ Over 48 Hours: 0 A\ Over 12 Hours: 2 @ A\ Over 3 Days: 11 A\ Over 5 Days: 10

The Unassigned Invoices page appears with a list of unassigned invoices.

Unassigned Invoices
Search View: All Unassigned Invoices w
Viendor Name A Begins with ¥ m °
Alert Image Invoice Name Vendor Mame Invoice Number  Invoice Date Total Last Comment [Policy Name
A D Wendor_3(8888CCITCEC443B8877T 11 Vendor_3 03082 oar27i2018 $2,783.00 United States
B2C41ATFOF)-03063 Default Group
Policy
Foy D Mew request WVENT wadfgh 10/31/2018 57.00 Japan group 2
Policy
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Section 2: Manage Unassigned and Assigned Invoices

In the View list, the AP user can select to view all unassigned invoices, unassigned
invoices they created, or all assigned invoices.

Unassigned Invoices

Search View: All Unassigned Invoices w

_| All Unassigned Invoices L

Unassigned Invoices Created by Me

Vendor Name

All Assigned Invoices

Alert Image Invoice Name Vendorilue Invoice Number Invoice Date Total

& D Audit Trail VEN1 w3423fg 09/24/2018 $347.78

An AP user can open and view an unassigned invoice by clicking the name of the
invoice in the Invoice Name column on the Unassigned Invoices page.

Unassigned Invoices

Search View: All Unassigned Invoices w

endor Name r Begins with ¥

Search
# Alert Image Invoice Name Vendor Name  Invoice Number Invoice Date Total I(_i?):lgment Policy Name Creation Date «
- D WEN1 w3423fg 0812412013 3347.78 Just because United States 02/24/2018

Default Group Palicy

To edit an unassigned invoice, the AP user opens the invoice and then clicks Edit.

Invoice Manager Deleted Invoicas Inveice Capture
nvoice Status: Not Submitted
Audit Trall '! e
Actions + Detsils +
Vendar Information & nvoice Details View Invoice D
‘j§'§;1 Poiicy Name Invoice Name Vendor Inveice Number
Audit Trail w34237
PO Number Invoice Date nvoice Amount
00/24/2013 347.78
Payment Due Date Description Shipping
1024/2018 0.00
Wiew - =
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Section 2: Manage Unassigned and Assigned Invoices

When the AP User clicks Edit, the Auto Assign message appears and they must
either click OK to accept assignment of the invoice in order to edit the invoice.

Auto Assign

0 Opening this inveice will automatically assign if fo you.
After you exit the invoice, it will no lenger appear in the Unassigned Invoices list. If you do
not assign the invoice to another user then the invoice will appear in the View My Invoices
or Process Invoices list.

Do not display again.

@

NOTE: For more information about the Auto Assign message, refer to the Accept
Auto-Assignment of an Invoice as the Invoice AP User section of this
document.

When the edits are complete, the AP user clicks Save, and then clicks Assign to
assign the invoice to an employee.

When they click Assign, the Assign Invoices window appears.

Assign Invoices

Chooss Employse:

#| Use new Invoice Cwner's employee copydown values in this invoice

Canesl

The AP User enters the name of the employee they want to assign the invoice to and
then clicks Assign to assign the invoice to the employee. The invoice closes
automatically, and the AP User is returned to the list of unassigned invoices. The
edited invoice no longer appears in the list.

AP users will be able to see duplicate invoices on the Unassigned Invoices page
before they open an invoice and they will also see a duplicate message immediately
after they open an invoice.

4 Concur Invoice: Administration User Guide for Standard
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Section 2: Manage Unassigned and Assigned Invoices

Customize Columns on the Unassignhed Invoices Page

AP users can manage and customize columns from the Unassigned Invoices list
pages.

P To customize columns:

1. Click on the gear icon to access the Manage Columns window.

- o . '
Unassigned Invoices
Search View: All Unassigned Invoices w \
Versortiane 7| [Sege v v ®)
Alert  Image Invoice Name Vendor Name  Invoice Number  Invoice Date Total Last Comment |[Policy Name
Fiiy D \endor_3(6888CCITCEC44388877T 1 vendor_3 03063 08I27/2018 52,783.00 United States
B2C41ATFEF)-03063 Default Group
Policy
5 D New raquest VENT wadfgh 10/31/2018 $7.00 Reassign to an Japan group 2
AP User with Palicy
the carrect
group policy.

2. In the Manage Columns window that appears, drag and drop fields between
the Hidden and the Visible lists depending on what you want to see on the
Unassigned Invoices page.

Manage Columns

Hidden Visible Max Custom Fields: 0/3
ABA Bank Account Number - Cu.__. 1 Invoice Name
ABA Bank Routing Number - Cu... 2 Vendor Name

5

< ‘ 4 Invoice Date

Custom 03 5 Invoice Amount

Vendor Invoice Number

[3%]

Bank Account Name - Custom24

Custom 02

Last Comment

[=3]

Custom 04 - Purchasing group

I:anc el m
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Section 2: Manage Unassigned and Assigned Invoices

3. Click Save.

Some of the columns cannot be removed (hidden). If you attempt to remove
(hide) a required column, a warning message appears.

Manage Columns

/\ Vendor Name cannot be hidden.

Hidden Visible Max Custom Fields: 2/3

Custom 01 1 PO Number

NOTE: A maximum of three custom fields can be placed in the Visible list.

Search and Assigh Management of Invoices
By using options on the Unassigned Invoices page, you can perform the following
actions:
e Search for unassigned invoices
e Delete an invoice (might require change to settings)

¢ Change the policy associated with an invoice (might require change to
settings)

Search for Invoices

By default, the system displays all unassigned invoices when you open the
Unassigned Invoices page. You can search for all unassigned invoices, unassigned
invoices that you created, and all assigned invoices.

P To search for invoices
On the Unassigned Invoices page, click View, and then select A/l

Unassigned Invoices, Unassigned Invoices Created by Me, or All Assigned
Invoices.

Unassigned Invoices

Search View: All Unassigned Invoices w

Vendor Name ¥ . .
| All Unassigned Invoices

Unassigned Invoices Created by Me

All Assigned Invoices

Alert Image Invoice Name Vendorli;jne Invoice Number Invoice Date Total

& D Audit Trai VEN1 w3423fg 09/24/2018 $347.78
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Section 2: Manage Unassigned and Assigned Invoices

Search for Unassigned Invoices by Using the Search Functionality

You can search for specific unassigned invoices by using the search functionality on
the Unassigned Invoices page.

Invoice Manager Create New Invoice Processor = Payments = Vendor Manager

Unassigned Invoices

Search View: Al Unassigned Invoices w

Vendor Name v | | Begins with v
L4 Alert Image Invoice Name Vendor Name Invoice Number Invoice Date Total

The search options include vendor name, invoice number, total, policy name, and
invoice name.

Unassigned Invoices

Search View: All Unassigned Invoices w

Vendor Name v | | Begins with v

Vendor Name

Invoice Number Change Palicy
Total

Policy Name

Alert A age Invoice Name Vendor Name Invoice Number Invoice Date Total

Assign an Unassigned Invoice

An unassigned invoice can be assigned to an employee using the procedure below.
However, it is also possible to reassign an invoice to a different employee. See the
procedure below for information on reassigning an invoice.

P To assign an unassigned invoice to an employee:
1. On the Unassigned Invoices page, search for the unassigned invoice(s) you

want to assign, and then select the invoice(s) to be assigned by clicking the
check box to the left of the row.

Unassigned Invaices
Search View: All Unassigned Invoices w
vendername V| |Zaginzun ¥ [ searcn |
Last
= Alert Image Invoice Name Vendor Name Invoice Number  Invoice Date Total Co?nment Policy Name Creation Date &
i D Viendors (Vendors_Code)- Vendors Number 08242019 51.014.30 Default Invoioe Po 0812412018 &
L} HNumber | Policy
D Vendord Vendorg 1714 05242019 $190.75 Default Invoice Po 0512472019 &>
(Vendors_Code}1714 Folicy
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Section 2: Manage Unassigned and Assigned Invoices

2. Click Assign.

- o .
Unassigned Invoices
Search View: All Unassigned Invoices w
Wendor Mame v Beginswith ¥
Assign | Deelete Change Policy
= Alert Image Invoice Name Vendor Name Invoice Number  Invoice Date Total
Ld D VendorS (\Vendorf_Code)- Vendord Number 082472018 51,014.38
Mumiber |
D Vendord \endors 1714 052472019 5180.75
(Wendor8_Code}1714

3. In the Assign Invoices window, type the first three characters of the
employee for whom you want to assign the invoice.

Assign Invoices x
* SEARCH ~
Search Employees By Last Mame v

Brown, Terry T. (TerryBrown@commasavyy.com) v

#| Use new Invoice Owner's employee copydown values in this inveoice

4. (Optional) Select (enable) or clear (disable) the Use new Invoice Owner's
employee values in this invoice to include the employee's information as
pre-populated information on the invoice on assignment.

5. Click Assign to assign the invoice to the employee. The Unassigned
Invoices page appears.

Reassign an Assigned Invoice

An invoice that is assigned to an employee can be reassigned to another employee.
You can also select multiple invoices to be reassigned at one time, but they must all
be reassigned to the same user. Optionally, the AP User can direct an Invoice User to
assign an invoice to another Invoice User. It is assigned with all ownership attributes
transferred to the new owner.

8 Concur Invoice: Administration User Guide for Standard
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Section 2: Manage Unassigned and Assigned Invoices

P To reassign an assigned invoice:

1. On the Unassigned Invoices page, use the View menu options to search
for the invoice(s) you want to reassign.

1. Select one or more invoices using the check box to the left of the row.

2. Click Assign.

Unassigned Invoices
Search View: Al Assigned Invoices w

Vendor Mame: v Begins with ¥ m

Image Invoice Name Vendor Name Invoice Number  Invoice Date Total

Replacemsant Wendor1d Zwdwr5245 05/24/2018 $07.00
cartridges

Mew Computer Vendoril 348572204 05/24/2012 §1.275.00

3. In the Assign Invoices window, type the first three characters of the
employee for whom you want to assign the invoice.

Assign Invoices x
# SEARCH ~
Search Employees By Last Name v

Brown, Terry T. (lerryBrown@commasayyy.com) v

#| Use new Invoice Owner's employee copydown values in this invoice

Cance' m
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Section 2: Manage Unassigned and Assigned Invoices

4. (Optional) Select (enable) or clear (disable) the Use new Request Owner's
employee copydown values in this request setting to include or exclude
the employee's information as pre-populated information on the invoice on

assignment.

Assign Requests

Choose Employee:

G Use new Request Owner's employee copydown values in this reque@

Assign Cancel

5. (Optional) Select (enable) or clear (disable) the Use new Invoice Owner's
employee values in this invoice to include the employee's information as
pre-populated information on the invoice on assignment.

6. Click Assign to assign the invoice to the employee. The Unassigned
Invoices page appears.
Unassign an Assigned Invoice
An invoice can be unassigned from the current owner of an invoice. This action is

restricted to a single invoice at a time since the invoice must be opened to access
the Unassign menu item and only a single invoice can be opened at one time.

» To unassign an invoice:

1. On the Invoice Manager page, click All Unsubmitted Invoices.

| '“‘-./O' C e M a nage T Edit Company Dashboard
ACTIVE INVOICES

Unverified Capture Unassigned Invoices All Unsubmitted Invoices All Unapproved Invoices
A\ Over 48 Hours: 0 A\ Over 12 Hours: 0 A\ Over 3 Days: 0 A\ Over 5 Days: 0

The My Invoices page appears showing the Unsubmitted Invoices view.

2. Open the invoice you want to unassign. The Invoice for <name> page
appears.
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In the Actions menu, click Unassign.

Inwoice for Admin, Company

Remove From Review

Delete Invoice

Replacement cartridges

Actions - Details =
Unassign .
« Invoice Details

Upload Image
Delete Image Falcy -
View Payment Image e _|

eview Require PO Mumber

| 4084720-08

Met Payment Terms

|3o

Print 3
Comments
Extend Due Date
Void Inveoice ‘
Change Folicy b Request Tota

Section 2: Manage Unassigned and Assigned Invoices

111.00

Create Recurring Invoice

4. In the Unassign Invoice window, provide a comment as to why the invoice
was unassigned.

Unassign Invoice

Invoices should be unassigned when they don't belong in your queue. They may belong to
another employee or be invalid. Unassigning removes the invoice from your queue and allows
the backofiice to act on it. Please add a comment to explain why you are unassigning

Comment:

Employes has moved to a different department. Unassigning in preparation for
assignment to new owner of invoice |

Comment History

Date v | Entered By Comment Text

Mo comments.

5. Click OK.
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Accept Auto-Assignment of an Invoice as the Invoice AP User
When the Invoice AP User opens an unassigned invoice, the Invoice AP User is
prompted to accept the assignment of the invoice. This prompt only appears when
the Invoice AP User opens an unassigned invoice.

> To accept auto-assignment of an invoice:

1. On the Invoice Manager page, click Unassigned Invoices.

Invoice Manager
ACTIVE INVOICES

Unverified Capture Unassigned Invoices
A\ Over 48 Hours: 0 A\ Over 12 Hours: 0 @

2. On the Unassigned Invoices page, open the relevant invoice by clicking on
the invoice name, and then click Edit.

Invoice Manager Deleted Invoices Invoice Capture

nvoice

Replacement cartridges

Actions * Details

The Auto Assign window appears.

Auto Assign

o Openiing this invoice will automatically assign it to you
After you exit the inveice, it will no longer appear in the Unassigned Invoices list. If you do
not azzign the invoice to ancther uger then the invoice will appear in the View My Inveices

or Process Invoices list

Do not display again.

“ canezl

3. (Optional) Select (enable) the Do not display again check box to prevent
the Auto Assign dialogue from appearing when you open unassigned
invoices in the future. If you enable this option, when you open an
unassigned invoice in the future, the prompt will no longer appear, and the
invoice will be assigned to you automatically.

4. To assign the invoice to yourself, click OK. The invoice is now editable and
can be updated, assigned to another employee, or unassigned.
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View Unsubmitted Purchase Order-Based Invoices

AP users can view unsubmitted purchase order-based invoices on the My Invoices
page by selecting the Unsubmitted Purchase Order Invoices option in the View
list.

My Invoices

Search View: Unsubmitted Purchase Order Invoices w

Vendor Name PO Status Matched to Purchase Order v
Unsubmitted Invoices E

Unsubmitted Purchase Order Invoices

Sent to Purchasing

Alert All My Invoices Vendor Name Invoice Number Invoice Date Approval Status Payment Status
My Deleted Invoices Concave 08/07/2015 Not Submitted- Not Paid
Brown, Terry, T

Recurring Invoices

All Sent to Purchasing
Q@ vatd

To filter on purchase order status, AP users can select an option in the PO Status
list. The following options are available:

e All Invoices
e Does Not Match Purchase Order

e Matched to Purchase Order

My Invoices

Search (V‘GW Unsubmitted Purchase Order Invoices ¥
Vendor Name v Begins with v PO Status Matched to Purchase Order 1}
["Allinvoices
Does Not Match Purchase Order
Maiched fo Purchase Order

Alert Image Invoice Name Vendor Name Invoice Number Invoice Date Approval Status Payment Status Total
D Fourniture Concave 08/07/2015 Not Submitted- Not Paid $450.00
Brown, Terry, T

© Matched to Purchase Order

Invoice Navigation

Once you have opened an invoice, you can decide if you want to go to your next
invoice directly by clicking the Next Invoice link instead of going back to the invoice
list on the My Invoices page. The Previous Invoice will take you back to the
previous invoice in your list.

temization Summary v

Disfribute v ¥| Show Distributions. Amount Remaining to be ltemized: 50 00

[ No. Expense Type Description Amount wit... | VAT Type VAT Amount VAT Rate | VAT Tax Code Quantity Unit Price Subtotal
D 1 Legal Services Legal 30.00 1 $100.00 $100.00
Distribution Code Percentage Net Amount Gross Amount
100 $100.00 5100.0
€ Back to List ( Previous Invoice Invoice 23 of 25 Next Invoice )

In addition, when you select an action (for example, assign) on a list page and select
to whom to route the invoice, you can then choose if you want to go back to the
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invoice list or go to your next invoice directly by selecting either Open Next Invoice
or Back to List in the Invoice Navigation window that appears.

NOTE: The Invoice Navigation window only appears when users are working on
the list pages.

Invoice Navigation

o Updates Completed.

Would you like to go to the next invoice or back to list?

Do not ask me again today.

Open Mext Invoice Back to List

In addition, users can save their setting for 24 hours by selecting the Do not ask
me again today option before clicking any of the buttons. This selection means that
users will be directed to the next invoice automatically for the next 24 hours.

Customize Columns on the My Invoices Page

AP users can manage and customize columns from the following list views:
¢ Unsubmitted Invoices
e Unsubmitted Purchase Orders

e All My Invoices
» To customize columns:
1. Click on the gear icon to access the Manage Columns window.

2. The image shows the Unsubmitted Invoices list view.

My Invoices

Searon vew (T )

Vendor Name v | | Beginswitn v m @

Last
Alert Image Invoice Name Vendor Name Invoice Number Invoice Date Total Comment With User Since
D Copy of (Joe Dog) Concave 123 04/28/2015 $100.00
D Joe Smith Concave 2345 04/30/2015 $2,000.00 05/06/2015
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3. In the Manage Columns window that appears, drag and drop fields between
the Hidden and the Visible lists depending on what you want to see on the
Unassigned Invoices page.

Manage Columns

Hidden Visible Max Custom Fields: 0/3

Action Due Date 1 Invoice Name

Approval Status Vendor Name

[a%]

Bank Account Name - Custom24 > 3 Vendor Invoice Number
Creation Date < 4 Invoice Date

Custom 02 5 Total

Custom 03 6 Last Comment

o

4. Click Save.

The Vendor Name, Invoice Number, and Invoice Date fields cannot be
removed (hidden). If you attempt to remove (hide) a required column, a
warning message appears.

Manage Columns

/\ Vendor Name cannot be hidden.

Hidden Visible Max Custom Fields: 2/3

Custom 01 1 PO Number

Default Columns:
¢+ Invoice Name

¢+ Vendor Name

¢ Invoice Number
+ Invoice Date

¢+ Total

¢+ Last Comment
¢+ With User Since
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Section 2: Manage Unassigned and Assigned Invoices

Additional Columns That Can Be Added/Removed

*

*

*

Action Due Date
Payment Status
Approval Status

Custom 1-20

PO Number

Policy Name

Is Emergency Check Run
Invoice Received Date
Payment Terms

Payment Due Date (not applicable to the All My Invoices list view)
Payment Method
Description

Org Unit 1-6

Searchable columns:

¢

¢

Vendor Name

Title

PO Match Status (not applicable to the All My Invoices list view)
Total

Vendor Invoice Number

PO Number (not applicable to the All My Invoices list view)

Any changes to columns in the Manage Columns window will be applied to
the Unsubmitted Invoices, Unsubmitted Purchase Orders, and All My
Invoices list views.

NOTE: A maximum of three custom fields can be placed in the Visible list.

In addition, if you customize columns while acting as a proxy for another
user, you are customizing the view for yourself only, not the user for whom
you are acting as a proxy.

Download Data to Excel

You can download data to Excel from several list views on the My Invoices page.
The Download as Excel link is available from the following list views:

Unsubmitted Invoices
Unsubmitted Purchase Orders

All Unassigned Invoices

16
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Section 2: Manage Unassigned and Assigned Invoices

e Unassigned Invoices Created by Me
e All Assigned Invoices

e My Deleted Invoices

e All My Invoices

e Recurring Invoices

NOTE: The maximum number of invoices that can be exported from the All My
Invoices list view is 12,500. The other list views do not have this limit, but
the export process might take some time if there are many items to be
exported.

Example — Download as Excel From All My Invoices List View

My Invoices

Search View: All My Invoices w

Vendortame | [ Beginswih v [ searen |
_ Approval
O Alrt image Invoice Name Vendor Name  Invoice Number  Invoice Date  Status Action Due Date  Payment Status ~ Total LastComment  With User Since
O 0 Office Supplies VEN1 324572368 03202020 Hot Submitted Not Paid $0.00

Common, Susan

] Office Supplies VEN1 5427 0312012020 Mot Submitied Mot Paid £30.00
Comman, Susan

(m] 0 Office Supplies VENI we5462 03202020 Mot Submitted Not Paid $30.00
Common, Susan

(m] | Office Supplies VEN1 2453567 031192020 HNot Submitted Not Paid 30,00
Common, Susan

O ] Office Supplies VENT 35683 03r19:2020 Not Sumitied Not Paid $30.00
Common, Susan

O 0 Office Supplies Vendor_1 35673 031192020 Hot Submitted Not Paid $30.00

- Displaying 1- 21 0f 21 {Download as Excel

NOTE: If the client leaves the My Invoices page while the export process is in
progress, the export will be canceled. However, clients will be able to open an
invoice on the My Invoices page while the export is running.

Create a Recurring Invoice

An Invoice User can specify that an invoice is recurring. When a recurring invoice is
configured, the system generates the invoice on a designated schedule and moves
the invoice to workflow and payment automatically.
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Recurring invoices appear on the My Invoices page when you select Recurring
Invoices from the View menu. The Recurring Invoices option only appears on the
View menu when one or more recurring invoices are configured.

Alert

My Inv

Search View: Recurring Invoices w

oices

Unsubmitted Invoices
Unsubmitted Purchase Order Invoices
All My Invoices

I My Deleted Invoices

[l Recurring Invoices @
STy

StartDate

05/25/2018

By default, the recurring invoice is generated 14 days before the scheduled payment

date.

By marking an existing invoice as recurring, the system handles the creation and
submission of the invoice automatically without user intervention.

NOTE: This feature does not apply to purchase orders (a PO invoice); the command
is unavailable if the invoice is a PO invoice.

P To create a recurring invoice:

1. Locate and open the invoice from which you would like to create a recurring
invoice.

2. Click Actions > Create Recurring Invoice.

nvoice

Office Supplies

Actions = Details -

Upload Image

Recall Invoice

Print b
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The Recurring Invoice Details window appears.

Recurring Invoice Detalls

What is the frequency of this recurring invoice?

I Manthly v

What day(s) of the month is the payment for this recurring invoice due?

| v

How should the Invoice Number be managed?
») Copy Invoice Mumber from current invoice

Copy Invoice Mumbser from current invoice, but add auto-incrementing value as 3 suffixiex.
1234 becomes 1234-001, 1234-002. atz)

When is this recurring invoice effective?

Start: End:

Mote: The recurring invoices will be created 14 days prior to their scheduled payment due
date

m —

3. Complete the following fields:

Field Description

What is the frequency of this recurring In this list, you select how often the
invoice? system should create a recurring invoice.
Select one of the following:

e Monthly
e Twice Per Month
e Quarterly

What day(s) of the month is the payment In this list, you select what day of each
for this recurring invoice due? month the payment for this recurring
invoice should be due.

How should the Invoice Number be Copy Invoice Number from current
managed payment request: This is the default
option.

Copy Invoice Number from current
request, but add auto-incrementing
value as a suffix: SAP Concur
maintains the invoice number, and then
adds a hyphen and number to the end of
the invoice humber to make it unique.
For example, if the invoice number is
1234, then the recurring invoice
numbers that are created from that
template will be 1234-01, 1234-02, and
SO on.

When is this recurring invoice effective? Select the dates between which the
recurring invoice should be in effect.
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4, Click Save.

NOTE: You can also configure a recurring invoice by clicking Actions >
Create Recurring Invoice from the Invoice Details page of an open
invoice.

Make One Time Changes to the Details of a Recurring Invoice

If the Invoice User must make a one-time change to a recurring invoice, they can
open the submitted invoice, select Recall Invoice from the Actions menu, make
the change, and then save and re-submit the invoice with the required change.

NOTE: The next invoice that the system generates will not reflect the one-time
change. The system does not retain a one-time change in the template.

Export Recurring Invoices

The Recurring Invoices list page has a Download as Excel link that works the
same as the Download as Excel link on the My Invoices page, but only exports
recurring invoices.

Once Invoice Owners with the AP User role click the Download as Excel link, all
recurring invoices are selected and exported to an Excel spreadsheet. The export file
will be named, invoices_<date or time stamp>.xml. The spreadsheet will contain the
same fields as displayed on the Recurring Invoices list page.

Reviewing the exported recurring invoices spreadsheet, helps users identify any that
require adjustments made to recurring invoice templates.

[N For more information, refer to the Download Data to Excel section in this
guide.

» To download recurring invoices to an Excel spreadsheet:

On the Recurring Invoices list page, click the Download as Excel link in the lower
right corner of the page.
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Work with Deleted Invoices

Invoice Owners and Invoice AP Users can view their own deleted invoices by
choosing My Deleted Requests from the View menu on the My Invoices page.

My Invoices

Search View: AllMy Invoices w

Wendaor Mame B N
Unsubmitted Invoices

Unsubmitted Purchase Order Invoices

| Anmy invoices

Alert In My Deleted Invoices [] Ini

Invoice Processors can view all deleted requests by clicking on Deleted Invoices in
the Processor menu.

Invoice Manager Create New Invoice Processor = Invoice Capture

Invoice List Process Invoices

Deleted Invoices

Invoices Deleted in theoox @,S

Filter Deleted Invoices Using the View Menu

On the Deleted Invoices page, Invoice AP Users and Invoice Processors can also
filter deleted requests by choosing from the options on the View menu or entering
search criteria into the Search fields.

By default, the list of deleted invoices that appears on the Deleted Invoices page
includes invoices that were deleted within the last seven days. The user or processor
can change this view by clicking View and selecting another option:

Invoice List

Invoices Deleted in the last 7 Days
Search: | Invoice Mame

@ Invoices Deleted in the last 7 Days Vendor Name Invoice Number

All Deleted Invoices vendord 1234134

Invoices Deleted last Month @
Invoices Deleted this Quarter
Invoices Delsted last Quarter
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Search for Deleted Invoices Using Search Criteria

The AP user or processor can search for specific invoices by selecting search criteria
from the available menus and entering search criteria into the Search field.

P To search for deleted invoices:

1.

Navigate to the Deleted Invoices page.

2. Search for the invoice by selecting search criteria such as by vendor name or

by the invoice total.

Invoice List
Invoices Deleted in the last 7 Days
Search: | Invaice Name ~ | | Begins with ~ Q

nvoice Mame

Invoice Name Vendor Name Invoice . ial | Deleted By Deleted Date
r Name
2rd Floor Printer ‘iendor 1224134 00 Admin, Company 05/24/2010

Celeted By

3. Once you find the invoice, open the invoice by clicking it directly, or by

selecting the invoice and then clicking Open Invoice on the Actions menu.

Invoice List
Invoices Deleted in the last 7 Days
e e Ly M

4. Review the deleted invoice. The following options are available to the user:

+ Restore: After selecting the invoice(s) on the Deleted Invoices page,
click Actions, and then click Restore Invoice or click the Restore
Invoice button to return the invoice(s) to your queue.

An AP user or processsor can also restore a deleted invoice by opening the
request and then clicking the Restore Invoice button.

3rd Floor Printer
\J

endor Infermation « nvoice Details View Invoice |:

Policy Invoice Mame: Vendor Invoice Number

3rd Floor Printer 1234134

PO Number Invoice Date Invoice Amount

Amytown, WA
55555 3485 05/24/2010 3,700.00

Status: Mot Submitted
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+ Print: Open the invoice, click Actions, point to Print, and then choose a
print format. The default print format is Invoice; however, your
administrator might have enabled or configured other formats.

Brd Floor Printer

Actions * Details -

«

I

Create Recurring Invoice

+ View Comments: Open the invoice, click Details, and then click

Comments.

3rd Floor Printer

- Audit Trail @

+ View Audit Trail: Open the invoice, click Details, and then click Audit

Trail.

nvoice

3rd Floor Printer

Comments

Anytown, WA
55565

+ View Uploaded Invoice Images: Open the invoice, click View Invoice.
The Imaging service displays any associated images in a window of the

same name.

3rd Floor Printer

formation « Invoice Details

Palicy

Invoice Mame

3rd Floor Printer

Status- Not Submitted

Vendor Invoice Number

1234134
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Work with Images

This section describes how to upload, change, and delete images associated with an
invoice.

Upload an Image for an Invoice
You can upload an image, such as an invoice or W-9 form, for a specified invoice.
This action is restricted to a single invoice at a time since you must open the invoice
to access the Upload Image menu item.
» To upload an image:

1. Open the invoice you want to associate an image with.

2. In the Actions menu, click Upload Image.

nvoice

Office Supplies

3. In the Upload Image window, click Browse and navigate to the folder that
contains the image(s).

Upload Image

For best resulis, scan images in black & white with a resolution of 300 DPI er lower.
Click Browse and select a .png, .jpg. jpeq, .pdf, .tif or .tiff file for upload. 10 ME limit per file

Files selected for uploading:

Mo files selected

Close

4. Select the image file(s) and click Open. Invoice adds the file to a list under
Files selected for uploading.

Files selected for uploading:

MacllX_1 - Copy.jpg Remove
george-s-italian-restaurant copy.jpg Remove
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5. Click Upload to upload the files.

6. Click Close.

NOTE: The process may take a few minutes. The amount of time required to upload
the images depends both on the size of each file and the connection speed.

View an Image for an Invoice

You can view images associated with an invoice from the My Invoices page or from
within the invoice details.

P To view an image from the My Invoices page:

1. Select the invoice whose image you want to view.

Search View: Unsubmitted Invoices w
Wendor Name v Begins with ¥ m
=n
. i i Approval
=] Alert Image Invoice Name~  Vendor Name Invoice Number  Invoice Date Status
| D Mew Computer Wendor1Q 3405723-04 06/24/2019 Mot Submitted-
% Admin, Company
D Manthly paper Vendorf 23457578 05/24/2018 Mot Submitted-
supply Admin, Company

2. Click on the image icon.

Search View: Unsubmitted Invoices
Wendaor Mame T Begins with ¥ m
[som ] o
. X . Approval
= Alert Image Invoice Name~  Vendor Name Invoice Number  Invoice Date Status
o Mew Computer Wendor1d 340572384 05242018 Mot Submitted-
Admin. Company
D Monthly paper endarf 23457578 05/24/2018 Mot Submitted-

supply

Admin, Company

3. The image appears in a separate window. When finished viewing the image,
close the window.
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P To view an image associated with an open invoice:

1.

2.

Open then invoice whose image you want to view.

Click View Invoice.

Computers

2ndor Infarmation
Vendord

Pokic voic -
WE_AA_Code 'olicy Invoice Name

2 - Computers
345 Main 5

Wendor Invoice Number

202482

Status: Accounting Review

The image appears in a separate window. When finished viewing the image,

close the window.

Delete an Image from an Invoice

This action is restricted to a single invoice at a time since you must have the invoice
open to access the Delete Image menu item.

[N

For information about disabling the ability to delete an image from an invoice,
refer to the Concur Invoice: Invoice Settings Setup Guide.

P To delete an image associated with an invoice:

1.

2.

Open the invoice whose image you want to delete.

In the Actions menu, click Delete Image.

Payment Request

Office Equipment

Actions = Details ~
Unassign

&«
Upload Image

Delete Reques{j
Print 3

Change Policy b |8B4ERS

Create Recurring Request  [2E272D
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3. In the Please Confirm window, click Yes to delete the image.

Please Confirm

9 Are you sure you want fo delete the invoice image?

Section 3: Manage Vendors

The Vendor Manager tool is used to view and manage vendor information, help
maintain the integrity of the client’s Vendor Master List and streamline the new
vendor request process to keep invoice cycle time low. The tool can be used to
evaluate new, unapproved vendor requests and maintain an approved vendor list
that is free of duplicate and invalid vendors.

A user with the Invoice Vendor Manager role can use the Vendor Manager tool to
perform the following actions:

Evaluate vendors with a status of Unapproved: Newly added vendor
requests have a status of Unapproved until their validity can be
determined. It is the responsibility of the Invoice Vendor Manager to
evaluate each vendor and take appropriate action. Vendor requests fall
into one of three categories: valid, invalid, or duplicate of an existing,
approved vendor. This document explains how to process vendor requests
in each of these categories.

Maintain the Approved Vendor List: Vendor details can be viewed, W-9
images can be attached or appended, and the number of invoices
attached to the vendor can be determined.

Import Vendors: An on-demand vendor import is available for importing
vendors into the system.

Map Vendors to Defaults: To automate the assignment of vendors, both
expense types and specific Invoice Users can be mapped by default to a
specified vendor.

Approve and Update Vendors: By default, the Create and Approve
Vendors feature is enabled, and the Invoice Vendor Manager can approve
new vendors and update the information for approved vendors.

NOTE: If the Create and Approve Vendors feature is disabled, vendors can
only be approved and updated through the Import Vendors feature.

Review changes made to vendor information: Changes made to a
vendor's information can be reviewed by checking the vendor information
audit trail.

Manage Sanctioned and Invalid Vendors: Manage invoices for vendors
that are identified as having a Sanctioned or Invalid status during BPS
screening.
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Required Roles

The Vendor Manager tool is available to users with the Invoice Vendor Manager

role.

Access the Vendor Manager Tool

You can manage vendors through the Vendor Manager feature.

P To access the Vendor Manager tool:

1. Click Invoice > Vendor Manager.

Expense Invoice

SAP Concur [¢]

My Invoices Create Mew Invoice

Manage Vendors mport Vendors

Manage Default

Approvals

Analytics App Center

‘Vendor Manager

Ezpense Type ‘Vendor Mapping List

The Manage Vendors page appears.

Expense Invoice Approvals  Analytics App Center

SAP Concur [¢]

My Invoices  Create New Invoice  Vendor Manager

Manage Vendors  Import Vendors  Manage Default Expense Type  Vendor Mapping List

Vendors View asvendors

Help ~

<

Profile ~

|| [ Begnsmn [ ] | Q,

Search: | Vendor Name

Vendor Name + VendorCode | Address Code | Address 1 City State/Provin... | Fostal Code | Tax ID | Requesti m... | AppliesTo... | Hasimage |
Vendorl Code  V1_AR Code HE019 Gioba Ho
5 Gioba o
Globs No
Gioba o
Globs o
Displaying 1-50f5 | Sandto Bxcel

Clear lendor Maich
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You can search for specific vendors by combining vendor attributes, a search

operator, and keywords.

P To search for a vendor:

1. Click Invoice > Vendor Manager. The Search fields appear in the upper
left corner above the vendors list.

Search: | Vendor Name

Begins with

2. Select the vendor attribute to search by:

Vendor Attribute

L

Vendor Name (Default)

Description

All or a part of the vendor's name

Vendor Code

All or part of the vendor's code identifier

Address Code

All of part of the vendor's address code identifier

Tax ID

All or part of the vendor's unique tax identification
number

NOTE: The Tax ID will not be encrypted in the database.

3. Select the operator attribute:

Operator Attribute ‘ Description

Begins with (Default) Return vendors that begin with vendor query attribute.

Contains Return vendors that include all of the search criteria in
the order provided.

Ends With Return vendors that end with vendor query attribute.

Equals Return vendors that match the search criteria exactly.

4. Type the search string query in the box provided in the Search area.

Search: | Vendor Name

State/Pro Postal Code  Tax 10

Begins with

Con|

&P

Benouest | Annlies T Has Imane

5. Click D (or press Enter).

The system returns a list of the vendors that match the search criteria.

Vendor Name « Vendor C... | Address ...  Address1 City State/Pro...
Concave (Unapproved) O0B4BB3T... 123 Main Street Seattle WA
Convex (Unapproved) 6EC50TIB. .. 555 State Street Seattle WA
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Section 3: Manage Vendors

Include or Exclude Vendor in Capture Processing

As a Vendor Manager, you can prevent selected vendors from being included in
invoices processed through Capture Processing. This option is only available to
companies using Capture Processing and does not appear if the Capture Processing
feature has not been enabled.

NOTE: The Capture Processing feature is enabled by SAP Concur through an internal
tool.

Preventing selected vendors from being included in invoices processed through
Capture Processing can be useful when there is cross-department billing within a
company and clients have set themselves up as vendors. By filtering these vendors
out of the OCR engine, the capture process becomes more accurate at finding the
correct vendor for the invoice.

Exclude a Vendor from Capture

All vendors are available for capture by default. Use this procedure to exclude one or
more vendors from inclusion in the processed invoice generated by the Capture
Processing tool.
P To exclude a vendor from capture:

1. Navigate to the Manage Vendors page.

2. Search for the vendor that you would like to exclude from capture.

3. In the Actions menu, select Exclude from Capture.

Manage Vendors mport Vendors mport Vendt
e————————

Vendor Name o Lpen Venaoor ot (
Vcheck2

¥ Vchaeck3 \/

Page 1/ 0f2] > ) (]
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All of the vendors that you have excluded from capture are prevented from
being used with the capture service. However, you can manually select an
excluded vendor during the verify process.

USE THE VENDOR IMPORT TO INCLUDE OR EXCLUDE VENDORS
If you import vendors by using the Vendor Import template that is available for

download from the Import Vendors tab, you can enter Y or N in the Vendor
Visible For Content Extraction column to specify whether to include or exclude the

vendor.
A B B,
1 Vendor Code Vendor Name / Vendor Visible For Content Extraction
2 WEMA Vendord M
3 VENB VendorB Y
4 VENC VendorC M

LIST CAPTURE PROCESSING ENABLED AND DISABLED VENDORS

If you would like to filter the list of vendors to either capture enabled vendors or
capture disabled vendors, select Capture Enabled Vendors or Capture Disabled
Vendors from the View menu.

Manage Vendors Import Vendors Import Vendor Acces

Veﬂdo[‘g View: Capture Enabled Vendors -

User Requested Vendors

NSRRI Approved Vendors

Vendor Name a C Capture Enahled\fendors) de

Capture Disabled Vendors

nactive Vendors

Without Bank Information

Mo TZ3900ToT 1239007097 3uuZ

53
133716

B T L N A A A A A A A A VAV VAV VAV VAV ey

L]
L]
L]
L]
C All Vendors
]
L]
L]
L]
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View Vendor Information

Details about a vendor—such as the vendor's name, address
are available on the Vendor Information page.

P To view information about a vendor:
1. Click Vendor Manager.

2. On the Vendor Manager tab, search for the vendor:

, and account nhumber—

+ Use the View menu: Select a filtering option from the list.

IUser Requasted Vendors

m L .
il & Approved Vendors

Wandor Capture Enzbled Vendors

Korxex - - .
Capture Disabled WVendors

nactive Wendors

Without Bank Iﬂ'et on

¢+ Use the Search fields: Search using options in the Search fields (refer
to the Searching for a Vendor section in this document for more

information).

Search: | Vendor Name ~ Beqgins with v

Tax ID Import Date Applies To Group(s)

Has Image

3. Select the vendor.

Vendors View: Approved vendors -

Open Vendor » Actions

Vendor Name

002 - UNIT 002 VENDOR

@nz - UNIT 002 VENDOR:

1000
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4. Click Actions, and then click Open Vendor. You can also open the vendor

Section 3: Manage Vendors

information by double-clicking the vendor row in the list of vendors.

VVendors View: approved vendors *
Open Vendor -

[] Vendor Name a Open Vendor |FE

[] ooz-uniroozy  Decline Vendor 4
View Image

El 002 - UNIT 002 % [_jp|gad |mage [
Print Fax Cover Sheet

[] 1000 Add To Vendor Match |

[ ] 10001 i

[ 1 10002 Activate Vendor h

[ ] 10003 Inactivate Vendor ¥

[ ] 10004 q

By default, a page similar to the following appears.

Vendor_One

Closz m

Actions w

* Indicates required field

Contact Email Telephone Number

Vendor Mame * Vendor Code Address Accounting Code Address 1

|’ Vendor_QCne | 045F2D25F8BB4AEOAFD1AES2F 565C329D02F746F9AD040638CT | 123 Main ST. ‘
Address 2 i Address 3 City éta(a or Province ’
|’ | ‘ | ‘ Anytown ‘ | Maine ‘
;’oslal Code ! ;:urrency - ! ;Rncuum Number ) ;:onlacl First Name )
( | [ usp-us. potar ‘ ~| [o1s228487 ( ]
é:unlam Last Name i 1 :rax D i

Pay Method Type

PO Contact First Name PO Contact Last Name

PO Contact Phone Number

|‘ Client v|

‘: Bob | ‘ Roberts

PO Contact Email

m Canee!

Address Import Sync 1D

620187038A4944488BAF
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If the Create and Approve Vendors feature is disabled, a page similar to the
following appears.

Vendor Information
Actions
General Vendor Information
Vendor Name Vendor Code Address Accounting Code Address 1
Vendor_One 045F2D25F2BB4AEQAFD1AES2FO 565C329D02F746F9AD040638CTF 123 Main ST
1B16A1 8B227
Address 2 Address 3 City State or Province
Anytown Maine
Postal Code Currency
Account Number Contact First Name Contact Last Name Contact Email
019238467
Telephone Number Tax ID Pay Method Type PO Contact First Name
Bob
PO Contact Last Name PO Contact Phone Number PO Contact Email Address Import Sync ID
Roberts 620187032A4944485BAF
3
Close

Export Vendor Data to Excel

The Vendor Manager can export vendor information for unapproved vendors,
approved vendors, inactive vendors, or all vendors to an Excel spreadsheet. The
format of the spreadsheet includes the rows and column headings.

e Only vendors that are visible on the page are included in the output

e Alimit of 12,500 rows is enforced; if the exported list is greater than this,
the system displays a message asking if the export should continue

P To export vendor data to Excel:
1. Click Invoice > Vendor Manager.

2. On the Manage Vendors page, search for the vendors whose information
you want to export.

3. Click the Send to Excel link.

Vendor Manager
Manage Vendors  Import Vendors ~ Manage Default Expense Type  Vendor Mapping List
/fendors view an
Open Vendor ¥ Search: | Vendor Name v | |Beginswith | v Q|
[] Vendor Name Vendor Code Address 1 State/Provi... | Postal Code | Tax ID Request/l... | Applies To... Has Image
] _Vendor 1 STA0EDIEC . 46721 10122018 Global No
[ Vend C1C08B021 10r2/2018  Global No
[] Vendor 3 B¢ C A, 10122018 Global No
0 ve FasEasic 10122018 Global No
O ve 304603362 101212018  Global No
Page| 1] of1 [} Displaying 1-5 of §
To match vendors, drag a user-requested (unapproved) vendor To match vendors, drag an approved vendor here.
here.
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The vendor information is saved to an Excel spreadsheet and downloaded to

the local system.

Vendor Code | Address Co.
5740EDOEC.
€1C08B021
g .

cooogo

3G46D3362... 567

o
Q

To match vendors, drag a user-requested (unapproved) vendor
here.

=6

Vendors_20181012...xls

3

. | Appiies To ..
Giobal
Global
Global
Global
Global

Displaying 1-5 of 5

To match vendors, drag an approved vendor here.

Clear Vendor Maich

Q)

Has Image
No
No
No
No
No

Send to Excel

The Excel file contains columns for all fields that appear on the Vendor
Information page regardless of whether the fields contain information.

Al

fe | Vendor Code

-

1

A
\Vendor Code

B
_Vendor Name

Tax ID

D E -

-

2 EC9B056D238E4CE0822EGE- Concave

Default Expense Type Na Address Accounting cad;E

3 | 48EC54F9FBFC4D82A22E461 Brooks Dev 12

H_4» M| Vendor Import /%3

"887493

10l

Ready | &3 |

3
1] =) 100% (=) L) (+)

Add and Approve Vendors

By default, the Vendor Manager can add and approve new vendors. This feature can

be disabled by the Invoice Admin.

Create and Approve Vendors Feature

The Create and Approve Vendors feature enables Vendor Managers to approve
vendors. This feature is enabled by default and can be disabled by a user with the

Invoice Admin role.

P To disable the Create and Approve Vendors feature:

1. (Invoice Admin only) Click Expense Settings or Expense & Invoice

Settings or Invoice Settings.

2. In the Product list, click Invoice.

Settings

3 Access To Concur

Expense
| Invoice

Y

Request
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3.

4,

In the Policy section, on the Invoice Approvals tab, click Edit.

Invoice Approvals Edit

Customize the process for approving payment requests.

The Approval Routing page appears.

Approval Routing Need help?
This is where you define how Invoice will route invoices for approval. @ How it works

oApprDvachulwlg 2 | Custom Workflow Setup | 3 = Cost Object Approver List

Save

Step 1: Select your approval routing

After your employees submit a payment request for approval, who should it go to?
O Processor
Show me an example
(® Manager > Processor
Show me an example
O Manager > Authorized Approver > Processor
Show me an example
() Manager > Manager's Manager (up to 5 levels) > Processor
Show me an example
O Custom workflow.

After your employees submit a Purchase Order-based payment request for approval, who should it go to?
@ Processor
Show me an example

O Apply the same approval routing as regular payment request (what is selected above)

Step 2: Ghoose workflow preferences

Sometimes invoices need to be approved by a manager outside the regular approval route. You can choose whether employees, managers, or both are allowed to select additional approvers for the request. You can also
define when a pending approval Payment Request expires and reroutes to the approver's manager or assign the invoice to the Purchase Request Owner or all of the above.

Allow managers to add ancther approver to the list.

[ Allow employees to add another approver to the list. -

In the Step 2: Choose workflow preferences section, uncheck (disable)
Enable Create and approval for Invoice Vendor.

Step 2: Choose workflow preferences

Somatimes invoices need fo be approved by a manager outside the regular approval route. You can choose whether employees, managers, or both are sllowsd to select additional approvers for the request. You can also
define when a pending approval Payment Request expires and reroutes to the approver's manager or assign the invoice to the Purchase Request Owner or al of the sbove

¥ Allow managers to add anothar spprover to the list.
Allow employees to add another approver to the list

| Set Panding Approval expirstion and route to mansger sfer (in days)| 10
Assign invoice o Purchase Request Owner
Allow Invoice Processors to Process their own Invoices

d vendior payment email notifisstinns for Check and AGH Goneur Invaice Pay types

( @abe Create and approval for I'weoe\fer‘dol)
times emplovees went o make changss to 3 sefuest they have already submitied. You can choose whether empioyees can recall a request.

¥ allow employees to recall requests.

NOTE: If the Create and Approve Vendors feature is disabled, vendors must be

imported to be approved. Refer to the Import Vendors section of this
document for more information.
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» To add a new vendor:

Section 3: Manage Vendors

1. On the Manage Vendors page, click Open Vendor > Request New

Vendor. The New Vendor page appears.

New Vendor

@ Vendor Name *

Address 2

Postal Code

Contact Last Name

Pay Method Type

PO Contact Email

Cancel

Vendor Code

Address 3

Contact Email

PO Contact First Name

Address Import Sync ID

Address Accounting Code

Telephone Number

Account Number

PQ Contact Last Name

Close

* Indicates required field

Address 1

State or Province

Contact First Name

Tax ID

PO Contact Phone Number

2. Fill in the desired fields. If any of the fields are required, you must fill in those
fields before submitting the form.

3. Click Submit For Approval. The new vendor appears in the vendor list with
a status of Unapproved.

Manage Vendors

\Vendor Manager

mport Vendors

Manage Default Expense Type

‘Vendor Mapping List

W ™ ]
Vvenaors
Cipan Vendor ¥ Sel Buyer Contact
| wendor Hama Addraza 1 Clty State/Proving... | Poatal Code
[ Vendor2 (Unapprowved) )
P To approve an unapproved vendor:
1. Select the vendor you want to approve.
Manage Vendors  Import Vendors ~ Manage Default Expense Type  Vendor Mapping List
Vendors View: User Requested Vendors +
Open Vendor m Search: Vendor Name v | | Begins with | v Q
[_1_vendor Name Address 1 City State/Pro... | Postal Code | Requestor | Requeste... | Request... | EarliestP... | Applies T... | Has Image
123 Main ST Anytovm Administra... 111282018 0 Global No
{1 Vendor3 (Unapproves) 397 Main ST Owmer, Inv... 1112812018 0 Global Ho
[[] Vendor_3 (Unapproved) 948 Main 5T Anytovm Administra.  11:29/2018 0 Global Ho

Concur Invoice: Administration User Guide for Standard Edition

Last Revised: August 11, 2023

© 2004 - 2024 SAP Concur All rights reserved.

37



Section 3: Manage Vendors

2. On the Actions menu, click Open Vendor.

Manage Vendors  Import Vendors ~ Manage Default B

"\,#"e N d Ors View: User Requesied Vendors ~

enaor Name e ol I

Vendor N Open Vendo City
v 'endor napp n
[¥] Wendorl (U i Anyt

o View Image
[[] Wendor_3 (Unapy Anyt
- Upload Image

Print Fax Cover Sheet

Add To Vendor Match

3. Review the vendor information and then click Save and Approve.

Vendorl T

Actions w

* Indicates required field

Vendor Name * Vendor Code * Address Accounting Code * Address 1

| Vendort | | ADOSCE1FFITE47818FTDCIECT | | 05CBBBOACTCA4FF9839410D737| | 123 Main ST |
Address 2 Address 3 City State or Province

| | | [antoun | |
Postal Code Currency * Account Number Contact First Name

\ | [ usp.us, Dollar ‘v‘ \ | |
Contact Last Name Contact Email Telephone Number Tax ID

\ | | | | 5555555555 | | |

Pay Method Type PO Contact First Name PO Contact Last Name PO Contact Phone Number
| Card o || || \
PO Contact Email Address Import Sync 1D

| | | 339EE27625434971

Save And Approve [(EUrS

Update Vendor Information

By default, the Vendor Manager can update vendor information for unapproved and
approved vendors. If the Vendor Manager updates vendor information for an
unapproved vendor, the vendor will be approved when the vendor information is
saved.
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NOTE: If the Create and Approve Vendors feature is disabled, the Vendor Manager
can only update unapproved vendors and the vendor is not approved upon
saving the information. When Create and Approve Vendors is disabled, vendor
information for approved vendors can only be updated by importing updated

vendor data.

P To update vendor information for an unapproved vendor:

1. Select the vendor whose information you want to update.

Manage Vendors  Import Vendors ~ Manage Default Expense Type  Vendor Mapping List

Vendors view UserRequested Vendors ©

openveor+ | vk + | Sear | venorNare < [ossrawr [~
[l Vendor Name Address 1 City State/Pro... | Postal Code | Requestor | Requeste... | Request... | EarliestP... | Applies T...
Vendor1 (Unapproved) 123 Main 5T Anytovm Administra_. 1128/2013 0 Global
[ Vendor3 (Unapproved) 397 Main 5T Owner, Inv... 11282013 0 Global
[[] WVendor_3 (Unapproved) 948 Main 5T Anytovm Administra 11/29/2018 0 Global

Has Image
No
No
Mo

Q

2. On the Actions menu, click Open Vendor.

Manage Vendors Import Vendors Manage Default g

\.'.-"er] dc 'S View: User Requested Vendors ~

Open Vendor *

[] Vvendor Name @ City

Vendor! (Unapp Diacling Wendar Anyt

[] wendor3 (Unappi View Image

[] WVendor_3 (Unapj Anyt
Upload Image

Print Fax Cover Sheet
Add To Vendor Match

3. Update the information as needed.
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4. Click Save and Approve.

Vendori

Vendor Name * Vendor Code *

Close Save And Approve

Actions w

* Indicates required field

Address Accounting Code * Address 1

| Vendor1 | | ADOSCETFF17EA7618F7DCIECL| | 05CBBG0ACTCH4FF9839410D73 | | 123 Main ST |
Address 2 Address 3 City State or Province

| | | (apoun | |
Postal Code Currency * Account Number Contact First Name

\ || USD-US, Dollar ‘ v ‘ \ | \
Contact Last Name Contact Email Telephone Number TaxID

| | 555.555.5555 || |

Pay Method Type

PO Contact First Name

PO Contact Last Name PO Contact Phone Number

‘ Card " ‘

PO Contact Email

\ |

Address Import Sync 1D

339EE2762543497FA49C

NOTE: If you do not want to approve the vendor, click Close. The vendor
information will not be updated.

P To update vendor information for an approved vendor:

1. Find the vendor whose information you want to update by filtering the vendor
list by approved vendors or by using the search fields to filter the vendor list.

Manage Vendors

Import Vendors

UE‘ il l:l Ors View: Approved Vendors »

Manage Default Expen

User Requested Vendors

[] Wvendor Name a Inactive Vendors dress Cod
[] Bergsoft All Vendors rgs012345.
Convene ) B inven12345
[ Without Bank Information
[] Grapple appl123456
|:| Ravelk 36759 Ravelk123454
|:| Vendorz CO95EBSTZDE... 09TES94A195
—/ cann —ana s aonan
2. Select the vendor whose information you want to update.
Vendors View: Approved Vendors +
w Search: | Vendor Name :‘
; ‘Vendor Name » ‘Vendorcnde Address Code | Address 1 City State/Provinc... | Postal Code Tax ID |
£ comne e oo =
; Grapple 34567 Grappl123456. Anylown
L Ravelk 56789 Ravelk123456. Anytown
[#] Vendorz \ C96BB8720B. 097E594A196. 235 Main ST Anytown
: Bvendwmamesm 5100 5100 234 Main ST 55378
D vendomame5101 5101 5101 345 Main ST 55378
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3. On the Actions menu, click Open Vendor.

Manage Vendors  Import Vendors ~ Manage Defau

\\'a"e n C| Ors View: Approved Vendors v

Acfions »

[[] Vendor Name + Add|
[] Bergsoft Decline Vendb Berg
[] Convene View Image Con
Upload | e

[] Ravelk pload mage Ravel

Print Fax Cover Sheet 097H

[] vendornames10{  Add To Viendor Match 5100
10 5101

[[] wendorname510 Activate Vendor 5102
_____ 10 Inactivate Vendor 5103
[] wendorname510 30 5104
[] wendorname5105 5105 5105

4, Update the information as needed.

5. Click Save.

Vendor2 Close

Actions w

* Indicates required field

‘Vendor Name * ‘Vendor Code Address Accounting Code Address 1

[ vendor2 | | coeBBeT2DBAAET08T74D5479E 097E594A196A428ABCF75CFFOE | | 235 Main ST |
Address 2 Address 3 City State or Province

| | | oo | |
Postal Code Currency * Account Number Contact First Name

| | | usb-us, polar |v‘ | [ |
Contact Last Name Contact Email Telephone Number Tax ID

| | | | 5550005555 | |

Pay Method Type PQ Contact First Name PQ Contact Last Name PQ Contact Phane Number

| nt il | | |
PO Contact Email Address Import Sync ID

| | | op47143DA5944A9BA1CT

m Caneel

Review a Vendor's Audit Trail

Clients with the Create and Approve Vendors feature enabled can track any changes
made to a vendor record by reviewing the Audit Trail page within the vendor's
information page. For example, when a vendor is approved or updated by the Vendor
Manager, the actions are added to the vendor information audit trail.
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P To view the vendor information audit trail:

1. On the Manage Vendors page, select the vendor whose audit trail you want
to view, and then select Open Vendor on the Actions menu.

Manage Vendors Import Vendors Manage Defaul

Vendors view: ailvendors

Vendor Name & Open Vendor .h

Vendor_6 (Unap Decline Venda ard..

peendors View Image HE
de

o Upload Image e

Print Fax Cover Sheet de
Add To Vendor Match de

Vendors

O
|
|
O

2. On the vendor information page, select View Audit Trail on the Actions

menu.

<

<

g Close Save And Approve

<

3 Actions w

< .

§ * Indicates req View Image
éAddress 1 Upload Image

§| Print Fax Cover Sheet
< View AuditTrail

3 State or Province A

<

g |
</WWVWWVWWVWWWVWWVWVV\

The audit trail for the selected vendor appears.

Vendor_6 Audit Trail x
Unapproved
Download Audit Trail
Date/Time Updated By Action Location Field Label Previous Value New Value
02/2212019 11:30:23 am Vendor, Manager PostVendorV4AR| Vendor Code 9168E60061874FC58E12165F7253A985
02/2212019 11:30:23 am Vendor, Manager PostVendorV4AR| Vendor Name Vendor_8
02/2212019 11:30:23 am Vendor, Manager PostVendorV4ARP| Address Accounting Code 694B53681B7544E8BB5658A1DDCB76D0
02/2212019 11:30:23 am Vendor, Manager PostVendorV4ARP| Pay Method Type CLIENT
02/2212019 11:30:23 am Vendor, Manager PostVendorV4ARP| approved false
02/2212019 11:30:23 am Vendor, Manager PostVendorV4ARP| deleted false
02/2212019 11:30:23 am Vendor, Manager PostVendorV4ARP| visibleForContentExtraction true
02/2212019 11:30:23 am Vendor, Manager PostVendorV4ARP| imageAvailable false
02/2212019 11:30:23 am Vendor, Manager PostVendorV4ARP| Vendor includes VAT in Unit Price false
02/2212019 11:30:23 am Vendor, Manager PostVendorV4ARP| Address Import Sync ID D67CF459AC 1349088561
Close
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3. (Optional) Download the audit trail to a comma-separated (.csv) file by
clicking the Download Audit Trail link.

>

Vendor_6 Audit Tralil 3
Unapproved g
Download Audit Trai g
2

g

S

Date/Time Updated By >

2

02/22/2019 11:30:23 am Vendor, Manager ;

2

0212212019 11:30:23 am Vendor, Manager

Create Custom Fields for Vendor Pages

Custom fields can be added to Concur Invoice vendor pages. Custom fields are
created on the Custom Fields page in Product Settings and display on the New
Vendor and Vendor pages in Concur Invoice.

When creating a custom field, admins can specify the copy-down sources for the
custom fields on invoices, enabling them to choose whether custom fields should
copy from the user profile to the Invoice Header or from the vendor record to the
Invoice Header.

When an admin adds a custom field through the Custom Fields page in Product
Settings, the field is added to the New Vendor page when a vendor manager or end
user creates new vendors, and on the vendor information page for existing vendors.

NOTE: Existing custom fields will not automatically be added to the vendor page. The
admin must first visit the Administration > Invoice Settings > Custom
Fields page. Visiting the Custom Fields page prompts the system to add the
preexisting custom fields to the vendor page.

[ For more information about creating custom fields, refer to Shared: Custom
Fields Setup Guide for Concur Standard Edition.

> To view custom fields on the New Vendor page:

1. Click Invoice > Vendor Manager.
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SAP Concur Requests  Expense Invoice Approvals

Invoice Manager  Create New Invoice ~ Processors  Invoice Caplure  Payments~ | Vendor Manager

B

Invoice Manager
ACTIVE INVOICES

2 6 23 14

Unverified Capture Unassigned Invoices All Unsubmitted Invoices All Unapproved Invoices

A\ Over 48 Hours: 2 & Over 12 Hours: 6 A Over 3 Days: 23 A Over 5 Days: 14

2. Click Open Vendor > Request New Vendor.

Invoice Manager Create Mew Invoice Processor~ Invoice Capture Payments Vendor Manager

Manage Vendors Import Vendors Manage Default Expense Type  Vendor Mapping List

Vendors View User Requested Vendars «

Open Vendar =

| Address 1 City State/Province/R... | Postal Code Requestor

Administrator, Ca...

Administrator, Co...

[] Vendori (Unspproved) Administratar, C:
[] Vendor_& (Unapproved) Administrator. Co...
[] Vendori7 {Unapproved) Common, Susan
[] Vendor 17 (Unapproved) Washingtan Common, Susan

The custom field is included on the New Vendor page.

New Vendor cioss

* Required field

@ Vendor Name * Vendor Code Address Accounting Code Address 1

[ ) | J ) )

Address 2 Address 3 City
{ )1 J J
State or Province Postal Code Currency * ‘Account Number
] 1 J [ Search for Currency ‘ v [ |

Contact First Name

Contact Last Name Gontact Emai Telephone Number Tax ID

Pay Method Type PO Contact First Name. PO Contact Last Name PO Contact Phone Number

| None Selected v | | |
FO Contact Emai Address Import Sync 1D Department
| | || Mone Selected v
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The custom field is also included on the page for existing vendors.

Vendor1 Close m

Actions v
* Required field
Vendor Name * Vendor Code Address Accounting Code Address 1
Vendor1 1mn 11111 11111 One Rd
Address 2 Address 3 City
First City
State or Province Postal Code Currency * Account Number

111 USD-US, Dollar ~ 1111

Contact First Name
Adam o

Contact Last Name Contact Email Telephone Number Tax ID
One 1@1.com +15555555555
Pay Method Type PO Contact First Name PO Contact Last Name PO Contact Phone Number

Client v

[J Is Billable? (Invoice)

m canee

PO Contact Email Address Import Sync ID Department

91E9A4DTBEB3419E8860 None Selected v

Add Vendor Banking Information to Vendor Form

The Invoice Admin can configure the New Vendor form to display the Vendor
Banking Information section. The visibility of the Vendor Banking Information
section can be configured for Invoice Owners only, Vendor Managers only, or both
Invoice Owners and Vendor Managers. This section can be added to the form for all
Invoice Owners or Vendor Managers, or the visibility can be based on which Invoice
Policy Group the Invoice Owners or Vendor Managers are assigned to.

B For information about the Vendor Form Configuration option that adds this
capability, refer to the Shared: Policy Groups Setup Guide for Concur
Standard Edition.

How It Works

The Vendor Banking Information option can be set to one of the following:

¢ Hidden: The Vendor Banking Information section does not appear on
the form.

¢ Required: The Vendor Banking Information section appears at the
bottom of the form, and all the fields that are marked with a red asterisk
(required fields) must be filled out before the form can be submitted for
approval.

¢ Optional: The Vendor Banking Information section appears at the
bottom of the form but entering banking information is optional and the
form can be submitted for approval without banking information.

Concur Invoice: Administration User Guide for Standard Edition 45
Last Revised: August 11, 2023
© 2004 - 2024 SAP Concur All rights reserved.



Section 3: Manage Vendors

If the Invoice Admin configures vendor banking information to be visible, the banking
information fields appear at the bottom of the New Vendor .

New Vendor

@ Vendor Name *

Vendor Code

Address Accounting Code

Close

* Indicates required field
Address 1

[

) |

Address 2

Address 3

city

State or Province

Postal Code

© Currency *

Account Mumber

Contact First Name

‘ [ Search for Currency

Contact Last Name

Contact Email

Telephone Number

Tax ID

Pay Method Type

PO Contact First Name

PO Contact Last Name

PO Contact Phone Number

M ‘ ‘

PO Contact Email

Address Import Sync ID

Vs
Banking Information

Account Name

Country

Currency

N

* Indicates required field

j‘ ‘ UNITED STATES

-

‘: uso

Bank Name

Account Mumber

Routing Number

Type

Cancel

Filter Vendors Without Banking Information

You can filter the list of vendors so that only vendors without banking information
are displayed. This feature makes is easier for the Vendor Manager to identify and
update vendor forms that do not have banking information.

Manage Vendors Import Vendors Manage Default Expense Type  Vendor Mapping Lig
S
Vendors view: allvendors - g
User Requested Vendors g
Open Vendor *

il Approved Vendors 3;
[[] vendor Mame s Inactive Vendors Address Code Address 1 >
1 r- .- E i = g ST }
‘iandor1 (Unapp ® Al Vendors E. 05CBa80ACTCE... 123 Main }
endor2 - A OOTESS4A106A4... 235 Main 5T 5
vendomame5100 SISSEES SIS 5100 234 Main ST 5
wvendormameS101 5101 5101 345 Main 5T e
- -, — — i

ngog 102 102 N =
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Deactivate and Reactivate a Vendor

Vendors can be deactivated and reactivated. Deactivating a vendor prevents the
vendor from being associated with new invoices. For example, the Vendor Manager
might want to deactivate a vendor that is no longer in business, has merged with
another vendor, or when issues arise with financial transactions. Deactivating a
vendor does not delete the vendor from the system, and a deactivated vendor can
be reactivated.

NOTE: Only an approved vendor can be deactivated and reactivated; unapproved
vendors cannot be deactivated.

When the Vendor Manager deactivates a vendor:

e The vendor is marked with the status Inactive in the vendors list on the
Manage Vendors page.

e The deactivated vendor can no longer be selected when creating a new
invoice.

e The vendor no longer appears when filtering the vendor list by choosing
Approved Vendor on the View menu.

¢ All invoices currently associated with the deactivated vendor require a new
or different vendor; the system will prompt the user to select a vendor.

¢ The vendor can be reactivated.
Deactivate a Vendor
The Vendor Manager can deactivate one or more vendors.
P To deactivate an approved vendor:
1. On the Vendor Manager page, click Manage Vendors.
2. Perform a search to return the vendor(s) you want to deactivate.

3. Check the box next to the vendor(s) you want to deactivate.
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4. On the Actions menu, click Inactivate Vendor.

All Vendors

Group: Global

=n

EIE Open Vendor
Zones

Decline Vendor

View Image

Upload Image

Print Fax Cover Sheet
Add To Vendor Match

Activate Vendor

Inactivate Vendor

S

The vendor is marked Inactive and cannot be selected when creating new
invoices.

All Vendors
Group: Global

£

[] vendor Name s

[] Zon eﬂlnacﬁue] )

Filter for Deactivated Vendors
You can filter the vendor list so that only deactivated vendors appear.
» To filter for inactive vendors:
1. On the Vendor Manager page, click the Manage Vendors tab.

2. On the View menu, click Inactive Vendors.

All Vendors

Group: Global

User Requested Vendors

Approved Vendors
Inactive Vendors *b
@ All Vendors

The system returns a list of vendors who have been inactivated.
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Reactivate Deactivated Vendors
» To reactivate a vendor:
1. On the Vendor Manager page, click Manage Vendors.
2. Perform a search to return the vendor(s) you want to reactivate.
3. Select the vendor(s) to reactivate.

4. On the Actions menu, click Activate Vendor.

All Vendors
Group: Global
Co =
Vendor | Open Vendor Vendor Code
Zones || 1143
View Image

Upload Image
Print Fax Cover Sheet
Add To Vendor Match

| b |

The vendor appears in the list when All Vendors or Approved Vendors is
selected in the View menu, and the vendor can be selected when a new
invoice is created.
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Match a Vendor

When new vendors are requested, the Vendor Manager evaluates the request to
ensure it is valid. If an unapproved (requested) vendor is found to be a duplicate of
an existing approved vendor, the Vendor Manager can match the two vendors.

Manage Vendors mport Vendors Manage Default Expense Type  Vendoer Mapping List

(

All Vendors e
Group: Global

m Search: Vendor Mame Begins with

|:| Vendor Name s Vendor C... | Address ... | Address 1 City State/Pro... | Postal Co...  TaxID Request /...  Applies T... HasImage

|:| Concave (Unapproved) OB4BBET... 123 Main Street Seattle WA 98007 43214321 01122015 Global No ~
|:| Convex (Unapproved) G6ECS079... 555 State Street Seattle WA 98077 7592875 01/12/2015  Global Mo

|:| Lapland Fur (Unapproved)  3FF360AD... 3434 1st Street Seattle WA 98077 2983403 01/12/2015  Global Mo

0

Mew Vendor Name (Una. 8CE31404 123 Peach Street Atlanta Georgia 01/12/2015 Global No
Page 1| of1

Displaying 1- 4 of 4

e [

/\ IMPORTANT: An incorrect matching of vendors cannot be unmatched.

P To match an unapproved vendor to an existing approved vendor:
1. On the Vendor Manager page, click Manage Vendors.

2. On the View menu, click All Vendors so that both approved and unapproved
vendors appear in the list.

3. To match the vendors:

+ New unapproved vendor: Drag the unapproved vendor row to the
"user-requested" (left side) box at the bottom of the Manage Vendors
page.

You can also select the vendor request and click Add to Vendor Match

from the Actions menu. The vendor request is directed to the correct
box.
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Vendors view:  Alvendors -

Vendor Name Open Vendor L Code
Decline Vendor M_Cod
View Image TOADD

Upload Image

\ ré_Ced
Wendord vamaerd_Ced

+ Existing, approved vendor: Drag the approved vendor row to the
"approved vendor" (right side) box at the bottom of the Manage
Vendors page.

You can also select the vendor request and click Add to Vendor Match
from the Actions menu. The vendor request is directed to the correct
box.

Vendors Mew Aivendors

ol

Gu match vendors, drag an approved vendor nere)

4. (Optional) If the match is incorrect, click Clear Vendor Match.
5. Click Match Vendors.

Matching the unapproved vendor request to the existing, approved vendor
updates the system so all invoices that previously referenced the unapproved
vendor are updated to reference the existing, approved vendor and the
unapproved duplicate vendor request is deleted.
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Decline a Vendor Request
The Vendor Manager can decline unapproved vendor requests. If a vendor request is
declined, any invoices associated with the declined vendor are sent back to the
invoice owner who submitted them.
P To decline a vendor:

1. On the Vendor Manager page, click Manage Vendors.

2. Locate the vendor using one of the following methods:

¢+ Select User Requested Vendors from the View menu.

3 =

User Requested Vendors

Approved Vendors
Capture Enabled Vendors
Capture Disabled Vendors

ol

Inactive Vendaors
& All Vendors

¢ Search by using options in the Search area

| Refer to the Searching for a Vendor section in this document for more
information.

3. Select (enable) the check box next to the vendor you want to decline.

4. 1In the Actions menu, click Decline Vendor.
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Vendors view

(] Fat=al KVl (a1

User Requested Vendors =

[#] Vendor Name

Mana

g

Defad

=

@ Vendor!l {Un ||
‘iew Image @

Upload Image
Print Fax Cover Sheet

Add To Vendor Match

Section 3: Manage Vendors

Invoice removes the vendor record from the Vendor Master list. If invoice(s)
are associated with the declined vendor, the Vendor Manager is prompted for
a comment to guide the originator/submitter to choose a valid vendor.

If an invoice has been submitted and the vendor request associated with the
invoice has been declined, the invoice is returned to the owner to be updated

with a valid vendor.

The returned invoice appears in the invoice owner's list of unsubmitted
invoices. If the invoice owner attempts to resubmit the invoice without
updating the vendor, the Submit Status message appears. Click OK to select

another vendor.

Submit Status

The wendor originally assigned to this invoice was declined by your organization's Wendor Manager. ou must
select another vendor prior to submiting this request

Assign a Default Expense Type to a Vendor

An approved vendor can be associated with a default expense type so that, when an
invoice is received from the vendor, the designated expense type is automatically

assigned to the invoice.

NOTE: Only approved vendors can be assignhed a default expense type.
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Benefits

In most cases, a single vendor has a routinely associated account code choice. For
example, Vendorl provides office supplies to Company A. As such, invoices from
Vendorl are routinely assigned the Office Supplies expense type.

By assigning a default expense type to Vendorl, Company A ensures that the correct
expense type is always assigned to Vendorl invoices and makes invoice processing
more efficient by reducing the number of steps required to process Vendorl invoices.

Assign Default Expense Types to Vendors

There are two ways to assign default expense types to vendors:

¢ The Vendor Manager can assign default expense types to one or more
approved vendors through the Manage Default Expense Type page.

e The default expense type can be included in the Vendor Import file so that
it is added to Concur Invoice when the vendors are imported.

L For more information, refer to the Concur Invoice: Invoice Vendor
Import (On-Demand) User Guide.

P To assign default expense types through the Manage Default Expense
Type page:

1. On the Vendor Manager page, click Manage Default Expense Type.

2. Select (enable) the check box for the vendor for whom you want to assign a
default a default expense type.

Administration = | Help ~

SAP Concur @ Requests Expense Invoice Approvals Analytics App Center

Profic - &

Assign Inveices  Processer = nvoice Capturs  Payments = Viendor Manager

Manags Vendors  Import Vendors  Manage Defauli Expense Type  Viender Mapging List

Assign Default Expense Type [l Remove Default Expense Type Search: | Vendor Name | | Begins with ~

Vendor Name «

D

Address Code Default Expense Type
V1_AA_Code
V2_AA_Code
V3_AA Code
4 AR Cods

V5_A%_Code

-u
o
@
]
a

0

Displaying 1 - 5 o 5
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3. Click Assign Default Expense Type.

Manage Vendaors mport WVendaors Manage Default Expense Type

Assign Default Expense Type Remove Default Expense Type
L | Vendor Name s h

L vendar|

4. In the Expense Type Helper, select an expense type from the list and then
click Assign.

NOTE: You can also filter the list of expense types by entering the first few
letters of the expense type name in the Starts With field.

Expense Type Helper x

Click an Expense Type from the list below te be set as a default
for the chosen Vendor(s).

Starts With:
office supplies Q
0
Advertising

Office Computer

Office Equipment

Office Rental

Office Supplies

Undefined

Utilities

Page 1| of1

O

Assign Cancel

The assigned expense type appears in the Default Expense Type column on
the Manage Default Expense Type page.

Search: | Vendor Name w | | Begins with ~

[[] Vendor Name « Vendor Code Address Code

Vendar]

Vendor]_Cade Vendor]_Address_Cade
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NOTE: A default expense type can also be assighed to a vendor or vendors
during vendor import by adding the desired expense type to the
Default Expense Type Name column in the Vendor Import template.
The expense type name must match an existing expense type in
Concur Invoice.

L] For more informatin, refer to the Concur Invoice: Invoice Vendor
Import (On-Demand) User Guide for Concur Standard Edition.

Assign a Default Invoice Owner to a Vendor

A vendor can be associated with a default Invoice Owner so that an invoice is routed
to the specified employee automatically. This ensures that an association is made if
one is not specified through import or another method.

Default Vendor Owner Assignment and Capture Processing

When you map an employee to a vendor, invoices for that vendor are automatically
assigned to the employee when the invoice is created on extraction in Capture
Processing.

[ For more information refer to the Capture Attention To section of Configuring:
Exception Email Address and Instruction Text Options section in the Concur
Invoice: Capture Processing Internal (Client-Managed) Setup Guide.

NOTE: This association may be superseded by system rules or other assignment
configurations - for example detection of an invoice owner through the login
ID, email, employee ID, or invoice owner fields in the invoice import.

» To associate a default invoice owner to a vendor:

1. With the Vendor Mapping List tab open, search for the vendor or vendors to
associate to an invoice owner.

+ Vendor Name or Code: The unique code assigned to the vendor, or the
name of the vendor, matched to all or part of the name or code (Begins
With, Contains, etc.)

+ Employee First or Last Name: The name, first or last, of the currently
assigned Invoice Owner, matched to all or part of the name (Begins With,
Contains, etc.) This lets you re-assign to a new owner.

NOTE: User-requested and deleted vendors do not appear for matching.

2. Click the magnifying glass (l:l) icon to begin the search.
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3. Select one or more vendors that you want to assign (or re-assign) to an
Invoice Owner.

NOTE: If a vendor is already assigned a default owner and you assign a
different owner to the vendor, the previous owner is removed from

assignment to the vendor.

Manage Vendors Import Vendors Manage Default Expense Type  Vendor Mapping List

Begins with more

Assign Default Invoice Owner Remove Default Invoice Owner Search: | Vendor Name
Invoice Owner

¥] Vendor Name endor Code ress Code
[#] Vendor N: Vendor Cod Addi Cod
V| ore Spaces here

[¥] More S h 1147 1147

4. Click Assign Default Invoice Owner. The Employee Helper window
opens. Enter the search criteria based on the selection in Search Field (Last

Name, First Name, Email Address, or Logon ID).

Employee Helper

Select the field to search by, and then enter the first few letters to
search for.

Search Field:

Email Address

Starts With:

ss@concave.com

Smith, Sam (ss@cencave.com)

LR

Page 1| of1

m') Cancel

5. To assign the new Invoice Owner to the vendor, click Assign. This association

now appears in the Invoice Owner column in the list table of vendors.
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Manage Sanctioned or Invalid Vendors

SAP Concur performs offline screening of vendors (suppliers) within Concur Invoice
Vendor Management using the SAP Business Partner Screening (BPS) solution. The
BPS solution is used to prevent prohibited vendors in embargoed countries or
regions, or in sanctioned entities listed by the various applicable government
agencies, from performing business activities with SAP products.

The SAP Export Control and Sanctions Compliance policy prohibits the use of all SAP
products and services in, from, or in support of, any business activities in locations
where SAP products and services are not available. Review the policy for a list of
affected countries/regions and currencies.

Review Vendor Screening Status

On the Manage Vendors page in the Screening Status column, Vendor Managers
can monitor the screening status for vendors.

Begins with v Q
pup(s) Has Image /Screening Status h
No Sanctioned
No Invalid
No
No \_ Y,

The Screening Status column displays three status results based on BPS screening:

e Sanctioned: Vendors that are identified during screening with ETS1
(individual/entity located in an embargoed country or region) or ETS4
(sanctioned individual/entity).

NOTE: A Sanctioned status for a vendor record cannot be changed by the
client. Only an authorized Concur Admin can modify a Sanctioned
status for a vendor record.

e Invalid: Vendors that have incorrect or insufficient vendor data.

If a vendor has an Invalid status, the vendor record needs to be reviewed and
updated. Once the vendor record has been updated for proper BPS screening,
the status will change from Invalid to blank and users will be able to submit
invoices for this vendor.

e Blank: Vendors that currently do not meet the criteria for Sanctioned or
Invalid statuses. Users can submit invoices for vendors with a blank status.
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NOTE: A Sanctioned status for a vendor record cannot be changed by the client. Only
an authorized Concur Admin can modify a Sanctioned status for a vendor
record.

NOTE: When a vendor’s screening status is changed, this change will be logged and
documented in the audit trail.

Understand the End-User Experience

When users try to submit an invoice for vendors that are identified as having a
Sanctioned or Invalid status during BPS screening, invoice submission will be
blocked.

SANCTIONED VENDORS

When users try to submit an invoice for a vendor with a Sanctioned status, users will
see the following message display:

The selected vendor contains a country/region or an entity in which SAP does not
support. For additional information, please review the SAP Export Control and
Sanctions Compliance policy statement on our website.

INVALID VENDORS

When users try to submit an invoice for a vendor with an Invalid status, users will
see the following message display:

At this time, SAP is unable to support the selected vendor as the registration
information is not complete and accurate. Please ensure complete and accurate
information for the selected vendor is provided.

Users should reach out to their Vendor Managers to ensure the vendor record is
updated for required fields including Country, Currency, and State/Province, if
applicable. Once the vendor record has been updated for proper BPS screening, the
status will change from Invalid to blank. When the vendor record is updated to a
blank status, users will be able to submit invoices for this vendor.

Import Vendors

The Vendor Import feature allows a user to import one or more vendors using the
Import Vendors page. Options on this page allow the user to download an Excel
spreadsheet, populate it with data, then upload and import the vendor data into
Invoice.

| For more information, refer to the Concur Invoice: Vendor Import (On-
Demand) User Guide.
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Section 4: Process Invoices

A user with the Invoice Processor role uses the Invoice Processor tool to confirm the
accuracy of invoices submitted by employees using Concur Invoice. The Invoice
Processor's role is typically the final signoff prior to authorizing payment to the
vendor designated in the invoice. The Invoice Processor tool does not handle
payment disbursement.

Required Roles

A user with the Invoice Processor role can perform the following tasks:
e Search for invoices by using existing or custom queries
e View unsubmitted invoices (required activation of payment setting)
e Change the approval status of invoices
e Mark the invoice received on invoices
e Clear exceptions on invoices
e Delete invoices
e Reassign invoices

e Customize the view of invoices by column

Access the Invoice Manager Page

The Invoice Processor can access the Invoice Manager page from the Invoice
menu.

P To access the Invoice Manager page:

Click Invoice. The Invoice Manager page appears.

Invoice Manager

ACTIVE INVOICES

20 1323 471

MY TASKS

Back Office

The Invoice Processor sees active invoices and their invoice tasks on the Invoice
Manager page. Concur Invoice provides useful queries for invoice processors which
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they can access through links on the Invoice Manager page. These queries include
unpaid invoices, unsubmitted invoices, unapproved invoices, and invoices pending

accounting review.

NOTE: To see some of the links on the Invoice Manager page, users might need
additional permission roles. For example, if an Invoice Processor also has the
Vendor Manager role, an Unapproved Vendors link displays in the Back
Office section. Clicking this link will take the user to the Unapproved

Vendors page in Vendor Manager.

The Invoice Manager page is divided into two sections: Active Invoices and My
Tasks. The goal of the Active Invoices section is to raise awareness of invoices
that are aging more than expected, and therefore might need Invoice Processor
attention. An alert (yellow triangle) gives client visibility into the age of an invoice.
For Capture Processing, the age is based on the Received date and for all other
invoice counts, the age is based on the Invoice Created date.

ACTIVE INVOICES

20

1323

mi

471

i

The My Tasks provides invoice processors access points to their daily tasks, for
example, checking all unpaid invoices or invoices pending accounting review.

MY TASKS

Back Ofice
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Access the Process Invoices Tool

Invoices can be processed on the Invoices Ready For Processing page.

P To access the Invoices Ready For Processing page:

Click Invoice > Processor > Process Invoices.

Invoice Name

Process Invoices
Invoices Ready For Processing || osetaimoces I

Showing invoices created within 1ast 3 months{Change)

Invoice Manager Processor «

Employee Name Vendor Name

Overview: Process an Invoice

The following are the general steps required to process an invoice:

1. Find an invoice and view its entries.

2. Verify that Images have been uploaded (if required).

3. Make any necessary modifications to the invoice and any backup
documentation. Then:

¢+ Delete the invoice if it is a duplicate.

¢+ Upload or delete a receipt image.

+ Send the invoice back to the creator to be updated or corrected.

¢+ Set or remove the Review Required status on the invoice.

¢ Add steps to the approval workflow.

+ Unassign the invoice.

4. Approve the invoice. The following table shows available approval choices for
the Invoice Processor.

Approval Status ‘

Accounting Review

Description

States that the invoice is under review and allows minimal edits to
occur within an invoice

Approved

States that the invoice has been approved

Sent Back to
Employee

States that the invoice has been sent back to the submitter for
modifications
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The Invoice Processor can customize the Invoices Ready For Processing page by
selecting column labels and setting other options on the Preferences page.

Display invoices created within:

2 months o

Invoice Navigation:

After opening an invoice, what navigation action should
occur after performing an action on an invoice that results
in & workflow change?

w) Retum to List

Cipen Mext Invoice in List

Preferences
Default: Column Label Show?
Invoices Ready For Processing w Invoica Mame

Raguestar 4
“endor Mams

Imvoice Received =i
Origin Source S
Approval Status

Payment Status

Raguest Total

Action Dus Date

Amount without WAT

Aporoved By Deleoate

m :ar Dal

Set the Invoices Ready for Processing Page Preferences

Using the Preferences feature, you can add and remove columns and set how you
want Concur Invoice to display the next invoice you want to process.

Manage the Invoices Ready for Processing Columns

» To add or remove the invoice columns:

1. On the Invoices Ready For Processing page, click Preferences.

Showing invoices created within last 3 months{Change)

Cueery *
[ Invoice Name

Mo invoices found.

Invoices Ready For Processing

2. Select (enable) the check boxes for the columns you want to add.
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3. Clear (disable) the check boxes for the columns to remove.
4. Click Save.
P To rearrange the invoice columns:

1. On the Invoices Ready For Processing page, click and hold column header
for the desired column.

2. Drag and drop the column in the new location.

Arrows will appear to indicate where the column will be moved, and the page
displays the new column order.

Set the Processor General Preferences
The Invoice Processor can specify whether the Invoices Ready For Processing
page or a custom query is displayed when they click Invoice > Process > Process
Invoices. They can also specify that only invoices created within a particular time
frame be displayed and whether the list of invoices or the next invoice should be
displayed after an invoice is processed.
P To set the default landing page:

1. On the processor page, click Preferences.

2. In the Default list, select the home page preference.

NOTE: The Default list contains the Invoices Ready For Processing page
and any custom queries that have been configured. For more
information about custom queries, refer to the Create a Custom Query
section in this document.

3. Click Save.
> To set the time frame for displaying invoices:
1. On the processor page, click Preferences.

2. In the Display invoices created within list, select 3 months, 6 months, or
1 year to set the time frame for displaying invoices.

3. Click Save.
> To set the navigation sequence:
1. On the processor page, click Preferences.

2. Under Invoice Navigation, select how Concur Invoice should act after you
approve an invoice:
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¢+ Return to List: Open the processor page

+ Open Next Invoice in List: Open the next invoice according to the
current order under the Invoice Name column

3. Click Save.

Search for Invoices

Existing invoices are located either by entering search criteria or by running a
preconfigured or custom query.

Search for an Invoice

To search for an existing invoice, you can enter specific criteria by which the results
should be narrowed. You can do this by using the Search functionality.

. . s o
Search MyaIce Mame b DegIns with e L= 5

us Payment Status Re

P To search for invoices by using search criteria:

1. Select and enter the appropriate search criteria to find the desired invoices.
The following table outlines the available criteria:

Name Available Operators Text Entry
Invoice Name Begins with, Contains, Ends with, Enter part or all of name
Equals
Request Key Equals, Less Than, Less Than or
Equal, Greater Than, Greater Than
or Equal
Transaction ID Begins with, Contains, Ends with,
Equals
Employee Last Begins with, Contains, Ends with, Enter part or all of name
Name Equals
Employee First Begins with, Contains, Ends with, Enter part or all of name
Name Equals
Employee ID Begins with, Contains, Ends with, Enter part or all of ID
Equals
Invoice ID Begins with, Contains, Ends with, Enter part or all of ID
Equals
Check Number Begins with, Contains, Ends with, Enter an amount
Equals
Latest Submit Equals, Less Than, Less Than or Enter part or all of date
Date Equal, Greater Than, Greater Than
or Equal
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Name

Approval Status

Available Operators

Begins with, Contains, Ends with,
Equals

Text Entry

Enter part or all of name

Payment Status

Begins with, Contains, Ends with,
Equals

Enter part or all of name

Invoice Received

Is True, Is False

Not Applicable

Invoice Image
Available

Is True, Is False

Not Applicable

Request Total

Equals, Less Than, Less Than or
Equal, Greater Than, Greater Than
or Equal

Enter an amount

Vendor Name

Begins with, Contains, Ends with,
Equals

Enter part or all of name

Vendor Invoice
Number

Begins with, Contains, Ends with,
Equals

Vendor Code

Begins with, Contains, Ends with,
Equals

Pending
Processor Since

Equals, Before, After

2. Click the magnifying glass (E) to initiate the search.

Use a Query to Search for an Invoice

You can also search for an invoice by selecting a preconfigured query or a custom,
condition-based query from the Query menu.

Mew Query

W

Invoices Ready For Processing (Defaulf)

Invoices Pending Review

Invoices Pending My Review

Unpaid Invoices
Unsubmitted Invoices

Unapproved Invoices

Invoices Failling Financial Posting

u |

66

Concur Invoice: Administration User Guide for Standard

Last Revised: August 11, 2023

© 2004 - 2024 SAP Concur All rights reserved.



Section 4: Process Invoices

Search for an Invoice Using a Preconfigured Query
You can find invoices by selecting a preconfigured query by clicking Query and then

selecting the desired query from the list. For example, you can search for all invoices
that are pending approval by a specified invoice approver.

Create a Custom Query

You can create a custom query that will appear on the Query menu. Queries you
create cannot be viewed, edited, deleted, or used by anyone else. Although custom
queries cannot be shared with other processors, default queries are available to all
processors.

» To create a custom query:

1. Click Query > New Query.

#® [nvoices Ready For Processing (Default)

Invoices Pending Approval for...
Invoices Pending Review
Invoices Pending My Review
Unpaid Invoices

Unsubmitted Invoices
Unapproved Invoices

Invoices Failing Financial Posting

2. In the Query Builder window, select the conditions for the query.

Query Builder

G“eﬁ' Name: | Inveice Owner ‘) To ADD or INSERT a new condition. click on
an Add Condition {"Plus") bution. The new

" condition will be inserted below the condition
Conditi
onettions where the button was clicked.

\:ﬂ Employes El':ri’?l':ﬂe First Equal Owner \:- o Q@ To REMOVE a condition, click the Remove

Condition {"Minus") button for the appropriate
condition

To MODIFY an existing condition, click on the
data element to change for the appropriate
condilion.

Use grouping brackets and connectors when
adding multiple condifiens to change query

3. Click:
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¢+ Save & Run: Saves the query in the Query menu, and runs it

immediately, returning the results.

¢+ Save: Saves the query for use in the Query menu.

The name entered in the Query Name field will appear on the Query menu

after the new query is saved.

| Edit Saved Query

o o] e
i Mew Query L,

e

o Invoices Ready For Processing (Default)
Invoices Pending Approval for...

Invoices Pending Rewview

Invoices Pending My Review

Unpaid Invoices

Unsubmitted Invoices

Unapproved Invoices

Invoices Failing Financial Posting

I

Edit a Saved Query

You can edit the custom queries that you create. Default queries are available to all
users with the Invoice Processor roll and are not editable.

P To edit your custom queries:

1. Click Queries > Edit Saved Query and select the query you want to edit.

=3 EEED

= Invoices Ready For Processing (Default)
Invoices Pending Approval for...

Invoices Pending Review

Invoices Pending My Review

Unpaid Invoices

Unsubmitted Invoices

Unapproved Invoices

Invoices Failing Financial Posting

@ Invoice Exceptions

Invoice Cwner

Mew Query ployee Name
Edit Saved Query b Invoice Exceptions
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L Refer to Creating a Custom Query in this document for steps to edit
your query.

2. Click:

+ Save & Run: Saves the query in the Query menu, and runs it
immediately, returning the results.

¢+ Save: Saves the query for use in the Query menu.
Delete a Query
You can delete your custom queries. Standard queries cannot be deleted.
P To delete a custom query:

1. Click Queries > Edit Saved Query and click the query you want to delete.

2. Click Delete.

Query Builder

Query Name: | Invoice Owner | To ADD or INSERT a new condition, click on

an Add Condition ("Plus") button. The new
. condition will be inserted below the condition
conditians where the button was clicked.

I:n Employes Egrﬁlgyee First Equal Owner I:- e e To REMOVE a condition, click the Remove

Condition ("Minus") button for the appropriate
condifion.

To MODIFY an existing cendifion. click on the
data element to change for the appropriate
condition.

Use grouping brackets and connectors when
adding multiple conditions to change query

Save Delele Cancel

3. Click Yes to confirm you want to delete the query.

Please Confirm

9 Are you sure you want to delete this query?

The query no longer appears on the Query menu.
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Export Query Results
You can export the results of running a query to an Excel file.
> To export the results of your query:
1. Run the query for the results you are seeking.

2. Click Send to Excel in the lower-right corner of the page.

i Mot Paid 590000

Displaying 1 - 23 of 23

The Excel file is downloaded to the default download location on the local
machine. (On Windows machines this is typically the user's Downloads
folder). The file contains the column headers and data for all of the columns
and rows displayed on the query results page including columns added
through the Preferences page.

70 Concur Invoice: Administration User Guide for Standard
Last Revised: August 11, 2023
© 2004 - 2024 SAP Concur All rights reserved.



View and Modify Invoice Information
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The following section details how to work with invoices that require processing.

Open an Invoice
P To open an invoice:

1. On the processor page:

¢+ Click the row for the invoice you want to open.

-OR-

[ Invoice N Approve
@ Office Sup View Image
Send Back
Catering
Computer
03 od

Inassign

Delete Invoice

Select the invoice and then, on the Actions menu, click Open Invoice.

-m-

The invoice opens with all information displayed in the Summary view.

2. To return to the processor page view, click Processor > Process Invoices

or Back to List.

View When SAP Concur Received an Invoice

You can see the exact time when SAP Concur received an invoice in the System

Received Date field. This timestamp is carried over from client-managed Capture
Processing to Concur Invoice and is a read-only field.

NOTE: Clients who create invoices manually will see the full date stamp in the

Created Date field in Concur Invoice.
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The System Received Date column is available in the Column Label list on the
Preferences page.

Preferences
Default: Column Label Show?
Inwpices Ready For Processing w Shipping -~
Submitted By Delegate L
Display invoices created within: E
CSystan‘ Recaived Date L )
3 months w
Tax
Inwoice Navigation: T=x Rate
After opening an invoice, what navigation action should . )
occur after performing an action on an invoice that results ax Referanca D
i @ workflow change? _
ransaction 1D
») Return to List
WAT Amount 1
Open Mext Invoica in List WAT Amount 2
WAT Amount 3
AT dureiant 4
WAT Amount =
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You can also use the System Received Date field to create queries in the Query
Builder.

Query Builder

Query Mame: Receivad Invoices Select Field
Select a field from the list. The fields that appear
pertain to the Data Object you selected.

Condifions
i = -
\:ﬂ Reguest System \:ﬂ e ° Org Unit 5
Received Date Org Unit 6
Origin Source
Paid Date

Payment Amount
Payment Due Date
Payment Mathod Type
Payment Status

Payment Status Date
Pending Processor Since
PO Match Status

PO Mumber

Policy Mams

Posting Date

Processing Complete Data
Project - Custom18
Provincial Tax Identification Number
Receipt Confirmation Type
Reguest Key

Request Total

Shipping

Received Date %

Transaction I1D

Mark Invoice (Image) Status for One or More Invoices
Depending on your company's configuration, employees can use the Imaging service
to submit invoices. The Invoice Processor can view the invoices online by using the
View Image command or button within the Invoice Processor tool.

» To mark an invoice received or not received:

1. On the Invoices Ready For Processing page, select one or more invoices,
click the uppermost check box to select all invoices.
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2. In the Actions menu, click either Mark Invoice Received or Mark Invoice
Not Received.

Corey ] oo [ oo | roere ]

[ Invoice N Approve gl

[#] Office Sup View Image &
Send Back

[(] Catering o
Cpen Invoice

[(] Computer o

o::\c bl

LInassign
Delete Invoice
Approval Flow

Clear Exceptions

Marl Invoice Mot Remi@)

The status of the Invoice Received column changes to reflect the new
status.

NOTE: When you click Invoice Received or Invoice Not Received, all
invoices in a multi-selected selection will be updated. Invoices can
have differing statuses; for example, awaiting manager approval or
pending processing. All can be updated simultaneously with certain
restrictions.

View and Upload Images

The processor can view the existing images and attach additional new ones to the
invoice.

» To view images for an invoice:

1. On the Invoices Ready For Processing page, select an invoice by selecting
(enabling) its check box.
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2. Click Actions > View Image or click the View Image button.

[[] RequestH Approve
] SamSmrtr|

Send Back {b
[] Test7

@ Dos: Open Request

—

e Jle Jlo Jle )

am

ook

The system displays the image in a separate window. The Processor may
print, save, or otherwise work with the image as required.

» To upload images for an invoice:

1. On the Invoices Ready For Processing page, select an invoice by selecting

(enabling) its check box.

2. Open it in summary view by clicking Actions > Open Invoice.

3. Click Actions > Upload Image.

Actions = Details =

Detalls {t")

CFDi Attachment

View Image

Lie Date Unassign
4. In the Upload Image window, click Browse to locate the file to upload.
5. Click Open to add the file to the Files Selection for Uploading list.
6. (Optional) Repeat for as many images as you will add to the invoice.
7. Click Upload to upload the file(s).

8. Click Close to exit the Upload Image window.

If the file cannot be uploaded, an error message appears explaining why
(size; wrong file type). Resolve the issue and try again or contact your Concur

Invoice administrator for more information.
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Clear Exceptions

Invoice exceptions can be cleared. If you clear exceptions from an invoice, all
exceptions are cleared. You cannot choose to clear only some exceptions.

Exceptions are displayed on the Process Invoices page within the row for the
affected invoice. The icon displayed for an exception differs depending on the level of
exception.

Invoice Exceptions

Shawing invaices crested within last 2 months(Change)

r— J[owrewn v Q

[ invoice Name Employee Name Vendor Name Invoice Received | Origin Source Approval Status Payment Status Request Total

[] Computer Invoice, Cwnar VendorS N User Added Reguest Not Submitted Mot Paid $1,870.00

Code: INVREQD

evaluated, you will need o click

the appropriate invoice back-up documentation (or Fax back-up). In order for the fiag to be re-

f\Code: FUTRDATE, Level: 1; Future dated invoics cannct be saved. Please carect tha Inveica Date.

Exceptions are also displayed within the invoice details for the affected invoice.

nvoice Status: Mot Submitted

Computer
= ]

Sedect Actions and uple=d the appropriate invoice back-up documentation (or Fax back-up). In order for the fiag to be re-evaluated. you will need to click t...

Future dated invoice cannot be saved. Please comect the Invoice Date. =

When an exception is cleared, it continues to display but the icon changes to an
informational icon and the exception becomes inactive.

D Office Fumniture Invoice, Owner Vendor10 N Pending Approval - Mot Paid §715.25 12/18/2018
Invoice, Approver

(oCDdE EXLIM, Level: 1; The fofal requested exceeds your spending \ier

In addition, a message indicating that the exception was cleared is added to the
audit trail for the invoice.

Audit Trail

Date/Time Updated By Action Description

12M82018 03:55 PM  Invoice, Processor Exceplions Cleared All exceptions were cleared.
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P To clear invoice exceptions:

1. Click Invoice > Processor > Process Invoices and then select the relevant
invoice(s).

2. Click Actions > Clear Exceptions. All exceptions are cleared.

(] () (] )

v| Invoice K Approve ne

v| Quarterly I

Send Back

v| Sam Smith

Open Invoice
Review Required

Unassign

Mark Invoice Received

NOTE: Certain exceptions may require the processor return the invoice to the
user, and then have the user resubmit the invoice to clear the
exception.

You can also clear exception from within an invoice by clicking the Clear
Exceptions link.

Status: Panding Approval - Approver, Invoica

Office Supplies

Actions ~ Details »

Approve an Invoice

Once the Processor is satisfied that the invoice can be approved, they can do this on
the Invoices Ready For Processing page.

P To approve an invoice:

1. On the Invoices Ready For Processing page, search for the invoices that
are to be approved.

Concur Invoice: Administration User Guide for Standard Edition 77
Last Revised: August 11, 2023
© 2004 - 2024 SAP Concur All rights reserved.



Section 4: Process Invoices

2. Click Actions > Approve or click the Approve button.

oy [ vt | oo | ot

[] Request P| |ame
Sam Smith WView Imag{b

Send Back

The invoice is approved and now ready for extract.

NOTE: You do not receive a confirmation that the invoice is approved.

View and Manage Approval Workflows

Invoice Processors may view and add approvers to the workflow process. If
approvers are added to the workflow, the invoice will go to those approvers based on
the overall workflow of the invoice.

An approver might be added when an approver returns an invoice to an employee for
resubmission and an additional manager needs to see the invoice. Alternatively, if an
exception is in question, the Invoice Processor might want another party to view the

exception prior to clearing it from the invoice.

P To review the approval workflow for an invoice:

1. With the invoice in summary view, on the Details menu, click Approval
Flow.

nvoice

Office Supplies

Actions ~ Details *

Comments

I .
Vendori
W1_AA_Coo
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The Approval Flow for Invoice window appears.

Approval Flow for Invoice: Office Supplies

=+ Manager Approval

Approval for Processing:

s

2. Review the workflow details, and then click Cancel to close the window.
Approvers may be added to the workflow by using the options in this window.
If approvers are added to the workflow, the invoice will go to those approvers
based on the overall workflow of the invoice.

NOTE: The Processor can elect to use the Approve and Send Back buttons
in the Approval Flow for Invoice window to reduce time processing
invoices.

The processor can send an invoice, which is pending the processor, to an
additional approver and then have the invoice sent back to the processor
review step.

P To send an invoice to an additional approver:

1. With the invoice in summary view, click the Send to Approver button.

Send Back Send to Approver Approve
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The Send Invoice to Approver window appears.

Send Invoice to Approver: Office Supplies

User-Added Approver:

Comment:

Approve & Fonward Cancel

2. Add an approver in the User-Added Approver step, and then click
Approve. You can now go to the Approval Flow window (Details >
Approval Flow) and see the two workflow steps that have been added, one
for an approver and one for a processor.

Approval Flow for Invoice: Sam Smith

= Manager Approval

User-Added Approver

o x
Limk Approval
4+
Approval for Processing
Vendor Approval
-
(4]

e

m Caml
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Place an Invoice in Review

The Invoice Processor can assign a status of Review in Progress on one or more
invoices pending their approval. Doing this does not prevent another processor from
moving the invoice through workflow; it simply alerts other processors that the
invoice is under review, who placed it in that status, and the date this was done.

> To place an invoice in review:

1. On the Invoices Ready For Processing page, search for the invoice(s) to

be placed under review.

Select (enable) the check box next to each invoice to be placed in review,
then click Actions > Review Required.

Invoices Ready For Processing
Group: Global Group
Showing invoices created within last 3 months(Change
View Image
Invoice B} r Name Invoi
v| Quarterly Send Back t ASS..
SamSm#  Open Invoice i
Unassign
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In the Review Required window, provide a comment to explain why a

review is required.

Review Required

Comment:

Comment History
Date v

No comments.

Add a comment to explain why you are reviewing this invoice. Click OK to place it in review.

Hold on this. There are some figures that need to be addressed. Let's talk |

Entered By Comment Text

o

Review any comments in Comment History that may affect your actions.

Click OK.

A Review In Progress status is assigned and can be seen in the Approval
Status column. If you hover the cursor over the review icon (a blue circle
with a white "i"), you can view the comment directly within the page.

Origin Source Approval Status Payment Status

User Added Request  Pending Approval - Mot Paid
Simpson, Frank

User Added Request Review In Progress - Mot Paid
ConcurConsultant, ...

User Added Request Mot Submitted Mot Paid

User Added Request Mot Submitted Mot Paid
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NOTE: If the invoice is ever sent back, the review status is removed from the
invoice and this event is recorded in the audit trail.

Delete an Invoice

The Invoice Processor Manager can delete invoices. This action is only available when
the invoice has already been submitted and has not yet been extracted for payment.

P To delete an invoice:

1. On the Invoices Ready For Processing page, search for the invoices that
you want to delete.

2. Select (enable) the check boxes next to the desired invoices.

3. In the Actions menu, click Delete Invoice.

=
[ Invoice N Approve i
[[] computeq View Image b
M\cod Send Back Py
Catering i
Ofon aql Open Invoice b

¥ Office Suy Review Reguired b

Unassign

Approval Fl ow@

Clear Exceptions

4. Invoice prompts you to confirm your action in the Please Confirm window.

Please Confirm

g Are you sure you want fo delete the selected inveice?

E e

5. Click Yes to delete the invoice.

Concur Invoice: Administration User Guide for Standard Edition 83

Last Revised: August 11, 2023

© 2004 - 2024 SAP Concur All rights reserved.



Section 4: Process Invoices

Restore a Deleted Invoice

The Invoice Processor Manager can restore (undelete) one or more invoices. The
invoice is returned to active status in an unassigned state and appears in the
Deleted Requests page.

» To restore a deleted invoice:

1. In the Processor menu, click Deleted Invoices.

Invoice Manager

Invoice List

Invoices Del

View *

Invoice Name

Office Supplies

Processor -

Process Invoices
Deleted Invoices

decorrodmdSt /7 Days
f

Vendor Name

‘endor1

2. Perform a search if the default query return does not show the invoice you

want to restore.

3. Select the invoice(s) to restore.

4, Click Actions > Restore Invoice or click Restore Invoice.

Invoice List

=n
¥] Invoice Open Invoice
¥| Office

Invoices Deleted in the last 7 Days

Vendor Name

‘Wendord
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5. In the Restore Invoice page, enter a comment about why you are restoring
the invoice.

Restore Invoice

Add a comment to explain why you are restoring the invoice. Click OK to restore it.

Comment

Should not have been del e'.e:1|

Date * Entered By Comment Text

Mo comments.

m —

The invoice is returned to a status of Active, assigned to the original invoice
owner, and appears in their queue. The audit log is updated with the date and
name of the user who deleted the invoice.

The audit log is updated with the date and name of those users who deleted
or restored any invoices.

Void an Invoice

If the financial system will not pay an invoice, or the invoice is deemed invalid, the
Invoice Processor Manager role may change the invoice's Payment Status to Voided.
This is useful where an invoice is rejected or cancelled in the client's financial system
and the client wishes to apply this status to the invoice within Concur Invoice as well.
When an invoice is voided, a record of the invoice remains in the system, but the
invoice is not included in any listing or extract of general invoices. However, voided
invoices can be included in search result lists by filtering the search where Payment
Status is equal to Voided.

The invoice can be voided in batches, at the Invoices Ready For Processing page
level, or at the invoice level by opening the invoice directly in summary view. The
procedure below explains how to do this at the Invoices Ready For Processing
page level.

NOTE: For an invoice to be voided, it must first be extracted.

Concur Invoice: Administration User Guide for Standard Edition 85
Last Revised: August 11, 2023
© 2004 - 2024 SAP Concur All rights reserved.



Section 4: Process Invoices

» To void an invoice:

1. On the Invoices Ready For Processing page, select the invoice you want to
void by selecting (enabling) its check box.

2. In the Actions menu, click Void Invoice.

The invoice is now assigned a Payment Status of Voided. The audit log is
updated with the date and name of the user who voided the invoice.

Manage Receipts and Receipt Images

Invoice Processors who work with the Receiving feature, can add, edit, delete

receipts and receipt images of the transmitted purchase order in the Purchase
Order tab.

| For more information, refer to the Concur Receiving section of the Concur
Invoice: Purchase Order Matching User Guide.

View and Add Comments to an Invoice

The Invoice Processor can view comments related to an invoice, which the person
who created the invoice added.

Processors may also add comments to an invoice that has been extracted orisin a
paid state.

» To view comments of an invoice:
1. Open the desired invoice.

2. Click Details > Comments.

Céter’“g

Actions Detailz v

sheorh Audit Trail @
_\I’endorz

VZ_AA_Code Approval Flow
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3. In the Comment History window, review the comments and then click

Close.
Comment History x
Date = Entered By Comment Text
04r12/2018 Procassor, Invoice Should not have been delsted.

]
=]
m

P To add comments to an invoice:
1. Open the desired invoice.

2. Click Details > Comments.

nvoice

Catering

sheor Audit Trail @
_Vendorz

VZ_AA_Code Approval Flow

The Comment History window appears.
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3. Add your comment in the Comments field.

Comment History

Date »

Mo comments.

Entered By Comment Text

Comment

If you would like to add a comment te this request, type it in the text box below and then click Save.

4, Click Save.

Section 5: Payment Manager

The Payment Manager page allows an administrator to view and manage batches
of invoices that are ready for reimbursement. Each batch stays open until an
administrator chooses to close it. Any invoices approved for payment will be listed in
the currently open batch. An administrator can view the list of all the invoices in the
batch from the Payment Manager page. Once a batch is closed, a transaction file
listing the payments can be downloaded. This file can be imported into a financial

system.
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About the Payment Manager Page

The Payment Manager page allows you to run, search for, and download both
import and extracts. By default, the Payment Confirmation Import link appears to
all users. If the Download Extract feature is enabled, the GL Extract link appears in
the Extract navigation menu as well. Finally, if both Invoice Pay and the Extract
Download features are enabled, all options appear.

Administration ~ | Help ~
Requests Expense Invoice Approvals Analytics

profie - &

Assign Invoices Processor ~ nvoice Capture Payments « Wendor Manager

nvoice Search Monitor Payments

Invoice Numbar or Invoice 1D Pa ‘\.-'f ment Ba (C h L‘ S [
|
Payments Funding Account: | Any w Close Date (From / Ta): | |
Monitor Payments Status: | Open ~ Send Date (From  To: = =
nvoices Requiring Action
Failed Payments

Payment Confirmation Import Batch IT:

Extract Reconciliation Batch ID

D

Close Data Send Date Status Count Failed Count Total

(8]

= = I Mo payment batches found.
guratio

Banking Import

Check Configurations

Payment Group Configuration

Funding Accounts

Motic

Extract
GL Extract
Positive Pay Extract

Payment Confirmation Extract

Depending on the options you enable with the help of SAP Concur, and those

features you select in Product Settings, you may have one or more of the following
transaction files available to you for your extract:

e A .CSVfile
e A QuickBooks formatted (.IIF) file
e Extract and import feed files

Invoice Pay Clients

If you are interested in using Invoice Pay, or if you are currently using this add-on
product to pay vendors, consult your Concur Invoice administrator for additional
information about getting started with Invoice Pay.

L) For more information about purchasing and using this product, refer to the

Concur Invoice: Invoice Pay User Guide.
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Payment Manager Processes

Use the procedures below to work with Payment Manager.

> To access Payment Manager:

1. Click Invoice > Payments > Payment Manager.

nwoice Manager

Processor~

Create Mew Invoice

nvoice Manager
ACTIVE INVOICES

nvoice Capture

The the Payment Batch List page appears.

2. In the Extract section, click GL Extract (left menu.)

Request Search

Invoice Number or Request ID

Payments

Maonitor Payments
Requests Requiring

Action

Failed Payments
Payment Confirmation
mport

Extract Reconciliation

Configuration
Banking Import
Funding Accounts

Check Configurations
Motices Of Change

Extract

(GL Extract )

GL Exiract

Extract Runs

Exiraci Date (From}. | ga/2312014

Extract Date (Toj: |gg/22r2014

==

Date Count

No extracts found

Status

Run GL Exiract Now

Work with the GL Extract

The GL Extract page is used to perform an overnight General Ledger (GL) extract on
an on-demand schedule. The schedule is based on your choices during initial setup,
where you were asked the schedule you would like to follow (Daily, Weekly, etc.). As
a best practice, Invoice Pay users should coordinate the schedule of the extract with
SAP Concur by consulting your Concur Invoice representative.

The page has two functions:

¢ Run the GL Extract: Perform the data extract from the client financial
system for analysis as required.

e Search for and Download the Results File: Each extract run creates a
file that can be searched for and analyzed for data, such as a failed row.
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Section 5: Payment Manager

When the Invoice Admin clicks GL Extract, the GL Extract page appears.

GL Extract

Extract Runs

Extract Date (From): | gzpo/z01s
Extract Date (To): | p3/11/2015
Date Count Status
03/11/2015 11:56 AM 2 Completed

Run GL Extract Mow

Run the GL Extract
The Invoice Admin role is required to run the extract.

To run the extract, click Run GL Extract Now.

GL Extract

Extract Runs

Extract Date (From): | p1,01/2015

Extract Date (To): | p3/11/2015

Run GL Extract Mow

Depending on the job queue, the job may require time to process after preceding
jobs in the job queue before the system can run the extract and generate the output

file.
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Search for the Output File
Once the extract run is finished, you can open an output file for review.
P To search for the extract output file:

1. Choose a date in Extract Date (From) by:
¢+ Typing the date in mm/dd/yyyy format

¢+ Selecting the date from the calendar

GL Extract

Extract Runs

Extract Date (From): | g2/pos2015
- pee———]

Extract Date (To): ¢ February 2015 + 3

5 M T w T F 5
— s%m 112 |13 | 14 S
03/11/2015 11:56 AM 15 [ thf17 | 18 [ 19 | 20 | 21 Completed

22|23 | 24|25

22| 23 26 | 27 | 28
[1]2]3]4]s]e]7]
EEEEEE

Today

2. Click Search to return the set of extracts found within the specified date
range.

View (Download) the Output File
You can review the output file for a selected extract run by downloading the file.
P To download the output file for an extract:

1. Select a row containing the extract output file you want to review. Use the
paging arrows if multiple rows prevent you from viewing the row.
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2. Click Download File.

Section 5: Payment Manager

GL Extract

Extract Runs

Extract Date (From): | 12022014

Extract Date (To): | p3/11/2015

Download File
Date \b Count
03/11/2015 11:56 AM 2

Status
Completed

3. Choose a local location to save the file, and then click Save.

Perform an On-Demand Payment Confirmation Extract

The on-demand Payment Confirmation Extract extracts invoice data from Concur
Invoice to the client's financial system. This is helpful for Concur Invoice provider pay
users, so that they can export provider payment information together with SAP

Concur payment data.

To access the extract, click Invoice > Payments > Payment Manager, and then

click the Payment Confirmation Extract link.

Monitor Payments

Payment Batch List

nvaice >earchn

Invoice Mumbsr or Invoice ID

PavmEnE Funding Account: | &ny -
oy = L
Monitor Payments Status: | Open o
nwoices Requiring Action
Failed Payments

= . Niﬁ s v
Payment Confirmation Import -

Extract Reconciliation Eztch 1D
Confisuration Mo payment batches found.
A &l_- aci

Banking Import

Check Configurations

Payment Group Configuration

Funding Accounts

Maotices Of Change

Extract

GL Extract

Positive Pay Extract

Confirmation A'E()

Payment
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Run a Payment Confirmation Extract

» To run a Payment Confirmation Extract:

1. Select the dates from which you want to run the extract.
2. Click Search and then click Run Payment Confirmation Extract Now.
/0l a Payment Confirmation Exiract
meenmemeen  EXCACt RUNS
N
o Extract Date (From): | g3:2002018 =
Search
Manitor Payments Extract Date (To): | 04/18/2018 [ -
nvoices Requiring Action
. Date Count Status
|

For more information, refer to the Concur Invoice: Invoice Payment Request
Confirmation Extract for Standard Edition.

Perform On-Demand Payment Confirmation Import

The on-demand Payment Confirmation imports invoice data from the client’s financial
system making disbursements to the vendor. This data is imported into Concur
Invoice and updates the payment status of invoices.

| For more information, refer to the Concur Invoice: Payment Request
Confirmation Import User Guide.
Overview

The Invoice Admin begins by navigating to Invoice > Payment Manager, and then

clicking the Payment Confirmation Import link to open the Import Payment
Confirmations page.

nvoice Search

Invaice Number or Invoice ID

Monitor Payments

mport Payment Confirmations

Step 1: Download Import Template

mporting payment confirmations requires the use of the proper
template. If you already have a template to use, you can proceed

Step 2: Select File To Import

In order to import payment confirmations, you must locate the
Excel file they are saved in. Click the "Browse..' button below to

and import the payment confirmation file you created. Otherwise, ocate the file. Once the proper file is selected, click the 'Import’
nvoices Requiring Action click the 'Download Template” button below. button.
Refer to the User Guide for detailed information on how to
populate the spreadsheast
Download Template

Banking Imp: Payment Confirmation Import History
Check Configurations
FPayment Group Configuration
Funding Accounts Date Status Initiated By File Name Records Processed Records Rejected

The administrator then:

1. Downloads the template (or optionally provides their own)

2. Populates the spreadsheet with invoice confirmation data
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3. Uploads and imports the template data

4. Reviews the import details for any issues

Section 6: Reporting

SAP Concur has partnered with Cognos to deliver a strong reporting platform for SAP
Concur clients. The Reporting tab appears for users who have been granted the
Reporting roles on the Users page. SAP Concur specific reporting documentation can
be accessed from the Reporting tab.

Access Analysis/Intelligence Documentation via Cognos

To access Analysis/Intelligence (formerly Concur Insight) documentation from within
Cognos, click Launch > Help - Report Catalog.

-

CONCUR o wmow Log OFf & | Qe fire &~ Launchr]:rq@v |
) Cognos Workspace C_)
. &) Cognos Workspace Advanced
G Public Folders = My Folders S, Query Studio
Public Folders =z os g | B Analysis Studio A
s Report Studio
Eni @ Event Studio I
Drill-through Definitions
- Name ¢ Modified ©
e =1 ¥ W arery Al
Il (] Triiefid Wimtilis At Came 0L St March 27, 2014 §; v 7
[l [ bt gl sbbgane July 3, 2014 8:11j30| L= Help - Concur Model
- o YD e IS S g September 8, 20 = Help - Report Catalog
i (] TWettae (961 12PN e 4 May 16, 2014 8:04:17 FM = More...

Section 7: Web Services

Administrators use the Web Services page under Administration to manage
partner applications for the SAP Concur Connect platform. You can use the links on
this page to register a partner application with SAP Concur or enable a partner
application to access your SAP Concur data.

The SAP Concur Connect infrastructure consists of:

e A user interface to register partner applications for partners that will be
using the web services

e A user interface to enable the partner applications for each company

e A common authentication and authorization model that will determine the
application’s level of access

NOTE: Some web services are only available with the SAP Concur Professional
product.
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B For detailed documentation about the Web Services page and the available
web services, refer to http://developer.concur.com.

Section 8: Appendix

Special procedures and cases are documented in this section.

Switch Tax Mode

The Tax field allows the Invoice User to enter tax at both the invoice and the line
item levels, or just one of them. This field can handle different tax rates within a
single invoice, such as Sales and Use tax rates in the U.S., and the Value Added Tax
in other countries. This line-item Tax field is available in the Payment Request

import, the Standard Accounting Extract, and for use in the Audit Rules and
Processor Queries as well.
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Use the Tax Field at Both the Invoice and Line Item Levels

Some clients will only need to enter tax at the header level, while others will only
enter at the line item level. Clients who need to use both should consider adding
both the header Tax field and the line item Tax field. If a client configuration
includes tax fields added at both header and line item levels, a Switch Tax Mode
button appears on the Invoice page, and end-users can click it to switch between
the header and line item "tax edit modes."

NOTE: The invoice user can only use one Tax field, either at the header or line item
level, per invoice.

BT

R e
. J

LE LEldlls

Policy Name Request Name

IE-‘"‘- Smith 2) Click Switch Tax Mode to clear
Invoice Date Invoice Amount the amountand input tax at the line
|33-—:4-2015 |wu 00 item level instead. With this change,
S— T the line item Tax field no longer
0411372015 appears.

Shipping Tax Request Total
0.00 10.00 110.00
Currency yment Method Service
l USD-US, Dollar Client
-

1) Read-only Tax field on the Request
Header form with editable format value
reflected in the Tax field in the Line Item

¥

Remaining to be ltemized: 5-10.00

farm. Unit Price Total Tax
20 £100.00 £10.00

Distribution Code Perceniage Met Amount Gross Amount
100 $100.00 $110.00

The figures below assume that Tax field configuration has been added at both
header and line item levels; therefore the Switch Tax Mode button is displayed.
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Example 1: Header Tax Edit Mode

Focus switched to header "tax edit" mode.

NOTE: In this mode, you can edit the header field and the line item field is not

displayed.

Br]

nvoice Details

Switch Tax Mode Actions +

Cove T oomronm

Policy Mame Request Name Vendor Inveice Humber
Seattle P e I Sam Smith I 4321
Invoice Date Invoice Amount Net Payment Terms
IEIS.-'14.-’2EI15 ] I1EIEI.EIEI 30
Payment Due Date Description Comments
04/13/2015 G
Shipping Tax Request Total
0.00 10.00 110.00
Currency Payment Method Service
I UsD-uUs, Dollar e Clignt A
-
¥
m ¥ Show Distributions Amount Remaining te be ltemized: 50.00
Line Description Service Quantity Unit Price Total
Banner 5 20 $100.00
Distributicn Code Percentage Met Amount Gross Amount
100 5100.00 5100.00
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Example 2: Line Item Tax Edit Mode

Focus switched to line item "tax edit" mode.

NOTE: In this mode, the header field is read-only, and you can edit the line item

fields.
]
Switch Tax Mode Actions * Details ~ m Submit Request
nvoice Details
Policy Name Request Name Vendor Invoice Number Invoice Date
I Sam Smith I 4321 I 03142015
Invoice Amount Met Payment Terms Payment Due Date Description
I1EIEI.EIEI 30 04/13/2015
Comments Shipping Tax Request Total
0.00 0.00 100.00
Currency Payment Method Service
I UsD-Us, Dollar Client
¥
m ¥ Show Distributions Amount Remaining to be ltemized: $0.00
Line Description Service Quantity Unit Price Total Tax
Banner 5 20 5100.00 50.00
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