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‘ Date Notes/Comments/Changes

April 15, 2016 Added information about the following:

e«  Three-Way Matching

e  Multiple Purchase Orders

e Automatic copy-down of expense types from PO line to invoice line
e Automatic association of invoices and purchase orders

June 12, 2015 Updated with information about the redesign of the PO Matching
Summary, Payment Request, and Purchase Order tabs.
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content might contain images or procedures that do not precisely match your
implementation. For example, when SAP Fiori UI themes are implemented, home
page navigation is consolidated under the SAP Concur Home menu.
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Section 1: Overview

Purchase Order Matching

Section 1: Overview

Purchase Order (PO) Matching helps companies maintain control by identifying and
resolving any matching exceptions before paying suppliers, such as limiting payment
to the quoted price, terms, and quantity ordered. Clients who create purchase orders
in their financial system can import PO data to Concur Invoice by using the PO
Import. From there, clients can configure rules that help identify match exceptions,
or enable straight-through processing in cases where invoices match.

Concur Invoice offers two types of matching methods:

¢ Two-Way Matching: Matching between invoices and purchase orders (no
receipt)

¢ Three-Way Matching: Matching between invoices and purchase orders and
received quantities

The two-way matching verifies that purchase order and invoice information match

whereas the three-way matching allows clients to match invoices with purchase
orders and received quantities (of goods) before the invoices are processed and paid.

Required Roles

Once the Concur Admin has enabled the PO Matching feature, the client
administrator can access and configure the PO Matching feature in Concur Invoice.

Concur Invoice Receiving Roles

This table shows different roles and what users with these roles can and cannot do
when working with the Concur Invoice Receiving feature.

Concur Invoice: Purchase Order Matching User Guide for Standard Edition 1
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Section 1: Overview

What the User

Conditions

Can Do

receipt images.

Purchasing Can add, edit, and In the None.
Admin (who delete receipts and | transmitted
processes receipt images. purchase order.
purchase
orders)
Invoice Can add, edit, and In Purchase None.
Processor delete receipts and | Order tab of
receipt images. Concur Invoice.
Purchase Can add, edit, and In the None.
Request User | delete receipts and | transmitted
receipt images. purchase order.
Invoice Can add, edit, and In Purchase None.
Owner delete receipts and | Order tab of
receipt images. Concur Invoice.
Central Can add, edit, and In the Cannot transmit or process
Receiver delete receipts and | transmitted purchase orders or invoices.

purchase order.

Receipt User

Can add, edit, and
delete receipts and
receipt images.

Can only add, edit,
and delete receipt

data for their own

purchase orders.

In the
transmitted

purchase order.

The Concur Receiving feature
must be activated.

NOTE: For clients who import purchase orders on entities that do not have the
Purchase Request feature enabled, a user who is assigned the Purchasing
Admin role can see a list of imported purchase orders by navigating to the
Requests > All Purchase Orders page.

Additional Roles

AP User: Used for sites which rely on back-office personnel to code their invoices

and handle assignment and reassignment of invoices.

Invoice Owner: Can create and submit invoices.

Purchasing Admin: Typically, a purchasing specialist who updates the Purchase
Order in the client’s Purchasing system. The Purchasing Admin can view all the POs
within Concur Invoice. In addition, the Purchasing Admin can process purchase
requests and purchase orders.
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PO Invoice Lifecycle

Section 1: Overview

Invoice Associate &
Capture Initial Match

m « PO#. Association

* Coding & compietion
+ Assign: Match Rules

Approval
Workflow

Updates

Resolve
Exceptions

* Invoice Owner

« Side-by-side PO view
+ Evaluate & research
» Make adjustments

» Route (if necessary)

PO Source

Submit

= \‘00i0

* Ensure Match

* Approval (optional)

Updates

i (Client ERP)

Process for
Payment

NOTE: If there are no exceptions, the invoice will proceed to the purchasing admin

for payment processing.

How a PO invoice Is Processed

1. Invoice Capture

¢+ PO and non-PO invoices can be captured centrally

2. Association and Initial Match

¢+ PO-based invoices are associated to the PO, based on the entered PO

number

+ For centralized organizations, AP Users typically complete invoice coding

first

¢ SAP Concur has a copy of PO data from client ERP (via web service or FTP)

¢+ Match Rules are run for the first time when the Invoice Owner is
established (Assign), and exceptions are flagged

3. Resolve Exceptions

¢ Invoice Owner (or AP in a centralized organization) reviews and resolves

exceptions
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Section 1: Overview

+ The system expedites resolution with complete visibility into the
associated PO, and a side-by-side view of the PO line and Invoice line for
easy comparison

¢ Invoice Owner/AP makes adjustments if policy allows, and if necessary,
engages Purchasing or the vendor for questions or corrections

+ Back office has visibility and traceability for all invoices in the system

4, Submit

¢+ Exceptions can be configured to either create a warning, or to require full
resolution prior to invoice submission (hard stop)

+ If there are no hard-stop exceptions, the system routes matched invoices
to final processing by default; no further manager approval is required

5. Process for Payment

+ The invoice is moved to final processing and payment

Establish PO Match "To Be" Model

Handling Purchase Orders can involve several roles and departments, and the
change to matching within Concur Invoice might involve some business process
reengineering. Therefore, it is important to work with your SAP Concur
representative to map your current process to a "To Be" model within Concur
Invoice. The flow below shows a high-level Best Practices model and outlines key
considerations.

Veﬁ:;;arl I Ser:d Invoicr‘::;ﬂi'rong
B {Contact Vendor)
Code Invoice Approve
* Header
Accounts * Line tems for
Payable * Allocations Payment
.......... P
Assign
4
Capture nwoice
Concur Invoice I":Flatch matches Yes
(All methods) Rules Run PO?
.......... Mg
* ry Y
Invoice Review Can YDS_._{';;?;;EEY || Submit
Owner Exceplions esolve? Receipt)ry Invoice
................... MNa:
PO Wrong
+
Yes
Procurement Update PO to reflect
correct details
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Section 1: Overview

NOTES:
e Code Invoices: ALTERNATIVE - The Invoice Owner can create and/or code
the invoice.

e Can Resolve?: ALTERNATIVE - The Invoice Owner can edit the current
invoice to resolve the exceptions (aka "short-pay"), or contact vendor to issue
corrected invoice or credit memo.

e No PO Wrong: ALTERNATIVE - Purchasing Admin can make edits within the
client system which are updated to Concur Invoice via a PO Import.

¢ Final Verify: Regardless of match status, all invoices are routed to the
Invoice Owner. The user has an opportunity to verify satisfactory receipt at an
overall invoice level and can quickly dispatch perfect matches from the list
view. If line level receiving is required, this must be done in another system
(client ERP).

PO invoices go directly to Accounting Review (no additional manager approval can be
added).

PO Invoice Quick Tour

The Matching Summary view brings together all aspects of the invoice in a single
view with options to drill into the invoice, the PO, or take actions.

nwoice for [Select Invoice Cwner] Status: Not Submited
Paper =3
ce | Purchass Order || @) Matching Summary
Matching Summary 0
Invoice  copy ttems from PO
Alert | Line ltem Line Description Quantity Unit Price Total Tax g‘g_mlmd To
Paper i 525.00 525.00 k 30.00| 1line 1
Purchase Order  View il lnusices for this Purchase Order Gotoline: | Line Number v Q
1 LIFE TO DATE AMOUNT: Gross: $25.00, Net: 525.00  Remaining to be
nvoiced: Gross: 30.00, Met: 30
- Ordered 1 $25.00 525.00 50.00
Invoiced 1 525.00 50.00
Concur Invoice: Purchase Order Matching User Guide for Standard Edition 5

Last Revised: December 9, 2020
© 2004 - 2024 SAP Concur All rights reserved.



Section 1: Overview

Matching Summary Tab

This comprehensive view includes:

Matching Exceptions section listing all current exceptions

Line Item Summary section with key fields for both invoice and PO (and
receipts if the PO is part of three-way matching), including the ability to
match and unmatch line items

Side-by-Side view of invoice, PO, and associated invoice image, including
Previous and Next buttons allowing for easy navigation between vendor,
header, and each line item.

View invoices and requests that share the same PO Number

MATCHING LINE ITEMS

The user matches one set of line items at a time by selecting one or more invoice
line items and one matching PO line item, and then clicking the Match button.

Alternatively, the user can right-click to perform the matching.

Matching Summary

Invoice  copy items from PO
Alert | Line ltem Line Description

Paper

Purchase Order “iew all Inwoices for this Purchase Order

1 LIFE TO DATE AMOQUNT: Gross: 325.00, Net: 325.00  Remaining to be
nwoiced: Gross: $0.00, Met: 30.00

Ordared
Invoiced

Paper

Unit Price

$25.00

5o to line: | Line Mumber - (9]

% Matched To
Total Tax PO

$25.00 50.00 1 line 1

When a user clicks a line item of a purchase request or purchase order, which has
not been matched, the selected line item will be highlighted, and the corresponding
check box will be selected automatically. The system will then enable the Match

button.
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Section 1: Overview

When a user clicks a line item of a purchase request or PO, which has already been
matched, the Unmatch button will be enabled for the matched purchase request line

item.
H o Troeiee T
Matching Summary view Invoice )
Match ‘ Unmatch '
Invoice Copy Items from PO Edit Side-by-Side
Alert | Line ltem Line Description Quantity Unit Price % Total Tax g‘g’.ched To
Paper i $25.00 $25.00 $0.00| 1line 1
Purchase Order  viewsil inusices for this Purchase Order Go toline: | Line Number ~ Q,
1 LIFE TO DATE AMOQUNT: Gross: 325.00, Net: 325.00  Remaining to be
nwoiced: Gross: $0.00, Met: 30.00
Fazer Ordered 1 52500 $25.00 $0.00
Invoiced 1 325.00 30.00

In addition, the Invoice and Purchase Order tabs display the invoice and PO
details. The user can make edits based on field access configuration.

For three-way matching, the user can see the receipt information in the Matching
Summary tab and in the Purchase Order tab of the invoice detail view.

The receipt information for each PO line is nested within the corresponding PO line,
and consists of Receipt#, Delivery Slip #, Date, and Quantity.

Concur Invoice will highlight matched PO line items and receipts when a user selects
an invoice line item.

Matching Summary D
(==
Invoice  copyitems fom PO
Alert | Line ltem Line Quantity Unit P Total Tax Ir;ig-cnedm aw:;i?;dm
Paper 525.00 525.00 S0.00 1line 1 830625
Purchase Order  viewsi invoices for this Purcnase Order Gato line: | Line Number v Q
@ Ordered 1 5 00 [ o -
“  Received 1 - Matched Quantity: 1 of 1
vl Receipt# Delivery i Date
= 0525 rans org  Resived
istched
Concur Invoice: Purchase Order Matching User Guide for Standard Edition 7
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Section 1: Overview

VIEW AN INVOICE

» To view an invoice:
1. Click Invoice and select the relevant view.
2. Open the invoice by clicking it.

3. On the Matching Summary tab, click the View Invoice icon. The invoice
images appear.

VIEW ALL INVOICES FOR THIS PURCHASE ORDER
» To view an invoice:
1. On the My Invoices page, open the invoice in detailed view.

2. On the Matching Summary tab, click the View all Invoices for this
Purchase Order link.

Invoice || Purchase Crder Q Matching Summary

Matching Summary

InVOice Copy ltems from PO Edit Side-by-Side
Alert | Line ltem Description
1 Bale of cotton

Pur(}hase Order ('\.-'ie'u all Invoices for this Purchase C-rt:er)

The Invoices matched to this Purchase Order page appears.

Invoices matched to this Purchase Order

PO Number PO Total otal Invoiced (LIFE TO DATE)

9899 Gross: 25.00 USD, Net: 25.00 USD s USD. Net: 602.00 USD
Currency PO Tax PO Shipping Remaining 1o be Inveiced

US. Dallar 0.00 USD 0.00 USD Gross: -581.77 USD, Net: -577.00 USD

Invoice Name Employes Name Invoice Date » Invoice Status | Payment Status Tax| Shipping Total
Vendor ABC Brown, Tery T. 8/0772015 Nol Submitied Not Paid 0.00 000 50227 4
Foumiture de bureau Bro T 080772015 Sent Back To Em Not Paid 0.00 0.00 2750

Close

Concur Invoice: Purchase Order Matching User Guide for Standard Edition
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Purchase Order Tab

Section 1: Overview

The Purchase Order tab provides comparison information necessary to resolve
exceptions. PO data is read-only within Concur Invoice, so any changes need to be

made in the PO system of record.

Purchase Order data is made available through an import from the client system of

nwoice for [Select Invoice Ovwner] Status: Mot Submized
Paper
Actions +  Detals +
nesice | Purchase Order || @ Matching Summary
ORDER 1 FOActons «  View PO Audit Ti e iations s
mpary A Comp:
Es
Receipt Type Quantity Unit Price
0810512018 Guantiy Re 52500
= Distibuton Code Percartage Fiet Amount
0.00 100 §25.00
0.00
. o ~ Enter/Edit Recsived Received Quantity: 1
Currency: US. Dollar [ |
Notes To
Vender Recaipt= Defivary Sig# Quantty | Asscmants
330625 FowLs Racaivad
joiced
20k 1o Previous Invoice cice 2 of

» To edit a PO:

1. Click Invoice and then select the relevant view.

2. On the Purchase Order tab, click the desired Edit link to edit the PO.
Inveice | Purchase Order || () Matching Summary
PURCHASE ORDER 9999 PO Actions + View PO Audit Trail
Transmitted to Vendor
Vendor Ship To Bill To
Purchase Order Details Simfred & Fitch Legal SHIPName BILLName
S - View Details
3. Click Save where applicable.

Concur Invoice: Purchase Order Matching User Guide for Standard Edition
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Section 1: Overview

VIEW A PO
» To view a PO:
1. Click Invoice and then select the relevant view.

2. On the Purchase Order tab, click the View PO icon.

nvcice || Purchase Order || @ Matching Summary

PURCHASE ORDER 1 PO Actions ¥ View PO Audit Trail View PO Associ
Closed
Requested by Brown, Terry T

- . Company Location One2 Corp Office
urchase Order Details

The PO images appear.
VIEW PO ASSOCIATIONS
» To view PO associations:

1. Open the desired PO-based invoice by clicking Invoice and selecting the
relevant view.

2. On the Purchase Order tab, click the View PO Associations.

nvoice || Purchase Order | @ Malching Summary

PURCHASE ORDER 1 PO Actions *  View PO Audit Trai
Closed
Requested by Brown, Terry T.

o -, Company Location One2 Corp Office:
Purchase Order Details

The Purchase Order Associations page appears showing information about
purchase order associations to purchase requests and invoices.

Purchase Order Associations

Invoice Tab

The Invoice tab contains all the information about the invoice(s) associated to the
purchase order.

10 Concur Invoice: Purchase Order Matching User Guide for Standard Edition
Last Revised: December 9, 2020
© 2004 - 2024 SAP Concur All rights reserved.




Section 2: PO Association

Section 2: PO Association
When an invoice has a value entered for PO Number and the PO humber matches
that of a PO in Concur Invoice, the invoice is associated to the PO. This can happen
during invoice creation, or it can be changed to this state for an existing invoice.
Associate PO During Manual Invoice Creation
When a user creates an invoice, if they enter a PO number into the PO Number field
that matches the PO number of a PO that is already in Concur Invoice, the user can

automatically associate the PO with the invoice.

After entering the required information on the Invoice Details page, when the user
clicks Save, the following message appears.

Flease Confirm

9 & purchase order was found matching this PO Mumber. Associating the

imvoice will change the policy to match the policy ted to the purchase
order. Do you want to confinue and associate this invoice to the
purchase order?

B -

If the user clicks Yes, the invoice is automatically associated with the PO with the
matching number.

Associate PO by Using Capture Processing

When the system processes an invoice through Capture Processing, the PO number
appears in the PO Number field on the Verification page of Invoice Capture. The
PO number captured will carry over to Invoice regardless. However, the key is that
any PO-related validation will not occur, unless the captured PO number can be
associated to a PO in Concur Invoice. If there is a valid association, then copy down
and match rule validation will occur; if not, the system will still carry the PO nhumber
to the invoice, without any additional copy downs or ability to match.

To access the Verification page, click Invoice > Invoice Capture, and then click
Verification.

Concur Invoice: Purchase Order Matching User Guide for Standard Edition 11
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Section 2: PO Association

Verification page:

Batch List  Document Separation  Verification

To Address: p0088533220d_UploadinvaiceCa

‘endor Information

s Office Enterprises, Inc
6130

1 out of 1 invoice(s) verfied

=

Invo
[

Y
f—

102012

Axis_Office_1invoice_POZ.pdf

=3 3

Axis Office Enterprises, Inc

10700 Prairie Lakes Drive
Eden Prairie, MN 5534

soLoTo:

(555) 555-555

INVOICE

««««««
! Concur INVOICE NUMBER [536524
] 601 108th Avenue NE INVOICE DATE [Oetober 10, 2014
85, ia-L
Default Instruction Text test's Bellevue, WA 88004 4( PO Number|PO123456 )
101172014 TERMS [Nel30
SHIPPED TO: SALES REP [Michael Larsn
Same SHIFPED VIA |Air
emization Sum F.0.B. |[Redmond, WA
PREPAID or COLLECT|COLL
==
Sales Tax Rae: 9.20%
1 No. Expense Ty Line D- ntity Amount Total
QUANTITY DESCRIPTION UNIT PRICE AMOUNT
1 Suppies Pap 120 4 4s0.00 120 |Paper 4.00 480,00
Suppies Pen 150 1 150.00 150 [Pens 100 150.00
1 Misc Office Suppiies 209.00 209,00
3 Suppies Wise O 1 29 200.00

Invaioe 1 0f 1

Detailed view of the Verification page showing the PO Number field:

Policy Mame

Axis_0Office_1Invoice_PO2.pdf

IPC Policy
. . +
voroe Date Axis Office Enterprises, Inc INVOICE
I 10/10/2014 10700 Prairie Lakes Drive
Eden Prairie, MN 55344 (555) 555-555
Shipping
15.00 SOLD TO:
Concur INVOICE NUMBER [536524
O Number 601 108th Avenue NE INVOICE DATE |October 10, 2014
123458 Errite1000- —
Bellevue, WA 98004 (PO Number|PO123456 )
TERMS [Net 30
SHIPPED TO: SALES REP |Michael Larson
Same SHIPPED VIA |Air
F.0.B. |Redmond, WA
PREPAID or COLLECT|COLL

Associate Invoice With Multiple Purchase Orders

Concur Invoice can process invoices that are associated with multiple purchase
orders, which might be useful for clients who only want to receive one invoice for a
number of purchase orders that are tied to that particular invoice.

Some clients will get a mix of invoices with some invoices referencing a purchase
order number at the header level and with some invoices referencing purchase order
numbers at the line item level where each line item’s PO number could be different.

With the Multiple Purchase Orders feature, Invoice supports the ability to associate a
purchase order number at the invoice line item level.

Companies with this feature can:

e Enable PO numbers at the line item level

e Disable PO numbers at the line item level

e Change the associated PO number for an invoice line item on the Invoice tab

e View each PO associated to a specific invoice on the Purchase Order tab

12
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Section 2: PO Association

Enable and Disable Line Item Level PO

The Multiple Purchase Orders feature provides employees with the Enable Line
Level PO command in the Actions menu for an invoice (provided the Multiple
Purchase Orders feature has been activated by SAP Concur). The user selects one
purchase order number from which to create an invoice from the Purchase Order
Number list on the Create New Invoice page. This PO number will serve as the
primary PO number for all header PO-based copydowns. Then the user selects the
Enable Line Level PO option, and can manually add PO numbers at the line level in
the Invoice tab. With this option selected (enabled), the user has indicated that it is
a multiple PO invoice, and the PO number field at the line level becomes visible and
editable. When the user adds a line item, the primary PO is defaulted as the first
line’s PO. Users can change this line level PO number, and when the user creates
additional line items, the previous line’s PO number is defaulted to the new line.

If the user changes the PO number:

e At the header level: The user is notified that any header copydowns will
also be changed if they proceed to make the change. Line item level PO
numbers will be unchanged

e At the line item level: That line item’s PO number will be changed, and the
default for the next line will be the new PO number if the next line does not
already have a PO number

Users can view all the POs belonging to a specific invoice in the Purchase Order
tab, and to match invoice lines to PO lines belonging to different POs, a user needs
to go into the Matching Summary tab.

If a purchase order is changed or updated, Concur Invoice will check if this PO is
associated to any invoice line items. When the PO is saved, Invoice will run
configured matching rules against existing associated invoices.

Should the user wish to disable the Multiple Purchase Order functionality, they can
do so by selecting the Disable Line Level PO command in the Actions menu.

P To enable line item level PO:
1. Click Invoice > Create New Invoice.
2. On the Create New Invoice page, in the Purchase Order Search field,

start typing in a PO number, and then select the PO nhumber that you want to
use.
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Section 2: PO Association

3. On the Enter Invoice Details page, in the Actions menu, click Enable Line
Level PO.

Create New Invoice for [Select Invoice Owner]
Enter Invoice Details

Actions * Details -

€

Print 3

W

The Purchase Order Number column is added to the line item level.

Show Distributions

No. Expense Type Line Description Purchase Order Number | (lient CustomList

Ne items found.
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P To disable line item level PO:
1. Open the desired invoice.

2. In the Actions menu, click Disable Line Level PO.

Invoice for [Select Invoice Owner]

New Employee Equipment

Actions » Details +
Unassign
atching Summary
Upload Image
Delete Image «| Invoice D
CFDi Attachment 3
Policy Name
Change to Non-PO
Invoice Amo:
l 1,635.00
:
i WAT Amount
Delete Invoice 0.00
Print 3 CustomList
Second Lisi
Ship To Cor

3. In the Please Confirm window that appears, click Yes.

Please Confirm

Are you sure you want to disable line level PO?

1.This will delete all the PONumbers associated with the line
item(s) but may retain the properties copied from the POs.

2. Any unsaved changes will be lost.

NOTE: Please ensure that you really want to delete all purchase order
numbers associated with the line item in question.

PO Line Item Association

If an invoice is associated to multiple purchase orders, the system creates a link
between each invoice line and its corresponding PO. The PO number is then used for
line association between the invoice line and the appropriate line of the PO. If the
client has selected to use auto line association, this logic will be used for multiple
POs as well.

Line item level PO-based copydowns will occur from the associated PO line items.
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Section 2: PO Association

NOTE: Invoice line items that do not have a PO number will not be associated to a
PO line item by the system.

If the user needs to change the associated PO number for an invoice line item, they
will be able to do so in the Invoice tab.

View and Manage Multiple POs

Users can view and manage multiple POs in the Purchase Order tab and Matching
Summary tab.

PURCHASE ORDER TAB

On the Purchase Order tab, the user will be able to select each purchase order tied
to a specific invoice in a list.
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Section 2: PO Association

Invoice for [Select Invoice Owner]

supplies for reception

Actions » Details *

Invoice || Purchaze Order (Multiple) & Matching Summary

View: CPYAS -~

PUR  CPYA5 v ER CPYA5

Trans |

Requested by Com . Susan
Purchase Order Details | Edit

PO Mumber: CPYAS
Mame:
Description:

Met Payment 30
Terms:

Order Date: 20190611
Meed By Date:

Shipping: 0.00

Tax: 0.00

Total: 45.00

Currency: Us, Daollar

Motes To

Vendor:

Client:

CustomList: (2) Second List ltem
Location:

Once the user has selected a purchase order, they can view the details of the
purchase order and work with it as usual.

P To view and manage multiple purchase orders:
1. Open the desired invoice.
2. Click on the Purchase Order tab.

3. In the list, select the purchase order you want to view or work with.

Concur Invoice: Purchase Order Matching User Guide for Standard Edition
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Section 2: PO Association

MATCHING SUMMARY TAB

On the Matching Summary tab, in the Purchase Order list, users will see the
header level purchase order as default.

Actions + Details +
Invoice || Purchase Order (Multiple) & Matching Summary

Matching Summary
e

Invoice Copy ltems from PO Edit Side-by-Side

Alert ‘ Line ltem ‘ Line Description
1 Logo pens
2 paper
3 notepads

Purchase Qrder View all Invoices for this Purchase Order

CPYAS | LIFE TO DATE AMOUNT: Gross: USD 45.00, Net: USD 45.00  Remaining fo be Invoiced: Gross: USD 0.00, Net: USD 0.00

®

1 Logo pens

Once the user clicks on a line item purchase order in the Invoice list, the purchase
order matched to that invoice shows in the Purchase Order list.

Inveice || Purchase Order (Multiple) & Matching Summary

Matching Summary
s ] v |

Invoice Copy ltems from PO Edit Side-by-Side

Alert | Ling Item ‘ Line Description
1 Logo pens
( 2 papeD
| 3 notepads

Purchase Order View all Invoices for this Purchase Order

CPYAG |LIFE TO DATE AMOUNT: Gross: USD 35.00, Net: USD 35.00  Remaining to be Invoiced: Gross: USD 0.00, Met: USD 0.00
( ® }
1 Printer paper

O 2 Legal notepads
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CoPY ITEMS FROM PO

In the Copy Items from PO window, the user will be able to see all lines of the
purchase order tied to the specific invoice with which they are working.

Section 2: PO Association

Copy Items from PO

PO #a Linel...
¥| POO4Mov 1
v| PO0O5Dec 1
POO3Dec 2
PCOGJan 1
PCOOGJan 2
PCOGJan 3

Description

Tablets
Tablets
Keybeards
Tablets
Keybeards

Computers

Quan...

20

20

Unit Price

5500.00

5500.00

5100.00

5500.00

5100.00

31,000.00

Subtotal

510,000.00

510,000.00

52,000.00

310,000.00

52,000.00

310,000.00

P To copy items from a PO:

1. Click Invoice and then select the relevant view.

2. Open the invoice by clicking it.

3. On the Matching Summary page, click the Copy Items from PO link.

4. Select the items you would like to copy and then click Copy.

EDIT SIDE BY SIDE

In the Side-by-Side Editor window, the user or processor will see a list with all
purchase orders tied to the invoice in question. By selecting one of the purchase

orders from the list, the user or processor will see the purchase order header data in

the Purchase Order section. This means that the purchase order header data will

change depending on purchase order selected in the list. The invoice details stay the

same.
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Section 2: PO Association

Side-by-Side Editor
nvaice Purchase Qrders
View: CPYAS ~
Request Total Purchs; CPYAS ~
UsD 50.00 usD - |
Invoice Currency Purch: @
Us, Dallar Us, Dallar
Palicy Name PO Mumber
CPYAS
Invoice Mame Name
| supplies for reception

» To edit in side-by-side view:
1. Open the desired purchase order and click the Matching Summary tab.
2. Click Edit Side-by-Side. The Side-by-Side Editor window appears.
3. Edit the fields you would like to update.

4, Click Save.

Associate the Invoice to a Different PO

You can associate an invoice to a different PO if it is, for example, incorrectly
associated.

» To associate an invoice to a different PO:
1. Click Invoice and then open the desired invoice.
2. Click the Invoice tab.

3. In the PO number field, type the new PO number.

Inveice || Purchase Order (Multiple) & Matching Summary
Vendor Information «| Invoice Details
Vendorg
Vean;(;r Code Policy Name Invoice Name “Wendor Invoice Number
a5 i 235462

123 Main ST l supplies for reception | 23546234
Anytown, WA PO Number Invoice Received Date Invoice Date
55535 | CPYAB ] | 2019/06/11 L]
‘iggqu:srsc-godga;\f\?gig'frgggee Invoice Amount Net Payment Terms Payment Due Date

I 80.00 30 B
Cumency: USD-US, Dollar

Vigwr Change Specify Tax in: (& Invoice Details ltemization Summary g
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Section 2: PO Association

4. Click Save.

Automatically Associate Invoices With Purchase Orders

If an invoice has one line item and a purchase order has one line item, Invoice will
automatically associate the invoice line with the PO line.

PO Association and Expense Types

When a user manually associates an invoice line item to a purchase order line item,
or when the system associates an invoice line item to a purchase order line item, the
expense type of the PO line item will automatically copy down to the invoice line item
to ensure that the correct expense type is processed with the invoice.

Change a PO-Based Invoice to a Non-PO Based Invoice

If an invoice is incorrectly associated to a PO, but is actually a non-PO based invoice,
the user can reclassify the invoice.

» To change a PO-based invoice to a Non-PO based invoice:

1. On the Invoice Manager page, in the My Tasks section, click Unsubmitted
Invoices.

MY TASKS

Invoices
© Create New Invoice

Unsubmitted Invoices 8

All My Invaices 13

2. In the More Actions menu, click the Change PO to Non-PO command.

My Invoices
Search View: Unsubmitted Invoices w
Vendor Name ¥ Begins with ¥ m
== ] o
= Alert Image Invoice Name « Ven 2 Number Invoice Date
D Audit Trail VEN 1] 2018/09/24
Change PO to NonPO @
Approval Flow
= D Conference materials Ven ee 2019/06/11

@ Matched to Purchase Order

Concur Invoice: Purchase Order Matching User Guide for Standard Edition 21

Last Revised: December 9, 2020
© 2004 - 2024 SAP Concur All rights reserved.



Section 2: PO Association

3. In the Please Confirm window that appears, click Yes.

NOTE: Depending on the configuration of the entity, a prompt to change the policy
assigned to the invoice might appear.

When the invoice is changed to a Non-PO invoice, it might need to be assigned to a
different owner. If so, the invoice must be in an unsubmitted state and the new
owner must have access to the policy associated with the invoice.

If the new owner does not have access to the new policy, unassigning the invoice
allows the AP User or other back-office personnel to perform the reassignment.

Quantities and Amounts Freed up on Voided PO-Based Invoices

Voided invoices remain associated with the PO, but the goods receipt quantities and
amounts are freed up to be invoiced on a replacement invoice. While Concur Invoice
shows those voided invoices, they fully umatch the lines for re-invoicing. When a
new invoice is created, it will have the same purchase order referenced on it.

Match Rules and Match Status

Match Rules are configurable, similar to Audit and Workflow rules. They can be
specified at the Header, Vendor, or Line Item level, and can be applied on a one-to-
one basis between the current invoice and the PO, as well as a "Life-to-Date" basis
that looks at all invoices in the system sharing the same PO Number. Concur Invoice
applies exceptions to a PO invoice when Match Rules run and fail.

Understand the Match Status Assigned to an Invoice

Match Status is an attribute of an invoice, and is determined by:
e Successful association to a PO
- AND -

e Presence of any match exceptions
Match Status displays on the My Invoices, Unsubmitted Invoices, Unapproved

Invoices, and Process Invoices pages. The table below shows all possible Match
Status types.

Status Name ‘ Description

Matched The invoice is associated to a PO and has no exceptions (note
that several invoices can match a single PO).

Does Not Match The invoice is associated to a PO and has one or more
exceptions (note that several invoices can match a single PO).
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Section 3: Workflow and Approval Routing

When Does Concur Invoice Run Match Rules?

Concur Invoice first runs matching rules when:

e An invoice is both successfully associated to a PO
- AND -

e The invoice is in an assigned state (by any method, such as the Payment
Request Import, Vendor to Employee rules assignment, AP User assigning to
Invoice Owner, one Invoice Owner to another).

NOTE: For three-way matching, invoices must, in addition to be associated with
purchase orders, also be associated to received quantities (of goods).

When these two things are true, Invoice reruns rules whenever the client makes
relevant changes to the invoice or the PO. These include:

e On Header save and Line Item delete/save, and on line sequence change
e Changing Invoice Owner, Vendor, or re-assigning an invoice

e Upon PO import, if 1) the import identifies a matching invoice in Concur
Invoice that had not been previously associated to a PO, or 2) the import
identifies that a relevant value like unit price or quantity has been updated on
the PO for a previously associated invoice

NOTE: Rules are rerun for the changes listed above regardless of workflow status.

This applies if the invoice is pending an Invoice Owner, Approver, or
Processor.

The PO matching status of the invoice will be written to the Audit Trail
whenever it changes.

Invoice cannot run rules if an invoice:
¢ Has been extracted
e Is part of a payment demand

e Has a status of Unassigned

| For more information about payment demands and their effect on running
rules, refer to the Concur Invoice: Invoice Pay User Guide.

Section 3: Workflow and Approval Routing

There are three general processes for purchase request workflows.
e Capture with exceptions
o Capture without exceptions

e Manual entry of invoice
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Capture With Exceptions

If the invoice is processed through capture processing, the invoice and any relevant
purchase order will be associated, and match rules run. If there are exceptions, the
user resolves these and then submits the invoice. Then the system will route the
invoice to the Invoice Processor who will approve the invoice. After this step, the
invoice continues to invoice extraction.

Workflow

Capture - Invoice Owner (reviews for accuracy and solves exceptions) - Invoice
Processor = Invoice Extraction

Capture Without Exceptions

If the invoice is processed through capture processing, the invoice and any relevant
purchase order will be associated, and match rules run. The user reviews the invoice
and submits. The system will then route the invoice to the Invoice Processor who
will approve the invoice. After this step, the invoice continues to invoice extraction.

Workflow

Capture - Invoice Owner (reviews for accuracy) - Invoice Processor - Invoice
Extraction

Manual Entry of Invoice

The invoice owner enters the invoice manually into the system, and then submits the
invoice. Then the system will route the invoice to the Invoice Processor who will
approve the invoice. After this step, the invoice continues to invoice extraction.

Workflow

Invoice Owner = Invoice Processor = Invoice Extraction

Section 4: Concur Invoice Receiving

In a typical purchasing process, the buyer orders goods from the supplier by issuing
a purchase order. The supplier delivers the goods with a document detailing the
goods that are shipped (Delivery Slip Note/Bill of Lading). The buyer receives the
goods and records the receipt by creating a Goods Receipt Note. The supplier then
invoices the buyer for the items they have shipped. The buyer reconciles the invoice
against the ordered and received items and then processes the invoice for payment.

This section describes how to enter quantity receipt data manually into the Concur
Invoice product. This is beneficial for clients who can receive receipts in Concur
Invoice and use three-way matching to give them more control over their invoice
process.
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Section 4: Concur Invoice Receiving

Invoice Owners, Invoice Processors, and Purchasing Administrators, who processes
purchase orders, can enter, edit, and delete receipts, and add, view, and delete
receipt images. In addition, Invoice Owners and Invoice Processors can manage
receipts at any time in the workflow process within Concur Invoice.

Purchase Request Owners will also be able to manage receipts and receipt images
provided the Allow Purchase Request Owners to Edit their own Purchase
Orders option is selected (enabled) in Invoice Settings.

NOTE: If the Purchase Request Owner becomes the owner of the invoice as well,
then they can add/change/delete receipts on the invoice (through the
Purchase Order tab) when they submit the invoice. For this to work, the
Assign invoice to Purchase Request Owner option must be selected
(enabled) in Invoice Settings, or the invoice must be manually assigned to the
user.

When Purchase Request Owners create a new item, they will be able to specify if the
item requires quantity receipts or not in the Receipt Type list. The default will be
None for services and Quantity Receipt for goods.

Manage Requests Mew Request Process Requests Quick Search Purchase Requests -
Pending Requests New ltem
NOT SUBMITTED fiii @l NOT SUBMITTED i
Policy Receipt workflow b
Request No. 15 $250.00  Request No. 44 $25.00 "
Test Banners Type Goods hd
Last Comment: Last Comment:
- none - - none - R Sagapo
12 Main Street
Seattle, VWA 98077
Request New Vendor | Edit
A . | Expense Type I Other (¥
\ T o
Ctl je terﬂg Change \iew Receipt Type [Quaniity Receinf {b
R Hone
Search:  Description W Begins with w Q DEEL Cuantity Receipt
Description Vendor Na... | Meeded By | Submit Date | Quantity /... Total e
CQuantity I 1
Unit of Measure Each “
Unit Price I D

Add a Receipt

Invoice Owners, Invoice Processors, Purchasing Administrators (who processes
purchase orders), and Purchase Request Owners (who can edit their own purchase
orders) can open transmitted purchase orders and add receipts at the line item level
of the purchase orders.
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P To add a receipt:
1. Open the desired purchase order and then click the Purchase Order tab.

2. In the Itemization Summary section, click the Enter button. The Enter
Received Goods window appears.

Enter Received Goods X

Purchase Order: 24
Line 1: Test Receipts, Quantity 50

Receipt # Delivery Slip # Date of Receipt Quantity
l l
l l
l l

3. In the Enter Received Goods window, complete the required fields and any
other field that you would like to fill in.

Field Description/Action

Receipt # (Required) Enter the receipt number of the goods that you
received.
Delivery Slip # (Optional) Enter the Delivery Slip Number of the goods that

you received.

Date of Receipt (Optional) Enter the date when you received the goods. If
left blank, today’s date is used.

Quantity (Required) Enter the quantity of goods that you have
received. The quantities are incremental.

4. Click Save.

Edit a Receipt

Invoice Owners, Invoice Processors, Purchasing Administrators, who processes
purchase orders, and Purchase Request Owners (who are allowed to edit their own
purchase orders) can open transmitted purchase orders and edit receipts at the line
item of the purchase orders.
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NOTE:If a receipt is associated with an invoice, a user will not be able to edit the
receipt and the Edit button will be disabled. If a user needs to make changes
to an invoice, they need to first unassociated the receipt to the invoice.

» To edit a receipt:
1. Open the desired purchase order and then click the Purchase Order tab.
2. In the Itemization Summary section, select the receipt that you would like

to edit, and then click the Edit button. The Edit Received Goods window
appears.

Edit Received Goods x

Purchase Order: 24
Line 1: Test Receipts, Quantity 50

* Receipt # Delivery Slip # Date of Receipt " Quantity

| st1m 06/29/2016 | 15

3. Edit desired fields, and then click Save.

Delete a Receipt

Invoice Owners, Invoice Processors, Purchasing Administrators, who processes
purchase orders, and Purchase Request Owners (who are allowed to edit their own
purchase orders) can open transmitted purchase orders and delete receipts at the
line item of the purchase orders.

NOTE: If a receipt is associated with an invoice, a user will not be able to delete the
receipt and the Delete button will be disabled. If a user needs to make
changes to an invoice, they need to first unassociated the receipt to the
invoice.
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P To delete a receipt:
1. Open the desired purchase order and then click the Purchase Order tab.
2. In the Itemization Summary section, select the receipt that you would like

to delete, and then click the Delete button. The Do you want to delete the
following Received entries? window appears.

Do you want to delete the following Received entries? x

Purchase Order: 24
Line 1: Test Receipts, Quantity 50

Receipt # Delivery Slip # Date of Receipt Quantity

SH123 06/29/2016 15

3. Click Delete.

Add a Receipt Image

Invoice Owners, Invoice Processors, Purchasing Administrators, who processes
purchase orders, and Purchase Request Owners (who are allowed to edit their own
purchase orders) can open transmitted purchase orders and add receipt images at
the line item of the purchase orders. Only one image ID can be associated with a
receipt. Additional uploaded receipts are appended to the same image.

> To add a receipt image:

1. Open the desired purchase order and then click the Purchase Order tab.

2. In the Itemization Summary section, click the L= icon of the receipt to
which you would like to add a receipt image. The Upload Image window
appears.
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3. Click Browse to locate the receipt you want to attach.

Upload Image

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

Files selected for uploading: Browse...

Mo files selected

Close
4. Click Open or double-click the receipt image.
5. Click Upload and then Close.
Upload Image
For best results, scan images in black & white with a resolution of 300 DPI or lower.
Click Browse and select a .png, .jpa, jpeq, .pdf, .tif or .tiff file for upload. 10 MB limit per file.
Files selected for uploading: Upload
5-12-2014 2-44-51 PM.png Remove
Close

View a Receipt Image
Invoice Owners, Invoice Processors, Purchasing Administrators, who processes
purchase orders, and Purchase Request Owners (who are allowed to edit their own
purchase orders) can open transmitted purchase orders and view receipt images of
the purchase order.
P To view a receipt image:

1. Open the desired purchase order and then click the Purchase Order tab.

2. In the Itemization Summary section, click the icon of the receipt you
would like to view. The Purchase Order Receipt Image window appears.
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Purchase Order Receipt Image x

Upload Image  Delete Image

Corporate Letterhead Block

3000 Axngmld Drive. Suite 2500

Anymld Town, MY, 12800, USA
mfoi@ootporate com (514 989-4600 warw corporate com

PACKING SLIP

ORDER P.Q. NO: RT-43572-8 ORDER DATE: 02/25/201%
SHIPPED TO: SHIPPED BY:
Baker & Taylor Books Final Draft Publications

301 5. Gladiohs Street
Momence, [L 80954

(403) 257-1759
INVOICE NO: 20x%-354 INVOICE DATE: 11/20020%%
ITEMS SHIPPED:

(as per letterhead co-ordinates)

3 cartons of the book "Internet Basics without fear!” (Revised Edition).
Each carton containg 75 copies (3 x 75 = 225 books).

IMPORTANT:
Pleace check that all ieme licied above have been meeived and agree with your order. Pleace
Tt disc jes noed immed i our customer service cemier at 1-800-750-7T500.

Review the receipt image and then close the window by clicking the x in the
top-right corner.

You can also upload receipt images from this window by clicking the Upload
Images link.

In the Purchase Order Receipt Image window receipt images can be
rotated, downloaded, printed, zoomed in and out, and fitted to page.
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Purchase Order Receipt Image x

Uplead Image  Delete Image

FD4474B01AFC6F7900AB20855A729BD9B2AEDS... 2 / 2

Corporate Letterhead Block

5000 Apyo)d Drive, Suite 2500

Arnvold Town, NY, 12800, 154
infoi@oomporte camn (514) 959-4690 wharer corporate com

PACKING SLIP

ORDER P.O. NO: RT-43572-8 ORDER DATE: 02/25/20%X
SHIPPED TO: SHIPPED BY:
Baker & Taylor Bocks Final Draft Publications

015, Gladiohs Street
Momence, IL 60954

(403) 2571762
INWVOICE NO: 20XX-354 INVOICE DATE: 11/20/20%
ITEMS SHIPPED:

(as per letterhead co-ordinates)

3 cartons of the book "Internet Basics without fear" (Revised Edition).
Each carton contains 75 copies (3 x 75 = 225 hooks).

av
ar

IMPORTANT: +
Pleace check that all ieme bieied ahove have heen meeived and agree with your order. Pleace
T disc 0 our customer service cemier at 1-800-T50-T500.

ies noled immedi

Delete a Receipt Image
Invoice Owners, Invoice Processors, Purchasing Administrators, who processes
purchase orders, and Purchase Request Owners (who are allowed to edit their own
purchase orders) can open transmitted purchase orders and delete receipt images of
the purchase orders.
P To delete a receipt image:

1. Open the desired purchase order and then click the Purchase Order tab.

2. In the Itemization Summary section, click the icon of the receipt you
would like to delete. The Purchase Order Receipt Image window appears.
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Purchase Order Receipt Image x

Upload Image ( Delete Image

Corporate Letterhead Block

5000 Anyold Drve, Suite 2500

Anwold Town, MY, 12800, USA
mfoi@ooiporte com (514 980-4600 wunarar corporate com

PACKING SLIP

ORDER P.O. NO: RT-43572-8 ORDER DATE: 02/25/20KX
SHIPPED TO: SHIPPED BY:
Eaker & Taylor Bocks Final Draft Publicatirns
if:i&iﬁi‘ég_ﬁfd (as per letterhead co-ordinates)
(403) 2571769
INVOICE NO: 20xx-354 INVOICE DATE: 11/20/20%X
ITEMS SHIPPED:

3 cartons of the book "internet Basics without fear!" (Revised Edition).
Each carton cortaing 75 copies (3 x 75 = 225 books).

IMPORTANT:
Pleare check that all ienie Beied ahove have been mecened and agres with your order, Please
Teport any dx 2es noedimmediaiely i our customer service cemier at 1-800-T50-T500.

3. Click Delete Image.

Purchase Order Import for Receiving

The Receipt Type is supported at the header and line item level of the Purchase
Order Import.

L For more information, refer to the Concur Invoice: Import and Extract File
Specifications - Purchase Order Import document.
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Section 5: Invoice Processor Role
When approving, the processor can draw on features specific to this type of invoice,
including:

e Search for PO invoices by querying for their associated Purchase Order
Number, Invoice Number, or Request Number value

e Side-by-side edit view of PO and invoice for vendor, header, and line item
editing

e Ability to change the sequence and number of line items in the invoice to
match those of the PO

e Ability to clear exceptions that prevent matching

Search for and View Invoices by PO Number
You can search for a purchase order by either using the Go To feature, or by creating

a query, and you can view purchase orders by adding the PO number to the
Invoices Ready for Processing page. To do so, use the following procedures.

Search for an Invoice by Using the Go To Feature
The Purchase Order Number attribute is unique and can return one or more invoices
associated with their PO. To view these in the Processor view, a search function
using the Go To button is available.
» To search for an invoice by using the Go To feature:

1. Click Invoice > Process Invoices.

2. On the Invoices Ready for Processing page, click Go To.

Search: | Invoice Mame w Begins with W q %

Approval 5tatus Payment Status Go To Purchase Order

Mot Submitted Mot Paid Enter a Purchase Order Number,
Inveoice Mumber or Purchase Request
Number

Mot Submitted Mot Paid |

3. Type in the Purchase Order Number, Invoice Number, or Purchase Request
Number associated with the PO for which you are searching. When a match is
found, the system returns one (or more) purchase orders.
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Search: | Invoice Name

Approval Status
Mot Submitted

Mot Submitted

Mot Submitted

Pending Approval -

w Begins with

Payment Status

Mot Paid

Mot Paid

Mot Paid

Mot Paid

3

Go To Purchase Order

Enter a Purchase Order Number,
Invoice Mumber or Purchase Request
Number

Purchase Order Number:
Vendor Name:

Purchase Order Amount:
Purchase Request Number(s):
Invoice Number(s):

CPYA4
Vendor7

1,635.00
g
3452

ConcurConsultant. ConcurConsultant

4. Click the result to view the purchase order (you can only open one at a time.)

Add a PO Number Column to the Processor View

You can add the PO Number column to the grid view which allows a sort-by-number
view to quickly sort and identify purchase requests.

» To add the PO Number column to the processor view:
1. Click Invoice > Process Invoices.

2. On the Invoices Ready for Processing page, click Preferences.

Invoices Ready For Processing

Showing invoices created within last 3 months(Change)

Invoice Name
Conference materials

Vendor Name

Common, Susan Vendor_2

3. Locate the PO Number option in the list and select (enable) it.
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Preferences
Default: Column Label Show?
urguomrs | L
Invoices Ready For Processing e
Org Unit 5 [
Display invoices created within: Org Unit 6 D
3 months v Cpo Number )
Payment Adjustment Notes D
Invoice Navigation:
After opening an invoice, what navigation action should Payment Amount ([
oCour after performing an aclien on an inveice that Payment Due Date D
results in a workflow change?
 Return to List Payment Method Type ]
Payment Status Date D
Open Mexi Invoice in List
Pending Processor Since D
Paolicy Name D
Posting Date D

4. Click Save. The PO Number column appears on the Invoices Ready for

Processing page.

Search:  Invoice Name b

Payment Status

Beginz with b

Request Total

PO Num ber@

Mot Paid UsD 300.00

Q

Search for a PO-Based Invoice by Creating a Custom Query

Creating a query can eliminate tiresome repetition whenever the same search

criterion is used repeatedly to return purchase order invoices.
P To search for a PO-based invoice by creating a custom query:

1. Click Invoice > Process Invoices.

2. On the Invoices Ready for Processing page, click Query > New Query.

3. Create the query as shown in the following figure.
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Query Builder

Query Name: PO Invoice search To ADD or INSERT a new condition. click on

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

‘:. Request PO Number Contains CPYA |:n -] To REMOVE a condition, click the Remave

Condition ("Minus") button for the appropriate
condition

4. Click Save (or Save & Run to return all invoices using that number). The
system saves the query and you can now run the query by clicking it directly.

PO Invoice search

Showing invoices created within last 3 months(Change)

o I - | roeer |

[ New Query .
[ Edit Saved Query pojsa

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

Invoices Pending My Review

Unpaid Invoices

Unsubmitted Invoices

Unapproved Invoices

Inveoices Failing Financial Posting

N

Edit the Invoice

A PO invoice might need adjusting prior to approval. The processor has the option of
sending the invoice back to the invoice owner with directions in the Comment field

explaining the required changes. Otherwise, the processor can adjust the invoice as
needed.

L For more information, refer to the Edit the PO Invoice section in this guide.

Resolve Exceptions

Because a purchase request typically cannot be submitted or approved while it has
exceptions (unless configured so in matching rules), it is rare that a non-Invoice
Owner role (such as Processor or Approver) will see an invoice with match
exceptions. However, this can occur in the following cases:
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e Processor or approver makes an edit that causes the previously matched

invoice to have exceptions.

e The PO import applies new updates to a PO. For example, suppose PO#123
had a total of $1,000. Its associated invoice had a status of Matched and was
submitted. While pending an approver, the import updated PO#123 to a total
of $800. An amount-based exception would occur.

In either case, the user would need to correct the exceptions (by making edits if
their role allowed, or by sending back to the Invoice Owner for corrections) before

the invoice could be approved.

If company policy allows, the processor typically resolves exceptions just as the
Invoice Owner would, except this is done from the Invoices Ready for Processing

page.

When an invoice has only non-blocking purchase order matching errors, the icon on
the Matching Summary tab and the icon on the Invoice list will show a warning (a
yellow triangle) indicating that there is an error. However, the invoice can still be

Invoice for [Select Invoice Owner] Status: Not Submitted
Paper [ 2sson | Sumtioc |
Actions Details v Hide Exceplions
Exceptions X

A Matching Summary Line ltem Unit Price - Line Item Unit Price does not match
A\ Watchina Summarv  Line ltem Quantity - Line Item Quanlitv does nat match
Invoice || Purchase Order || /i Matching Summary
Matching Summary view invice. []
Invoice Copy ltems from PO Edit Side-by-Side
- . . Matched To | Matched to
Alert | Line Item Line Description Quantity | Unit Price Total Tax | pg Receint
& 1 arder for 2 boxes of paper 1 USD75.00  USD75.00 USD0.00| CPYATline 1 4923-9

Compare Invoiced Quantities and Received Quantities Rule

The Invoice Quantities rule is a Life-To-Date rule that compares the total quantities
invoiced (based on quantities matched) against the total quantities on the associated
receipts.

The rule can be set up as a warning or prevent submission if invoiced quantities for
all invoice line items associated with that receipt is more than the configured number
or percentage over the received quantity of associated receipts. This rule is
unchecked (disabled) by default.
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Expense & Invoice Settings > Life-to-Date Purchase Order Matching Rules

Life-to-Date Purchase Order Matching o
Rules

Rules used to match a single purchase order with multiple invoices

1 Individual Purchase Order Matching Rules o Life-fo-Date Purchase Order Matching Rules

Consider purchase orders and invoices matched if:

Taxes message
Line Quanities message
Line Totals message
¥/ Gross amounts are within I CI% v lelse Itlispla',' warning v |with message
Net amounts message

For POs that need receipts:

(In\:o\:e quantities "'63559

Example 1

Let us assume that we have the following:

PO

Line 1: Ordered Quantity is 30

Receipts

GRN#1: Received Quantity is 20

Invoices

Invoice 1: Line 1 quantity is 10

Invoice 2: Line 1 quantity is 10

Invoice 3: Line 1 quantity is 10

The system will associate Invoice 1: Line 1 and Invoice 2: Line 1 to GRN #1. The
system will not associate Invoice 3: Line 1 to a receipt, as there are no available
receipts to associate for this invoice. However, if a user associates Invoice 3: Line 1
to GRN#1, the Life-to-Date rule will fire and throw an exception on all three invoices.
Example 2

Let us assume that we have the following:

PO

Line 1: Ordered Quantity is 30
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Receipts

GRN#1: Received Quantity is 20
Invoices

Invoice 1: Line 1 quantity is 30

The system will associate Invoice 1: Line 1 to GRN #1. The Life-to-Date rule will fire
and throw an exception on Invoice 1: Line 1, because the receipt quantity is less
than the Invoice quantity.

Receipt Association

Concur Invoice will automatically try to associate incoming invoice line to available
receipts on the associated PO lines by using the following logic:

e For invoices where there is not a specified Delivery Slip Number, Concur
Invoice will associate invoice lines to available receipts in a sequential order,
filling each invoice line with available quantities from GRN #1, GRN #2, and
SO on.

e For invoices where the client has specified the Delivery Slip Number, Concur
Invoice will associate it to the GRN that has the same DSN. If Concur Invoice
does not find a GRN with the same DSN, it will revert to the sequential
association logic.

Section 6: Purchasing Admin

Within the PO Matching process for external POs, there might be a need to view and
process the external POs that have been imported into the Concur Invoice product. A
user with the Purchasing Admin role can review and perform certain actions on these
external purchase orders.

Process Purchase Orders

The purchasing admin typically reviews purchase orders and performs PO-related
tasks.

To process purchase orders, the purchasing admin clicks Requests > Process
Purchase Orders. Here, the purchasing admin can perform processing task on the
purchase order.

With the purchase order open in detail view, the purchasing admin can perform the
following actions:

e Void the transmitted PO

e Close the transmitted PO

e View the associated image(s) for the PO
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e Review the original payment or purchase requests associated with this
purchase order

NOTE: Purchasing admins who work with multiple purchase orders will be able to
perform the same task as the user, when working in the Purchase Order tab
and Matching Summary tab. For more information, refer to the View and
Manage Multiple Purchase Orders section in this document.

Void a Purchase Order

A purchasing admin might want to void a purchase order after transmittal to vendor
if, for example, the order cannot be fulfilled due to a discontinued item, or if there
are vendor issues or changes in the business environment that deems the PO invalid.

When a purchasing admin voids a purchase order, the system sets the PO to Voided.
A record of the PO remains in the system, but the PO is not included in any listing or
extract of general purchase orders. However, voided purchase orders can be included
in search result lists by filtering the search where the status is equal to Voided.

Voiding the PO is a "housecleaning" measure used to ensure any associated invoices
referencing this PO Number will be identified and handled appropriately.

» To void a purchase order:

1. On the All Orders page, select the purchase order you want to void by
clicking its check box.

All Orders | cios crous

G Change View Change Group *

Order No. + Requestor Vendor Name Ship To Status Nesded By Total
@cpvm Common, Susan Vendors CompanyA Transmitted to Vendor $75.00

2. On the Actions menu, click Void.

Process Purchase Requests Process Purchase Orders Purchase Order Extracts

All Orders | ciobsi arou

G Change View = Change Group *

Order No Open Purchase Order Vendor Name Ship To Status Needed By Total

¥| CPYA1 Vendoré CompanyA Transmitted fo WVendor 575.00
CPYAZ Vendor7 CompanyA Transmitted to Vendor $25.00
CPYA3 Vendor7 CompanyA Transmitted fo Vendor 05/31/2019 $285.00
CPYA4 @ Vendor7 CompanyA Transmitted to Vendor 06/30/2019 51.635.00

CPYAS Close Vendors CompanyA Transmitted to Vendor 545.00

3. In the Void Purchase Order window that appears, enter a comment about
why you want to void the purchase order, and then click OK. The system
updates the audit log and changes the status of the purchase order to Voided.
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Void Purchase Order

Add a comment to explain why you are voiding the purchase order. Then click OK to return the
order to the employee.

Comment:

3

Close a Purchase Order

When a purchasing admin closes a purchase order after transmittal to vendor, the
system removes the closed PO from the list of purchase orders pending actions. This
helps the processor to manage their POs and their statuses more efficiently.

If the purchasing admin wants to search on closed POs, they can do so by selecting
Status Equals Closed in the search area. The page will list all the closed POs.

Process Purchase Requests Process Purchase Crders

A‘ | O Fd €IS | Global Group Change View ~
:] @arch: Status Equals Closed ) Q

|:| Order No. « Requestor Vendor Name Ship To Status Neede... Total
|:| b Smith, Jehn Two spaces SHIPMame Closed S760.50

o

Page 1) of1 Displaying 1- 1 of 1

NOTE: Please note that the purchasing admin cannot copy an invoice if it is
associated with a closed PO.

NOTE: If the client uses an external purchasing system, a standard PO import into
Concur Invoice can update any PO with a Closed status.

P To close a purchase order:

1. On the All Orders page, select the purchase order you want to close by
clicking its check box.

2. On the Actions menu, click Close.
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Process Purchase Requests Process Purchase Orders

A| | O l’d €IS | Global Group Change View »

Open Request

[ or Vendor Name Ship To Status Needed By Total
I Acme (ACH) SHIPName2 Transmitted to WVendor s750.00 *
[ shn Papa Johns SHIPMame Transmitted to Vendor 5200.00
[ Void shn Acme (ACH) SHIPMName Transmitted to Vendor £200.00
d‘ {b |-hn Acme (ACH) SHIPMame Transmitted to Vendor 530.00
|:| 5 Smith, John Acme (ACH) SHIPMame Pending Transmission £1,200.00

3. In the Close Purchase Order window that appears, enter a comment about
why you want to close the purchase order, and then click OK. When the
purchasing admin has closed the PO, it will no longer appear in the list of that
page.

Close Purchase Order

Add a comment to explain why you are clesing the purchase order.

Comment:

3

m Cancel

In addition, a closed PO will not be available in the list of active POs for
matching invoices.

View Associated Images to the Purchase Order

To view associated images to the purchase order, click View Image Gallery.

, s T
RURCHASE ORDER CPYA3

Transmitted to Vendor
Requested by Commen, Susan

Vendor? CompanyA CompanyA

Purchase Order Details Edit View Details | Edit Edit Edit

PO Number: CPYA3 g

Name [emization >ummary

Description: Line... | Expense Type | Rec... | Sup... | Des... | Unit...| Client | Cust... | Loc... | Qua...| Unit...| Subt...
Net Payment 30 1 Marketing Qua Logo.. Box BE 2 57500 5150

Terms:

Order Date: 06/11/2019 ?f(nbullun Code Percenl?g; Nelggguﬂnﬂl Grussggguﬂnﬂl
Need By Date:  05/31/2019
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Section 6: Purchasing Admin

Purchasing admins can search for purchase orders that are pending transmission or
all purchase orders in the search area by selecting different search criteria, such as
Requestor Last Name, Total, or Vendor Name.

Process Purchase Requests

s - |

[] Order No.« Requestor
] 10 Smith, John
s manahan, roviena
O e Taylor, Sarah

Process Purchase Orders

Purchase Orders Pending Transmission | covs couw

Change View *

Search:  Order No. Begins with
Order No.
Vendor Name Ship [To Requestor Last Name Nesded By Total
Home Style SHIPName  RihdorName {5 $25.00
Mational Books Store SHIFHame $5.00
Status
Mational Books Store SHIPName Pending Transmission 55600

CHANGE VIEW S

EARCH OPTION

Purchasing admins can also use the Change View menu to display purchase orders

pending transmission or pending vendor approval. By changing the view, the result
appears on the page.

Process Purchase Requests

All Orders | giosal crod

Process Purchase Orders

Purchase Order Extracts

Change View *  Change Group *

cn

Search.  Order No.

Purchase Orders Pending Transmission
Purchase Orders Pending Vendor Approval

[] Order No. s Requestor Vendor Name Ship To Change Orders Pending Transmission
[] cpva1 Common, Susan Vendorg CompanyA Transm|[\g @
YAZ ommon, Susan lendor? ompanyA ransmitted fo Vendor 25.4
CPYA2 C S Vendor7? C A T itted fo Vend: $25.00

View Original Invoice or Purchase Request Associated with a PO

To view details about the original invoice or purchase request associated with a

specific purchase order, click View Association.

View Image Gallery

View Associafions’) Audit Trail

PURCHASE ORDER CPYA1

Transmitted to Vendor
Requested by Common, Susan

Vendor

Vendors CompanyA CompanyA
Purchase Order Details | Edit View Details | Edit Edit Edit

The Purchase Order Associations window appears.

Purchase Order Associations

PO Number PQ Total Total Inveiced (LIFE TO DATE)
CPYAl Gross: 75.00 USD, Met 75.00 USD Gross: 75.00 USD, Net: 75.00 USD
Currency PO Tax PO Shipping Remaining to be Invoiced

US, Dallar

0.00 USD 0.00 USD Gross: 0.00 USD._ Net 0.00 USD

Associated Invoices
Invoice Number

34523

Invoice Name Employee Name Invoice ... Invoice ...

05/23/2019 Mot Sub...

Payment... Tax | Shi...

Paper Not Paid 0.00 0.00

Common, Susan

iated Purchase Requests

Purchase Request Number Description Employee Name Submit Date »

443 Office Supplies 05/21/2019

Common, Susan

Total
75.00

Total
100.00
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Section 7: Quantity Receipt Import for Three-Way Matching

Before clients can start to use the Three-Way Matching feature, they need to import
the Quantity Receipt file, which they can do through an FTP import or through the
API. The receipt information that clients import into Concur Invoice enables the
system to associate and validate incoming invoice lines. The associated receipt
information is then available for extract through the Standard Accounting Extract.

If clients need to use three-way matching, they should use the Quantity Receipt
Import.

L1 For more information, refer to the Concur Invoice: Import and Extract File
Specifications - Purchase Order Receipt Import Version 2 (Quantity Receipt
for Three-Way Match) document.

Section 8: PO-Based Invoices That Should Not Be Matched

In some cases, a client will use Concur Invoice to capture and route PO invoices but
will not want matching to be performed on them. For example, the client might have
a set of inventory-related POs which require receiving and matching to be performed
within the ERP PO module (not Concur Invoice).

The most common benefits of using Concur Invoice in this way are standardizing
capture methods, as well as consolidating images and reporting data in one system.
Clients commonly choose a workflow for these PO invoices that routes straight to
Processor, extracts the invoices, and then performs the match in their ERP.

In cases like these, ensure that you do not enter any value in the Concur Invoice
Purchase Order Number field so that the system will not perform any matching in
Concur Invoice.

When creating an invoice, enter the PO Number on the Invoice Header Form. Do not
enter it in the Purchase Order Number field on the Create New Invoice page.

The latter approach will look for a matching PO number in Concur Invoice, which will
not exist.
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