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

Vi
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Section 1: Overview

Purchase Request and Purchase Order

Section 1: Overview

The Purchase Requests and Purchase Orders (PR and PO) feature allows clients to
achieve internal spend authorization by using purchase requests. These requests are
become purchase orders (documents that authorize a supplier to provide goods or
services at specified prices and quantities) in return for payment. When coupled with
existing Concur Invoice, PO Matching and Pay functionality, these features provide
an end-to-end spend authorization to pay lifecycle.

Spend Lifecycle

Purchase | Purchase .
s Invoice =
Request nvoice PO Match
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Section 2: Access the Feature

Section 2: Access the Feature

To access the Purchase Request (PR) feature, first ensure that SAP Concur has
enabled the feature.

(| For more information, refer to the Concur Invoice: Purchase Request and
Purchase Order Setup Guide.

To access the feature, click Requests, and then select an option in the Purchase
Request menu depending on your user role.

Administration ~ | Help ~
SAP Concur @ Requests Expense Invoice Approvals Analytics. App Center _— .
rofile -
Request ltems Process Purchase Requests Process Purchase Orders Purchase Order Extracts
Pending Requests Cart ltems
Nene found
| @ Add New ltem
Active ltems hange view
m Search: Description ~ Begins with ~ Q
Description Vendor Name Needed By Submit Date » Quantity / Unit... Total
staples Vendor_1 11/14/2016 5Pieces 5$60.00
@12
Request No.- 75 (Pending Approval - Administrator, Concur) =
Pagel 1|of1 (o] Displaying 1-1 of 1 Total: 0.00

Users who work with purchase requests and purchase orders have a unique view
designed to allow rapid entry and review. Additional options allow each user,
depending on their role, to submit, approve, and transmit, or as required, return a
request to the requestor, or even to terminate the PO past its transmittal phase,
after it is in the hands of the vendor.
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Section 3: What the Purchase Request User Can Do

Section 3: What the Purchase Request User Can Do

The user with the Purchase Request User role is limited to opening only the Pending
Requests page via the Request > Request Items menu. When creating the
purchase request, the user is assembling goods and/or services request items, then
assembling these items under a single PR, using a descriptive hame, such as Flood
Damage Repair or Christmas Gala 2022. This is essentially the reverse of tasks
presented when creating an invoice in Concur Invoice, where the line items follow
the header items. If the user clicks in the Vendor field, the five most recently used
vendors appear in a list. Users may also click the More Search Options link that
appears in the vendor list to be able to perform more advanced search options.
These search options are also available on the purchase request details page.

New [tem
Pahicy ed States Imvoica Po Pollicy W
Type Goods w
Vndor |T-""" =
Recently Used ‘Wendors
Vendord
458 Main 5T
Anytown, VA 55555 tails
Vendord
2345 Main 5T
Anytown, WA 55555
HLgNendord. com
Recsipt Type Vendar?
Arvvtown
Expense Type I ::E't"i'
oA Vendorg
Descriptio | tzwanst
Anytown, VWA 55555
ltzm Mo J g endord . com
S Vendoril
BT | se7wmainsT
Anytown, VW 55555
Unit Price I
Tortal oo @
Needed By &)
Unit Of Messure I L
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Section 3: What the Purchase Request User Can Do

Create a Purchase Request

Add New Item

The user may create one or more items by first clicking Add New Item, selecting
the PO policy based on activated country packs, specifying the type of item (Goods
or Services), and then selecting a vendor. When selecting a vendor, type the name
in the Vendor field to view a list of vendors from which to choose.

NOTE: The Policy list’s field values are determined from the user’s Profile
configuration on the Invoice Information page in Invoice Settings.

Policy United States Invoice Po Policy v
Type Goods v
Vendor I <Search for Vendor Name>

Request New Vendor

Expense Type l Undefined v

Description I

Item No

Quantity I 1

Unit Price I 0

Currency l USD-US, Dollar A

Total 0.00

Needed By :

Uit Of Measure | v -
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Section 3: What the Purchase Request User Can Do

Review Vendor Information

After selecting a vendor, the user can see the vendor address below the Vendor
field. If the vendor information includes the PO contact name and/or the PO contact
email address, this information will also be displayed below the Vendor field.

Type Goods w
\endor
FY
Request New Vendor | View Details

After selecting a vendor in the Vendor field, the user can review all available vendor
information by clicking View Details to open the Vendor Information page.

Vendor Information

“endor Code Address Accounting Cods
‘fendor_Code WE_AA_Cods
Address 1 Agdress 2 Sddress 3
345 Main 5T
City State or Provincs Postal Code
Arytown WA 55555
Currency Account Mumbss Caontact First Mame

3054793

Contact Last Name Contact Ema: Telzphone Mumber
Tax ID Pay Method Typs PO Contact First Nams
Kendrs

PO Contact Last Name PO Centact Phone Mumber PO Contact Ema

Lourdes KLi@\endors.com
Address Import Sync

BEGF2TBEGF2448E28F 27

Closs
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Section 3: What the Purchase Request User Can Do

The View Details link is also available for each line item in the Request Items
section when the user views an opened purchase request.

¥ Show Distributions

Paper 5 Boxe 7300 i
Office Suppliss 15

endor3 05:30/2018

Destribution Code
-SCHUSA [Sy:

Percentage Net Amount
100 575.00

The PO contact name, email address, and View Details link are also visible in the
Request Items section of a purchase request line item that is opened for editing.

endor

Lourdes, Kendra

KLi@Nendord com

Request New Vendor

When adding new items to a purchase request, the user can also request a new
vendor by clicking Request New Vendor.

Policy United States Invoice Po Policy | v
Type Goods v
Vendor l <Search for Vendor Name>

[ Request New Vendor
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Section 3: What the Purchase Request User Can Do

The Request New Vendor page appears.

Reqguest New Vendor

Viendor Name Addrzss T Sddrass 2

Addrass 3 City Siste or Province

Postal Code Currency Apcount Number
| v

Caontact First Mame Contact Last Name Contact Email

Teleghone Mumber Tax D Fay Method Type
PO Contact First Name PO Contact Last Mame PO Contact Phone Mumbsr
PO Contact Emnail Agddress Import Sync 1D

After entering the required information and clicking OK, the new vendor is added to
the system with a status of Unapproved.

NOTE: The Vendor Manager reviews and approves the vendor as appropriate. For
more information, refer to the Concur Invoice: Administration User Guide for
Standard Edition.

The user can now fill out the remaining fields for the purchase request type.
Required fields are marked with a red bar.

Expense Type IUndeﬂned
Description I

Item Mo

Quantity I 1

Unit Price Iu

Currency IUSD-US. Dollar
Total 0.00

MNeeded By

Unit Of Measure IEach
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Section 3: What the Purchase Request User Can Do

NOTE: If the user selects a needed-by date, this date appears on the Purchase
Order page and in the Preview Purchase Order window. If the field is left
blank, the purchasing admin will not see this field in the Preview Purchase
Order window.

Enter Purchase Request Details

After entering the required information, the user clicks Request and the Purchase
Details page opens.

To save the request, the user must fill in the required purchase request header
information. The required fields are marked with a red bar.

Request ltems My Purchase Orders Process Purchase Requests
Stlis A=) = £
{ "\ REQUEST ITEMS
PURCHASE DETAILS
m Show Distributions.
Paper 1Case JPY S0
Description I Office Supplies 50
Comment CountryPackVendor
o No acidress
Notes ol
Bill To
Test
BLR
BLR, KA 560048 IN
Total: JPY 50
Back to Pre

SET SHIP TO AND BILL TO ADDRESSES

When the user clicks in the Ship To Address or Bill To Address field, a list of the
addresses that the Invoice Admin configured in Product Settings > Company
Locations displays.

| For more information about company locations, refer to the Concur Invoice:
Company Locations User Guide.
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Section 3: What the Purchase Request User Can Do

Ship To Address G

Company B

23458 Main 5T
Arytowen, 99908 U3
JM@CompanyB.com

Cormpany O

1023 Main
Arytown, 55555 US

FG@CompanyD.com

Cormpany X
98TE Main ST
Anytown, 55555 U3

-~

ANECompanyX.com

After selecting an address, the user can change the address by clicking Change or
make the address their default shipping address by selecting (enabling) Make this
location my default.

Ship To Address

Company B

23455 Main ST
Arytown, S0000 LS
M@Company8.com

G Make this location my dEf-:'.)

The default address will be selected in the Ship To Address field automatically when
new purchase requests are created.

The default shipping address can be changed by clicking Change on the Purchase
Details page, changing the address, and then re-selected (enabling) Make this
location my default.
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Section 3: What the Purchase Request User Can Do

The user can also change the default shipping address by going to Profile > Profile
Settings > Invoice Preferences.

Profile Personal Information

Your Information
Personal Information
Company Information
Contact Information
Email Addresses

Catti
Ce oS
SETNgGS

Expense
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Company Car
Favorite Attendees

Invoice Settings
Invoice Information
Invoice Delegates
Purchase Request Delegates
Invoice Preferences
Invoice Approvers

Other Settings
System Settings
Connected Apps
Concur Connect
Change Password

Concur Mobile Registration

Change Password

System Settings Concur

Invoice Preferences
E3 EX

Select the options that define when you receive emai
certain action, such as Submit or Print

Send email when...

x Acting as other user 0

Concur Administrator

Profile Settings Sign Out

|I'::5-e=.z-5- v

Cancel

The status of 2 payment request changes
A payment request is awaiting approval

A payment request image is received

d

L

Ld

#| A payment request has been assigned

#| The status of a purchase request changes.
d

A purchase request is pending approval

Prompt...

For approver when submitting a payment request.

#| For adding line items after creating a new payment request.

Images
Display payment request images inline
#®) Display payment request images in new window.

Automatically display image when opening a payment request.

Purchase Request / Invoice (for Tax Validation)

Default Shipping Address : | Mone

ADDITIONAL FIELDS

You can add comments for purchase request users, approvers and processors and
add notes to the vendor about a purchase request.

PURCHASE DETAILS

Description I

Comment ‘

Notes To Vendor ‘

Save Cancel

10
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Section 3: What the Purchase Request User Can Do

Manage a Pending Request

Clicking Save adds the request to the Pending Requests section on the Request
Items page.

Prior to submitting the request, you can add line items, edit existing line items,
submit, edit, or delete the request. In addition, you can use the Actions menu to
add an image and you can review comments and the audit trail.

If comments have been added to a purchase request line item or purchase request
header, an icon displays next to the Show Comments link.

i ) Show Osrtons

Brochures 4 Case $600.00
Marketing 150

‘iendaor3 05/20/2018
(Inactive)

No address

View Detsils

Show Comments %
Arcount Code stribution Code

Percenage et Amount
BT USA [System Defaut] 100 S800.00

After you submit the purchase request, you can no longer make changes to the
request.

Manage Images

The user can upload, view, and delete images. In addition, the user can attach
supporting documents to a purchase order that transmits to a vendor by selecting
(enabling) the Include in PO Transmission check box in the Upload Image
window. Further, the user can choose documents that are already available for a
purchase request and attach these documents for the vendor.

P To upload an image

1. Click Actions > Upload Image.

Administration + | Help ~

Profile -~ &

rors | ome | ssomt

| ]
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Section 3: What the Purchase Request User Can Do

The Upload Image window appears.

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: Browse.. [

Mo files selected

Close

2. Click Browse and select the desired image by double-clicking it, or by
selecting it and clicking Open.

3. (Optional) Select (enable) the Include in PO Transmission check box.

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 MEB limit per file.

Files selected for uploading: Browse... Upload

9-2 2- . mov .
5-19-2014 2-44-51 PM.png Remove Clncludeln PO Transmsst

Close

4. Click Upload.

5. Click Close.
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Section 3: What the Purchase Request User Can Do

» To view an image:

1. On the Request page, click Image Gallery.

PURCHASE REQUEST #1072
Comments Audit Trail Approval Flow

PURCHASE DETAILS et

Policy: Purchase from Pref. vendors
Employee: Brown, Terry L.

Description: Sofa for the new office

Comment: As per the Office Manager request.
Custom 02:

The Purchase Request Images window appears. If there are more than one

image or supporting document, you can toggle between them by using the
Next and Previous buttons.

NOTE: You can also include supporting documents in the PO transmission
from the Purchase Request Images window by selecting (enabling)
the Include in PO Transmission check box.

NOTE: The approver and purchasing admin, who processes purchase
requests, can view images and include supporting documents in the PO

transmission. The processor can also delete images, whereas approver
cannot.

Purchase Request Images

5=

Incude In PO Transmission D= Image

COMPANY NAME

INVOICE
BILL SHIP Invoice
Sam Smith TO Name #2345

Street Address
Address 2 Invoice Date  05/19/2014

123 Main Street
Seattle. WA 98002

2. Click Save or Cancel when you are done.
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Section 3: What the Purchase Request User Can Do

P To delete an image:

1. On the Request page, click Image Gallery.

PURCHASE REQUEST #1072
Comments Audit Trail Approval Flow

PURCHASE DETAILS et

Policy: Purchase from Pref. vendors
Employee: Brown, Terry L.

Description: Sofa for the new office

Comment: As per the Office Manager request.
Custom 02:

2. In the Purchase Request Images window, click Delete Image.

Purchase Request Images

Include In PO Transmission &&= Image

The Please Confirm window appears.

Please Confirm

9 Are you sure you want to delete the purchase request image?

Yes Mo

3. Click Yes. Once you have deleted an image, the next image, if there is one,
appears.

14
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Section 3: What the Purchase Request User Can Do

Search for a Ship-to Address

To search for a ship-to address, start entering the company name in the Ship To
Address field. The list that appears shows the company name and the full address
details. In addition, the list shows the default address.

PURCHASE REQUEST #1072

mage Gallery Comments Audit Trail Approval Flow

Brooks Dev
123 Main Street
l Bellevue, WA 98004 US

lCompany‘ Location One1

12345 s

| Main Street

| AnyTown, WA 98052 US

{ Company Location One2 request.
| 1234 Main St

Anytown, WA 98052 US

Corp Office

32 Baker Street
Seattle, WA 234234 US

Crane LLC
22 State Street

Change Ship-To or Bill-To Address

The purchase request user can change the ship-to or bill-to address on purchase
requests, so that they can send the vendor the correct address to which to ship or
bill the request. Users can switch to any ship-to or bill-to address available for their
company.

The default ship-to or bill-to address that is used on policy level should be used for
the purchase request. If the user changes the policy on the purchase request, the
system does not change the ship-to or bill-to address on the purchase request since
the user might have changed this previously from the former policy default.

Concur Invoice: Purchase Request and Purchase Order User Guide for Standard Edition 15
Last Revised: September 16, 2023
© 2004 - 2024 SAP Concur All rights reserved.
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P To change the ship-to or bill-to address:

1. Double-click the desired purchase request. The Purchase Request window
appears.

2. In the Ship To or Bill To section, click Change.

Not Submitted

PURCHASE REQUEST #1072

mage Gallery Comments Audit Trail Approval Flow

PURCHASE DETAILS =it

Policy: Purchase from Pref. vendors
Employee: Brown, Terry L.

Description: Sofa for the new office

Comment As per the Office Manager request
Custom 02:

Ship To Address

Brooks Dev
123 Main Street
Bellevue, WA 98004 US

Bill To Address

Corp Ofiice
Baker Street
Cityville, Stanton 778667 US
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3. In the Ship To or Bill To field, click the field to select a different ship-to or
bill-to address. (Example of Bill To field below.)

Not Submitted

Purchase Request #53

Image Gallery Comments Audit Trail Approval Flow

PURCHASE DETAILS  eq:

Policy: Purchase from Preferred Vendors
Employee: Brown, Terry L

Description: Printer Toner

Comment: None

Ship To Address  Change
Vancouver Art Gallery

750 Hornby Street
Vancouver, BC V6Z 2H7

Make this location my default

Bill To Address

l Fitter by Company Location Name

4, Click Save.

Create and Submit a PO Change Order

Provided SAP Concur or the client admin has activated the PO Change Order feature,
the purchase request user will be able to start creating PO change orders from their
transmitted purchase orders. The purchase request user first locates the purchase
order from which they would like to create a change order by clicking Requests >
Purchase Requests > My Purchase Orders.

Administration ~ | Help ~

SAP Concur @ Requests Travel Expense Invoice Approvals Reporting ~ App Center

Profile ~ 9
-

Manage Requests Create New v Process Requests Quick Search Budget Insight

Request Items

ACtIVG Req u EStS (5) My Purchase Orders

Process Purchase Requests

Request Name v Begins With v [ o |

] Request Type Request Name Request ID Status Request Dates v Date Submitted Total | Approved a... | Remaining ... Action
1 Travel Trip from Seattle to San Francisco 339E Submitted & Pending 09/13/2016 06/26/2016 €629.84 €0.00 €0.00
fuizbvizdvb Approval - Davis, Pat R.
09/14/2016

O Event Training Class 334H Not Submitted 08/24/2015 $648.00 $0.00 $0.00
New software training.

08/25/2015

From the AIll Orders page, the purchase request user can view their purchase orders
in read-only mode, but will be able to select a transmitted purchase order, and then
clicks Actions > Create Change Order.
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Section 3: What the Purchase Request User Can Do

Order No|

v 4

° |

Manage Requests

All Orders | cioba group

Open Purchase Order

Create New ~

U

Process Requests

Vendor Name

Simple Life Repair

‘ Simple Life Repair

Quick Search

Budget Insight Purchase Requests «

Search: Total

ship To Status

Company Location One2 Transmitted to Vendor

Company Location One2 Transmitied to Vendor

Change View = Change Group *

v | Equals v

Q

Total | Total Invoiced Net...
$10000 0%

Needed By

$5000 0%

The purchase order will now return to the original purchase request, and an @ icon
appears on the now unsubmitted purchase request. As a matter of fact, most users
who work with a specific purchase request or purchase order that is in a PO Change
Order mode will see this icon next to the purchase request/purchase order.

NOTE: Once the purchase order is in a PO Change Order mode, additional changes
cannot be requested for that purchase order until it has been approved.

The purchase request user can now add new line items to the purchase request by
opening the purchase request and clicking Add.

Not Submitted

mage Gallery

PURCHA

Policy:
Employee:
Description:
Comment:
Custom 02

Company Loci
1234 Main St
Anytown, WA

Bill To Address
Corp Office
Baker Street

Manage Requests

Create New ~

PURCHASE REQUEST #18

Comments Audit Trail Approval Flow

SE DETAILS

Edit

Purchase from Pref. vendors

Collins, Chris L.
Banners for office

Ship To Address

ation One2

98052 US

Cityville, Stanton 778667 US

Back to Previous Screen

Pracess Requests

Quick Search Budget Insight

REQUEST ITEMS

Banners
Other

Simple Life Repair
14 Duke Road
Hartford, Connecticut
Show Comments

Banners

Internet
Simple Life Repair
14 Duke Road
Hartford, Connecticut

Show Comments

Purchase Requests «

(oo ] oo
1 Each $100.00
100
03/15/2017
10 Each $500.00
50
03/15/2017

Total: $600.00

Apart from adding line items, the purchase request user can edit, delete, or
distribute line(s) they they have just added. All other fields will be read-only, such as
vendor details. In addition, they can add or update the ship-to and bill-to addresses
on the PO Change Order if the addresses were deleted on the original purchase
order. When the purchase request user has added the desired line items, they need

to click

Save.

18
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Manage Requests ~ Create New =  Process Requests  Quick Search  Budgst Insight  Purchase Requests ~

Mot Submitted

PURCHASE REQUEST #18 @

REQUEST ITEM

PURCHASE DETAILS Poiicy wnsoryy |
Policy: Purchase from Pref. vendors > 14 Duke Foao

Typ Soods ~ Hartford, Connecticut
Employee Callins, Chris L
Description:  Banners for office
Comment
Custom 02 Receipt Type escription

-~ Quantty Recefpt v I
tem No Quantit Unit of Measure
I 1 Each -

Unit Price Tax VAT Amount

[o

\AT Rate Currency atal

0,00

Total: $600.00

After saving the purchase request, the purchase request user is taken back to the
purchase request details page from which they can click Submit to send the
purchase request for approval. The purchase request will go through the same

approval workflow as previously.

NOTE: If the purchase request is part of a limit approval workflow, the approval
workflow will be based on the new total purchase order amount.

Manage Requests Create New « Process Requests Quick Search Budget Insight Purchase Requests ~

Not Submitted

PURCHASE REQUEST #18 @

Image Gallery Comments Audit Trail Approval Flow

REQUEST ITEMS

PURCHASE DETAILS =t [ ada |
Policy: Purchase from Pref. vendors Banners 1 Each
- - 100
Employee Collins, Chris L. Gthey
Simple Life Repair 03/15/2017
Description Banners for office e s
Comment: Hartford. Connecticut
Custom 02 Show Comments
Banners 10 Each
Internet 50
Ship To Address Simple Life Repair 03/15/2017
Company Location One2 14 Duke Road
1234 Main St Hartford. Connecticut
Anytown, WA 98052 US Show Comments
Banners WSEUBCN
Bill To Address Othey
Corp Office Ssimple Life Repair 03/15/2017
Baker Street 14 Duke Road

Cityville, Stanton 778667 US Hartford, Connecticut

Back to Previous Screen

$100.00
$500.00

$50.00

-

Total: $650.00
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Section 3: What the Purchase Request User Can Do

Edit an Existing Purchase Request

To edit a purchase request, for example adding items, double-click it directly and use
the instructions in the Create a Purchase Request section as a guide.

NOTE: Once the purchase request has been submitted, the purchase request user
cannot edit the request.

Delete an Existing Purchase Request

The user can delete a purchase request by clicking the Trash icon for the
unsubmitted request on the Pending Requests page, or, by clicking Delete if the
user has opened the request.

Pending Requests

NOT SUBMITTED {ii i NOT SUBMITTED ol ])
Request No. 8 $324.00  RequestNo. 9 $1,2[][}.[]
Fruit Office space

Last Comment: Last Comment:

- none - - none -

Cancel a Change Request

If the purchase request user wants to cancel any current unsubmitted change
requests they are working on, for example, if a manager does not approve a change
and sends the request back to the purchase request user, they can do so by clicking
Discard.
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Section 3:

What the Purchase Request User Can Do

Manage Requests Create New «

Not Submitted

PURCHASE REQUEST #18 @

Image Gallery Comments Audit Trail Approval Flow

PURCHASE DETAILS =t

Policy. Purchase from Pref. vendors
Employee: Collins, Chris L.

Description Banners for office

Comment

Custom 02

Ship To Address
Company Location One2
1234 Main St
Anytown, WA 98052 US

Bill To Address

Corp Office

Baker Street

Cityville, Stanton 778667 US

Back to Previous Screen

Process Requests

REQUEST ITEMS

Banners
Other

Simple Life Repair
14 Duke Road
Hartford, Connecticut

Show Comments

Banners
Internet

Simple Life Repair
14 Duke Road
Hartford. Connecticut

Show Comments

Banners
Other

Simple Life Repair
14 Duke Road
Hartford, Connecticut

Quick Search

Budget Insight Purchase Requests ~

s

$100.00

$500.00

$50.00

-

Total: $650.00

Copy an Existing Purchase Request

The user can copy a purchase request to create a new request. Do this by either:

¢ Unsubmitted Request: Clicking the Copy icon for the unsubmitted request

Pending Requests

Request No. 8 $324.00
Fruit

Last Comment:
- none -

NOT SUBMITTED i

Request No. 9
Office space

$1,200.00

Last Comment:

- noneg -

Submitted Request: Selecting the request and then clicking Copy Request
from the Actions menu of the submitted request

Active Iltems

Acfions v

Open Request

3 "

Vendor Name

Acme (ACH)

Request No.. 5 (Pending Approval - Taylor, Sarah)

NOTE: A user cannot copy a request that is associated with a closed purchase

order.

Concur Invoice: Purchase Request and Purchase Order User Guide for Standard Edition

Last Revised: September 16, 2023
© 2004 - 2024 SAP Concur All rights reserved.

21
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Change Purchase Request Policy

Purchase request users can change policies of unsubmitted purchase requests, for
example, if they have selected incorrect ones.

Concur Invoice will track the change of policy in the audit trail.

To change the policy, the user needs to open the purchase request and click the Edit
link.

PURCHASE REQUEST #1072

Image Gallery Comments Audit Trail Approval Flow

PURCHASE DETAILS (ot )

Policy: Purchase from Pref. vendors
Employee: Brown, Terry L.

Description: Sofa for the new office

Comment: As per the Office Manager request.

Then, in the Policy list, the user can change the policy and click Save.

PURCHASE REQUEST #1072

Image Gallery Comments Audit Trail Approval Flow

PURCHASE DETAILS

Glic‘_«: Purchase from Pref. vendors V)

Employee Brown, Terry L.
Description I Sofa for the new ofiice
Comment As per the Office Manager
reqguest.
Custom 02 ~ i
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Section 3: What the Purchase Request User Can Do

Submit a Purchase Request
Once submitted, the purchase request is first moved to the Active Items section

pending final approval and processing, and then order generation and transmittal to
the supplier.

View Purchase Orders
Purchase request users can view the purchase orders resulting from their created
purchase requests. To do so, in the Purchase Request menu, click My Purchase
Orders.

Administration + | Help ~

SAP Concur @ Requests Travel Expense Invoice Approvals Reporting ~ App Center T .
T -

Manage Requests Create New ~ Process Requests Quick Search Budget Insight Purchase Requests ~

X Request Items
Pending Requests Cart Items
Process Purchase quests

None found. H
C o+ Add New Item

NOTE: If you are both a purchase request user and a purchase request processor,
you will not see the My Purchase Orders menu option.

Create Invoices From Purchase Orders

Purchase request creators can create invoices from their own transmitted purchase
orders by selecting the Create Payment Request option in the Actions menu,
either from the All Orders page or from an opened purchase order.

All Orders page:

A” OrderS Global Group

=

Order No Open Purchase Order
|_ 1
|_ 10
OADD‘ |

| 1 Create Change Order 0

O 12

[] 13
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Section 3: What the Purchase Request User Can Do

Purchase Order page:

View Image Gallery | View Associations | Audit Trail

PURCHASE ORDER 11

Transmitted to Vendor
Requested by Brown, Terry L.

D

Purchase |I| |

Custom 01:

Policy Name

Name: Upload Image

B oL mres Create Change Order
Order Date: rroorETTo

Recall a Purchase Request

The purchase request user can recall a purchase request that they have submitted

but that the approver has not yet approved.

P To recall a purchase request:

1. On the Pending Requests page, double-click the submitted, but the not yet

approved purchase request.

Requesi No.: 29 {Pending Processor Review)

Services Concave
Request No.: 25 (Pending Approval - Collins, Ghris L.)

Active ltems
Search: | Description hd
Description Vendor Name Needed By Submit Date
Services Concave 09/03/2015

09/03/2015

Begins with | v
Quantity / Unit ...

1 Each
@73

1 Each
@78

Total

$78.00

$78.00

Change View

Q

-
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2. On the Request page, in the Actions menu, click Recall Request.

Administration + | Help ~

Profile ~ .'
L

sers s

Upload Image

| " |

3. In the Recall Request window that appears, click Yes.

Recall Request

9 Are you sure you want to recall this purchase request?

Auto-Assign PO-Based Invoices to Original Purchase Request Owner

SAP Concur created or externally created PO-based invoices that can be
automatically assigned to the purchase request owner provided the Assign invoice
to Purchase Request Owner option is selected (enabled) in the Approval
Routing step of Product Settings.

This means that Concur Invoice will try to find the purchase request owner of the
PO-based invoices. When the PR owner is found, Concur Invoice will automatically
assign the purchase request owner as the invoice owner of the PO-based invoices.

L For more information, refer to the Concur Invoice: Approval Routing Setup
Guide for Standard Edition.
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Reassign PO-Based Invoices Created Within Concur Invoice

If the user wants to assign the unsubmitted PO-based invoice, where the PO is
generated within Concur Invoice, they can do so from the My Invoices page.

P To reassign a PO-based invoice:

1. Open the invoice and then click the Assign button.

nvoice for Owner, invoice Status: Not Submitted
n 3 i Assign | Submit Invoice
Conference materials
Actions = Details
nvoice || Purchase Order || (@) Matehing Summary
Vendor Information «| Invaice Details View Invoice [
Vendor?
VT AA Code Policy Name Iwoise Name Vandar Invaice Number =
234 Msin ST m
View Change  Specify Tax in: (8) Invoice Details lemization Summary @
Lemization Summary ¥
T [ Amcunt Remsining to be ltemized: USD 0.00
[ No. Expense Type Line Descrip... | Client CustomList Location Guantity Unit Price Total
01 Marksting Logo cups 2 USD 75.00 USD 150.00
Account Code Distribution Code: Percentage Net Amount, Gross Amount
MKT 100 USD 150.00 USD 150.00
Office Equipment Logo pens 2 USD 50.00 USD 100.00

The Assign Invoices window appears..

Assign Invoices

Current Request Cwner.

Cramer, invoice

Select Employee

#) Purchase Request Cwner
Commaon, Susan

Search

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

2. Select the purchase request owner (the default selection) or search for the
desired owner.

3. Click Assign.
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Reassign PO-Based Invoice Created Outside of Concur Invoice

In cases where the AP user needs to assign the externally created PO-based invoice,
they can do so by clicking the Assign button or the Select Invoice Owner link.

Conference materials Submi voice

Actions * Details -

nvoice || Purchase Order || ) Matching Summary

If they click the Assign button, the Assign Invoices window appears where the AP
user can see who requested the purchase order or search for the desired owner and
assign the PO-based invoice to that user.

Assign Invoices

Select Employee

# PO Requested By

* No employee found *

Search

#| Uze new Invoice Owner's employes copydown values in this invoice

Cancel

Manage Receipts and Receipt Images

Purchase Request Owners, who work with the Receiving feature, can add, edit,
delete receipts and receipt images of the transmitted purchase order provided the
Allow Purchase Request Owners to Edit their own Purchase Orders option is
selected (enabled) in Invoice Settings.

NOTE: If a receipt is associated with an invoice, a user will not be able to edit or
delete the receipt and the Edit and Delete buttons 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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L1 For more information, refer to the Concur Receiving section of the Concur
Invoice: Purchase Order Matching User Guide.

Search for a Purchase Request

Purchase request users can search for their submitted purchase requests in the
search area by selecting different search criteria, such as Vendor Name, Item Total,

or Order No.

A‘ | |te I [ S Change View *

Search:  Description Begins with h

Description Vendor Name Needed By Submit Cate « Q Description ' Order No. Total

Pens, pencils, and erasers Home Style 02/06/2p15 £25.00
Item Total

Request No.: 13 {Pending Approval - Simpson, Frank) Order No.

R t Mo,

Office cleaning Home Style 02/06/20 Equest o, S760.35

Change View Search Option

Purchase request users can also use the Change View menu to display active items
or items submitted by date range. By changing the view, the result appears on the

page.
Active ltems
Search: | Item Total Equals | |
s Quantity / Unit Price Order No. Items Submitted last Month {b
5 50 Each ; ;
@05 Items Submitted this Quarter
Items Submitted last Quarter
& All ltems
5 1 Each SB35
@ 760.35
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Add a Comment to an Item

Purchase request users can add comments to an item to clarify an item or to provide

more information about an item.
P To add a comment to an item:
1. Open the desired purchase request.

2. In the Items section, click Show Comments.

m ¥ Show Distributions

Logo Travel Mugs 2 Case
Marketing a0

Vendaond

123 Main 5T

Amnytowen, Y 55555

‘iew Details

$160.00

3. Click the Add Comment link that appears.

i ) Show Dissns

Logo Travel Mugs Z Case
Marketing 80

endord

123 Main ST
Anytown, WA 55555
\fiew Details

Hide Comments

$160.00

4. In the comments field, type the comment, and then click Save.

[ s ) ShouDitutons

Logo Travel Mugs 2 Casz
Markating a0

de Comments

Check loge art before susmitting and after rezeiving.|

£150.00

=]
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The comment appears in the Request Items section.

- =B ) Show Distns

¥ Logo Travel Mugs ZCass $160.00 ﬁ
Markating a0

Hide Comments

(C.hs:k logo art before submitting and after receiving. >

Add Comment

If comments have been added but are hidden, an icon is displayed next to the
Show Comments link.

s  ShouDistitons

Logo Travel Mugs 2 Cas= $160.00
Marketing a0

Vendor
123 Main 5T

“iew Details
Show Comments 0

Net Amount

Account Code Distribution Code Percentage
Syt Auff] 100 5160.00

View Comments

The purchase request user can view comments about the purchase request that they
have entered in the Details section of the purchase request or that the approver has
entered when they have sent back a purchase request to the user.

» To view comments:
1. Open the desired purchase request.

2. If comments have been added at the header level of the purchase request, an

icon displays next to the Comments link. Click Comments to review the
comments.
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Mot Submittad

PURCHASE REQUEST #200

mage Gallery C:*r'ercs%:"—ud'._'s Approval Flow
PURCHASE DETAILS &t

=t

Employes Admin, Company

Mame:

Descripion Brochures

Comment Ordered for the conferencea.
Motes To Deliver to 2nd floor reception
Vendor:

Project:

Region: {USA) United States

3. In the Comment History window that appears, view the comments about
the purchase request.

Comment HiStDI"}" x
Date » Entered By Comment Text
05/09/2019 Admin, Company Ordered for the conference.
Clozs

4, Click Close.
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View the Audit Trail

To review the audit trail, open the purchase request, and then click Audit Trail.

PURCHASE REQUEST #1072

Image Gallery Comments Approval Flow

PURCHASE DETAILS et

Policy: Purchase from Pref. vendors
Employee: Brown, Terry L.

Description: Sofa for the new office

Comment: As per the Office Manager request.
Custom 02:

The Audit Trail window appears with information about actions that the purchase
request user and the system have taken on the specific purchase request.

Audit Trail
DateTime Updated By Action Description
02/15/2015 07:26 PM System, Concur Approval Status Change Status changed from Pending Approval to Approval Time Expired
Comment: Purchase Request's approval time expired and it was sent to ancther ma
02/05/2015 03:29 PM Smith, John Approval Status Change Status changed from Submitted to Pending Approval
Comment:
02/05/2015 03:29 PM Smith, John Approval Status Change Status changed from Mot Submitted to Submitted

Comment:

Close

NOTE: All users who have access to a PO change order transaction will be able to
view the audit trail history of the PO Change Order.
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Select Different Vendors for Project- and Event-Based Requests

When creating their purchase request, users may select a different vendor for each
item within the overall purchase request. Associating a vendor at the item level adds
more detail to the request and, combined with the ability to create project- or event-
based requests, makes the process more efficient and budget appropriate.

For example, an office update project may combine goods (pens and pencils)
alongside services (cleaning), with different vendors as required.

Cart ltems =

Pens and pencils 50 Each @ 0.5 i
Home Style $25.00
Office cleaning 1 Unit @ 760.5 =
Two spaces 5760.50
Request Total: $785.50

From this single request, multiple purchase orders are generated, each associated
with the items contained in the original request. The unique PO number guides the
system when an action, such as Send Back, requires that all POs be identified with
the parent PR being returned to the requestor.

Distribute (Allocate) a Purchase Request

The purchase request user or purchasing admin, who processes purchase requests,
can specify distributions at the line item level, so that they can allocate the cost of

the purchase accurately. In addition, if they want to apply the same distributions to
all line items, they can specify the distributions once and apply it to all line items.

NOTE: The purchase request user, the approver, and the purchasing admin, who
processes purchase requests, can create and manage distributions
(allocations).

NOTE: Only users with access to the Distribution functionality will see it. Users who
need to access the Distribution functionality should contact their client
administrator.
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» Distribute a purchase request:
1. Open the desired purchase request.

2. On the Request page, select one or more itemizations to that you want to
distribute between departments.

tems
) EIEEDER ¢ oo
=

# Banner Quantity: 1 Each Total $100.00 ]
wpense Type iz Unit Price: 100
Expense Type: Advertising
Sagapo
{Unapproved)
12 Main Street
Seattle, WA 98077

Hide Comments

Cﬁeék_uén-ﬁﬁr.
Add Comment

Account Code Distribution Code Percentage Met Amount
1000 100 £100.00

3. Click Distribute > Distribute Selected Items.

ems
v m m ¥| Show Distributions

7 Banner Distribute Selected Items 1Each Total $100.00 ﬁ
e T - ) 100
Expensze Type: Advertising Import Distributions 'h

Sagapo
{Unapproved)

12 Main Street
Seattle, WA 98077

Hide Comments

Check vender,
Add Comment

Account Code Distribution Code Percentage Met Amount
1000 100 5100.00

The Distribute Selected Items page appears.

Distribute Selected ltems -

Distributions || Distribution Summary Total: $100.00 Distributed: $100.00 (100%) Remaining: $0.00 (0%}
Disfribute By m Add to Favorites

[] Amount | Custom 1 Custom 2 | Custom 3 | Custom 4 Distribution Code

[] | 100.00

m Cance'
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4. Click Distribute By and select to distribute the allocation by amount or by
percentage.

Distribute Selected Items -

Distributions Distribution Summary Total $100.00 Distributed: $100.00 (100%) Remaining: $0.00 (0%)
= oo rovres

l Percentage Custom 1 Custom 2 Custom 3 Custom 4 Distribution Code

L |

¥

3 -

5. Click Add. The total is now evenly spread between the number of allocations
(you may adjust these manually, but the percent must equal 100 or the
amount the overall total, excepting tax and shipping before you can proceed).

Distribute Selected Items -

Distributions | Distribution Summary Total §100.00 Distributed: $100.00 (100%) Remaining: $0.00 (0%
o

[] Amount Cus 1 Custom 2 Custom 3 Custom 4 Distribution Code

[] | 1o0.00

] | o.00

6. Complete all required fields and the optional fields as directed by your
company. (Your company defines the fields that appear on this page.)

7. Click Save.

You can add or delete an item by clicking the Add or Delete button
respectively.
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Import Distributions

The purchase request user can import their distributions (allocations) by using the
Import feature. This feature supports clients who need to distribute a single purchase
request across a large number of cost objects. For example, the corporate office may

decide one purchase request should be shared by all the 400 company retail

locations. Imported distributions can be:

o Specified to import as either percentage or amount, with restrictions based on
the sign (negative or positive)

e Applied across multiple line items at once

» To import distributions:

1. Double-click the purchase request that you would like to open.

2. On the Request page, in the Items section, select the item for which you
want to import distributions.

tems
- 23
b

E ¢! Show Distributions

Banner 1 Each $100.00 ﬁ
Advertising 100
Sagapo
{Unapproved)
12 Main Street
Seattle, WA 98077
Hide Comments
Check vendor.
Add Comment
Account Code Distribution Code Percentage Met Amount
1000 100 £100.00
3. Click Distribute, and then Import Distributions.
[ems
5 a B ¥ Show Distributions
7 Banner Distribute Selected Items 1 Each $100.00 G
Advertising | | 100
Sagapo
{Unapproved) {ID
12 Main Street
Seattle, WA 98077
Hide Comments
Check vendor.
Add Comment
Account Code Distribution Code Percentage Met Amount
1000 100 5100.00
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4. In the Import Distributions window that appears, click Browse to select
the file that you want to import. You may download a sample Excel file (.xls)
template based off distribution (allocation) configuration fields by clicking
Download Template.

Import Distributions

Step 1: Download Import Template Step 2: Select File To Import

Importing distributions for a purchase request requires the use of the proper In order to import distributions, you must locate the Excel file they are saved
template. If you already have a template to use, you can preceed and import in. Click the 'Browse..." button below to locate the file. Once the proper file is
the distributicn file you created. Otherwize, click the 'Downlead Template selected, indicate if you are distributing by percentage or amount, then click
button belowr. the Import’ button. Importing distributions will replace any existing

distributions for the purchase request.

* Distribute By Amount
Distribute By Percentage

Download Template [:]

Cancel

5. Select the file to import, and then click Open.

6. Click Import.

Step 2: Select File To Import

In order to import distributions | you must loc ate the Excel file they are saved
in. Click the ‘Browse. " button below to locate the file. Once the proper file is
selected, indicate if you are distributing by percentage or amount, then click
the ‘Import’ button. Importing distributions will replace any existing
distributions for the purchase request.

ImportDistributions xls Browse...

#* Distribute By Amount
Distribute By Percentage

Cancel

Concur Invoice imports the distributions and displays them in Concur Invoice.

7. Click Save.

NOTE: While Concur Invoice imports the distributions, error checking and
validations are processed, and the results appear in the Import
Errors window.
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Create and Manage Allocation Favorites

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

When the user applies these allocation favorite "sets" to another expense, the
system validates the data in those stored allocation records to ensure any project
codes or other list fields are still valid, and alerts the user if the user needs to correct
data. The user adds the allocation to the expense, and then the user can edit the
allocation just like a manually entered allocation row.

P To create an allocation favorite:
1. Open the desired purchase request.

2. On the Request page, in the Items section, select the item for which you
want to create a favorite allocation.

ems
-

# Banner 1 Each $100.00 [
Advertising 100
Sagapo
{Unapproved)
12 Main Street
Seattle, WA 98077

Hide Comments

Check vendor.
Add Comment

Account Code Distribution Code Percentage Met Amount
1000 100 £100.00

3. Click Distribute > Distribute Selected Items.

ems
<) m a ¥| Show Distributions
# Banner | 1Each $100.00 ﬁ
vertisi 100
Advertising Import Distributions {b
Sagapo
{Unapproved)
12 Main Street
Seattle, WA 93077
Hide Comments
Check vendor.
Add Comment
Account Code Distribution Code Percentage Met Amount
1000 100 5100.00
38 Concur Invoice: Purchase Request and Purchase Order User Guide for Standard Edition

Last Revised: September 16, 2023
© 2004 - 2024 SAP Concur All rights reserved.



Section 3: What the Purchase Request User Can Do

4. In the Distribute By menu, select if you would like to distribute the
allocation by amount or percentage.

Distribute Selected Items -

Distributions || Distribution Summary Total $100.00 Distributed: $100.00 {(100%) Remaining: $0.00 (0%)
Add fo Favoriles
[ Percentage Custom 1 Custom 2 | Custom 3 | Custom 4 Distribution Code
[CRE—
)

NOTE: You can use the Add button to correctly identify and budget the
expense to the accounting system. For example, use this if your need
to spread your expenses across several projects or departments.

5. Click Add to Favorites.

Distribute Selected ltems -

Distributions || Distribution Summary Total: $100.00 Distributed: $100.00 (100%) Remaining: $0.00 {0%)
—— 3 Aad o Fevrtes

[] Amount | Custom 1 | Custom 2 | Custom 3 | Custom 4 Distribution Code

50.00

[] | s0.00

m Cance'

The Add to Favorites window opens.

Add to Favorites

Enter Distribution MNorth
Faverite Mame:
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6. Enter a name for the allocation favorite and then click Save. The system adds
the allocation to your favorites, which you can see if you click Favorites.

Distribute Selected ltems

Distributions || Distribution Summary Total §100,00 Distributed: $100.00 (100%) Remaining: $0.00 (0%)

£ 3 200

[] Amount Custom 1 | ‘{% X | Custom 3 Custom 4 Distribution Code
50.00
[] | 50.00

P To assign your allocation favorite:

To assign your allocation favorites, follow the To create allocation favorite procedure
that is described above. However, instead of clicking Add to Favorites, in the
Favorites menu, select the favorite allocation that you would like to use.

» To remove an allocation favorite:

Over time, allocation favorites will become incorrect or obsolete. The user can
remove out-of-date allocation favorites by clicking on the red X icon next to the
name as shown in the figure below.

» To edit an allocation favorite:

The user can update the set by using it on an expense, making needed corrections,
and then saving the resulting allocations to the same allocation favorite name. The
system will confirm that the user wants to overwrite the existing set.

On the Distribution Summary page of the Distribute Selected Items window,
the user may view a summary of a distribution they made of a particular line item.

MAPPING ACCOUNT CODES TO PURCHASE REQUESTS

Users may view the account code for the expense type that they selected when they
created an item, so that they know which account code is going to apply to a specific
purchase request. The account code for a purchase request is applicable for the item,
but displayed and available at the distribution level. As the account code is derived
from the expense type selected for an item, the same account code will be applied
across all distributions for that item.
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The user will be able to see the Account Code column in the following two places:

e In the Distribution Summary tab on the Request Number page

Distribute Selected Items O

Distributions || Distribution Summary

Distribution Summary Total: 20,000,008 | Distributed: 0,008 (0%) | Remaining: 20.000,008 (100%)

Account Code Distribution Code Percentage Net Amount Gross Amount

6000 [< it 100 20.000,008 20.000,008

Page| 1| of 1

O

Displaying 1- 1 of 1

Cancel m
e In the Items section on the Request Number page
ems
m Distribute ~ #| Show Distributions
Banner 1 Each $100.00 ﬁ
Advertising 100
Sagapo
{Unapproved)
12 Main Street
Seattle, WA 93077
Show Comments
Account Code Distributicn Code Percentage Met Amount

1000 100 $100.00

Act As a Proxy for a Purchase Request User

A user can be assigned a role that allows them to act on behalf of users assigned the
Purchase Request User role. This feature is identical to its implementation in Concur
Invoice, and is designed specifically to work within Purchase Request, without
changing the Purchase Request User role and access right when they exit Purchase
Request and begin working within Concur Invoice.

How It Works

The proxy feature works when the following role relationship is in effect:

e The Invoice Admin role is assigned to the user who will act as a proxy for
users with the Purchase Request User role.

e The Purchase Request User role is assigned to the users that the Invoice
Admin will act as a proxy for.

With this relationship in place, the Invoice Admin sees a list of users in the Acting
as other user list in the Profile menu and will have the ability to select and act as a
proxy for any user with the Purchase Request User role.
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P To act as a user with the Purchase Request User role:

1. (Invoice Admin) Click Profile and then select the name of the user with the
Purchase Request User role from the menu in the Acting as other user field.

Help ~

SAP Concur Administration ~ App Center

Profile ~ &

SAP Concur Invoice Admin
Hello, Invoice Profile Settings Sign Out
z: Acting as other user 9

User. Purchase Requesq v

Admin, Company

Invoice, APUserOwner D

User, Purchase Request

NOTE: If the Invoice Admin has permission to act as users with other roles,
those other users will also appear in the menu.

2. Click Start Session.

Invoice Admin
Profile Settings Sign Out
:’: Acting as other user G

User, Purchase Reguest b4

Cancel

While the Invoice Admin is acting as a proxy for the Purchasing Request User, they
will see the Purchase Request User's hame below the SAP Concur logo on the left
side of the page. In addition, a message that indicates they are acting as the
selected user replaces the Profile menu heading.

SAP Concur @ Requests Invoice Administration ~ pum—
User, Purchase Request - 9
SAP Concur + 00 00
- Payment Purchase Payment
User, Purchase '<GQ“‘ESt Request Requesis Requests
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Stop Acting as a Proxy
P To stop acting as a proxy for the Purchase Request User:

1. Click on the message that indicates you are acting as the Purchase Request
User.

Help ~
SAP Concur @ Requests Invoice Administration ~

Acting as
User, Purchase Request '@s

2. Click Done acting for others.

Acting as -
User, Purchase Request

.i Currently acting as
=
User, Purchase Request

Sign Qut

:/:: Acting as other user Q

Cancel

=)

View the Approval Flow

The purchase request user can view the workflow to see all the approval steps that
are part of the purchase request process. In addition, it is possible to submit the
purchase request from the Approval Flow for Purchase Request window.

P To view the approval flow:

1. Open the desired purchase request.

2. On the Request page, click Approval Flow.

PURCHASE REQUEST #1072

Image Gallery Comments Audit Trail { Approval Flow

PURCHASE DETAILS &t

Policy Purchase from Pref. vendors
Employee: Brown, Terry L.
Description- Sofa for the new office
Comment: As per the Office Manager request
Custom 02:
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3. In the Approval Flow for Purchase Request window, review the workflow,
and then click Cancel, or click Submit to submit the request.

Approval Flow for Purchase Request: Banner

Manager Approval:

Cost Object Approval:

Approval for Processing:

View Default Purchase Request Approver

The purchase request user can view the default purchase request approver by going
to Profile > Profile Settings > Invoice Approvers. For users, the Invoice
Approver page is a read-only page.

SAP Concur @ Requests Invoice Reporting ~ App Center

Profile Personal Information Change Password System Settings

Your Information

Personal Information

Invoice Approvers
Covtact formaio. [ seve J omco |

Email Addresses
Default approver for your payment requests.

Invoice Settings

Invoice Information
Invoice Delegates Default approver for your purchase requests.

Invoice Preferences
Invoice Approvers
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Email Notifications of Status Change and Required Approvals
Clients receive email notifications about status changes or approvals to be done of

purchase requests. These notification emails contain a link that will take the client

directly to the specific purchase request that has changed or that needs to be
approved.

[ concur

You have a purchase request pending your approval.

Request From user one

Purchase Request Number 1

Request Description Test by Chun

Request Total 100.00 USD

Link To Approve Purchase Request Make your life o

https://rqa3-cb.concurtech.net/ easier V:IIth /
Concur's .
mobile [ < v
solution. f )
This is what

smartphones were made for.
Click here to learn more.

Section 4: What the Purchase Request Approver Can Do

The user who has the Purchase Request Approver role clicks Approvals > Purchase
Requests to access the request with which they need to work. The Request
Pending your Approval page and its actions are virtually identical to those in

Invoice, including search functionality and a Change View option to view by action
or approval date range.

Help ~
SAP Concur @ Requests Invoice Approvals Reporting ~ App Center .
L
Approvals Home Purchase Requests Payment Requests
Requests Pending your Approval
[ ] [ ] [ ] Search:  Requestor Last Nam Begins with
D Request... | Requestor Description Vendor Name Last Comment Approval Status Submit Date o[ HE-2
D 5 Smith, John Staples Acme (ACH) Pending Approval - 02/05/2015 1... Yes
Taylor, Sarah
D 13 Smith, John Office remodel Home Style Pending Approval - 02/06/2015 7... No
Taylor, Sarah
Page| 1| of1 L] Displaying 1- 2 of 2
Concur Invoice: Purchase Request and Purchase Order User Guide for Standard Edition 45

Last Revised: September 16, 2023
© 2004 - 2024 SAP Concur All rights reserved.



Section 4: What the Purchase Request Approver Can Do

Additional options let the approver review the image and either approve, or send the
purchase request back to the requestor. The approver is limited in what they can
change in the request, and so may elect to send back, or have the purchasing admin
adjust as needed.

Search for a Purchase Request

Approvers can search for approved purchase requests or requests that are pending
approval in the search area by selecting different search criteria, such as Requestor
Last Name, Total, or Request No.

Approvals Home Purchase Requests Payment Requests

All Requests

[ ] [ l [ ] Search: | Total Equals

Requestor Last Name
Re... Requestor Description Purchase Order(s) Vendor Name ACUERequesth il éi\ Status Subm... Total | Has...

1 Smith, John Laptop Acme (ACH) Purchase Order No. N foved 01290, 510 No

Smith, John Laptop 1 Acme (ACH) Total oved 0129/ 599 Mo

Change View Search Option

Approvers can also use the Change View menu to display requests pending their
approval or requests approved by date range. By changing the view, the result
appears in the page.

Requests Pending your Approval
Search: | Total Equals| g A Requests
K Approval Status |
Requests you Approved last Month
Requests you Approved this Quarter

Requests you Approved last Quarter

Send Back a Purchase Request

Approvers can send back a purchase request prior to transmittal to vendor to remove
a purchase request from its workflow for the purpose of additional review, correction

of the associated purchase request amount or cost object, or amend some additional

items to the PR.

When a Send Back action is taken on the PR, the assigned purchase request
number is voided, the original associated request item(s) are made read-only, and a
new, duplicate PR is created with a status of Sent Back to Employee that includes the
original items and allocations that were part of the now-retired PR. An indicator is
also added to the new PR to show it was generated based on a now-invalid PR.

Finally, an email notification is generated and sent based on the purchase request
email notification settings for the requestor.
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P To send back a purchase request:

On the Requests Pending your Approval page, select the purchase request

1.
you want to send back by clicking its check box.

Approvals Home Purchase Requests Payment Requests
Requests Pending your Approval
[ Vo inoce | R e
[[] Reques... Requestor Description Vendor Name Action Due ... | Last Comment Approval Status Submit Date Total | Has Dist...

O s Smith, John Staples Acme (ACH) 02/26/2015  Purchase Requests Pending Approval - 02/05/2015 $12.00 Yes
Simpson, Frank
13 Smith, John Office remodel Home Style 0212712015 Purchase Requests Pending Approval - 02/06/2015 $785.35 No
= Simpson, Frank
Approvals Home Purchase Requests Payment Requests
Change View *

Requests Pending your Approval

Description Vendor Name Action Due ... | Last Comment Approval Status Submit Date Total Has Dist...
Pending Approval - 0210512015 §12.00 Yes

[] Reques... Requestor
0o s Smith, John Staples

Acme (ACH) 022612015 Purchase Requests .

simpson, Frank
13 Smith, John Office remodel Home Style 02/27/2015  Purchase Request's Pending Approval - 02/06/2015 $785.35 No
Simpson, Frank

In the Send Back Purchase Request window that appears, enter a
comment about why you want to send back the purchase request, and then

click OK.

3.

Send Back Purchase Request

Add a comment to explain why you are returning the purchase request. Then click QK to
return the purchase request to the employes.

Comment:

Comment History

Date Entered By Comment Text
02172015 System, Concur Purchase Request's
approval time expired and it
was sent to another
manadger.
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Approve and Forward a Purchase Request

If the approver wants to approve a purchase request but also add another approver,
they can do this by opening the desired PR and clicking Approve & Forward.

Approvals Home Requests Reports Cash Advances Purchase Requests Payment Requests

Pending Approval - Brown, Terry L.
PURCHASE REQUEST #62
mage Gallery Comments Audit Trail Approval Flow

REQUEST ITEMS
PURCHASE DETAILS =t —

URCHAS S ¥ Show Distributions
Policy: Purchase from Pref vendors Banner 1 Each $100.00 ﬁ
100
Employee Fletcher, Erin N Other
Description Banner ggﬁgahcgalfn%rpwshmgs 06/30/2016
ox 5

Comment: Vancouver, Washington
Custom 02: Show Comments

Account Code Distribution Code Percentage Net Amount
19000 [System Derault] 100 $100.00

In the Approve & Forward Purchase Request window that appears, the approver
can add another approver and a comment about why they would like to do this.
Complete this step by clicking Approve & Forward.

Approve & Forward Purchase Request:
Remodel

User-Added Approver:

Comment:

Approve & Forward Cancel

Approve a Change Request

When the approver logs in to approve the purchase request, they will see the @ icon,
which indicates that this is a change request.

Apart from approving the purchase request, the approver will be able to edit the
quantity of the purchase request. In addition, the approver can send the purchase
request back to the purchase request user by clicking Send Back. The approver
should include a send-back reason and the purchase request user is then notified by
email that the purchase request is being sent back. Reminders, notifications, and
escalations work the same way for change requests as they do for purchase
requests.
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Approver Can Do

Approvals Home Requests Reports Cash Advances Purchase Requests Payment Requests
Change View ~
Requests Pending your Approval
Search: Requestor Last Nan t‘ Begins with T‘ ‘ |Q|
[] Request... ‘ Requestor ‘ Description ‘ ‘Vendor Name Last Comment Approval Status ‘ Submit Date | Total ‘ Has Distr. |
0 e Collins, Chris L. Test Concave Pending Approval - 04/25/2016 $100.00 No
Brown, Terry L
ki 180 Collins, Chris L. Banners for office Simple Life Repair Pending Approval - 0311472017 $600.00 Nu)
Brown, Terry L.
[ &2 Fletcher. Erin N. Banner Simpatico Furnishings Pending Approval - 06/30/2016 $100.00 No
Brown, Terry L.
Once the approver clicks Approve, the purchase request will proceed to the
purchase request processor for approval.
Manage Requests Create New Process Requests Quick Search Budget Insight Purchase Requesis
A| | Req v EStS Global Group Change View * Change Group ~

oz sean: 2 E N 2
[] Request No. a ‘ Requestor ‘ Description ‘ Purchase Order(s) ‘ Approval Status Submit Date ‘ Total | Has Distributions |
~
[ 17 Brown, Terry L. New office Pending Approval - 10/12/2015 $1,230.00 No
Collins, Chris L.
&i 180 Collins, Chris L. Banners for office 4 Pending Approval 03/14/2017 $600.00 No ) -
Page‘ 1 | of3 > 3l (] Displaying 1 - 25 of 53 Send to Excel

Upload and View Images

The approver can upload and view images to the purchase requests
approvers cannot delete images.

P To upload an image:
1. Open the desired purchase request.

2. On the Request page, click Actions > Upload Image.

Administration ~ | Help ~

Profile = &

. However,
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The Upload Image window appears.

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: Browse.. [

Mo files selected

Close

3. Click Browse and select the desired image by double-clicking it, or by
selecting it and clicking Open.

4. (Optional) Select (enable) the Include in PO Transmission check box.

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 MEB limit per file.

Files selected for uploading: Browse... Upload
>13-2014 24251 PM.png Remove Clncludeln PO Transn’issioD
Close

5. Click Upload.

6. Select the file that you want to upload by double-clicking it or selecting it and
clicking Open.

7. Click Close.
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» To view an image:
1. Open the desired request.

2. On the Request page, click View Image Gallery.

PURCHASE REQUEST #1072

mage Gallery JComments Audit Trail Approval Flow

PURCHASE DETAILS et

Policy: Purchase from Pref. vendors
Employee: Brown, Terry L.

Description: Sofa for the new office

Comment: As per the Office Manager request.
Custom 02:

The Purchase Request Images window appears. If there are more than one

image or supporting document, you can toggle between them by using the
Next and Previous buttons.

NOTE: You can also include supporting documents in the PO transmission

from the Purchase Request Images window by selecting (enabling)
the Include in PO Transmission check box.

Purchase Request Images

Include In PO Transmission et Image

INVOICE
BILL SHIP Invoice
Sam Smith ° Na::ae ddress i
::&f":ﬁi“;:;oz ;?dret_s?z__ ‘ Invoice Date  05/19/2014 -
=
3. Click Save or Cancel when you are done.
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View Comments

The approver can view comments about the purchase request that the purchase
request user has entered in the Details section of the purchase request or that the
approver has entered when they have sent back a purchase request to the user.

» To view comments:
1. Open the desired purchase request.
2. If comments have been added at the header level of the purchase request, an

icon displays next to the Comments link. Click Comments to review the
comments.

Mot Submitted

PURCHASE REQUEST #200

mage Gallery C :’1"en:5%ﬁlud: Tral Approval Flow
Has Comments i

PURCHASE DETAILS =it

Employee Admin, Company

Mame:

Description Brochures

Comment Ordered for the conference.
Motes To Deliver to 2nd floor reception
endor:

Froject:

Region: (USA) United States
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3. In the Comment History window that appears, view the comments about
the purchase request.

Comment History X

Date » Entered By Comment Text
05/09/2019 Admin, Company Ordered for the conference.

Claze

4. Click Close.

View the Audit Trail

To review the audit trail, open the purchase request, and then click Audit Trail.

PURCHASE REQUEST #1072

Image Gallery Commenis Approval Flow

PURCHASE DETAILS et

Policy: Purchase from Pref. vendors
Employee: Brown, Terry L.
Description: Sofa for the new office
Comment: As per the Office Manager request.
Custom 02:
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The Audit Trail window appears with information about actions that the approver
and the system have taken on the specific purchase request.

Audit Trail

Date/Time Updated By Action

Description
02152015 0726 PM System, Concur Approval Status Change Status changed from Pending Approval to Approv. ..
Comment: Purchase Request's approval time ex...
02/05/2015 03.29 PM Smith, John Approval Status Change Status changed from Submitted to Pending Appro...
Comment:
02/05/2015 03.29 PM Smith, John Approval Status Change Status changed from Not Submitted to Submitted

Comment:

Close

NOTE: All users who have access to a PO change order transaction will be able to
view the audit trail history of the PO Change Order.

View the Approval Flow

The approver can view the workflow to see all the approval steps that are part of the
purchase request process. In addition, they can approve or send back the purchase
request in the Approval Flow for Purchase Request window.

P To view the approval flow:

1. Open the desired purchase request.

2. On the Request page, click Approval Flow.

PURCHASE REQUEST #1072

mage Gallery Comments Audit Trail (Approval Flow

PURCHASE DETAILS et

Policy: Purchase from Pref. vendors
Employee: Brown, Terry L.
Description: Sofa for the new office
Comment: As per the Office Manager request.
Custom 02:
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3. In the Approval Flow for Purchase Request window, review the workflow,
and click Cancel, or click Approve or Send Back to approve or send back
the purchase request.

Approval Flow for Purchase Request: Staple

Manager Approval:

for Taylor, Sarah (02152015 Approval Time Expired)

= Manager Approval:

Manager Approval:

Simpson, Frank

Approval for Processing:

Approve Send Back

Add a Comment to an Item

Approvers can add comments to an item to make a clarification about an item, or to
provide more information.

» To add a comment to an item:
1. Open the desired purchase request.

2. In the Items section, click Show Comments.

e *) Show Dssions

Logo Travel Mugs 2 Cass $160.00 M
Marketing a0

Vendaond

123 Main 5T
Amnytowen, Y 55555
‘iew Details
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Section 4: What the Purchase Request Approver Can Do

3. Click the Add Comment link that appears.

¥ Show Distributicns
Logo Travel Mugs 2Case $160.00 ff
Marketing a0
endord
123 Main 5T
Anytown, WA 55555
\fiew Details

Hide Comments

REQUEST ITEMS
m #| Show Distributions
Logo Travel Mugs 2 Caz= $150.00 il
Marketing a0 ]
Hida Commenits
Check logo art before submitting and after receiving.| E
Cancel
The comment appears in the Request Items section.
REQUEST ITEMS
Ld m ¥/ Show Distributions
¥ Logo Travel Mugs Z Case $160.00
Marketing a0 i

v Details
(C,hs ogo art before submitting and after receiving. >

Add Comment

If comments have been added but are hidden, an icon is displayed next to the
Show Comments link.

#| Show Distributions
Logo Travel Mugs 2Case $1E000
Marketing 80
Vendord
123 Main 5T
Anytown, YA 55555
“iew Details

Show Comments O

Account Code Distribution Code Percentage et Amount

KT [System Defaull] 100 5150.00
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Section 5: What the Purchasing Admin Can Do

View Purchase Order Contact and Email Address

The purchase request approver will see the contact name and email address of the
purchase order contact in the Vendor field of the Request Items section of the
opened purchase request in edit mode, provided this information has been imported
into Invoice. This makes it easy to quickly find the relevant contact person of the
purchase order.

Approvals Home Purchase Requests

Pending Approval - apene, User

PURCHASE REQUEST #1023

Image Gallery Comments Audit Trail Approval Flow

REQUEST ITEMS
PURCHASE DETAILS =at poly ventior
Policy: Barnes IC
Employee: Administrator, Concur
Description Paint
Comment

Type

Section 5: What the Purchasing Admin Can Do

The user who has the purchasing admin role can process both purchase requests and
purchase orders. This section talks about how to process purchase requests and
purchase orders.

Process Purchase Requests

The purchasing admin typically reviews a PR for completeness. This means reviewing
that required field types are completed, exceptions are cleared, and other details to
ensure the requestor has properly filled out the request.

The purchasing admin clicks Requests > Process Purchase Requests. Here, the
purchasing admin can review purchase requests pending all approvers and perform
processing tasks on the purchase request.

Help ~
SAP Concur E Requests Invoice Approvals App Center 0
Profile -
-
Process Purchase Requests Process Purchase Orders Purchase Order Extracts
Requests Pending Processor Review | gisal croup Crange View -
m Search:  Request Mo. e Equals e Q

[] RequestNo.s Requestor Description Purchase Order(s) Approval Status Submit Date Total | Has Distributions

Mo purchase requests found

NOTE: The default view showing all requests pending processing appears for new
clients only.
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When opened, all functionality available to the original purchase requestor is
available to the purchasing admin, plus additional actions such as the following:

e Approve the PR

e Send the request back to the requestor for corrections
e View the associated image(s) for the PR

e Clear exceptions on the selected PR

o Create queries to search for requests

Send Back a Purchase Request

Purchasing admins can send back a purchase request prior to transmittal to vendor
to remove a purchase request from its workflow for the purpose of additional review,
correction of the associated purchase request amount or cost object, or amend some
additional items to the PR.

When a Send Back action is taken on the PR, the assigned purchase request
number is voided, the original associated request item(s) are made read-only, and a
new, duplicate PR is created with a status of Sent Back to Employee that includes the
original items and allocations that were part of the now-retired PR. An indicator is
also added to the new PR to show it was generated based on a now-invalid PR.

Finally, an email notification is generated and sent based on the purchase request
email notification settings for the requestor. The image below shows a sample email
body text:

Lt least one item from an approved Purchase Request has been sent
back. A new Purchase Request containing the item(s) has been
created on your behalf.

Original Request: <original request number>
Original Request Description: <original description>

New Request: <new request number:

P To send back a purchase request:

1. On the Requests Pending Processor Review page, select the purchase
request you want to send back by clicking its check box.

Process Purchase Requests Process Purchase Orders
Requests Pending Processor Review i cove crouw
¥| RequestNo.s Requestor Description Purchase Order(s) Approval Status Submit Date Total Has Distributions
21 Taylor, Sarah Laptop Pending Processor. 021712015 $899.00 No
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2. Click Send Back.

Process Purchase Requests Process Purchase Orders

Requests Pending Processor Review | cope crouw

Request No.« Requestor
al Taylor, Sarah Laptop Pending Processor.

Total  Has Distributions

Description Purchase Order{s) Approval Status Submit Date
02/172015 $899.00 No

Change View v

3. In the Send Back Purchase Request window that appears, enter a
comment about why you want to send back the purchase request, and then

click OK.

Send Back Purchase Request

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

Comment:

|

Comment History

Date~ Entered By Comment Text
02417/2015 Simpson, Frank Currency is 17

Search for a Purchase Request

Purchasing admins can search for purchase requests pending processor review in the
search area by selecting different search criteria, such as Requestor Last Name,

Total, or Vendor Name.

Process Purchase Requests Process Purchase Orders

Change View v

Requests Pending Processor Review | ciseicrou
[ ][ ][ ] Search: Request No.

Equals

Reguest No.
pproval Stm?Renuastur Last Name o

o

Total | Has Distributions

equest No.+ equestor escription urchase Order(s,
R N R D Purch Order(s)
O 2 Taylor, Sarah Laptop Pehding Process pychase Order No,  S_f $899.00 Mo
Total _/
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Section 5: What the Purchasing Admin Can Do

Change View Search Option

Purchasing admins can also use the Change View menu to display requests pending
processor review, all requests, or change order requests pending processor review.
By changing the view, the result appears on the Requests Pending Processor
Review page, the All Requests page, or the Change Orders Requests Pending
Processor Review.

Change View Change Group *

® Requests Pending Processor Review

Search:  Request No.
i All Requests

t Date |
2015 $78.00 No {b

Use a Query to Search for a Purchase Request

You can also search for a request by using standard queries or those you create
yourself using options within the Query section of PR Processor. The query can be
created by clicking New Query where you can build a customized, condition-based
query to return your requests, or you can select an existing query that you have
created.

CREATE A CUSTOM QUERY

You can create a new query for your personal use on the Processor Query page.
Queries you create are your own and cannot be viewed, edited, deleted, or used by
anyone else. This means that all newly created queries cannot be shared across
processors.
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P To create a new query:

Section 5: What the Purchasing Admin Can Do

1. Click Query > New Query.
2. In the Query Builder window, build the conditions for the query
Query Builder x
Query
Mame:
Data Object/Operator Field/Value Operation
Select One v
Value v
(oo ]
3. 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.
=
[ New Query uestor Description Purchase Order({s]
i Edit Saved Query b n Terry L Testing
PR Approved
[| |'m.Terr'; L. cssc 1
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EDIT A SAVED QUERY

You are allowed to edit only those custom queries you have created, and no other
user-created custom queries are available for edit, only your own.

P To edit your custom queries:

1. Click Queries > Edit Saved Query and point to the query you wish to edit.

=n s

New Query uestor Description Purchase Order(s)
| b PR Approved

PR Approved ,{b |

PR Total hin, Terry L. 550 1

2. Click the query in the list to open it in the Query Builder window. Refer to
Create a Custom Query in this document to edit your query.

3. When done 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 are allowed to delete only those custom queries that you have created. You
cannot delete others user-created custom queries.

> To delete your custom query:

1. Click Queries > Edit Saved Query and point to the query you wish to
delete.

2. Click the query in the list to open it in the Query Builder window.
3. Click Delete.

4. In the Please Confirm window that appears prompting you to confirm your
action of deleting the query, click Yes.

Please Confirm

e Are you sure you want to delete this query?
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EXPORT QUERY RESULTS

You can export your query results into an Excel-based data template. This allows you
to open Excel and load the results of your query for use in application.

P 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 Send to Excel

The data is loaded and automatically appears in Excel with each column
representing a field within the purchase request.

A B © D E F
1 |Purchase Request Key Employee Name Description PO Number Approval Status Submit Date
2 31 Brown, Terry L PC Docks Pending Processor Review 2015-10-05 16:43:39 187

View Associated Images to a Purchase Request

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

PURCHASE REQUEST #1072

mage Gallery ) Comments Audit Trail Approval Flow

PURCHASE DETAILS et

Policy: Purchase from Pref. vendors
Employee: Brown, Terry L.
Description: Sofa for the new office
Comment: As per the Office Manager request.
Custom 02:
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Purchase Order Contact and Email Address

The purchase request processor can see the contact name and email address of the
purchase order contact in the Vendor field of the Request Items section of the
opened purchase request in edit mode, provided this information has been imported
into Concur Invoice. This makes it easy to quickly find the relevant contact person of

the purchase order.

Request Items

Pending Processor Review

PURCHASE REQUEST #1023

Image Gallery Comments Audit Trail Approval Flow

PURCHASE DETAILS it

Policy’ Barnes IC

Employee: Administrator, Concur
Description Paint

Comment

Process Purchase Requests

Process Purchase Orders

S

REQUEST ITEMS
Policy Vendor l Acme (ACH)
1102 151h Street SW Suite 102
Type

Auburn, WA 98001-6509

‘Acme, Bill
Bill@acme.com

Clear Exceptions for a Purchase Request

To clear exceptions for a purchase request, read the exception message in the
Exceptions section of the purchase request that you have opened and take the
actions necessary to resolve the exception(s).

Approvals Home Purchase Requests

View Image Gallery | Comments | Audit Trail | Approval Flow

Request Number 5

Pending Approval - Simpson, Frank
Ship To SHIPName

Detalls | Edt Staples ! Each $1200
? ) . Office Suppl 2
Policy Mame:  Default Invoice Po Palicy 108 SUpplEs
. Acme (ACH)
Employee Smith. John 1102 15th Sireet W Suite 102
Name: Auburn, WA 98001-8509
Description Staples Add Comment
Comment:
Cost Center Marketing
Project Promotions
4 Back to Previous Screen Total: $1 2.00

Payment Requests

@ This request has been pending approval lenger than allowed by policy. The request owner should contact
their Approver for instructions before resubmitting. If you are not the owner but have been forwarded the
request, follow the approval steps according to your policy - this may invelve approving the request or
assigning it to another Approver for further review.
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Section 5: What the Purchasing Admin Can Do

Approve a Purchase Request

To approve a purchase request, simply select the request and then click Approve.

Approvals Home Purchase Requests Payment Requests

Requests Pending your Approval

% -Sﬂ m . Search: | Requestor Last Nar Begins with

D Regues... Requestor Description Vendor Name Action Due ... | Last Comment Approval Status Submit Date Total Has Dist...

5 Smith, John Staples Acme (ACH) 02/26/2015  Purchase Requests Pending Approval - 02/05/2015 512.00 es
Simpson, Frank

O 13 Smith, Jehn Office remedel Home Style 02272015 Purchase Request's ... Pending Approval - 02/08/2015 £785.35 Ne
Simpson, Frank

If you need to review the details of the purchase request, you may first open the
request by double-clicking it.

Ensure that you clear any exceptions before you approve the purchase request.

Approvals Home Purchase Requests Payment Requests

View Image Gallery Comments Audit Trail Approval Flow Exceptions (1)

Re u eSt N U m ber 5 @ This request has been pending approval longer than allowed by policy. The request owner should contact
q their Approver for instructions before resubmitting. If you are not the owner but have been forwarded the

request, follow the approval steps according to your policy - this may involve approving the request or

Pending Aj | - Si . Frank
L) e SR, (e assigning it to another Approver for further review

Ship To SHIPName

ro——— s oy eo—

Detalls | Edit Staples 1 Each $1200 i
i . : Office Suppli 12
Policy Name:  Default Invoice Po Policy e Supplies
. Acme (ACH)
Employee Smith. John 1102 15th Sireet SW Suite 102
Name: Auburn, WA 93001-850%
Description: Staples Add Comment
Comment:
Cost Center Marketing
Project Promotions
€ Back to Previous Screen Total: $1 2.00

Following approval, the system turns the purchase request into one or more
purchase orders, each PO generated from an item that makes up the parent request.
For the PR shown in the figure below, the system creates two POs, which will go to
two different vendors:

Cart ltems =3
i+  AddNew Item !
Pens and pencils 50 Each @ 0.5 i
Home Style $25.00
Office cleaning 1 Unit @ 760.5 =
Two spaces $760.50 o
Request Total: $785.50
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Section 5: What the Purchasing Admin Can Do

Approve and Forward a Purchase Request

If the purchasing admin wants to approve the purchase request but also add another
approver, they can do this by opening the desired PR and clicking Approve &

Forward.

Pending Approval - Brown, Terry L.

PURCHASE REQUEST #62

Image Gallery Comments Audit Trail Approval Flow

Account Code
19000

Approvals Home Requests Reports Cash Advances Purchase Requests Payment Requests

REQUEST ITEMS
PURCHASE DETAILS =t
Policy: Purchase from Pref vendors Banner
Employee Fletcher, Erin N Other

Simpatico Furnishings

Description Banner et aanie
Comment: Vancouver, Washington
Custom 02: Show Comments

o o s

Distribute » ¥ Show Distributions

1 Each $100.00

100 m
06/30/2016

Percentage Net Amount

100 $100.00

In the Approve & Forward Purchase Request window that appears, the
purchasing admin can add another approver and a comment about why they would

like to do this. Complete this step by clicking Approve & Forward.

Remodel

Approve & Forward Purchase Request:

User-Added Approver:

Comment:
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Approve a Change Request

Once the approver has approved the change request, the request will proceed to the
purchase request processor for approval. The approver will see a @ icon, which

indicates that this is a change request.
» To approve a change request:
1. Open the desired purchase request.

2. On the Request page, select the change request to approve
Approve.

and then click

Manage Requests Create New ~ Process Requests Quick Search Budget Insight Purchase Requests

A” REQUEStS Global Group

Change View »  Change Group

v Q

Total | Has Distributions

$600.00 NUD -

[] RequestNo.s Requestor Description Purchase Order(s) Approval Status sSubmit Date
o 17 Brown, Terry L New ofiice Pending Approval - 101122015 $1,230.00 No
Collins, Chris L
Q 130 Collins. Chris L. Banners for office 4 Pending Approval 03/14/2017
Page 1| of3 > CJ

Displaying 1 - 25 of 53 Send fo Excel

Upload, View, and Delete Images

The purchasing admin, who processes purchase requests, can upload, view, and

delete images to the purchase requests.
P To upload an image:
1. Open the desired purchase request.
2. On the Request page, click Actions > Upload Image.

Administration + | Help ~

Profile - &

sens

{b Recall Request
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The Upload Image window appears.

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: Browse.. [

Mo files selected

Close

3. Click Browse and select the desired image by double-clicking it, or by
selecting it and clicking Open.

4. (Optional) Select (enable) the Include in PO Transmission check box.

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 MEB limit per file.

Files selected for uploading: Browse... Upload

9-2 2- . mov .
5-19-2014 2-44-51 PM.png Remove Clncludeln PO Transmsst

Close

5. Click Upload.

6. Click Close.
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» To view an image:

1. On the Request page, click Image Gallery.

Purchasing Admin Can Do

Policy:
Employee:
Description:
Comment:
Custom 02:

PURCHASE REQUEST #1072

Image Gallery) Comments Audit Trail Approval Flow

PURCHASE DETAILS et

Purchase from Pref. vendors
Brown, Terry L.

Sofa for the new office

As per the Office Manager request.

The Purchase Request Images window appears. If there are more than one

image or supporting document, you can toggle between them by using the
Next and Previous buttons.

NOTE: You can also include supporting documents in the PO transmission

from the Purchase Request Images window by selecting (enabling)
the Include in PO Transmission check box.

Purchase Request Images

a2

Include In PO Transmissicn

Delete Image

INVOICE
BILL SHIP Invoice
TO Mame #2345
?;?::F Street i:;ret Address
Sealtie, WA 98002 Ad e_s_s 2___ ‘ Invoice Date  05/19/2014 -
By
2. Click Save or Cancel when you are done.
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P To delete an image:

1. On the Request page, click Image Gallery.

PURCHASE REQUEST #1072

mage Gallery ) Comments Audit Trail Approval Flow

PURCHASE DETAILS et

Policy: Purchase from Pref. vendors
Employee: Brown, Terry L.

Description: Sofa for the new office

Comment: As per the Office Manager request.
Custom 02:

The Purchase Request Images window appears.

2. Select the image you want to delete and click Delete Image.

View Comments

The purchasing admin can view comments about the purchase request that the
purchase request user has entered in the Details section of the purchase request or

that the approver has entered when they have sent back a purchase request to the
user.

» To view comments:
1. Open the desired purchase request.

2. On the Request page, click Comments.

PURCHASE REQUEST #1072

mage Gallery Audit Trail Approval Flow

PURCHASE DETAILS  eat

Policy Purchase from Pref. vendors
Employee: Brown, Terry L.

Description: Sofa for the new office

Comment: As per the Office Manager request
Custom 02:
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3. In the Comment History window that appears, view the comments about
the purchase request.

Comment History

Date~ Entered By Comment Text

02417/2015 Simpson, Frank Currency is 17

Close

4. Click Close.

Review Audit Trail

To review the audit trail, open the purchase request, and then click Audit Trail.

PURCHASE REQUEST #1072

Image Gallery Comments Approval Flow

PURCHASE DETAILS edi

Policy: Purchase from Pref. vendors
Employee: Brown, Terry L.
Description: Sofa for the new office
Comment: As per the Office Manager request.
Custom 02:
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The Audit Trail window appears with information about actions that the purchasing
admin and the system have taken on the specific purchase request.

N H :
Audit Trall
Date/Time Updated By Action Description
02/17/2015 09:23 AM Simpsen, Frank Approval Status Change Status changed frem Pending Approval to Approved
Comment:
02M17/2015 09:15 AM Taylor, Sarah Approval Status Change Status changed frem Submitted to Pending Approval
Comment:
02172015 0915 AM  Taylor, Sarah Approval Status Change Status changed frem Mot Submitted to Submitted
Comment:
02/17/2015 09:14 AM Simpson, Frank Approval Status Change Status changed frem Pending Approval to Sent Back To Employes
Comment: Currency is 17
02M17/2015 09:13 AM Taylor, Sarah Approval Status Change Status changed frem Submitted to Pending Approval
Comment:
02172015 0913 AM  Taylor, Sarah Approval Status Change Status changed frem Mot Submitted to Submitted
Comment: v
Close

NOTE: All users who have access to a PO change order transaction will be able to
view the audit trail history of the PO Change Order.

View Approval Flow
The purchasing admin can view the workflow to see all the approval steps that are
part of the purchase request process. In addition, it is possible to approve or send
back the purchase request from the Approval Flow for Purchase Request
window.
P To view approval flow:

1. Open the desired purchase request.

2. On the Request page, click Approval Flow.

PURCHASE REQUEST #1072

mage Gallery Comments Audit Trail { Approval Flow

PURCHASE DETAILS et

Policy: Purchase from Pref. vendors
Employee: Brown, Terry L.
Description: Sofa for the new office
Comment: As per the Office Manager request.
Custom 02:
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3. In the Approval Flow for Purchase Request window, review the workflow,

and click Cancel, or click Approve or Send Back to approve or send back

the purchase request.

Approval Flow for Purchase Request: Laptop

Manager Approval:

(3217/2013 Approved)

= Approval for Processing:

Approve Send Back

Concur Invoice: Purchase Request and Purchase Order User Guide for Standard Edition

Last Revised: September 16, 2023
© 2004 - 2024 SAP Concur All rights reserved.

73



Section 5: What the Purchasing Admin Can Do

Change Ship-To Address
The purchasing admin can change the ship-to address.
P To change the ship-to address:
1. Open the desired purchase request.

2. In the Ship To Address section, click the Change link.

PURCHASE REQUEST #57

mage Gallery Comments Audit Trail Approval Flow

PURCHASE DETAILS  Edit

Policy: Receipt workflow
Employee: Brown, Terry L.
Description: fgdfgd
Comment:

Custom 02:

Ship To Address

Company Location One2
1234 Main St
Anytown, WA 98052 US
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3. Click in the field that appears and select the ship-to name.

Image Gallery Comments Audit Trail

PURCHASE DETAILS  Edit

Brooks Dev
| 123 Main Street
[ Bellevue, WA 98004 US

| Company Location Onel
12345

| Main Street

| Ay Town, WA 98052 US

Company Location One2
1234 Main St
Anytown, WA 93052 US

PURCHASE REQUEST #57

Approval Flow

Corp Office
32 Baker Street
Seattle, WA 234234 US

Crane LLC
22 State Street

4. Click Save.

Add a Comment to an Item

Purchasing admins can add comments to an item to clarify an item or to provide

more information about the item.

» To add a comment to an item:

1. Open the desired purchase request.
2. In the Items section, click Show Comments.
ems
m Loties #| Show Distributions
Banner 1 Each $100.00 ﬁ
Advertising 100
Sagapo
{Unapproved)
12 Main Street
Seattle, WA 98077
Account Code Distribution Code Percentage Met Amount
1000 100 £100.00
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3. Click the Add Comments link that appears.

rems

m Lotss ¥ Show Distributions
Banner

Expense Type: Advertising
Sagapo

{Unapproved)

12 Main Street

Seattle, WA 98077

Hide Comments

Add Comment

Account Code Distribution Code
1000

Total $100.00 o

Net Amount
5100.00

4. In the comments field, type the comment, and then click Save.

tems

m oTes ¥|" Show Distributions

Banner Cuantity: 1 Each
Expense Type: Advertising Unit Price: 100
Sagapo

{Unapproved)

12 Main Street

Seattle, WA 98077

Hide Comments

Check vendor |

Account Code Distribution Code
1000

. -
al: $100.00 o

Cancel

Met Amount
£100.00

The comment appears in the Items section.

tems

- 2 E3EEID ¢ svonvervuin

# Banner uantity: 1 Each
Expense Type: Advertising Unit Price: 100

Sagapo
{Unapproved)

12 Main Street
Seattle, WA 98077

Cﬁeck_uénélc-r. -

Add Comment

Account Code Distribution Code
1000

— =
otal: $100,00 o

Met Amount
$100.00
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Delete an Item from a Purchase Request
The purchasing admin can delete an item from the purchase request.
P To delete an item from a purchase request:
1. Open the desired purchase request.

2. In the Items section, select the item that you want to remove.

[ems

Banner 1 Each $100.00 ﬁ
Advertising 100

Sagapo
{Unapproved)
12 Main Street
Seattle, WA 28077
Show Comments
Account Code Distribution Code Percentage Met Amount
1000 25 §25.00
1000 25 §25.00
1000 25 §25.00
1000 25 §25.00

3. Click the Trash icon.

rems
</ Banner 1 Each 000
Advertising 100

Sagapo
{Unapproved)

12 Main Street
Seattle, WA 98077

Show Comments

Account Code Distribution Code Percentage Met Amount
1000 25 $25.00
1000 25 525.00
1000 25 525.00
1000

25 525.00

The system will remove the item from the purchase request.

Distribute (Allocate) a Purchase Request

The purchasing admin, who processes purchase requests, can specify distributions at
the line item level, so that they can allocated the cost of the purchase accurately. In
addition, if they want to apply the same distributions to all line items, they can
specify the distributions once and apply it to all line items.

NOTE: Both the purchase request user and the approver can also create and manage
distributions (allocations).
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» Distribute a purchase request:
1. Open the desired purchase request.

2. On the Request page, select one or more itemizations to that you want to
distribute between departments.

tems
-3 CEDEEZER s

¢ Banner 1Each
Advertising 100

$100.00 o

Sagapo
{Unapproved)

12 Main Street
Seattle, WA 98077

Hide Comments

Check vendor.
Add Comment

Account Code Distribution Code Percentage Met Amount
1000 100 £100.00

3. Click Distribute > Distribute Selected Items.

tems

| 1Each $100.00 ﬁ

v Banner
100

Advertising Import Distributions {b
Sagapo

{Unapproved)

12 Main Street

Seattle, WA 98077

Hide Comments

Check vendor.
Add Comment

Account Code Distribution Code Percentage Met Amount
1000 100 $100.00

The Distribute Selected Items page appears.

Distribute Selected Items —

Distributions Distribution Summary Total 200,00 Distributed: 0.00 (0%) Remaining: 200,00 (100%)

[~ I |

[] Amount Project Distribution Code

m Cance'
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4. Click Distribute By and select to distribute the allocation by amount or by
percentage.

Distribute Selected Items -

Distributions || Distribution Summary Total $100.00 Distributed: $100.00 {(100%) Remaining: $0.00 (0%)
] oo

l Percentage Custom 1 Custom 2 Custom 3 Custom 4 Distribution Code

L |

¥

5. Click Add. The total is now evenly spread between the number of allocations
(you may adjust these manually, but the percent must equal 100 or the
amount the overall total, excepting tax and shipping before you can proceed).

Distribute Selected Items -

Distributions || Distribution Summary Total $100,00 Distributed: $100.00 (100%) Remaining: $0.00 (0%)
braone

[] Amount Cus 1 Custom 2 Custom 3 Custom 4 Distribution Code

[] | 100.00

] |ooo

6. Complete all required fields and the optional fields as directed by your
company. (Your company defines the fields that appear on this page.)

7. Click Save.

You can add or delete an item by clicking the Add or Delete button
respectively.
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IMPORT DISTRIBUTIONS

The purchasing admin can import their distributions (allocations) by using the Import
feature. This feature supports clients who need to distribute a single purchase
request across a large number of cost objects. For example, the corporate office may
decide one purchase request should be shared by all 400 company retail locations.
Imported distributions can be:

e Specified to import as either percentage or amount, with restrictions based on
the sign (negative or positive)

e Applied across multiple line items at once
» To import distributions:
1. Double-click the purchase request that you would like to open.

2. On the Request page, in the Items section, select the item for which you
want to import distributions.

ems
- 23 EIETR ¢ oo

-

¢ Banner 1 Each $100.00 o
Advertising 100
Sagapo
{Unapproved)

12 Main Street
Seattle, WA 98077
Hide Comments

Check vendor.

Add Comment
Account Code Distribution Code Percentage Met Amount
1000 100 £100.00

3. Click Distribute, and then Import Distributions.

[ems

<+ Banner Distribute Selected Items 1 Each $100.00 ﬁ
Advertising | | 100
Sagapo -{I'_"J
{Unapproved)

12 Main Street
Seattle, WA 98077
Hide Comments

Check vendor.

Add Comment

Account Code Distribution Code Percentage Met Amount

1000 100 5100.00
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4. In the Import Distributions window that appears, click Browse to select
the file that you want to import. You may download a sample Excel file (.xls)
template based off distribution (allocation) configuration fields by clicking
Download Template.

Import Distributions

Step 1: Download Import Template Step 2: Select File To Import

Importing distributions for a purchase request requires the use of the proper In order to import distributions, you must locate the Excel file they are saved
template. If you already have a template to use, you can preceed and import in. Click the 'Browse..." button below to locate the file. Once the proper file is
the distributicn file you created. Otherwize, click the 'Downlead Template selected, indicate if you are distributing by percentage or amount, then click
button belowr. the Import’ button. Importing distributions will replace any existing

distributions for the purchase request.

* Distribute By Amount
Distribute By Percentage

Download Template [:]

Cancel

5. Select the file to import, and then click Open.

6. Click Import.

Step 2: Select File To Import

In order to import distributions | you must loc ate the Excel file they are saved
in. Click the ‘Browse. " button below to locate the file. Once the proper file is
selected, indicate if you are distributing by percentage or amount, then click
the ‘Import’ button. Importing distributions will replace any existing
distributions for the purchase request.

ImportDistributions xls Browse...

#* Distribute By Amount
Distribute By Percentage

Cancel

Concur Invoice imports the distributions and displays them in the invoice.

7. Click Save.

NOTE: While Concur Invoice imports the distributions, error checking and
validations are processed, and the results appear in the Import
Errors window.
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CREATE AND MANAGE ALLOCATION FAVORITES

The purchasing admin has the same ability as the purchase request user and
approver to create and manage allocations.

P To create an allocation favorite:
1. Open the desired purchase request.

2. On the Request page, in the Items section, select the item for which you
want to create a favorite allocation.

ems
- 23 EDEER ¢ oo

¢/ Banner 1 Each $100.00 G
Advertising 100
Sagapo
{Unapproved)

12 Main Street
Seattle, VWA 98077

Hide Comments

Check vendor.
Add Comment

Account Code Distribution Code Percentage Met Amount
1000 100 £100.00

3. Click Distribute > Distribute Selected Items.

tems
& m B ¥| Show Distributions
¢/ Banner | 1Each §100.00
vertizi 100
Advertising Import Distributions {b
Sagapo
{Unapproved)
12 Main Street
Seattle, WA 98077
Hide Comments
Check vendor.
Add Comment
Account Code Distribution Code Percentage Met Amount
1000 100 $100.00
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4. In the Distribute By menu, select if you would like to distribute the
allocation by amount or percentage.

Distribute Selected Items -

Distributions || Distribution Summary Total $100.00 Distributed: $100.00 {(100%) Remaining: $0.00 (0%)
Add fo Favoriles
[ Percentage Custom 1 Custom 2 | Custom 3 | Custom 4 Distribution Code
[CRE—
)

NOTE: You can use the Add button to correctly identify and budget the
expense to the accounting system. For example, use this if your need
to spread your expenses across several projects or departments.

5. Click Add to Favorites.

Distribute Selected ltems -

Distributions || Distribution Summary Total: $100.00 Distributed: $100.00 (100%) Remaining: $0.00 {0%)
—— 3 Aad o Fevrtes

[] Amount | Custom 1 | Custom 2 | Custom 3 | Custom 4 Distribution Code

50.00

[] | s0.00

m Cance'

The Add to Favorites window opens.

Add to Favorites

Enter Distribution MNorth
Faverite Mame:
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6. Enter a name for the allocation favorite and then click Save. The system adds
the allocation to your favorites, which you can see if you click Favorites.

Distribute Selected Items -

Distributions Distribution Summary Total: $100.00 Distributed: $100.00 (100%)  Remaining: $0.00 (0%}
= o e

|:| Percentage Custom 1 | | x Custom 3 Custom 4 Distribution Code

50

] | 50

Process Purchase Orders

The purchasing admin typically reviews a purchase order for buying details. This
means, for example, reviewing the PO for correct shipping method and terms, and
reviewing the selected vendor to ensure it is a preferred supplier.

To process purchase orders, the purchasing admin clicks Requests > Process
Purchase Orders. Here, the purchasing admin can review PO requests pending all
approvers and perform processing tasks on the PO request.

Help
SAP Concur @ Roquests Approvals App Center [ )
-

Purchase Orders Pending Transmission
m Search:  Oroer Nc v |  Begins with v Q

Ship To

Total invol... | Needed. Total | Name Request No.

Corp Omce Pending

Comparry Location Pending Transmiss.. 0% 054102 $123.56

Page 1oott o Daplayeg 1-1of1

NOTE: The default view showing all requests pending processing appears for new
clients only.

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

¢ Review and change the selected vendor
e Change the Ship To and Bill To values
e Create queries to search for requests

e Send the request associated with an untransmitted PO back to the requestor
(the PO number is voided, and a new PR is created in this scenario)
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e Void transmitted POs
e Close transmitted POs

Section 5: What the Purchasing Admin Can Do

e View associated image(s) for the POs

e Review the original payment or purchase requests associated with this

purchase order

e Edit certain purchase order details such as description and need-by date

e Review the audit trail

e Preview purchase orders, in PDF format

e Transmit POs to vendors

Review or Change a Vendor

» To view or change a vendor:

1. Double-click the desired purchase order. The Purchase Order window

appears.

2. In the Vendor section, click View Details or Edit depending on what you

want to do.

Manage Requests

View Image Gallery View Associations

PURCHASE ORDER 4
Transmitted to Vendor
Requested by Collins, Chris L.

e
Purchase Order Details | edit

Policy Mame:  Purchase from Pref. vendors
Name:

PO Number. 4

Order Date: 08/27/2015

Met Payment 0

Terms:

Tax 0.00

Shipping: 0.00

Total 100.00

Create New ~

Audit Trail

Process Requests Quick Search

Vendor
4444

14 Duke Road
Hartford, Connecticut

Vendor Code: 1244
Address Code: 4444

Currency: USD-US, Dollar

View Details | Edit

Budget Insight Purchase Requests ~

Ship To
Company Location One2
1234 Main St

Anytown Wa
98052

Address Code: CLOne

Bill To
Corp Office
Baker Street

Cityville, Stanten
778667

Address Code: 123
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Change Ship-To or Bill-To Address
P To change the ship-to or bill-to address:

1. Double-click the desired purchase order. The Purchase Order window
appears.

2. In the Ship To or Bill To section, click Edit.

Manage Requests Create New = Process Requests Quick Search Budget Insight Purchase Requests =

View Image Gallery View Associations Audit Trail

PURCHASE ORDER 4

Transmitted to Vendor
Requested by Collins, Chris L

4444 Company Location One2 Corp Office
Prirchace Ordar - 14 Duke Road 1234 Main St Baker Street
Purchase Order Details Edit Hartford, Connecticut Anytown,Wa Cityville, Stanton
98052 TT8B6T
Policy Name: Purchase from Pref. vendors Vendor Code: 1244
Name: Address Code: 4444
Address Code: CLOne Address Code: 123

PO Number: 4
Order Date: 08/27/2015

Net Payment 0 View Details | Edit

Currency: USD-US, Dollar

Terms:

Tax 0.00

Shipping: 0.00 ~
Total: 100.00

3. In the Change Address window, select a different ship-to or bill-to address.

Change Address window (ship-to address):

Change Address

Search for a Ship To Name from your Company Locatiens list, rather than
some other address element such as City or State. You can also use the
down arrow key to expand the list.

Ship To ISHIPName}

123 Baker Lane
Louisville
Chicago, 98777
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Change Address window (bill-to address):

Change Address

Search for a Bill Te Mame from your Company Locations list, rather than
some other address element such as City or State. ¥ou can also use the
down arrow key to expand the list.

Bill To IBILLMamel

address
address2
address3
rite 7in

4. Click Save.

Edit Purchase Order Details

Purchasing admins can edit some of the details, for example, the description, need-
by date, or shipping cost of the purchase order.

P To edit purchase order details:
1. Open the desired purchase order.

2. Click Edit.

“iew Image Gallery “iew Associations Audit Trail

PURCHASE ORDER RV2

Transmitted to Vendor
Requested by Miller, Chris

et R e L e

Purchase Order Details | Edit
PO Number RWv2 —\IE,
Mame:

Description:

Met Payment 30

Terms:

Order Date: 10/M11/2016
Meed By Date:  10/31/2016

Shipping: 0.00
Tax: 0.00
Total: 900.00
Currency: US, Dollar
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3. In the Purchase Order Details window that appears, edit the fields and then
click Save.

Purchase Order Details

PO Number MName Description Net Payment Terms
RW2 30

Order Date Meed By Date Shipping Tax
10/11/2016 I 10031/2016 3 0.00 0.00

Total Currency
900.00 US, Dollar

m Cancel

Send Back a Purchase Order

Purchasing admins can send back a purchase order prior to transmittal to vendor to
remove a purchase order from its workflow for the purpose of additional review,
correction of the associated purchase request amount or cost object, or amend some
additional items to the PR.

When a Send Back action is taken on the PO, the assigned PO number is voided, the
original associated request item(s) are made read-only, and a new, duplicate PR is
created with a status of Sent Back to Employee that includes the original items and
allocations that were part of the now-retired PO. An indicator is also added to the
new PR to show it was generated based on a now-invalid PR.

Finally, an email notification is generated and sent based on the purchase request
email notification settings for the requestor. The image below shows a sample email
body text:

At least one item from an approved Purchase Request has been sent
back. A new Purchase Request containing the item(s) has been
created on your behalf.

Original Reguest: <original regquest number>

Original Request Description: <original description>

New Reguest: <new reguest number>
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P To send back a purchase order:

On the Purchase Orders Pending Transmission page, select the purchase

1.
order you want to send back by clicking its check box.

Process Purchase Requests Process Purchase Orders

Purchase Orders Pending Transmission i eossicrou =
Search: Order Mo. Begins with

Order No. + Requestor Vendor Name Ship To Status Needed By Total
5 Smith, John Acme (ACH) SHIPMame Pending Trans missicn £1,200.00
Pagel 1| of1 L] Displaying 1 - 1 of 1

2. On the Actions menu, click Send Back.

Process Purchase Requests Process Purchase Orders

Purchase Orders Pending Transmission i covaicrou o=
Search:  Order No. Begins with

[ Open REqLIESt r Vendor Name Ship Te Status Needed By Total
I n Acme (ACH) SHIPMName

| o

Close

Pending Transmissicn $1,200.00

In the Send Back Purchase Order window that appears, enter a comment

3.
about why you want to send back the purchase order, and then click OK.

Send Back Purchase Order

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

Comment:
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Create Invoices From Transmitted Purchase Orders

When purchasing admins view their list of purchase orders, they can create an
invoice from a purchase order on this list. The option to create an invoice from the
PO list is available only when the purchasing admin selects a single, transmitted PO
that has not yet been closed.

This feature is useful when, for example, the supplier has sent a PO-based invoice,
but not provided the purchase order number of that invoice.

The purchasing admin can create the invoice in the Actions menu on the All Orders
page.

Administration ~ | Help ~

SAP Concur E Requests Travel Expense Invoice Approvals Reporting ~ =~ ®

Profile ~

Manage Requests Create New - Process Requests Quick Search Purchase Requests «

A| | O rd e rS Global Group Change View * Change Group *

Open Purchase Order Vendor Name Ship To Status Needed By Total

I
[ L Concave Company Location One Transmitted to Vendor £450.00
[ L Concave Company Location One Transmitted to Vendor §74.00

[‘ | Concave Company Location One Transmitted to Vendor $23.00
Woid {b

Close

Void a Purchase Order

A purchasing admin may 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.

NOTE: Before the purchasing admin voids a purchase order, the system must first
extract the PO.
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P To void a purchase order:

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

Process Purchase Requests Process Purchase Orders

_ i Y
A“ OrderS Global Group hange View

|:| Order No. + Requestor Vendor Name Ship To Status Needed By Total

= - "

|:| 3 Smith, John Acme (ACH) SHIPMName Transmitted to Vendor 5200.00

I 4 Smith, John Acme (ACH) SHIPHame Transmitted to Vendor 530.00

|:| 5] Smith, John Acme (ACH) SHIPMame Pending Transmission £1,200.00
Page 1| of1 f:} Displaying 1 - 13 of 13

2. On the Actions menu, click Void.

Process Purchase Requests Process Purchase Orders

A‘ | O r-d e rS Global Group Change \View *

Open Request

[ r Vendor Name Ship To Status Needed By Total
1 = "
[ n Acme (ACH) SHIPName Transmitted to Vendor S200.00
[| | n Acme (ACH) SHIPName Transmitted to Vendor £30.00
[ n Acme (ACH) SHIPName Pending Transmission £1,200.00

Close

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.

\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
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Upload, View, and Delete Images

The purchasing admin, who processes purchase orders, can upload, view, and delete

images of purchase orders.

» To upload an image:

1. Open the desired purchase order.

2. On the Request page, click Actions > Upload Image.

View Image Gallery View Associations Audit Trail

PURCHASE ORDER 1

Pending Vendor Approval
Requested by Lee, Sara

Actions v
Send Back

Close

W

NET Fayment Ju

Terms:

The Upload Image window appears.

Upload Image

Files selected for uploading:

Mo files selected

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.

Close

3. Click Browse and select the desired image by double-clicking it, or by

selecting it and clicking Open.
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4. (Optional) Select (enable) the Include in PO Transmission check box.

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: provse.. [

9.2014 2- "
5-13-2014 2-44-51 PM.png Remove Clncludeln PO Transn"issioD
Close

5. Click Upload.
6. Click Close.
» To view an image:

1. On the Purchase Order page, click View Image Gallery.

View Associations Audit Trail
PURCHASE ORDER 16

Pending Transmission
Requested by Brown, Terry L.

e J e P ocens

The Purchase Order Images window appears. If there are more than one
image or supporting document, you can toggle between them by using the
Next and Previous buttons.

NOTE: You can also include supporting documents in the PO transmission
from the Purchase Order Images window by selecting (enabling) the
Include in PO Transmission check box.
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Purchase Order Images

Include In PO Transmission frrziine

Axis Office Enterprises, Inc
10700 Prairie Lakes Drive

Eden Prairie, MN 55344 (555) 555-555

SOLD TO:

Concur INVOICE NUMBER
601 108th Avenue NE INVOICE DATE
Suite 1000

Bellevue, WA 98004 Project Numbe ™

3

2. Click Save or Cancel when you are done.
P To delete an image:

1. On the Purchase Order page, click View Image Gallery.

View Image Gallery View Associations Audit Trail

PURCHASE ORDER 16

Pending Transmission
Requested by Brown, Terry L.

et J v vcers -
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2. In the Purchase Order Images window, click Delete Image.

Purchase Order Images

Delete Image

Include In PO Transmission

The Please Confirm window appears.

Please Confirm

9 Are you sure you want to delete the purchase order image?

-

3. Click Yes. Once you have deleted an image, the next image, if there is one,
appears.

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
All Orders Global Group Change View »
:] CSearch: Status e Equals ~ | | Closed \f) > Q
|:| Order No. « Requestor Vendor Name Ship To m Neede... Total
O Smith, John Two spaces SHIPName \\Closed/ S760.50
Pagel 1| oft (o] Displaying 1 - 1 of 1
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NOTE: Please note that the purchasing admin cannot copy a request 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.

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 Vendor s750.00 *
[ shn Papa Johns SHIPMame Transmitted to Vendor 5200.00

i Void hn Acme (ACH) SHIPName Transmitted to Vendor 5200.00

i {b |-hn Acme (ACH) SHIPMame Transmitted to Vendor 530,00

[ s Smith, Jehn Acme (ACH) SHIPMName 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

In addition, a closed PO will not be available in the list of active POs for
matching invoices.
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Reopen a Closed Purchase Order
Users with the Purchasing Admin role can reopen closed purchase orders. This is
useful when a PO has been incorrectly closed and needs to be reopened and
processed correctly.

P To reopen a closed purchase order:

1. On the Closed purchase orders page or in an opened purchase order, in the
Actions menu, select Reopen.

Frocess Purchase Orders Process Purchase Orders

Wiew Image Gallery | View Associations | Audit Tra

PURCHASE ORDER 1

Closed

Closed purchase orders | g«

1004

< Order Nal Open Purchase Order
7

Fref. vendors

Assign ‘\.e@ﬁer

The Reopen Purchase Order window appears.

Reguested
Miafivar: Data:

Reopen Purchase Order

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

Comment:

2. In the Comments field, enter a comment and then click OK. The PO is
reopened with the status it was in when it was closed. For example, if the
status of the PO was Transmitted to Vendor when the PO was closed, the PO
will be reopened with a status of Transmitted to Vendor.
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View Associated Images to the Purchase Order

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

View Associations Audit Trail

Purchase Order 10

Pending Transmission
Requested by Smith, John

St [ e L e

Purchase Order Details | Edit

PO Number: 10
Mame:

123 Main Street

Process Purchase Requests Process Purchase Orders

Bellevue WA

98004

“endor
Code: BDA4FTITBEDG4B2185563142CF9B8

Search for a Purchase Order

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 Process Purchase Orders

. oo

[[] Order No.s Requestor Vendor Name

[ 10 Smith, John Home Style

[ s manahan, rowena National Books Store
9 Taylor, Sarah National Books Store

Purchase Orders Pending Transmission | cioss crou

Change View -

Search
Ship|ro
SHIPHame
SHIPKame

SHIPName

Order No.

Begins with

Order Mo.
Requestor Last Mame

;Vend or Mame

Total
Status

Needed By

CHANGE VIEW SEARCH OPTION

Purchasing admins can also use the Change View menu to display purchase orders
or change orders pending transmission or purchase orders pending vendor approval.
By changing the view, the result appears on the page.

Change View v Change Group ~

Purchase Orders Pending Transmission
Purchase Orders Pending Vendor Approval

Total All Orders
0% (Mg

pr 0% 10/23/2015 $14?.(§D
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Use a Query to Search for a Purchase Order

You can also search for a purchase order by using standard queries or those you
create yourself using options within the Query section of PO Processor. The query
can be created by clicking New Query where you can build a customized, condition-
based query to return your purchase orders, or you can select an existing query that
you have created.

CREATE A CUSTOM QUERY

You can create a new query for your personal use on the Purchase Orders
Pending Transmission page. Queries you create are your own and cannot be
viewed, edited, deleted, or used by anyone else. This means that all newly created
queries cannot be shared across processors.

P To create a new query:

1. Click Query > New Query.

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

Query Builder x

Qiuery
MName:

Data Object/Operator FieldValue Operation

v

Select One v

Value v

o &
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Section 5: What the Purchasing Admin Can Do

3. 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.

=n

New Query r Vendor Name
| Edit Saved Query § rry L. Concave

PR Approved

EDIT A SAVED QUERY

You are allowed to edit only those custom queries you have created, and no other
user-created custom queries are available for edit, only your own.

» To edit your custom queries:

1. Click Queries > Edit Saved Query and point to the query you wish to edit.

=13
i New Query < Vendor Name
i 4 |

PO Total PR Approt=d

FR Approved

2. Click the query in the list to open it in the Condition Builder window. Refer
to Create a Custom Query in this document to edit your query.

3. When done 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 may delete only those custom queries that you have created. You cannot delete
others user-created custom queries.

P To delete your custom query:

1. Click Queries > Edit Saved Query and point to the query you wish to
delete.

2. Click the query in the list to open it in the Condition Builder window.
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3. Click Delete.

4. In the Please Confirm window that appears prompting you to confirm your
action of deleting the query, click Yes.

Please Confirm

9 Are you sure you want to delete this query?

EXPORT QUERY RESULTS

You can export your query results into an Excel-based data template. This allows you
to open Excel and load the results of your query for use in application.

P 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 data is loaded and automatically appears in Excel with each column
representing a field within the purchase order.

A B C D E F
1 |Purchase Request Key Employee Name Description PO Number Approval Status Submit Date
2 31 Brown, Terry L PC Docks Pending Processor Review 2015-10-05 16:43:39 187

View PO Amount That Has Been Invoiced

PO Processor can see how much of the purchase order amount that has been
invoiced. To do so, the PO Processor may create a query that defines if a purchase
order has been fully or partially invoiced, or not invoiced at all. This information is
important and lets the PO Processor take necessary actions, such as closing the
purchase order, or contact the vendor regarding the outstanding invoices.

NOTE: The query will be based on approved invoices.
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In the following example, the system will query for purchase orders where 90
percent or more of the PO amount have been invoiced.

Query Builder

Query InvApprPO
Hame:

Data Object/Operator Field/Value
v
Purchase Order ¥ | Total Invoiced Net Amount(In Percentage)
Greater Than
Walue |20

By clicking the Preferences button, the PO Processor can add the new column,
Total Invoiced Net Amount (in Percentage) to the Purchase Orders page.

Manage Requests Create New - Process Requests Quick Search Budget Insight Purchase Requests +

Purchase Orders Pending Transmission | sl Group

D Order No. & Requestor Vendor Name Ship To Status G;tal Invoiced Net Amount{in Parcentnge)) Needed By
D 16 Brown, Terry L. Concave Company Location One Pending Transmission 0 %
D 17 Brown, Terry L. Simpre Associates Cempany Location One Pending Transmissien 0%

View Original Invoice or Purchase Request Associated with a PO

To view the original payment or purchase request associated with a specific purchase
order, click View Associations.

Process Purchase Requests Process Purchase Orders

View Image “iew Associations Audit Trail

Purchase Order 10

Pending Transmission
Requested by Smith, John

Vendor
rmsns § povon i

1234

123 Main Street

Purchase Order Details | Edit Bellevue, WA
9004

PO Number: 10 T

MName: Code: BDA4FT97TBEDG4B21855631A2CF9B8
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The Purchase Order Associations window appears with information about the
associated payment and purchase order requests of the purchase order.

Purchase Order Associations

PO Number
1

Currency
Us, Dollar

Associated Payment Requests
Invoice Number
9696

3322

Request Name
Sonny Pho
Chun Lee
Associated Purchase Requests
Purchase Request Number
3

Description

cssc

PO Total
900.00 USD
PO Tax
0.00 USD

Employee Name Invoice Date 4

06/08/2015
06/10/2015

Shipping
0.00
0.00

Total
45000 &
1,800.00

Brown, Termy L.
Brown, Tery L.

0.00
0.00

-

Employee Name Submit Date «

05/05/2015

Total
450.00

Brown, Terry L

Close

NOTE: Depending on your user permission role, you might be able to click on the
associated invoice and/or purchase request number to see the related record.

APPROVAL FLOW AVAILABLE TO VIEW WITHIN PURCHASE ORDER

The purchasing admin can double-click the purchase request in the Purchase Order
Association window to view the approval flow of a purchase request within a

purchase order.

Approval Flow for Purchase Request: Office chair
replacement
Sequence Step Approver Date Final Status
1 Manager Approval Brown, Terry L. 03M1/2015  Approved
2 PR Audit
Close
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Review the Audit Trail

To review the audit trail, click Audit Trail.

PO Number-
MName:
Description:

Met Payment
Terms:

Order Date:
Meed By Date:

RV2

30

10/M11/2016
10/31/2016

Request ltems

View Image Gallery View Associations
PURCHASE ORDER RV2

Transmitted to Vendor
Requested by Miller, Chris

s J e L e

Purchase Order Details

Process Purchase Requests

Vendor

Praliner Company

123 Main Street
Bellevue, WA

23004

Vendor Code: 12345
Address Cede: 12345
Currency: USD-US, Dollar

View Details | Edit

The Audit Trail window appears with information about actions that the purchasing
admin has taken on the specific purchase order.

Audit Trail
Date/Time Updated By Action Description
10/11/2016 12:23 PM Miller, Chris Purchase Order Transmit Purchase Order Transmitted. Status changed from "Pending Transmi...

Attachments: (cb9b61367998d1ccTiBe)
Mo of Attachments : (1)

Close

NOTE: All users who have access to a PO change order transaction will be able to
view the audit trail history of the PO Change Order.

08/27/2015 0715 AM

Administrator, Concur

Purchase Order Transmit

Audit Trail
Date/Time Updated By Action Description
03/14/2017 10:03 AM  Brown, Terry Change Order Request Approv... Change Order Request Approved and Purchase Order got updated
03/14/2017 09:34 AM  Collins, Chris Change Order Request Initiated  Change Order Request Initiated

Purchase Order Transmitted. Status changed from "Pending Transmission” to "Tran...
Attachments: ()
No of Attachments - ()

Close
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Preview a Purchase Order

Section 5: What the Purchasing Admin Can Do

The purchasing admin has a unique view of the overall PR to PO creation by being
able to view a PDF of the final purchase order, as it will appear to the vendor on

receipt via email. This view allows the purchasing admin to verify information in a
single view, including address, email, and comments to the vendor.

In addition, purchasing admins can view all documents that are associated with a
specific purchase order, which gives them an overview of all documents that they
transmit to a vendor.

This includes documents uploaded by:

e Administrators who configure purchase orders in PO Configuration

e Users who create purchase requests and select the Include in PO

Transmission option

e Approvers who approve purchase requests and select the Include in PO

Transmission option

e Purchasing admins who process purchase requests and select the Include in
PO Transmission option

P To preview a purchase order in PDF format:

1. On the All Orders page, double-click the purchase order that you want to

view.

12e

9

3

Process Purchase Requests

All Orders i ciobal crous

Order No. s Requestor

Smith, John

Smith, John

Smith, John

Vendor Name
Acme (ACH)
Papa Johns
Acme (ACH)

Acme (ACH)

Process Purchase Orders

Search: | Tetal

Ship To

SHIPName2
SHIPMName
SHIPMName

SHIPMName

Equals

Status
Transmitted to Vender
Transmitted to Vender
Transmitted to Vender

Transmitted to Vender

Change View *

Needed By Total
§750.00 =
5200.00
5200.00

530.00

@

Smith, John

Acme (ACH)

SHIPMName

Pending Transmission

51 .ZDD@

Page’

1) of 1

v}

Displaying 1- 13 of 13
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Section 5: What the Purchasing Admin Can Do

2. Click Preview.

Process Purchase Requests Process Purchase Orders

View Image View Associations Audit Trail

Purchase Order 5

Pending Transmission
Requested by Smith, John

Transmit ‘ Preview ' Acfions » Vendor

1234

The Preview Purchase Order window appears.

Preview Purchase Order

Nexd|

_DetatResy@ConeurSalutions.cam

ndor_1@vendor_t com

Subject | CFYAT from Companyé
Body: Pleasz review the attached Purchase Order. Thanks!
\ﬂ l',
\W
CompanyA
123 Main Strest
Aaytown, WA, 55555
UNITED STATES PO Number: CPYAT
Order Date: 121202021
Needed By: /252018
VENDOR: Net Payment Terms: 30
jendor_1 Ship To Attn: Common, Susan
ABT2BT85333E48A1ABEDDETES 1 T2BCFA Shipping: $0.00
123 Main Street Tax o
Anytown, WA Total: $600.00
555-555-5555 Currency: usD
UNITED STATES Notes To Vendor- Deliver 1o 2nd Raos receplion
via freight slevator in back of
SHIP TO: BALL TO:
Susan Comman Compary8 buildng
Carmpany8 345 lsin ST
345 Main 5T Anytown, 55355
*You can anter mukiple TO Addresses separated by 3 Semicolon ; Jmitown, OIS VNITED STATES
T | Descripiion I
1 1 [Tabie 1
] | | = I
INSTRUCTIONS
Dekver 1o 2nd floar receplion wia freghl elevalon in back of buliding

The purchasing admin can correct selected items in the Preview Purchase
Order window, and add one or more additional email addresses as needed. If
multiple email addresses exist, vendors will see all other contacts who
received the email by looking at the To line of their email. This helps prevent
multiple vendor contacts from fulfilling the same purchase order.

To change any PO data presented in the PDF, the purchasing admin opens the
actual PO and edits the fields.The purchasing admin can also email the PO
from this window by clicking Transmit.
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Section 5: What the Purchasing Admin Can Do

The client administrator can change the default text (Body text, address,
instructions, etc.) in the PO Configuration step of Setup.

The processor can change the prefix for the From address but cannot change
the suffix of the address from "_DoNotReply@ConcurSolutions.com".

Preview a PO Change Order

Once a PO change order has gone through the workflow and has been fully
approved, the PO processor will be able to open the Preview Purchase Order
window view information about the revision humber and revision date of the last
revision, new line items, and updated amount of the PO change order.

Preview Purchase Order
nail Deta « HNex
Trem I Purc _DoMotRepiy@CancurSolutions.com
To [ vendor_t@uendor_t.com
Subject I CPYAT fram CompanyA
Body: Flaass review the attached Purchase Order. Thanks!
R[]
\\ é
COMPANY
CompanyA
123 Main Sirest
Anylown, WA, 55555
UNITED STATES PO Number: CPYAT
Order Date: 12r22021
Meeded By: 252019
VENDOR: Net Payment Terms: 30
ndor_1 Ship To Astn: Common, Susan
AGTZB109333E48A1 ABEDDETES 1728CFA Shipping: sa.00
123 Main Strest Tax: $0.00
Anylown, WA Total: $600.00
655-555-5555 Currency: UsSD
UNITED STATES Notes To Vendor: Desiver 1o 2nd Moo receplion
— - via Treight slevator in Back of
Susan Comman Company8 builsng
Company8 345 Main ST
345 Main SI N Anytown, _55555
*You can enter muliple TO Addresses separated by 3 Semicolon ; e UNITED BTATES
m
Dekver Lo 2nd floor receplion via fresghl elevalor in Back of buliding
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The PO processor can also view a Change Order Revision section of the purchase

order PDF with revision information.

Preview Purchase Order
Email Detalls « -
[Fommstsr | DoNoRepb@Oencussiions com Change Order Revisions
To |
Revision: 2
Subject | 3 from Corp Transmitted Date:
Body
I NO. [Supplier PartiD| __Quantity | Unit Price Subtotal
Support | 3 | [ 1.00 | $100.00) $100.00]
SUBTOTAL, $100.00]
SHIPPING: 50.00
TAX: 50.00
TOTAL: $100.00]
Revision: 1
Transmitted Date: 3/9/12017
[ I NO. | Supplier Part ID|  Quantity | Unit Price Subtotal
Maintenance | 2 I | 1.00 | $200.00) $200.00]
SUBTOTAL:| $200.00|
SHIPPING: 50.01
TAX: 50.01
TOTAL: $200.00
-
Transmit Purchase Order to the Vendor
To transmit a purchase order to the vendor, click Transmit.
Request ltems Process Purchase Requests Process Purchase Orders
View Image Gallery View Associations Audit Trail
Transmitted to Vendor
Requested by Miller, Chris
m v Viendor Ship To Bill To
Praliner Company Chekladpraliner Chekladpraliner
e rems (P Es e " 123 Main Street 12 Main Street 12 Main Street
Purchase Order Details | Edt Bellevue, WA Seattle UNITED STATES Seattle UNITED STATES
93004 98077 98077
PO Number: RV2
Name: Vendor Code: 12345
Address Code: 12345 Address Code: 1234 Address Code: 1234
Description
Net Payment 30 Currency: USD-US, Dollar
Terms:
View Details | Edit Edit Edit
Order Date 1011112016 -
Need By Date:  10/31/2016
Shipping: 0.00 ~
Tax 0.00
Total: 900.00 _
Currency US, Dollar cemization summary
Line Nu... | Expense Type Supplie... | Descrip... | Unit Of ... Quantity | Unit Price | Subtotal
1 Printing and Duplication 12456134 Setu Char Each S0 10 $800.00
Account Code Distribution Code Percentage Net Amount Gross Amount
em 100 $900.00 $900.00
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Automatically Transmit Purchase Orders

The client administrator may enable (select) an option in the Setup Wizard, which
removes a workflow step in the purchase order process. In this case, Concur Invoice
will transmit purchase orders from the processed purchase request directly to the

supplier.

NOTE: If the purchase order contains incorrect data, such as an incorrect vendor
email address, Concur Invoice will not transmit the purchase order
automatically, but instead it will require manual PO processing.

Transmit a Change Order

When the purchase request processor has approved the purchase request, the PO

processor will be able to see an updated purchase order with a Pending Transmission
status in the processor view. They will also be able to tell that the purchase order is
a change order by the @ icon that is visible by the order number.

Manage Requests Create New « Process Requests Quick Search Budget Insight Purchase Requests «

All Orders Global Group

Page 1| of1

Q

Change View - Change Group +
S cricr v o= Ve x[Q
| Order No. » Requestor Vendor Name Ship To Status Total Invoiced ... Needed By Total | Name

4 0 Collins, Chris L. Simple Life Repair Company Location One2 Pending Transmission 0% $600.00

Displaying 1- 1 of 1

Send to Excel

The PO processor can open the purchase order to see the newly added line item(s)
and a notification that the purchase order has changed.

Manage Requests Create New + Process Requests Quick Search Budget Insight Purchase Requests =
@ Information. Purchase Order was change@ View Audit Trail
View Image Gallery | View Associations | Audit Trail
PURCHASE ORDER 4
Pending Transmission
Requested by Collins, Chris L.
= 557 I
Simple Life Repair Company Location One2 Corp Office
Purchase Order Details | Edit View Details | Edit Edt i
Policy Name: Purchase from Pref. vendors v
Name: Itemization Summary
PO Number: 4 Line Nu... | Expense Type Supplie... | Descrip... | Is Rece... | Receipt... | Is Rece... | Receiv... | Receiv... | Quantity | UnitPri...| Subtotal
Order Date: 08/27/2015 1 Other Banners None i 1 $100.00  $100.00
-TEl Paymeﬂt 0 Account Code Distribution Code Percentage Net Amount Gross Amount
erms No Account Code [Sysiem 100 $100.00 $100.0f

Tax. 0.00 Default]
Shipping (D 2 Internet Banners v Quantity. 0 10 $50.00  $500.00
Total 600.00

Account Code Distribution Code Percentage Net Amount, Gross Amount
Currency US, Dollar No Account Code [Sysiem 100 $500.00 $500.00

Default]
Back to List Previous Orde Order 1 of 1 Next Order
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When the PO processor has reviewed the updates of the purchase order, they click
Transmit. Once the purchase order has been transmitted, all the @ icons disappear
that are associated with that specific purchase order.

Manage Requests Create New « Process Requests Quick Search Budget Insight Purchase Requests
View Image Gallery | View Associations | Audit Trail
PURCHASE ORDER 4
Transmitted to Vendor
Requested by Collins, Chris L
== 5T o
Simple Life Repair Company Location One2 Corp Office

Purchas er Details Edit View Details | Edit Edit Edi
Policy Name: Purchase from Pref. vendors v
Name: [temization Summary
PO Number: 4 Line Nu... | Expense Type Supplier...| Descrip... | Is Rece... | Receipt... | Is Rece... | Receive...| Receive...| Quantity  Unit Price | Subtotal
Order Date: 03/14/2017 1 Other Banners None 0 1 $100.00  $100.00
Net Payment 0 Account Code Distribution Code Percentage Net Amount Gross Amount
Terms No Account Code [System 100 $100.00 $100.00
Tax: 0.00 Default]
Shipping 0w 2 Internet Banners v Quantity 0 10 5000 5500.00
Total 600.00
Ci US. Doll Account Code Distribution Code Percentage Net Amount Gross Amount

uIreneys T No Account Code [Sysiem 100 $500.00 5500.00

Defauit]
~ Enter/Edit Received Received Quantity: 0
Back to List Previous Orde Order 1 of 1 Next Order

Manage Receipts and Receipt Images

Purchasing Administrators, who work with the Receiving feature, can add, edit,
delete receipts and receipt images of the transmitted purchase order.

NOTE: If a receipt is associated with an invoice, a user will not be able to edit or
delete the receipt and the Edit and Delete buttons will be disabled. If a user
needs to make changes to an invoice, they need to first unassociated the
receipt to the invoice.

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

The Purchase Order Extracts page enables the Purchasing Admin to run an on-
demand job to extract purchase order or purchase order receipt data from the
Concur Invoice system. After the data is extracted, clients can download the data

and then import it into their system of record so that the inventory values reflect the
quantities received.

P To extract purchase orders:

1. Click Requests > Purchase Order Extracts.

Administration ~ | Help +
SAP Concur E Requests Expense Invoice  Approvals  Analyics  App Center — °
T -

Request ltems  Process Purchase Requests  Process Purchase Orders
Pending Requests Cart [tems
None found.
| @ Add New Item
Active ltems e
m Search: | Description ~| Beginswth | v Q
Description Vendor Name Needed By Submit Date » Quantity / Uni... Total
Page| 1] of1 o Total: 0.00
seriptif (CNQR && CNOR purch && CNQR purch.viewProcessOrderExtracts) {CNQOR purch.viewProcessOrderExtra e {document location.href="/Expense/PurchaseRequest/PurchReq_Portal.asp?.

2. On the Extract menu, click Purchase Order Extract.

Extract Purchase Order Extract

Purchase Order Extract E)’(tra Ct RU ﬂS

Purchase Order Receipt
Extract

Exfract Date (To): EH
Date Count Status
10232018 12:57 PM 0 Completed
104232016 12:41 PM 0 Completed

Page 1| of1

O

Displaying 1-2 of 2

3. Click the Run Purchase Order Extract Now button to start the extract.
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Download and Search for Purchase Order Extracts

Once the data has been extracted, the extract can be downloaded as a pipe-
delimited text file.

To download the extracted data, select the row for the extract you want to
download, and then click Download File. The file is downloaded to the default
download location for the local machine.

Extract Purchase Order Extract

Purchase Order Extract EXUa Ct R U ﬂS

Purchase Order Receipt
Extract
Exfract Date (From): | pg/23/2018 G| m

Extract Date (To): | 10/23/2018

Download File
Date Count
10/23/2018 12:57 PM o
10/23/2018 12:41 PM 0

R TV T Y v AT

You can also search for previously generated extracts by setting a range of dates in
the Extract Date (From) and Extract Date (To) fields, and then clicking Search.

Extract Purchase Order Extract

Pucnass o EXTract RUNS

Purchase Order Receipt
Extract
Extract Date (From}: | 0923018 |[8) w
Exiract Date (To): | 10232018 |

Date Count Status

10/23/2018 12:57 PM 0 Completed
10/23/2018 12:41 PM 0 Completed
Pagel 1| of1 (] Displaying 1-2 of 2
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Section 6: Configure Column and Fields Set View
The approver and purchasing admin working with either purchase orders or purchase

requests can arrange the column view to include and exclude fields, and arrange the
sequence in the order they want.

Add, Delete, and Move Columns

First, click Preferences to open the Preferences window, and then select or clear
the check boxes next to those fields you want to add or remove.

Click Preferences...

...the Preferences

Preferences window appears. Select
(enable) a check box to |
add a column, or clear

Column Label (disable) it to remove |

Order Mo. \ the column from view. -
. }

Requestor ] "

Vendor Mame /

Ship To ‘f

Status ¢
Q.leeded By )

Total

Vendor Address Code

Currency

Custom 01

Custom 02

Custom 03

Custom 04

Custom 05

Custom 06

Custom 07

Custom 08 v
Cancel
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Rearrange Columns

A simple drag-and-drop action lets you grab the column heading, and then move it
to a new location in the list view.

Requestor Vendor Name
Smith, John Acme (ACH) -
| |v‘endcr Name ||
o
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