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	December 28 2012
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	December 31 2010
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	April 2010
	Clarification that Vendor Import validations only check for the Required attribute at the Field level, not the Form level - the Required attribute should be configured at the Field level for Vendor import validations. 

	February 2010
	New Vendor Import feature included in this document

	December 2009
	Changed to stand-alone guide; no content change

	October 16 2009
	New User Guide incorporating information from now retired Vendor Manager chapter, Concur Tools Guide.


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.

Vendor Management Lifecycle

Section 1:  Permissions

A company administrator may or may not have the correct permissions to use this feature. The administrator may have limited permissions, for example, they can affect only certain groups and/or use only certain options (view but not create or edit). 

If a company administrator needs to use this feature and does not have the proper permissions, they should contact the company's SAP Concur administrator.

In addition, the administrator should be aware that some of the tasks described in this guide can be completed only by SAP Concur staff. In this case, the client must initiate a service request with SAP Concur support.

Section 2:  Overview

One or more employees are usually responsible for managing all aspects of vendors doing business with a company. This includes maintaining the Vendor Master List by evaluating new and existing vendors for inclusion and updating vendor information as it changes. This is accomplished using options available in the Vendor Manager tool in Concur Invoice, as well as maintaining vendor information in the client’s financial system.

This guide details the vendor lifecycle, from the employee's initial request for a new vendor, the validation and update process, to final payment authorization of an invoice.
For more information, refer to the Concur Invoice: Vendor Manager User Guide.

Section 3:  Vendor Manager Terminology

To understand the vendor lifecycle, it is helpful to review and understand the following terms:

Vendor Master List: Official list of vendors the client uses when sending disbursements to vendors. The client's financial system is the system of record for this list.
Approved Vendor List: A list within Concur Invoice containing vendor-related information from the client's Vendor Master List. This list is sent to Concur via the Approved Vendor Import.
Approved Vendor: A vendor included in the Approved Vendor list in Concur Invoice.

Unapproved Vendor: A newly created vendor that has not yet been processed by a Vendor Manager.

Section 4:  The Vendor Management Lifecycle

The following steps lay out the general process of requesting and finalizing inclusion of a new vendor into the Vendor Master List.
The following figure shows the Vendor Management lifecycle.
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Step 1: New Vendor Sends Invoice to Invoice User

A new vendor whose address information is not in the Vendor Master List sends an invoice to the Invoice User.

Step 2: Invoice User Creates Invoices and New Vendor Request 

The Invoice User (AP User or Invoice Owner) creates a new vendor request and a corresponding invoice. Saving the new vendor request causes a unique value to be assigned to the Vendor Address ID record.

About the Concur Vendor Address ID Value

The Concur Vendor Address ID value is a unique value assigned to each unapproved vendor when saving the invoice. To eventually approve this vendor, the value resident in the client financial system must match the value in the Approved Vendor Import file (detailed in a subsequent step, below). 

Step 2a: Invoice User attaches Vendor Tax Forms

The Invoice User can elect to upload an image of the vendor’s Federal Tax Identification Number (W-9 or W-8) form to the new vendor request. Some companies require this be attached before the associated invoice can be submitted, others only require it prior to payment.
TIP: Click Apply after entering the new vendor data in the Vendor Information page, then click Actions > Upload Image to add the tax form(s).
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Step 3: Invoice User Submits Invoice
The Invoice User submits the invoice. This action triggers two processes that run concurrently:

· Payment Request Approval: The Payment Request Approval workflow is initiated, and the invoice is routed through the existing workflow.

· New Vendor Request: The invoice is routed to the Vendor Manager step for evaluation.

NOTE: The Payment Request Approval workflow and the New Vendor Request process run in parallel and independently of each other until they meet at Step 8, "Is the Vendor Approved?"
Step 4: Invoice/New Vendor Request Enter Approval Process

The invoice moves through the Payment Request Approval workflow while the New Vendor request moves through a separate "approval" process. This approach ensures that the invoice is not held up in the approval process while the vendor information is being reviewed for inclusion in the Vendor Master List.

Step 4a: Payment Request Approval Workflow

The invoice enters the Payment Request Approval workflow.

Step 4b: Vendor Manager Reviews New Vendor Request

The Vendor Manager tool is used to review recent User Requested Vendors. Typically, the Vendor Manager would perform this task toward the later part of the day after all the day’s invoices have been submitted. 

User Requested Vendors typically fall into one of three categories: Duplicate, Invalid, or Valid. 

For information about categories and the recommended action for processing unapproved invoice, refer to Concur Invoice: Vendor Manager User Guide.

Step 5: Vendor Requests are Extracted

The Employee Requested Vendor extract is a scheduled job that runs during overnight processing. The job creates a file that includes a record for each User Requested Vendor. 

Step 6: Administrator updates Vendor Master List

An administrator evaluates the data in the Employee Requested Vendor extract and makes the appropriate updates to the Vendor Master List stored in the client financial system.

Step 7: Approved Vendor Import Job Is Run

The financial system creates a data file that conforms to the Concur import specification. This file includes information about all the newly approved vendors added to the Vendor Master List for that day. 

NOTE: Newly approved vendors that are added to the Vendor Master List may include User Requested Vendors and vendors that were requested outside of Concur Invoice. 

A Concur job imports the file as the Approved Vendor Import, at which point the following actions are taken depending on the origination of the vendor:

· From Within Invoice: The unique Concur Vendor Address ID value in each record is matched to a corresponding Vendor Address record in Concur Invoice. When this happens the status of the vendor address is changed from Unapproved to Approved and the vendor is added to Concur's Approved Vendor List.

· Outside of Invoice: Records that do not have a value for Concur Vendor Address ID (i.e., vendors that were requested outside of Concur Invoice) are added to the Approved Vendor list.

NOTE: Vendor Import validations only check for the Required attribute at the field level. Therefore, it is recommended to configure the Vendor data Required attribute at the Field level, not the Form level. If the Vendor data in question is required within the Concur system for Reporting or Audit rule purposes, configure the Required attribute at the field level. If the data is only required at the point of gathering new vendor requests, configuring the Required attribute at form level may be acceptable to the client.

Step 8: Vendor Approved Workflow Step

Per best practices, an invoice should not be paid to an unapproved vendor. Most clients set up a workflow condition to ensure an invoice has an approved vendor attached, prior to extract for payment. This means that approval of the vendor must precede the Standard Accounting extract.

At this point the workflow process is only waiting on the client financial system to confirm that the new vendor is approved. Once this status is confirmed, the invoice can move from the Payment Request Approval workflow to the Standard Accounting extract process.

Step 9: Standard Accounting Extract

This step instructs the client financial system to pay the invoice.

About Vendor Approval Workflow Step and Timeout

The Vendor Approval step is usually added as the last step in the Workflow process. This allows the invoice to continue moving through the workflow without being stalled by processing of the User Requested Vendor. For example, it may take time to track down a W-9 or other crucial vendor information.

The Workflow Step Timeout Duration setting specifies the number of days an invoice can remain at a workflow step before it times out.

The Approval Action setting determines what the workflow engine should do with the invoice if a workflow step times out. Typically, the invoice would be sent back to the Invoice User who generated it as described in the following example:

· The Workflow Step Timeout Duration is set to 5 days 

· The Approval Action is set to Send Back to Employee
· The Vendor Approval? step is set as the last workflow step.

· The invoice achieves full manager approval, and then remains at the Vendor Approval? step for 5 days

· On the 6th day the workflow engine sends the invoice back to the Invoice User

In the above example, it would be helpful to create an email reminder for the Vendor Manager that triggers ~2 days prior to time out. This helps ensure that the Vendor Manager is aware that a User Requested Vendor is pending approval. 

Once the User Requested Vendor is approved, the invoice is eligible to be included in the Standard Payment Request Accounting Extract.
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