Reference Guide for Non-PO Payment Request Policy

Non PO Payment policy is used for the activities that do not require the securing of a purchase order prior to the issuance
of payment activity (Refer to Procurement website — https://procurement.gwu.edu/competitive-exemptions-goods-and-
services) If you are submitting a request as non-PO you must identify the specific exemption number from the
aforementioned website. In the ‘Comments (Message to AP)’ field you must indicate ‘Exempt # xx’. Failure to do so will
result in the delay of payment processing as this is required in order for the payment process to proceed

Note : Please verify that the approprtiate option is selected in the ‘Invoice Form Type’ field to ensure the proper routing of
the submission for invoice review and approval

Utilize the Non PO Payment Request Policy for the following activity submissions:

=

Awards

Donations

Endowments

GCAS Refunds

Honorariums

Non-employee expense reimbursements
Non-PO commercial invoices
Other — Please identify

. Petty Cash Replenishments
10.Prizes

11.Supplier Refunds
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https://procurement.gwu.edu/competitive-exemptions-goods-and-services

Step 1.

Log into the CONCUR application at hitps://ibuy.gwu.edu using your GWU system ID and password using Single
sign-on. Then select the GW Invoice option on the right hand side
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https://ibuy.gwu.edu/

Step 2. Select the ‘Invoice’ module

ﬂ-‘fnu are currenily logged ingo a test instance of Concur

SAP Concur E Inviice Approvals App Centes

SAP Conc + 00 47

Hello, Owner jq?gqr;:s.n: fp?rzr:l; :i*:q:;?;
MY TASKS
Required Approvals - Payment Requests -
Greatl You tumendly have no approvals. 031 rest-Mike 311

500,000 00 - (BERIKBOL DUKEYEY)

091 0911481 Multplz PO
5268 00 - IROBERTS CXYGEN GO INC)

D906 MH 09.05.18-1
$30.00 - (ROBERTS OXYGEM CO INC)

0205 test
£50.00 - (MATIOMAL TECHNOLOGY RENTALSE]

09005 MH 0%.05.18-1
520007 - [TEMPORARY SOLUTIONS INC)
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Step 3. Click on ‘Create New Request’

S#P'Emnur bwoicz  fgprovds Ao Cenlar

Payment Request List

Unsubmitted Requests

MyRzquast:  Cresfz Naw Request

u Seach: | Asquest Hams v | Eegeswin ¥ '1
| et bene Ventior Neme Imvwice Nurmber Irvoic Dale « Aol Steis Payment Statuy Totsl | Larst Comment With Lser Smez
| PETRYCASH EREND DENALGEK CUSTODIRN DICEEPETTYCASH UL ke b Higt Sabriled - Mot P FME
Iwaicz, Oweer
FRLY OBREN CLSTODMA (EATPETTYCASH AT R Sebiled - Mol Paid 33671 HOLD FOR K GRTAREIT 57
Ineaice, (e
| RM-GCASREFMDTEST AMERICHN INSTUTEFOREESERRGH  [IWOIH2NEICH L =g Hit Sebmiled - Hol Paic FH45IN
sz, Ownen
(| FARECURRING TEST CAH0H FINSRCIL SEFVICES NG CHHTTH 12 gk b gk Sabmled - Hol P L]
gz O
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Step 4. Vendor Search

SﬁPCmur@ woce | Appovls  App Cenler

ke +
TaHE '

Wy Requests  Create New Request

Bauest Type and skt 4 ndor fromthe venoar st or find an selec the purcheze GPGE';GI'iGJI'pE, e reguest

Pajmen Regues! Type: Purchase Order Saardh

Non PO Payment Regquest Palicy EI

Vendor List

Most Recanil Lisad Search: | Vendor Name ﬂ Begins wih E |J‘1TED PARCEL -

et e | ot Humet At Attran2 | oy sataProvnce PocliTpCate | conty curmey | THAphans humr
DELL HARKETHG P i ACLEPTANCE POBON 425 CARQL STREAN L b1 INTEDSTATES U5, Do
IFDNSTMEYCOREY e NTEDSTATES U5, D
IRDNSTMEYCONEY 4015 NTEDSTATES U5, Do
UNGUAGE INOWTIONS e 31745 1751 5T K STE 0 WASHINGTON i3 i INTEDSTATES U5, Dok

Advanced Search is also available to search the vendors. This permits search via various selected criteria.
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Step 5. Vendor Selection

HE.J'

SiPGuncurE Invoice | Approvals  App Center Profle o |
v

Iy Requests  Create New Request

(reate New Payment Request

M Reguest Tyge and sekcta rdor Tom the vendar 24 orfind and slectthe purchaze arder Tl JOUT pEment reguest

| Bl
Paymen| Regues Type: Purch:
Nam PO Payment Request Paliey ] ‘

Vendor List

Mast Racanly Used

Order Search

Search: | Verdor Name ] Begins wilh E| |J‘JTED PARCEL Hm

Vndarame | Yot Wumtt Attrse \ county Curaey \ THaphone Numtat | T
INTEDPARCELSTRVCE NG 20 PORH TTALAE NTED STATES 15 D T
INTEDPRCELSTRVCE NG et POBCN 580 HAGERSTONN o 2N7A NTED §TTES U Do T
INTEDPARCELSTRVCE NG 14290 UPS SUPRLY CHAN SOLLTIONS .. AT CUSTONSBRONERAGES. . LOUIVLLE it i NTED STATES U D AT
UNTEDPRCELSERVCE NG 480 UPS SUPRLY CHANSOLLTIONS . 013 ETWGRKPLACE CHCARD L HET 0 ATED §TATES U Do AT
INTEDPIRCELSTRVCE NG 1420 {520 ALIDCD PR His CARROLLTON I Tl (NTED STTES U5 Do T
UNTEDPRCELSTRVCE NG et 382080 27 o PHILADELPHLA 1 L NTED§TATES U Do AT
INTEDPARCELSTRVCE NG 14290 4125 ALIEUARLE ST HASHINETON It Al NTED STATES U D AT

THE GEORGE

WASHINGTON Gw

UNIVERSITY BUyE INVOICE —

WASHINGTON, DC



Step 6. Enter Invoice Details

Create New Request

Enter Invoice Details

Actions * Details ~

Vendor Information

ADDIS ABABA UNIVERSITY Are Al Services Performed Outside the

THIS SITE FOR WIRES ONLY tion Date WCF Expiration Date: usz Is 100% of the Payment for Services?  Service Period
& S [ v
WIRES,DC . I = ‘ ] [ l
20025 Payment Remittance Description (Visible to
Vendors
\endor Code. 230408 ) Invoice Number Invoice Date Currency
Address Code: WIRES-01 ] I == I USD-US, Dollar | ~ ]
Currency: USD-US, Dollar Total Invoice Amount (inc! S&8T) Shipping Request Total Grant/Non Grant Oracle Alias Processing Type 7 Payment Method
0.00 | (GL) Non-Grant ‘ v] | (617009) FINANCIAL REPORTl ~ ] [ Standard ‘ ~ ] CHECK
Net Payment Terms Payment Due Date Wail Instructions. Special Handing Detail Special Handing Code PO Number Comments (Message to AP)

3 l [ [ | ) [ | ]

FD Group

VP FOR FINANCE

View Change

Itemization Summary ¥

| [¥] show Distributions.

| Amount Remaining to be ftemized: $0.00

[ ho. | ‘ | ‘ Expense Type Line Description Quantity | Type of Activity Regions Prepayment End Date Expenditure ltem Date Unit Price Total Tax

No items found.
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Fields highlighted in red are all mandatory

il \\/S Received, W8 Expiration Date, WCF Expiration Date
Crete ew Recuest ) fields are populated form the Supplier record .Refer to
Enter Invoice Details details listed below

Actions v Details v

Vendor Informatian «| Invoice Details 0

ADDIS ABABA UNIVERSITY Are All Services Performed Outside the

THIS STE FOR WIRES ONLY Payment Request Typs W8 Recsived W8 Expiration Date WCF Expiration Date us? Is 100% of the Payment for Services?  Service Period

| = | == [i= o | ]

Payment Remittance Description (Visible to
‘Vendors|
Vendor Code: 230409 Invoice Form Type Invoice Type Request Name ) Invoice Number Invoice Date Currency

ddress Code: WIRES-01 [ [¥]  [stncers [~ 1 ] | | @ [vsous, ooter [~]

Currency: USD-US, Dollar

WIRES DC
20025

Total Invoice Amount (incl S&T) Shipping Request Total Grant/Non Grant Oracle Alias Processing Type 7 Payment Method
| 0.00 0.00 0.00 I (GL) Non-Grant | ~ l I (817009) FIMANCIAL REPORT ‘ v l Standard v CHECK
Net Payment Terms Payment Due Date Mail Instructions Special Handling Detail Special Handling Code PO Number Comments (Message to AP)
0 l =/ ¥ | J EI 1 ‘
FD Group

AVP FOR FINANCE

View Change m

ltemization Summary v
| [¥] show Distributions | Amount Remaining to be temized: $0.00
[] mo. ‘ | ‘ ‘ Expense Type Line Description Quantity | Type of Activity Regions End Date Ex i Item Date Unit Price Total | Tax

No items found.

Fields Descriptions:

e W8 Received and W8 Expiration date: Review the ‘W8’ and ‘W8 Expiration Date’ fields. If the W8 indicator is ‘N’ or if the ‘W8
Expiration Date’ indicated is less than today’s date, the system will show a warning. Resubmit a new form after the updated W8 has been
obtained from the supplier.
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o WCF Expiration date: Review the ‘WCF Expiration Date’ field. If the date is less than today’s date, the system will show an exception;

resubmit after a new Workers Classification Form has been completed (by your organization), and submitted to the Tax Department for
their review and approval

Enter Invoice details — Continued:

Create New Request

My Requests

Enter Invoice Details

Actions v Detais v

Vendor Informartion «
ADDIS ABABA UNIVERSITY

THIS SITE FOR WIRES ONLY

WIRES DC

20028

Vendor Code: 230408

Address Code: WIRES-01

Currency: USD-US, Dollar

View Change
ltemization Summary
| 7] show pistributions

COiw. | | | |eswensempe

Invoice Details

Create New Reques

Select the right Invoice form type from the list of
values, if you do not see the Form type with in the

Lov use ‘Other Identify’ option and enter the type of
the invoice in the Comments Field

Are Al Services Perfarmed Outside tne

Payment Request Type W2 Received W2 Expiration Date \WCF Expiration Date us?z Iz 100% of the Payment for Services? Service Period

Non PO Payment Request Pl ~ =] [remimoz na v [res = [ ]

Payment Remittance De iption (Visible to

Invoice Form Type Invoice Type Request Name Vendors) Invoice Number Invoice Date Currency
| [~]  [stencora = ) I I [ v50-5, Dotlr ~
Total Invoice Amount (incl S&T) Shipping Request Total Grant/Non Grant Oracle Alias Processing Type y? Payment Method

000 200 200 [ () Hon-Geant <] [mose) rriancis merom [~ | | staners B (o=
Net Payment Terms Payment Due Date Mail Special Handling Detail Special Handling Code PO Number Comments (Message te AP)

2 [ = ] = J

FD Group

v oA FRiANCE

Line

»

| Amount Remaining to be Hemized: S0.00

Guantity | Type of Actiity Regions Propeyment tna Date | Expenditurs ttom Dot unit Price = =

Mo tems. found.

Definition of each Invoice Form type listed in the LOV (List of Values)

e Commercial PO invoice: A bill issued by a supplier/vendor who rendered a good or service to the University. It is supported by a
purchase order.

e Commercial non-PO invoice: A bill issued by a supplier/vendor who rendered a good or service to the University that does not require a
purchase order.

e Honorarium: An honorarium is a one-time payment of a nominal amount that may, at the discretion of the university, be made to an
individual, (who is not an employee or a student of the university) as an expression of gratitude for a personal service or expertise
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provided by the individual, for a special and non-recurring activity or event with a short duration for which a fee is not legally or
customarily required and where compensation is not requested.

e Prize: Given as a reward to the winner of a competition or in recognition of an outstanding achievement. Not applicable to employees.

e Award: Given in recognition of an outstanding achievement. Not applicable to employees.

e Endowment: Expense paid by endowments. Requires approval by Treasury.

o Others-Identify : If you don’t see the form type from the list of values, use the form type as ‘Others-ldentify’ and enter the invoice type
in Comments (Message to AP) Column

e Donations — Used to capture the donations to charitable organizations by the university.

e Petty Cash Replenishments — GW has a very small number of petty cash funds. When replenishment is required to properly fund the
account, this type should be used.
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Enter Invoice details — Continued:

Create New Request

My Requests

Enter Invoice Details

Actions * Details *

Vendor Information «
ADDIS ABABA UNIVERSITY

Invoice Details

Create New Request

Select the Invoice type
from the Lov .Refer to the

definitions listed below

Are All Services Performed Outside the

THIS SITE FOR WIRES ONLY Payment Request Type WB Received WB Expiration Date WCF Expiration Date us? Is 100% of the Payment for Services?  Service Period
o et 7] 2 o S [ ) |
WIRES,DC L
20025 Payment Remitance Description (Visible to
Vendors)
Vendor Code: 220409 Invoice Form Type Invoice Type Request Name ) Invoice Number Invoice Date Currency
Address Code: WIRES-D1 | ~] I Standard | ~] | | | | | | USD-US, Dolar ‘ ~|
Currency: USD-US, Dolar Total Invoice Amount (incl S&T) Shipping Request Total Grant/Non Grant Oracle Alias Processing Type lyp Payment Method
0.00 0.00 | 0.00 I (GL) Non-Grant | ~v| I (617008) FINANCIAL REPORT | ~| [ stancara | | CHECK
et Payment Terms Payment Due Date Mail Instructions Special Handing Detai Special Handing Code PO Humber Comments (Message lo AP}
0 E [~] | | [~] | |
FD Group
AVP FOR FINANCE hd
i Cherge
ltemization Summary ¥
| [¥] show Distributions | Amount Remaining to be ftemized: $0.00
Ciwe. | | | |Expensetype Line Description Quantity | Type of Activity Regions Prepayment End Date | Expenditure ftem Date Unit Price Total | Tax

No items found

Definition of each Invoice type listed in the LOV

e Standard: An Invoice from a supplier representing an amount due for goods or services purchased or performed.
e Credit memo: A memo from a supplier representing a credit amount towards goods or services

e Prepayments: An invoice entered to pay an advance payment for expenses to a supplier. If you choose ‘Prepayments’ invoice type,
please enter the Prepayments end date on the invoice lines

THE GEORGE
WASHINGTON
UNIVERSITY

WASHINGTON, DC

GW INVOICE &

iBuy+



Enter Invoice details — Continued:

Create New Request

My Requests

Enter Invoice Details

Actions ~ Details ~

Vendor Information «
ADDIS ABABA UNIVERSITY
THIS SITE FOR WIRES ONLY"

WIRES,DC
20025

Vendor Code: 230409
Address Code: WIRES-01

Currency: USD-US, Dollar

View Change
[temization Summary
Show Distributions

[] Wo.

No items found

Expense Type

Invoice Details

Payment Request Type

Invoice Form Type

Total Invoice Amount (incl S8T)
| 0.00

Net Payment Terms
0

FD Group
I AVP FOR FINANCE v

Create New Request

W8 Received

Invoice Type
| Standard

Shipping
0.00

Payment Due Date

Line Description

Fields Description

W8 Expiration Date
12/31/2020

Request Name

Request Total

0.00

Mail Instructions

Quantity | Type of Activity

Regions

WCF Expiration Date

Payment Remitance Description (Wisible to
Vendors)

Grant/Hon Grant
| (GL) Hon-Grant v

Special Handling Detail

Prepayment End Date

Are All Services Performed Outside the
us?

lNA ~

Invaice Number

Oracle Alias
l (617008) FINANCIAL REPORT | v

Special Handiing Code

~

Expenditure ltem Date

Is 100% of the Payment for Services?

[ves -
Invoice Date
Processing Type Iy
Standara ~
PO Number
Unit Price

e Service Period: This is a free text form field. Enter the dates during which the services have been performed
e Request Name: Enter the name of the request .This is similar to what we use in Expense today. Select a unique name for each

submission

Service Period

Currency
| USD-US, Dollar v

Payment Method
CHECK

Comments (Message to AP)

¥
Amount Remaining to be temized: $0.00

Total Tax

e Payment Remittance Description (Visible to Vendors) : Enter a meaningful description in this field as this description will be printed on

the Check and ACH remittances that are sent to the vendors

e Invoice Number: Use the Invoice number provided by the supplier or add the AP recommended protocol if no invoice number exists.
Strictly adhere to the AP invoice protocol. Do not create your own invoice number; by doing so you will circumvent the duplicate
invoice detection process.
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e Invoice Date: Enter the invoice date provided by the supplier, if the invoice no date use the current date.

e Currency: By default US currency USD is populated. If the invoice is in another currency, select the currency from the list of values

e Total Invoice Amount (Incl S&T) : Enter the total invoice amount that is sent by the supplier including shipping and tax

e Shipping: Enter the shipping amount that is listed on the invoice sent by the supplier; the amount entered would be equally split among
the invoice lines

e Request Total: Request total is total amount of the invoice lines

Enter Invoice details — Continued:

My Requests Create New Request

Create New Request

Enter Invoice Details

Actions *  Details *
vendor Information «| Invoice Details
ADDIS ABABA UNIVERSITY Are All Services Performed Outside the
THIS SITE FOR WIRES ONLY Payment Request Type W8 Received W8 Expiration Date WCF Expiration Date us? Is 100% of the Payment for Services?  Service Period
12/31/2020 | NA e | Yes v
WIRES,DC
20025 Payment Remittance Description (Visible to
Vendors)

Vendor Cose: 230409 Invoice Form Type Invoice Type Request Name ) Invoice Number Invoice Date Currency
Address Code: WIRES-01 | v | Standard - | | | =] | USD-US, Dollar v
Currency: USD-US, Dollar Total Invoice Amount (incl S&T) Shipping Request Total Grant/Non Grant Oracle Alias Processing Type y7 Payment Method

l 0.00 000 000 | (GL) Non-Grant v | (617009) FINANCIAL REPORT | ¥ Standard v CHECK

Net Payment Terms Fayment Due Date Wail Instructions Special Handling Detail Special Handiing Code FO Number Comments (Message to AF)

o = = =
FD Group
IAVP FOR FINANCE -

g

[temization Summary ¥
Show Distributions. ‘Amount Remaining to be temized: $0.00
[] Mo. Expense Type Line Description Quantity | Type of Activity Regions Prepayment End Date Expenditure ltem Date Unit Price Total Tax

No items found
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Field Descriptions

e Grant/Non Grant: Select GL (Non Grant ) or PTA (Grant ) from the list of values

e Oracle Alias: Select the GL/PTA accounts to where the invoice would be charged

e Processing Type: Standard is the default value. ‘Priority’ processing type is used only for any emergency payments that need to be paid
immediately. Enter your business justification notes in the Comments (Message to AP) field so Accounts Payables can treat this payment
as priority.

e Payment Method, Net Payment Terms, and Payment Due Date: The payment details information are populated from the
vendor/supplier record.

e Mail Instructions: Mail instructions are required for check instructions, depending on the priority of the check payments ‘Mail
Instructions’ can be selected. The potage expenses for using the mail instructions would be charged to the dept. submitting the invoice

e Special Handling Detail: This field can be used to enter any additional instructions regarding the payment (including details for ‘HOLD
For Pick Up’)

e Special Handling Code: These values can be selected only for check payments
- Attachment required : Checks will be delivered to the Accounts Payables address
- Hold For Pick up : Checks will delivered to the FSSC in Washington DC for pick up by the requester

e PO Number: Enter a PO number if you think this invoice has to be associated with a PO

e Comments (Message to AP): All the comments and instructions that you need Accounts payables to follow and take action on the
invoice has to be entered into this field

e  FD Group: FD group will default from the home org; if this is not the correct FD group you can choose the correct one to which you are
charging to from the list of values and submit or assign the invoice for approval
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Create New Request

Enter Invoice Details

Actions v Details ~

Vendor Information «| Invoice Details 0

ADDIS ABABA UHIVERSITY Are All Services Performed Outside the

THIS SITE FOR WIRES ONLY Fayment Request Typs W8 Received W8 Expiration Date WCF Expiration Date us? Is 100% of the Payment for Services?  Service Period
Non RO Payment Request Policy | w | | Yes 3 1203172020 [ I~ | ]
WIRES,DC
20025 Payment Remittance Description (Visible to
i i Vendors;
Vendor Code: 230409 Invoice Form Type Invoice Type Request Name ) Invoice Number Invoice Date: Currency
Yo e s | 5] [smomt ol L ] [v50 05,0 B
Currency: USD-US, Dollar Total Invoice Amount (incl S&T) Shipping Request Total Grant/Non Grant Oracle Alias Processing Type [y7 Payment Method
0.00 n (GL) Non-Grant ‘ ~ ] H (617009) FINANCIAL REPORT ‘ ~ ] l Standard ‘ v ] CHECK
Net Payment Terms Fayment Due Date Wail Instructions. Special Handing Dtai Special Handing Code PO Number Comments (Message to AF)
0 [ B ¢ J EI l
FD Group
AVP FOR FINANCE
View Change
Itemization Summary ¥
| Show Distributions | Amount Remaining to be temized: $0.00
[] Wo. ‘ | ‘ ‘ Expense Type Line Description Quantity | Type of Activity Regions Prepayment End Date Expenditure ltem Date Unit Price Total Tax

No tems found.
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Step 7. Enter Itemization Details:

Populate all mandatory fields (denoted by the red asterisk*) and any desired optional fields

Amount Remaining to be ltemized: $100.00

m View Image Upload Image

[ Ho.s |ExpenseTypE |L|naDEscnpl|on Quantity | Type of Activity | Regions Prepayment E... | Expenditure It... UmlPrme‘ Toia\| Tax‘

Add tem [ a0a |

No. | * Expense Type * Line Description * Quantity Type of Activity | Regions Prepayment End Date Expenditure ltem Date * Unit Price Total Tax

1 1 80.00 s0.00 £0.00

—_—
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Field Descriptions:

e Expense Type: Search for the ‘Expense Type’ or enter the five-digit expense type if known

e Line Description: Enter your ‘Line Description’ (payment purpose; this may be identical to the ‘Payment Remittance Description’
indicated on the ‘Enter Invoice Details’ screen. Refer to step 6 —Field (Payment Remittance).

e Quantity: The ‘Quantity’ value defaults to the number “1”. You may leave the default value or change if appropriate

o Type Of Activity: If a non-domestic expense type is indicated, then select the Type of Activity from the list of values

e Regions: If a non-domestic expense type is indicated, then select the Regions from the list of values

o Prepayment End date: If the Invoice type is selected as “Prepayment” on the invoice header then the Prepayment end date has to be
populated for all the invoice lines

e Expenditure Item date: If an award is involved, then the ‘Expenditure Item Date’ field must be populated by entering the date (either via
manual entry or by selecting the calendar “dropdown”.

e Unit Price: Enter the unit price

e Total: The ‘Total’ field will automatically calculate based on your entries in the ‘Quantity’ and ‘Unit Price’ fields.
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Amount Remaining to be ltemized: $100.00

[C] Mo.s ‘ Expense Type | Line Description

Quantity  Type of Activity | Regions

Prepayment E... | Expenditure It... Unit Price ‘ Total | Tax|

Add ltem
No. * Expense Type * Line Description * Quantity | Type of Activity | Regions Prepayment End Date Expenditure ltem Date * Unit Price ‘ Total | Tax|
1 54111-OFFICE SUPPLIES TEST Line 1 5100.00 $100.00 50.00

Click on Save Y e
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After you click on ‘Save’, it will take us back to the Payment Request Screen

SAP Concur [C] | Immice  Approvals  App Genter

Profle ~

My Requests  Creats New Request

Payment Request

UPS 0000277762518

vendor Information « iew Invaice [
UNITED PARCEL SERVIGE ING

PO BOX 7247 0242

Expense Type and Distribution code

are associated with the Payment line

Change

Itemization Summary

¥

| Amuns Remainin i 15 be izt 50.00
#A Mo | | | |Expenseype Quantity | Type of Activity Reglons pay End Date Date Unlt Price Total | Tax
ZIE 53417 POSTAGE/EXF) T 1985 s109.85 s0.00
Account Gade = Parcanizge il A Groms Amours
53411 [5ysterm Dafaul] GL-1e2301 700 Sigeas stasas

Note: If an additional line item is to be processed (due to multiple organizations or expense types being involved in the payment), click ‘Add
ltem’ and repeat step 7.
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Edit an Existing Line Item: If the item was recorded incorrectly then you may select the item by clicking the check box at the beginning of the
line and then click ‘Edit’. You can make the necessary revisions on the following screen and then ‘Save’ your input.

SAP Concur [C]

Invoice  Approvals

App Genter

My Raquests

Payment Request

UPS 0000277762518

Create New Request

‘status: Not Submitied

Subri Request

Acians * Details *
Vendor Infarmation «| Invoice Details view Inveice [
UNITED FARCEL SERVICE INC Are All Services Performed Culsice the
PO BOX 72470244 Praymant Raguest Type W8 Recxived WWE Enpiration Date WCF Expiralion Dale Iz 100% of the Payment for Servces?  Service Periad m Type
SHILADELBHIA A Nan PO Payment Request Pole | w | [» v I"c‘s ‘vl ‘ | | Non-P0 Cammerciad Inveice: ‘ v‘
e Paymen: Remittance Description (Visible
42850 Request Name o Vendors) Currency Tatal Irvoice Amaunt incl S&T)
PHLADE PR 01 [v]  [uesoocerrieesis I:I | [u=ous.paar [~]
Cusrency: USD-US, Dallar
Reguest Total Oracle Aliss Pyt Methed Nt Paymesnt Terms
189285 [v]  [rszoniawreven Tv] GHECK 25 = [~]
Special Handing Detai Special Handing Code PO Number Comments (Message lo AP) FD Group Line: e Tax Amaurt
| ( | ~ | | | | LAW SCHOOL v a0
View
¥
) Show Distribuiions | Amount Remaining to be Hemized: $0.00
| Expansa Typa Lina Dezcription Quanimr‘ Type of Activity pay End Date Itura itam Date Unit Price Toral‘ Tax
53411-POSTAGE/EXPRESS MAL - NON GW Law Library celiveries for the . 1 518985 510385 5000
Account Code Disluiion Cate Perceniage el Amear Grass Amour
5341 e Defa] GL192301 0] S18885 STERA5

THE GEORGE
WASHINGTON
UNIVERSITY

WASHINGTON, DC

GW INVOICE =

iBuy+



Step 8. Allocate the expenditure by clicking on the ‘Distribute’ Button -> Distribute Selected items option

SAP Concur [C] | imsice  Appovels  App Center

Help +

Profile - &

My Requests  Create New Ragquest

Payment Request

UPS 0000277762518

Datails *

Status: Mot Submitied

Subenit Request

Hide Exceplions.

x
@ Payment Request Lire lem 1 Line f 2t b fully allocated. Edit
Vendor Information «| Invoice Details View Invoice [
UNITED PARCEL SERVICE INC Are All Services Performed Oulside the
POBOX 72470244 Paymenl Reguest Type W8 Expiration Date WCF Expirastion Dale Is 100% of the Payment for Services? Service Periad waice Form Type Invaice Type
[ — IV"" ‘ v‘ | I‘lur PO Cammercial Invoice ‘ v| dard | v‘
Reguest Tatal GraniMan Grant
Total Invaice Amount (incl S&T)
I 8565 |
Standard | - |
Net Payment Terms Mail Instructians Spedial Handling Detail Spedial Handling Code: PO Mumber
= = I ) | Fl | l -
Lire: lien Tax Amount
0.00
Select the Distribute button and
P select Distribute Selected items
View Change
Itamization Summary <
™ Dismbu“nr/ | Amzunt Remaiing i be Hizmized: 5000
Distribute Selected Itms gt Lins Dascription Quantity | Type of Activity Reglans Prepayment End Dats. Expandlturs Hsm Dats Unit Prige ma|| Tax
\mport Distributions Law Libeary deliveries far the we.. 1 £1B3.85 £163.85 50.00
Ditrivulion Code Percentage| Nel Amoun Gross Amoun!
GL-18230 100 §168.85) £168.85

& Back ta List
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Click on ‘Add’ Button and it will create the allocations (Distributions)

Distribute Selected Items =
Distributions Distribution Summary
Distributions Total: $100.00 | Distributed: $100.00 (100%) | Remaining: $0.00 (0%)
[] Percentage | = Grant/Mon Gr... | = Oracle Alias | Distribution Code
| 100 (GL} Mon-Grant (617009} FINA... | GLS17009

Note: The system will default to an allocation of 100%. In this instance as there is only one distribution and we shall ‘Save’ the input. If there
were additional distributions, you would select the ‘Add’ option to add an additional line or lines as needed and then change the corresponding
percentage amount until all lines equal 100 percent.
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Distribute Selected ltems

Distributions || Distribution Summary

Distnibutions

= o

#] Parcentags | = GrantNon Gr... | “dracls Allas | Diztribution Coda

Total: §189.35 | Distributed: $189.38 (100%) | Remaining: $0.00 [0%]

O | oo [ [ L) Han-Grant | | (1oz301) Law .| SL-182301

Cancal
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Step 9. Upload your invoice image
Click on ‘Actions’->’Upload Image’

Help +

SAP Concur [€] Invoice: Approvals > e o &

My Requests  Create New Request

UPS 00002777 ==

Unassign view inveice [
Upload Image
Delete Image
¢ Paymen! Recuest Type _va WE Expiration Date WEF Expiration Date 2 Payment for Ser
Delete Request ~] I w]~]
Print 3 o
— Currency
I = | [“sous oars = |
Change Policy b
Nt Payment Terms :
Create Recurring Request = L B
nount
v
B P Ameunt Remaining 1o be hemized: 0,00
@ Mo | ‘ | ‘ Expsnze Type Line Deecription nuaniﬂy‘ Type of Activity Reglans Prepayment End Date Expendlturs Hem Date unitPrice Total Tax
53471 POSTAGE/EXPRES! NON G 1 stEass s1ma8s 5000

Percaniage
00,
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Click on ‘Browse’ to locate the invoice where it is stored

Upload Image

] ] ] Click on Browse
For best results, scan images in black & white with a resolution of 300 DP1 o lovee

Click Erowss and selact a .png, .Jpg. .Jpeg, -pdf, B or 4 Mle for upload. 10 18

Files selected for uploading: m

HMa fles selected

Clase
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Identify the invoice for upload and select it

I » ThisPC » Desktop

Mew folder

ts (2} ™

WS
ce_Gro

w (Whea

L £

Mame
T CUMCUR lest UHC. pdf

COMCUR Three Way PO Invoice Sybmission.docox

COMCUR TRAIMIMNG APPROWVIMG AM INVOICE docox
COMCUR TRAIMIMNG AP IMVOICE APPROVAL.docx

COMCUR TRAIMIMG LIST OF TERMS ENCOUNTERED xlsx
COMCUR Training Nen-PO Payment Request Revised.docx
'@ COMCUR Training Mon-P O Payment Request. pdf

E COMCUR Training Three Way PO Invoice Submission. pdf
'@ COMCUR Training Two Way PO Inveoice Submission.pdf

'@ COMCUR Training UPS Test Invoice.pdf

S| COMCUR TRAIMNING WHAT YOU MNEED TO KMNOW - FACLdocx
COMCUR Training.docx

T COMCUR Training.pdf

COMCUR Two Way & Three Way PO Inveoice Submission.docx
COMCUR Two Wawv PO Inveoice Submission.doox

(<]

Search Desktop

Date modified
S0/A0E S5 PR

11,/24/2018 7:15 PM
12/6/2018 2:57 PM

12/6/2018 7:15 PM

12/28/2018 914 PM
12/28/,2018 9:34 PM
11/24/52018 4:28 PM
11,/24/2018 7:15 PM
11,/24/2018 7:12 PM
12/,27/2018 648 PM
12/11,/2018 12:00 ...
11172018 12:26 PM
11/1/2018 12:26 PM
11/30/2018 3:16 PM
11/24/2018 7:10 PM

y-]
= - @

Type

Adobe Acrobat L
Microsoft Word
Microsoft Word
Microsoft Word
Microsoft Excel \
Microsoft Word
Adobe Acrobat [
Adobe Acrobat [
Adobe Acrobat [
Adobe Acrobat [
Microsoft Word
Microsoft Word
Adobe Acrobat [
Microsoft Word

Microsoft Word ™
>

File name: | COMCUR Training UPS Test Invoice.pdf

- | | Al Files

~|

I Open

Cancel |
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UNIVERSITY
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Upload Image

For best results, scan images in black & white with a1 resolution of 300 DP1 or lower.
Click Erowse and =séect 8 .png, .|pg. Jpeg. pdf, L or U Mie for upload. 10 BB Emit per fle.

Files selected for uploading: m

COMCUR Training UPS Test Invaice. pdf Remove

| Clase |

Upload Image

Image will be indicated as
For best mesults, =can images in black & white willi ’
T ———————" e g Uploaded

Files selected for uploading: l

CONCUR Training UPS Test Invaice. pdf Uploaded

| Clase |
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Upload Image

For besl results, =can images in back & white with a resclution aof 300 DP1 or lower.
Click Erowsa and 2elact 8 .png, |pg. .Jpeg. .pdr, B or T Me for upload. 10 ME Frmilgs

Select ‘Close’ to complete the
invoice upload process

Files selected for uploading: Brawse.

CONCUR Training UPS Test Inwoice. pdf Uplocaded

| Clase |
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The invoice is now attached to your request. If you wish to verify, you may do so by clicking the ‘View Invoice’
option. Your invoice followed by all supporting documentation must be submitted as one single pdf file.

SAP Concur [€] | Imoce | Appovls  App Cenler

Profile ~

My Requests  Craste New Request

Payment Request ‘status: Nat Submitied

UPS 0000277762518
Vendor Information «| Invoice Details

UNITED PARCEL SERVICE IHC Are All Services Performed Outside the

PO BOX 72470244 Payment Reguest Type Wi Received W38 Expiration Date 'WCF Expiration Dale us? Is 100% of the Payment for Services? Service Period waice Form Type CI Ick On VleW |nVO| Ce
Yo PO Payment et P[] [ ~ [= ~ | | [For P Cormmere e [ .
to see the image of the

Payment Remittance Description (Visiole

858 Invaice Type Request Name 1o VYendars) veaice: Number Inveize Dinte Currancy Tated Inveice Amaunt findl S3T) Shipping g - h d
o e — T | [ i Ere— IVOICESEtachE
0-US. Daliar
racle Alias Processing Type 2 Payment Methed et Payment Terms Mail Insiructions
[¥] [v]  [suneare CHECK 2% E | [+]
Spacial Handing Detail Special Handing Code PO Numer Cammenis {Message i AP) FD Group Line liem T Amaunt
| [ ‘ - | ‘ ‘ | LAW SCHOOL v 0
Itemization Summary ¥
Add em m ) Show Distibulions: Amaunt Remaining Lo be Hemize: $0.00
One | | | |expensaype Line Deecription Guantity | Typs o Actvily Reglans P Daie (pendiurs item Date. Unit Price Tolal Tax
] 1 53411 POSTAGEIEXPRESS MALL - HON BW Law Licrary delveriva far the w.. 1 s18258 s16a8 5000
Accaur Code Disiriuiion Code Percenbge Nt Amour Grazs Amourd
53411 [System Defaul] L 18301 100 S169.25 516985,
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Step 10. Submit your request for management approval by selecting the ‘Submit Request’ option

Payment Request

UPS 0000277762518

Acians © Details ©

\iendor Information «
UNITED PARCEL SERVICE INC
PO BOX T2470244

PHILADELPHIA PA
19170-0001

WMy Requests

Wi Received

SAP Concur @ Invoice:

Craste New Request

WE Expiration Date:

£
L ADELPHIA-O1

Cuerency: USD-US, Dallar

Reguest Total

Approvals  App Canter

WCF Expirzlicn Dale

Click on submit request
Help + to start the invoice
e - & approval

183.85

Spacial Handling Dessil

Special Handing Code

PO Humber

m ) Show Distribulions

| Expanse Type

Lins Deecription

Quantity | Type of Activity

| LAW SCHOOL v 000

View Inveice [
0% of the Payment foe Services?  Senvie Periad vesice Form Typs
[ vl | [en0 Cammersil invciee []
Currency msice Amaunt fincl S&T) Sipging
Iusj US, Dolar |v| |
Net Payment Terms
25 [v]
Lin ltem Tex Amaunt
¥

Amount Remaining (o be Hemized: $0.00

O Regions Pregayment End Date Expendifure itsm Date UnitPrics Total Tax
11 53411-POSTAGE/EXPRESS MAIL - NON GIY Law Library defiveries for the w. 1 $182.85 $189.85 5000
Disiriuion Coe Percenizge Net Ampunt Gross Amcunt
GL-182301 100 S168.405 515485
+ Back o List
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Select the individual who is responsible for approving this invoice transaction. This individual should be
someone higher in your organizational hierarchy or the individual authorizing the charges if the charges are
being posted external to your organization.

Approval Flow for Payment Request: UPS 0000277762518

You must identify an approver before the request proceeds to the next ISP Yo & oY= (2T [\Vi[s '] responSible for
approving the invoice from the List of

e P values using the last name in the
[ ‘Invoice Approver’ field

Bmck Office Appeowal:

Gances
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Approval Flow for Payment Request UPS 0000277762518

Invaice Appraver:

Dam, Kim [madmik@gwu.edu)

Back Office Appraval:

Click on submit request to route the
invoice to the approvers

Note: Depending up on the invoice conditions it will route to various approvers such as OVPR Sub-award
approval, Supplier Maintenance etc. (Refer to the Invoice Approval Guidelines Document for additional

details)
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