Reference Guide for Submitting Internally Created

Invoices Requiring New Supplier Setup

Steps to guide invoice owners to enter invoices for new suppliers related to internally created invoices, such as honorariums,
awards, prizes and non-employee expense reimbursements, are provided within this document. The steps pertain to domestic and
international suppliers.

A new supplier is a supplier who is not listed or found in GW iBuy+ Invoice when a supplier search is performed. Always perform a
supplier search before an invoice with a new supplier setup is submitted.

For honorarium payments, a completed and approved honorarium form should be submitted as supporting documentation. The
form must be accompanied by the appropriate tax form, W-9 for domestic recipients or W-8BEN for international recipients who are
treated as nonresident aliens for US tax purposes. In addition, for international recipients, the Alien Information Request form is
required. The form must clearly identify the purpose of the honorarium and identify the dates in which the service was given to the
university. More information about honorariums, including when an honorarium is appropriate, is located at
https://procurement.gwu.edu/awards-honorariums.

Detailed receipts for expenditures should support non-employee expense reimbursements over $35. Expenditures less than or equal
to $35.00 do not require a receipt.

Note: These instructions do not pertain to a commercial, domestic supplier or a commercial, international supplier who has
submitted an invoice for goods or service. A domestic supplier is required to self-register through the iSupplyGW portal. A
commercial, international supplier does not register via the iSupplyGW portal but instead is required to submit the necessary
documentation to the iSupplyGW Team for processing. More information about a domestic and international supplier’s
registration is available at https://procurement.gwu.edu/new-supplier-registration.

Direct questions to University Payables at p2p@gwu.edu.
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https://procurement.gwu.edu/procure-pay-resources#PayablesForms
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://www.irs.gov/pub/irs-pdf/fw8ben.pdf
https://taxdepartment.gwu.edu/sites/g/files/zaxdzs5981/files/downloads/AlienInformationRequestForm.pdf
https://procurement.gwu.edu/awards-honorariums
https://procurement.gwu.edu/new-supplier-registration
mailto:P2P@gwu.edu

Stepl: Log into the CONCUR application using your single sign-on.

Step 2: Select the ‘Invoice’ module.

ﬂ‘.‘uu are currently logged ingo a test instance of Cancur

Halp =

SAP Concur E Inviice Approvals App Centes

Frofile - a

SAP Conc + 00 47

Hello, Owner jq?gqr;:s.n: fp?rzr:l; Fji*:q:;?;
MY TASKS
Required Approvals - Payment Requests -
Graatl You currendly have no appravals. 031 rest-Mike 311

500,000 00 - (BERIKBOL DUKEYEY)

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

(506 MH 09.05.18-1
£30.00 - (ROBERTS OXYGEN O INC)

0205 test
£R0.00 - (MNATIOMAL TECHNOLOGY RENTALS)

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

SAP f,mcur Iwnicz | Mgpovas App Leni

Payment Regued List

WyRzquasts  Craate Mew Request

Unsubmitted Requests

E Seanch: AaquestHarse v | Eegieswih v |
: Requesi beme Yendor Neme: Irvoice Nurmber Imeoizz [elz « Apowvd SEs Payment Sialvs Totsl | Last Camment Wich Lser Smez
| PETTYCASH EREHDY DEVALIGEN CUTTODIN OEATRETTYCASH (EE% K Sebmikted - Mol Pic IMs
Iwacz, Qe
ERLLY OEREN {LSTODRA (B TPETTVCASH T Kl Sebmited - Mok P 339571 HOLD FOR K SATARERT S87
Iwacz, Qe
IHANEEH3XHE Jul=iti ] K Sabridkd - Nl Paic SH4250
Iwacz, Qe
: MARECURRNG TEST TN FINARCIAL SETVICES G RN izl e b K Sebmikted - Mol Pic el ]
Ireaice, Qevear
1 Fe
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Step 4: Vendor Search:

Enter the vendor name in the search and click on magnifying glass button to search the vendor .If there are no search results then
the vendor doesn’t exist in Concur/iBuy+ Invoice.

As the new vendor does not exist in the Concur system, please use Vendor Name: NEW VENDOR — TEMPORARY in the vendor
search.

Manage Requests = Create NewRequest  Processor = Invoice Capfure  Payments = Vendor Manager

Create New Payment Request

Enter the Vendor Name as

0 Either choase Payment Request Type and select & Vendor from the vendar list, or find and select the purchase order foryour payment request NEW VENDOR — TEMPORARY
Payment Requsst Type Purchase Order Search: in search
-OR-
Nen PO Payment Request Policy q |
Vendor List l

Most Recently Used Search: | Vendor Name v| Beging with j |NEW\¢ENDOR :

Vendor Name « ‘ Vendor Number Address 1 Address 2 City State/Province PostallZip Code Country Currency | Telephone Number | TaxID ‘
BANI MALHOTRA 492363 1201 BRADDOCK PLACE APARTMENT 713 ALEXANDRIA Ak 2314 UNITED STATES US, Dollar
DELL FINANCIAL SERVICES... 110783 PAYMENT PROCESSING CE... PO, BOX 5292 CAROL STREAM L 60197-5292 UNITED STATES US, Collar
NEWVENDOR - TEMPORARY  TEMPORARY VALUE NEW VENDOR - REPLACE ... NEWVENDOR UNITED STATES US, Collar

Select the Vendor “New Vendor —Temporary” as your vendor and double click.
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Step 5: Enter Invoice Details using the vendor name as “New Vendor —Temporary”.

Create New Request

Enter Invoice Details

Actions Details v
Vendor Information

NEW VENDOR - TEMPORARY
TEMPORARY VALUE

-

Are All Services Performed Outside the

P WCF Expiration Date us? Is 100% of the Payment for Services?  Senvice Period
NEW VENDOR - REPLACE WITH VALID
VENDOR N [ ¥] [ ¥ | |
Payment Remittance Description (Visible
NEW YENDOR In: to Vendors) Invoice Number Invoice Date Currency
Vendor Gade: TEMPORARY VALLE [ oonston Iv] st [v] [re=mewenoos | | TEsmiEWENDOR | [rEsnewEioor | [ozoseone [E [usous oo Iv]
Address Cods: TEMPORARY VALUE )
Total Invoice Amount (incl S&T) Shipping Reguest Total GrantMon Grant Oracle Alias Processing Type 7 Payment Method
Currency: USD-US, Dollar
100 | 0.00 | 0.00 I (GL) Non-Grant ‘ v ] I (617009) FINAMCIAL REPOF | ¥ ] Standsrd i CHECK
Net Payment Terms Payment Dug Date Mail i Special Handling Detail Special Handling Code PO Mumber Comments (Message to AP)
o - D | | B | | |
FD Group
View Change:
[temization Summary \
| ¥ Show Distributions | Amount Remaining to be lemized: $0.00
|:| No. | ‘ ‘ | Expense Type Line Description Quantity | Type of Activity Region Prepayment End Date Expenditure Item Date Unit Price Tnlal‘ Tax
No items found.
& Back to List
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Enter all the Invoice Header and lines details.

Payment Request Status: Not Submitted

TESTNEWVENDOR

Actions ¥ Details v

Submit Request

Vandor Information ¢| Invoice Details View Invaice [
NEW VENDOR - TEMPORARY .
TEMPORARY VALUE Are All Services Performed Outside the:

Payment Request Type W3 Received 'WB Expiration Date \WCF Expiration Date: us? Is 100% of the Payment for Services?  Semvice Period

WY - Vi Wi
{E,\TDEFRNDOR FEPLACEWITHVALD Non PO Payment Request Polic E] None Selected z] HA IYes | v] ‘ |
Payment Remittance Destripfion (\isible

NEW VENDOR Invoice Form Type Invoice Type Request Name to Vendors) Invaice Number Invoice Date Currency
Vendar Code: TEMPORARY VALLE [ oonein Iv] | stmtens Iv|  [resmewmenor | | TesmiEmEN00R | [resmemenoor | |musane B [usous oot v]
Address Code: TEMPORARY VALUE i

Total Invoice Amount (incl S8T) Shipping Request Total Grant/Non Grant Oracle Alias Processing Type jy2 Payment Method
Currency: USD-US, Dollar T

| 100.00 ‘ 0.00 100.00 I (GL) Non-Grant v I I (617009) FINANCIAL REPOF| v ‘ | Standard v CHECK

Net Payment Terms Payment Due Date Mail Instructions Special Handling Detail Special Handling Code PO Number Comments (Message to AP)

) |naazns | [v] || [+ | | ‘
FD Group Ling Item Tax Amount

AVP FOR FINANCE 0.00

Wiew Change

[temization Summary

m | @ Show Disibutions Amount Remaining to be Itemized: $0.00

D No. | ‘ Expense Type Line Description Quantity | Type of Activity Region Prepayment End Date Expenditure ltem Date Unit Price Total Tax
o1 54111-OFFICE SUPPLIES fest 1 $100.00 $100.00 50.00
Account Code Distribution Code Percentage Net Amount (Gross Amount
54111 [System Default] GL-E17008 100 $100.00 §100.00°

Click on Save.
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Step 6: Upload your invoice image.
Click on ‘Actions’->Upload Image

Note: Attach the invoice image and other documents that are required for a new vendor set up in EAS. For example, if this is an
expense reimbursement to a non-employee, provide a document with his/her address to where the check payment should be
delivered. An email from the individual providing the address is acceptable for expense reimbursements.

Help ~
SAP Concur E Invoice Approvals App Genter [
Profile =
-
My Requests  Create New Request

Pinysatrd R Status: Not Submitied

Unassign

¢ / nvoice Detalls view Invoica [
Upload Image
Delete Image _
1t Re 1 Typ R o E. fian Dt WECF Expiraic i
Delste Requast ™
. K Payment Remittance Descrplion (Visible
{2 Vg
GChange Palicy 3
Creste Recuring Request =
- L g Decil g Code e o A Lirne b
Itemization Summary o
@] Mo Expense Typs Quantity | Type of Activity Reglons Prepayment End Date Expendlturs ftem Date UnitPrice Total Tax
L POSTAGE/EXPRESS MAIL - NON GW Law Li £189.85 5189.85
Disir eroenige Bl Amourd Gras
GLs 100, £169.85
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Step 7: Invoice Owner ‘unassigns’ the invoice.

An action -> Unassign The invoice owner does not select anyone to whom to assign the invoice. When an invoice is unassigned, it is
routed to Accounts Payable for action.

Add comments. For example in the Comments (Message to AP): “New vendor set up is required.” If a student is involved, in the
Comments, state “setup is needed for student” and provide his/her GWID.

Payment Request

TESTNEWVENDOR

Actionsg » Details v

Unassign 4~
Upload Image

«

Delete Image

Delete Request

Print b
Extend Due Date

Change Policy 3

Create Recurring Request

Wiew Change

ltemization Summary

Ow | | |

| Expense Type

Invoice Details

Are All Services Performed Outside the

Status: Mot Submitted

View Invoice D

Payment Request Type W5 Received ‘W35 Expiration Date 'WCF Expiration Date us? Is 100% of the Payment for Services? Sevice Period

Nen PO Payment Request Polic Z] None Selected z] HA IYes ‘ vl | |

Payment Remittance Description (Vigible

Inveice Form Type Invoice Type Request Name 1o Vendors) Invoice Number Invzice Date Curency
| Donstion | v] | Standard | v] | TESTNEWVENDOR |TESTNEWVENDOR ‘ ITESTNE\IWENDOR ] | 03/032012 |] | U3D-US, Dollar ‘ v]
Total Invoice Amount (incl S&T) Shipping Request Total Grant/Non Grant Oracle Alias Protessing Type h? Payment Method

100.00 | 0.00 ‘ 100.00 | (GL) Non-Grant ‘ v ] | (17008) FINANCIAL REPOF | v ] \ Standard v CHEGK
Met Payment Terms Payment Due Date Mail Instructions Special Handling Detail Special Handling Code PO Number Comments (Message fo AP)

0 [04m2r219 |] | ‘ v l | | | | VI ‘ | ‘ ‘
FD Group Line Item Tax Amount

AVP FOR FINANCE n

Save

L | ¥ show Distributions

0.00

¥

Amount Remaining te be ftemized: $0.00

Submit Request

Line Description Quantity | Type of Activity Region Prepayment End Date Expenditure Item Date Unit Price Total Tax

01 54111-OFFICE SUPPLIES test 1 $100.00 $100.00 $0.00
Account Code Digtribution Code Percentage Net Amount Gross Amount

54111 [System Defaull] GLE17009 100 §100.00° $100.00

THE GEORGE
WASHINGTON
UNIVERSITY

WASHINGTON, DC

GW iwvoice @

iBuy+



Add comments to the Payment Request.

Click on OK.

Unassign Request

Requests shoukd be unassigned when they don't belong in your qusue. They may belong to
another employee or be invalid. Unassigning removes the request from your queus and
allows the beckofice to act on it Please add & comment fo expiain why you are unassigning.

Comment:

New vendor Setug|

Comment History
Date v | Enterea By Comment Text

No comments.

By clicking “Unassign Request” the request will route to Accounts Payables and Accounts Payable will work with Supplier

Maintenance for New Vendor Set up.

Invoice will no longer show in your queue.

THE GEORGE
WASHINGTON
UNIVERSITY

WASHINGTON, DC

GW

INVOICE

2



Step 8: Accounts Payable will assign the invoice back to the Invoice Owner with the new vendor tied to the Invoice. This process may
take up to two business days. Accounts Payable will engage and provide the supporting documentation to Supplier Maintenance to
setup the new vendor.

The invoice will show up in “UnSubmitted request “

Open the Request, verify all the details, and submit the Invoice for approvals.

Payment Request Status: Not Submitted

TESTNEWVENDOR

Actions * Details +

Vendor Information View Invaice )
DELL FINANCIAL SERVICES LP Are All Services Performed Outside the
PAYMENT PROCESEING CENTER WCF Expiration Date us? Is 100% of the Payment for Services?  Service Period
CAROL STREAM,IL . I e ‘ ] [ l
801975292 Payment Remittance Description (Visible to
Vendors:
\endor Coge: 110768 [ ) Invoice Number Invoice Date Currency
Address Code: CAROL STREAN-02 TESTHEWVENDOR1 [resmevnvznoort | [vaiazos B [usous Dotar [~]
Currency: USD-US, Dollar Total Invoice Amount (incl S&T) Shipping Request Total GrantiNon Grant Oracle Alias Processing Type ly? Payment Method
100.00 100.00 I (GL) Non-Grant | v ] I (617008) FINANCIAL REPORT ‘ v l [ Standard ‘ hd ] EFT

Net Payment Terms Payment Due Date Wil Instructions Special Handing Detai Special Handiing Code PO Number Comments (Message to AP)

e [saxzns l B | ] M | oot

FD Group Line kem Tax Amount

AP FOR FINANCE 0.00

v cnange
ltemization Summary ¥
WSTTCRN | 7] Show Distributions | Amount Remaining to be kemized: $0.00
[ Ho. | ‘ | ‘ Expense Type Line Description Quantity | Type of Activity Region pay End Date Expenditure lten Date Unit Price Total Tax
0O 54111-OFFICE SUPPLES testvendor 1 5100.00 $100.00 50.00
Account Code Distribution Code Percentage Net Amount Gross Amount
54111 [System Default] GL-617009 100, $100.00 $100.00
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Step 9: Submit the Invoice for Approval.

Approval Flow for Payment Request: TESTNEWVENDOR1

You must identify an approver before the request proceeds to the next workflow
step.

Invoice Approver:

Shared Services:

l

(this step mey be skipped)

Back Office Approval

Submit Request

Cancel
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