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Reference Guide for Non-PO Payvment 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 1s required in order for the payment process to proceed

Note: Please verify that the appropriate 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 1dentify

Petty Cash Replenishments

Prizes

Supplier Refunds
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Step 1
Log into the CONCUR application at https://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.

C % httpsy//ibuy.gwu.edu * D o

GW iBuy+ IBUY+ CONCUR PORTAL
Finance Division

Goods & Services | Expense Reporting | Global Travel Services | Reimbursement Policies & Manuals | Request | Invoice

Step 2
Select the ‘Invoice’ module

3." ¥ Concur Home W

Home

‘_1. l APPLICATIONS
Requests
Travel

Expense

Irwwoice

Approvals

Reporting

TripLink

App Center



Step 3

Click on ‘Create New Invoice’

€ 9 @ & htps//us2concursolutions.com/Expense/Payables/CVP Portalasp

ST Concur  Invoice v

Invoice Manager ~ Create New Invoice

Create New Invoice

Processor

v Invoice Capture

Vendor Manager

(0 Either choose Policy and select  Vendor from the vendor st orfind and selectthe purchase order for your invoice.

Policy:

Non PO Payment Request Policy v

Purchase Order Search:

f 0 @

Vendor List

Search: - Vendor Name V' Begins with v Q
Vendor Namef | Vendor Site C... ’VendorNumber‘Addressl ‘Addressz ’AddressS ‘City ‘StateIProvince ‘PostalllipCode‘Country ’Currency ‘TelephoneNu... ‘VendorCode ’OrganizationT...‘W9Received ‘WSReceived ’WBExpiration...‘WCFExpimio...‘
AINSLEY YOUNG COLUMBUS-01 625472 1655 ANDOVE... COLUMBUS ~ OH 4312 UNITED STATES  US, Dollar 625472 INDIVIDUAL ~~Yes No

ASWITATANM... SOMMERVILLE.. 625431 21 WESTREET... SOMMERVILLE  MA 02145 UNITED STATES  US, Dollar 625431 INDIVIDUAL ~~Yes No

DAVIDAWEST... LAWRENCEQL 625477 4516 WINGED .. LAWRENCE  KS 66049 UNITED STATES  US, Dollar 625471 INDIVIDUAL No

ELIZABETHEC.. NEWYORK-04 112835 G93FIFTHAVE.. APT16 NEWYORK WY 10028 UNITED STATES ~ US, Dollar 11263 INDIVIDUAL ~~ Yes No

GABRIELPEN... BEAVERTON-01 625478 13375 SOUTH... BEAVERTON ~ OR 97005 UNITED STATES ~ US, Dollar 625478 INDIVIDUAL ~ Yes No

HOWLDEBRUYN ADRIAN-OL 625476 608 BUDLONG... ADRIAN M 491 UNITED STATES  US, Dollar 625476 INDIVIDUAL ~~Yes No

NEHASHAH  BETHESDAOL 625474 4606 MORGAN... BETHESDA D 20815 UNITED STATES  US, Dollar 625474 INDIVIDUAL No

PAIGE HERNA..  CAPITOLHEIG.. 315806 7303 WILLOW.... CAPITOL HEIG... MD 20043 UNITED STATES ~ US, Dollar 315806 INDIVIDUAL ~ Yes

TIMOTHY CRAIG DULUTHOL 625471 2115 SUSSEX.. DULUTH M 55803 UNITED STATES  US, Dollar 625471 INDIVIDUAL No

UNITED PARC...  PHILADELPHIA.. 142858 PO BOX 7247-.. PHILADELPHIA  PA 191700001 UNITED STATES  US, Dollar 142658 CORPORATION Yes No




Step 4
Vendor Search

1Y Concur o v

Enter the vendor/supplie name, clck
Invice Manager ~ CreateNewIoice ~ Processor v Ivoice Capture Vendr Manager the mwfym glm to ngfgm the
sareh.
There o different ways o search
You can use, click the down coret

symool and enfer the search

information,
Purchese Oy Seareh

Non PO Payment Request Polly ¥

Vendor List

Vender st shaws mast recenly used
vendors for easy selection,

Nos Recnty e

Seach Vendorhame ¥ Begmwtn VY QM

City ‘Sutlmru'.rinu ‘Pontnli?.iptnde‘ﬂuunlq Curmency | Telephone Nu.. “t‘endwﬂode ‘Organimtiun[..‘mecemd ‘W&Eeceiwd !WBE:piriﬁon... WGFExpirah'u...‘

Vendo o ‘h’endmiite G, Vit
ASETYOUG MBS T COUBS O NTDSUES U5 B NOVOL e o

ASWHATANM smemsnwuf e IF:IWE EET WSOMMERVILLE MA 021-15 umrsnsms [T 925431 B
mwnnwfsr mmmcf-m s 4516WINGEDMWHENCE ' Eama B Y R
ADEENEC. NBNYORKM WES WATRAE. AT O W W UVESWE U umE HINDMDUALW % 0w
.G&BHIELPEN awmom-m 525413""""wlmssoum L mEw mdﬁw”"W"'sms'm'"”"'"”umrsnsw&s"'ué.':b;lﬂm""""""”m'm”m”"mszws"mm P
I'IOWL DEBRUYN ADRIAHI O OEDOG. 0 AW W W TS U Dullar"" O m% o Mo W ow
memmnas LOE ANGELES om0 WMLOSANGELES "Eﬁm""””""”wozsmwmumrﬁnsmﬁsmus We @ mww w0
NEI-IASH&H amssmm 525414'"” 'msmomm.'.. - BHHESDA w o ”20315” o 'U'mﬁbsﬁm" US.UUUMI - ”"'525414"” ”mmwnum' s
FﬁIGEHEHNﬂ mpno EIG Ee . CPmUEG. W M8 ODSWE Ul W6 M w0
THOMORMG DWUL G ASSEL. W WI UNEDSWE W0 61 WAL Mo

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



Step 5
Vendor Selection

WCUHCUF Ivoce v 0 8

Incice Nanager ~ CreaeNow ke~ Procesor v Invoce aptueVondorNinge

Create New Invoice

Select the cornect Vendor/Supplier Name/Nunber

and the REMITTANCE Address that is on the
Invoie,

Dauble clck fo create your new invoice

() thrchoo Py and et Vendor o tevendr st o i and e he purchsonder o your o

Doy Puchse rkt Sewch
0

N PO Peyment Requect Py ¥

Vendor L

Most Receny U Soch Wedohne Y B Vi X M
Vendor lelg\fnndwm... .Uendwﬂumhﬂ‘.lddmul ‘Addlmi i) I‘Elly ‘Slatell‘ru'.rinte _PﬁllllZ'pCudn‘C-:unlly lCumnty oo ‘Wndmﬁodu ‘Uqanlnl'mn'....\'ﬂﬂm‘m& \mmm ‘Wlﬂxplulhn...!w E:p'rrllin....
UNTEDPARC.. CARROLLTON- 148S0  LGR0VALNOO.. #LIS CARROWLTON T 150 NTED STATES US0 G658 CORPORATION Yes o

UNTEDPARC.. HAGERSTOWN.. L% POBONGK HAGERSTON 10 U080 UNTEDSTATES  UG0 8 CORPORATON Yoy Mo

UNTEOPARC., OUISVILEQL 146Se  UPSSUPPLYC. ATPNCUSTO. POBONMARE LOUSWLLE kY LUk UNITED STATES  USD [ CORPORATION  Yes No

UNTEDPARC., PHLADELPHIA, 142658 POBOK AT, PHLADELPHI P4 (61700001 UNTTED STATES S0 8% CORPORATION Yes o

UNTEDPARC., PHLADELPHA, LG5 #36P0BO1, PHLADELPHA A 1OL0000L  UNTED STATES - U50 W CORPORATON Yes No

UNITED PARC..  WASHINGTON.., L4ze5d 4105 ALBEMA WASHINGTON  OC il UNITED STATES U0 8% CORPORATION s o

UTEDPARC., CHCAGOZ 1088 POBOND0MM (MGG L L WTEDSTATES US0 |46 CORPORATION  Yes o



Step 6
Verify the correct vendor/supplier was selected.

257 Concur  Invoice v ®

Invoice Manager Create New Invoice Processor v Invoice Capture Vendor Manager

Create Mew Invoice for [Sel.ecl Iniice Dwner]

Enter Invoice Details s v

Acions®  Detailsw

Vendor Information  «| Invoice Details
UNITED PARCEL SERVICE INC :
Palicy Invaice Name Invoice Number by PO Number imviice Diate Cumency Payment Method
}_ﬁg VALWOOD PEWY Mon PO Payment Request Policy ¥ I | I B I USD-US, Dollas ¥  [HFECK v
CARROLLTOMTY Are Al Services Perfarmed Dutside the
75006 Tosa Imvoice: Amount fincl 58T) Regquest Total us? I5 100% of the Payment for Services?  Service Peniod Invoice Form Type Invaice Type
W
Vendor Code: 142658 oo i S I | 7 | . ¥
Address Code: CARROLLTON-0) Payment Remitance Description (Visile
i 10 Vendors) ; ; 21l
Cumency: USD-US, Doliar Grart/hon Grant Oracle Aliss Comments (Message to AF) W8 Received W8 Expiration Date WCF Expiration Date
I[GLI- Non-Grant Yo | 1634003) PROCURE -TO- PAY ¥ M v B =
Processing Type l;",' et Payment Tarms Paryment Due Date Mail Irsenyctions Special Handing Detail Special Handlirg Code j Is Emiargency Check Run
Standard b B W v
Pay Group FD Growg GWID Incoms Tax Type Invice Withholding Tax Group Payment Methad Tyoe Payrnent Status
Sandard ¥ | AVP FOR FINANCE v ‘ w ¥ Client ¥ Nt Paid
Payfment Stans Date Paymert Amaur Irasice Giaup 1D
IGW v

Itemization Summary ¥
m | B show Distributions | Amount Remaining 1o be ltemized: $0.00
1 Ne. ‘ | | ‘ Expense Type | Line Description Quantity | Type of Activity Region Prepayment End Date | Expenditure hem Date Unit Price Totsl | Tax

o items found.




Step 7
Invoice Details — all fields with a red vertical line are mandatory and must be completed, field descriptions are below.

Create New Invoice for [Select Imoice Owner]

Enter Invoice Details  sami

Achion ¥ Detailyw

Vendor Information  «  Invoice Details
UNITED PARCEL SERVICE INC

Pogiey Iuniee Namte Invaice humbsr fy7 PO Nueber Irvaice Date Curmeney Paymient Method
lgzg VALIWOOD PKWY Man PO Payment Request Policy ¥ l_ = I USD-US, Dollar ¥ CHECK v
#11 . . = ——
CARROLLTONTX Ara Al Sanvices Performed Outside the
75006 Total invaice Amaunt (incl S8T) Request Tatal us? I5 100% of the Paymentfor Services?  Senvice Perloa Invace Farm Type invace Type

- Ly
Vendor Code: 142658 l“-'}”— m o I i I i i it
Address Code: CARROLLTON-D1 Payment Remitance Description (Visible
o Vendors)

Curmency: USD-US, Dolla GrantiNen Grang Oracle Allas Comments (Message wm AP) W8 Recetved WB Expiration Date WCF Ewpiraton Date

I{EL] Nan-Grant ¥ I[EMDEIJI FROCURE -TC- FAY % No v B B

Pracessing Type fy? Ket Payment Tems Payment Due Date hail Irsructions Special Hanaling Detall Special Handling Code (] Is Emengency Check Run

Standard ¥ f w W

Pay Group FO Group GWID income Tax Type Imvoice Withhotding Tax Group Payment Method Type Payment Status

Standand et AVP FOR FIMNANCE fit | e b Client ¥ Not Paid

Payment Satus Date Payment Amount Imvoice Group 1D

IG'.'.I' b

Wiew Change m

Itemization Summary ¥
'?_::D B | Amount Remaining to be ltemized: 30.00
] Ne. | | Expense Type Line Description Quantity I Type of Activity Region | Prepayment End Date | Expenditure ltem Date Unit Price Total Tax

o items found.



Field Descriptions:

>

A\

YV VVVVVVVVV VVY

VVVVVY VY

Invoice Name: This is a free form text field; this is similar to what is used in Expense.

Use a unique name for each submission, limit the number of characters used and no special characters.

Invoice Number: Use the invoice number provided by the vendor/supplier or add the Payables recommended protocol when no invoice exists, it can be found here.

Strictly adhere to the Payables invoice naming protocol, do not create your own, doing so will circumvent the duplicate invoice detection process.

Invoice Date: Enter the invoice date provided by the vendor/supplier, if no date is provided, use the current date.

Currency: By default, US currency USD is populated. When the invoice is in another currency, select the currency from the LOV (list of values).

Total Invoice Amount (Incl S&T): Enter the total amount of the invoice sent by the vendor/supplier.

If sales taxes are included you need to check the tax department website for sales tax exemptions.

Are all Services Performed outside the USA?: This is required for tax reporting and/or tax withholding.

Is 100% of the Payment for Services? This is required for tax reporting and/or tax withholding, goods are not reportable/with holdable and services are subject.

Service Period: This is a free form text field and required for all Grant/PTA related invoices.

Invoice Form Type: select from the drop down the type of invoice you are processing.

Invoice Type: Select the type of invoice either standard or credit.

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

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

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.

Payment Remittance Description (Visible to Vendors): This is sent with payment either printed on the check or sent with ACH, limit the number of characters used and no

special characters.

Processing Type: Standard is the default value.

» Standard: An Invoice from a supplier representing an amount due for goods or services purchased or performed.

» (Credit memo: A memo from a supplier representing a credit amount towards goods or services.

= 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.

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

Mail Instructions: Mail instructions are required for check instructions, depending on the priority of the check payments ‘Mail Instructions’ can be selected.

The postage expenses for using the mail instructions would be charged to the dept. submitting the invoice.

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

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 be delivered to the FSSC in Washington DC for pick up by the requester.

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

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.




Step 8
Invoice Details -continued:

=" Concur Invoice ~ @ W

Invoice Mana,

ger Create Mew Invoice Processor invoice Capture Vendor Manager

Enter Invoice Details

Vendor information <« Invoice Details
UNITED PARCEL SERVICE INC

Itemization Summary

Select the right Invoice form Type from the LOV, if you don't see the form type with in the LOV use
'Other Identify' option and enter the type of invoice in the Comments (Message to AP) Field.

Expenze Type

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

YV VVY

Y V VY

YV VYV

Award: Given in recognition of an outstanding achievement. Not applicable to employees. For more on this topic visit here.

Donations: Used to capture the donations to charitable organizations by the University.

Fellowships: Submit/create a request with adequate supporting documentation through, For more on this topic visit here.

GCAS Refunds: request for GCAS only

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).

For more on this topic visit here.

Material & Service PO Invoices: A bill issued by a supplier/vendor who rendered a good or service to the University. It is supported by a purchase order.

Non-Employee Expense Reimbursement: Reimbursement for persons not an GWU/MFA Employee or GWU/MFA Student. For more on this topic visit here.

Non-PO invoice: An invoice issued by a supplier/vendor who rendered a good or service to the University that does not require a purchase order.

For more on this topic visit (GWU) here and (MFA) here.

Others-Identify: If you don’t see the form type from the list of values, use the form type as ‘Others-Identify’ and enter the invoice type in Comments (Message to AP) Column.
Payroll- For Payroll Use Only: request for Payroll use only.

Prize: Given as a reward to the winner of a competition or in recognition of an outstanding achievement. Not applicable to employees. For more on this topic visit here.
Stipend - Non GWU Student, Scholarships, and Fellowships Submit/create a request with adequate supporting documentation. For more on this topic visit here.
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Enter Invoice Details =
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‘Vendor informatien  «  IPvoice Details
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Step 9
[temization details:
Populate all mandatory fields (denoted by the red asterisk*) and any desired optional fields and click save in the bottom right.

< > C 23 https://us2.concursolutions.com/Expense/Payables/CVP_Portal.asp > &3

Amount Remaining to be Itemized: $1.00

=
[] No1= | Expense Type Line Description Quantity | Type of Activity | Region Prepayment E... | Expenditure It... Unit Price | Totat | Tax |
Add Item [ Aca Y ciear ]
No. ’ * Expense Type * Line Description * Quantity | Type of Activity | Region pay E... P iture It... * Unit Price Total ‘ Tax [
ss5121 ~ 1 $0.00 $0.00 $0.00
S5121-LECTURERS
| Page 1 of1
Field Descriptions:

> Expense Type: Search for the ‘Expense Type’ or enter the five-digit expense.

»  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 7, Field (Payment Remittance). limit the number of characters used and no special characters.

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

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

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

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
Expenditure Item date: If a Grant or PTA 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”.

Unit Price: Enter the unit price which is the lime amount that you are allocating.

Total: The ‘Total’ field will automatically calculate based on your entries in the ‘Quantity’ and ‘Unit Price’ fields.

YV VVY

>
>
After you click on Save, it will take you back to the Invoice page.
NOTE: If an additional line item is to be processed (due to multiple organizations or expense types being involved in the payment), click ‘Add Item’ and repeat step 7.



Step 10
Allocation:

Select the line (do this for all lines entered) click the edit button.

€ > C =%

XY Concur

Invoice v

https://us2.concursolutions.com/Expense/Payables/CVP_Portal.asp

* 0 @
® RW

Invoice Manager Create New Invoice Processor v Invoice Capture Vendor Manager
Invoice for [Select Invoice Owner] Status: Not Submitted
example [ ses ] s iocie
Actions » Details »
. .
Vendor Information «| Invoice Details View Invoice
UNITED PARCEL SERVICE INC :
Policy Invoice Name Invoice Number o PO Number Invoice Date Currency Payment Method
PO BOX 7247-0244 Non PO Payment Request Policy V | example l example | 04/19/2024 I USD-US, Dollar CHECK v
PHILADELPHIA,PA Are All Services Performed Outside the
19170-0001 Total Invoice Amount (incl S&T) Request Total us? Is 100% of the Payment for Services?  Service Period Invoice Form Type Invoice Type
Vendor Code: 142858 | 1.00 100 _______________ I I Yes v I Honorarium I Standard v
Address Code: PHILADELPHIA-01 Payment Remittance Description (Visible
i to Vendors) . o S
Currency: USD-US, Dollar Grant/Non Grant Oracle Alias Comments (Message to AP) W8 Received W8 Expiration Date WCF Expiration Date
I (GL) Non-Grant Vi I (634003) PROCURE -TO- PAY Vv No 8
Processing Type K? Net Payment Terms Payment Due Date Mail Instructions Special Handling Detail Special Handling Code C] Is Emergency Check Run
Standard v 25 05/14/2024 B N
Pay Group FD Group GWID Income Tax Type Invoice Withholding Tax Group Line Item Tax Amount Payment Method Type
Standard Vi IAVP FOR FINANCE NV W 0.00 Client N
Payment Status Payment Status Date Payment Amount Invoice Group ID
Not Paid I GwW WV
View Change m
. .
Itemization Summary ¥
| Show Distributions | Amount Remaining to be Itemized: $0.00
No. I l I I Expense Type Line Description Quantity | Type of Activity Region Prepayment End Date | Expenditure ltem Date Unit Price Total Tax ‘
v 1 55121-LECTURERS example il $1.00 $1.00 $0.00
Account Code Distribution Code Percentage Net Amount Gross Amount|
55121 [System Default] GL-634003 100 $1.00 $1.00|




Click Distribute by in the middle left of the screen, click the down caret and select Percentage and then click the Add button.

EDIT LINE ITEM

Expense Type Line Description

I S55121-LECTURERS ~ Iexar*‘ple
Tax
0.00
Distributions \ Distribution Summary ‘
Distributions
]
| ® Percentage | Grant/Non G... | » Oracle Alias

Amount

View Invoice
Quantity Type of Activity Region Prepayment End Date Expenditure Item Date Unit Price
B 25 -

IlOO 1.00

Total: $1.00 | Distributed: $0.00 (0%) | Remaining: $1.00 (10¢

Distribution Code

There should always be the number100 under the distribution section, click save in the bottom right.
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.

EDIT LINE ITEM

Expense Type Line Description

I SS121-LECTURERS v Iexar‘ﬁple

Tax

0.00

Distributions || Distribution Summary |
Distributions

o ©

Percentage * Grant/Non G... | * Oracle Alias

100 (GL) Non-Grant (634003) PR

View Invoice
Quantity Type of Activity Region Prepayment End Date Expenditure Item Date Unit Price
1 ~ =

Iloo

Total: $1.00 | Distributed: $1.00 (100%) | Remaining: $0.00 (0%)
Distribution Code

GL-634003



Step 11
Upload your invoice - Your invoice followed by all supporting documentation must be submitted as one single pdf file.
Click Actions, upload image, browse (find where you saved it), select, upload, file MUST be png, jpg, pdf or tif

Invoice for [Select Invoice Owvwner])

example

Actions Details

Unassign

<<
Upload Image

Delete Image Policy Invoice Name Inwvoice Numb«

Invoice Details

- . I Non PO Payment Reguest Policy ™ example example
Pa went | rage

- - Are All Service
eqquireaQa
) TJotal Invoice Amount Gncl S&T) Request Total usz

=emove From Review l 1 .00 i1.00 ;NA

Delete Invoice |\ VT e

D0 <
A

Print > Grant/yNon Grant Oracle Alas Comments (M
Extend Du Dat I(GL) Non-Grant e I(634003) PROCURE -TO- PAY ~~
Change Policy > .
; - Processing Type 2 Net Payment Terms Payment Due
Create Recurring Invoice -~
Standard 2s OoS/ri1a/2024
Pay Group FD Group GWID
Standard > . AVE FOR FINANCE N [

Upload Image

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

Files selected for uploading: " Upload

No files selected



e Open X

s ¥ > ThisPC > Downloads v O Search Downloads r
Organize ¥ New folder == ¥ o
2 Name Date modified N Type Size )
v Today (7)
. inv upload.pdf 4/19/2024 11:55 AM Adobe Acrobat Docum... 39KB
-] @3 inv upload.docx 4/19/2024 11:52 AM Microsoft Word Docum... 25KB
@ save.png 4/19/2024 11:16 AM PNG File 149 KB
@ 8.png 4/19/2024 10:20 AM PNG File 219KB
(4] step 7.png 4/19/2024 9:12 AM PNG File 155KB
(4] step 6.png 4/19/2024 9:09 AM PNG File 189 KB
y (4] step 5.png 4/19/2024 9:07 AM PNG File 340 KB
v
File name: |inv upload.pdf ~| | ANFiles (") v|

| Open CancelJ

Click Upload:

Upload Image

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

Files selected for uploading: Browse...

inv upload.pdf Remove




You will see it has been uploaded, click close:

Upload Image

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

file.

Files selected for uploading:

inv upload.pdf

View the invoice to make sure the correct attachement was selecfed for unload:

XY Concur

Invoice Manager

Invoice for [Select Invoice Owner)

example

Actions ¥ Details @

Vendor Information
UNITED PARCEL SERVICE INC

PO BOX 7247-0244

PHILADELPHIA PA
19170-0001

Vendor Code: 142858
Address Code: PHILADELPHIA-OL

Currency: USD-US, Dollar

Invoice v

Create New Invoice

«

Processor v

Invoice Capture

Vendor Manager

.
Invoice Details
Policy Invoice Name Invoice Number iy PO Number Invoice Date Cutrency Payment Method
Non PO Payment Request Policy, V le:ample example lo-x'm:zoza 8 lUSD—US. Dollar CHECK
Are Al Services Performed Outside the
Total Invoice Amount (incl S&T) Request Total us? Is 100% of the Payment for Services?  Service Period Invoice Form Type Invoice Type
l 1.00 1.00 I NA G IYes v lHo'\o'anum Iszandam
Payment Remittance Description (Visible
Grant/Non Grant Oracle Alias Comments (Message to AP) to Vendors) W8 Received W8 Expiration Date WCF Expiration Date
IiGL) Non-Grant v I(634003] PROCURE -TO- PAY VvV No N
Processing Type §? Net Payment Terms. Payment Due Date Mail Instructions Special Handling Detail Special Handling Code (0) 1s Emergency Check Run
Standard v 25 05/14/2024 e hd
Pay Group FD Group GWID Income Tax Type Invoice Withholding Tax Group Line Item Tax Amount Payment Method Type
Standard v |ave For Finance v ] v v 000 Client
Payment Status Payment Status Date Payment Amount Invoice Group 1D

Not Paid

I GW v

Status: Not Submitted

View Invoice



Invoice will open in new window:

&" YConcur  Invoice v

Invoice Manager ~ Create New Invoice  Processor v Invoice Capture  Vendor Manager

Invoice for [Select Invoice Owner]

example

Actions®  Details®

\Vendor Information  «| Invoice Details
l UNITED PARCEL SERVICE INC

LA — Inuniaa Alusharha B —

- Travel and Expense - Google Chrome - O X

Status: Not Submitted

2% https://us2.concursolutions.com/Expense/Payables/view_invoice_image.asp?imagePanelld=ext-comp-13028&url=https%3A%2F%2Fwww-us2.api.concursolutions.com%2Fimaging%e2Fwe...

Invoice Image <

View Invoice
Currency Payment Method
B |uso-us, Dollar vV CHECK v
Invoice Form Type Invoice Type
I Honorarium N/ Standard v

= (C123E90FB3AEDD21CCBOCF1872E4EC2F3F796889F36B57... 1 /1 - 6% + [ ¢

W8 Expiration Date

WCF Expiration Date

ptail

Special Handling Code

| Tax Group

INVOIGES
(33

Line Item Tax Amount

ate Expenditure Item Date

D Is Emergency Check Run

Payment Method Type
Client o
M
Amount Remaining to be Itemized: $0.00
Unit Price Total Tax

$1.00 $1.00 $0.00



Step 12
Submit your request for management approval by selecting the ‘Submit Request’ option.
Click submit in the upper right side:

€ 2 C 5 hitps//us2.concursolutions.com/Expense/Payables/CVP_Portal.asp

EXY Concur  Invoice v

* 0O @ :
® W

Invoice Manager Create New Invoice Processor v Invoice Capture Vendor Manager
Invoice for [Select lnvoice Owner] Status: Not Submitted
example
Actions®  Detailsw
Vendor Information ~ «  Invoice Details -
UNITED PARCEL SERVICE INC
Polky Invoice Name imoke Number ba PO Number Involce Date Cusrency Payment Method
PO BOX 72470244 Non PO Payment Request Policy V Ieumpte I"WP* Iwzmza 8 IUSDUS. Dollar CHECK v
PHILADELPHIA PA Are AL Services Performed Outsioe the
19170-0001 Total Inoice Amount (nct S87) Request Toml us? I5 100% of the Payment for Services?  Sarvice Period Ik Form Type Invoice Type
- EX w | v e v | s v
Address Code: PHILADELPHIA-0L Payment Remittance Description (Visible
to Vendars) 3
Curmency: USO-US, Dosar Geant/Non Gesnt Oracle Aliss Comeneets (Message to AP) W Received W8 Expretion Date WCF Expiration Dete
I (GL) Non-Grant v I (634003) PROCURE -TO- PAY V o v 8
Processing Type §? Net Payment Terms Payment Due Date Mall Ingtnuctions Special Handling Desall Special Handling Code (7] 1s Emergency Check Run
Standard v s 05/142024 8 v
Pay Group FD Growp GWD Income Tax Type Invoice Withholding Tax Group LUine ltem Tax Amourt Payment Method Type
Suandard v I AVP FOR FINANCE v ' v v 000 Client v
Payment Status Payment Szatus Date Payment Amount Invoice Growp 10
Nt Paid Ic.w v
View ¢ Sawve
Itemization Summary ¥
Lo Y] - Jry— ooy e
O | | | Expense Type | ine Description [ Quantity | Type of Activity | Region | Prepayment End Date | Expenditure hem Date | Unit Price Total x|
01 $§8121-LECTURERS example 1 $1.00 $1.00 $0.00
[ Thccount Code [Distribution Code Percentage| [ Gross Amount|
(155121 fSystem Defouty | 6L-634003 i 100] 00] $1.00]

€ Back 10 List



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.

Then click submit Invoice.

Approval Flow for Invoice: example

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

Invoice Approver:

Shearer, Shelley L. (shellshearer@gwu.edu)

Shearer, Shelley L. (shellshearer@gwu.edu)
*GWU-Org Unit 2-Home Org: PROCURE -TO- PAY

Search Approvers By

Fuhrman, Jessica

(this step may be skipped)

Back Office Approval:

Submit Invoice

Any additional questions, you can email p2p@gwu.edu



