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NAVIGATING IBUY+ INVOICE TO DETERMINE INVOICE STATUS AND/OR PAYMENT STATUS
PURPOSE:

The purpose of this documentation is to provide instructions on navigating iBuy+ Invoice to see
the status of an invoice and/or the payment status.

Step by Step Procedure:

Step 1:

Log into the CONCUR application at https://ibuy.gwu.edu using your GWU system ID and password. This
is your single sign-on.
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Have questions?

Please try out the chatbot found in the lower right of the screen!

@ GW iBuy Chat (beta)

iBuy+ Concur Portal News

Step 2:
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After logging into iBuy+ invoice, the following screen will appear. Select ‘Invoice’ from the menu bar.
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Step 3:

After clicking Invoices it will take you to “My Invoices” any invoices listed here require your actions.

Click the down arrow and select all my invoices.
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This screen shows you where your invoice is in the Approval & Payment status process:
Not Submitted — requires your action.

Sent back to Employee — requires your action

Pending Manager Approval — requires your manager’s action.

Accounting Review — is with Payables for the final audit.

Extracted — payment will be made when the terms are met.

Paid — has been paid.

Open the invoice you want to see the payment details:



You will see under Invoice Details near the bottom the payment details:
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