THE GEORGE Reference Guide for Purchase Order Related Three-Way Match Invoices
WASHINGTON

UNIVERSITY

WASHINGTON, DC

This document identifies the process for entering three-way match invoice activity. Three-way match is usually associated with
materials/goods purchases. Three-way PO activity is also indicated by the words ‘WQTY’ appearing in the ‘Receipt Type’ field on the
‘Purchase Order’ tab on the ‘Enter Invoice Details’ screen.

Matching Fundamentals

e Any New POs created or updates done to existing POs in EAS will only be interfaced in the nightly process and will be
available the following day in CONCUR.
e Receiving can be done 2 ways
- Receiving can be done as part of the invoice entry by the Invoice owner.
- Receiving can be done in advance as standalone - someone else in the department can receive the PO.

- Receipt numbers are not auto generated in CONCUR so it is suggested that you use the invoice number as the
receipt number.

Invoice Entry and Matching Process
Step 1.

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

Step 2. Select the ‘Invoice’ module.

SAP Concur El Reguesis Expense

SAP Concur + 00 00 00 00 00

~ Mar ol a Mew Required Payment Available Open Cash
Hello, Natasha Approvals Requests Expenses Reports Advances

MY TASKS

m Required Approvals - m Awvailable Expenses - m Open Reports -

“You currently have no apen reporis.

Greatt You curently have no approvals. “Yiou currently have no available expenses.

SAP Concur
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Step 3.

Click on ‘Create New Request’.

SAPCWUIE Foques  Eres | I Apoms  AmpCener

[

Wy Requests  Creste New Renuest

Payment Reques List t
Unsubrmited Requests

Stard | Regues/ e z‘ Beghs i E| ‘:@‘

[ | Raqueet Nama ‘WHWV’N!MI Ivoics Numtsr Invokca Data Approval Satue Fayment it Totl| Lastcomment ‘ Wit User Snce ‘
Page -3
THE GEORGE
WASHINGTOMN
UNIVERSITY INVOICE —
iBuy+

WASHINGTON, DC



Step 4.

Enter the PO Number: Wild card (%) can also be used to search the PO numbers.

Het‘.

Worf] Fees b e gposs Apler pmﬂe.&

Wy Renuests  Create New Raguest

Oea[e NEW Paymeﬂ[ REQUES[ Enter the desired PO number in the

‘Purchase Order Search’ field, and then
0Et’er:I'cc:s:s,*.smis:Je:',:esrc:ee:ts e EEEMIEE]  select it by “clicking” on the PO number
Payment Regues! Type: Purchizse Onder Search
N PO Paymen! Reuest Polcy ] 10021

Purchase Order Number: 1000242334
Ve L e Name: P4 SERVICESLLC
T Purchase Orde Amaur: - 23232100

st Recenl Used Search: | Vendar e ] Begis wif ] ﬂw

Y s rknte e ] iy st PuslZ o iy ey g |t |
CRSLENS e 5T CAVLENOOD CRESEET WhOSR B TR 5
CUSTECNOLORYIG 2060 PO B HLANTH B e INTED ST I D T
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Step 5.

Default PO information for the supplier is displayed. Make sure the remittance address on the invoice is populated.

Note: If the address does not match the remittance address on the invoice select the ‘Change’ option in the ‘Vendor Information’
window.

Enter Invoice Details

Click on Change option to select the
remittance address listed on the invoice

L ueicrpes usansey | 1y er vy g Erpanamn e Ure | T e LRI O TPTMNNINDNr| SN NURSH| S LISV EACE o
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Enter the first few characters of the supplier’s name (for ex: “eplus”) in the search field “click” on the search icon as shown below.

Srant | s Mrw [¥] i ~ [ Bl e |
cumnay 1 s

Page -6

THE GEORGE

WASHINGTON GW =
UNIVERSITY : INVOICE -
iBuy+

WASHINGTOM, DC



Click on the supplier (vendor) address that matches the invoice remittance address.

Chﬂnge Vendor

Mast Recantly Used Search: | Venor Name: zl Begi ih zl N m
Vendor Name. Vendar Numbar Aaddress 1 Address ¢ | Country Currsney | Teieprons Number | Texins |
PSISERVICES LLC 4662068 STE 200 2850N HOLLYWOQD .. UNITED STATES US, Dallr 205610717
PSISERVICES LLC 386206 16000 Wi 105TH ST UNITED STATES Us, Dallr 50077
SEEETING s 50 80K 471 UNITED STATES (s, Baiir pRIE

| Pl 1 ]art | 1]

Displaying 1- 3 0f 3

[ comeet |
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You will then be returned to the Enter Invoice Details Screen and the appropriate supplier address will now be displayed.

SAPConcur [€] Pt Epene | b Apoh  Aples

. . n
i :-:m»_',u IIHDII'..WN | l:.r.'ya“'J,‘O:l'.::\-n). .Garw _Ev:u&‘_’a‘.l-l:m .u-x:'m.-u‘ ;'rt:«:‘. b’.‘!-n:'-s-l\pw. n:u!mnu.-w.sa-.'n':ma:-.v. vm-. -
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Step 6:

Continue to Enter Invoice Details.

Fields highlighted in red are all mandatory.

WyRequests  Comatle New Reguest

PSITEST 2 WAY EREIGHT DENIED Al

PEIERWCESLLC

W8 Received, W8 Expiration Date, WCF Expiration

Date fields are populated form the Supplier record
Refer to details listed helow

e | Fapanna Ty 1ms Pwacrighon Dumily| Typs of schly

AP Remmeg 5 s 3G

Frpanctbors ftam Nate | 6 of Magwars. Uskirics| PO Shipmand embar| PO Rslasea Usmbar| B Lina L% Faren
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Field 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.

e 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.

Select the right Invoice form type from the list of values. If
you do not see the Form type within the list use the
= ‘Other Identify’ option and enter the type of invoice in the
SRR  Comments Field.

- [e—— [Py — L e p— Pame Prvwareae G Date | Ensbonbitess Mo Dass bt Py Toamt Tan

Definition of each Invoice Form Type listed in the 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.
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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 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.

e Others-ldentify: If you don’t see the form type from the list of values use the form type ‘Others-Identify’ 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:

Select the Invoice type
from the LOV .Refer to the
definitions listed below

Line Description Cosantiny | Type of Actwity Rugions Propayment fnd Date | Tpesdstery Rerm Duss vt Price omt

Definition of each Invoice Type listed in the LOV (List of Values):

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 the Prepayments
Invoice type, please enter the Prepayments end date on the invoice lines.
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Enter Invoice details — Continued:

Enter Invoice Details

Field Descriptions:

e PO Number: This field is already populated when you select the PO number in Step 4. If you see PO Number—Number then
that is the blanket release number followed by the release number
For example: PO Number: 1000134271-176 - in this case 1000134271 (PO blanket release number) and 176 (release
number)

e PO Approval Status : Invoices can be created only for the "Approved’ PO status

e PO Total Active Encumbrance: This field indicates the total available encumbrance on the PO
Note: As the interfaces between EAS and CONCUR are not real time this value may not reflect the correct amount that is in

EAS.
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Service Period: This is a free text form field. Enter the dates during which the services have been performed. For example:
1-JAN-2018 to 31-JAN-2018

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.

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.

Invoice Number: Use the invoice number provided by the supplier. If you don’t have an invoice number, refer to the AP
website for recommendations (invoice number protocol). 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.

Invoice Date: Enter the invoice date provided by the supplier. If there is none use the current date.
Currency: By default US currency USD is populated. If the invoice is in another currency, select the currency from the list of
values.
Total Invoice Amount (Include S&T): Enter the total invoice amount that is sent by the supplier including shipping and tax.
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.

» If the shipping is already included as a line on the PO, select that as a shipping line to match to the invoice.

» If the shipping is not included then add the shipping amount in the shipping field on the invoice header and this

amount will be equally grossed up to each matched invoice line.

Request Total: Request total is the total amount of the invoice lines.
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.
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 department
submitting the invoice.

Page -14

THE GEORGE

WASHINGTOMN
UNIVERSITY GW INVOIC

WASHINGTON, DC



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

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 right one to which
you are charging to from the list of values and submit or assign the invoice for approval.

Enter Invoice Details
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You will then be taken to the following screen where you will select the ‘Cancel’ option.

Amount Remaining to be Itemized: $11,300.00

-]

[ nes |E:(pllmTypl ‘Llnnnncv\pllan Oumhbf"lypwlm\vlty Reglens Expenditurs ... | Unit of Mezsure unitPrice| PO Shipment N...| RO Relezsa Nu... PO Line Actve ‘ anal‘ lax‘

53543 TELECOMMUMNICATIONS EQUIPMENT

58611 RENERAL COLLECTIONS
54621-EQUIPMENTNOT GWU

53652-BODKS NOT WU

53951 TRANSFERS TOIFROM CURRENT FUNDS

53952 TRANSFERS TOFROM DEPARTMENTAL FUNDS
53954 CENTRAL FUNDING TRANSFER

53957 ENDOWMENT PAYOLT

53329 8PLT DISTRIBUTION

CASH CLEARING - ORACLEIGCAS

CASH CONTROL CLEARING STUDENT ACCOUNT OFFICE (SA)
FED-WIRES STUDENT ACCOUNTS

PHC BANK PAYROLL - BANNER

. Click on Cancel

Add e * '

Hio. Ko< IPW' 2 * Quantty | Typa of Acty | Raglans Expenditura ... | Unit of Messure * UnitPrice| PO Shigment N...| PO Relgses Mu...| PO Lins Active .. Totsl Ta
1 [2512] v 1 50.00 1 $0.00 5000 $0.00
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You will then be returned to your invoice details, where you will select the ‘Matching Summary’ tab.

SAPConcwr[€]  Femess  Erens | o Ammas  AppCei

W Expoesi Tie Lina Description Quanily Type of Aoty Faghony Expeodtrs e Dol | Unit of Measery. UnPrice! PO Shipmani Momber| PO Relsase Mamber) PO Lise Achvs Encm Tolal L
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In this tab we match the line items being invoiced to the Purchase Order.

Enter the PO line to which the invoice has to be matched.

A. Select the PO Line number to which the invoice has to match

B. Click on ‘Copy Items from PO’

SAP Concur [C] | Requests  Expense | Invoice

B. click on Copy Items from
PSI TEST 2 WAY FREISNISREY

3 Crcer | @ Matching Summary

Matching Summary

Payment Request  cony e

‘Status: Mot Suberitied

Send 1o Purchasing

mm‘umnm Quantiy| unit Prise| Total Tax| Malohed To ‘
| —
Qrdsred s s100 59,2850 sa00 -
invaicaa o sa00 sa00
] SERVICES. PROFESSIONAL Ordered 252 s100 5255200 sa.00
inveicey v 500 000
: ‘SERVICES. PROFESSIONAL Orasrea s —am st8400 sa00
nveiced [ sa00 sa00
a SERVICES. PROFESSIGNAL, Exars in May 2018, Ivsice stached Ordered 1se1s s100 s0541.50 sa.00
inveicey v 5200 a0
a SERVICES PROFESSIONAL. Exarrs in January 2018, Inveice: 313227 fram Jan 31 2016, Ouese s s100 s16400 s0.00
inveiceg ] 5200 a0
" SERVICES PROFESSIONAL Exarrs in June 2018, Inveic 317270 from June 30 2018 Orasred 555 100 58,8550 £0.00
Invalcsd 1 50.00 sa00
" SERVICES PROFESSIONAL Inveics 317766 from Juy 13 2018, orasrsa w05 100 58,800.50 000
Invalcsd 1 50.00 a0
12 PROFESSIONAL SER ices FY19. Amount estimated based Ordarad T0goer $1.00 §100,000.00 sa.00
Invalced 1 w0 000 -

+ Back o List
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The following screen will appear.

Copy Items from PO

PO Number: | 1000213834 |v|Gn1DInn.|Linc Humber |v|| |Q|
[] rozs Line ltem Dascription uuanhty| Unltpncn| Suhlolul|
[] tocaztaass 1 PROFESSIONAL SERVICES: Vendor will prosided remale .. 21315 5100 $21,315.00
[] tooaz1aaa 3 PROFESSIONAL SERVICES: Increase POW 1000213834 10 .. 20000 5100 §20,000.00
[] tocoztsaas 4 PROFESSIONAL SERVICES: Increase l caver cot af inv... 50000 5100 $50,000.00
[ tooazizaas 5 PROFESSIONAL SERVICES: INCREASE PURCHASE OR... 9294 5 5100 §9,284.50
[] tocaztaass 8 SERVICES. PROFESSIONAL. Exares in Aprl 2018, Invaice .. 857 5100 §2,552.00
[] tooaz1aas 7 SERVICES. PROFESSIONAL. Exams in January 2016, lnvo.. 464 5100 546400
[] tocoztsaas 8 SERVICES. PROFESSIONAL. Exams in May 2018. Invaice .. 105415 5100 $10,541.50
[ tooazizaas 3 SERVICES. PROFESSIONAL. Exams in January 2016 Invo.. 464 5100 546400
[] tocaztaass i SERVICES. PROFESSIONAL. Exames in June 2018, Inveice ... aA50.5 5100 %,850.50
[] tooaz1aaa 1 SERVICES. PROFESSIONAL. Exams in June 2014, Invaice ... 6305 5100 §,830.50
[] tocoztsaas 1z PROFESSIONAL SERVICES: Remate Practar Services FY1 .. 100000 5100 $100,000.00

Cancel | |

THE GEORGE
WASHINGTON
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Select the PO line item that needs to be matched on the screen and click on ‘Copy’.

Copy ltems from PO

PO Humbser: [ 1000221400

EI Gofto ne: | Line Mumbser

]| Ql

s Lo Description Q uantty| Unit Prlcn| Suun:-tul|

Select the Po Line number CATALYST 9300 48-PORT POE+ NETWORK ESSENTIALS 18 £4,431.86 SE8,478.20

to which the invoice has to SNTC-BNEXNBD CATALYST 5300 46-FORT POE+ NETWO. .. 177570 £1.00 §17,757.90

£4300 DNA ESSENTIALS 48-PORT - % YEAR TERM LICE .. 18 L533.05 7,845.75

1100 AC COMFIG 1 SECONDARY POWER SUPPLY 15 EAR7.31 £13,309.65

[# 1000221400 g SOCM TYPE 1 STACKING CABLE 15 S48.70 £700.50
[] 1o0azzidon 10 CATALYST STACK POWER CABLE 30 CM 18 54437 TEES.S5
[ 1o00z21400 1 CATALYST 9300 8 X 10GE METWORK MODULE 18 £1,190.86 £17,862.90

L
o (D

Note: You may select single line or select multiple PO lines.

THE GEORGE
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Matching Summary shows Exceptions, as we need to receive the goods.

My Requests  Create New Request

Payment Request

EPLUS TEST 3 WAY FREIGHT ALLOWED AT

Status: Not Submitted

Send In Purchasing

Actions * Details * Hide Exceptions
Exceptions . x
) Maching Summary  Line hiem Receipt Matching - The Paymenigag MatChlng Summary ShOWS the -
) Makching Summary  Line hem Receit Matching - The Payment Request g cn the line itzm -

exceptions in red.

Payment Reguest || Purchase Orcer | () Malching Summary
Matching Summary

Payment Request  conytemsfompo  Edi Sidetyide

view i )

Matchad To Matchad to
Alert | Ling ltsm Ling Description Quantity| Unit Price Total Tax, a0 Rsceipt ‘
Y og o 1100W AC COMFIG 1 SECONDARY POWER SUPBLY 15 588731 $13,300.68 50,00 1000224400 fine 6 Hat Matched
0 e: SICWIPESETA NG LA 15 4870 §700.50 50,00 1000221400 line: § Hot Matched
Purchase Order  viewal Puyment Requests far s Purchase Order oo ine: | Line Hurier ZI l:@
-
1000221400 LIFE TO DATE AMOUNT. Gross: S80,755.10 Nel: $80.488.35
AT " 0T \ORK CESENTIALS Ordared 15 ~
| : CATALYST 4300 43-PORT POE+ NETWORK ESSENTIALS et " 8443188 $68,470.20 5000
= $68,470.20 5000 )
¥ Received 15 Matched Quantity: 15 of 13
( 2 SNTC-BXSXNBD CATALYST 8300 46-PORT POE+ NETWORK Ordersd 177518 £1.00 BRI .00
- Invalcsd [] 5000 5000
I N 4300 DNA ESSENTIALS 43-PORT - 3 YEAR TERM LICENSE Ordered 15 552305 SBSTS £0.00
- Invalcsd ] 5000 5000
= 13,30
- a 1100W AC CONFIG 1 SECONDARY POWER SUPPLY Ordsred 15 5887.31 §13,308.85 .00
Invalcsd 15 13,3065 5000
( 9 S0CMTYPE 1 STACKING CABLE Ordsred 15 S48.70 70a.50 .00
- Invalcsd 15 $700.50 5000
i CATALYST STAGK POWER CABLE 30 CM Ordersd 15 54437 $665.55 .00 _
# Back o List
WASHINGTORN -
Az
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Step 7: Steps to perform Receiving

Click on the ‘Purchase Order’ tab to enter the receipts.

My Requests  Create New Request

EPLUS TEST 3 WAY FREIGHT ALLOWED AT

Details *

‘statue: Not Submined

Send tn Purchasing

Hide Exceplions.

*®
) Matching Summary  Line liem Receipt Matching - The Payment Request guaniity on recuived Please comest the Fapment Request or updals receiptin purchasing system. N
) Makcking Summary  Line hem Recept Matching - The Payment Raquest qu received Please co Payrment Request or updale receipl in purchasing system -

Poymant Reguest || Purchase Order | () Malching Summary

Click on the Purchase

view nwoice [

Matcnad To Matoned to
Quantity Unit Price Total Tax| p Rocoh |
d t b by roweR supsLY 15 $887.31 $13,309.65 50.00) 1000221400 ne & Hat Matched
15 54670 $700.50 50.00) 1000221400 Ine & nat Matcnso
Purchase Order  vies all Payment Reuests for s Purchase Order Gotmine: [ Line Number MOl
1000221400 LIFE TO DATE AMOUNT: Gross: S80,755.10 Mel: S80, 488 35 -
CATA T POE: £ss) ‘Oraerea 15
CATALYST 9300 48-PORT POE+ NETWORK ESSENTIALS . 8,478.20 00
( 1 Invelcsd 15 3443188 e .
Recaived 135 - Matched Quantity: 15 of 15
( 2 ENTC-BXSXNBD CATALYST 8300 46-PORT POEs NETWORK Ordered 17757.8 51.00 $17,757.90 s0.00
- Involosd ] 5000 50.00
I 4 ©3300 DNA ESSENTIALS 48-PORT - 3 YEAR TERM LICENSE Ordered 15 $521.05 T e
- Involcsd ] 5000 50.00
. 12,30

- ] 1DDW AC CONFIG | SECONDARY POWER SUPFLY T = 5887.31 §12.309.85 §0.00
Invoiced 15 $13,309.65 50,00
( a SOCM TYPE 1 STACKING CABLE Ordared 15 S48.70 S700.50 .00
L Involcad 15 5700.50 50,00

" CATALYST STACK POWER CABLE 30 M jonise 15 s44.37 Joc=Sy LD _

# Back to List
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On the following screen, scroll down to the PO line and select the ‘Enter” box to enter your receipt.

SAPconcur@ Requests  Expense | Imoice  Approvals  App Center Profie ~

My Requests  Create New Request

Payment Reques! Status: Nat Submitied

EPLUS TEST 3 WAY FREIGHT ALLOWED AT

Hide Exceptions

ons x
g Summary  Line lem Receipt Matching - The Paymen! Reque eceived Please come i Requet or updale receipl in parch .
g Summary  Line hem Receipt Matching - The Payment Request que y received Plesse comect o nt Reequest or update receipt in parchs -

Payment Request | Purchase Orter | () Matching Summary
PURCHASE ORDER 1000221400 Vi PO AR Wi PO s D
Transmitied to Vendor
Requested by G46880210
Vender ship To Bill To
EPLUS TECHNOLOGY ING 501 22MD 5T NW 45155 RESEARGH PLACE
Durchacse Order Desalls | oo
urchase Uraer Letalls
View Oetaiz
Palicy Name: PO Payment Requast Palicy
POMNumber 1000221400 v
PO Type: Standard
Description: Req#253545--0300 Quote Request temization summary
Active 124.620.45
Engumbrance Lins Humbar | Expenas Tyne supplier Part D | Description | Type oractivity | Region PO Shipment Hu... | PO Ralsase Numbar | Expenditurs Dats .. | Active Encumbra... | unit of Measurs Quantity | Unit Prica subtatal
PO Total:
A EnterEdit Recaived Received Quantity 0 =
PO Revision 0 o &
Number:
-
Approval (AFPROVED) Approved
Status: [ Receip# Original R Date of R o Unit of M
ecaipt riginal Rucoiot § Jate of Racoipt wamsty | Unitof Measure
Receipt Type:  WATY : s ’
Order Date:  08i25/2018
Tax 0.00 [ 58524-CAP COMPUTER EQUIP & PRI 1 5000 BAG 5 s847.31
Snipping: oo Accourt Coa Disirtion Code Parceniags Hst A Grase At
Total 124.620.45 a2 (GL-B40003 100 £13,30965 £13,308.65
Cureney: US, Dallar
Requested By: G46360210 ~ EnterEdit Recaived Received Quantity: 0
[ Recsipt #
s 58524-CAP COMPUT] 1 5000 BAG 5 4670 5700.50
Account Cora . Parcuniags Hst Ao Grase Aot
s Scroll down to the PO line % S0 o
[ Receipt # | original Recet 8 Dae of Receipt of Memsune
10 54524 CAP COMPUTER EQUIP & PRI CATALYST STACK.. 1 5000 BAG 5 54437 566555
Account Coa Disiriion Cade Perceninge Het Amgant GrazaAmouri]
# Back o List Request 1of
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Enter your receipt information — utilize a unique receipt number for each entry for each PO, receipt date, and quantity received and
then click ‘Save’.

Enter Received Goods b

Purchase Order: 1000221400
Line & 1100W AC COMNFIG 1 SECONDARY POWER SUPPLY, Quantity 15

ariginal Recelpt # Dats of Recelpt * @uanfity Unit of Maazure
: I || aitaizaia | 15| | |
Receipt Numbers are not auto
generated - it is suggested to | | | | |
use the Invoice number as the [Ji I | I |

Receipt number.

Scroll down and then repeat Step 7 to create receipts for the other PO line numbers.

Page -24
THE GEORGE
WASHINGTOMN i
UNIVERSITY INVOICE @

WASHINGTOM, DC




All items have now been matched and ‘Exception” messages have been cleared.

SAPConcur [C] | Requests  Expense | Iwvoice | Approvals  App Certer

Help ~

Frofie ~ M

MyRequests  Create New Request

Payment Request

EPLUS TEST 3 WAY FRi EXCGptiOﬂS are resolved
Details * /

I Reguest || Purchase Orcer | (@ Maiching Su

‘Status: Nt Submitied

Send o Purchasing | Subemil Request

PURCHASE ORDER 1000221400 View PO Aucit Tl View PO Associalions ]
Transmitted to Vendor
Requesiad by G46350210 o _
Ship To Bill To
_ . S TECHNOLOGY INC BO122ND ST NW 45155 RESEARCH PLACE
Purchase Order Detalls | Edi
Policy Mame: PO Payment Request Palicy
PO Number: 1000221400 -
PO Type Standard mmary
Description:  Req #250545--9200 Quote Request
et e 1;:ﬁzc p = Lins Numbsr Expsnza Typs Supplisr Part ID Description Type of Activity | Reglon PO Shipmant Nu_.. | PO Relsase Numbsr | Expsndlturs Data .. | Activa Encumbra... | Unit of Measurs Quantity Unit Prica Subtotal
ciive 1
Encumbrance 1 58524 CAP COMPUTER EQUIP & PRI CATALYST 9300 4. 1 50.00 BAG 3 5443188 SEEATEZN 4
PO Tot
oo Aczount Code Cade el Amur Grazs Amgaril
FORevson O 5a524 566.476.20 566.476.20
Mumber
Approval (APPROVED) Approved ~ EnterlEdit Received Received Quantity: 13
Status:
SeceiptType  WATY m
Order Date:  05/25/2018
Tax 0.00 i Original Receipt # Alachments. Dake of Recip
Shipping 0.00 . ’+’ - Received 15 pag
Total 12452045 - T Invsiced 15
Curmency US, Dollar
Requested By:  G46260210 2 \P COMPUTER EQUIP & PRI SNTC-EXSXNED C. 1 5000 US Dollars 177579 5100 51775780
Account Code Distribution Code Net Amount Grass Amourit
58524 |GL-640003 $17,757.80 $17.757.90
~ EnterfEdit Received Received Quantity- 0
Original Receipt # Date af Receipt
4 58524-CAP COMPUTER EQUIP & PRI, CE300 DNA ESSE. 1 50.00 BAG 15 $523.05 STB45.75
Distribution Code Grass Amouril
40003 §7 75
~ EnterfEdit Received Received Quantity: 0
O Receipt # Original Receipt Attachments Diter af Receip! Cuzntity | Unit of Measure
B 58524-CAP COMPUTER EQUIP & PRI ONFI 1 5000 BAG 15 SBAT 31 513,308 85
Account Cote [Distribution Code el Amount Grass Amourt] ¥
+ Back to List Request 1 of

Return to the ‘Payment Request’ tab by selecting it.
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Step 8: Note: This step is only required if you are not paying the full amount of PO line items.

If you are not paying the full amount of the PO line item, “click” on the ‘Payment Request’ tab.

BT 2 WAY FREIGHT DENIED AT e
&

atching Summary n

FPayment Request

Purchase Order . L n . a1
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Fas

PS| TEST 2 WAY FREIGHT DENIED AT e |t

Select the Check box

click on Edit
Click on Edit

Ay g o et H 4 X

Duaeily | Ty of Loty aageny Fapanthon o Oy | (s ol s Unfipecs| POy Dipmani bt 1 Rainaea Mambr,| ) Lina L8y Faen et e

Prerine LTE [
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The following screen will be displayed.

Note: Unit price will be copied from the PO line - you have to update the ‘Quantity’ field to reflect the amount that is billed on the
invoice.

For example: The Unit Price for the PO line is 1.00. Thus you will want to update the ‘Quantity’ field from 8859.5 (the original PO line
item amount) and change it to 4700, the amount billed on the invoice to be paid.

EDIT LINE ITEM *
Quantity should be same as
Quantity on the invoice ez )
Expensz Type Line Descron Quanlly Type of Aclily Regims Expendiurelem Dale Unitel Veasure Uni Prize P Stigment Mumber PO Release Nubes
G DETANCE EDUC SERICES. ROFESSIONL. 4 |JE59‘5 i ‘ M ‘ M ‘ W |m“” M |‘£U ‘
Examsin June 2018 Invoce ¥
PO Line Acive Encurirance Tolal Ta
1K)
Disiufans || Disinbution Summary
Distributions Tolal: 435930 | Dlsnbutet: $3.853.50(100%) | Remainng: $L.00 %)
|| Parcentage ‘GlanmnnGmnt|0rac\nAHan ‘Elpnnaalypn |D\atnhulluncuaa
L_ ] (BLYNanGanl  (175524) EMSE.. GLATEM
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Special note: If the invoice was originally entered under the non-PO policy and the distributions were saved and the invoice was
revised to reflect the PO policy, the system will retain the original distribution info, which may not be that of the PO. Should this
be the case, you will need to delete the distributed line and then match the invoice (via the ‘Matching Summary’ tab).

Step 8: For Invoices that are matched to POs that are charged to grants enter the following fields.

PSI TEST 2 WAY FREIGHT DENIED AT [Foesias [

A. Select the Check box
click on Edit

B. Click on Edit

Cipendton e Dels | Ut of Msaseey UniiFrics] PO SbpmeetNamoer| PO Risse Nomber| PO Line &cken Dncem Total

ey % hman lares A
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The following screen will be displayed:

Note: For Invoices that are matched to PO that are charged to Grants enter the following fields.

e Type of Activity: If a non-domestic expense type is indicated, select the ‘Type of Activity’ from the list of values.

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

e Expenditure Item Date: If an award is involved, the ‘Expenditure Item Date’ field must be populated by entering the date
(either via manual enter or selecting the calendar “dropdown”. This expenditure item date is carried over into EAS and will be
populated on the invoice in EAS.
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Click on ‘Save’.

Click on Save
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After you click on ‘Save’ the header and the line items are now “in balance”, with both now showing the same amount.

i) ou ara currantiy lopgen inta 3 taet inatanca or Concur

Help ~

SnPCuncur@ Requesls  Expense  Iwoice  Appovals  App Center Profie <

MyRequests  Create New Request

Payment Request

EPLUS TEST 3 WAY FREIGHT ALLOWED AT

Actions * Details *
Unassign
ke | @ Matching Summary
Uplosd Image
Dalete Image «| Invoice Details

Change to Non-PO
PO Number 20 Aparoval Status PO Total Active Encumbrance WE Expiraion Date WCF Espirstion Dale E

1000221400 Appraved

WE Received

Enabls Line Level PO
Delete Request

Payment Request Type
. = 12482045

Payment Remiliance D

{0 Vendors) Carrency

Raquest Name

‘Status: Nat Submitied

View inveice: [)

Are Al Services Performed Outside The

4 Service Aeriod Invoice Farm Type . .
[ | ericd PO Inveice [¥] [w]  [ePusTesTawarFREGHT AL FREIGHT ALLOWED | - [umizaizone [ [usous oo [+
Total Invaice Amount (incl ST} Stipsing et Total Payment Metod Net Payrment Terms Payment Due Dale Custom 14-Mail Insin.cicns
o g
Special Hending Detal Special Hardling Cade Camments (Measage ko AP) FO Group Lin lom Tex Amaunt
[evsion o m - [
Invoice Header amount
should match to Line
amount
Invoice line amount
should match Header
amount
t n Summary
m I a— Amount Remaining o be lemizad: 50.00
LM | | | |epensetype Line Description Quantity| Typs of Aativiyy Raglona Exponditura Itom Date | Unit of Measure UnitPrios| PO Shipment Number| PO Releses Number| PO Lina Active Encum... Total Tax
o1 58524 CAP COMPUTER EQUIP & PRINTERS 1100V AC CONFIG 15 1 BAG EE 1 T S13.308.88 ETTIN
[Hcooun Code Disiriuiion Cade Percaniage Wl fimcunt Grass Ao
58524 GL-840003 100 $13.308 85| $13.563 06
iz 58524 CAP COMPUTER EQUIP & PRINTERS  S0CM TYPE 1 STACKL.. 18 BAG 4870 1 5000 70050 000
+ Backlo List | Request 1of
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Step 9: Upload your invoice image

Click on ‘Actions’->’Upload Image’
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Click on ‘Browse’ to locate the invoice where it is stored.

Upload Image

For best results, =can images in bHack & white with a resclulion aof 300 DP1 or low
Click Erowes and salact 8 .png, -Jpg. -Jpeq, -pdr, _bIf or 4 e for upload. 10

Files selected for uploading: m

Ha fles selected

Click on Browse

| Chse |
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Identify the invoice for upload and select it.

@ Open o
4 W » ThisPC » Desktop v | @ Search Desktop 2
Organize « MNew folder EEEA o
a Box ~ MName " Date modified Type "

TAH MARCH 2078 T088A - Heviewed with notes and actions to be taken.pdt

182018 1406 PM

Adobe Acrobat L

& OneDrive MNew COMCUR 2 WAY FRT DEMIED MULTI LINE-MULTI DIST.docx 11/19/2018 6:45 PM  Microsoft Word
FH New CONCUR 2 WAY FRT DENIED MULT! LINE-MULTI DIST.pdf 11/24/2018 1:50 PM  Adobe Acrobat [

B This PC NEW COMCUR 3 WAY FRT ALWD MULTI LINE.doox 11/19/2018 36 PM  Microsoft Word
I Desktop ﬁ] NEW COMCUR 3 WAY FRT ALWD MULTI LINE. pdf 11/24/2018 1:49 PM  Adobe Acrobat [
Documents '@] NEW COMCUR MN&8645.pdf 10/30/2018 2:05 PM  Adobe Acrobat [
{ Downloads '@ NEW CONCUR PO Triumvirate Invoice 67712, pdf 11/6/2018 341 PM - Adobe Acrobat [
b Music 'E] NEW CONCUR PRAE TEST MISC TAX CODE ATO01. pdf 11/2/2018 5:20 PM Adobe Acrobat [
=] Pictures ﬁ] MWEW COMCUR PRAE TEST MISC TAX CODE AT002. pdf 11/2/2018 &08 PM Adobe Acrobat [

. NEW COMCUR TESTOO1AT . docx 10/30/2018 2:229 PM  Microsoft Word

B Videos

e (G Windows

== () Finance_Gro

= (H:] atalley (\\ea
= A

etwork

W

€

ﬁ] NEW COMCUR TESTODTAT. pdf

New Microsoft Excel Worksheetxdsx

Open Payables_Debit Balances Filtered_xlsx

Open Payables_Debit Balances Updated 04172018.xlsx
B% Onen Pavables Debit Balances.dsx

10/30/2078 2:29 PM
7/5/2018 12:06 PM
4/6/2018 434 PM
5/18/2018 &:07 PM
2/8/2018 6:42 PM

File name: | MNew COMCUR 2 WAY FRT DEMIED MULTI LINE-MULTI DIST. pdf

~ | | All Files

Open -

Adobe Acrobat [
Microsoft Excel |
Microsoft Excel \
Microsoft Excel \

Microsoft Excel \ ¥
>

Cancel
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Upload Image

For best resuts, =zan images in black & white with a resclution of 300 DM or lower.

Click Ergwse and select 8 png, |pg. Jpeg. pdf. Hf or HiF e Tor upload. 10 ME i AR

Files selected for uploading:

Mew COMCUR 2 WAY FRT DEMIED MULTILL.. Remave

| Chise |

THE GEORGE
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Upload Image

For besl results, sczan images in black & white with a resclution af 300 DP1 or lower.
Click Erowes and =elact a png, pg. Jpeg, .pdf, tf or 1T Mle for uplaad. 10 MEB Emit per file.

Image will be indicated as

‘Uploaded’

Files selected for uploading:

Hew COMCUR 2 WAY FRET DENIED MULTI LINE-MULTI DI... Uploaded

THE GEORGE
WASHINGTON
UNIVERSITY

WASHINGTOM, DC

Select ‘Close’ to complete the
invoice upload process
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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.

LIPS 0000277762518

UMTED PARCEL SETVICE ME

E ol |
el o Click on View Invoice
[ [ e = | [ .
g — = to see the image of the
pe= e invoice attached
. =
e - _ .
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Step 10.

Submit your request for management approval by selecting the ‘Submit Request’ option.

SAPConcur [E]  emess  Eipeme

MyFoguests  Creste New Regoest

PSI TEST 2 WAY FREIGHT DENIED AT

Click on submit request
to start the invoice
approval

e Seryices Fartormes Qusioe The

Arourt Aemmray 0 e temune 120

Qusbly| Typs of sabity Ragiens Expoaiton fum Cals | Ut of ieators UsifFvisa| PO (hpmastWambie| PO Ratnans Numbar| PO Ling A¢8ve Eavem._ Total ™

serzroge o b G fomom
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The following screen is displayed.

Enter the name (last name, first name) of the appropriate approver in the ‘Invoice Approver’ field. 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: TEST__SP_AAS_ WF

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

OWPR Subaward Approwval:

(this step may be skipped)

Supplier Maintenance:

[

(this step may be sKiposd)

Back Office Approwval:

Submit Reqguest

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.)

Click on ‘Submit Request’ to initiate the approval.
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To verify the status of this (or any) submission you may select the ‘My Requests’ option and then select either ‘All Requests’,

‘Requests Submitted This Month’ or any other appropriate selection.

SAP Concar @ Boguass Eurenas

I

WL T

Wy Paguess

ot P Sncuest

Pl Ve

i fuld -

ARPTVE [

Faymri FEul

W L ek

I
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