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PURPOSE

The purpose of this document is to provide instructions on navigating iBuy+ Invoice to determine an invoice status or payment status.

NAVIGATING TO FIND INVOICE STATUS OR PAYMENT STATUS
Step by Step Procedures

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.

¥ iBuy+ | Procurement & Travel = X
e G @ & https.//ibuy.gwu.edu wer v Q Search + IO & B =
GW Bu+ IBUY+ CONCUR PORTAL
Finance Division

Expense Reporting Travel Services | Travel Expense Resources Request Invoice

> G R, S

T

L -
. )

The George Washington University's iBuy+ system provides an efficient and user-friendly one-stop shop for ordering GW's most commonly purchased
products, travel bookings, P-Card allocation, employee reimbursement, request submissions (animal orders, pcard applications, etc.), and invoice
submissions. iBuy+ is part of the Procurement and Travel Services department.
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Step 2:

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

Q @ © & 25 https//www .concursolutions.com/home.asp E e ¢ Q, search vy nD © B =
Administration | Help~ 2
SAP Concur . Requests Travel Expense Approvals Reporting ~ App Center [
Profile ~
L~
THE GEORGE
S + 00 00 00 00 00
IESSSISES New Required Authorization Invoices Available Open
He”O, Brenda Approvals Requests Expenses Reports
TRIP SEARCH ALERTS
& Booking for myself | Book for a guest © As a The George Washington University employee, you are eligible for a free Triplt Pro subscription. Not right
now
»fa - = g 0 You haven't signed up to receive e-receipts.@ Sign up here
GW has discount programs with Southwest, Delta and
United Airlines. These carriers should be given first COMPANY NOTES
consideration when booking air travel.
Travelers purchasing international air travel on federal funds, B - - - - . - .
should choose fights with the bie check mark shield over Effective immediately, the university is suspending all upcoming
the pricing for each flight which designates the flight as . S - .
comoliant with the Flv America Act. GW's lravel bolicv states non-essential. GW-affiliated international travel for students. facultv
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The dashboard is the next screen, after ‘Invoice’ is selected from the menu.

e ¥ Q Search Y'IinND ® B =

Administration~ | Help~ >

<« C o © & 23 hitps://www.concursolutions.com/nui/invoice

SAP Concur Requests Travel Expense Invoice Approvals Reporting ~ App Center Broi )
rofile
L~

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

Invoice Manager
ACTIVE INVOICES

15 3 397 280

Unverified Capture Unassigned Invoices All Unsubmitted Invoices All Unapproved Invoices
& Over 48 Hours: 0 & Over 12 Hours: 3 A Over 3 Days: 334 & Over 5 Days: 118
MY TASKS

Invoices Back Office

© Create New Invoice Unassigned Invoices 3

Unsubmitted Invoices 0 Pending Accounting Review 112
i s e £ —— g -
Step 3:
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Select ‘Processor’ on the dashboard screen. When selected, a drop down with three choices will appear: ‘Process Invoices’, ‘Deleted Invoices’

and ‘Process Invoice Documents’. You will select ‘Process Invoices’.

ses o | Q search vy In DO © @ =

<« C © 23 https://www.concursolutions.com/nui/invoice
Administration~ | Help~

Reporting v Center
porng App Profile ~ &

SAP Concur Requests Travel Expense Invoice Approvals
—

Invoice Manager Create New Invoice Processory Invoice Capture Payments ~ Vendor Manager

Invoice Manager
ACTIVE INVOICES

15 3 397 280

Unverified Capture Unassigned Invoices All Unsubmitted Invoices All Unapproved Invoices
& Over 48 Hours: 0 & Over 12 Hours: 3 & Over 3 Days: 334 & Over 5 Days: 118
MY TASKS
Invoices Back Office
© Create New Invoice Unassigned Invoices 3
Unsubmitted Invoices 0 Pending Accounting Review 112
ALl A bmaind o n 11 L\ L al A
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After ‘Process Invoices’ is selected from the drop down, the following screen will appear.

» ‘nVDice Center x

&« ¢ @ © & 25 https://www.concursolutions.com/Expense/Payables/CVP_Portal.asp === 7| Q Search vy @O © B =

Administration | Help~

SAP Concur Requests Travel Expense Invoice Approvals Reporting » App Center .

Profile ¥

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

Invoices Ready For Processing

Group: Global Group

Showing invoices created within last 1 year(Change)

s ocerene ] oo+ Q

D Invoice ... ‘Employe... | Vendor ... |Invoice... ‘ Invoice ... ‘ Origin S... | Approva... | Payment... | Request... | Create D... | First Ap... | *Custom... | First Su... |Payment... | Request... |Comme... ‘ PO Num... ‘Latest S... |
[] RobertH. . Brockhur.. ROBERT. .. 55974644 Y User Add... Accounti... Not Paid $920.00 06/25/2020 06/25/2020 EFT 06/25/2020 07/18/2020 101195 1000232...  06/25/2020 @~

° Matched to Purchase Order

[C] RITTEN.. Bowles, .. RITTEN.. 5547018 Y User Add... Accounti... Not Paid $1,237.50 06/25/2020 06/25/2020 EFT 06/25/2020 07/20/2020 101190 06/25/2020
[] EBSCO-... Bowles,... EBSCOI.. 1000131... Y User Add... Accounti... Not Paid  $14,367.19 06/25/2020 06/25/2020 EFT 06/25/2020 07/19/2020 101189 EXEMPT... 06/25/2020
[] MaryAD... Campbel.. MARYA .. 62420GF... Y User Add... Accounti... Not Paid $280.00 06/25/2020 06/25/2020 EFT 06/25/2020 07/19/2020 101175 1000226... 06/25/2020

° Matched to Purchase Order
[[] GAUMARD Lewis, K... GAUMA. .. 43290 Y User Add... Accounti... Not Paid $11,950.00 06/24/2020 06/25/2020 JP Morg... 06/24/2020 06/12/2020 101145 1000232... 06/24/2020

° Matched to Purchase Order
[] MNO0624... Oliva, Ja... MARGA... MNO0624... Y User Add... Accounti... Not Paid $1,500.00 06/24/2020 06/24/2020 CHECK 06/24/2020 06/24/2020 101142 Reigelm... 06/24/2020

&Cnde: MISCREVW, Level: 50; REVIEW: Account 57121 should be reviewed for MISC Income Tax Type assignment

Step 4:

On the left-hand side of the screen, under Group: Global Group, is a field for setting a date range. It is recommended to set a wide date range,
unless you are certain of the date in which the invoice was created in iBuy+ Invoice. Setting a wide range gives the greatest possibility of locating
the invoice (or invoices) you are seeking.
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Click on ‘Change’. This will allow you to set your data range.

_ . ‘nvoice Center x

<« ¢ o © & 25 https//www.concursolutions.com/Expense/Payables/CVP_Portalasp — e+e % Q search v IND ©@ & =

Administration | Help~

SAP Concur Requests Travel Expense Invoice Approvals Reporting ¥ App Center .

Profile ¥

Invoice Manager Create New Invoice Processor ~ Invoice Capture Payments = Vendor Manager

Invoices Ready For Processing

Group: Global Group

Showing invoices created within last 1 year(Chanae)

o omtene | ] Q

|:| Invoice ... |Employe...|Vendor... ‘Invoice... ‘Invoice... ‘Origin S... | Approva... | Payment... | Request... | Create D... | First Ap... ‘Custom...‘FirstSu... |Payment...|Request... ‘Comme... ‘F‘O Num... ‘Latests... ‘
[] RobertH.. Brockhur. ROBERT... 55874644 Y User Add... Accounti._. Not Paid $920.00 06/25/2020 06/25/2020 EFT 06/25/2020 07/18/2020 101195 1000232...  06/25/2020 A~

leatched to Purchase Order

[ ] RITTEN... Bowles,... RITTEN... 5547018 Y User Add... Accounti... Not Paid $1,237.50 06/25/2020 06/25/2020 EFT 06/25/2020 07/20/2020 101190 06/25/2020
[ ] EBSCO-... Bowles,... EBSCOI.. 1000131... Y User Add... Accounti... Not Paid  $14,367.19 06/25/2020 06/25/2020 EFT 06/25/2020 07/19/2020 101189 EXEMPT... 06/25/2020
[ ] MaryAD... Campbel... MARYA ... 62420GF... Y User Add... Accounti... Not Paid $280.00 06/25/2020 06/25/2020 EFT 06/25/2020 07/19/2020 101175 1000226... 06/25/2020

°Matched to Purchase Order

[[] GAUMARD Lewis, K. GAUMA _ 43290 Y User Add... Accounti._. Not Paid $11,950.00 06/24/2020 06/25/2020 JP Morg.. 06/24/2020 06/12/2020 101145 1000232...  06/24/2020

°Matched to Purchase Order

[] MNOB24 . Oliva, Ja_. MARGA . MN0624 . Y User Add... Accounti.__ Not Paid $1,500.00 06/24/2020 06/24/2020 CHECK 06/24/2020 06/24/2020 101142 Reigelm__. 06/24/2020

&Cude: MISCREVW, Level: 50; REVIEW: Account 57121 should be reviewed for MISC Income Tax Type assignment.

|Page‘ 1‘nf5\ > 3D Displaying 1-250f 111 |  Send to Excel
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Step 5:

After clicking on ‘Change’, set the date range. In the example below, the date range of 03/01/2019 to 06/25/2020 is set.

= ‘nvo‘ce Center x

&« c @ © @& 25 https//www.concursolutions.com/Expense/Payables/CVP_Portal.asp#  se* % | | Q search yIn @O © B =

Administration | Help~

SAP Concur . Requests Travel Expense Invoice Approvals Reporting v App Center Profi .
rofile ~
L

Invoice Manager Create New Invoice Processor = Invoice Capture Payments » Vendor Manager

Invoices Ready For Processing

Group: Global Groun

Showing invoices created w'rthin| 03/01/2019 “ and | 06/25/2020 ‘| (Default)

o szrine | o+ Q

[] Invoice ... | Employe... | Vendor ... | Invoice ... ‘ Invoice ... | Origin S... ‘ Approva... | Payment... | Request... | Create D... | First Ap... | *Custom... | First Su... | Payment...‘ Request... | Comme... ‘ PO Num... ‘ Latest S... ‘
D Robert H... Brockhur... ROBERT... 55974644 Y User Add... Accounti... Not Paid $920.00 06/25/2020 06/25/2020 EFT 06/25/2020 07/18/2020 101195 1000232... 06/25/2020 A

° Matched to Purchase Order

[[] RITTEN... Bowles, ... RITTEN... 5547018 Y User Add... Accounti... Not Paid $1,237.50 06/25/2020 06/25/2020 EFT 06/25/2020 07/20/2020 101180 06/25/2020
[] EBSCO-_. Bowles, .. EBSCOI_. 1000131 Y User Add... Accounti._. Not Paid ~ $14,367.19 06/25/2020 06/25/2020 EFT 06/25/2020 07/19/2020 101189 EXEMPT._. 06/25/2020
[[] MaryAD... Campbel... MARYA ... 62420GF... Y User Add... Accounti... Not Paid $280.00 06/25/2020 06/25/2020 EFT 06/25/2020 07/19/2020 101175 1000226... 06/25/2020

° Matched to Purchase Order
[] GAUMARD Lewis, K . GAUMA _ 43290 Y User Add... Accounti. .. Not Paid $11,950.00 06/24/2020 06/25/2020 JP Morg... 06/24/2020 06/12/2020 101145 1000232...  06/24/2020

° Matched to Purchase Order
[] MN0624. . Oliva,Ja.. MARGA . MN0624 Y User Add... Accounti. .. Not Paid §$1,500.00 06/24/2020 06/24/2020 CHECK 06/24/2020 06/24/2020 101142 Reigelm. . 06/24/2020

&Cude: MISCREVW, Level: 50; REVIEW: Account 57121 should be reviewed for MISC Income Tax Type assignment.

| Page| 1‘ of5| > AN | O Displaying 1-250f 111 |  Send to Excel
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After the date range is set, searching for the invoice (or invoices) is next. The search fields are located on the right hand side, directly opposite of
the date range fields.

The first two fields offer selections via a drop down menu.

x v lnvoice Center x

&« c @ © 25 https://www.concursolutions.com/Expense/Payables/CVP_Portal.asp#  eee v Q search vy In @D © @B =

Administration | Help~

SAP Concur Requests Travel Expense Invoice Approvals Reporting = App Center .
Profile ~ -~

Invoice Manager Create New Invoice Processor v Invoice Capture Payments » Vendor Manager

Invoices Ready For Processing

Group: Global Group
Showing invoices created wi'thin| 03/01/2019 |‘ and ‘06.[25:‘2020 |‘ (Default)

o s ] s | - -

[] Invoice ... ‘ Employe... ‘ Vendor ... ‘ Invoice ... ‘ Invoice ... | Origin S... | Approva... | Payment... | Request... | Create D... | First Ap... | *Custom... | First Su... ‘ Payment...‘ Request... ‘ Comme... ‘ PO Num... | Latest S... |
[T] RobertH. . Brockhur . ROBERT .. 55974644 Y User Add... Accounti. Not Paid $920.00 06/25/2020 06/25/2020 EFT 06/25/2020 07/18/2020 101185 1000232. 06/25/2020 ~

ol\vlatched to Purchase Order

[] RITTEN... Bowles,... RITTEN... 5547018 Y User Add... Accounti... Not Paid $1,237.50 06/25/2020 06/25/2020 EFT 06/25/2020 07/20/2020 101190 06/25/2020
[] EBSCO-._. Bowles, .. [EBSCOI.. 1000131 Y User Add... Accounti. Not Paid  $14,367.19 06/25/2020 06/25/2020 EFT 06/25/2020 07/19/2020 101189 EXEMPT._. 06/25/2020
[[] MaryAD . Campbel . MARYA . 62420GF Y User Add... Accounti. Not Paid $280.00 06/25/2020 06/25/2020 EFT 06/25/2020 07M19/2020 101175 1000226. 06/25/2020

ol\vlatched to Purchase Order
[ ] GAUMARD Lewis,K... GAUMA.. 43290 S User Add... Accounti... Not Paid $11,950.00 06/24/2020 06/25/2020 JP Morg... 06/24/2020 06/12/2020 101145 1000232... 06/24/2020

°Matched to Purchase Order

D MN0624... Oliva, Ja... MARGA. MNO0624... Y User Add... Accounti. Not Paid $1,500.00 06/24/2020 06/24/2020 CHECK 06/24/2020 06/24/2020 101142 Reigelm. .. 06/24/2020
éCode: MISCREVW, Level: 50; REVIEW: Account 57121 should be reviewed for MISC Income Tax Type assignment. v
| Page| 1 | of 51 > M | D Displaying 1-250f 109 |  Send to Excel

The first field offers many search options to locate an invoice or a group of invoices.
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Invoice Center

-
v i@ © |

Administrationv |

© 235 https://www.concursolutions.com/Expense/Payables/CVP_Portal.asp#  +se v | Q search

Help~

SAP Concur

Requests Travel Expense Invoice Approvals Reporting ~ App Center

Profile ~

Invoice Manager Create New Invoice Processor~ Invoice Capture Payments v Vendor Manager
Group: Global Group
Showing invoices created within | 03/01/2019 ‘\ and | 06/25/2020 || (Default)
o] s V| Q
5 _ . L Invoice Name A =
|:| Invoice ... ‘ Employe... ‘ Vendor ... | Invoice ... ‘ Invoice ... | Origin S... | Approva... | Payment... | Request... | Create [ R { Ke st Su... ‘ Payment...‘ Request... | Comme... | PO Num... ‘ Latest S... ‘
equest Key
D RobertH... Brockhur... ROBERT... 55974644 Y User Add... Accounti... Not Paid $920.00 06/25/2| Transaction 1D 3/25/2020 07/18/2020 101195 1000232... 06/25/2020 A
°Matched to Purchase Order Employee Last Name
[[] RITTEN... Bowles, .. RITTEN... 5547018 Y User Add... Accounti...  Not Paid $1,237.50 06/25/2( Employee First Name }/25/2020 07/20/2020 101190 06/25/2020
Employee ID
Invoice ID
D EBSCO-._. Bowles, ... EBSCOIL.. 1000131... Y User Add... Accounti... Not Paid $14,367 19 06/25/2 Check Number 5/25/2020 07/19/2020 101189 EXEMPT._. 06/25/2020
Latest Submit Date
D Mary AD... Campbel... MARY A ... 62420GF... Y User Add... Accounti... Not Paid $280.00 06/25/2 Approval Status 525/2020 07/19/2020 101175 1000226... 06/25/2020
Payment Status
orvlatched to Purchase Order . .
Invoice Received
[[] GAUMARD Lewis, K.. GAUMA.. 43290 Y UserAdd... Accounti...  NotPaid  $11950.00 06724120 )ica Image Available §24/2020  06/12/2020 101145 1000232...  06/24/2020
°Matched to Purchase Order Request Total
[] MNO624... Oliva, Ja... MARGA.. MN0624... Y User Add... Accounti...  Not Paid $1,500.00 06/24/2( Vendor Name 324/2020 06/24/2020 101142 Reigelm... 06/24/2020
Invoice Number
&Cude: MISCREVW, Level: 50; REVIEW: Account 57121 should be reviewed for MISC Income Tax Type assignment. Vi L
‘endar Code: v

| Page‘ 1 ‘ of5| > M | Displaying 1-250f 109 |  Send to Excel

The second field offers options to aid a wider search.
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' lnvoice Center x

<« ¢ © & 235 https//www.concursolutions.com/Expense/Payables/CVP_Portal.asp#  e=* w | Q search o ©@ @A =

Administration* | Help~

Profile ~ &

SAP Concur Requests Travel Expense Invoice Approvals Reporting » App Center

Invoice Manager Create New Invoice Processorv Invoice Capture Payments v Vendor Manager

Invoices Ready For Processing

Group: Global Group
Showing invoices created wnmn\oamwzcw |\ and \06:2512020 || (Default)

o woatare ] e q

Begins with
D Invoice ... | Employe... | Vendor ... ‘ Invoice ... ‘ Invoice ... ‘ Origin S... ‘ Approva... | Payment... | Request... | Create D... | First Ap... | *Custom... | Firs, @ gta quest... ‘ Comme... ‘ PO Num... | Latest S... |
ontains

[] RobertH.. Brockhur. . ROBERT.. 55974644 S User Add... Accounti._. Not Paid $920.00 06/25/2020 06/25/2020 EFT 06/Z Ends with 1195 1000232...  06/25/2020 ~
°Matched to Purchase Order Equals

D RITTEN... Bowles, ... RITTEN... 5547018 Y User Add... Accounti... Not Paid $1,237.50 06/25/2020 06/25/2020 EFT 06/25/2020 07/20/2020 101190 06/25/2020

[[] EBSCO- . Bowles, .. EBSCOI . 1000131 . S User Add... Accounti._. Not Paid $14,367.19 06/25/2020 06/25/2020 EFT 06/25/2020 07/19/2020 101189 EXEMPT. .. 06/25/2020

[] MaryAD... Campbel . MARY A _ 62420GF_ S User Add... Accounti._. Not Paid $280.00 06/25/2020 06/25/2020 EFT 06/25/2020 07/19/2020 101175 1000226...  06/25/2020
°Matched to Purchase Order

[[] GAUMARD Lewis, K... GAUMA... 43290 Y User Add... Accounti... Not Paid $11,950.00 06/24/2020 06/25/2020 JP Morg... 06/24/2020 06/12/2020 101145 1000232... 06/24/2020
°Matched to Purchase Order

[ ] MNOB24... Oliva,Ja... MARGA... MMNO0624... i User Add... Accounti... Not Paid $1,500.00 06/24/2020 06/24/2020 CHECK 06/24/2020 06/24/2020 101142 Reigelm... 06/24/2020
&Code: MISCREVW, Level: 50, REVIEW: Account 57121 should be reviewed for MISC Income Tax Type assignment. v

\ Page‘ 1 | of5| > AN | O Displaying 1-250f 109 |  Send to Excel

Step 6:

Establish your search criteria. In the following example, we will search for an invoice for a vendor named Renaissance Unemployment using the
vendor name contains ‘Renaissance Unemploy’. After populating the partial name, click the magnifying glass to begin the search.
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<« c @ © & 25 https//www.concursolutions.com/Expense/Payables/CVP_Portal.asp  ==* % Q Search ' ND © B =

Administration | Help~

SAP Concur Requests Travel Expense Invoice Approvals Reporting ¥ App Center .
Profile ~ -

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

Search Results

Group: Global Group

Showing invoices created within last 1 year(Change)

Search: | Vendor Name v ‘ Contains v | ‘ Renaissance Unemploy ‘ x Q|

D Invoice ... | Employe... ‘ Vendor ... ‘ Invoice ... ‘ Invoice ... ‘ Origin S... | Approva... | Payment... | Request... | Create D... | First Ap... | *Custom... | First Su... ‘ Payment... | Request... | Comme... ‘ PO Num... ‘ Latest S... ‘
[7] STEAud... Balolou, ... WORLD... INV1114._. Y User Add... Approved Paid $136.80 01/16/2020 01/16/2020 EFT 01/16/2020 01/31/2020 84278 01/16/2020 A

Code: FGNACCT, Level: 50, Services performed overseas should be charged to a foreign account, such as 55161, 55404, 55405, etc. See the full list of foreign accounts at
https://taxdepartment.gwu.edu/schedule-f-reporting

[] STAPTai... Balolou, .. WORLD . INV1101 . Y User Add...  Approved Paid $304.00 01/17/2020 01/20/2020 EFT 01/17/2020 01/31/2020 84383 PO exem. .. 01/17/2020

&Cnde: FGNACCT, Level: 50; Services performed overseas should be charged to a foreign account, such as 55161, 55404, 55405, etc. See the full list of foreign accounts at
https:/taxdepartment gwu edu/schedule-f-reporting

[] STEGE. Balolou, ... WORLD_.. INV1101._. Y User Add...  Approved Paid $125.40 01/17/2020 01/20/2020 EFT 01/17/2020 01/31/2020 84385 PO Exe. .. 01/17/2020

Code: FGNACCT, Level: 50; Services performed overseas should be charged to a foreign account, such as 55161, 55404, 55405, etc. See the full list of foreign accounts at
https:/ftaxdepartment.gwu.edu/schedule-f-reporting

[[] STAP Sp... Balolou, ... WORLD... INVO110... Y User Add... Approved Paid $285.00 01/17/2020 01/20/2020 EFT 01/17/2020 01/31/2020 84397 PO Exe... 01/17/2020

&Code: FGNACCT, Level: 50, Services performed overseas should be charged to a foreign account, such as 55161, 55404, 55405, etc. See the full list of foreign accounts at
https://taxdepartment.gwu.edu/schedule-f-reporting

D STAPR... Balolou, .. WORLD... INVO110.__ Y User Add...  Approved Paid $290.70 01/17/2020 01/20/2020 EFT 01/17/2020 01/10/2020 384413 PO exem 01/17/2020
&Cnde: FGNACCT, Level: 50; Services perfnrmed_ overseas should be charged to a foreign account, such as 55161, 55404, 55405, etc. See the full list of foreign accounts at v
Step 7:
Review the search results. For our example, two invoices were located for Renaissance Unemployment Insurance. Both invoices are approved
and are paid.
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e ¥ Q Search ¥+

Administrationv | Help~

< C ® © 23 https://www concursolutions.com/Expense/Payables/CVP_Portal.asp

Approvals Reporting » App Center
pp porting pp Profile &

SAP Concur Requests Travel Expense Invoice

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

Search Results

Group: Global Group

Showing invoices created within last 1 year(Change)
Search: Vendor Name v ‘ Contains % ‘ | Renaissance Unemploy ‘ xX ‘Q‘

‘ Req...‘ Cre... ‘ Firs... | *Cu... |Firs... ‘ Pay... ‘ Req.._| Co... |P0 | Lat... ‘

D Inv__. | Em.._ ‘ Vendor Name ¥ ‘ Invoice Number ‘ Inv_.. | Ori.. | Approval Status | Payment Status
[] 190... Rho... RENAISSANCE UNEMPLOYMENT IN... 190707 Y  Use.. Approved Paid $2,... 10/.. 10... EFT 10/.. 07/.. 74384 This... 100... 10/...
°Matched to Purchase Order
&Cndei WFAAOQ1, Level: 51; Shared Services approval required for FD Groups - Budget ,Finance ,Op~zrations, Human Resources , CIO-DIT EVPT -A imin
200407 Y  Use.|. Approved Paid $2,... 05... 05.. EFT 05.. 04l.. 95450 100... 05/...

[[] RE.. Tho.. RENAISSANCE UNEMPLOYMENT IN...

owlatchad to Purchase Order
&Cndei WFAAOQ1, Level: 51; Shared Services approval required for FD Groups - Budget ,Finance ,Operations, Human Resources , CIO-DIT EVPT -Admin

Step 8:
To view the payment details (payment number and payment date), click on the desired invoice. The following screen will appear. Using the
scroll bar on the right hand side of the screen, scroll until the payment details are visible in the Invoice Details screen.

A

A
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&« ¢ o © & 25 https://www.concursolutions.com/Expense/Payables/CVP_Portal.asp — *e* v | Q search v+ NGO ©@ B =
Administration ~ Help~
SAP Concur Requests Travel Expense Invoice Approvals Reporting ¥ App Center T
rofile ~
Invoice Manager Create New Invoice Processor ~ Invoice Capture Payments ~ Vendor Manager
Invoice Status: Approved
Actions v Details ~ Hide Exceptions
Exceptions x
& Invoice Shared Services approval required for FD Groups : Budget ,Finance ,Operations, Human Resources , CIO-DIT [EVPT -Admin

Invoice | Purchase Order ° Matching Summary

Vendor Information « Invoice Details View Invoice [1)
~
RENAISSANCE UNEMPLOYMENT INSURANCE Policy PO Number PO Approval Status PO Total Active Encumbrance
PO BOX 5108 PO Payment Request Policy v 1000222297 Approved 10,000.00
ARLINGTON,VA Are All Services Performed Outside the
22205-0208 W8 Received W8 Expiration Date WCF Expiration Date us?
Vendor Code: 237830 NA
Adrrace Cnda- AR INGTON. 02
View Is 100% of the Payment for Services? Service Period Invoice Form Type Invoice Type v

The following screen shows the invoice was paid on 11/04/2019.
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‘nvoice Center x

&« c @ © & 25 https//www.concursolutions.com/Expense/Payables/CVP_Portalasp ~ e=» ¥ | Q Search v N DO ©® B =
Administraton~ | Help~
SAP Concur Requests Travel Expense Invoice Approvals Reporting » App Center .
Profile ~ A
Invoice Manager Create New Invaice Processor Invoice Capture Payments ~ Vendor Manager
Invoice Status: Approved
Actions ~ Details ~ Hide Exceptions
Exceptions x
& Invoice Shared Services approval required for FD Groups : Budget ,Finance ,Operations, Human Resources , CIO-DIT ,[EVPT -Admin

Invoice | Purchase Order o Matching Summary

Vendor Information « Invoice Details View Invoice [
RENAISSANCE UNEMPLOYMENT INSURANCE 0.00 74384 80BC4CA256544A12A99D Client j\ ~
PO BOX 5108 Check Number Payment Status Payment Status Date Payment Amount
ARLINGTON,VA 200355331 Paid 11/04/2019 2,550.00
22205-0208
Payment Adjustment Notes Origin Source inuoice Groun ID Has Processor Tracked Change

Vendor Code: 237830
Addrace Cnde ARI INCTONS N7 MAN GW

View &

A ‘

< Back to List Invoice 10f2 | Next Invoice

The Check Number field in iBuy+ Invoice populates the payment document number from EAS. This field should not be used to identify the

payment method. To identify the payment method, using the scroll bar on the right hand side again, scroll up until you see the payment method
in the Invoice Details screen.

The invoice was paid by EFT. Therefore, it was paid electronically and the funds were directed to the supplier’s bank account on their supplier
master record. Refer to the screen-print below.
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_ : anOice Center X

&« ¢ o © & 235 https//www.concursolutions.com/Expense/Payables/CVP_Portalasp ~ +e* % Q search 2\ cn ORI
Administraton | Help~
SAP Concur . Requests Travel Expense Invoice Approvals Reporting ¥ App Center ‘
Profile ~
L
Invoice Manager Create New Invoice Processor » Invoice Capture Payments ~ Vendor Manager
Invoice Status: Approved
Actions v Details v Hide Exceptions
Exceptions x
& Invoice Shared Services approval required for FD Groups : Budget ,Finance ,Operations, Human Resources , CIO-DIT [EVPT -Admin

Invoice = Purchase Order ° Matching Summary

Vendor Information «  Invaice Details View Invoice [
RENAISSANCE UNEMPLOYMENT INSURANCE EHENRE W, (ol 25000 LS A
PO BOX 5108 Request Total Grant/Non Grant Oracle Alias Processing Type
2,550.00 (GL) Non-Grant (618005) OFFICE OF FINANCIAL S Standard

ARLINGTON,VA
22205-0208 Payment Method Net Payment Terms Payment Due Dale Mail Instructions
Vendor Code: 237830 EFT 25 07/25/2019
Addracs Cade: AR INGTON- 12 ) ) ) ) )

View Special Handling Detail Special Handling Code Is Emergency Check Run Pay Group v

A
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DEFINITIONS
Invoice Status:
Approval status is the status of the invoice. Each invoice will have one of the following statuses.

- Not submitted
0 The invoice resides with the end-user, referred to as the submitter. It has not been submitted for approval.
- Returned to the employee
0 The invoice has been returned to the employee (the submitter) for corrective action by an approval. The explanation for the
return is typically found in the ‘Comments’.
- Pending approval
0 The invoice has been submitted for approval and is pending the approval of the individual identified. For example:

Showing invoices created within last 1 year(Change)

D Invoice... ‘ Emplo... | Vendor... | Invoice... ‘ Invoice... | Origin ... ‘ Approval Status ¥ Payment Status | Reque... | Create ... | FirstA...

[] URGE... Thomp... ALYSS.. AGO81... Y User A... Pending Approval - Not Paid $50.00 06/23/2... 06/24/2..
Fuhrman, Jessic.

&Code: WFAAD1, Level: 51; Shared Services approval required for FD Groups - Budget ,Finance ,Operations, Human Resources , CIO-DIT [EVPT -Admin

- Accounting Review
0 The invoice has been routed to Accounts Payable (AP) for review. Following AP’s review, the invoice is eligible to be extracted.
This means the invoice will be included in file that will be imported into EAS.
- Approved
0 The invoice is fully approved.

Payment Status:
Payment status is the status of the payment on the invoice. Payment statuses are as follows.
- Not Paid — The invoice has not been imported into EAS.
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B Extracted —The invoice has imported into EAS and will be paid based on its payment terms.

Not Paid — Invoice has posted to EAS. Payment will be disbursed when payment terms are met.
Paid — Invoice is paid.

Payment Methods:
- Check
0 Invoice was paid by a paper check.
- EFT

0 Invoice was paid electronically via a EFT. The funds will deposit into the supplier’s bank account on the supplier master record.
Allow two to three business days after the payment date for the funds to be deposited.
Wire Manual
0 Invoice was paid by a wire transfer through Treasury Services. Invoices requiring payment in non-USD are typically paid through
Treasury Services.
SUA
0 JP Morgan’s Single-Use Accounts (SUA) is an electronic payment solution that uses a virtual credit card. Under the program,
suppliers who enroll will be paid by a one-time use eCredit card. Each time a payment is disbursed to the supplier, a secured e-
mail message will be sent with the eCredit card information. Using this information the supplier can process the payment
transaction using their credit card processor and receive their funds immediately. Upon enrollment in the SUA program, the
supplier’s payment method in the supplier record is changed to SUA and payment terms are changed to ‘immediate’. The
supplier will no longer be subject to terms of payment 30 days after the invoice date.
Wire Domestic
0 Wire transfer disbursed through EAS by Accounts Payable. The payment is directed to a bank account held in the United States
and uses USD currency.
Wire International
0 Wire transfer disbursed through EAS by Accounts Payable. The payment is directed to an international bank account in USD

currency.
TIPS
- Data results from a search can be exported into Excel by using the ‘Send to Excel’ feature located at the bottom right hand corner of the
screen.
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e w7 | | Q search +yNnD e | =

© & %3 https://www.concursolutions.com/Expense/Payables/CVP_Portal.asp
Administration~ | Help~

Requests Travel Expense Invoice Approvals Reporting ~ App Center .
Profile ~ P

SAP Concur [C]

Vendor Manager

Invoice Capture Payments v

Invoice Manager Create New Invoice Processor v
Group: Global Group
Showing invoices created within last 1 year(Change)
Search: Vendor Name v ‘ Contains ~ ‘ ‘ RENAISSANCE UNEMPL(‘ X |Q‘
[] nvoic... ‘ Emplo... | Vendor Name ‘ Invoic... ‘ Invoic... ‘ Origin ... | Appro... ‘ Payme.._. ‘ Reque... | Create. .. ‘ First A.._ | *Custo... | First S._. ‘ Payme... | Reque... ‘ Comm... | PO Nu... | Latest ... ‘
RENAISSANCE UNEMPLOYMENT INSUR... 200407 Y User A... Approv... Paid $2,550... 05/12/... 0514/.. EFT 05/13/... 04/26/... 95450 10002... 05/13/...

[] RENAL.. Thomp...

9 Matched to Purchase Order
&Cc‘de: WFAAO1, Level: 51; Shared Services approval required for FD Groups - Budget Finance ,Operations, Human Resources , CIO-DIT EVPT -Admin
User A... Approv... Paid $2,550... 10M14/... 10/28/...

EFT 1022/, 07/12561... 74384 Thissh... 10002... 10/29/...

190707 Y

[] 190707 Rhode... RENAISSANCE UNEMPLOYMENT INSUR...

9 Matched to Purchase Order
&Code: WFAAOD1, Level: 51; Shared Services approval required for FD Groups : Budget Finance ,Operations, Human Resources , CIO-DIT ,[EVPT -Admin

Displaying 1 - 2 of 2 \ Send to Excel
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