THE GEORGE Reference Guide for Purchase Order Related 2 ~Way Match Invoices
WASHINGTON

UNIVERSITY

WASHINGTON, DC

This document identifies the process for entering two-way match invoice activity. Two-way match is usually associated with services
activity. Two-way PO activity is also indicated by nothing being populated in the ‘Receipt Type’ field on the ‘Purchase Order’ tab on
the ‘Enter Invoice Details’ screen.

Matching Fundamentals

e Invoices matched to purchase orders whose total is greater than $3500 would require approval
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

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 [C] Requesis Expense

SAP Concur + 00 00 00 00 00

ell Matasha Mew Required Payment Available Open Cash
Hello, Natasha Approvals Requests Expenses Reports Advances

MY TASKS

m Reguired Approvals - m Available Expenses - m Open Reports -

“fou currantly have no open reports

Great You cumently have no spprovals “fou currently have no svailable expenses
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Step 3. Click on ‘Create New Request’.
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Payment Request List
Unsumitted Requests
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Step 4. Enter the PO Number.

Help »

WPCoerff] e B hom Aposs  Apcens Fm.&

Wy Reqiests  Craste New Request

(regte New Payment Request

Enter the desired PO number in the

‘Purchase Order Search’ field, and then
select it by “clicking” on the PO number

0 )
Hon PO Payment Rt Paicy ] |11'J(2119’;L\
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endar i endar e PEISERVICES LLC
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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

5] v
_ = | —
Click on Change option to select the
remittance address listed on the invoice
] W hm;ﬁ'ff..&": ousserviuoms oo L. i A b sonid [patvinh Jumaio: | By bt el s s b ot i e _;'* : _
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Enter the first few characters of the supplier’s name (for example: “PSI”) in the search field and click on the search icon as shown

Change Vendor

e Racel sed [a—— 3 B v E s [
Vandar hame [ vsorumr Ao 1 Lttrese? oy talsprovncs Postlzip Coto | couny Cumeicy | s st [rexns |
CAYSTALENS st 561 CANDLEWODD CRESEE . SR S CANADA U5, ol
EPLUS TECHNOLOGY INC 200483 PO BOX 404368 ATLANTA Gh 30384 UNITED STATES US, Dallar 541904151

| PugrD ot 14

Digoying {2412
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Click on the supplier (vendor) address that matches the invoice remittance address.

Change Vendor

Search: | Vendor Narme

[T ——
Vendar Numbar Aaddress 1 Aaddress ¥ | Country Currsney | Teieprons Number | Texins
aeate STE 200 2850N HOLLYWOOD UNITED STATES US, Dallr 205610717
ic 46206 18000 W 108TH £T UNITED STATEE U, Dallr 20 5610717
PSIMEETING T3 20 80K 71 UNITED STATES s, Dalr 2 e

| Pl 1 ]art | 1]

Displaying 1- 3 0f 3
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You will then be returned to the ‘Enter Invoice Details’ screen and the appropriate supplier address will now be displayed.

o EFRVCFLILC
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Step 6: Continue to Enter Invoice Details

Fields highlighted in red are all mandatory.

WyReauess:  Create New Reguest

5; |L5| 7 WAY EREIGHT DENIED Al W8 Received, W8 Expiration Date, WCF Expiration Date
fields are populated form the Supplier record .Refer to
details listed below

[ | [ RO o Rty b e

e | Fapanna Ty |1 Cuacriphon Dumily| Typs of schly Ragiesa Frpangtor fam Nt | [ of laaners UnifPrica| PO Shpmand Mmbar| PO Ralans Uambar | B0 Ling Sotve Facam T T
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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 LOV use the
‘Other Identify’ option and enter the type of the invoice in

Crams e agemiz

-Fnlr’r Invoice Dertails) the Comments Field.

=3
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Definition of each Invoice Form Type listed in the LOV (List of Values):

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.

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.

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.

Prize: Given as a reward to the winner of a competition or in recognition of an outstanding achievement. Not applicable to
employees.

Award: Given in recognition of an outstanding achievement. Not applicable to employees.

Endowment: Expense paid by endowments. Requires approval by Treasury.

Others-Identify : If you don’t see the form type from the list of values use the form type ‘Others-ldentify’ and enter the
invoice type in Comments (Message to AP) Column
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Enter Invoice details — Continued:

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

- Expensa Tres 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 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 Ex: PO Number: 1000134271-176 - in this case 1000134271 (blanket release PO 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
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Note: As the interfaces between EAS and CONCUR are not real time this value may not reflect the correct amount
that is in EAS.

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

e 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

e 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.

e Invoice Number: Use the Invoice number provided by the supplier. If you don’t have an invoice number, refer to 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, and if none exists on the invoice use the current date.
e Currency: By default US currency USD is populated. If the invoice is in another currency select the currency from the list of
values
e Total Invoice Amount (Including S&T) : Enter the total invoice amount that is sent by the supplier including shipping and tax
e 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.
e Request Total: Request total is total amount of the invoice lines
e Processing Type: Standard is the default value. Priority processing type is used only for any emergency payments that need
to be paid. Enter your business justification notes in the Comments (Message to AP) field in order that Accounts Payable
can treat this payment as priority.

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

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.

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 Payable address

- Hold For Pick up: Checks will be delivered to the FSSC in Washington DC for pick up by the requester

Comments (Message to AP): All the comments and instructions that you need Accounts Payable to follow and take action on
the invoice has to be entered into this field

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

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 ltemized: $11,300.00

[0 Mo |Expsﬂ|ﬂ)’ps |unsnnwpuun

[ vertnsge | upcasinae

auanhbf‘wplm.ﬂcllv\ry Rsglons Expendiurs .. | Unltof Meazure unitPrise | PO Shigment...| PO Relozas hu.. POLInsAnnvs.l 1u|a|| lxx|

58543-TELECOMMUNICATIONS EQUIPMENT

58611 GENERAL COLLECTIONS

5462 1-EQUIPMENT-NOT GIWU

53652-BOOKS-NOT GWU

53951 TRANSFERS TO/FROM CURRENT FUNDS

53952 TRANSFERS TOIFROM DEPARTMENTAL FUNDS
53354 CENTRAL FUNDING TRANSFER

54357 ENDOWMENT PAYOLT

439 5PLIT DISTRIBUTION

CASH CLEARING - ORACLE/GCAS

CASH CONTROL CLEARING STUDENT ACCOUNT OFFICE (SA
FED-WIRES STUDENT ACCOUNTS
PAIZ BANK PAYROLL - BANNER

Click on Cancel
Add Item ¢ '

Ne. (3 d \F'Gf ol | * Quanity| Type o iy | Rsglons Expanditurs ... | Unit of Messurs et Prics | PO Sngment’...| PO Raeans Hu..| PO Lina ctive .| Toa ol

1 2512 v 1 5000 1 000 200 sdho

a-
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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

i ﬂ
m . m ¥ Stou Dievbuioes
W Expoesi Tie Ling Dascription. Quanily Type of Aoty Faghony Expeodtrs e Dol | Unit of Measery. UniPrice! PO Shipmend Mumber PO Rsisaso Nambsr| B0 Line Achvs Encum T
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In the Matching Summary tab we match the line items being invoiced to the Purchase order. Enter the PO Line to which the invoice
has to be charged.

A. Select the PO line number to which the invoice has to match.
B. Click on ‘Copy Items from the PO’.

SAPConcur [C] | Requests  Expense | Inveice

My Requests  Greate New Request

Ptyatad g et status: hot Suberiied

PSI TEST 2 WAY FRE i
: B. click on Copy Items from

o [ veer JRARPREYN

Matching Summary

Payment Request Capy hemsfen PO Ecit Side-by-Sice

Aert | Line Itam Ling Description Quantity unit Price, Total Tax | patensaTe |

Purchase Order  viewal Payment Requesis for tris Purchose Order Gotn ine: [ Line Number M

5 PROFESSIONAL SERV INCREASE PURCHASE ORDER TO COVER COST OF ADDITIONAL SERVICES. Ordered 52548 $1.00 5928450 s0.00 -
moicea . sa00 sa00
o SERVICES. PROFESSI Ordersd 25852 s1.00 52.552.00 sa.00
motcea . ) Za00
R — orderes e o caaao sa00
moicea . sam0 sa00
A. Select the Po Line S orderse 1osat's o EH saos
. Invelced o 50.00 £0.00
number to which the vary 2018, voice 313227 fom Jan 31 2018, ordarsa e t1o0 se6e.00 saon
wotced . sa00 sa00

i i e 2018, Inveice 357270 from Jume 30 2078, T 83585 s1.00 5885950 soo0
Invoice nas to matc mwoicsa o sa00 sa00
weice 317766 fram Judy 13 2016 Orderea 8305 sto0 $a.830.50 sa.00

invicen o .00 =000

oraersa 100000 s1.00 £100.000.00 =000

Involced o s0.00 =000

Page-17

THE GEORGE

WASHINGTOMN \ﬁ’ g
UNIVERSITY INVOICE —

WASHINGTOM, DC



The following screen will appear.

Copy Items from PO

B0 Humber: | 1000213834 | v | Gotoine: | Line Humber | v | | |Q|
[] ro#- Ling ltam Description Quantity| Unit Priss| subtotsl|
[ tooozsam 1 PROFESSIONAL SERVICES: Vendor will provided remale P, 21315 $1.00 1,315.00
[ 1000213934 3 PROFESSIONAL SERVICES: Increase POR 1000213834 .. 20000 51.00 $20,000.00
[] toooziasss 4 PROFESSIONAL SERVICES: Increase la caver cost of v .. 50000 $1.00 550,000.00
[ toooz13s3 5 PROFESSIONAL SERVICES: INCREASE PURCHASE OR... 92945 51.00 £9,294.50
[ tooozsam 8 SERVICES. PROFESSIONAL, Exairs in Aprl 2018, Invaice .. 2652 $1.00 52,552.00
[ 100021393 7 SERVICES. PROFESSIONAL. Exams in Janusary 2016, o 864 51.00 $464.00
[] tooozi3sss a SERVICES. PROFESSIONAL. Exaimes in May 2018, Invaice .. 105415 $1.00 51054150
[ toooz13s3 9 SERVICES. PROFESSIONAL. Exams in Janusary 2016, o 864 51.00 $464.00
[ tooozsam 10 SERVICES. PROFESSIONAL. Exarms in June 2018, Inveice .. 86565 $1.00 5,859.50
[ 1000213934 1 SERVICES. PROFESSIONAL. Exams in June 2018, Inveice .. 86305 51.00 £,830.50
[] toooziasss 12 PROFESSIONAL SERVICES: Remate Practar Services FY1.. 100000 $1.00 £100,000.00
Cancel |
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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 X

PO umber, | 1000213834 .v Gotoiine: | Line Nurmber |vH |Q|
[] ros. Ling ffem Dazcrption ﬂmnuty| LlnltFrIl:n| sunlnm|
[ 1000213834 | PROFESSIONAL SERVICES: Vendor will provided remals P 21318 5100 52 31500
[] tooozaas 3 PROFESSIONAL SERVICES: bncrease POF 1000213604 lo .. 20000 §1.00 S20,000.00
[] tooozaas 4 PROFESSIONAL SERVICES: Increase bo cover costf invei... 50000 §1.00 550,000.00
[] tooozaas 5 PROFESSIONAL SERVICES: INCREASE PURCHASE OR... 97945 §1.00 5928450
[ 1000213834 SERVICES. PROFESSIONAL. Exams in April 2018, Invaice . plicr] 5100 £2,552.00
Select the Po Line number SERVICES. PROFESSIONAL. Exams in January 2018, kwa.. 464 HI] B4E4.00
to which the invoice has to SEAYICES. PROFESSIONAL, Cxame in May 2018, Ivaice . 108415 5100 51054150

match
SERVICES. PROFESSIONAL. Exams in January 2015, k.. dad 5100 L4E4.00
ri mm:&(aq SERYICES. PROFESSIONAL. Exams in June 2018, Invoice .., 81505 §1.00 §4,859.50
[ 1poozizadd 1 SERVICES. PROFESSIONAL. Exams in June 2018, Inveice B30 5 5100 14,830.50
[ 1poozizadd 12 PROFESSIONAL SERVICES: Remata Pracior Services FY1.. 100000 5100 £100,000.00
Click on Copy
Conr
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If you are not paying the full amount of the PO line item, “click” on the ‘Payment Request’ tab.

WAY FREIGHT DENIED A )

& kg
Aatching Summary

Payment Request e

2iert LUt e Lia Dovarption Cutty UnitPrise et ™. !_aﬁ"”"

Purchase Order  vewsiapes bt [ e . (e}
10013334 L U DATE AMUUNT Geonr JLEN

Croesd §

mkad [

Orowed hed

ot '

frirad sante

v

oo o

Frsksd L

i o

L L]

Croered B

i ]

frsarn "

v
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Farm

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

ety T of Loty dagens Fapanths fem N lfn_}ﬂlhr.wl IMT’_. mmwum.n B0 RN Mamar | 31 |ina Lo Facem Tt ?n
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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

H
Quantity should be same as
Quantity on the invoice o ]
Expensz Type Line Descrpion QL 2 o8 0 AN s Erpendiure lem Daje Unitol Veasure Uni Pize P Stigment Mumber PO Release Nunbes
e o e T S M | EN E [ M= ]
Exams n e 2010 Invice %
PO Line Ace Encurirance Tolal Ta
[T

Distibuians || Distibution Summary

Distibutions

Disrbule By

|| Parcentage ‘Glanuunnemnt|0rac\u|\an ‘Elpnnaalypn |D\atnnulluncuaa

Tolak $325650 | Chbuld: 455950 100%] | Rmalnng $000 1%

[ (BLYNanGranl  (175524) EMSE . GLATSEN
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Update the Quantity.

Note: For invoices that are matched to POs 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, then 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’.
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After you click on ‘Save’, the header and line items are now “in balance”, with both now showing the same amount for ex: $4700.

SAP Concur €]

Requests

Eense | Iwoice  Approvals  App Certer

Help +

Proie - @
Tome .

My Requests

S| TEST 2 WAY FREIGHT DENIED AT

Acions + Details *

Paymeni Reguest | Purchase Order | (@ Matching Summary

«| Invoice Details

Vendor Information
PSI SERVICES LLC
STE 200 2950 M HOLLYWOOD WAY

Payment Request Tyae PO Nurber

(Create New Request

PO Approval Stalus PO Total Active Encumbrance

W8 Received

W8 Expiration Date

Status: Nat Submitied

Send b Purchasing | Subeit Requast

View Invoice D

Are All Sarvices Performed Qulside The

WCF Expiration Date

A PO Payment Request P 3 Aapraved 07.405.08 ”
st Payment Remittance Descipton (Vible
Verdor Cade: 496206 Service Period Inveic Form Tyge wice Type Reuest Name Invsie Number ; Curnency
s Cade PS55I | [geri Po i M [v]  [pemestziay meieim oew] [rest2wnvrraisiroenenar] [ g 5. Dol [¥
furerey USDUS Dol Tota Inice Amaun il S57) Shigsing Regquest Toil Processing Trpe Payment Ueihod Nat Payment Terms Payment Due Date Coson 14 Mal Insirucions
[z ‘ ) | 470000 EFT 5 [zt E | [+
scial Haneling Dets Speial Handing Code Camments (Nessage s A7) FD Group Line e Tex Arvaunt
‘v‘ |3cw 100L OF ENGIMEERING v | (000
Invoice Header amount
should match to Line
amount
Invoice line amount
o | should match Header
Summary amount N
m 17 ey Amount Remining o be leized: S0.00
| | |opwenps Ling Deacription Quany| Typs ot Actuly Ragions Expenditurs itam Dats | Uni of Measure Unitarics| 20 snipment Numbsr| RO Rslesas Humber| P Tolal Ta
ot @ 55566-DISTANCE EDUCATION SERVICE PROVI... SERVICES. PROFESSI. 470 US Dollars §1.00 1 $4,700.00 50.00
Accound Code Diiiulion Cate Parcaniage el A Grass Amound
EE G 1T852d 10 5470000 5470000
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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 7:

Upload your invoice image. Click on ‘Actions’->’Upload Image’.

[ e e o | e
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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 Browss sno sssct 8 _png, |pg. Jpeg. par, BT or T me for uplasn. 10| ke LIRS

Files selecited for uploading:

Ha fles selected

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

@ Open

4 B > ThisPC » Desktop

Organize = New folder

a Box

@& OneDrive

L)

[ This PC
[ Desktop

Documents
4 Downloads

D Music

&= Pictures

B Videos

2 (T Windows

-~
Name

T2 MAHCH 2078 T08YA - Heviewed with notes and actions to be taken.pdt
New COMCUR 2 WAY FRT DENIED MULTI LINE-MULT! DIST.docx

ﬁ] MNew COMCUR 2 WAY FRT DENIED MULTI LINE-MULTI DIST.pdf
MEW CONCUR 3 WAY FRT ALWD MULTI LINE.docx

@ MNEW COMCUR 3 WAY FRT ALWD MULTI LINE. pdf

@ MNEW COMCUR MN63645.pdf

ﬁ] NEW COMNCUR PO Triumvirate Inveice 67712, pdf

ﬁ] MNEW COMCUR PRAE TEST MISC TAX CODE ATOD1. pdf

ﬁ] MNEW CONCUR PRAE TEST MISC TAX CODE AT002. pdf

MEW CONCUR TESTOO1AT.docx

@ MEW CONCUR TESTOO1AT. pdf

New Microsoft Excel Worksheet.xdsx

Search Desktop

Date modified
fIE/ 2008 14760 PM

11,/19/2018 6:45 PM
11,/24/2018 1:50 PM
11/19/2018 556 PM
11/24/2018 1:49 PM
10/30/2018 2:05 PM
11/6/2018 5:41 PM
11/2/2018 5:20 PM
11/2/2018 6:09 PM
10/30/2018 2:29 PM
10/30/2018 2:29 PM
7/5/2018 12:06 PM

r
= @

Type

Adobe Acrobat L
Microsoft Word
Adobe Acrobat [
Microsoft Word

Adobe Acrobat [

-

Adobe Acrobat [
Adobe Acrobat [
Adobe Acrobat [
Adobe Acrobat [
Microsoft Word

Adobe Acrobat [
Microsoft Excel \

= (G:] Finance Gro Open Payables_Debit Balances Filtered_xlsx 4/6/2018434PM  Microsoft Excel \
== (H:] atalley (\\ea Open Payables_Debit Balances Updated 04172018.xlsx 5/18/2018 &:07 PM Microsoft Excel \
0% Ooen Pavables Debit Balances.dsx 2/9/2018 6:42 PM Microsoft Excel \ ¥
[_} Metwork v € >
File name: |New COMNCUR 2 WAY FRT DEMIED MULTI LINE-MULTI DIST.pdf ~| | All Files ~
Open A Cancel
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Upload Image

For best resuts, =zan images in black & white with a resclution of 300 DM or lower.
Click Browse and sedact 8 .png, .|pg. Jpeq, .pdf, G or 4T Me for uplead. 10 ME in

Select ‘Upload’

Files selected for uploading: m

Mew CORNCUR 2 WAY FET DENIED MULTILL.. Remove
| Clase |
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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
WASHINGTOM
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. Your invoice
followed by all supporting documentation must be submitted as one single individual file, not as multiple files.

UPS 0000277762518 ==
'.I_" = 3 s T B B e M Click on View Invoice
i e : to see the image of the
invoice attached
=
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Step 8.

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
9 1 ) = == = to start the invoice
5 approval

Arourt Aemmray 0 e temune 120

Ragians Expontitun fam Culs | Unitof Waavere UsiiPriss| PO inpmastWanbne| O Rriaes Numbar | PO Ling Aifive Eatum Tolal L
serzroge o b G fomom
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The following screen is displayed.

Enter the 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_AAS3S_WF

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

|y

Invoice Approver:

[ |

m

OWPR Subaward Approwval:

[ |

(this step may be skipped)

Supplier Maintenance:

[

(this step may be skipped)

Back Office Approwval: -

Submit Reguest

Sawe Workflow Cancel

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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