Concur Manual

e Concur is for processing invoices, reimbursements or cash advances. That includes vendors,
staff, faculty, and students.

o If you are unable to find a current staff member or student in Concur, send AP an email
so that we can add them.

e When using Concur, only enter invoice request/reimbursements/cash advances in the Invoice
module.

e Any invoice/reimbursement request requires an invoice attachment/receipt no matter the
amount.

e All new vendors must provide a W-9 before payment can be processed. The most SECURE and
quickest method to obtain a W-9 or Direct Deposit is through Adobe Sign. Copy
accountspayable@coloradocollege.edu on the request (A/P does not need to be a signer). A/P
will receive a SECURE copy once they have completed the W-9 or Direct Deposit.

Cash Advances

e Cash advances should be requested in Concur 2 weeks prior to departure.

e There is no invoice attachment required for cash advances.

e The expense code is 708992 and the line description should have the dates, place of travel and
whether it’s per-diem or program costs.

e Perdiem is based on the IRS rates- https://www.gsa.gov/travel/plan-book/per-diem-rates

e Program costs are based on the budget.

e Cash advances must be reconciled within 20 days after the trip has concluded.

e Per Diem cash advances do not require any receipts but the Per Diem Advance Summary must
be completed and signed by both the staff member and the approver.
(https://www.coloradocollege.edu/offices/finance/documents/forms-update-may-
2018/Summary%20Travel%20Expense%20Form%20-%20Per%20Diem%20pdf.pdf)

e The Summary Travel Expense Log is for any program expenses incurred. It should be completed,
signed, and returned with all receipts.
(https://www.coloradocollege.edu/offices/finance/documents/forms-update-may-
2018/Summary%20Travel%20Expense%20Form%20pdf.pdf)

e Any money not spent must be returned to the College.

e Cash advances are reconciled by Accounts Payable. All receipts and Summary forms are to be
sent to Accountspayable@coloradocollege.edu.
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How to add a New Vendor in Concur:

1. Select Invoice in the black banner at the top of the screen

SAP Concur Invaice

TASKS

m Invoices

User currently has no active invoices

2. Select Create New Invoice
SAP Concur Invoice

Invoice Manager  Create New Invoice

My Invoices
SEARCH View: Unsubmitted Invoices v

| Vendor ame | | Begins with ~ | [

No Invoices
When invoices are added and assigned to you, they will appear in this list.

3. Select Request New Vendor
SAP Concur Invoice

Invoice Manager Create New Invaice

Create New Invoice

Choose Policy and select a Vendor from the vendor list below.

Policy:

Colorado College Payment RequestF

Vendor List

Most Recently Used




4,
be USD.

Reaquast New Vendar

Fill out any box that has a Red mark. Country should be United States and Currency will always

General Vendor Information

Vendor Name

cry

Address import Sync D Curren

5. All New Vendors must provide a W9 in order to be set up in Concur. You can add the W9 in
Concur after filling out all the boxes that have a Red mark. Once finished filling out the boxes,
select Apply (bottom right) then Actions (top right). It must be done in this order.

Request New Vendor

General Vendor Information

Vendor Nam:

Agdress 2

city.

PostaliZip Code.

Special Instructions.

Telephone Number

Address Import Sync D

6.

From the Actions dropdown, select Upload Image. Browse for image. Open image. Select

Upload. (two-step process to upload). Make sure you select Upload, or it won’t save the form.

Upload Image

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

Mo files selected

Files selected for uploading:

Browse. ..

| Close |




7. After image has been uploaded, select the OK button (bottom right)

Request New Vendor

Gencral Wendor Information

Gm T iaenrowmes Fostave coce
= =

Swevia Cuntact Person Teleutione Humber VWD i1 il

raarees Import sync L Currsncy

cancel  Apw

8. Once you select OK, you can enter the invoice details. Under the vendor name, it will say
(unapproved) but you can still submit the invoice. Accounts Payable will correct this once the
vendor is set up with the W9.

SAP Concur [¢] Expense | Imoice  Appovals  App Center

GreatsNow Invice for [Select invoice O

Enter Invoice Details

«]  Invoice Details

Reritance Descrofon (Appears on
Check Sun

potey Reuest Descrption e e Rceived Dae Transacton oate PaymertDueDate
| 8 ( =
S O] [usous, ool < [ox
Itemization Summary 2
Show Do Amount Reminng o be ize 3000
o Expense Type Line Description Amount ot

Mo tems found.

9. Any box with a Red mark is a mandatory field and must be completed before submitting.
e Request Description
e Transaction date-is the date you are submitting the request.
e Payment due date-is the date you are submitting the request.
e Remittance Description
e Fund
e Currency
e Total Invoice Amount



SAP Concur [C] | Expense | Imoice  Approwals  App Center

Invoice Manager  Create New nvoice  Processor»  Payments~  Vendor Manager
Jectnvoce Oviner]
acto Deta
Vendor Information «| Invoice Details
= RemitanceDeserpton (Appears on
P Policy Request Description Invoice Number invoice Received Date Transaction Date Payment Due Date Check Stub)
123N Way, = = =
Vendor Fund - Organization Program Activy. Location Curtency Total nvoice Amount (incl S&T)
Code: BTDCS022323F4BCCADB10B07 14001418 - - - — -
iy [ rtouez uststod operat [v5005, oo [ow
Code: 9F042FCTA2BBACEOSBI2BAL0BDETI0A | (o R
00
e crange
Itemization Summary v
Show Distributions. Amount Remaining to be temized: $0.00
0 Y. Expense Type Line Description Amount Total

No fems found.

10. Fields that are not mandatory but that should be completed are:

e Invoice number, if applicable. Not all invoices will have an invoice number which in that
case, leave this field blank.

e Once the Fund field has been filled out, add the Organization (Department) and
Program fields.

e Once all fields have been completed, select the Save button (lower left)

SAP Concur Expense | Imoice  Approvals  App Center

Invoice Manager  Create New Invoice  Processor~  Payments~  Vendor Manager

Create New nvoice for [Setct nvoice Owner]

Actons v Delais v

Vendor Information «| Invoice Details

Test

(Unapproved)

Poley. Request Descrption ivoice Number invoice Received Date Transacton Date Payment Due Date

12310 Wy = = =]

Vendor Fund Organization Program Activty Locaton currency Total Ivoice Amount (ni S&T)

Coder BTDCSC223F4BCCR0610B07 140013 | [ (110002)unrestreted Operat [ v v v]  [vsous.ooter Y] [ow

Code: SFO42FCT42BBACESBSZBA00BDETI0A | ¢ e

)

ca E - |

Itemization Summary ¥
Show Disrbutons Amount Remaiing o be Remized: $0.00

[ to. Expense Type Line Description Amount Total

No fems found.

11. Once you select save, you will need to enter the Expense Type. Invoices submitted in Concur will
always be an expense code that start with a 7 (there are certain exceptions to this rule). Enter
expense type and amount then select Add



Amount Remaining to be ltemized: $100.00

o

Line Description Amount

Invoice Image

o

Invoice Image Not Available

[] Ho.s | Expense Type

No tems found.

Add Item

There is currently no invoice image available. Try again in a few minutes.
If significant time has elapsed, there may have been an error during the upload. The invoice image should be uploaded
again. If the issue persists, review the Help for this feature, or contact your Application administrator.

If you use fax to add images, dick the Print button, then choose the Fax Cover Page option. Print the cover page, then fax

it and the applicable document to the fax number printed on the cover page. If significant time has elapsed, there may
have been an error during the upload or the fax may have been sent incorrectly or may have been unreadable.

* Amount| o

s0.00] s000

W |-Exponserype | Linepescription

: 0

12. Once everything is completed, your screen should look like this, with the Amount Remaining to

be Itemized should be $0.00:

@ srow Exceptions

Actons + Detais +
Vendor Information «|  Invoice Details View Invoice [
(Unapproved) Policy. Invoice Number Invaice Received Date Transaction Date. (Appears on
ca [ Reimbursement mieage to bW for | [ [ [osnree @ [oez =
123 No Way = | Mieage DIA 7/12 ‘
Vendor Program Actiy Location currency Total voice Amount (ncl S8T)
Code: B7DCSU22323F4BCCEDG10BOT14COI41S | Fund Organizaton [noomersome [v] | 0 ] [osovsoom ERED
pgess [cro002somesvtea oporat[] (113200 comvaers ttes [
Comments Request Total
10000
et Change.
Itemization Summary ¥
Distrioute + [N O | Amount Remaining to be emized: 50.00
0O he. | Expense Type Line Description Amount Total
[=K] 730001-Airfare. $100.00 $100.00
Account Code Distrbution Code Percentage et Amourt Gross Amount
72000 10002-132007-A 100 s10000 s100.00

13.
correct the amount.

ltemization Summary

If the Amount Remaining to be itemized is not $0.00, select the box next to 1 then Edit to

| Expense Type

[#] Mo. |

T30001-Adrfare

Account Code
730001 [Systerm Defau




14. Once all information has been entered, an invoice must be added to the request no matter the
amount of the invoice/reimbursement. Select Actions then Upload Image

Create New Invoice for [Select Invoice Owner]

Enter Invoice Details

Actions v Details v
Vendor Information «  Invoice Details 0
L ] L L
Test ! A
(Unapproved) Currency Total Invoice Amount (incl S&T) Comments Request Total
123 No Way l USD-US, Dollar ‘ v l 0.00 | 0.00
v
\iAndnr adn: R7TNCREMIIIEARACENA1 NRNTAAAN 1410
o Chanae

15. Once all fields have been entered and the invoice attached, select the Submit Invoice (Upper
right).

Invoice for [Select nvoice Owner]

Reimbursement mileage to DIA for flight on 07/12/22

Actons * Detais * @ show Exceptions
Vendor Information «| Invoice Details View Invoice [
i Polcy - Invoice Number Invoice Received Dat Transacton Date Payment Due Date

x reau v | [ Reimoursement mieage to D for | | ] [E  [onrmz @ [omirmoz
123 o Wiay A i ‘
Vendor rogr Activty Locat currency. Total Ivoice Amount (ncl S&T)
Code: B7DCS a8 | Fund Organization > o o =
s 3 3 M | [¥]  [esous.oon [¥]  [rom J
faare [ 110002) unvestrited operat [ v | (132007 controters oftee ||
Comments Request Total
100.00
e Ea -
Itemization S ¥
Show Distrbutons Am wining tobe femized: $0.00
e Line Description Amount Total
1 $100.00 $100.00
Percentage| et Amourt ross Amount
100 510000 510000

How to submit a request with an established vendor:

1. Select Invoice in the black banner at the top of the screen

SAP Concur Invoice

"= =) COLORADO
"% COLLEGE

TASKS

m Invoices

User currently has no active invoices.



Select Create New Invoice

SAP Concur [C] | Invoice

Invoice Manager  Create New Invaice

My Invoices
SEARCH View: Unsubmitted Invoices v

| Vendor tame | [ Begins with | [ | s

No Invoices

When invoices are added and assigned to you, they will appear in this list.

Search for the vendor name, change the middle box to contains, type the name of the individual
or business name then enter.
e If you know the vendor code, you can search that way as well. Change it from vendor
name to vendor code.

Administrationv | Helpv

SAP Concur Expense Invoice Approvals App Center oo °
rofile ¥
[

Invoice Manager Create New Invoice Processor~ Payments v Vendor Manager

Create New Invoice

@ choose Policy and select a Vendor from the vendor list below.
Policy:

Colorado College Payment Request | v

Vendor List

Most Recently Used f| Request New Vendor Search: | Vendor Name v | contains vl Q|

It will populate all items that have the name. Once you find the correct vendor, click on the
name to enter the invoice details

Administrationv |

SAP Concur Expense Invoice Approvals App Center

Profile ~

Invoice Manager Create New Invoice Processor » Payments v Vendor Manager

Create New Invoice

@ choose Policy and select a Vendor from the vendor list below.

Policy:

Colorado College Payment Request v ‘

Vendor List
Most Recently Used Request New Vendor Search: | Vendor Name v \ Contains v ‘ |tesd : O\\

Vendor Name 4 ‘ Vendor Address Code ‘ Vendor Code Address 1 Address 2 Address 3 ‘ City ‘ State/Province ‘ Postal/Zip Cod
Systems Wiring and Te... OA1 01111323 P.O. Box 75248 Colorado Springs CcOo 80970-5248
Systems Wiring and Te... RM1 01111323 P.O. Box 75248 Colorado Springs co 80970-5248
Test (Unapproved) 9F942FC742BB4CE09 B7DC5022323F4BCC8 123 No Way
Testwuide Michael ‘WB 067098 Worner Box 1184 Campus cO 00000
Testwuide Michael MA2 067098 898 Red Sandstone Cir... Vail co 81657-4980
Testwuide Paul MA1 01340488 898 Red Sandstone Cir. Vail co 81657

Any box with a Red mark is a mandatory field and must be completed before submitting.
e Request Description
e Transaction date-is the date you are submitting the request.
e Payment due date-is the date you are submitting the request.



Remittance Description
Fund

Currency

Total Invoice Amount

Administrations | Helpv
SAP Concur Expense | Imoice | Approvals  App Center o
Profile -
Invoice Manager Create New Invoice Processorv. Payments v Vendor Manager
Enter Invoice Details
Vendor Information «|  Invoice Details D
Test Remittance ription ears on
(Unaserored Policy ~ Request Descripon Invoice Numoer Invoice Received Date Transaction Date Payment Due Date. eck Sul
e roirens Y] b ) | = | = @ | ‘
ey curncy Tt o At S47)
Gode BTOCSOZ23F4BCCACIOITIACOI4ME | 110002) nvestricted Operat [ | [~ o ] [v]  [usous, oot [v] [om
ol SOFCTEOBBACEIBOSATNBDET A | ¢, P——
Itemization Summary v
ST Amount Remaining to be kemized: $0.00
Cive | | | |ewensomyee Line bescripion Amount ol

No fems found.

6. Fields that are not mandatory but that should be completed are:

Invoice number, if applicable. Not all invoices will have an invoice number which in that
case, leave this field blank.

Once the Fund field has been filled out, add the Organization (Department) and
Program fields.

Once all fields have been completed, select the Save button (lower left)

SAP Concur Expense | Imoice | Approvals  App Center
Invoice Manager ~ Create New Invoice  Processorv Payments v Vendor Manager
Crest low Ivaic for S nvoie Ovner
Enter Invoice Details
Vendor Information «| Invoice Details 0
Y] | ) | ) | =] | =/ =) ‘
ey curncy B —
Gode BTDCS022325F4BC 0610807 14001418 | [ 110002 Urestrtea operat [ ] | ~ ¥ | [v]  [usos, ooter [~ [ox
e R — B—
Itemization Summary v
ST Amount Remaining to be kemized: $0.00
Cive | | | [ewensoryee Line bescription Amount ol

No fems found.



Once you select save, you will need to enter the Expense Type. Invoices submitted in Concur will
always be an expense code that start with a 7. Enter expense type and amount then select Add.

Amount Remaining to be ltemized: $100.00
Invoice Image a0 x
[ Ho.x | Expense Type Line Deseription Amount | Total |
[ Invoice Image Not Available
There is currently no invoice image available. Try again in a few minutes.
If significant time has elapsed, there may have been an error during the upload. The invoice image should be uploaded
again. If the issUe persists, review the Help for this feature, o contact your Application administrator.
1f you use fax to add images, click the Print butten, then choose the Fax Cover Page optien. Print the cover page, then fax
it and the applicable document to the fax number printed on the cover page. If significant time has elapsed, there may
have been an error during the upload or the fax may have been sent incorrectly or may have been unreadable.
Add Item
Ho. | *Expense Type | Line bescription * Amount Total
' [ [¥] w00 w00

8. Once everything is completed, your screen should look like this, with the Amount Remaining to
be Itemized should be $0.00:

Actions * Detais @ show Exceptions
Vendor Information «| Invoice Details View Invoice [
- etrequ] ] [non apeto o ror ] | ) [ =R C) =R ) =] E‘
Vendor Program Activty Location currency Total Invoice Amount (ncl S&T)
Code: B7DCS022323F4BCCED8 100714001415 ung Organizati S — P S o S
= T | | i C——c T

Comments

Request Total
100.00

Itemization Summary

5

Ot | | | |espersorwe Lne escrption Amout Tot
(] 510000 $100.00

If the Amount Remaining to be itemized is not $0.00, select the box next to 1 then Edit to
correct the amount.

ltemization Summary

Delete tem m Dizgtribute » | Show Distributionz

Ho. | | | |Expense Type
1 730001-Airfare

Account Code

T30 [System Defaul]




10. Once all information has been entered, an invoice must be added to the request no matter the
amount of the invoice/reimbursement. Select Actions then Upload Image

Create New Invoice for [Select Invoice Owner]

Enter Invoice Details

Actions » Details +

Vendor Information « Invoice Details

1 ) 1 1 |
Test
(Unapproved) Currency Total Invoice Amount (incl S&T) Comments Request Total
123 No Way l USD-US, Dollar ‘ v l 0.00 | 0.00
v
Vindnr O adn: BTNCRAYI29EARAARNAL NBNT A ACNA A48

Fat Crando

11. Once all fields have been entered and the invoice attached, select the Submit Invoice (Upper
right).

Reimbursement mileage to DIA for flight on 07/12/22

Acions v Detais + @ show Exceptions
Vendor Information «| Invoice Details View Invoice [
Grapproves Poley Invoice Number Invoice Received Date Transacton Date Payment Due Date Remitance Descrptn (Appears on
1230 ey olo leage to DIA for ir| | ] | \ [ossr7m022 \ [ozir7022 \ |:mmge D;\ e ‘
Vendor Program Activty Locat currency. Total Ivoice Amount (ncl S&T)
Code: B7DCS a8 | Fund Organization Y S ——ros o o =
L el AT ) | I e — Y —
Comments Request Total

Itemization Summary

S
e ton | =t | oo - L AR

Amount Rmanngfo betemized: 000

vo | | | |expensetyre Line Descrption Amount o

1 730001-A 10000 $100.00
e cose Feraming et Ao s
oo rezoron i3 S S0

How to add another FOAP to same invoice request

Once you enter your line items, select the box next to the number you need to change the FOAP for
then select Distribute-Distribute Selected Items.

ltemization Summary

Delete tem m Distribute - | Show Diztributions

] wo. | | | | Expensi Distribute Selected ltems
[ 710101 | Import Distributions

Account Code Distribution Code
710101 [System Dafault] 310000-1682101-AX

2 710101 -Custodial Expenzes

Account Code Distribution Code
T10101 [System Defsult] 310000-162101-AX




It will then take you to this screen. Select Distribute By dropdown and select Amount then select Add:

Distributions || Distribution Summary

Distributions Total: $500.00 | Distributed: $500.00 (100%) | Remaining: $0.00 (0%)
Distribute By = Add to Favorites

[] Amount * Fund Organization Program Activity Location Distribution Code

[1 | ss00.00 (310000} Hous... | | (162101) Apar... | | (AX) Auxiliary 310000-182101-AX

From here you can change the FOAP to the correct codes. Once you update the codes, select save.

Once completed, this what the request will look like:

gﬂgd exo-Fac Apts Aug 2022

Actons * Detais *

Clear Exceptions

o Invoice Detai View I 0 Invoice Image a5 x
Vendor Information « olce s view Invoice
SodexoInc. & Afflat Al & e BON[»
© iates Policy Request Description T ~
c Apts Aug 2022
P
E  [oson =]

Vendor Code: 03000126
Address Code: RUTT Remitancs Description (Appears on

Check stub Funa Organizaton
Currency: USD-US, Dolar Sodexo-Fac Apts Aug 2022 Imnnnn Housing < (162101) Apartments- Admin | v

Program Activiy Location

() Ay v - worce Torn E

currency Total Invoice Amount (inc S&7) Comments SO Ol Do ASTO SOT MNUL IS T DS SIS e

[ us0-us, Dotar v] 1=

Request Key Invoice D
Chang: < >
Itemnization Summary ¥
ETSE © so sreions Arat g oo o 3010
[ to. Expense Type Line Description Amount Total
[=]E] 710101 Custodial Expenses. Sodexo - Fac Apts Cleaning Aug 2022 537738 s377.38
Percentage et Amaunt
310000-162101-AX 100 s

Oe @ 710101 CustodilExpenses Sodeso-Res Hals ceaning Aug 2022

Account Code
710101

Percentage|
1

Distribution Code
310000-162201-AX 00,

Other payment types not processed through Concur

Wire Payments

e Wire payments are for international vendors only as there is an additional fee when processing
payments.
e International vendors need to complete a W8 in order to set them up as a vendor.
o https://www.coloradocollege.edu/offices/controller/documents/W-8BEN.pdf For
Individuals
o https://www.coloradocollege.edu/offices/controller/documents/W-8BEN-E.pdf For
business entities
e The wire transfer form (https://www.coloradocollege.edu/offices/finance/documents/forms-
update-may-2018/Wire%20Transfer%20Form.pdf) needs to be completed and signed by the
staff member requesting the wire and the budget owner. It can be sent to the vendor through

Adobe Sign as well. Once completed it should be sent to accountspayable@coloradocollege.edu

for processing along with a copy of the invoice.


https://www.coloradocollege.edu/offices/controller/documents/W-8BEN.pdf
https://www.coloradocollege.edu/offices/controller/documents/W-8BEN-E.pdf
mailto:accountspayable@coloradocollege.edu

Purchase Orders

e If yourequest a Purchase Order (PO) through the purchasing department, you will receive an
email from purchasing with the PO number.

e  When the vendor sends you an invoice, you will send Accountspayable@coloradocollege.edu an
email with the invoice attached, stating “Ok to pay against PO #”.

e If the PO has been fulfilled, make a note that it’s OK to close the PO.

e |[f the PO still has items to be invoiced, make a note to leave PO open for now.



mailto:Accountspayable@coloradocollege.edu

