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Introduction

Concur Invoice is a cloud-based tool that gives you one view to manage business payment
requests. Submit payment requests and route for electronic approval through Concur Invoice,
with the ability to monitor and track the request status as it progresses through the payment
process. Concur Invoice is a product in the SAP Concur suite of products, created by the
software company, SAP.

Requesting Access to Concur Invoice

All active account administrators and support staff will automatically be granted access to
Concur Invoice.

For those that are not listed as an account administrator or support staff but needs to have
access to Concur, please submit a Concur Invoice Access Request at
https://www.uhfoundation.org/resources/forms/concur.

Signing Into Concur Invoice

1. To signinto SAP Concur, go to https://www.concursolutions.com/.

2. On the Sign In screen, enter your Username, which is your UH username followed
by @uhf.hawaii.edu (xxx@uhf.hawaii.edu), and then click Next..

IMPORTANT: If you do not include “uhf” in your Concur Username, you will not be
signed into UH Foundation’s Concur site and you may be signed into UH’s Concur site
instead.


https://www.uhfoundation.org/resources/forms/concur
https://www.concursolutions.com/
file://///MMFILESUH/DTSvcs/Concur/User%20Guides/xxx@uhf.hawaii.edu

SAP Concur @ English (US) v

Sign In

Username, verified email address, or SSO code

J) Remember me

Forgot username

Need help signing in

Learn about SAP Concur for your business

SAP Concur

Service Status (North America)

Cookie Preferences © Copyright 2023 - SAP Concur - All Rights Reserved

3. On the next page, select the Sign in with SAP Concur Password option.

SAP Concur @ English (US) v

< Sign In

r@uhf.hawaii.edu
Sign in with:

UH Foundation Employee Login

SAP Concur Password

Learn about SAP Concur for your business

SAP Concur |

Service Status (North America)

Cookie Preferences © Copyright 2023 - SAP Concur - All Rights Reserved




4. Enter your SAP Concur Password and click Next. Note: When signing into Concur
for the first time, you will need to select “Forgot password” to reset your password.

SAP Concur @ English (US) v

< Sign In

r@uhf.hawaii.edu

Password

Forgot password

Need help signing in

Service Status (North America)

Cookie Preferences © Copyright 2023 - SAP Concur - All Rights Reserved

5. Enter the two-factor authentication (2FA) code from your authenticator app and click
Sign In. Note: If it is your first time signing into Concur, see the section Setting up
Two-Factor Authentication (2FA). To reset the 2FA associated with your Concur
account, select “Unable to enter authentication code.”




@ English (US) v

< Sign In

r@uhf.hawaii.edu

Two-factor Authentication
Enter the ication code g by the auth
on your mobile device or browser.

Authentication Code

Unable to enter authentication code

Need help signing in

Leamn about SAP Concur for your business

Service Status (North America)
Cookie Preferences © Copyright 2023 - SAP Concur - All Rights Reserved

6. Once on the SAP Concur Home page, you will see an overview of your invoices.
Click Home > Invoice to manage your invoices.

SAP Concur Home ~ ® AK
UNIVERSITY of H
+ 00 01
FOUNDAT
Invoice Required Invoices
F) APPLICATIONS Approvals
Invoice
Company Notes prm—
App Center
Sign up for direct deposits fessing
Concur Invoice User Guide - UH Employees
Concur Invoice FAQ
Read more
My Tasks
Required Approvals -> Invoices ->

12/24 Test Invoice
$1.00 - (University of Hawaii)

Great! You currently have no approvals.
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Setting up Two-Factor Authentication (2FA)

When signing in for the first time using your SAP Concur Password, you will need to set up 2FA,
which involves downloading an authentication app on either your mobile device or web browser.
IMPORTANT: Please note that this additional 2FA setup is required by SAP and is separate
from UH multi-factor authentication (MFA).

1. Go to https://www.concursolutions.com/.

1. On the Sign In screen, enter your Username, which is your UH username followed
by @uhf.hawaii.edu (xxx@uhf.hawaii.edu), and then click Next

2. Select the Sign in with SAP Concur Password option

3. You will be prompted to set up 2FA:

< Sign In

Set Up Two-factor Authentication

You must set up two-factor authentication to continue sign-in. Use
your authenticator app (such as Microsoft Authenticator or Google
l Authenticator) to scan the QR code below.

Can't scan the QR code?
Set up manually with a key

Authentication Code

Need help signing in

—

Leamn about SAP Concur for your business



https://www.concursolutions.com/
file://///MMFILESUH/DTSvcs/Concur/User%20Guides/xxx@uhf.hawaii.edu

If you are using a mobile device to set up 2FA and have already downloaded an authenticator
app, you can scan the QR code on the “Set Up Two-Factor Authentication” page to begin
setting up 2FA for Concur. If you do not yet have an authenticator app set up, you can download
one of the following suggested authenticator apps and then proceed to set up 2FA:

Duo (Mobile app)

1. Select Add account (+)

2. Select “Use QR code” and scan the QR code displayed in your computer browser
window

3. Confirm the new account name and select Save

4. Type the account passcode from the Duo app into the Authentication Code field on
your computer and select “Sign In”

Google Authenticator (Mobile app)

1. Select “Add a code” (+)

2. Select “Scan QR code” and scan the QR code displayed in your computer browser
window

If you do not have a mobile device or prefer not to use one for this process, you can use an
authenticator app in a web browser.

Google Authenticator (Desktop browser extension)

1. Open the Google Authenticator extension
2. Select the “Scan QR Code” icon

3. Click and drag your cursor to highlight the entire QR code displayed in your
computer browser window

After 2FA setup is completed, you will then be able to log into Concur by opening your
authenticator app and inputting the Authentication Code on the sign in page. Should you need
to reset the 2FA associated with your UHF Concur account, you may select the “Unable to enter
authentication code” option on the sign in page and select Send to request a 2FA reset email.
Additional help for setting up 2FA and signing in is available by following the “Need help
signing in” link on the sign in page.

Resetting your SAP Concur Password

When signing in for the first time, you will need to select “Forgot password” to reset your
password. You may use this option any time you need to perform a password reset.

1. Go to https://www.concursolutions.com/.
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https://www.concursolutions.com/

2. On the Sign In screen, enter your Username, which is your UH username followed
by @uhf.hawaii.edu (xxx@uhf.hawaii.edu), and then click Next

3. Select the Sign in with SAP Concur Password option
4. Select “Forgot password”
5. Click “Send” to send an email with a link to reset your password

6. Check your UH email inbox for a password reset email from SAP and follow the
provided instructions

Creating an Invoice from an Existing Vendor

You can manually create an invoice using an approved vendor that was added by your
company.

The basic steps in the invoice process are:

1. Create the invoice —Select or add a vendor, and then provide request-level information
(such as the invoice name, invoice number and date, amounts, and comments).

2. ltemize the payment request — Select the expense type, such as "Computing
Equipment.”

3. Distribute or allocate the invoice across departments.
4. Attach animage of the invoice.

5. Submit the invoice.

Step 1: Creating an invoice
1. There are a couple of ways to easily create an invoice.

On the SAP Concur Home page click + Invoice

10
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Help ~

SAP Concur Invoice Approvals App Center )

Profile ~

ﬂ;":“ UNIVERSITY of HAWAI'L

%/ FOUNDATION + 00 00
Invoice Required Invoices
Hello, Inv1-UHF Approvals

COMPANY NOTES

Deployment Toalkit
You can access the deployment toolkit using this link.

Concur Invoice Training Toolkit

This link will provide information to utilise the Concur Invoice System.

Or, go to the Invoice Manager page by clicking Invoice, and then you can click Create
New Invoice on the submenu.

Help~
Invoice rovals Center
SAP Concur [C] App App e
-
Invoice Manager | Create New Invoice
My Invoices
Search View: Unsubmitted Invoices w
Vendor Name  w| | Begins with Search ¢

No Invoices

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

2. Onthe Create New Invoice page, use the Search fields to find and select the
appropriate vendor or select it from the entire Vendor List by clicking the Search

icon =%/, Changing the search operator from Begins with to Contains will expand
the search.
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Invoice Manager Create New Invoice
@ choose Policy and select a Vendor from the vendor list below
Policy:
*Test UHF Invoice Policy v
Vendor List
Most Recently Used [ Request New Vendor ] Search: | Vendor Name v Begins with v Q
Vendor Na... | Vendor Code | Account N... | Care of Vendor Ad... | Remit Addr... | Remit Addr... | Remit Addr... | Remit Addr... | City State/Provi... | Postal/Zip ... | Country
1132 Cafe V051778 R1 701 llalo St HONOLULU  HI 96813 UNITED ST.
4lmprint V022837 P1 25303 Netw. CHICAGO L 60673-1253  UNITED ST.
808 Travel Inc V037239 PR 429 Waika HONOLULU  HI 96817 UNITED ST.
May, V068697 PR PEARL CITY  HI 96782 UNITED ST.
NEWVEN... NEWVEN... NEWVEN... UNITED ST...
Sodexho In V022838 R1 1951 East HONOLULU  HI 96822 UNITED ST.
Page| 1| of1 o Displaying 1-6 of 6
Cancel

3. Select the appropriate vendor from the list by double-clicking on the row. The vendor
selected will be who the payment will be made out to. If information on the vendor
record needs to be updated, such as their address, click on Request New Vendor

instead. See the section on Requesting a New Vendor.

To request a reimbursement for an expense you paid out-of-pocket for, select yourself

as the vendor.

4. Onthe Enter Invoice Details page, complete the required fields (indicated with a
red bar) and optional fields as directed by your company, and then click Save.

Create New Invoice

Enter Invoice Details

vendor Information € sice Details
Sodexho Inc & Affiliates
R1

LU H

o V022833
R1

SD-US, Dollar

Campus.

PO Number 7

Total Invoice Amount (incl S&T)

9 [ow

Request it iy

Project Approver 1

n Summary
‘Show Destributions
No. Expense Type

Line Description Quantity

Unit Price

¥
Amount Remaining to be llemized: 50.00

Total

12




Invoice Name: Brief description of the invoice to be used as a reference in the system.
Required.

Business Purpose: Description of the invoice details, including a business purpose
consistent with UH Foundation expenditure policies. If your business purpose is longer
than can be entered into the field, add additional information in the Comments field.
Required.

Invoice Number: Invoice number indicated on the invoice. If there is no invoice (e.g.
receipts for reimbursement), enter today’s date in MMDDYYYY format. When uploading
a copy of a paper receipt, please write "Submitted to UHF on <date>" on the paper
receipt before scanning. Required.

PO Number: Enter the UH Foundation Purchase Order (PO) number if this invoice
fulfills (fully or partially) a previously generated PO.

Invoice Date: The date of the invoice. Enter today’s date if there’s no invoice (e.g.
receipts for reimbursement). Required.

2"d Ref: 16 character description of what this payment is for; appears in financial reports.
Check Description: Description of what this payment is for; printed on the check stub.
Currency: The currency the invoice is in. Defaulted to the US dollar (USD). Required.
Total Invoice Amount: The invoice total amount. Required.

Shipping: For UH Foundation Fiscal use only.

Tax: For UH Foundation Fiscal use only.

Request Total: Calculated field based invoice amount, shipping and tax.

Service Fiscal Year: The fiscal year (July 1 — June 30) the invoiced services were
rendered in. Required.

Request #: System-assigned sequential number populated after the invoice is saved.

Project Number: The UH Foundation account number to be charged for this expense,
without hyphens or spaces. Must select from the available options. Required.

Unit: The unit associated with the above account number. Must select the option
presented. Required.

Campus: The campus associated with the above account number. Must select the
option presented. Required.

Department: The department associated with the above account number. Must select
the option presented. Required.

Project Approver 1: The first approver. Required.
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Project Approver 2: The second approver. Required.

Comments: Additional notes or business purpose description overflow.

Step 2: Itemizing an invoice

You must itemize all invoices to show the goods or services received.

1. Onthe Amount Remaining to be Itemized page, select the appropriate expense
type, such as Furniture and Fixtures.

2. Inthe Add Item section, complete all required fields (indicated with a red asterisk)
and optional fields as directed by your company, and then click Add.

3. Continue adding items until all the items (expense types) are represented.

4. The Amount Remaining to be Itemized balance will be $0.00 when all the items
are correctly added.

Amount Remaining to be ltemized: $337.11 |

= = Oy o =g

No.s | Expense Type Line Description Quantity Unit Price To

x

4503 - Protocol Assorted pasiries 150 325 5487 Invoice Image Not Available

There Is currently no invoice image avallable. Try again in a few minutes

If significant time has elzapsed, 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, click 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.

No. Expense Type Line Description Quantity Unit Price Total

2 1 s0.00 5000 l

Expense Type: Object categorization of the expense line item. Required.
Line Description: Expense line item description. Required.

Quantity: Quantity of the expense line item. If there is no unit price, enter quantity and
the entire line item total in the Unit Price field. Required.

Unit Price: Unit price of the expense line item. Required.

Total: Calculated field for the expense line item total (Quantity x Unit Price).
14



5. To update a line item, select the appropriate check box next to the line item to edit.
The selected line item details will appear in the Edit ltem section, update and click
Update.

Amount Remaining to be Itemized: $0.00

o3 = = o B0 x

No.s  Expense Type Line Description Quantity Unit Price To

1 4503 - Protocol Assarted pastries 50 325 $487. Invoice Image Not Available
2 4503 - Protocol Coffes 4 75.00 $300.
There is currently no invoice image available. Try again in a few minutes.
v 3 4503 - Protocol Sales tax 1 an $37
1f 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, click the Print button, then choose the Fax Cover Page option.
Print the cover page, then fax it and the applicable dacument 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.

Edit Item m

No. Expense Type Line Description Quantity Unit Price Total

— Sales tax 1 $37.1 $3711 |

6. Click Save.

Step 3: Distributing an invoice

After creating a new invoice, you can distribute the amount of the expense. Distributing allows
you to allocate a portion of the transaction to different accounts (project numbers).

1.

In the Itemization Summary area of the page, select the appropriate check boxes (on
the left side of the page) for the items that you want to distribute.

Click Distribute, and then click Distribute Selected ltems.

temization Summary
ooton | £t | PR——
Mo, Expensg  Distribule Selected llams Line Description Quantity Unit Price Total

T3 - OHF-URF-00T-ROOC-ONO T GER Ly S4BT 50 SIETET

import Distnbulions

4503 - Protocal Coftes ‘ 7500

Account Code Dy So0e arcer s
4503 05040201-UHF-UHF 801 KOOC-ONG.-GEN 00 $300.00

On the Distribute Selected Items page, click Distribute By, and then select
Percentage or Amount as the distribution type. Note that working with Amounts may
be easier to work with over Percentages.

Click Add.

15



With each additional allocation, the system automatically distributes the percentage
evenly between the departments. You can manually adjust the Percentage or Amount
fields as needed.

Enter the additional account information to distribute to.

Click Save once done and the Remaining to distribute is $0.00 (0%).

Distribute Selected Items O

Distributions || Distribution Summary

Distributions Total: $300.00 | Distributed: $300.00 (100%) || Remaining: $0.00 (0%)
Dt By - Akt to Favortes

[[] Amount “Project Numb.... | = ynit * Campus * Department * Project Appro... | * Project Appro... | Division Distribution Code

[] | s150.00 (05040201) U (UHF) Univ of (UHF) UH Fou (901) Administr. (KOOC) Christi (ONOJ) Jason GEN 0504020 1-UHF-UHF-901-KOOC-O
[] | s150.00 (05040121) U (UHF) Univ of (UHF) UH Fou (901) Administr (SHIBATAK) K. (ONOJ) Jason GEN 0504012 1-UHF-UHF-901-SHIBATA.

Amount/Percentage: Amount or percentage to distribute depending which Distribute
By method is selected.

Project Number: The UH Foundation account number to be charged for this expense,
without hyphens or spaces. Must select from the available options. Required.

Unit: The unit associated with the above account number. Must select the option
presented. Required.

Campus: The campus associated with the above account number. Must select the
option presented. Required.

Department: The department associated with the above account number. Must select
the option presented. Required.

Project Approver 1: The first level approver. Generally the department head for UH
Foundation operating accounts. Required.

Project Approver 2: The second level approver. Generally the next level supervisor.
Required.

Step 4: Attaching an image to an invoice

Per the UH Foundation Account Administration Policy, it is required to upload a digital copy of
the invoice, receipt(s) and any necessary supporting documentation. When uploading a copy of
a paper receipt, please write "Submitted to UHF on <date>" on the paper receipt before
scanning.

IMPORTANT: Do not upload any documents that contain sensitive information, such as
social security numbers.

16
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If your payment request requires you to submit required or supporting documents that contain
sensitive information (e.g. social security numbers, etc.), please instead upload the documents

to our secure file sharing site using the appropriate link below:

e Student Aid payments: https://www.uhfoundation.org/student-aid-documents-upload
o All others: https://www.uhfoundation.org/payment-request-documents-upload

1. Onthe Invoice page, go to Actions then select Upload Image.

woica Status: Not Submitod
ABC event catering order ==
Unassign In a0 x
2 B View Invoice [
Upload Image
Delols image Invoice Image Not Available
Delete Invoice
Print 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
i p— upload. The invaice image should be uploadsd again. If the issue persists,
Changs Policy [ ¥ raview the Help for this faature, or contact your Application sdministrator.
Creata Recurring Invaice Ty
Pag then fax It and the applicable document to
the fa er page. If significant time has elapsed,

there m. ing the upload or the fax may have been
sent incorrectly or may have been unreadable.

Select the invoice, receipt(s) and any necessary supporting documentation to upload
by clicking Browse. Multiple documents can be uploaded at once. Once all
documentation to upload has been selected, click Upload. Once all documents have
been uploaded, click Close. Images can be in .png, .jpg, .pdf, .tif or .tiff file formats.
The size limit is 10 MB per file.

Upload Image

For best results, scan images in black & white with a resolution of 300 DP! or lower
Click Browse and select a png, jpg, .Jpeg, .pdf, .tif or tiff file for upload. 10 MB imit per file

Files selected for uploading:
Sodexho test invoice. pdf Remove

3. The upload documentation will appear in the Invoice Image pane. If you do not see
the document(s), click on View Invoice in the Invoice Details section.

Status: Not Submitied

ABC event catering order

Sedexho Inc & Affillates

myl| Loge
INVOICE L] name
DATE INVOICE NO Sodexho Inc & Affiliates
n check 1351 East West Road
N 1/1/2020 XYZ123 TS
: i)

17
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If the wrong invoice image is accidently uploaded, you can delete the uploaded invoice
image by going to Actions then Delete Image.

Help~
Invoi I Cent
SAP Concur [€] | Inveice  Approvals  App Center Profie + @
-
Invoice Manager  Create New Invoice
[ Status: Not Submitted
ABC event catering arder e |
v nvoice Image a0 %
ressian « nvoice Details View Invoiee [ =
Poicy Invoice Name
Delete mvoice | 28c event catering order

Confirm that you want to delete the invoice image by clicking Yes.

Please Confirm

9 Are you sure you want to delete the invoice image?

Mo

The invoice image preview will still be displayed in the Invoice Image section. However,

clicking the Refresh icon v in the Invoice Image section will display an Invoice Image
Not Available message that confirms that the invoice image has been deleted.

Help~
SAP Concur Invoice  Approvals  App Center .
Profile v
-
Invoice Manager  Create New Invoice
e Status: Not Submiied
Actions *  Details *
. nvoice Image ->
vendor Information « nvoice Details View Invoice [] =
Sodexho Inc & Affiliates
=+ Policy = 5
I Invoice Image Not Available I
1951 East West Road
HONOLULU HI riolh ppeoves{Giccal ealonty) There is currently no invoice image available. Try again in a few minutes.
96322 v
If significant time has elapsed, there may have been an error during the upload. The

Adding Additional Approvers

If your business process requires that approvers in addition to the selected approver 1 and 2 to
review the invoice and approve, you can add additional approvers before submitting the invoice.

It a required that all additional approvers have access to Concur Invoice, see the Requesting
Access to Concur Invoice section.

1. Onthe Invoice page, go to Details then click on Approval Flow.

18



Help+

SAP Concur Invoice | Approvals  App Center Profie + @
-

Invoice Manager  Create New Invoics

Invoice Status: Not Submitted

ABC event catering order [ s e |

Actions +

Comments . i nvoice Image a9 x
Vendor In i < woice Details View Invoice [
Audit Trail
Sedexho Inc.
5 Al Policy  invoice Hame
1651 Enst ool e est UHF Invoice Policy L‘ IAEC event catering order |
HONOLULU.HI Auto Approve (Fiscal use nly) Business Purpose
6822 [ [¥]  [[Food order for aBG eventheid on 1) INVOICE II—|E| I Logo
Jfendor Code Voe263t Invoice Number > PO Number Name
Currency: USD-US, Dollar I J | DATE INVOICE NO Sodexho Inc & Affiliates
T ¢ ) 1951 East West Road
Invoice Date 2nd Ref (16 Characters Max) jy» 11112020 XYZ123 o1 Eoat oot P
loiniz020 [l [a8cevent | - ulu.

View Change i

2. Inthe Approval Flow window, click on the Add icon @ in the Cost Object
Approval section.

Approval Flow for Invoice: ABC event catering order

Cost Object Approval

(this step may be skipped)

v Jason Ono (05040201-UHF-UHF-901-KOOC-ONOJ) Test, InvCOA1

v Jason Ono (05040121-UHF-UHF-901-SHIBATAK-ONOJ) Test, InvCOA1
Vendor Approval:

(this step may be skipped)

Back Office Approval:

UHF Check Signer #1:
Tast InvCheck a v

In the User-Added Approver field, start typing the last name of the additional approver,
clicking on the appropriate row. Additional approvers must be able to login and access
Concur Invoice.

19



Approval Flow for Invoice: ABC event catering order

User-Added Approver:
test o x

Test, Invi-UHF (WFRequestor@uhfoundation.org)
Employee 1D: inv1

Logon ID: inv1@uhfoundation org

Test, Inv2-UHF (WFDelegate1@uhfoundation. org)
Employee 1D: inv2

Logon ID: inv2@uhfoundation.org o
Test, Inv3-UH (inv3@uhfoundation.org)
Employee 1D: inv3

Legon ID: inv3@uhfoundation.org
Test, Inv4-UH (inv4@uhfoundation org) OA1
Employee 1D: inv4

Logon ID: invé@uhfoundation org -

Search Approvers By | ~ |

(this step may be skipped)

Back Office Approval:

m Cancel

Click the Add icon @ to continue to add additional approvers. Click the Delete icon %
symbol to remove any additional approvers you added. Once done, click Save
Workflow.

Approval Flow for Invoice: ABC event catering order

User-Added Approver:

User-Added Approver:

Test, Inv2-UHF (WFDelegate1@uhfoundation. org) | Q x

Cost Object Approval:

(this step may be skipped)

©
¥ Jason Ono {05040201-UHF-UHF-201-KOOC-ONQJ) Test, InvCOA1
v Jason Ono (05040121-UHF-UHF-901-SHIBATAK-ONOJ) Test, InvCOA1
‘Vendor Approval
e o

Feneel

Step 6: Submitting an invoice

You must submit the invoice once complete to have the invoice routed for approvals and
processing.

1. Onthe Invoice page, click Submit Invoice.

20



ABC event catering order

Fr— <l Invoice Deta View Invoice. [)

Sodexho Inc & Affiliates
Rt

INVOICE @_l Logo

2. Acknowledge the pop-up certifying the expenditures/reimbursement by clicking on
Accept & Submit to being invoice processing.

Final Review X

Payment Request Submit

My approval certifies the expenditure/reimbursement is in line with the purpose of the aforementioned account(s)
and complies with the University of Hawai‘i Foundation's account policies, supports bona fide University activities,
and does not provide any direct or indirect personal benefit. | also certify that these expenses incurred were
reasonable and necessary in the performance of official duties, and have not sought payment of these expenditures

from any other source
| Accept & Submit | Cancel

Creating a Recurring Invoice

You can convert any invoice (submitted or unsubmitted) into a recurring invoice. You can use

this feature for any type of recurring goods or services that you receive, such as a monthly bills
for subscription services.

To create a recurring invoice
1. Onthe SAP Concur home page, from the menu bar, click Invoice.
2. From the Invoice Manager submenu, change the View to All My Invoices.

SAP Concur [C] | Iwoice  Approvals  App Center

Prafile &

Alert Wiy Datet Vendor Name Invoice Number Invoice Date Total Last Comment With User Since
Recuring Invoices 1132 Cafe & Catering TestAlairt 26/2020 0872672020 $25,000.00 est

3. Click the Name of the invoice that you want to convert to a recurring invoice.
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Search View: All My Invoices w

Action Due
Alert  Image Involce Name Vendor Name Involce Number  Invoice Date  Approval Status Date Payment Status  Total Last Comment With User Since

On the Invoice page, click the Actions dropdown menu, and then select Create
Recurring Invoice.

woice Manager  Create New Invoice

ABC event catering order

Upload Image . - n

INVOICE =] iz,

After you create a recurring invoice, you can modify the payment schedule by clicking
Edit Recurring Invoice.

In the Recurring Invoice Details window, select the frequency for the recurring invoice
from the dropdown list.

Select when you want the recurring invoice to be due from the What day(s) of the
month is the payment for the recurring invoice due from the dropdown list.

Select the appropriate option for how to manage the invoice number, Blank out Invoice
Number will most likely be the most appropriate to avoid duplicate invoice number
warnings.

Select the Start and End dates for when this recurring request will be effective, and then
click Save.
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Recurring Invoice Details

What is the frequency of this recurring invoice?

I Monthly v

What day(s) of the month is the payment for this recurring invoice due?

IWO v

How should the Invoice Number be managed?

(™) Copy Invoice Number from current invoice

(7 Copy Invoice Number from current invoice, but add auto-incrementing value as a suffix(ex.
1234 becomes 1234-001, 1234-002, eic)

(@ Blank out Invoice Number

When is this recurring invoice effective?

Start: End:
I 07/01/2020 I 6/30/2022

Note: The recurring invoices will be created 14 days prior to their scheduled payment

due date
-] CanCEI

The system duplicates the recurring invoice, which appears on the Recurring Invoice
page.

9. To view the invoice, click the Invoice Manager submenu. Change the View select
Recurring Invoices.

You will see the new recurring invoice in the list. This duplication occurs on a regular
basis specified by the offset value (the default is 14 days prior to the payment date).

Help~

SAP Concur Invoice  Approvals  App Cenler

Profie ~ &

Invoica Manager  Create New Invoice

My Invoices

Alert  Image Invoice Name Vendor Name StartDate EndDate Previous Payment Date Next Payment Date Frequency Day Of Month Total

O Aec e ctemgorer

Sadesha Inc & Affites 0710172020 063012022 070172020 Manthly $82461

b

Displaying 1-1af 1

Submitting Student Aid Payment Requests

To submit student aid payments:
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1. Concur Invoice should only be used for issuing checks directly to students (e.g.
awards, grants, reimbursements, etc.). Please continue to use the UHF Payment
Request Form for Student Aid, located on our website.

2. Scholarships and Scholarship portions of Fellowships should still be processed
through Star Giving Tree or Banner as usual.

3. If you want a check to go to you and not the student, when choosing a Vendor ID,
please make sure you choose the vendor or create the vendor with the students
name with your department address — making sure to indicate the full address

4. If submitting multiple check requests for the same student and would like separate
checks issued, please make a note in the comments, otherwise one check will be
issued.

5. If you have any sensitive information regarding students or student aid, like WH-1’s
or international paperwork, please don’t upload them to Concur Invoice. Please
instead upload the documents to our secure file sharing site by using the following
link.

https://www.uhfoundation.org/student-aid-documents-upload

To split payments between Fall and Spring semesters:

1. Fill out the UHF Payment Request Form for Student Aid form as normal for a split
payment, making sure to fill in the total amount and checking the split payment option.

2. Once the invoice is inputted into Concur Invoice (see the Creating an Invoice from an
Existing Vendor section), make sure to put the Total Invoice amount as only the Fall
half of the scholarship.

Split Payment Test 8.17 Fall Payment [y

Actions * Details *
nvoice Image a0 x
Vendor Information « voice Details View Invoice [ TN -

Concur, Invoice Test
FR

PAYMENT INFORMATION
i

UHF Accour 1. 1€t Scholarship Account

1314 5 King $t Suite Split Payment Test 517

HONOLULU HI
28314 “Pleasa indicate below f for cost of attendance (e.g. lition, etc.
‘costs of attendance, payment s paid thiough student Banner account. For researt
Vendor Code: V070089 Shipping (Fiscal use only)
Address Code: PR

000 Paymant !+a, (spi payment; Fal & Sprng) - Fai Only }s,,m, oy ) Summer omy
Currency: USD-US, Dollar . APPLICANT ‘

Request Total Service Fiscal Year ho

Olegario anya Ms.
Sav Tast First W1 TS
Change - -

m Distribute = ST Amount Remaining 1o be ltemized: 50.00

[ Ne. Expense Type Line Description Quantity Unit Price Total
(= 4517 - Student Grants Test Spit Payment 1 55,000.00 55.000.00

Account Code Distribution Code Percentage. Net Amount Gross Amaunt
4517 [System Defoul 12001452-ENGN-MA-005-EMORIOKA- 100, 55,000.00 55,000 00
CMATSUZA-GEN

3. When inputting the Invoice Name and Invoice Number, make sure to follow the
name/number by putting in “Fall Payment.”
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Split Payment Test 8.17 Fall Payment [ somiinoes |

Actions *  Details *

. Invoice Image a0 x
Vendor Information «| Invoice Details View Invoice [] TOURGRTION -

c Invoice Test
Gomeur Invoice Tes PAYMENT INFORMATION
UHF Account # 12

~Academic Year: 20"

Invoice Name.

| Spit Payment Test 8 17 Fall Paymes |

Policy .
- Twe: 1@st Scholarship Account
21 Total Award $10.000 1 scholarship O Fellowship* = Granl
O Award =
*Please indicale beiow i for cost of atiendance (¢.g. Wition, bocks, fees, etz or research related costs toward degree. For
costs of attendance. payment is paid thraugh student Banner account. For research, UHF will process a chesk lo student

1314 5 King St Suite B

Reimbursement

HONOLULUHI
96314

Vendor Code: V070089
Address Code: PR

Business Purpose Invoice Number ty,

| Split Payment Test 8.17 | I Soit Payment Test 817 Fall Paymer | Payment EYear (spit payment Fall & Sprng)  CIFallOnly O SpringOnly [l Summer Oniy
Gurrency: USD-US, Dollar . T
i Name: Olegario Tanya Ms.
Tast PRl WL WIS >

e cre | ([

ation Summary

istribute * Show Distributions. Ameunt Remaining fo be liemized: 50.00
O Mo | | | |Expensetype Line Description Quantity Unit Price Total
O 4517 - Student Grants Test Spiit Payment 1 $5.000.00 $5.000 00
Account Code Distribution Code Percentage MNet Amount Gross Amount.
4517 [Sy n Default] 12001452-ENGN-MA-005-EMORIOKA- 100 §5.000.00 $5.000.00
4. Next, copy the invoice. See the Copying an Invoice section.
Search View: All My Invoices w
[Vendorhame  ~ | [Begins with | [ ]
= o
Last
=] Alert Image Invoice Name Vendor Name Invoice Number Invoice Date Approval Status Action Due Date  Payment Status ~ Total Comment With User Since
D Split Payment Test 8.17 Concur, Inveice Test Spiit Payment Test 8.17 08/17/2020 Sent Back To Not Paid $5.000.00 use for testing
Spring Payment Spring Payment Employee
Test, Inv1-UHF

5. An error will be displayed indicating that you have the same invoice humber. Change
Invoice Name and Invoice Number ending from “Fall Payment” to “Spring
Payment” and re-upload the backup documents, and Submit the invoice.

‘Status: Not Submitted

Invoice
Copy of (Split Payment Test 8.17 Fall Payment) =

Actions Details ~ Hide Exceptions
Exceptions x
& Invoice This is a duplicate invoice number, please research before processing.

. Invoice Image a0

Vendor Information «| Invoice Details View Invoice [

£ gneur, Inveice Test Policy Inveice Hame Auto Approve (Fiscal use only) ] . .

. ™ Invoice Image Not Available
19145 King 51 Suie 5 est UHF Invo) | | [[cony orison payment Tests.17 ra | | o [v]

HONOLULUHI Business Purposs Invoice Number bz PO Humber lyz There is currently no invoice image available. Try again in a
96814 | Spiit Payment Test 8.17 || [[sp Payment Test 517 Fail paymen| | | | few minutes.
Xﬁﬂ‘.’:;’fé’gf;;"iﬁ”m Invoice Date. 2nd Ref (16 Characters Max) 2 Gheck Description (will print on check. If significant time has elapsed, there may have been an
) o = | stub) - error during the upload. The invoice image should be
Currency: USD-US. Dollar uploaded again. If the issue persists, review the Help for
Change this feature, or contact your Application administrator.

ation Summary
e e —— Amourt Remaning o bolomize. 50,0

[] N | Expense Type Line Description Quantity Unit Price. Total
o1 4517 - Student Grants Test Spiit Payment 1 55.000.00 5500000 ~
Account Code Distribution Code Percentage Net Amount Gross Amount| +
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Invoice

1314 5 King St Suite B

HONOLULU HI
96814

Auto Approve (Fiseal use only)

Split Payment Test 8.17 Spring Payment

Actions ¥ Details »
nvoice Image a0 x
Vendor Information « nvoice Details View Invoice [
Concur, Invoice Test
PR Policy

PAYMENT REQUEST FORM FOR STUDENT AID RECIPIENTS
Not jerod

for services rende

|ne

‘Vendor Code: V070059
Address Cade: PR

Invoice Humber o

Allows two weeks for processing*

PO Humber o

| Split Payment Test & 17 Spring Payr |

Currency: USD-US, Dollar

Tite: Test Scholarship Account

Account Code

T 2nd Ref (16 Characters Max) =
Involee Date . Ld 2020-2021 youmi awara 510000 1 cholarsnip OFelowship = Grant
[osn17r2020 = | - o 1 Reimbursement
e e below i for cost of aitendance (e.g. tition . elc) o research relaed costs foward degres. For
corts of attandance, payment i paid through student Baner account. For esearch, UHF will process 3 check 1 studant.
iew — .
temization Summary ¥
m Distribute + . Amount Remaining fo be ltemized: $0.00
O No. | | | |Expenserype Line Description Quantity Unit Price Total
K 4517 - Student Grants Test Spiit Payment 1 55.000.00 5500000
Percentag Nt Amoun Gross Amount] +

3
3

6. The approver will be notified of the pending approval. The Fall and Spring payments
will be clearly indicated on their Approvals Home page.

SAP Concur E Invoice Approvals App Center .
Profile ~
-
Approvals Home Invoices
Invoices
Invoice Name Employee Name Submit Date » Invoice Date Total
Split Payment Test 8.17 Fall Payment Test, Inv1-UHF 05/18/2020 08/17/2020 §5,000.00
Split Payment Test 8.17 Spring Payment Test, Inv1-UHF 081812020 08/17/2020 $5,000.00

Copying an Invoice

You can make a copy of an existing invoice to help minimize entry.

To copy an invoice

1. Onthe SAP Concur home page, from the menu bar, click Invoice.

From the Invoice Manager submenu, change the View to All My Invoices and locate
the invoice you want to copy.
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Help~

SAP Concur [G]  Invoios  Approvals  App Center

Profile ~ &

Invoico Manager  Create New Invoics

My Invoices

Search | View: Unsubmitted Invoices w

oemrims v] [Gegreean « oo x o

Alert Image Invoice Name Vendor Name Invaice Number Invoice Date Total Last Comment. With User Since
D eSS — Sodeha I & Asates vz ovovauz0 sazuen Prsese ko themsing supporng
D B ovent catong o oo I & Aletes a0 sw2461

Displaying 1- 2 of 2 | Download as Excel

2. Check the box next to the invoice that you want to copy and click Copy.

Help~

SAP Concur [G] | Inwice  Approvals  App Center

Profile ~ &

Invoice Manager  Create New Invoice

My Invoices

Search View: Unsubmitted Invoices »

nvoics Mame v | | Begns with ~

ABC
T T T T s

) = o

S| At image  Invoice Name Vendor Name Involce Number Involce Date Total Last Comment With User Since
] ABC wvent calering order Soduxho Inc & Aliliales xvzizs 010172020 §82461 Plemse upload the missing supparting
documentaton
D ABC event caterng order Sodexno Ine & Aflistes 010172020 $a2461

. Displaying 1 - 2 of 2 | Download as Excel

3. Update the Invoice Details of the copied invoice as necessary. Note that there may
be a duplicate invoice number warning, be sure to update the Invoice Number for
the new instance of the invoice, and then click Save.

Invoice Status: Not Submiied

Copy of (ABC event catering order) St i

Actions - Details - dids Excaptions

Exceptions x

A Ivoice This 15 8 dupkcata Invoios number, prease ressarch bafors processing.

TEnaor Tar maton T e s e =t

Sodexha Inc & Affilistes )
b~ Policy invoice Name

Fp—— Invoice Image Not Available

AL Auto Approve (Fiscal use only There is currently no invoice image available. Try again in & few minutes.
2 for ABG event held on 1

1f significant time has elapsed, there may have been an error during the upload. The invaice
PO Numiver by 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, click the Print button, then choase the Fax Caver Page option.

Print the cover page, then fax it and the applicable document to the fax numbaer printed on the

r— | 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.

o (16 Characters Max) 7

lescription {wil print on check -

\ Save

5 o
No. Expense Type Line Description Quantity Unit Price Total
1 4503 - Pratocol Assoned pastries 150 $3.25 §487 50
Account Cade Distribution Code Percentage Met Amount Gross Amount
z ® 4503 - Protosol Coftee: 4 700 30000

4. Upload an image of the new invoice, receipt(s) and any necessary supporting
documentation by going to Actions then select Upload Image. When uploading a
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copy of a paper receipt, please write "Submitted to UHF on <date>" on the paper
receipt before scanning.

5. Submit the invoice.

Approving an Invoice

As an Invoice approver, you can review an invoice sent to you, and then:
e Approve the invoice.
e Attach additional receipt images or documentation to the invoice.

e Send an invoice back to the employee to modify, and then resubmit the invoice.

To approve an invoice

1. Onthe SAP Concur home page, in the My Tasks section, click the Required
Approvals heading or click on the specific invoice listed in that section.

You can also click the Approvals tab at the top of the home page.

SAP Concur Invoice Approvals App Center i @
-
.,‘;,JF’,';_.‘X‘ UNIVERSITY of HAWAI'l
%7/ FOUNDATION + 02 00
Invoice Required Invoices
Hello, InvCOA1 Approvals
COMPANY NOTES
Deployment Toolkit

You can access the deployment toolkit using this link.

Concur Invoice Training Toolkit

This link will provide information to utilise the Concur Invoice System.

MY TASKS

m Required Approvals - m Invoices =>

Invi-UHF T. | ABC event catering order You currently have no active invoices.
$824.61 — Invoice

Invi-UHF T. | Paul - TEST WF TIME OUT
$100.00 — Invoice

AP SAP Concur
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2. Onthe Approvals page, double click on the invoice row to open the invoice. After
reviewing the invoice details and uploaded documentation, you can Send Back or
Approve invoices.

Help~
SAP Concur Invoice Approvals App Center 'Y
Profile ~
-

Approvals Home Invoices
Invoices

Invoice Name Employee Name Submit Date Invoice Date Total
ABC event catering order Test, Inv1-UHF 06/2712020 01/01/2020 5824 61
Paul - TEST WF TIME OUT Test, Invi-UHF 061612020 G6/08/2020 $100 00

3. To review the details of the invoice, double-click the appropriate invoice, review it for
accuracy, and then click Approve. If the total for any account being expensed for the
invoice is $3000 or greater, the invoice will be automatically routed to the second
approver.

ABC event catering order

Sodexho Inc & Affliates.

eld or ] e
INVOICE B

— DATE INVOICE NO Sodexho lno & Attiates

o 8 it i e 1/1/2020 XYZ123 1351 Cat Yt Feowc

Honolulu, HI 96822

4. To send back an invoice for additional information or correction, double-click the
appropriate invoice, and then click Send Back.

Invoice Status: Pending Cost Object Approva
ABC event catering order
o —
s INVOICE ml Lo%°
PO Number 7 = Name
Check Description (will prnt on check DATE INVOICE NO Sodexho Inc & Affiliates
e TP~ s e 1112020 xvz123 ook MOREZZ

Enter your comment detailing the additional information or correction necessary. Click
OK to submit the comment to the requestor.
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Send Back Invoice

Add a comment to explain why you are returning the invoice. Then click OK to return the
invoice to the employee.

Comment

| Please upload the missing supporting documentation

Comment History
Date ¥ Entered By Comment Text

06/24/2020 Test Inv1-UHF Some additional
information

Cancel

Correcting an Invoice

Invoice approvers have the ability to request additional information or corrections to an invoice
by using the Send Back feature.

When an invoice is sent back to you for further action before approvals can be gained, the
invoice becomes unsubmitted again and is in status Sent Back To Employee.

To provide additional information or correct a Sent Back invoice

1. View invoices sent back on the Invoice Manager page, in the Unsubmitted
Invoices view. The comment of the approver who Sent Back the invoice will be
displayed under the Last Comment column. Click on the Invoice Name to open the
invoice.

SAPConcur [€] | ks Approwais

My Invoices

Total Last Comment With User Since

2. Onthe Invoice page, go to Details then Comments to view the comments
indicating the additional information or corrections needed for approval.

ABC event catering order

a5 x

= INVOICE ] fd

Name




3. Review the comments entered by the approver who Sent Back the invoice in the
Comment History. Click Close when done.

Comment History x

Date * Entered By Comment Text

08/26/2020 Test, IvCOA1 Please upioad the missing
supporting documentation

08/24/2020 Test, Inv1-UKF Some additional information.

Close.

4. Once the necessary additional information or corrections to the invoice are
completed, submit the invoice again for processing by clicking Submit Invoice.

ABC event catering order

Viewing Invoice Status

Invoice owners can view the Approval Status and Payment Status of invoices that they have
submitted.

To view the status of an invoice

1. Onthe SAP Concur home page, from the menu bar, click Invoice.

From the Invoice Manager submenu, change the View to All My Invoices.

Image  Invoics Name Vondor Nama invaice Number Invoice Date Approval Statuss Astion Dus Date Payment Status. Totas Last Comment Wi User Since

2. Alist of all invoices that belong to the invoice owner will be displayed. The Approval
Status indicates the current workflow step of an invoice.
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Approval Status

Description

Not Submitted

The invoice has not been submitted.

Pending Approval /
Pending Cost Object
Approval

The invoice is awaiting one or more approvals. The name
of the current approver will be listed under the approval
status.

Vendor Approval

The vendor on the invoice is awaiting review by the UH
Foundation Fiscal department.

Accounting Review

The invoice is awaiting approval by the UH Foundation
Fiscal department.

Sent Back To Employee

The invoice has been sent back to the invoice owner.

Approved

The invoice has been fully approved.

3. The Payment Status of all invoices is also listed.

«|
D
. N —
[l
Payment Status Description

Not Paid / Processed by
UHF

The invoice has not been paid.

Pending Payment

A payment demand has been generated and payment will
be issued shortly.

Paid Payment has been issued.
NOTE: The pay cycle time is 4 days for ACH in the US
and 3-5 days for checks.

Voided The payment (check or ACH payment) has been voided.
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Viewing Approved Invoices

Invoice approvers can view invoices that they have previously approved.
To view previously-approved invoices

1. Onthe SAP Concur home page, from the menu bar, click Approvals and then click
on Invoices.

From the Invoices submenu, change the View to All Invoices.

Help~
SAP Concur [CG]  Invoice  Approvals  App Center ®
Profile -
-
Approvals Homa
Invoice List
Search: Employee Last Name ~ | Begins with v Q
[| @_Invoices Pending your Approval Last Comment Approval Status Action Due Date | Invoice Date » Submit Date Total | Has Alloca... | Vendor Name Invoice Number
[ h20 Pending Cost Object Appraval 0612712020 07/03/2020 510.00 Yes Sodexno Inc &A... Test Allair 6/2772..
Cost Object.
Invoices you Approved last Month  |e prepai
[ Invoices you Approved this Quarter Pending Cost Object Approval 0710172020 0710712020 5238.00 Mo ADUO Interstate... 1256
Cest Object.
Invoices you Approved last Quarter
[ Test Invi-UHF Interstate Test Pending Cost Object Approval 07/01/2020 0710812020 $100.00 Ves AOUO Interstate... 12345
Cost Obect.
2 - Persanal Mieage/Parking, 2105 - Medicsl Kaiser
[] Test, Invi-UHF Christine reimb Pending Cost Object Appraval 0710212020 0710212020 $100.00 No Koo, Christine K 07022020
Gost Obect.

NOTE: Invoices that have been sent back to the invoice owner will not be displayed.

Recalling a Submitted Invoice

If at any time after you Submit an invoice you need to stop approvals or stop payment, for
example, if you notice something needs to be corrected, you can Recall the invoice.

Invoices can be recalled up until they have an Approval Status of Approved, meaning that the
payment process for that invoice is already underway.

To recall a submitted invoice

2. Onthe SAP Concur home page, from the menu bar, click Invoice.

From the Invoice Manager submenu, change the View to All My Invoices and locate
the invoice you want to recall.
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3. Click on the Invoice Name of the invoice you want to recall to open it.

4. On the Invoice page, go to Actions and click Recall.

INVOICE @l Logo

Name

5. Click Yes to confirm that you would like to recall the invoice.

Recall Invoice

Are you sure you want to recall this
invoice?

6. The invoice will be placed back into the Not Submitted status.

7. Make any necessary corrections and resubmit the invoice.

Requesting a New Vendor

If the vendor for your payment request is not located within the system, you can submit a new
vendor request.

To request a new vendor

1. Onthe Invoice tab, click Create New Invoice.

2. Onthe Create New Invoice page, click Request New Vendor.
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SAPConcur [C] | meice  Appoals  AppCente

Create New Invoice

3. Under General Vendor Information, complete the required fields (indicated with a red
bar), and then click OK.

Request New Vendor
Actions »
General Vendor Information
Vendor Name Vendor Type Care of Approved Vendor
b
Remit Address 3 (does not print on Invoice Remit Address 4 (does not print on Invoice
Remit Address 1 Remit Address 2 Pay checks) Pay checks)
City State/Province PostalZip Code Country
| | | l Select one v
Currency Contact First Name Contact Last Name Contact Email
v
Telephone Number
£ >
Cancel Apply

The Foundation requires an IRS W-9 form for all new vendors and individuals who are
non-UH employees when payment is requested. This is to comply with federal reporting
guidelines.

Please upload documents to our secure file sharing site:
https://www.uhfoundation.org/payment-request-documents-upload

Enrolling a Vendor to Receive ACH Payments

Vendors may complete the ACH authorization form to set up ACH payments. University of
Hawai‘i faculty, staff, and students with domestic (U.S.) bank accounts are also eligible to enroll
with ACH.

Complete the Authorization Agreement for Direct Deposits Via ACH (ACH Credits) form to
request payment of expense reimbursements (for UH Foundation and UH/RCUH employees)
and vendor invoices by ACH method. Please allow approximately one week for the account
to be setup and activated before the first ACH payment request is submitted.
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Assigning a Delegate

You can add Invoice Delegates to act on their behalf, defining specific tasks that the delegate
can complete.

To assign a delegate:

1. Inthe top navigation bar, click on Profile and select Profile Settings.

SAP Concur [C] | iwoice | Approvals  App Center

Profile Settings || Sign Out

Invoice Manzger  Create New Invoice ‘ INVCOA1 Test

My Invoices

2. On the Invoice Delegates page, click on Add Delegate.

Help =
SAP Concur E Invoice Approvals App Center .
Profile
-
Profile Personal Information Change Password System Settings Concur Mobile Registration
Ve rmation -
oL e Invoice Delegates
Personal Information
Company Information ‘Add Delegate @
Contact Information
Email Addresses Delegates are employees who are allowed to perform work on behalf of other employees.
nvoice Settings [0 mName Can Prepare Can Submit  Can View Images Receives Emails Can Approve Can Approve Temporary Receives Approval Emails
Invoice Information
Invoice Delegates No records found.
Invoice Preferences
Invaice Approvers

3. A search box will appear. Search for the employee to assign as a delegate using
their name or email address. Click on the appropriate employee and then Add.

Invoice Delegates
E3Ee0

Delegates are employees who are allowed to perform work on behalf of other employees.

Search by employee name, email address, employee id or login id

inv Cancel

invi@uhfoundation.org - Inv1-UHF Test
WFRequestor@uhfoundation org w Images Receives Emails Can Approve Can Approve Temporary Receives Approval Emails
1 Employee 1D: inv1 I
Legon ID: inv1@uhfoundation.org No records found.

| inv2@uhfoundation.org - Inv2-UHF Test -
WFDelegate1@uhfoundation.org
Employee 1D: inv2
Legon ID: inv2@uhfoundation.org

4. Select the tasks the delegate can complete on your behalf.
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Invoice Delegates

vt | e [ o
Delegates are employees who are allowed fo perform work on behalf of other employees.

. Can Can Can View Receives Can Receives Approval
[l Name Prepare Submit Images Emails Approve Can Approve Temporary Emails

M Test, Inv1-UHF o " " ) M oaimdm "

- '\-'\-'FR’equesmr@uhfcundaiiun arg o o g ] = | 06/01/2020 /]

(7 0s30/2020
Delegate Option Description

Can Prepare

The delegate can create invoices on your behalf.

Can Submit

The delegate can submit invoices on your behalf.

NOTE: If you do not allow the delegate to submit, you receive
an email notification when the delegate has completed the
invoice and it is ready for submission.

Can View Receipts

The delegate can view receipt images on your behalf.

Receives Emails

The delegate receives a copy of each Invoice-related email
that you receive, except for approval emails.

Can Approve

The delegate can approve invoices on your behalf, without
date constraints.

Can Approve
Temporary

The delegate can approve invoices on your behalf but only
for the specified period. If you select this option, you must
also select beginning and ending date.

Receives Approval
Emails

The delegate receives a copy of each Invoice-approval-
related email that you receive.

NOTE: The delegate cannot approve or reject the invoice via
email.

5. Save the Invoice Delegate entry.

6. To Edit an Invoice Delegate entry, edit the delegate options for the entry you wish

to edit. Click Save.

Invoice Delegates

T e

Delegates are employees who are allowed to perform work on behalf of other employees.

Can
Prepare

| Name

Test, Invi-UHF
WFRequestor@uhfoundaficn.org

Receives Can
Emails Approve

Receives Approval
Emails

Can Can View
Submit Images

O

Can Approve Temporary

[F06/01/2020
[ 06/30/2020

7. To Delete an Invoice Delegate entry, check the box of the entry you wish to delete.

Click Delete.
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Invoice Delegates

Cocsimee [ sve ] o |

Delegates are employees who are allowed to perform work on behalf of other employees.

Can Can Can View Receives Can Receives Approval
D Name Prepare Submit Images Emails Approve Can Approve Temporary Emails

Test, Invi-UHF O [Fosin1/2020

WFRequestor@uhfoundation_org
[ osra0/2020

Acting as a Delegate

To perform delegate duties:

1. Inthe top navigation bar, click on Profile and select the user to perform duties on
behalf of in the Acting as other user section. This section only appears if you have
been assigned delegate options by another user. Clicking into the Search by name
or ID field will display all the users who have add you as a delegate.

SAP Concur E Invoice Approvals App Center . [}
’rofile
-

(GBS UNIVERSITY of HAWAT' Inv1-UHF Test

&/ FOUNDATION
- Profile Settings Sign Out
Hello, Inv1-UHF
=/ Acting as other user @
COMPANY NOTES e
Q
Deployment Toalkit Test, InvCOA1
WFAA1@uhfoundation.org (Email)

You can access the deployment toolkit using this link.
—| Employee ID: invcoal =
Logon ID: inveoa@uhfoundation org

Concur Invoice Training Toolkit

Thic liol will ") toutilica the O

2. Select the user by clicking on the user information row. Click on Start Session.

Help~

SAP Concur Ioice  Approvals  App Center - o
rofile ~
-

Inv1-UHF Test

(0B UNIVERSITY of HAWAL
M FOUNDATION
' H. T UHE Profile Settings Sign Out
ello, Invi-
COMPANY NOTES /3 Acting as other user @
Test, IvCOA Q

Deployment Toolkit Cancel

You can access the deployment toolkit using this link.

3. Acting as user name will appear in the navigation bar. You will now be able to
complete tasks delegated to you on behalf of the user.
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UNIVERSITY of HAWAI'T

FOUNDATION
Test, InvCOA1

Help~

Acting as .‘
Test, INCOAT ~ &a®

+ 00 00

Invoice Required Invoices
Approvals

4. When are done acting on behalf of the user, click on Acting as user name in the
navigation bar and Sign Out or click Done acting for others.

SAP Concur Ivoice  Approvals

Help~
Acting as .

)
Test, INCOAT ~ Ga®

UNIVERSITY of HAWAI'L 9 Currently acting as

FOUNDATION &’ Test, InvCOA1

Test, InvCOA1

Deployment Toolkit
You can access the deployment toolkit using this link.

Concur Invoice Training Toolkit

This link will provide information to utilise the Concur Invoice System.

COMPANY NOTES /3 Acting as other user @

Cancel

Done acting for others

Email Notifications

SAP Concur sends out several system-generated email notifications. These email notifications
will come from email addresses AutoNotifications@concursolutions.com or

EmailService@concursolutions.com.

Email Description

Email Recipient

Inform invoice owner that an invoice has been assigned to them

Invoice Owner

Notification that the invoice was returned (sent back) for additional
information or corrections

Invoice Submitter

Notification that the invoice has reached the UH Foundation Fiscal
department for processing

Invoice Submitter

Notification that the invoice has been paid

Invoice Submitter

Notification that the invoice has been voided

Invoice Submitter

Notification to an approver that an invoice has been sent to them for
approval

Invoice Approver

Invoice Payment Turnaround Time

The pay cycle time is 4 business days for ACH in the US and 3-5 business days for checks.

Checks are issued and sent every weekday via the US Postal Service. Delivery times may vary

due to holidays.
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Questions?

If you have any questions, email ConcurSupport@uhfoundation.org.
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