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elnvoice Topics

» Introductions
» Why we are here

» Payment Requests (formerly Direct Pays)
» Payment Requests with Purchase Orders
» Timeline

» Demo

» Questions




Implementation Team

» [am my Walters (Accounts Payable, Pcard, Travel and
Expense Manager)

Karen Gdula (Accounts Payable Coordinator)
Travis Temeyer (Director of Purchasing)

Ken AdKins (Director of Business System Support)
Doris Celian (Controller)

Russ Blanton (Information Tech Analyst, SR)
Drew Daniels BsA)
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Project Overview

» Payment card is still the preferred purchasing
method

» Reduce Paper

» Ability to Track Invoices

» Comments Remain with Invoice
» Eliminates Redundant Data Entry

» Banner Remains System of Record

» Uses Same Concur Functionality as Expense



Presenter
Presentation Notes
Reduce paper floating around the University
Includes reduction of Data Entry for Users (no more filling out Direct Pay Forms) and for back office staff to reenter the data
Easier to find and retains images of invoices and backup in Concur
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What is Changing

» NO MORE DIRECT PAYS

» Payment Requests are populated in Concur when an
invoice is emailed or uploaded

» Able to attach supporting documentation to a Payment
Request

» The ability to track your Payment Request electronically

» Comments can be added on the Payment Request that
others can see (ie; Approver, Accounts Payable)

» Able to view all previous Payment Requests you have
submitted or approved
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Comments can be used �- inside your department 
For approver 
For Accounts Payable 
Within Accounts Payable 

Payment Requests will be use for Student direct expense reimbursements also ie; reimbursement for travel costs.  Must include all pertinent receipts.


First Steps...

» Have invoices emailed into Concur:

emichinvoicecapture@concursolutions.com

- By the vendor
- By the departmental representative

» Invoice should include “Attention To”

» Include all back-up (redact any “invoice” that is
used as backup and not the actual invoice you are
attempting to pay)

OR

» Invoices may be uploaded into Concur directly
(manual input of data elements)
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If any of your backup is an invoice, please redact any reference to the word invoice on the backup.




Payment Request (formerly Direct Pay)

» If emailed to Concur;

> Verity Invoice #, Invoice Amount, Invoice Date and the Address
o Pay attention to any Exceptions

- Re-allocate FOAP if necessary

o Submit for Approval

» If Uploaded to Concur;

- Choose your Vendor

> Input Request Name, Invoice#, Invoice Rec’d Date, Invoice Date,
and Invoice Amount

o Pay attention to any Exceptions
- Re-allocate FOAP if necessary

> Submit for Approval
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Your emailed invoice information is being populated by Optical Character Recognition or OCR.  There are employees who look to verify the correctness of the OCR but it’s not 100% accurate.



If uploaded all items that are required are denoted with a red line, watch your Vendors address



Concur Payment Requests
(Purchase Orders)

» Requisitions are Still Completed in Banner (no change)
» Active PO’s will be loaded into Concur

» Invoices that are able to be matched to a Purchase
Order will create a Payment Request.

» To complete the PO Payment Request

- Commodity line must be matched

- Reallocate FOAP (only if prompted due to PO being a
Blanket)

o Attach any supporting documentation (if necessary)
» Submit Payment Request for approval




Concur Payment Requests

(Pu rchase Orde I‘S) continued

For PO’s with multiple FOAPS:

» New best practice is to create one commodity line
for each FOAP line

» This allows you to pay on only one FOAP line when
needed




Routing for Payment

elnvoice Approval Workflow Very Similar to Expense
Approval Workflow

Payment Request (formerly Direct Pay)

Default Approver COA (if needed) Accounts Payable

Purchase Order Approval Workflow

Accounts Payable Processing (normal circumstances)

Wednesday Concur Friday Upload to Tuesday Payment
Download Banner
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Not Normal Circumstances;
System hiccups
Snow days
Holidays

Purchase Orders skips the Approver because the requisition had already been through the approval process in Banner before the PO was created.




Timeline...

» Information Sessions

o October 24th, 26th, and 30th
- November 2nd

» Concur Labs (Hands on Help but Bring Your Work)

- Held every week in Halle Library
- November Dates 2nd, 6th, 15th and 28,

- See Accounts Payable Website for Additional Dates and to
reserve a space.

- https://www.emich.edu/controller/payable/appaymentcard.php

» No longer Accepting Paper Invoices or Direct Pays
o ° January 2, 2019



Presenter
Presentation Notes
Concur Labs are not an instructor led training.  We work with you to help you process your invoices and expense reports.


Administration - Help ~

SAP Concur Requests Expense Invoice App Center o
-

Profile

My Requests Create New Request

Yayment Request List

Jnsubmitted Requests

search: Hequest Name ?‘ Beqins with ?‘ ‘ Q‘
: Reguest Name ‘ Vendor Name ‘ Invoice Nu... | Inveice Date | Approval Status ‘ Payment ... ‘ Total ‘ Last Comment With User ... ‘
| 808 Security LLC (SOSSE... 508 Security LLC 0138053 03/03/2018 Mot Submitted - Mot Paid =1,043.00 05/15/2018
Danieds, Andrea...
ﬂ Matched to Purchase Order
Expense Type(s): Secunty Services (3328)
: ....... C.u mm gnwealth.qssmmtes ....... -E.u mm ﬂnwealth.qssm| ......... ['.1]5 :3|:|51 ..................... |:|4,-'|:|3,-'2|:|1E .......... H mE..uh rn|t|:ed- ............. Hgtpmd ................ EETEGG .............................................................................. |:|5,-'15,-'2|:|1E .....
Daniels, Andre...
ﬂ Matched to Purchase Order
Expense Type(s): Undefined
: ....... Hmamsﬂlungr*-r’psnann{l{l ........ H|wan|s-[1|ubﬂf‘1"|:|s|lant| .......... 4 mznm-p:: ......... |:|4,-'E1,f2|:|1ﬁ .......... H .:.tE.ul::.rnnte.:l- ............. Hgtpm.:l ................ Emnﬂﬂ .............................................................................. DEJEE.-'EmE .....
Danieds, Andrea...
ﬂ Matched to Purchase Order
Expense Type(s): Undefined
: ....... E-. mdeﬂmﬂemcﬂlm{G ........ E-. mdeﬂmﬂemmlm ......... 15435252& .............. |:|5,-'E1,f2|:|1E| .......... H mE.uhrmmed- ............. |"-.|-|::|'|:F'.E_||j .................... $4 519 .............................................................................. [15,-'15,-'2|:|1E| .....
Daniels, Andre...
Expense Type(s): Undefined
— Engmaanng{}unsu Itam ....................... vms htEHEWEnngE”ng ............ 123455? .................... |:|5,-'E 1 ,fﬂmﬂ .......... H .:.tE.uh rn|t|:e.:j- ............. I"-.|-|::|1:Paj|::| ............ 52 Sﬂﬂﬂﬂ ...............................................................................................................

Daniels, Andra. ..

Expense Type(s): Consuitants Individuals (3775)




Demo

Administration - Help

SAP Concur Requests Expense Invoice App Center ®

Profile
-

My Requests Create New Request

Payment Heguest status: Not Submitted
Kiwanis Club of Ypsilanti(KIWCLU)-4212018-KIW-I...
Actions - Details Hide Exceptions
Exceptions x

& Fayment Hequest This payment request has a payment due date in the past.

Payment Request || Purchase Order || @ Matching Summary

Vendor Information « Invoice Details View Invoice [ ]
Khwanis Ui of Ypeiamnt! Fayment Heqguest Type Request Name
318 Senate “EMU-PO Policy ' ‘ I Kiwanis Club of YpsilantifKIWCLL) - ‘
Ypsilant, M| —
48197 Hequest Description Invoice Number
Vendor Code: KIWCLU | |l a212018-KIW-INV |
Itemization Summary ¥
Add Item Distribute - | Show Distributions | Amount Remaining to be ltemized: $0.00
MNo. ‘ ‘ ‘ ‘ Expense Type ‘ Ccommodity Desc... CQuantity ‘ LUInit Price Total
1 Lndefined 2018 April Comme... 2 ade 0.0 =640.00
Account Code Distribution Code Fercentage MNet Amount (Gross Amount
Non Travel Related 00-0OF-255-455A-4558- 100 S540.00 =640.00
23305-53300-126150-
AOST55-90

“ Back to List Previous Hequest Eequest 3 of 5 NMext Request



Questions’
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