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Introduction

Purpose

Use this guide to upload and manage invoice images in Concur utilizing the Invoice Capture
process. This process allows you to import invoice documentation automating key steps to
transfer invoice information into the Concur system, so it is available for invoice processing,
review, and submission.

The examples in this guide reference the standard Concur Invoice Image Capture process for
processors, but the same steps generally apply across transactions with similar image capture
functionality.

When to Use this Guide

Use this guide when you need to:

* Process an invoice in Concur’s invoice capturing service manually
* Upload a new invoice image into Concur

 Verify the extracted invoice data

» Submit the invoice for processing

Before You Begin

This process is only to be performed by internal state employees designated as invoice
processors when an invoice needs to be processed and verified sooner than the 72 hours
Concurs external automated invoice capture service has to process the invoice.

Before starting this procedure, make sure you have the invoice file saved and ready to attach to
an email and have access to SAP Concur. Follow the steps below to email and process the
invoice for verification. After emailing the invoice, allow enough time for the document to upload
and appear in the All-Batches screen before continuing. The recommendation is to send the
invoice the day before you intend to process to minimize delays.

Once the invoice is available in Invoice Image Capture, you are ready to continue with the
remainder of the process.
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Import the Invoice to Concur via Email

Before beginning the Image Capture process within Concur, the Invoice must be sent to Concur
via Email to Import the Data.
1. Send the Invoice to Concur.

a. Open Outlook and Create a New Email.

b. Inthe To field, enter the Concur Image Capture email address:
Stateofarkansas_invoice@concursolutions.com

Note: This email is only utilized by internal state employees when the Invoice will be
manually processed by the State of Arkansas. This occurs when an invoice needs to be
processed sooner than the 72-hours Concurs automated invoice capture service has to
process the invoice.

c. Attach the Invoice to the email.

+ Acceptable Attachment Types: .PDF, .TIF, .TIFF, .JPEG, .JPG, .PNG, .DOC,
.DOCX, .XLS, .XLSX, .EML

d. Click Send.

Note: Concur will send an emailed response when it receives the invoice.
"Invoice Capture email received®. Please allow time for the invoice to be received and
imported into Concur Image Capture before continuing.

-
& B 9 ¢ 7 | 5 untited - Message (HTML)
File  Message Insert Draw Options FormatText Review Help Acrobat Q Tell me what you want to do
U AttachFilev b 1 [4 signaturev = (D) ER [o =
> ‘ To ’ StateOfArkansas Invoice@concursolutions.com;
Send ‘ Cc ’ I
Subject

|m Directinvoice_TestingONLY.docx ‘.

a® 19ke
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Navigate to Concur Image Capture

2. Loginto Concur.

3. In the left sidebar, click the Invoice icon.

Hell 2 1vya
Januar, | 2026

Create Invoice
Generate supplier invoices for
products or services.

Create Request
Yn Start an approval request before

g travel or incurring an

Invoice Manager

Create Expense Report
(=) Begin an expense report to track
business related expenses.

Create New Invoice

Processor >

Invoice Capture
oncur Training Toolkit

Vendor Manager This link will provide information to utilise the Concur Expense System.

4. From the drop-down menu, select Invoice Capture.

= E: 7 Concur

= January 22, 2026

Create Invoice
Generate supplier invoices for
products or services.

Create Request

“» Start an approval request before

booking travel or incurring an
\

Create Expense Report
Begin an expense report to track
business related expenses.

0}

1>

Invoice

&> Invoice Manager
&> Create New Invoice

Processor >

ptes

V. N Invoice Capttga |
Concur Training Toolkit
Vendor Manager This link will provide information to utilise the Concur Expense System.
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Select Invoice Pages and Submit for Extraction

5. Locate your imported invoice in the table on the All Batches screen.

6. Click on Document Separation hyperlink in your invoice row to open it.

Batch List

Capture Batch List

All Batches

From Address: Received Date (From/T0): 01/15/2026 8  01/22/2026 B m
Status: v Subject:
Batch ID: To Address:
Task State: v Show Deleted Batch(es): [_)
Capture Type: v

~
L
ID}= From Address Received Datel... § Status ask State Document Count | Locked With Status Time Subject
§2781741 svemulapati@de... 01/22/2026 01:0...§ RECEIVED Documeny Separ... 1 01/22/2026 01:0...
3102775809 svemulapati@de... 01/22/2026 12:1... PROCESSED AN - 01/22/2026 125...
_| 3102775395 Rebecca.Rinehe... 01/22/2026 12:0... RECEIVED Verification 2 01/22/2026 12:1...
L_| 3102775392 Rebecca.Rinehe... 01/22/2026 12:0... RECEIVED Verification 1 01/22/2026 12:1... FW:
L 3102768482 Rebecca.Rinehe... 01/22/2026 11:0... REPROCESSED 1 01/22/2026 12:0... FW:
[ 3102768400 Rebecca.Rinehe... 01/22/2026 11:0... REPROCESSED 1 01/22/2026 12:1...
| 3102446201 nyaddulapalli@p... 01/19/2026 11:3... PROCESSED 1 01/19/2026 11:4... AP315 test Invoice
| 3102446199 nyaddulapalli@p... 01/19/2026 11:3... PROCESSED 1 01/19/2026 11:5... AP316

7. Confirm that all pages belonging to the invoices are present.
8. Click Select All Pages.
Note: Selected Pages will be highlighted in blue with a checkmark.

= EIconcur
") Batch List
Yn> (s e | ny | | ToAddress: StateOfArkansas_Invoice@concursolutions.com

344zyjx - Carahsoft Technology o

. 7

11209
a8 Corp. (fbo State of Arkansas) ‘

2 (£)3102781741~11209344zyjx~DSER

g e Setect At pages ]| Unseect Al Pages
a» (] Page 1 (1d:203) w“
(] Page 2 (1d:203)

&>
G>
%>
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9. Click Submit.

o Address: StateOfArkansas_Invoice@concursolutions.com Page(s) selected: 2, Attachment(s) affected: 1.

ge(s) right.

\
| Select All Pages ' Unssiect All Pages Rotate Clockwisa Ratate Countarclockwlsq;

10. When the Please Confirm pop-up appears asking whether you want to submit the current
changes for document separation, click Yes. This will navigate you back to the All-Batches

page.

Please Confirm

Are you sure you wish to submit the current changes for document
separation?
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It is possible it may take a few minutes for the Artificial Intelligence to extract the invoice data.
Processing time may vary based on document size.

11. Check the Task Status Column:

a. If Content Extraction appears, wait a few minutes and refresh the page when it
displays ‘Verification’ proceed to step 11b.

Task State Document Co... ‘ Locked With Status Time

Content Extraction 01/22/2026 01....

0112212026 12:..

T T
RECEIVED  Verffication 1 01/22/2026 12....
REPROCESSED R | T 01/22/2026 12:...
REPROCESSED il e £ 01/22/2026 12....
PROCESSED 1 01/19/2026 11:...
PROCESSED 1 01/19/2026 11:...
T e SRR

b.  When a Verification Hyperlink appears, click the hyperlink to continue.

e... 1 Status Task State Document Co... | Locked With

... RECEIVED Verification 1

12... RECEIVED Verification 2 01/22/2026
12... RECEIVED Verification 1 01/22/2026
11... REPROCESSED 1 01/22/2026
11:... REPROCESSED 1 01/22/2026
11:.. PROCESSED 1 01/19/2026
11:.. PROCESSED 1 01/19/2026
11:... PROCESSED 1 01/19/2026
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Verify Imported Information and Submit Invoice

Prior to submitting the Invoice, you must confirm the Vendor Information, Invoice Details, and
Itemization Summary sections on the Details screen are completely and accurately completed.
Incomplete or inaccurate fields will cause discrepancies in reporting.

= E5¥concur fal
@ Batch List
L’; » To Address: StateOfArkansas_lnvoice@c... From Address: svemulapati@deloitte.com Company Name: Carahsoft Technology ... m View Invoice Summary Open as PDF m E
«[l] Inveice Details ;J‘t Inveice_TestingONLY.deex : -
Vandor Infarmation - al e K ¢Page 1 of2> 3 | @ 100% v @ LR
a : Policy Name Invoice Number I ‘ £ L I —_— I e
No Vendor selected
I'ARK Invaice Policy v l 7894412
ﬂ % PO Number Invoice Date
( &
8 5 Change
v Instructions. =N Currency Tatal Invoice Amount (incl S&T) 1 OF A KI N D I NVOI
k4 T
- USD-US, Dollar v | 78.499.90 v
@> Default Instruction Text I I I N H 0 M E
" % CARE AND
%> Itemization Summary ¥ 7 MEDICA
Add Item J Amount Remaining o be ltemized: $99.92 BOSENS IVE KIE & ESE
[ No. | Lina Dascription | Unit of Ma...| *Custom 0...| Supplior Par... | *Quantity | * Unit Price| Total | N
01 AR b 1 0.00 0.00 BILL TO:
ARSIS INVOICE 7894412
[[] 2 Services Consultation Services 1 78,000.00  78,000.00 4321 Main # INVOICE anuary 20, 2026
Street Little DATE NA
Rock AR 72201 PO |net 30
#
TERMS
SHIPPED TO:

12. Verify Vendor Information Imported Correctly showcasing Name, Address and Phone
Number.
a. If the Vendor Information section is complete proceed to Step 14.

b. If the Vendor Information was not completely or accurately captured by the Invoice
Capture, continue to Step 13 below.

13. Update the Vendor Information.
a. Click Change in the bottom-right corner of the Vendor Information section.

Vendor Information a

No Vendor selected

13a

® ra
Instructions £l a

Default Instruction Text
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b. Enter the Vendor Name in the search bar.

c. Click the Magnifying Glass icon to search.

=9 v —+‘1of2\@£]5 Q@%

1 0OF AKIND INVOICE]|

_.::- E:-m

N\
Most Recently Used Search:  Vendor Name Vv Begins with S [1 of a kind| by

d. Select the correct vendor from the search results.

I
|
;l

II i

Search:  Vendor Name vV Begins with vV lofakind XQ m

or Namef= Vendor Code Account Number Address 1 City State/Province PostaliZip Code Country/Region Currency Telophone Number
bF AKIND INHOME C... 1000013992 N ROGERS AVE STE 2 FORT SMITH AR 72903-3155 UNITED STATES UsD
L |

)
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14. Verify all Invoice Details fields imported correctly from the document by cross referencing
with the Invoice Preview on the right side of the screen, including:

* Vendor Information

* Policy Name

* Invoice Number

* PO Number (if applicable)

* Invoice Date

» Currency

» Total Invoice Amount

» Tax (if applicable)

+ Comments (if applicable)

+ Employee Last Name (if applicable)

15. If any fields are blank or inaccurate complete them by cross-referencing with Invoice
Preview.

0| |l(<Pageion>>||31009£@|{3c’bf?
e b A
CARE AND
Invoice Details MEDICA

Policy Name Invoice Number b
I’ARK Invoice Policy v | 7894412 SN
BILLTO:
PO Number Invoice Date MSS ;
4321 Maln
01/20/2024 Tulte L
Rock AR 72201 0 %
Currency Total Invoice Amount (incl S&T) :E%
IUSD-US. Dollar vV 178499.98
| SHIPPED TO:
. : Attention Tos Willams First
Note: Total Invc_)lce p——
Amount may be split across
multiple line items in the QuANTTY DESCRIPTIO AMOUNT
. . . N
invoice. These can include 1 [Senices Consdtton Senices 700 | STBO0000
ltemized Expenses, Taxes, <
and Shipping and should be
summed together for entry
in this field. v
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16. Verify the Itemization Summary Information
Confirm that Amount Remaining to Be Itemized equals $0.00, if it is proceed

directly to Step 17.

a.

<«
ol
54

[ temization Summary

Add Item Amount Remaining to be Itemized: $0.00

No. *Line Description Unit of Me... *Custom 0... Supplier Par... * Quantity | * Unit Price Total
1 AR 1 0.00 0.00
2 Services Consultation Services s 78,000.00 78,000.00

b. If the amountis not $0.00, this indicates a discrepancy in the Invoice Details
compared to what the physical invoice reads.

ra
Y ki

Itemization Summary

Add Item IAmounl Remaining to be Itemized: $100.0

* Quantity ‘ * Unit Price Total

No. *Line Description Unit of Me... | *Custom 0... Supplier Par...
] 1 AR 1 0.00 0.00
2 Services Consultation Services 1 78,000.00 78,000.00
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c. Review the following fields in the Invoice Details section and confirm they match
the invoice exactly and correct fields as needed before continuing:

 Total Invoice Amount
e Tax

The example below illustrates the correct and incorrect tax field entries for the specified invoice,
which cause a discrepancy in the Amount Remaining to be Itemized.

Invoice Details ra @
s K4

Accounts Receivlle

Currency Total Invoice Amount incl S&T) 4  [P—— P
USD-US, Dollar v |78.499.98 - — So—
$78.499.9
E ALL CHECKS FIYABLE TO: p
nal Insurance PAY THIS
3 e
Accounts Receivall
W 7th Street
Rock AR
I Result: Amount Remaining to be ltemized: $0.00 I
Invoice Details ra
[ s k4
Currency Total Invoice Amount (incl S&T) &
USD-US, Dollar v |78.499.98 SUBTOTAL $78.000.00
TAX £99.98 |
Tax
h 399,98 ;78.499.9
E ALL CHECKS HYABLE TO:
nal Insurance PAY THIS
;

W 7th Street

I Result: Amount Remaining to be ltemized: $100.00 I

Concur Invoice Capture for Invoice Processors
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17. Click Save in the Invoice Details Section.

\ Invoice Details

. Policy Name

invoice Number

| I *ARK Invoice Policy 7 l7894412
PO Number Invoice Date
I 01/20/202¢ B8
Currency Total Invoice Amount (incl S&T)

I USD-US, Dollar

v | 78.499.98

18. Click Submit.

Company Name: Carahsoft Technology ...

Info (1) View Invoice Summary Open as PDF

r2 Directlnvoice_TestingONLY.docx : -
K

18

Submit
[ "

Actions

Invoice Number 2
v |7894ar2 |
= Invoice Date
l 01/20/2026 8
Total Invoice Amount (incl S&T)
v | 78.499.98 v
vl

Amount Remaining to be Itemized: $0.00

r Par... * Quantity | * Unit Price Total

G

| Kk ¢<Page 1 of2)> » | Q 100% v @ | G @ © =

CARE AND
MEDICA

ROGERS AVE STE 2 #4500

FORT SMITH, AR 72903-3155

BILL TO:
AASIS

4321 Main
Street Little
Rock AR 72201

INVOICE  |7894412
# INVOICE anuary 20, 2026
DATE N/A
PO INet 30

TERMS

Concur Invoice Capture for Invoice Processors
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19. A pop-up will appear to confirm your action stating “Are you sure you want to submit this
batch? Submitting this batch will create invoice(s).” Click Yes.

Please Confirm

n Are you sure you want to submit this batch? Submitting this batch will create invoice(s).

You will automatically be redirected to the All-Batches screen.

20. Locate your line item in the Batch List and confirm the Status has changed from Received
to Exported. After a minute refresh the page. The Status should change from Exported to

Processed.
 acions v S
|:| Batch ID}7 I From Address Received Datel... | Status Task State Document Count | Locked With
[] 3112809167 conrad.m.schmit... 05/13/2026 02:5... RECEIVING 1
D 3112808971 katrina.mwalton.... 05/13/2026 02:5... RECEIVED Content Extraction 1
[] 3112808582 sharon.r.case.nfg... 05/13/2026 02:5... RECEIVED Document Separ... 1
[] 3112807942 clayton.m.shelle... 05/13/2026 02:4... RECEIVED ocument Separ... 1
[] 3112807884 clayton.m.shelle... 05/13/2026 02:4... REJECTED 0
E] 3112807777 svemulapati@de... 05/13/2026 02:4.I EXPORTED Verification 1
[] 3112806447 sharon.r.case.nfg... 05/13/2026 02:3... RECEIVED Document Separ... 1
[] 3112805760 noreply@email.... 05/13/2026 02:2... REJECTED 0
P S e Fi S e M S = e &

I The invoice has now been successfully created but needs to be assigned for processing. I
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Assign Invoice to User

21. Click directly on the Line Item to open its batch details.

rcion=~ S

[ ] Batch IDJ7 | From Address Received Datel... | Status

| | 3112809167 conrad.m.schmit... 05/13/2026 02:5... RECEIVING

[:] ........ 3112808971 ............................ k at”namwalton ............. 05/13/2026025 ................ R ECENED
[:] ........ 3112808532 ........................... Sharonrcasenfg ............. 05/13,2026025 ................ R ECE|VED ........................
D ........ 3112807942C13yt0nm5heue .............. 05/13/2026024 ............... R ECENED .......................
[] ........ 3112807884c[aytonmsheue ......... e T
rz_] 3112807777 svemulapati@de... 05/13/2026 02:4... EXPORTED

|| 3112806447 sharon.r.case.nfg... 05/13/2026 02:3... RECEIVED \
[] 3112605760 noreply@emal... 05/132026022.. REJECTED
e I .. S, |

22. Click on the Invoice Title hyperlink in the Attachment table to open the invoice.

@ Batch Details for 3112807777 - undefined
From:
l” > ; A
To: StateOfArkansas_InvoiceCapture@concursolutions.com
Subject: undefined
&> d
Status: PROCESSED
ﬂ 2 Message: None
8 N m View Email Body
v Attachments
Count | Attachment ... | File Name Error Status Content Type I Error Message | Invoice Title
rfz-; > 1 1090 = test invoice 2.pdf NONE application/pdf None FORT SMITH
POWERSPO...
INC(10001189...
(ICV-
By > 3112807777-
1090-0)
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23. In the top right corner, click Assign.
a ® sV

Status: Not Submitt

19733)-427195 (&)

Hide Exceptions

X

re-save the invoice after your profile is updated.

View Invoice

Invoice Description Invoice Number Invoice Reference (Credit Memo Only) =
TS INC(1 |[ 7804412 I( .
------------ Invoice Date Net Payment Terms(Days) Payment Due Date
01/20/2026 0 04/30/2026
------------- Company Code (-:ost Object Type Cost Object Value v
M

| ST 5 . DY (7 YIS G G |G (WU T | . WY .Y . ¥

An Assign Invoices pop-up will appear. In the pop-up:

24. Select an employee to assign the invoice to by typing their Last Name in the Choose
Employee field. This allows the invoice to receive additional coding and review before it is
submitted for final approval and processing

25. Click Assign.

Assign Invoices

Choose Employee:

Song,

4 Use new Invoice Owner's employee copydown values in this invoice

Cancel
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Tips and Notes

* Uploading Timing: After emailing an Invoice to Concur Image Capture, allow time for the
document to upload and appear in All Batches before beginning Invoice Review.

* Required Fields: Fields marked with a red vertical line or asterisk (*) are required. These
fields must be completed before the invoice can be submitted.

» Imported Data: Information captured from the Invoice Image may populate automatically
within the fields. Always review the imported values for accuracy before submitting.

* Invoice Details: Always cross-reference key fields such as Invoice Number or Date against
the original invoice as typos can cause incorrect submissions and delays.

You have successfully processed an invoice utilizing Concur’s Invoice Capture feature. You can
repeat this process on any future invoices.

Related Training

Use these resources if you need more detailed instruction:
» Concur Essentials — Invoice ILT
» Concur Invoice Capture QRG

WBTs can be accessed via MyAR Careers under the My AR Learning tile.

* Click here for a video demonstration on how to enroll in a WBT.

» Password reset requests for MyAR Careers should be submitted to arcareers@arkansas.gov.
You can also call the Help Desk at 501-682-1800.
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