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Introduction

Purpose

Use this guide to process an invoice.

Concur Invoice takes supplier invoices from receipt to approval by validating key details, routing
them for matching (PO) or coding (direct), and resolving exceptions.

Once approved, the invoice is sent to AASIS S/4HANA for posting and payment.

When to Use this Guide

Use this guide when you need to process an invoice.

Before You Begin

Before starting this procedure, log into Concur and remain on the Home Screen.
You must have the Invoice Processor role on your account to complete this action.

This guide applies to both PO and Direct Invoices.
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Invoice Processing (1 of 5)

Access the Invoice Processor

1. Navigate to the Processor by selecting Invoice > Processor > Process Invoices from the
side navigation bar.
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Invoice Processing (2 of 5)

Locate the Invoice

2. Allinvoices ready for processing in your group show in the queue. Select the invoice you
wish to process.
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Invoice Processing (3 of 5)

Review the Invoice

3. Review the invoice details. Pay close attention to the following fields:

Invoice Name

Invoice Number
Cost Object Type
Cost Object Value

Fund
Tax Code

House Bank
Payment Method Type

4. Open the line item expenses.
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Invoice Processing (4 of 5)

Validate Line Iltem Expenses

5. Validate the line item expenses:

Expense Type (G/L Account)
Line Item Description
Quantity

Unit Price

Tax Code

6. Once the line item is validated, click Save.
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Invoice Processing (5 of 5)

Finish the Invoice

8.  Once your full review is complete, select one of the options at the top:
. Send Back — return the invoice for correction
. As the Processor, do not make changes to the invoice
. Send to Approver — send to another approver for additional review
. Approve — approve the invoice for posting and payment
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Key Takeaways

Tips and Notes

The processor review is the final validation before posting and payment.

The invoice is processed and submitted.

Related Training

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