Reference Guide for Submitting Internally Created

Invoices Requiring New Supplier Setup

Steps to guide invoice owners to enter invoices for new suppliers related to internally created invoices, such as honorariums,
awards, prizes and non-employee expense reimbursements, are provided within this document. The steps pertain to domestic and
international suppliers.

A new supplier is a supplier who is not listed or found in GW iBuy+ Invoice when a supplier search is performed. Always perform a
supplier search before an invoice with a new supplier setup is submitted.

For honorarium payments, a completed and approved honorarium form should be submitted as supporting documentation. The
form must be accompanied by the appropriate tax form, W-9 for domestic recipients or W-8BEN for international recipients who are
treated as nonresident aliens for US tax purposes. In addition, for international recipients, the Alien Information Request form is
required. The form must clearly identify the purpose of the honorarium and identify the dates in which the service was given to the
university. More information about honorariums, including when an honorarium is appropriate, is located at
https://procurement.gwu.edu/awards-honorariums.

Detailed receipts for expenditures should support non-employee expense reimbursements over $35. Expenditures less than or equal
to $35.00 do not require a receipt.

Note: These instructions do not pertain to a commercial, domestic supplier or a commercial, international supplier who has
submitted an invoice for goods or service. A domestic supplier is required to self-register through the iSupplyGW portal. A
commercial, international supplier does not register via the iSupplyGW portal but instead is required to submit the necessary
documentation to the iSupplyGW Team for processing. More information about a domestic and international supplier’s
registration is available at https://procurement.gwu.edu/new-supplier-registration.

Direct questions to University Payables at p2p@gwu.edu.
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https://procurement.gwu.edu/procure-pay-resources#Payables

Stepl: Log into the CONCUR application using your single sign-on.

Step 2: Select the ‘Invoice’ module.
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Step 3: Click on ‘Create New Request’.
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Step 4: Vendor Search:

Enter the vendor name in the search and click on magnifying glass button to search the vendor .If there are no search results then
the vendor doesn’t exist in Concur/iBuy+ Invoice.

As the new vendor does not exist in the Concur system, please use Vendor Name: NEW VENDOR — TEMPORARY in the vendor
search.

Manage Requests »  Create NewRequest  Processor = Invoice Capfure Payments = Vendor Manager

Create New Payment Request

Enter the Vendor Name as

0 Either thoose Payment Request Type and select & Vendar from ths vendor st or find and select the purchase order for your payment request NEW VENDOR — TEMPORARY
Payment Request Type: Purchase Order Search: in search
-0R-
Non PO Payment Request Poliey q |
Vendor List l

Most Recently Used Search: | Vendor Name v| Beging with v| |NEWVENDOR Q|

Vendor Name + | Vendor Number Address 1 Address 2 City State/Province PostalZip Code Country Currency | Telephone Number | Tax D ‘
BANI MALHOTRA 402383 1201 BRADDOCK PLACE APARTMENT 713 ALEXANDRIA VA 2314 UNITED STATES US, Dollar
DELL FINANCIAL SERVICES... 110763 PAYMENT PROCESSING CE... PO.BOX 5292 CAROL STREAM L 60197.5292 LINITED STATES US, Dollar
NEW VENDOR - TEMPORARY  TEMPORARY VALUE NEW VENDOR - REPLACE ... NEWVENDOR UNITED STATES US, Collar

Select the Vendor “New Vendor —Temporary” as your vendor and double click.
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Step 5: Enter Invoice Details using the vendor name as “New Vendor —Temporary”.

Create Mew Reguest

Enter Invoice Details

Actions * Details *

Vendor Information

=
NEW VENDOR - TEMPORARY

TEMPORARY VALUE

Are All Services Performed Ouside the

P \WCF Expiration Date us? Is 100% of the Payment for Services?  Service Period
NEW VENDOR - REPLACE WITH VALID
VENDOR A I i | VJ IYes ‘ VI ‘ |
Payment Remittance Description (Visible
NEW VENDOR In; to Vendors) Invoice Number Invoice Date Currency
e e T T T [ ponston Iv] s [v]  [re=mewenoos | [TESTiEWYENDOR | [rsneweioo [ oaante [E [usous oo I¥]
Address Code: TEMPORARY VALUE .
Total Invoice Ameunt (incl S&T) Shipping Reguest Total GrantMon Grant Oracle Alias Processing Type [ Payment Method
Currency: USD-US, Dollar [ [ [
100 000 |00 | (GL) Non-Grant ‘ v } | (617009) FINANCIAL REPOF | v ‘ Standard N CHECK
Net Payment Terms Payment Due Date Mail Instructions Special Handling Detail Special Handling Cods PO Number Comments (Message to AP)
‘30 [oamante E | v | L I | ‘ ‘
FD Group
View Changs:
[temization Summary v
| ¥ snow Distributione | Ameount Remaining to be ltemized; 50.00
DN | | | |expenserype Line Description Quantity | Type of Activity Region PrepaymentEnd Date | Expenditure Item Date Unit Price Total Tax
Noitsms found.
€ Back to List
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Enter all the Invoice Header and lines details.

Payment Request

TESTNEWVENDOR

Status: Net Submitted

Submit Request

Actions Details *
| Vendor Information «| Invoice Details View Invoice D
L Are Al Senvices Performed Outside the
Payment Request Type W3 Received 'WB Expiration Date WCF Expiration Date us? Is 100% of the Payment for Services?  Semvice Period
NEW VENDOR - REPLACE WITH VALID Sl e e R o NA |
VENDOR hon PO Payment Request Polic | % None Selected i ‘Yes v ‘ ‘
Payment Remittance Description (\isible
NEW VENDOR Invoice Form Type Invoice Type Request Name to'Vendors) Inveice Number Inveice Date: Currency
o B e e | v [|smsme [v]  [resmemencos | |rEsmEmENDOR | [resmemenoos [ B [usousooa v
Address Code: TEMPORARY VALUE 5
Total Invoice Amount (incl S&T) Shipping Request Total Grant/Non Grant Cratle Alias Processing Type 2 Payment Method
Currency: USD-US, Dollar T L
| 100.00 | ‘ 00 ‘ 100.00 | (BL) Non-Grant ‘ | I (B17009) FINANCIAL REPOF| v | | stancare v ‘ CHECK
Net Payment Terms Payment Dug Date Mail Instructions Special Handling Detail Special Handiing Code PO Number Comments (Message to AP)
. ] & | v | | | ¥ | N |
FD Group Ling Item Tax Amount
AVP FOR FINANCE v, 0.00
View Change
[temization Summary ¥
Add lem Distribute v - [P —— | Amount Remaining to be Itemized: 30.00
D No ‘ | ‘ ‘ Expense Type Line Description Quantity | Type of Activity Region Prepayment End Date Expenditure ltem Date Unit Price Total Tax
O« 34111-OFFICE SUPPLIES fest 1 §$100.00 §100.00 50.00
Account Code | Distribution Code Percentage et Amount (Gross Amount
54111 [System Defaulf] GL-617008 100 $100.00 §100.00

Click on Save.
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Step 6: Upload your invoice image.
Click on ‘Actions’->Upload Image

Note: Attach the invoice image and other documents that are required for a new vendor set up in EAS. For example, if this is an
expense reimbursement to a non-employee, provide a document with his/her address to where the check payment should be
delivered. An email from the individual providing the address is acceptable for expense reimbursements.

SAPConcur [C] | Imeice | Approvals  App Center

My Requests  Create New Request
Paymen: Reques Status: Mot Submited
UPS 00002777625 ER
Acors = Details - /
Unassign
¢ / «| Invoice Detalls View Invoice [)
Usload Image
Delete Image _
Payment Reguest Type Wl Received WO Espirstion Date WEF Expiration Date
Delste Request ] - -]~
Print v o
Change Policy v [~]
Craste Recuring Requast B
pacial Handing Dessil 5 e 1o A
Itemization Summary ¥
[ wa. | ‘ | ‘ Expense Typs Line Description Duanmy‘ Typs of Activity Reglons Brepayment End Dats Expenditurs Hem Date unitFrice Total Tax
o] 53411 POSTAGE/EXPRESS MAL - NON GW Law : " S168.85 $182.85 0
g et A [
a0,
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Step 7: Invoice Owner ‘unassigns’ the invoice.

An action -> Unassign The invoice owner does not select anyone to whom to assign the invoice. When an invoice is unassigned, it is
routed to Accounts Payable for action.

Add comments. For example in the Comments (Message to AP): “New vendor set up is required.” If a student is involved, in the
Comments, state “setup is needed for student” and provide his/her GWID.

Status: Mot Submitted

Payment Request
TESTNEWVENDOR EREVIVIEN
Actions Details »
Unassign « e :
«| Invoice Details View Invoice D
Upload Image
Delete Image Are All Services Performed Outside the
Payment Request Type W3 Received ‘W3 Expiration Date 'WCF Expiration Date us? Is 100% of the Payment for Services? Service Period
Delete Request Non PO Payment Request Polic lJ None Selecled v | NA * ‘ IYes ‘ VI | |
i K Payment Remitian:e Dessription (Visble
Extend Due Date Invoice Form Type Invoice Type Request Name 1o Vendors) Invoice Number Inveice Date Currency
Change Policy b | Donation | v ‘ | Standard | v ‘ | TESTNEWVENDOR | |TESTNEW-:ENDOR ‘ ITESTNE\IWENDOR ‘ | 03/032013 |Eﬂ | USD-US, Dollar ‘ g |
Create Recurring Request Total Invoice Amount (incl S&T) Shipping Request Total Grant/Non Grant Orzcle Aliss Processing Type |y? Payment Method
! | 100.00 | |00 | 100.00 | (GL) Non-Grant Iv| | (617005) FINANCIAL REPOF | v| | Standard [v]  [oHeck
Net Payment Terms Payment Due Dats Mail Instructions Special Handling Detail Special Handling Code PO Number Comments (Message fo AP)
0 | bamarznts |E|‘ | ‘ v | || |" || | ‘ ‘
FD Group Ling tem Tax Amount
| AVP FOR FINANCE b4 ‘ 0.00
View Change il
ltemization SLJmfnary v
m PR | 4 chow Distributions Amount Remaining to be itemized: £0.00
D No. | | ‘ ‘ Expense Type Line Description Quantity | Type of Activity Region Prepayment End Date Expenditure Item Date Unit Price Total Tax
D 1 54111-OFFICE SUPPLIES test 1 $100.00 $100.00 50.00
Account Code Distribution Code Percentage| Nemmuum_ Gross Amount
54111 [System Defaull] GLE17009 100 $100.00 $100.00°
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Add comments to the Payment Request.

Click on OK.

Unassign Request

Requests shoukl be unassigned when they don't belong in your quee. They may belong to
snoiher employee or be invelid. Unassigning removes the request from your queue and
liowrs the backoffice to act on it. Please add 8 comment fo explain why you are unassigning.

Comment:

New vendor Setug]

Comment History
Date~ | Entered By Comment Text

No comments

By clicking “Unassign Request” the request will route to Accounts Payables and Accounts Payable will work with Supplier

Maintenance for New Vendor Set up.

Invoice will no longer show in your queue.
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Step 8: Accounts Payable will assign the invoice back to the Invoice Owner with the new vendor tied to the Invoice. This process may
take up to two business days. Accounts Payable will engage and provide the supporting documentation to Supplier Maintenance to

setup the new vendor.

The invoice will show up in “UnSubmitted request “

Open the Request, verify all the details, and submit the Invoice for approvals.

Payment Request

TESTNEWVENDOR1

Status: Not Submitted

Submit Request

Actions = Detaiis ~
Vendor Information View Imoice [
DL EMANCIAL SEIICES L Are All Services Performed Outside the
PAYMENT PROCESSING CENTER WICF Expiration Date us? Is 100% of the Payment for Services?  Service Pericd
P C— M | |
CAROL STREAM,IL
60197-5202 Payment Remittance Description (Visible to
Vendors:
SO ) Invoice Number Invoice Date Currency
Address Code: CAROL STREAN-02 | | TESTHEWVENDOR1 | | TESTNEWVENDOR1 | I 130312018 ‘\ | USD-US, Dollar | v]
Currency: USD-US, Dollar Total Invoice Ameunt (incl S&T) Shipping Request Total GrantiNon Grant Oracle Alias Processing Type fy2 Payment Method
| 100.00 ‘ | 0.00 | 100.00 I (GL) Non-Grant | v ‘ I (617008) FINANCIAL REPORT ‘ v I ‘ Standard ‘ S ‘ EFT
Net Payment Terms. Payment Due Date Wail instructions Special Handiing Detai Special Handing Code PO Number Comments (Message to AP)
25 | 03/28/2018 ‘ ‘ v] ‘ I l ‘ v I I ‘ new vender sat up
FD Group Line tem Tax Amount
AVP FOR FINANCE - ‘ 0.00
view range
Itemization Summary ¥
DETCR | 7] show Distributions | Amount Remaining to be Remized: $0.00
[ Wo. ‘ ‘ | ‘ Expense Type Line Description Quantity | Type of Activity Region pay End Date Expenditure ltem Date. Unit Price. Total Tax
H # 54111-OFFICE SUPPLEES. testvendor 1 510000 $100.00 50.00
|Account Code |Distribution Code Percentage | Net Amount Gross Amount
|54111 [System Defaull] |GL617009 100 $100.00 $100.00
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Step 9: Submit the Invoice for Approval.

Approval Flow for Payment Request: TESTNEWVENDOR1

You must identify an approver before the request proceeds to the next workflow
step.

Invoice Approver:

Shared Services:

l

(this step may be skipped)

Back Office Approval

Submit Request
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