1. Loginto Concur and choose the “Invoice” window
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2. Create New Invoice
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3. Look up the appropriate Vendor. Note if the vendor is new you will need to reach out to the

Accounting team to add.
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Enter required info tagged red below (Invoice name, number, date, etc.). Partial coding is

required at this step for the company, function and department. You will code the expense type
below in the next step. Please note the required field for Contracts. If the invoice is related to a
contract please select “Yes” and the invoice will be automatically routed to Marie Z. for

approval. Hit “Save”.
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5. Select add Item to input expense type.
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6. Select New and choose appropriate expense type. Note you can add multiple expense types and
amounts if applicable. Hit Save.
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7. Attach invoice under Actions- Upload Image. Once the invoice is attached hit “Submit Invoice”.
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Note - Invoices can also be sent to cciminstitute_invoicecapture@concursolutions.com for
submission. Once an invoice is sent to this address you can anticipate Concur to process and capture
the invoice within 48 hours. When the invoice is “captured” it will be sent out to the appropriate
employee for approval by the Accounting Team. Approval requirements will mirror steps 4 - 6 above.





