
How to Use 
Concur Invoice



Concur
NMU uses a processing system called Concur to ensure that each purchase is authorized, accounted for in the correct general 

ledger account, and paid on time.

To request access to Concur, please fill out and sign the Concur Access Form found on the Finance website. Email the form to 

venpay@nmu.edu. 

*separate application and training is required to receive an NMU Credit Card. See Finance website for credit card application.



Step 1: Login into Concur through MyNMU.nmu.edu



Step 2: Select Invoice from the Home dropdown menu

Notice: 

Invoices paid against a PO that need to be held for pick up or have an enclosure sent with the check, or 
invoices for foreign vendors cannot be processed through Concur. Fill out the check request form in link 
below and send to venpay@nmu.edu with documentation.

https://nmu.edu/finance/sites/finance/files/2021-07/check_request%20%281%29.pdf



Step 3: Click ‘Create New Invoice’ or select invoice from list

If the invoice has already been created by Concur and has been 
assigned to you, it will show up in this section. You will not create 
the invoice. Skip to step 5.



Step 4: Enter Purchase Order number or 
Search for Vendor

A PO is required for invoices greater than $2,500 unless the invoice requires a contract to 
be set up. Contact Risk Management to set up contracts.

*Multiple invoices totaling over $2,500 for a vendor will require a Standing PO to be set up.

Change field to 
‘Contains’ for 
more results



Requesting a New Vendor

When requesting a new vendor, the department will have to collect IRS form 
W9 from the vendor, allow enough time for NMU’s Vendor Payables to 
verify the W9 information with the IRS, and note that the vendor does not 
accept credit cards on the check request.

*W9’s are not required for reimbursements. If you do not know if a W9 is 
needed, contact Vendor Payables

1. Full legal name of the vendor as found on 
the W9. If the vendor is a student, add the 
student’s IN with the name.

2. The address is required for a check to be 
printed, even though it is not a required field 
by Concur.

3. 1099 Type - Leave blank
4. Tax ID - this is found on the W9
5. Contact’s info - your info
6. Currency - USD. Foreign payments are not 

processed through Concur. 



Step 5: Fill in the required Invoice Details

Concur uses the ‘Payment Due Date’ for 
mailing checks/sending ACH payments. 

Leave blank if no PO. 

Save before leaving page

Any info for the vendor and 
approvers can be entered here

If the invoice was assigned to you, review the details.



To add additional information to the new 
vendor request, click edit.

To select a different vendor or address that is already 
in the system, click change

Change Vendor or Change Vendor’s address



Step 6: Allocate Expenses

Search for the expense type “account code” that best 
fits the description of your purchase and add the 
amount. Then save.



Step 7: Change default Distribution Code (Org Code)

Select the expense line, then click edit. You can also 
add another line or delete.



Step 8: Search for default Distribution Code (Org Code)

Search ‘Org Code Start’ then search ‘Organization 
Number’. Click save.



Step 9: Upload Receipt/Documentation If you requested a new vendor, you will need to 
attach the W9 here as well.

‘Browse’ computer for image. 
Then click ‘Upload’.



Step 10: Submit Invoice

After your invoice has been submitted, it will go to your supervisor, org code owner then to the *back office for 

accounting approval. After the back office has approved the invoice a check will be sent to the vendor to the 

address you have selected.

*Invoices paid with a PO will not go to the back office for approval. If you need a check held for pick up that is being 
paid with a PO, you will need to send a paper check request form into Vendor Payables instead. 

Approvers will ensure charges 

■ are authorized, 

■ match the invoice

■ are for the benefit of the University

■ are not personal expenses

■ are within the department budget

■ are submitted by the employee in a timely manner

Then, approvers will approve/send back/deny invoices. 

Invoices with unapproved vendors can still be 
submitted and approved by supervisors.



Any questions?

reach out to 
Vendor Payables 

at venpay@nmu.edu
or ext 2339


