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This step-by-step guide will show you:
• How to raise a ‘Request’ and an ‘Expense’ to receive payment 

using the mobile app

Concur Request is Greene King’s solution to manage the spend in pubs 

for goods and services supplied by local suppliers.  A Request is a 

purchase order to confirm we are accepting the goods/services.

This how to guide focuses on a supplier using the Mobile app of the 

system to create a new Request and Expense to receive payment.

The concur request process
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Log in

a) Open the Concur App

b) Enter your username e g your email address and select ‘Next’

c) Select ‘Sign in with password’

d) Enter your password and select ‘Sign In’
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Create request header

A Concur Request is an order, approved ahead of goods and services being 

provided

a) Select ‘ then the icon

b) Enter the details of goods or services to be provided Include the date and pub name or number to 

aid the organisation of Requests e g Window Cleaning Red Lion 07 01
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Create request header cont.

c) Search on pub name and select from the search results You may have a pub name that is used by 

several pubs such as ‘Red Lion’ In this instance ensure you utilise the Number and Location as well 

to make sure you pick the correct pub

d) Select ‘Create’
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Add request line

a) Select the ‘+’ icon

b) Select the type of service to be provided from the dropdown You can also type the service and 

the list will be refined based on what you have typed
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Add request line cont.

c) Enter the transaction date as the date services will be provided If your services cover more 

than one consecutive date, enter the start date

d) You’ll notice that the detail you input in the header has automatically transferred to the 

‘Business Purpose’ of your request line

e) Enter the amount charged for goods and services in the ‘Transaction Amount’ section 

including  VAT

f) Select ‘Create’ in the top right

g) To add an additional line repeat bullet points a - f.  An example of when you may want to use 

multiple lines could be if you were providing goods or services to the pub multiple times in a 

week You might want to raise one request for the full amount for the week but breakdown 

each day’s goods/services into the cost per day

Request submission

a) Select ‘Submit’ at the bottom of the screen the status of your request will change to 

‘Submitted Pending Approval’

4

b) Your request will be sent to the General Manager of the pub and their Business Development 

Manager (Area Manager) to approve

c) Notification emails and the app will help you keep track of the status of your request

d) Once your request has been approved, and goods/services to the pub provided, 

then you MUST turn the Request into an Expense to receive payment
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Preparing your invoice

To ensure your invoice is accepted, please meet the following requirements:

• Unique invoice number

• Your business name and address

• Your VAT number (If applicable)

• Invoice date

• Pub ’s name and address

• Description of goods and services

• If you provide a VAT invoice, ensure it is compliant with

• HMRC standards

• Total amount to be paid

You can prepare invoices in advance of creating an Expense claim using the ‘Receipt Store’ in 

Concur:

a) Email a copy of your invoice to receipts@concur.com from your verified email address

b) Invoices must be one of the following file types:

PDF, JPG, JPEG, PNG, TIF/TIFF

c) Your invoice will now be in the ‘Available Receipts’ section under the Expense tab

Alternatively, if you would like to attach your invoice at the time you create the Expense Claim you 

can use your mobile device camera to take a picture of a printed copy
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vThis page focuses on using the website to upload copies of your invoices to Concur and creating 

an Expense Claim.  The following steps MUST be completed for you to get paid.

Create expense claim

Once you have provided goods or services to the pub, log back into the system (section1) to create 

your Expense Claim. An Expense claim must be submitted to receive payment for your services to 

Greene King, an Expense Claim is where you are invoicing for the works completed.

a) In the mobile app select ‘Request’

b) Select the ‘Request’ you would like to turn into an ‘Expense Claim’

c) At the bottom of the screen select ‘Create An Expense Claim’

d) Select the ‘Expense’ line
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mailto:receipts@concur.com
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Create expense claim cont.

e) Select ‘Add Receipt’ and choose your preferred method to add a copy of your invoice. On the 

mobile app you have the option to take a picture from your phone camera
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f) Ensure your invoice date matches the date on the original request. If not you can amend the 

‘Invoice Date’ field

g) Amend the ‘Receipt Status’ to reflect the type of invoice attached i.e. If, VAT registered select 

‘Tax Receipt’, if not, select ‘Receipt’

h) Check all information on the Expense form is correct

i) If you have a multi line ‘Request’ repeat steps d - h

j) Select ‘Save’ then ‘Submit’

k) Select ‘Submit’ to confirm that you agree to Greene 

King’s terms and conditions full T&C’s can be view on 

the web address provided

l) The status of your request will change to ‘Submitted 

& Pending Audit Review’



Version March 2023

Audit & approval

a) Once submitted, your Expense claim will be sent to the Concur audit team

b) The service level agreement is 3 working days

c) If there is an issue with your Expense claim, the audit team will return your claim to you advising 

why, so you can amend and re-submit

d) If approved by Audit, the General Manager of the pub will then need to approve

e) Notification emails and the app will help you keep track of the status of your Expense claim

f) Once fully approved, payment takes 3 to 4 working days

g) You will receive a notification email advising when payment has been processed with a projected 

payment date
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Top 
Tip

• Once your Request has been approved and goods/services have been provided to the 

pub, then you MUST turn the Request into an Expense to receive payment

• Only submit requests for goods or services previously agreed with the General Manager verbally or 

in writing

• To ensure timely payment, create your Requests a minimum of one week ahead of services being 

provided to allow time for them to be approved

• Make use of the ‘Remember me’ box on the log in screen

• There are several pubs with the same name, please ensure you select the correct one based on 

their number, name or location

• To avoid your claim being returned, ensure you choose the correct expense type

• To use the ‘Receipts Store’ you must have verified your email address, see the Getting Started guide 

for more information

• Ensure your invoice date matches the date on the original Request

• To ensure timely payment, draft your Expense claims in advance of services being provided and 

submit as soon as possible afterward

• To check the payment date of an invoice, you have to use the Web version and then go into the 

Expense claim you’d like to check, followed by the Claim details and then in Claim payments you 

will see the estimated payment date

• If you would prefer you can carry out all actions on the web version here is the link

https//www concursolutions com/nui/signin

https://www.concursolutions.com/nui/signin
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For training issues and support with the system please contact 

Concur Support…

Phone numbers

01284 843240

Email Addresses

concurrequest@greeneking.co.uk

mailto:concurrequest@greeneking.co.uk

