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Revision History  
Date Notes / Comments / Changes 

January 21, 2022 Updated the copyright year; no other changes; cover date not updated 

July 17, 2021 Added "SAP" before some references to "Concur" for accurate branding. 

February 20, 2021 Updated the copyright year; no other changes 

September 19, 2020 Updated the Prompts page and/or report images for the following reports: 

• Concur Travel Hotel Bookings 

• Non-Concur Travel Hotel Bookings 

• Past Hotel Reservations with Rates in Excess of Negotiated Rate 

• Upcoming Hotel Reservations with Rates in Excess of Negotiated Rate 

The Country and Hotel Country labels were renamed to Country/Region 
and Hotel Country/Region.  

February 14, 2020 Added the new Travel Adoption report and removed the Adoption (Air, Car, 
Hotel) and Air Adoption By Month reports.  

With the February 2020 release, the Adoption (Air, Car, Hotel) and Air 
Adoption By Month reports in the Compliance folder were combined into one 
report, the new Travel Adoption report. 

January 8, 2020 Changed copyright; no other content changes 

February 9, 2019 Removed references to Insight Premium from the guide and updated copyright 

November 17, 2018 Updated the images of the Travel Policy Exceptions report and updated the 
prompt descriptions. 

September 17, 2018 The September release has moved to September 22, 2018. 

September 15, 2018 Updated the description of the Number of Exceptions field for the Top 
Exception Violators report 

May 17, 2018 Added additional information about report prompts and reports to the reports 
in the Compliance folder 

April 23, 2018 Added additional information about report prompts and reports to the reports 
in the Compliance folder 

January 13 2018 Changed copyright; no other content changes 

July 29 2017 Added "Report" to the Report Entry Exceptions Details Report name  

July 8 2017 

 

Corrected "Available to" information for the Health Care Attendee Spending 

report 

December 15 2016 Changed copyright; no other content changes 

October 10 2016 Updated Prompts images for copied reports 

March 23 2016 Changed the text under the heading from Travel Data to Travel / TripLink 

Data; no other content changes 

February 22 2016 Updated the Travel Policy Exceptions report 

August 14 2015 Moved from single book to individual "chapters" – no content changes 



Chapter 7:  Folder – Compliance  

7-iv Standard Reports by Folder  
 Last Revised: September 19, 2020 

 © 2004 - 2023 SAP Concur All rights reserved. 

 

 



 Chapter 7:  Folder – Compliance 

Standard Reports by Folder 7-1 
Last Revised: September 19, 2020 

© 2004 - 2023 SAP Concur All rights reserved. 

Chapter 7:  Folder – Compliance 

Report: Air Analysis: Concur Travel vs. Agency Summary 
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report provides information about lost savings due to trips not booked online. The 

prompts allow the administrator to filter the results on selected organizational units and to 

show trips for selected travel configurations and rule classes. 

It shows the number of trips booked in Travel that had air segments (not including voided 

tickets), the total spend, plus cost per ticket. It also shows the number of trips booked via 

an agent, the total spend, cost per agent ticket, and the difference between Travel and 

agent ticket prices.  

The Lost Savings is the average savings per ticket difference times the total number of 

agent-booked tickets.  

The final column is the percentage of total tickets containing air that were booked in Travel. 

Note again that voids are excluded from this report and do not show up in the ticket count 

or the averages. 
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Report Prompts 

 

Date Range Prompt 

• Purchased Date: Used to filter the report by the date range of the trip purchase 

date (Month Day, Year format) 

Options Prompts 

• Travel Config: Used to filter the report by the travel configuration(s) used by the 

employee(s) booking the trip 

• Populate Rule Class List: Used to populate and select from a list of rule classes 

used by the employee(s) booking the trip  

• Department: Used to filter the report by specific department(s) within the 

organization 
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Report Output 

 

 

 

Report Header and Footer 

 

Data Item 
Label/Name 

Data Item Expression Data Item Description 

Purchased Date ParamDisplayValue('purchasedDateParam
') 

Displays the date range entered 
in the Purchased Date prompt 
on the Prompts page 

Reporting Currency [Travel].[Reservations and 

Tickets].[Reporting Currency] 

Displays the currency code in 

which the reporting currency is 
shown (for example, USD, CAD, 
GBP) 

N/A AsOfDate() Displays the date the report was 
run 

N/A PageNumber() Displays the page number of the 
corresponding page 

N/A AsOfTime() Displays the time the report was 
run 
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Report Data Items 

 

Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Trip Type <Trip Type> CASE  

WHEN  [Travel].[Trips].[Is 
International Trip] ='Y' and # 
sq($runLocale )# = 'en' THEN 

'International' 

WHEN  [Travel].[Trips].[Is 
International Trip] ='Y' and # 
sq($runLocale )# = 'zh-cn' 

THEN '国际' 

WHEN  [Travel].[Trips].[Is 
International Trip] ='Y' and # 
sq($runLocale )# = 'zh-tw' 

THEN '國際' 

WHEN  [Travel].[Trips].[Is 
International Trip] ='Y' and # 
sq($runLocale )# = 'en-gb' 
THEN 'International' 

WHEN  [Travel].[Trips].[Is 
International Trip] ='Y' and # 
sq($runLocale )# = 'fr' THEN 
'International' 

WHEN  [Travel].[Trips].[Is 

International Trip] ='Y' and # 
sq($runLocale )# = 'de' THEN 
'International' 

WHEN  [Travel].[Trips].[Is 

International Trip] ='Y' and # 
sq($runLocale )# = 'ja' THEN 

'国外' 

WHEN  [Travel].[Trips].[Is 
International Trip] ='Y' and # 
sq($runLocale )# = 'it' THEN 
'Internazionale' 

WHEN  [Travel].[Trips].[Is 

International Trip] ='Y' and # 
sq($runLocale )# = 'ko' THEN 

'국제' 

WHEN  [Travel].[Trips].[Is 
International Trip] ='Y' and # 
sq($runLocale )# = 'sv' THEN 
'Internationell' 

WHEN  [Travel].[Trips].[Is 
International Trip] ='Y' and # 
sq($runLocale )# = 'nl' THEN 
'Internationaal' 

WHEN  [Travel].[Trips].[Is 
International Trip] ='N' and # 

Indicates if the trip was 

International, Domestic, or 
Unspecified 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

sq($runLocale )# = 'en' THEN 
'Domestic' 

WHEN  [Travel].[Trips].[Is 
International Trip] ='N' and # 
sq($runLocale )# = 'zh-cn' 

THEN '国内' 

WHEN  [Travel].[Trips].[Is 
International Trip] ='N' and # 
sq($runLocale )# = 'zh-tw' 

THEN '國內' 

WHEN  [Travel].[Trips].[Is 

International Trip] ='N' and # 
sq($runLocale )# = 'en-gb' 
THEN 'Domestic' 

WHEN  [Travel].[Trips].[Is 

International Trip] ='N' and # 
sq($runLocale )# = 'fr' THEN 
'National' 

WHEN  [Travel].[Trips].[Is 
International Trip] ='N' and # 

sq($runLocale )# = 'de' THEN 
'Im Inland' 

WHEN  [Travel].[Trips].[Is 
International Trip] ='N' and # 

sq($runLocale )# = 'ja' THEN 

'国内' 

WHEN  [Travel].[Trips].[Is 
International Trip] ='N' and # 

sq($runLocale )# = 'it' THEN 
'Nazionale' 

WHEN  [Travel].[Trips].[Is 
International Trip] ='N' and # 

sq($runLocale )# = 'ko' THEN 

'국내' 

WHEN  [Travel].[Trips].[Is 
International Trip] ='N' and # 
sq($runLocale )# = 'sv' THEN 
'Inrikes' 

WHEN  [Travel].[Trips].[Is 

International Trip] ='N' and # 
sq($runLocale )# = 'nl' THEN 
'Binnenlands' 

WHEN [Travel].[Trips].[Is 
International Trip] ='N' and # 
sq($runLocale )# ='cs' then 
'Mezinárodní' 

WHEN [Travel].[Trips].[Is 
International Trip] ='N' and # 
sq($runLocale )# ='pt-BR' then 
'Internacional' 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

WHEN [Travel].[Trips].[Is 
International Trip] ='N' and # 

sq($runLocale )# ='es' then 
'Internacional' 

ELSE 

(case 

WHEN # sq($runLocale )# = 
'en' THEN 'Unspecified' 

WHEN # sq($runLocale )# = 

'zh-cn' THEN '未指定' 

WHEN # sq($runLocale )# = 

'zh-tw' THEN '未指定' 

WHEN # sq($runLocale )# = 
'en-gb' THEN 'Unspecified' 

WHEN # sq($runLocale )# = 'fr' 
THEN 'Non spécifié' 

WHEN # sq($runLocale )# = 
'de' THEN 'Nicht angegeben' 

WHEN # sq($runLocale )# = 

'ja' THEN '指定なし' 

WHEN # sq($runLocale )# = 'it' 
THEN 'Non specificato' 

WHEN # sq($runLocale )# = 

'ko' THEN '지정되지 않음' 

WHEN # sq($runLocale )# = 
'sv' THEN 'Ospecificerat' 

WHEN # sq($runLocale )# = 

'nl' THEN 'Ongespecificeerd' 

WHEN # sq($runLocale )# ='cs' 
then 'Nespecifikováno' 

WHEN # sq($runLocale )# ='pt-
BR' then 'Não especificado' 

WHEN # sq($runLocale )# ='es' 
then 'No se especifica' 

end) 

END 

Concur Travel 

Trips with Air 

<Concur Travel 

Trips with Air> 

COUNT (DISTINCT CASE WHEN 

[Travel].[Trips].[Is Cliqbook 
Booked Trip] = 'Y' AND 
[Travel].[Reservations and 
Tickets].[Expense Type Legacy 
Key] = 'AIR' THEN 
[Travel].[Trips].[Trip Key] ELSE 
NULL  

END for [Trip Type]) 

Count of trips with air 

booked using Concur 
Travel 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Num. Concur 

Travel Air 
Tickets 

<Num. Concur 

Travel Air 
Tickets> 

COUNT(DISTINCT CASE WHEN 

[Travel].[Trips].[Is Cliqbook 
Booked Trip] = 'Y' AND 
[Travel].[Reservations and 
Tickets].[Expense Type Legacy 
Key] = 'AIR' THEN 

[Travel].[Reservations and 
Tickets].[Trip Booking Key] 
ELSE NULL  

END for [Trip Type]) 

Count of air tickets booked 

using Concur Travel 

Total Concur 

Travel Fares 

Amount 

<Total Concur 

Travel Fares 

Amount> 

total(CASE  

WHEN [Travel].[Trips].[Is 
Cliqbook Booked Trip] = 'Y' 
THEN [Travel].[Reservations 
and Tickets].[Booking Total 
(reporting currency)]  

ELSE 0 END for [Trip Type]) 

Sum of the booking 

amount and tax for trips 

booked in Concur Travel, 
in the reporting currency 

Avg. Concur 
Travel Ticket 

<Avg. Concur 
Travel Ticket> 

[Total Concur Travel Fares 
Amount]/[Num. Concur Travel 
Air Tickets] 

Average cost of air tickets 
booked using Concur 
Travel 

Agent Booked 
Trips with Air 

<Agent Booked 
Trips with Air> 

COUNT (DISTINCT CASE WHEN 
[Travel].[Trips].[Is Cliqbook 
Booked Trip] = 'N' AND 

[Travel].[Reservations and 

Tickets].[Expense Type Legacy 
Key] = 'AIR' THEN 
[Travel].[Trips].[Trip Key]  

ELSE NULL END for [Trip Type]) 

Count of trips with air 
booked not using Concur 
Travel 

Num. Agent Air 

Tickets 

<Num. Agent Air 

Tickets> 
COUNT(DISTINCT CASE  

WHEN [Travel].[Trips].[Is 
Cliqbook Booked Trip] = 'N' 
AND [Travel].[Reservations and 
Tickets].[Expense Type Legacy 

Key] = 'AIR' THEN 
[Travel].[Reservations and 
Tickets].[Trip Booking Key]  

ELSE NULL END for [Trip Type]) 

Count of air tickets booked 

not using Concur Travel 

Total Agent 
Fares Amount 

<Total Agent 
Fares Amount> 

total(CASE  

WHEN [Travel].[Trips].[Is 
Cliqbook Booked Trip] = 'N' 
THEN [Travel].[Reservations 
and Tickets].[Booking Total 
(reporting currency)]  

ELSE 0 END for [Trip Type]) 

Sum of the booking 
amount and tax for trips 

not booked in Concur 
Travel, in the reporting 
currency 

Avg. Agent 
Ticket 

<Avg. Agent 
Ticket> 

[Total Agent Fares 
Amount]/[Num. Agent Air 
Tickets] 

Average cost of air tickets 
booked not using Concur 
Travel 



Chapter 7:  Folder – Compliance 

7-8 Standard Reports by Folder  
 Last Revised: September 19, 2020 

 © 2004 - 2023 SAP Concur All rights reserved. 

Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Concur Travel 

Adoption 

<Concur Travel 

Adoption> 

[Concur Travel Trips with 

Air]/([Concur Travel Trips with 
Air] + [Agent Booked Trips with 
Air]) 

Percentage of trips booked 

using Concur Travel 

Summary Total(Concur 
Travel Trips with 
Air) 

[Concur Travel Trips with Air] Total sum of Concur 
Travel Trips with Air 
column 

Summary Total(Num. 
Concur Travel Air 

Tickets) 

[Num. Concur Travel Air 
Tickets] 

Total sum of Num. 
Concur Travel Air 

Tickets column 

Summary Total(Total 

Concur Travel 
Fares Amount) 

[Total Concur Travel Fares 

Amount] 

Total sum of Total Concur 

Travel Fares Amount 
column 

Summary Overall Average 
Concur Travel 
Ticket 

total([Total Concur Travel Fares 
Amount] for 
report)/total([Num. Concur 
Travel Air Tickets] for report) 

Overall average cost of air 
tickets booked using 
Concur Travel 

Summary Total(Agent 
Booked Trips 

with Air) 

[Agent Booked Trips with Air] Total sum of Agent 
Booked Trips with Air 

column 

Summary Total(Num. 

Agent Air 
Tickets) 

[Num. Agent Air Tickets] Total sum of Num. Agent 

Air Tickets column 

Summary Total(Total Agent 
Fares Amount) 

[Total Agent Fares Amount] Total sum of Total Agent 
Fares Amount column 

Summary Overall Average 
Agent Ticket 

total([Total Agent Fares 
Amount] for 
report)/total([Num. Agent Air 
Tickets] for report) 

Overall average cost of air 
tickets booked not using 
Concur Travel 

Summary Overall Adoption total([Concur Travel Trips with 

Air] for report)/(total([Concur 
Travel Trips with Air] for report) 
+ total([Agent Booked Trips 
with Air] for report)) 

Overall percentage of trips 

booked using Concur 
Travel 
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Report: Airfares Expensed Not Booked in Concur Travel 
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report displays airfare expenses that have been expensed through Concur Expense but 

were not booked in Travel. 

Report Prompts 

 

Date Range Prompt 

• Sent for Payment Date: Used to filter the report by the date range the payment 

was sent for reimbursement to the employee(s) 

Options Prompt 

• Employees: Used to filter the report by the name of employee(s) who booked trips 
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Report Output  

 

Report Header and Footer 

 

Data Item 

Label/Name 
Data Item Expression Data Item Description 

Sent for Payment 

Date 

ParamDisplayValue('Date Sent for 

Payment') 

Displays the date range entered 

in the Sent for Payment Date 
prompt on the Prompts page 

Reporting Currency [Expense].[Entry Information].[Reporting 

Currency] 

Displays the currency code in 

which the reporting currency is 
shown (for example, USD, CAD, 
GBP) 

N/A AsOfDate() Displays the date the report was 
run 

N/A PageNumber() Displays the page number of the 
corresponding page 

N/A AsOfTime() Displays the time the report was 

run 

Report Data Items 

 

Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Employee <Employee> [Expense].[Report Header 

Information].[Employee Last 
Name] + ', ' + 
[Expense].[Report Header 
Information].[Employee First 
Name] 

Employee last name and 

first name (for example, 
Smith, John) 

Report Name <Report Name> [Expense].[Report Header 

Information].[Report Name] 

Employee-entered name of 

the expense report 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Report ID <Report ID> [Expense].[Report Header 

Information].[Report ID] 

Unique system-assigned 

code that identifies the 
expense report 

Transaction 
Date 

<Transaction 
Date> 

[Expense].[Entry 
Information].[Transaction Date] 

Date the transaction was 
incurred 

Airline <Vendor> [Expense].[Entry 
Information].[Vendor] 

Airline vendor associated 
with the expense 

Payment Type <Payment 
Type> 

[Expense].[Entry 
Information].[Payment Type] 

Method by which the 
employee paid for the 
expense, such as cash or a 

credit card 

Approved 

Amount 

<Approved 

Amount (rpt)> 

[Expense].[Entry 

Information].[Approved Amount 
(rpt)] 

Amount of the expense 

approved for 
reimbursement, converted 
as needed to the reporting 
currency 

Employee ID <Employee ID> [Expense].[Report Header 
Information].[Employee ID] 

Unique number or code 
that identifies the 
employee 

N/A <Total(Approved 

Amount (rpt))> 
[Approved Amount (rpt)] Total amount of expenses 

approved for 
reimbursement by 
employee 
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Report: Attendee Analysis 
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report provides a summary of all expense types with attendees, grouped by the 

employee who submitted the expense report. 

Report Prompts 
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Year Prompts 

• From: Used to filter the report using a defined begin date that expenses were 

reimbursed to the employee(s) 

• To: Used to filter the report using a defined end date that expenses were reimbursed 

to the employee(s) 

• Earliest Date: Used to filter the report using the earliest date that expenses were 

reimbursed to the employee(s) 

• Latest Date: Used to filter the report using the latest date that expenses were 

reimbursed to the employee(s) 

Report Output  

 

Report Header and Footer 

 

Data Item 
Label/Name 

Data Item Expression Data Item Description 

Sent for Payment 
Date 

If 
(ParamDisplayValue("Sent_for_Payment_

Date") is not null) then 
ParamDisplayValue("Sent_for_Payment_
Date") else " " 

Displays the date range entered 
in the Year prompts on the 

Prompts page 

N/A AsOfDate() Displays the date the report was 
run 
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Data Item 

Label/Name 
Data Item Expression Data Item Description 

N/A PageNumber() Displays the page number of the 

corresponding page 

N/A AsOfTime() Displays the time the report was 

run 

Report Data Items 
 

Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Employee <Employee> [Expense].[Report Header 
Information].[Employee] 

Employee last name, first 
name, and middle initial 

Report Name <Report Name> [Expense].[Report Header 
Information].[Report Name] 

Employee-entered name of 
the expense report 

Sent for 
Payment Date 

<Sent for 
Payment Date> 

[Expense].[Report Dates and 
Statuses].[Sent for Payment 
Date] 

Date the expense report 
was extracted from the 
expense system for 

payment in another 
accounting system (such 
as Accounts Payable or 
Payroll) 

Expense Type <Expense Type> [Expense].[Entry 

Information].[Expense Type] 

Expense type assigned to 

the expense 

Transaction 
Date 

<Transaction 
Date> 

[Expense].[Entry 
Information].[Transaction Date] 

Date the transaction was 
incurred 

Vendor <Vendor> [Expense].[Entry 
Information].[Vendor] 

Vendor associated with the 
expense 

Attendee Type <Attendee 

Type> 

[Expense].[Expense 

Attendees].[Attendee Type] 

Type of attendee at the 

expensed event, such as 
business guest, employee, 
or spouse 

Attendee Name <Attendee 
Name> 

[Expense].[Expense 
Attendees].[Attendee Name] 

Last Name, First Name of 
an attendee associated 
with the expense 

Title <Title> [Expense].[Expense 
Attendees].[Title] 

Job title of the attendee 

Company <Company> [Expense].[Expense 
Attendees].[Company] 

Company employing the 
attendee 

Approved 

Amount 
(Reporting 
Currency) 

<Approved 

Amount 
(Reporting 
Currency)> 

[Expense].[Expense 

Attendees].[Approved Amount 
(Reporting Currency)] 

Amount of the expense 

approved for 
reimbursement, converted 
as needed to the reporting 
currency 
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Report: Attendee Details 
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report shows the spending by employees and attendee information for expenses that 

have associated attendees, typically for meal or entertainment expense types. This report 

can be run to provide the total picture or for a selected set of expense reports that 

represent money being spent by an employee to cover expenses for fellow employees or 

non-employee clients or prospective clients.  

Report Prompts 

There are a number of optional prompts provided in order to narrow the report results. The 

user can select a date range, a minimum cost, specific parent expense types, specific 

expense type, selected employees, or selected attendees.  
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• Date the Report was Sent for Payment:  Used to filter the report by the date 

range the payment was sent for reimbursement to the employee(s) 

• Select all Entries where the Cost per Attendee exceeds:  Used to filter the 

report to include attendees where the cost per attendee is more than a specified 

minimum threshold (for example, to include employees with more than $1,000 in 

spend, enter 1,001)  

• Specify the Parent Expense Type(s) to filter the expense type list (optional):  

Used to filter the Specify the Expense Type(s) to Include prompt by the expense 

parent category 

• Specify the Expense Type(s) to include (optional):  Used to choose from a list 

of expense types to filter the report on 

• Specify the Employees to include (optional):  Used to filter the report by the 

name of the employee(s) 

• Specify the Attendees(s) to include (optional):  Used to filter the report by the 

name of the attendee(s) 

Report Output   
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Report Header and Footer 

 

Data Item 

Label/Name 
Data Item Expression Data Item Description 

Sent for Payment 

Date 

ParamDisplayValue('Sent for Payment 

Date') 

Displays the date range entered 

in the Sent for Payment Date 
prompt on the Prompts page 

Reporting Currency [Query1].[Reporting Currency] Displays the currency code in 
which the reporting currency is 
shown (for example, USD, CAD, 
GBP) 

N/A AsOfDate() Displays the date the report was 

run 

N/A PageNumber() Displays the page number of the 

corresponding page 

N/A AsOfTime() Displays the time the report was 

run 

Report Data Items 

 

Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

N/A Employee + ID [Employee]+' ('+[Employee 

ID]+')' 

Employee last name, first 

name, and middle initial, 
Unique number or code 
that identifies the 
employee 

Report Name Report Name [Expense].[Report Header 

Information].[Report Name] 

Employee-entered name of 

the expense report  

Submit Date Last Submitted 

Date 

[Expense].[Report Dates and 

Statuses].[Last Submitted 
Date] 

Date that the expense 

report was last submitted 
by the employee for 
approval 

 

NOTE: If the employee 
submitted the report more 

than once, for example, 
because it was returned to 

the employee for 
corrections, this date is the 
date the report was last 
submitted. 

Amount Total Approved 
Amount (rpt) 

[Expense].[Report Header 
Information].[Total Approved 
Amount (rpt)] 

Total amount approved to 
be reimbursed 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Entry Date Transaction Date [Expense].[Entry 

Information].[Transaction Date] 

Date that the expense was 

incurred 

Expense Type Expense Type [Expense].[Entry 

Information].[Expense Type] 

Expense type assigned to 

the expense 

Vendor Vendor [Expense].[Entry 
Information].[Vendor] 

Vendor associated with the 
expense  

Purpose Purpose [Expense].[Entry 
Information].[Purpose] 

Employee-entered 
business purpose or 
description of the expense 
entry  

Payment Type Payment Type [Expense].[Entry 

Information].[Payment Type] 

Method by which the 

employee paid for the 
expense, such as cash or a 
credit card 

Entry Amount Approved 
Amount (rpt) 

[Expense].[Entry 
Information].[Approved Amount 
(rpt)] 

Amount of the expense 
approved for 
reimbursement, converted 
as needed to the reporting 
currency 

Attendee Name Attendee Name [Expense].[Expense 

Attendees].[Attendee Name] 

Last Name, first name of 

an attendee associated 
with the expense 

Title Title [Expense].[Expense 

Attendees].[Title] 
Job title of the attendee 

Company Company [Expense].[Expense 
Attendees].[Company] 

Company employing the 
attendee 

Type Attendee Type [Expense].[Expense 
Attendees].[Attendee Type] 

Type of attendee at the 
expensed event, such as 
business guest, employee, 
or spouse 

Amount Approved 

Amount 
(Reporting 
Currency) 

[Expense].[Expense 

Attendees].[Approved Amount 
(Reporting Currency)] 

Amount of the expense 

approved for 
reimbursement, converted 
as needed to the reporting 
currency 
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Report: Attendee Summary 
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report provides a summary view of spending on attendees by expense type, reporting 

group, and currency. It provides one or more years of statistics, enabling long-term trend 

analysis about expenses involving money spent by an employee to cover expenses for 

fellow employees or non-employee clients or prospective clients. 

Report Prompts 

The user is prompted for the transaction year – multiple years or all years can be selected. 

The user is prompted for the attendee currency – multiple currencies or all currencies can 

be selected. These are optional prompts – all years and currencies are included if nothing is 

selected.  

 

Date Range Prompt 

• Transaction Date:   

 From:  Used to filter the report using a defined begin date that transaction(s) 

were made 

 To:  Used to filter the report using a defined end date that transaction(s) were 

made 

 Earliest Date:  Used to filter the report using the earliest date that 

transaction(s) were made 

 Latest Date:  Used to filter the report using the latest date that transaction(s) 

were made 
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Report Output 

  

Report Header and Footer 
 

Data Item 
Label/Name 

Data Item Expression Data Item Description 

Transaction Date ' 
'+ParamDisplayValue('Transaction_Date') 

Displays the date range entered 
in the Transaction Date prompt 
on the prompts page 

N/A AsOfDate() Displays the date the report was 
run 

N/A PageNumber() Displays the page number of the 

corresponding page 

N/A AsOfTime() Displays the time the report was 

run 

Report Data Items 

 

Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

N/A <Parent Expense 

Type> 

[Expense].[Entry 

Information].[Parent Expense 
Type] 

Another expense type 

under which the entry's 
expense type has been 
grouped 

For example, the expense 
types Breakfast, Lunch, 
and Dinner might be 
grouped under another 
expense type called Meals. 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

N/A <Expense Type> [Expense].[Entry 

Information].[Expense Type] 

Expense type assigned to 

the expense 

N/A <Reporting 

Group> 

[Expense].[Report Header 

Information].[Reporting Group] 

Code that indicates the 

level assigned to the 
expense type from the 
reporting hierarchy 

N/A <Expense Type> aggregate(currentMeasure 
within detail [Reporting Group]) 

Summary of the “Expense 
Type” group 

N/A <Parent Expense 
Type> 

aggregate(currentMeasure 
within detail [Expense Type]) 

Summary of the “Parent 
Expense Type” group 

N/A <Transaction 

Year> 

[Expense].[Entry 

Information].[Transaction Year] 

Year that the expense was 

incurred 

Attendee 

Instance Count 

<Attendee 

Instance Count> 

[Expense].[Expense 

Attendees].[Attendee Instance 
Count] 

Represents the count field 

for the attendee record, 
which exists for every type 
of attendee but is not 
commonly editable for 
attendee types other than 
No Show 

Approved 

Amount 
(Reporting 
Currency) 

<Approved 

Amount 
(Reporting 
Currency)> 

[Expense].[Expense 

Attendees].[Approved Amount 
(Reporting Currency)] 

Amount of the expense 

approved for 
reimbursement, converted 
as needed to the reporting 

currency 

Approved 
Amount 
(Reporting 

Currency) / 
Attendee 
Instance Count 

<Approved 
Amount 
(Reporting 

Currency) / 
Attendee 
Instance Count> 

[Expense].[Expense 
Attendees].[Approved Amount 
(Reporting Currency)] / 

[Expense].[Expense 
Attendees].[Attendee Instance 
Count] 

Total amount of the 
expense divided by the 
attendee count to get the 

average cost per attendee 

Attendee 

Instance Count 

<Attendee 

Instance Count> 

[Expense].[Expense 

Attendees].[Attendee Instance 
Count] 

Represents the count field 

for the attendee record, 
which exists for every type 
of attendee but is not 
commonly editable for 

attendee types other than 
No Show 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Approved 

Amount 
(Reporting 
Currency) 

<Approved 

Amount 
(Reporting 
Currency)> 

[Expense].[Expense 

Attendees].[Approved Amount 
(Reporting Currency)] 

Amount of the expense 

approved for 
reimbursement, converted 
as needed to the reporting 
currency 

Approved 
Amount 

(Reporting 
Currency) / 
Attendee 
Instance Count 

<Approved 
Amount 

(Reporting 
Currency) / 
Attendee 
Instance Count> 

[Expense].[Expense 
Attendees].[Approved Amount 

(Reporting Currency)] / 
[Expense].[Expense 
Attendees].[Attendee Instance 
Count] 

Total amount of the 
expense divided by the 

attendee count to get the 
average cost per attendee 
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Report: Car Rentals Expensed Not Booked in Concur Travel 
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report displays car rental expenses that have been expensed through Concur Expense 

but were not booked in Travel. 

Report Prompts 

 



Chapter 7:  Folder – Compliance 

7-24 Standard Reports by Folder  
 Last Revised: September 19, 2020 

 © 2004 - 2023 SAP Concur All rights reserved. 

Date Range Prompt: 

• Sent for Payment Date:  Used to filter the report by the date range the payment 

was sent for reimbursement to the employee(s) 

Options Prompt: 

• Employee:  Used to filter the report by name of employee(s) who booked trips   

Report Output  

 

Report Header and Footer 

 

Data Item 

Label/Name 
Data Item Expression Data Item Description 

Sent for Payment 

Date 

ParamDisplayValue('Date Sent for 

Payment') 

Displays the date range entered 

in the Sent for Payment Date 
prompt on the Prompts page 

Reporting Currency [Expense].[Entry Information].[Reporting 
Currency] 

Displays the currency code in 
which the reporting currency is 
shown (for example, USD, CAD, 
GBP) 

N/A AsOfDate() Displays the date the report was 
run 
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Data Item 

Label/Name 
Data Item Expression Data Item Description 

N/A PageNumber() Displays the page number of the 

corresponding page 

N/A AsOfTime() Displays the time the report was 

run 

Report Data Items 
 

Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Employee <Employee> [Expense].[Report Header 
Information].[Employee Last Name] 
+ ', ' + [Expense].[Report Header 

Information].[Employee First Name] 

Last name and first name of 
the employee (for example, 
Smith, John) 

Report Name <Report Name> [Expense].[Report Header 

Information].[Report Name] 

Employee-entered name of 

the expense report  

Report ID <Report ID> [Expense].[Report Header 
Information].[Report ID] 

Unique system-assigned 
code that identifies the 
expense report 

Transaction 
Date 

<Transaction 
Date> 

[Expense].[Entry 
Information].[Transaction Date] 

Date that the expense was 
incurred 

Rental Agency <Vendor> [Expense].[Entry 

Information].[Vendor] 

Vendor associated with the 

expense 

Payment Type <Payment 

Type> 

[Expense].[Entry 

Information].[Payment Type] 

Method by which the 

employee paid for the 
expense, such as cash or a 
credit card 

Approved 
Amount 

<Approved 
Amount (rpt)> 

[Expense].[Entry 
Information].[Approved Amount 
(rpt)] 

Total amount approved to 
be reimbursed 

Employee ID <Employee ID> [Expense].[Report Header 
Information].[Employee ID] 

Unique number or code 
that identifies the 
employee 

Total(Approved 

Amount (rpt)) 

<Total(Approved 

Amount (rpt))> 

[Approved Amount (rpt)] Total amount of expenses 

approved for 
reimbursement by 
employee 
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Report: Concur Travel Hotel Bookings  
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report shows information on hotel bookings made in SAP Concur solutions.  

Report Prompts  

 

Date Range Prompt 

• Arrival Date: Used to filter the report by the date range of the hotel check-in date 
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Report Output 
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Report Header and Footer 

 

Data Item 

Label/Name 
Data Item Expression Data Item Description 

Arrival Date ' ' + ParamDisplayValue('startDate') Displays the date range entered 

in the Arrival Date prompt on 
the Prompts page 

Report Data Items 
 

Data Item 
Label 

Data Item 
Name 

Data Item Expression 
Data Item Description 

Travelers <Primary 
Traveler> 

[Travel].[Trips].[Primary 
Traveler] 

Name of the traveler 
taking the trip 

Hotel Vendor <Hotel Vendor> [Travel].[Reservations and 
Tickets].[Hotel Vendor] 

Parent company of the 
vendor (for example, 
Hilton Intl) 

Hotel Location <Hotel Property 

City/Location> 

[Travel].[Reservations and 

Tickets].[Hotel Property 
City/Location] 

Location (city, state, 

country) of the hotel 
property 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Hotel 

Country/Region 

<Hotel Property 

Country> 

[Travel].[Reservations and 

Tickets].[Hotel Property 
Country] 

Full country/region name 

where the hotel property is 
located 

Arrival Date <Start Date> [Travel].[Reservation and 
Ticket Dates].[Start Date] 

Date the trip begins 
(month day, year format) 

Departure Date <End Date> [Travel].[Reservation and 
Ticket Dates].[End Date] 

Date the trip completes 
(Month Day, Year format) 

Booking 
Currency 

<Booking 
Currency> 

[Travel].[Reservations and 
Tickets].[Booking Currency]  

Currency the trip was 
booked in (for example, 
CAD) 

Booking Rate <Booking Rate> [Travel].[Reservations and 

Tickets].[Booking Rate] 

Daily/Nightly rate (for 

example, 100.00 per 
night) 

Nights <Number of 

Days/Nights> 

[Travel].[Reservations and 

Tickets].[Number of 
Days/Nights] 

Number of nights stayed at 

a hotel 

Rooms <Number of 
Units> 

CASE WHEN [Travel].[Reservations 
and Tickets].[Number of Units] < 1 

THEN 1  

WHEN [Travel].[Reservations and 
Tickets].[Number of Units] is missing 

THEN 1 

ELSE [Travel].[Reservations and 
Tickets].[Number of Units]  

END 

Number of rooms reserved 

Record Locator <Record 
Locator> 

[Travel].[Trips].[Record 
Locator] 

Unique six-digit character 
that identifies the trip 
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Report: Employee Exceptions - Details 
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report lists all report header exceptions for a given employee. The typical use case will 

be an Analysis user running the Top Exceptions Violators report. After viewing the results, 

an employee is identified about whom the administrator requires more information.  

A drill through is available from the Number of Exceptions and Employee column that 

will open the new Employee Exceptions Details report. As with all of our drill throughs, this 

report can also be run as a standalone report. 

Report Prompts 
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Date Range Prompt 

• Sent for Payment Date: Used to filter the report by the date range the payment 

was sent for reimbursement to the employee(s) 

Options Prompt 

• Employees: Used to filter the report by the name of employee(s) who booked trips 

Report Output  

 

 

 

Report Header and Footer 

 

Data Item 
Label/Name 

Data Item Expression Data Item Description 

Sent for Payment 
Date 

ParamDisplayValue('sentForPaymentDate
Param') 

Displays the date range entered 
in the Sent for Payment Date 

prompt on the Prompts page 
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Report Data Items 

 

Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Employee <Employee> [Expense].[Report Header 

Information].[Employee] 

Employee last name, first 

name, and middle initial 

Employee ID <Employee ID> [Expense].[Report Header 

Information].[Employee ID] 

Unique number or code 

that identifies the 
employee 

Report Date <Report Date> [Expense].[Report Dates and 
Statuses].[Report Date] 

Initial date that the 
expense report was 
submitted by the employee 

for approval 

Report Name <Report Name> [Expense].[Report Header 

Information].[Report Name] 

Name that identifies the 

expense report to which 
the cash advance has been 
applied 

Purpose <Purpose> [Expense].[Report Header 
Information].[Purpose] 

Employee-entered 
business purpose or 
description of the expense 
report 

Exception Event <Exception 

Event> 

[Expense].[Report Header 

Exceptions].[Exception Event] 

Code that indicates the 

point in the workflow 
process when the report 
was checked for the 

exception 

(For example, 

ENTRY_SAVE = Entry 
Save, ENTRY_SUBMIT = 
Entry Submit) 

Exception Level <Exception 
Level> 

[Expense].[Report Header 
Exceptions].[Exception Level] 

Severity level of the 
report-level exception 

Exception Code <Exception 
Code> 

[Expense].[Report Header 
Exceptions].[Exception Code] 

Code that identifies the 
report-level exception 
associated to the audit rule 

that was triggered 

Exception Text <Exception 

Text> 

[Expense].[Report Header 

Exceptions].[Exception Text] 

Text description of the 

report-level exception 
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Report: Expense Exception Analysis 
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report provides a list of exceptions for expenses based on a date range. 

Report Prompts 

 

 

• Sent for Payment Date: Used to filter the report by the date range the payment 

was sent for reimbursement to the employee(s) 

• Selected Employee(s) (optional): Used to filter the report by the name of 

employee(s) who booked trips 

• Select the Exceptions to Include (optional): Used to filter the report by 

exception type(s) 



Chapter 7:  Folder – Compliance 

7-34 Standard Reports by Folder  
 Last Revised: September 19, 2020 

 © 2004 - 2023 SAP Concur All rights reserved. 

Report Output  

 

Report Header and Footer 

 

Data Item 

Label/Name 
Data Item Expression Data Item Description 

All Reports Sent 

for Payment 
' ' + ParamDisplayValue('Date') Displays the date range entered 

in the Sent for Payment Date 
prompt on the Prompts page 

N/A AsOfDate() Displays the date the report was 

run 

N/A PageNumber() Displays the page number of the 
corresponding page 

N/A AsOfTime() Displays the time the report was 
run 

Report Data Items 

 

Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

N/A <Employee> if([Report Exceptions and 

Comments].[Report Key] is 

null) then([Report Entry 

Exceptions and 

Comments].[Employee]) 

else ([Report Exceptions and 

Comments].[Employee]) 

Employee last name, 

first name, and middle 

initial 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

N/A <Report Name> if([Report Exceptions and 

Comments].[Report Key] is 
null) then([Report Entry 
Exceptions and 
Comments].[Report Name]) 
else ([Report Exceptions and 

Comments].[Report Name]) 

Employee-entered name of 

the expense report  

N/A <Date Last 

Submitted> 

if([Report Exceptions and 

Comments].[Report Key] is 
null) then([Report Entry 
Exceptions and 
Comments].[Date Last 

Submitted]) else ([Report 
Exceptions and 

Comments].[Date Last 
Submitted]) 

Date that the expense 

report was last submitted 
by the employee for 
approval 

NOTE: If the employee 

submitted the report more 
than once, for example, 
because it was returned to 
the employee for 
corrections, this date is the 
date the report was last 
submitted. 

Report 

Exception Code 

<Report 

Exception Code> 

[Report Exceptions and 

Comments].[Exception Code] 

Code that identifies the 

report-level exception 
associated to the audit rule 
that was triggered 

Report 
Exception Text 

<Report 
Exception Text> 

[Report Exceptions and 
Comments].[Exception Text] 

Text description of the 
report-level exception 

Report 
Exception 
Cleared? 

<Report 
Exception 
Cleared?> 

[Report Exceptions and 
Comments].[Cleared] 

Indicates whether an 
Expense Processor has 
cleared the report-level 
exception 

Transaction 

Date 

<Transaction 

Date> 

[Report Entry Exceptions and 

Comments].[Transaction Date] 

Date the transaction was 

incurred 

Expense Type <Expense Type> [Report Entry Exceptions and 

Comments].[Expense Type] 

Expense type assigned to 

the expense 

Vendor <Vendor> [Report Entry Exceptions and 

Comments].[Vendor] 

Vendor associated with the 

expense 

Amount <Approved 

Amount> 

([Report Entry Exceptions and 

Comments].[Approved Amount 

Amount of the allocation 

approved for 
reimbursement 

Entry Exception 
Code 

<Entry Exception 
Code> 

[Report Entry Exceptions and 
Comments].[Exception Code1] 

Code that identifies the 
entry-level exception 
associated to the audit rule 

that was triggered 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Entry Exception 

Text 

<Entry Exception 

Text> 

[Report Entry Exceptions and 

Comments].[Exception Text1] 

Text description of the 

entry-level exception 

Entry Exception 

Cleared? 

<Entry Exception 

Cleared?> 

[Report Entry Exceptions and 

Comments].[Cleared1] 

Indicates whether an 

Expense Processor has 
cleared the entry-level 
exception 
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Report: Expense Exception Analysis (with Comments) 
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report lists the exceptions for expenses based on a date range with detailed comments. 

Report Prompts 

 

 

• Sent for Payment Date:  Used to filter the report by the date range the payment 

was sent for reimbursement to the employee(s) 

• Selected Employee(s) (optional):  Used to filter the report by the name of 

employee(s) who booked trips 

• Select the Exceptions to Include (optional):  Used to filter the report by 

exception type(s) 
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Report Output  

 

Report Header and Footer 

 

Data Item 
Label/Name 

Data Item Expression Data Item Description 

All Reports Sent 

for Payment 
' ' + ParamDisplayValue('Date') Displays the date range entered 

in the Sent for Payment Date 

prompt on the Prompts page 

N/A AsOfDate() Displays the date the report was 

run 

N/A PageNumber() Displays the page number of the 

corresponding page 

N/A AsOfTime() Displays the time the report was 
run 

Report Data Items 
 

Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

N/A <Employee> if([Report Exceptions and 
Comments].[Report Key] is 
null) then([Report Entry 

Exceptions and 
Comments].[Employee]) else 
([Report Exceptions and 
Comments].[Employee]) 

Employee last name, first 
name, and middle initial 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

N/A <Report Name> if([Report Exceptions and 

Comments].[Report Key] is 
null) then([Report Entry 
Exceptions and 
Comments].[Report Name]) 
else ([Report Exceptions and 

Comments].[Report Name]) 

Employee-entered name of 

the expense report  

N/A <Date Last 

Submitted> 

if([Report Exceptions and 

Comments].[Report Key] is 
null) then([Report Entry 
Exceptions and 
Comments].[Date Last 

Submitted]) else ([Report 
Exceptions and 

Comments].[Date Last 
Submitted]) 

Date that the expense 

report was last submitted 
by the employee for 
approval 

NOTE: If the employee 

submitted the report more 
than once, for example, 
because it was returned to 
the employee for 
corrections, this date is the 
date the report was last 
submitted. 

Report 

Exception Code 

<Report 

Exception Code> 

[Report Exceptions and 

Comments].[Exception Code] 

Code that identifies the 

report-level exception 
associated to the audit rule 
that was triggered 

Report 
Exception Text 

<Report 
Exception Text> 

[Report Exceptions and 
Comments].[Exception Text] 

Text description of the 
report-level exception 

Report 
Exception 
Cleared? 

<Report 
Exception 
Cleared?> 

[Report Exceptions and 
Comments].[Cleared] 

Indicates whether an 
Expense Processor has 
cleared the report-level 
exception 

Comment <Report 

Comment> 

[Report Exceptions and 

Comments].[Comment] 

Text of the report-level 

comment 

Commenter <Report 

Commenter’s 
Name> 

[Report Exceptions and 

Comments].[Commenter's 
Name] 

Last name, first name, and 

middle initial of the 
employee entering the 
report-level comment 

Transaction 
Date 

<Transaction 
Date> 

[Report Entry Exceptions and 
Comments].[Transaction Date] 

Date the transaction was 
incurred 

Expense Type <Expense Type> [Report Entry Exceptions and 
Comments].[Expense Type] 

Expense type assigned to 
the expense 

Vendor <Vendor> [Report Entry Exceptions and 
Comments].[Vendor] 

Vendor associated with the 
expense 

Amount <Approved 

Amount> 

([Report Entry Exceptions and 

Comments].[Approved Amount] 

Amount of the allocation 

approved for 
reimbursement 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Entry Exception 

Code 

<Entry Exception 

Code> 

[Report Entry Exceptions and 

Comments].[Exception Code1] 

Code that identifies the 

entry-level exception 
associated to the audit rule 
that was triggered 

Entry Exception 
Text 

<Entry Exception 
Text> 

[Report Entry Exceptions and 
Comments].[Exception Text1] 

Text description of the 
entry-level exception 

Entry Exception 
Cleared? 

<Entry Exception 
Cleared?> 

[Report Entry Exceptions and 
Comments].[Cleared1] 

Indicates whether an 
Expense Processor has 
cleared the entry-level 

exception 

Comment <Entry 

Comment> 

[Report Entry Exceptions and 

Comments].[Comment] 

Text of the entry-level 

comment 

Commenter <Entry 

Commenter’s 
Name> 

[Report Entry Exceptions and 

Comments].[Commenter's 
Name] 

Last name, first name, and 

middle initial of the 
employee entering the 
entry-level comment 
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Report: Health Care Attendee Spending 
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report will display the amount of money spend on a given attendee in the Health Care 

industry. This report is assuming that the standard healthcare attendee record format is 

being used. This report will help clients meet the reporting requirements for the Sunshine 

Act. 

Report Prompts 
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Date Range Prompt 

• Transaction Date: Used to filter the report by the date range that the transactions 

were made 

Options Prompts 

• Attendee Type: Used to filter the report by the type of attendee who traveled (for 

example, Employee, Client, Guest, etc.)  

• Attendee Names: Used to filter the report by the name of the attendee(s) who 

traveled 

• Institutions/Practices: Used to filter the report by the name of the organization 

that the attendee is affiliated with 

Report Output 
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Report Header and Footer 

 

Data Item 

Label/Name 
Data Item Expression Data Item Description 

Transaction Date ParamDisplayValue('sentForPaymentDate

Param') 

Displays the date range entered 

in the Transaction Date prompt 
on the Prompts page 

Attendee Types ParamDisplayValue('approvedAmountPara
m') 

Displays the attendee types 
entered in the Attendee Type 
prompt on the Prompts page 

Reporting Currency [[Expense].[Entry 
Information].[Reporting Currency] 

Displays the currency code in 
which the reporting currency is 

shown (for example, USD, CAD, 
GBP) 

N/A AsOfDate() Displays the date the report was 

run 

N/A PageNumber() Displays the page number of the 
corresponding page 

N/A AsOfTime() Displays the time the report was 
run 
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Report Data Items 

 

Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Attendee Type <Attendee 

Type> 

[Expense].[Expense 

Attendees].[Attendee Type] 

Type of attendee at the 

expensed event, such as 
business guest, employee, 
or spouse 

Attendee Name <Attendee 
Name> 

[Expense].[Expense 
Attendees].[Attendee Name] 

Last Name, first name of 
an attendee associated 
with the expense 

Attendee Title <Title> [Expense].[Expense 

Attendees].[Title] 

Job title of the attendee 

Primary Address 

1 

<Custom 15 – 

Name> 

[Expense].[Expense 

Attendees].[Custom 15 - Name] 

Street address where the 

attendee is located 

City <Custom 18 – 

Name> 

[Expense].[Expense 

Attendees].[Custom 18 - Name] 

City where the attendee is 

located 

State <Custom 19 – 

Name> 

[Expense].[Expense 

Attendees].[Custom 19 - Name] 

State where the attendee 

is located 

Zip Code <Custom 20 – 
Name> 

[Expense].[Expense 
Attendees].[Custom 20 - Name] 

Zip code where the 
attendee is located 

Type/Profession
al Designation 

<Custom 13 – 
Name> 

[Expense].[Expense 
Attendees].[Custom 13 - Name] 

Professional title or 
assignment of the 
attendee 

NPI Number <Custom 14 – 

Name> 

[Expense].[Expense 

Attendees].[Custom 14 - Name] 

National Provider Identifier 

(NPI) number assigned to 
the attendee 

Approved 

Amount 

<Approved 

Amount 
(Reporting 
Currency> 

[Expense].[Expense 

Attendees].[Approved Amount 
(Reporting Currency)] 

Amount of the expense 

approved for 
reimbursement, converted 
as needed to the reporting 
currency 

Specialty/Taxon
omy 

<Custom 9 – 
Name> 

[Expense].[Expense 
Attendees].[Custom 9 - Name] 

Specialty or classification 
of the attendee 

Institution/Pract

ice 
<Company> [Expense].[Expense 

Attendees].[Company] 

Company employing the 

attendee 

Transaction 

Date 

<Transaction 

Date> 

[Expense].[Entry 

Information].[Transaction Date] 

Date the transaction was 

incurred 

Expense Type <Expense Type> [Expense].[Entry 

Information].[Expense Type] 

Expense type assigned to 

the expense 

Payment Type <Payment 

Type> 

[Expense].[Entry 

Information].[Payment Type] 

Method by which the 

employee paid for the 
expense, such as cash or a 
credit card 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Associated 

Report Entry 
Key 

<Associated 

Report Entry 
Key> 

[Expense].[Expense 

Attendees].[Associated Report 
Entry Key] 

Unique system-assigned 

key that identifies the 
expense to which the 
attendee has been 
assigned 

Associated 
Report Entry 

Legacy Key 

<Associated 
Report Entry 

Legacy Key> 

[Expense].[Expense 
Attendees].[Associated Report 

Entry Legacy Key] 

Allows users to match 
expense to which the 

attendee has been 
assigned in 
Analysis/Intelligence with 
the same values in Concur 
Expense 

N/A <Total 
(Approved 
Amount 

(Reporting 
Currency))> 

[Approved Amount (Reporting 
Currency)] 

Total amount of all 
expenses in the “Approved 
Amount” column 
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Report: Hotel Expense Exceeds Negotiated Rate 
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report lists all hotel expenses sent for payment within a selected timeframe, for which 

the expense amount is greater than a negotiated rate in Travel. With this information, an 

administrator can alert the company's travelers to be more aware of negotiated rates being 

honored and contact the properties to ensure future savings and potentially to get credits. 

Report Prompts 

 



 Chapter 7:  Folder – Compliance 

Standard Reports by Folder 7-47 
Last Revised: September 19, 2020 

© 2004 - 2023 SAP Concur All rights reserved. 

Date Range Prompt 

• Sent for Payment Date: Used to filter the report by the date range the payment 

was sent for reimbursement to the employee(s) 

Options Prompts 

• Average Tax Percentage: Used to filter the report by a defined average tax rate of 

the car rental expenses (for example, for expenses with an average tax percentage 

of 20%, enter 20) 

• Employees: Used to filter the report by the name of employee(s) who booked trips 

Report Output  
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Report Header and Footer 

 

Data Item 

Label/Name 
Data Item Expression Data Item Description 

Sent for Payment 

Date 

' ' + ParamDisplayValue('Date Sent for 

Payment') 

Displays the date range entered 

in the Sent for Payment Date 
prompt on the Prompts page 

Average Tax 
Percentage 

' ' + ParamDisplayValue('Tax Rate') + '%' Displays the tax rate entered in 
the Average Tax Percentage 
prompt on the Prompts page 

Reporting Currency [Expense].[Entry Information].[Reporting 
Currency] 

Displays the currency code in 
which the reporting currency is 

shown (for example, USD, CAD, 
GBP) 

N/A AsOfDate() Displays the date the report was 

run 

N/A PageNumber() Displays the page number of the 

corresponding page 

N/A AsOfTime() Displays the time the report was 
run 

Report Data Items 
 

Data Item 
Label 

Data Item 
Name 

Data Item Expression 
Data Item Description 

Employee <Employee> [Expense].[Report Header 
Information].[Employee Last 
Name] + ', ' + 

[Expense].[Report Header 
Information].[Employee First 
Name] 

Last name and first name 
of the employee (for 
example, Smith, John) 

Report Name <Report Name> [Expense].[Report Header 
Information].[Report Name] 

Employee-entered name of 
the expense report  

Report ID <Report ID> [Expense].[Report Header 
Information].[Report ID] 

Unique system-assigned 
code that identifies the 
expense report 

Transaction 
Date 

<Transaction 
Date> 

[Expense].[Entry 
Information].[Transaction Date] 

Date the transaction was 
incurred 

Vendor <Vendor> [Expense].[Entry 

Information].[Vendor] 

Vendor associated with the 

expense 

City/Location <City/Location> [Expense].[Entry 

Information].[City/Location] 

City/Location where the 

expense was incurred 

Expense Type <Expense Type> [Expense].[Entry 

Information].[Expense Type] 

Expense type assigned to 

the expense 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Payment Type <Payment 

Type> 

[Expense].[Entry 

Information].[Payment Type] 

Method by which the 

employee paid for the 
expense, such as cash or a 
credit card 

Amount 
Difference 

<Amount 
Difference> 

[Expense Amount] - [Hotel 
Negotiated Rate] 

Difference between the 
actual amount of the 
expense and the total 

amount of the hotel 
negotiated rate, converted 
as needed to the reporting 
currency 

Expense 
Amount 

<Expense 
Amount> 

CASE WHEN [Expense].[Entry 
Information].[Has Lodging Tax] 
> 0 AND ?Tax Rate? > 0 THEN 
[Expense].[Entry 

Information].[Expense Amount 
(rpt)]*(1-(?Tax Rate?/100)) 
ELSE [Expense].[Entry 
Information].[Expense Amount 
(rpt)] END 

Amount of the expense, 
converted as needed to 
the reporting currency 

Hotel 
Negotiated Rate 

<Hotel 
Negotiated 
Rate> 

[Expense].[Entry 
Information].[Hotel Negotiated 
Rate] 

Negotiated rate between 
the company employing 
the employee and the 

hotel 

Reservation 

Rate 

<Reservation 

Rate> 

[Expense].[Entry 

Information].[Reservation Rate] 

Amount of the hotel 

reservation rate 

Employee ID <Employee ID> [Expense].[Report Header 

Information].[Employee ID] 

Unique number or code 

that identifies the 
employee 
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Report: Hotel Stays Expensed Not Booked in Concur Travel 
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report lists all hotel stays sent for payment within a selected timeframe, which were 

not booked using Travel or arranged through a travel agency and captured within SAP 

Concur solutions. 

Report Prompts 
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Date Range Prompt 

• Sent for Payment Date: Used to filter the report by the date range the payment 

was sent for reimbursement to the employee(s) 

Options Prompt 

• Employees: Used to filter the report by the name of employee(s) who booked trips 

Report Output   

 

Report Header and Footer 

 

Data Item 
Label/Name 

Data Item Expression Data Item Description 

Sent for Payment 
Date 

' ' + ParamDisplayValue('Date Sent for 
Payment') 

Displays the date range entered 
in the Sent for Payment Date 

prompt on the Prompts page 

Reporting Currency [Expense].[Entry Information].[Reporting 

Currency] 

Displays the currency code in 

which the reporting currency is 
shown (for example, USD, CAD, 
GBP) 
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Data Item 

Label/Name 
Data Item Expression Data Item Description 

N/A AsOfDate() Displays the date the report was 

run 

N/A PageNumber() Displays the page number of the 

corresponding page 

N/A AsOfTime() Displays the time the report was 
run 

Report Data Items 
 

Data Item 
Label 

Data Item 
Name 

Data Item Expression 
Data Item Description 

Employee <Employee> [Expense].[Report Header 
Information].[Employee Last 
Name] + ', ' + 

[Expense].[Report Header 
Information].[Employee First 
Name] 

Last name and first name 
of the employee (for 
example, Smith, John) 

Report Name <Report Name> [Expense].[Report Header 

Information].[Report Name] 

Employee-entered name of 

the expense report  

Report ID <Report ID> [Expense].[Report Header 
Information].[Report ID] 

Unique system-assigned 
code that identifies the 

expense report 

Transaction 
Date 

<Transaction 
Date> 

[Expense].[Entry 
Information].[Transaction Date] 

Date the transaction was 
incurred 

Hotel  <Vendor> [Expense].[Entry 
Information].[Vendor] 

Vendor associated with the 
expense 

Payment Type <Payment 

Type> 

[Expense].[Entry 

Information].[Payment Type] 

Method by which the 

employee paid for the 
expense, such as cash or a 
credit card 

Approved 
Amount 

<Approved 
Amount (rpt)> 

[Expense].[Entry 
Information].[Approved Amount 
(rpt)] 

Amount of the expense 
approved for 
reimbursement, converted 
as needed to the reporting 

currency 

Employee ID <Employee ID> [Expense].[Report Header 

Information].[Employee ID] 

Unique number or code 

that identifies the 
employee 

N/A <Total(Approved 

Amount (rpt))> 
[Approved Amount (rpt)] Total amount of expenses 

approved for 
reimbursement by 
employee 
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Report: Non-Concur Travel Hotel Bookings 
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report identifies travelers who have overnight stays but do not have hotel reservations 

in the system that correspond to the trip. It provides several benefits: 

• Provides visibility to leakage 

• Allow travel managers a way to determine where their travelers are in case of 

disaster 

• Provides metrics to be used in hotel rate negotiations 

Report Prompts 

 

Date Range Prompt 

• Arrival Date: Used to filter the report by the date range of the hotel check-in date 

Report Output  
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Report Header and Footer 

 

Data Item 

Label/Name 
Data Item Expression Data Item Description 

Arrival Date ' ' + ParamDisplayValue('startDate') Displays the date range entered 

in the Arrival Date prompt on 
the Prompts page 

Report Data Items 
 

Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Traveler <Primary 
Traveler> 

[Travel].[Trips].[Primary 
Traveler] 

Name of the traveler 
taking the trip 

Hotel Vendor <Hotel Vendor> [Travel].[Reservations and 
Tickets].[Hotel Vendor] 

Parent company of the 
vendor (for example, 
Hilton Intl) 

Hotel Location <Hotel Property 

City/Location> 

[Travel].[Reservations and 

Tickets].[Hotel Property 
City/Location] 

Location (city, state, 

country) of the hotel 
property 

Hotel 

Country/Region 

<Hotel Property 

Country> 

[Travel].[Reservations and 

Tickets].[Hotel Property 
Country] 

Full country/region name 

where the hotel property is 
located 

Arrival Date <Start Date> [Travel].[Reservation and 
Ticket Dates].[Start Date] 

Date the trip begins 
(month day, year format) 

Departure Date <End Date> [Travel].[Reservation and 
Ticket Dates].[End Date] 

Date the trip completes 
(Month Day, Year format) 

Booking 
Currency 

<Booking 
Currency> 

[Travel].[Reservations and 
Tickets].[Booking Currency] 

Currency the trip was 
booked in (for example, 

CAD) 

Booking Rate <Booking Rate> [Travel].[Reservations and 

Tickets].[Booking Rate] 

Daily/Nightly rate (for 

example, 100.00 per 
night) 

Nights <Number of 

Days/Nights> 

[Travel].[Reservations and 

Tickets].[Number of 

Days/Nights] 

Number of nights stayed at 

a hotel 

Rooms <Number of 
Units> 

CASE WHEN 
[Travel].[Reservations and 
Tickets].[Number of Units] < 1 

THEN 1 WHEN 
[Travel].[Reservations and 
Tickets].[Number of Units] is 
missing THEN 1 ELSE 
[Travel].[Reservations and 
Tickets].[Number of Units] END 

Number of rooms reserved 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Record Locator <Record 

Locator> 

[Travel].[Trips].[Record 

Locator] 

Unique six-digit character 

that identifies the trip 

 

 



Chapter 7:  Folder – Compliance 

7-56 Standard Reports by Folder  
 Last Revised: September 19, 2020 

 © 2004 - 2023 SAP Concur All rights reserved. 

Report: Past Hotel Reservations with Rates in Excess of 
Negotiated Rates 
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report shows potential refunds from past hotel stays based on rates charged above 

your negotiated rate. 

Report Prompts 
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• Stay Start Date Range: Used to filter the report by the date range of the hotel 

check-in date 

• Country/Region (optional): Used to filter the report by the country(ies) where the 

hotel property is located 

• Booking Source (optional): Used to filter the report by the source(s) of the 

booking (for example, Sabre, Apollo) 

• Travel Configuration (optional): Used to filter the report by the travel 

configuration(s) used by the employee(s) booking the trip 

• Populate Rule Class List: Used to populate and select from a list of rule classes 

used by the employee(s) booking the trip 

• Rule Class (optional): Used to filter the report by the rule class(es) used by the 

employee(s) booking the trip 

• Vendor (optional): Used to filter the report by the name of the hotel vendor(s) 

• Employee (optional): Used to filter the report by name of employee(s) who booked 

trips 
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Report Output  

 

 

Report Header and Footer 

 

Data Item 
Label/Name 

Data Item Expression Data Item Description 

All Hotel Stays ParamDisplayValue('Start Date') Displays the date range entered 
in the Stay Start Date Range 

prompt on the Prompts page 

N/A AsOfDate() Displays the date the report was 

run 

N/A PageNumber() Displays the page number of the 

corresponding page 
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Data Item 

Label/Name 
Data Item Expression Data Item Description 

N/A AsOfTime() Displays the time the report was 

run 

Report Data Items 

 

Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Booking 

Currency 

<Booking 

Currency> 

[Travel].[Reservations and 

Tickets].[Booking Currency] 

Currency the trip was 

booked in (for example, 

CAD) 

Vendor <Vendor> [Travel].[Reservations and 
Tickets].[Hotel Vendor] 

Parent company of the 
vendor (for example, 
Hilton Intl) 

Estimated Cost <Estimated 

Cost> 

[Travel].[Reservations and 

Tickets].[Booking Total] 

Sum of the booking 

amount and the booking 
tax 

Potential Refund <Potential 

Refund> 

total([Travel].[Reservations and 

Tickets].[Hotel Negotiated 
Rate]*[Travel].[Reservations 
and Tickets].[Number of 
Days/Nights]-[Estimated Cost]) 

Potential refund amount 

between the hotel 
negotiated rate and the 
estimated cost 

% <%> -[Potential Refund]/[Estimated 
Cost] 

Percentage of the potential 
refund 

Booking 

Currency 

<Booking 

Currency> 

[Travel].[Reservations and 

Tickets].[Booking Currency] 

Currency the trip was 

booked in (for example, 
CAD) 

Travel 

Configuration 

<Travel 

Configuration> 

[Travel].[Trips].[Travel 

Configuration] 

Travel configuration used 

by the employee booking 
the trip 

Rule Class <Rule Class> [Travel].[Trips].[Rule Class] Rule class used by the 
employee booking the trip 

Employee <Employee> [Travel].[Trips].[Employee Last 
Name] + ', ' + 
[Travel].[Trips].[Employee First 

Name] 

Last name and first name 
of the employee (for 
example, Smith, John) 

Guest <Guest> [Travel].[Trips].[Primary 

Traveler] 

Name of the traveler 

taking the trip 

Vendor <Vendor> [Travel].[Reservations and 

Tickets].[Hotel Vendor] 

Parent company of the 

vendor (for example, 
Hilton Intl) 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Preferred <Preferred> [Travel].[Reservations and 

Tickets].[Is Preferred Vendor] 

Indicates if the reserved 

vendor is one of 
company's preferred 
vendors 

City <City> [Travel].[Reservations and 
Tickets].[Hotel Property 
City/Location] 

Location (city, state, 
country) of the hotel 
property 

Country/Region <Country> [Travel].[Reservations and 
Tickets].[Hotel Property 

Country] 

Full country/region name 
where the hotel property is 

located 

Arrive <Arrive> [Travel].[Reservation and 

Ticket Dates].[Start Date] 

Date the trip begins 

(Month Day, Year format) 

Depart <Depart> [Travel].[Reservation and 

Ticket Dates].[End Date] 

Date the trip completes 

(Month Day, Year format) 

Rate per Night <Rate per 
Night> 

[Travel].[Reservations and 
Tickets].[Booking Rate] 

Daily/Nightly rate (for 
example, 100.00 per 
night) 

Hotel 
Negotiated Rate 

<Hotel 
Negotiated 
Rate> 

[Travel].[Reservations and 
Tickets].[Hotel Negotiated 
Rate] 

Negotiated rate for a hotel 
property 

Nights <Nights> [Travel].[Reservations and 

Tickets].[Number of 

Days/Nights] 

Number of nights stayed at 

a hotel 

Rooms <Rooms> [Travel].[Reservations and 

Tickets].[Number of Units] 
Number of rooms reserved 

Estimated Cost <Estimated 
Cost> 

[Travel].[Reservations and 
Tickets].[Booking Total] 

Sum of the booking 
amount and the booking 
tax 

Potential Refund <Potential 
Refund> 

[Hotel Negotiated 
Rate]*[Nights]-[Estimated 
Cost] 

Potential refund amount 
between the hotel 
negotiated rate and the 

estimated cost 

Booking Source <Booking 

Source> 

[Travel].[Reservations and 

Tickets].[Booking Source] 

Source of the booking (for 

example, Sabre, Apollo) 

Record Locator <Record 

Locator> 

[Travel].[Reservations and 

Tickets].[Record Locator] 

Unique six-digit character 

that identifies the trip 

Booking 
Currency 

<Booking 
Currency> 

[Travel].[Reservations and 
Tickets].[Booking Currency] 

Currency the trip was 
booked in (for example, 
CAD) 

Estimated Cost <Estimated 
Cost> 

[Travel].[Reservations and 
Tickets].[Booking Total] 

Total sum of the booking 
amount and the booking 
tax by currency 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Potential Refund <Potential 

Refund> 

[Hotel Negotiated 

Rate]*[Nights]-[Estimated 
Cost] 

Total potential refund 

amount between the hotel 
negotiated rate and the 
estimated cost by currency 
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Report: Report Entry Exceptions Details Report 
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report provides a detailed list of all Report Entry exceptions for employees over a user-

defined timeframe. Users also have the option of selecting a single employee when running 

this report. 

Report Prompts 
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Date Range Prompt 

• Last Submitted Date:   

 From: Used to filter the report using a defined begin date that expense reports 

were last submitted for approval  

 To: Used to filter the report using a defined end date that expense reports were 

last submitted for approval 

 Earliest Date: Used to filter the report using the earliest date that expense 

reports were last submitted for approval  

 Latest Date: Used to filter the report using the latest date that expense reports 

were last submitted for approval 

Exception Level Prompts 

• From: Used to filter the report using a defined minimum severity level of the report-

level exception 

• To: Used to filter the report using a defined maximum severity level of the report-

level exception 

• Lowest value: Used to filter the report using the lowest severity level available of 

the report-level exception 

• Highest value: Used to filter the report using the highest severity level available of 

the report-level exception 

Employee Prompt 

• Employee: Used to filter the report by the name of employee(s) who booked trips 

Report Output 
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Report Header and Footer 

 

Data Item 

Label/Name 
Data Item Expression Data Item Description 

Last Submitted 

Date 

' 

'+ParamDisplayValue('Last_Submitted_D
ate') 

Displays the date range entered 

in the Last Submitted Date 
prompt on the Prompts page 

Exception Level ' '+ParamDisplayValue('Exception_Level') Displays the exception level(s) 
entered in the Exception Level 
prompt on the Prompts page 

Employee ' '+ParamDisplayValue('Employee') Displays the employee name(s) 
selected in the Employee prompt 

on the Prompts page 

N/A AsOfDate() Displays the date the report was 

run 

N/A PageNumber() Displays the page number of the 

corresponding page 

N/A AsOfTime() Displays the time the report was 

run 

Report Data Items 
 

Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Employee <Employee> [Expense].[Report Header 
Information].[Employee] 

Employee last name, first 
name, and middle initial 

Employee ID <Employee ID> [Expense].[Report Header 
Information].[Employee ID] 

Unique number or code 
that identifies the 
employee 

Report Date <Report Date> [Expense].[Report Dates and 

Statuses].[Report Date] 

Initial date that the 

expense report was 
submitted by the employee 
for approval 

Purpose <Purpose> [Expense].[Report Header 

Information].[Purpose] 

Employee-entered 

business purpose or 

description of the expense 
report 

Exception Code <Exception 
Code> 

[Expense].[Report Entry 
Exceptions].[Exception Code] 

Code that identifies the 
report-level exception 

associated to the audit rule 
that was triggered 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Exception Event <Exception 

Event> 

[Expense].[Report Entry 

Exceptions].[Exception Event] 

Code that indicates the 

point in the workflow 
process when the report 
was checked for the 
exception 

(For example, 
ENTRY_SAVE = Entry 
Save, ENTRY_SUBMIT = 
Entry Submit) 

Exception Text <Exception 
Text> 

[Expense].[Report Entry 
Exceptions].[Exception Text] 

Text description of the 
report-level exception 

Report Name <Report Name> [Expense].[Report Header 
Information].[Report Name] 

Employee-entered name of 
the expense report  

Expense Type <Expense Type> [Expense].[Entry 

Information].[Expense Type] 

Expense type assigned to 

the expense 

Expense 

Amount (rpt) 

<Expense 

Amount (rpt)> 

[Expense].[Entry 

Information].[Expense Amount 
(rpt)] 

Amount of the expense, 

converted as needed to 
the reporting currency 
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Report: Top Exception Violators 
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report shows the 10 employees with the highest number of report header exceptions 

identified by the system on expense reports submitted during a specified timeframe. 

Report Prompts 

 

Date Range Prompt 

• Sent for Payment Date: Used to filter the report by the date range the payment 

was sent for reimbursement to the employee(s) 

Options Prompts 

• Minimum Total Number of Exceptions: Used to filter the report by a defined 

minimum total number of exceptions per employee (for example, to show employees 

with no less than 200 exceptions, enter 200) 

• Minimum Total Exception Amount: Used to filter the report by a defined 

minimum total amount of exception costs per employee (for example, to show 

employees with no less than $5,000 in exception costs, enter 5,000) 
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Report Output 

 

Report Header and Footer 

 

Data Item 

Label/Name 
Data Item Expression Data Item Description 

Sent for Payment 

Date 

ParamDisplayValue('sentForPaymentDate

Param') 

Displays the date range entered 

in the Sent for Payment Date 
prompt on the Prompts page 

Reporting Currency [Expense].[Report Header 
Information].[Reporting Currency] 

Displays the currency code in 
which the reporting currency is 
shown (for example, USD, CAD, 
GBP) 

Report Data Items 

 

Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Rank <Rank> rank([Number of Exceptions]) Returns the rank value of 

the Number of 
Exceptions column 

Employee <Employee> [Expense].[Report Header 

Information].[Employee] 

Employee last name, first 

name, and middle initial 

Employee ID <Employee ID> [Expense].[Report Header 

Information].[Employee ID] 

Unique number or code 

that identifies the 
employee 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Number of 

Exceptions 

<Number of 

Exceptions> 
[Exception Key] Total number of exceptions 

generated for the expense 
report, at the report 
header level 

Total Report 
Amount 

<Total Report 
Amount (rpt)> 

[Expense].[Report Header 
Information].[Total Report 
Amount (rpt)] 

Total amount of the 
expenses on the report, 
converted as needed to 

the reporting currency 
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Report: Travel Adoption 
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report provides visibility into the total travel adoption for your employees. The report 

includes adoption rate information for air, car, hotel and rail trips.  

The report's trip count is based on the air, car, hotel, and rail segment reservations. The 

report indicates the number of trips that are booked using Concur Travel versus the number 

of agent-booked trips. 

Report Prompts 

 

• Purchase Date: Used to filter the report by the date range of the trip purchase date 

(Month Day, Year format) 

• Department (optional): Used to filter the report by specific department(s) within 

the organization 

• Expense Type: Used to filter the report by trip segment type 
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• Travel Configuration (optional): Used to filter the report by the travel 

configuration(s) used by the employee(s) booking the trip 

• Populate Rule Class List: Used to populate and select from a list of rule classes 

used by the employee(s) booking the trip 

• Rule Class (optional): Used to filter the report by the rule class(es) used by the 

employee(s) booking the trip 

Report Output 

 

Report Header and Footer 

 

Data Item 
Label/Name 

Data Item Expression Data Item Description 

N/A AsOfDate() Displays the date the report was 

run 

N/A PageNumber() Displays the page number of the 

corresponding page 

N/A AsOfTime() Displays the time the report was 

run 

Report Data Items 
 

Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Purchased Year <#Purchased 
Year#>  

[Travel].[Reservation and 
Ticket Dates].[Purchased Year]  

Calendar year the trip was 
purchased (for example, 
2010)  
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Purchased 

Month 

<#Purchased 

Month#> 
<#Purchased Month#> <#Purchased Month#> 

Concur Travel 

Booked Trips 

<Concur Travel 

Booked Trips> 

[Union1].[Concur Travel Booked 

Trips] 

Count of trips booked 

using Concur Travel 

Agent Book 
Trips 

<Agent Booked 
PH> 

[Union1].[Agent Booked PH] Count of trips booked 
using a travel agency (for 
example, CWT, AMEX, 
WTI)  

Booking Source <Itinerary 
Source> 

[Union1].[Itinerary Source] Where the trip was booked 
(for example, Concur 

Travel) 

Trip Count <Trip Count>  count(distinct 

[Travel].[Reservations and 
Tickets].[Trip Key])  

Count of the number of 

trips booked  

Booking Amount <Booking 
Amount> 

For Concur Travel Trips:  

CASE WHEN [Travel].[Trips].[Is 

Cliqbook Booked Trip]= 'Y' 
THEN ([Travel].[Reservations 
and Tickets].[Booking Amount 
(reporting currency)]) 

ELSE 0 

END 

 

For Agent Booked Trips:  

CASE WHEN [Travel].[Trips].[Is 

Agent Booked Trip] = 'Y' THEN 
([Travel].[Reservations and 
Tickets].[Booking Amount 
(reporting currency)]) 

ELSE 0 

END 

 

Final Result Expression: 

 

After calculating Concur Travel 

trips and agent-booked trips, 
the expressions are joined in a 
union to determine the total 
booking amount. 

 

[Union1].[Booking Amount 

(reporting currency)] 

Sum of the booking 
amount and tax for trips 
booked in Concur Travel 
and agency-booked trips in 
the reporting currency 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Concur Travel 

Adoption Rate 
<Adoption Rate> [Concur Travel Booked 

Trips]/([Agent Booked 
PH]+[Concur Travel Booked 
Trips]) 

Percentage of trips booked 

using Concur Travel 
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Report: Travel Policy Exceptions 
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report lists all users who have violated the company travel policy. It is based on the 

Violation Code and Violation Reason values entered by the user when booking the trip. 

Report Prompts 

 

Date Range Prompt 

• First Travel Date: Used to filter the report by the date range of the trip start date 

Options Prompt 

• Violation Reason: Used to filter the report by the Violation Code and Violation 

Reason which identifies why the trip was in company policy violation 
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Report Output 
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Report Header and Footer 

 

Data Item 
Label/Name 

Data Item Expression Data Item Description 

First Travel Date ParamDisplayValue('startDateParam') Displays the date range entered 
in the First Travel Date prompt 
on the Prompts page 

Report Data Items 

 

Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Name <Primary 

Traveler> 

[qTripsBookingDecisions].[Prim

ary Traveler] 

Name of the traveler 

taking the trip 

Booked By <Employee> [qTripsBookingDecisions].[Empl

oyee] 

Employee who booked the 

trip 

Department <Organizational 

Unit> 

[qTripsBookingDecisions].[Orga

nizational Unit] 

Organizational unit 

associated to the employee 
taking the trip 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Record Locator <Record 

Locator> 

[qTripsBookingDecisions].[Reco

rd Locator] 

Unique six-digit character 

that identifies the trip 

Segment Type <Expense Type> [qTripsExpenseTypes].[Expense 

Type] 

Type of reservation 

purchased (for example, 
air, car, hotel) 

Selected Price <Selected Price> [qTripsBookingDecisions].[Selec
ted Price] 

Price selected by the 
employee booking the trip 

Lowest Offered 
Price 

<Lowest Offered 
Price> 

[qTripsBookingDecisions].[Lowe
st Offered Price] 

Best price available to the 
employee at the time of 
booking 

Lowest Offered 

Source 

<Lowest Offer 

Source> 

[qTripsBookingDecisions].[Lowe

st Offer Source] 

Indicates the source which 

offered the best price 
available (for example, 
GDS, Internet, or Both) 

Booking 
Currency 

<Booking 
Currency> 

[qTripsBookingDecisions].[Book
ing Currency] 

Currency the trip was 
booked in (for example, 
CAD) 

Date Booked <Entered Date> [qTripsBookingDecisions].[Enter
ed Date] 

Date the trip was booked 
(entered the Concur Travel 
system) 

First Travel 

Date 
<Start Date> [qTripsBookingDecisions].[Start 

Date] 

Date the trip begins 

(Month Day, Year format) 

Days in 

Advance 

<Days in 

Advance> 

[qTripsBookingDecisions].[Days 

in Advance] 

Number of days prior to 

the trip start date the trip 
was purchased 

Violation Code <Policy Violation 
Reason Code> 

[qTripsBookingDecisions].[Polic
y Violation Reason Code] 

Administrator-defined 
policy violation code 

Description <Policy Violation 
Reason> 

[qTripsBookingDecisions].[Polic
y Violation Reason] 

Policy violation descriptive 
text 
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Report: Travelers Not Using Concur Travel 
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report lists the users who have never used Travel but have purchased one or more 

agent-booked tickets. The report includes user's names and email addresses. This report 

allows the report user to focus adoption efforts on targeted employees.  

Report Prompts 

 

 

• Purchase Date Range: Used to filter the report by the date range that the trips 

were purchased 

• Department (optional): Used to filter the report by specific department(s) within 

the organization 
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Report Output 

 

Report Header and Footer 
 

Data Item 

Label/Name 
Data Item Expression Data Item Description 

Purchase Date ParamDisplayValue('Dates') Displays the date range entered 
in the Purchase Date Range 
prompt on the Prompts page 

N/A AsOfDate() Displays the date the report was 
run 

N/A PageNumber() Displays the page number of the 

corresponding page 

N/A AsOfTime() Displays the time the report was 

run 
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Report Data Items 

 

Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Employee <Employee> [Travel].[Trips].[Employee Last 

Name] + ', ' + 
[Travel].[Trips].[Employee First 
Name] 

Last name and first name 

of the employee (for 
example, Smith, John) 

Employee ID <Employee ID> [Travel].[Trips].[Employee ID] Employee ID of the 
employee who booked the 
trip 

Employee Email 

Address 

<Employee 

Email Address> 

[Travel].[Trips].[Employee 

Email Address] 

Employee email address of 

the employee who booked 
the trip 

Number of 

Agent Trips 
<Agent Count> CASE WHEN [Is Cliqbook 

Booked Trip] = 'N' THEN 1 ELSE 
0 END 

Count of the number of 

trips booked not using 
Concur Travel 

Most Recent 
Purchase 

<Purchased 
Date> 

[Travel].[Reservation and 
Ticket Dates].[Purchased Date] 

Date the trip was 
purchased (Month Day, 
Year format) 
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Report: Upcoming Hotel Reservations with Rates in Excess 
of Negotiated Rate 
Available to:  Analysis              Intelligence  

          Uses:  Expense Data      Travel / TripLink Data 

This report shows potential refunds for upcoming hotel stays based on your negotiated rate. 

Report Prompts 

 

Options Prompts 

• Country/Region: Used to filter the report by the country(ies)/region(s) where the 

hotel property is located 

• Booking Source: Used to filter the report by the source(s) of the booking (for 

example, Sabre, Apollo) 

• Travel Config: Used to filter the report by the travel configuration(s) used by the 

employee(s) booking the trip 

• Populate Rule Class List: Used to populate and select from a list of rule classes 

used by the employee(s) booking the trip 
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• Vendor: Used to filter the report by the name of the hotel vendor(s) 

• Employee: Used to filter the report by the name of employee(s) who booked trips 

Report Output 
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Report Header and Footer 
 

Data Item 
Label/Name 

Data Item Expression Data Item Description 

N/A AsOfDate() Displays the date the report was 
run 

N/A PageNumber() Displays the page number of the 
corresponding page 

N/A AsOfTime() Displays the time the report was 
run 

Report Data Items 

 

Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Booking 

Currency 

<Booking 

Currency> 

[Travel].[Reservations and 

Tickets].[Booking Currency] 

Currency the trip was 

booked in (for example, 
CAD) 

Vendor <Vendor> [Travel].[Reservations and 

Tickets].[Hotel Vendor] 

Parent company of the 

vendor (for example, 
Hilton Intl) 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Estimated Cost <Estimated 

Cost> 

[Travel].[Reservations and 

Tickets].[Booking Total] 

Sum of the booking 

amount and the booking 
tax 

Potential Refund <Potential 
Refund> 

total([Travel].[Reservations and 
Tickets].[Hotel Negotiated 
Rate]*[Travel].[Reservations 
and Tickets].[Number of 

Days/Nights]-[Estimated Cost]) 

Potential refund amount 
between the hotel 
negotiated rate and the 
estimated cost 

% <%> -[Potential Refund]/[Estimated 

Cost] 

Percentage of the potential 

refund 

Booking 

Currency 

<Booking 

Currency> 

[Travel].[Reservations and 

Tickets].[Booking Currency] 

Currency the trip was 

booked in (for example, 
CAD) 

Travel 
Configuration 

<Travel 
Configuration> 

[Travel].[Trips].[Travel 
Configuration] 

Travel configuration 
associated with the policy 
violation 

Rule Class <Rule Class> [Travel].[Trips].[Rule Class] Rule class used by the 
employee booking the trip 

Employee <Employee> [Travel].[Trips].[Employee Last 
Name] + ', ' + 

[Travel].[Trips].[Employee First 
Name] 

Last name and first name 
of the employee (for 

example, Smith, John) 

Guest <Guest> [Travel].[Trips].[Primary 

Traveler] 

Name of the traveler 

taking the trip 

Vendor <Vendor> [Travel].[Reservations and 
Tickets].[Hotel Vendor] 

Parent company of the 
vendor (for example, 
Hilton Intl) 

Preferred <Preferred> [Travel].[Reservations and 
Tickets].[Is Preferred Vendor] 

Indicates if the reserved 
vendor is one of 
company's preferred 

vendors 

City <City> [Travel].[Reservations and 

Tickets].[Hotel Property 
City/Location] 

Location (city, state, 

country) of the hotel 
property 

Country/Region <Country> [Travel].[Reservations and 
Tickets].[Hotel Property 
Country] 

Full country/region name 
where the hotel property is 
located 

Arrive <Arrive> [Travel].[Reservation and 
Ticket Dates].[Start Date] 

Date the trip begins 
(Month Day, Year format) 

Depart <Depart> [Travel].[Reservation and 
Ticket Dates].[End Date] 

Date the trip completes 
(Month Day, Year format) 

Rate per Night <Rate per 

Night> 

[Travel].[Reservations and 

Tickets].[Booking Rate] 

Daily/Nightly rate (for 

example, 100.00 per 
night) 
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Data Item 

Label 

Data Item 

Name 
Data Item Expression 

Data Item Description 

Hotel 

Negotiated Rate 

<Hotel 

Negotiated 
Rate> 

[Travel].[Reservations and 

Tickets].[Hotel Negotiated 
Rate] 

Negotiated rate for a hotel 

property 

Nights <Nights> [Travel].[Reservations and 
Tickets].[Number of 
Days/Nights] 

Number of nights stayed at 
a hotel 

Rooms <Rooms> [Travel].[Reservations and 
Tickets].[Number of Units] 

Number of rooms reserved 

Estimated Cost <Estimated 
Cost> 

[Travel].[Reservations and 
Tickets].[Booking Total] 

Sum of the booking 
amount and the booking 

tax 

Potential Refund <Potential 

Refund> 

[Hotel Negotiated 

Rate]*[Nights]-[Estimated 
Cost] 

Potential refund amount 

between the hotel 
negotiated rate and the 
estimated cost 

Booking Source <Booking 
Source> 

[Travel].[Reservations and 
Tickets].[Booking Source] 

Source of the booking (for 
example, Sabre, Apollo) 

Record Locator <Record 
Locator> 

[Travel].[Reservations and 
Tickets].[Record Locator] 

Unique six-digit character 
that identifies the trip 
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