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Revision History 
Date  Revision Notes/Comments 

NOTE: No entry indicates no changes for that calendar month and year 

March 13, 2024 This chapter changed: 

 Audit 

October 14, 2023 These chapters changed: 

 Invoice 

 Market Specific Reports 

August 19, 2023 These chapters changed: 

 Invoice 

 Market Specific Reports 

June 17, 2023 This chapter changed: 

 Market Specific Reports 

May 20, 2023 This chapter changed: 

 Travel Request 

April 22, 2023 This chapter changed: 

 Carbon Footprint 

March 18, 2023 This chapter changed: 

 Carbon Footprint 

February 18, 2023 These chapters changed: 

 Mobile Usage 

 Travel Request 

February 1, 2023 This chapter changed: 

 Carbon Footprint 

January 21, 2023 This chapter changed: 

 Carbon Footprint 

November 12, 2022 This chapter changed: 

 Market Specific Reports 

August 8, 2022 This chapter changed: 

 Market Specific Reports 

June 20, 2022 This chapter changed: 

 Market Specific Reports 
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June 18, 2022 This chapter changed: 

 Market Specific Reports 

May 20, 2022 This chapter changed: 

 Standard Reports – Overview 

October 16, 2021 This chapter changed: 

 Audit 

September 22, 2021 This chapter changed: 

 Audit 

September 18, 2021 These chapters changed: 

 Audit 

 Market Specific Reports 

August 27, 2021 This chapter changed: 

 Mobile Usage 

August 9, 2021 This chapter changed: 

 Administration 

July 17, 2021 This chapter changed: 

 Audit 

June 19, 2021 These chapters changed: 

 Carbon Footprint 

 Mobile Usage 

April 7, 2021 This chapter changed: 

 Market Specific Reports 

March 23, 2021 These chapters changed: 

 Mobile Usage 

 Spending 

March 20, 2021 This chapter changed: 

 Mobile Usage 

February 20, 2021 This chapter changed: 

 Market Specific Reports 
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November 14, 2020 These chapters changed: 

 Carbon Footprint 

 Mobile Usage 

 Vendor 

October 17, 2020 This chapter changed: 

 Premium Dashboards 

September 24, 2020 These chapters changed: 

 Invoice 

 Market Specific Reports 

 Trips 

September 19, 2020 These chapters changed: 

 Accrual 

 Administration 

 Compliance 

 Invoice 

 Travel Request 

 TripLink 

June 24, 2020 This chapter changed: 

 Mobile Usage 

June 20, 2020 This chapter changed: 

 Mobile Usage 

June 3, 2020 This chapter changed: 

 Mobile Usage 

Also updated the information on the cover to match cover format 
used on other guide covers. 

June 2, 2020 This chapter changed: 

 Mobile Usage 

May 16, 2020 These chapters changed: 

 Market Specific Reports 

 Mobile Usage 

March 14, 2020 These chapters changed: 

 Expense Processing 

 Mobile Usage 
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February 20, 2020 This chapter changed: 

 Compliance 

February 15, 2020 This chapter changed: 

 Compliance 

January 24, 2020 This chapter changed: 

 Trips 

January 18, 2020 These chapters changed: 

 E-Receipt 

 Trips 

January 8, 2020 These chapters changed: 

 Spending 

 Vendor 

September 21, 2019 This chapter changed: 

 Travel Request 

August 19, 2019 This chapter changed: 

 Invoice 

August 17, 2019 These chapters changed: 

 Audit 

 Expense Processing 

 Invoice 

 Market Specific Reports 

 Persona Dashboards 

July 22, 2019 This chapter changed: 

 TripLink 

June 10, 2019 These chapters changed: 

 Market Specific Reports 

 TripLink 

May 11, 2019 These chapters changed: 

 Market Specific Reports 

 Trips 

 Vendor 
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April 13, 2019 These chapters changed: 

 Invoice 

 Market Specific Reports 

 Persona Dashboards 

 Travel Request 

 TripLink 

March 15, 2019 These chapters changed: 

 Invoice 

 Mobile Usage 

 TripLink 

 Trips 

 Vendor 

February 28, 2019 These chapters changed: 

 Market Specific Reports 

 Spending 

 Trips 

February 9, 2019 These chapters changed: 

 Invoice 

 Persona Dashboards 

 TripLink 

Also removed references to Insight Premium from each chapter 

January 12, 2019 These chapters changed: 

 Accrual 

 Fraud 

 Vendor 

December 14, 2018 These chapters changed: 

 Finance 

 Fraud 

 Meetings 

 Vendor 
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December 8, 2018 These chapters changed: 

 Accrual 

 Administration 

 Audit 

 Carbon Footprint 

 E-Receipt 

 Expense Processing 

November 17, 2018 These chapters changed: 

 Compliance 

 Invoice 

 Tax 

October 15, 2018 The October release has moved to October 20, 2018. 

October 13, 2018 This chapter changed: 

 Persona Dashboards 

October 5, 2018 This chapter changed: 

 TripLink 

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

September 15, 2018 These chapters changed: 

 Compliance 

 Persona Dashboards 

August 18, 2018 These chapters changed: 

 Invoice 

 TripLink 

July 21, 2018 These chapters changed: 

 Administration 

 Invoice 

 Spending 

June 12, 2018 This chapter changed: 

 Spending 

May 17, 2018 These chapters changed: 

 Compliance 

 Market Specific Reports 
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May 14, 2018 This chapter changed: 

 Market Specific Reports 

April 23, 2018 This chapter changed: 

 Compliance 

April 14, 2018 These chapters changed: 

 Finance 

 Market Specific Reports 

 Vendor 

March 20, 2018 This chapter changed: 

 Invoice 

March 17, 2018 These chapters changed: 

 Invoice 

 Market Specific Reports 

 Trips 

 Vendor 

February 10, 2018 These chapters changed: 

 Market Specific Reports 

 Tax 

January 17, 2018 This chapter changed: 

 Tax 

January 13, 2018 These chapters changed: 

 Invoice 

 Tax 

December 9, 2017 This chapter changed: 

 TripLink 

November 3, 2017 These chapters changed: 

 Administration 

 Audit 

October 17, 2017 This chapter changed: 

 Persona Dashboards 
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September 18, 2017 These chapters changed: 

 Administration 

 Invoice 

 Spending 

August 4, 2017 This chapter changed: 

 Invoice 

July 29, 2017 These chapters changed: 

 Company Billed Cards 

 Compliance 

July 8, 2017 These chapters changed: 

 Compliance 

 Invoice 

June 5, 2017 This chapter changed: 

 Persona Dashboards 

June 3, 2017 These chapters changed: 

 E-Receipt 

 Invoice 

 Persona Dashboards 

April 22, 2017 These chapters changed: 

 Company Billed Cards 

 Invoice 

 Persona Dashboards 

March 18, 2017 These chapters changed: 

 Administration 

 Persona Dashboards 

 TripLink 

February 17, 2017 These chapters changed: 

 Overview 

 Persona Dashboards 

February 8, 2017 This chapter changed: 

 Persona Dashboards 
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January 25, 2017 This chapter changed: 

 Persona Dashboards 

December 15, 2016 Changed copyright. 

This chapter changed: 

 Persona Dashboards 

December 9, 2016 This chapter changed: 

 Persona Dashboards 

November 7, 2016 Updated Proprietary Statement. 

October 14, 2016 This chapter changed: 

 Invoice 

October 10, 2016 Updated Prompts images for copied reports. 

September 9, 2016 This chapter changed: 

 Expense Processing 

August 15, 2016 These chapters changed: 

 Expense Processing 

 Invoice 

 Travel Request 

July 8, 2016 This chapter changed: 

 Administration 

June 21, 2016 This chapter changed: 

 Administration 

May 19, 2016 These chapters changed: 

 Premium Dashboards 

 TripLink 

April 21, 2016 This chapter changed: 

 TripLink 

March 23, 2016 This chapter changed: 

 TripLink 

In all guides, changed the text under the heading from "Travel 
Data" to "Travel / TripLink Data" 

February 22, 2016 These chapters changed: 

 Compliance 

 Premium Dashboards 
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January 15, 2016 This chapter changed: 

 Market Specific Reports 

December 3, 2015 These chapters changed: 

 Carbon Footprint 

 TripLink 

October 20, 2015 These chapters changed: 

 Overview 

 TripLink 

September 18, 2015 These chapters changed: 

 Persona Dashboards 

 Tax  

 Open Booking was changed from Chapter 16 to 22 and renamed 
TripLink 

 Chapters 17 through 21 were renumbered as a result 

September 4, 2015 These chapters changed: 

 Overview 

 Persona Dashboards  

August 14, 2015 Split the guide into individual chapters 

These chapters were revised this month: 

 Overview 

 Persona Dashboards NEW 

 Tax 

June 18, 2015 Added a note about "secondary" roles in the Employee Roles report 

May 18, 2015 Incorporated the changes for the May 2015 release; refer to the 

release notes for that month 

Removed the Premium dashboards; those dashboards are available 

in the Intelligence folders 

Added several missing reports 

May 5, 2015 Added information about: 

 Travel Points Summary 

 Travel Points Detail 

April 9, 2015 Incorporated the changes for the April 2015 release; refer to the 
release notes for that month  
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March 13, 2015 Incorporated the changes for the March 2015 release; refer to the 

release notes for that month 

February 6, 2015 Incorporated the changes for the February 2015 release; refer to 

the release notes for that month 

January 19, 2015 Incorporated the changes for the January 2015 release; refer to the 

release notes for that month, 
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Report: Voided Air Tickets ................................................................. 10-15 
Available to:  Analysis              Intelligence 10-15 
Uses:  Expense Data      Travel / TripLink Data 10-15 

Chapter 11: Folder – Fraud ...................................................................... 11-1 

Report: Duplicate Company Meals ........................................................ 11-1 
Available to:  Analysis              Intelligence 11-1 
Uses:  Expense Data      Travel / TripLink Data 11-1 



 

Standard Reports by Folder 21 
Last Revised: March 13, 2024 

© 2004 – 2023 SAP Concur All rights reserved. 

Report: Duplicate Expense Items .......................................................... 11-6 
Available to:  Analysis              Intelligence 11-6 
Uses:  Expense Data      Travel / TripLink Data 11-6 

Report: Duplicate Hotel Stays ............................................................ 11-11 
Available to:  Analysis              Intelligence 11-11 
Uses:  Expense Data      Travel / TripLink Data 11-11 

Report: Duplicate Meal Attendees ....................................................... 11-15 
Available to:  Analysis              Intelligence 11-15 
Uses:  Expense Data      Travel / TripLink Data 11-15 

Report: Expenses Near Receipt Limit .................................................. 11-21 
Available to:  Analysis              Intelligence 11-21 
Uses:  Expense Data      Travel / TripLink Data 11-21 

Report: Submitted Ticket Charges with Unsubmitted Refunds ................ 11-25 
Available to:  Analysis              Intelligence 11-25 
Uses:  Expense Data      Travel / TripLink Data 11-25 

Chapter 12: Folder – Invoice ................................................................... 12-1 

Report: Attendee Details ..................................................................... 12-1 
Available to:  Analysis              Intelligence 12-1 

Report: Attendee Summary ................................................................. 12-4 
Available to:  Analysis              Intelligence 12-4 

Report: Capture Service Details ........................................................... 12-7 
Available to:  Analysis              Intelligence 12-7 

Report: Capture Service Summary ..................................................... 12-11 
Available to:  Analysis              Intelligence 12-11 

Report: Employee Exceptions – Details ............................................... 12-14 
Available to:  Analysis              Intelligence 12-14 

Report: Invoice Briefing Summary ...................................................... 12-18 
Available to:  Analysis              Intelligence 12-18 

Report: Invoice Expense Type Spend Trend ......................................... 12-41 
Available to:  Analysis              Intelligence 12-41 

Report: Invoice Tax Adjustment Report ............................................... 12-45 
Available to:  Analysis              Intelligence 12-45 

Report: Invoice Virtual Card Payment Reconciliation ............................. 12-48 
Available to:  Analysis              Intelligence 12-48 

Report: Payment Practices and Performance ........................................ 12-50 
Available to:  Analysis              Intelligence 12-50 

Report: Purchase Order to Invoice Matching Exceptions ........................ 12-53 
Available to:  Analysis              Intelligence 12-53 

Report: Purchase Order List ............................................................... 12-56 
Available to:  Analysis              Intelligence 12-56 

Report: Purchase Orders and Associated Payment Requests .................. 12-58 
Available to:  Analysis              Intelligence 12-58 

Report: Received Accrual by Line Item ................................................ 12-61 
Available to:  Analysis              Intelligence 12-61 

Report: Request Accrual .................................................................... 12-64 
Available to:  Analysis              Intelligence 12-64 

Report: Request Aging ...................................................................... 12-66 
Available to:  Analysis              Intelligence 12-66 
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Report: Request Exception Analysis .................................................... 12-69 
Available to:  Analysis              Intelligence 12-69 

Report: Request Exception Analysis (with comments) ........................... 12-72 
Available to:  Analysis              Intelligence 12-72 

Report: Request Header Exceptions .................................................... 12-75 
Available to:  Analysis              Intelligence 12-75 

Report: Request Line Item Exceptions ................................................. 12-77 
Available to:  Analysis              Intelligence 12-77 

Report: Request Line Item Exceptions Detail Report ............................. 12-79 
Available to:  Analysis              Intelligence 12-79 

Report: Top 10 Longest to Approve .................................................... 12-82 
Available to:  Analysis              Intelligence 12-82 

Report: Top Exception Violators ......................................................... 12-84 
Available to:  Analysis              Intelligence 12-84 

Report: Top Invoice Spenders by Employee - Details ............................ 12-86 
Available to:  Analysis              Intelligence 12-86 

Report: Top Invoice Spenders by Employee - Summary ........................ 12-89 
Available to:  Analysis              Intelligence 12-89 

Report: Top Invoice Vendor Spend - Details ......................................... 12-92 
Available to:  Analysis              Intelligence 12-92 

Report: Top Invoice Vendor Spend - Summary ..................................... 12-97 
Available to:  Analysis              Intelligence 12-97 

Report: Unsubmitted Requests by Approver – Detail ........................... 12-102 
Available to:  Analysis              Intelligence 12-102 

Report: Unsubmitted Requests by Approver – Summary ..................... 12-105 
Available to:  Analysis              Intelligence 12-105 
Available to:  Analysis              Intelligence 12-108 

Report: Workflow Aging – Details ..................................................... 12-111 
Available to:  Analysis              Intelligence 12-111 

Report: Workflow Cycle Times – Details ............................................ 12-116 
Available to:  Analysis              Intelligence 12-116 

Report: Workflow Cycle Times – Summary by Manager ....................... 12-121 
Available to:  Analysis              Intelligence 12-121 

Report: Workflow Cycle Times – Summary by Processor ...................... 12-123 
Available to:  Analysis              Intelligence 12-123 

Chapter 13: Folder – Market Specific Reports .......................................... 13-1 

Report: Expense Entries for Companies Using Electronic Receipts (Japan) . 13-1 
Available to:  Analysis              Intelligence 13-1 

Report: Expense Entries for Qualified Invoice Base Method (Japan) .......... 13-5 
Available to:  Analysis              Intelligence 13-5 

Report: IC Card Utilization Rate (Japan) .............................................. 13-11 
Available to:  Analysis              Intelligence 13-11 

Report: IC Card Utilization Rate (JPT 2.0) (Japan) ................................ 13-15 
Available to:  Analysis              Intelligence 13-15 

Report: Invoice Entries for Companies Using Electronic Invoices (Japan) . 13-19 
Available to:  Analysis              Intelligence 13-19 
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Report: Invoice Entries for Qualified Invoice Base Method (Japan) .......... 13-25 
Available to:  Analysis              Intelligence 13-25 

Report: Receipt Received Rate (Japan) ................................................ 13-30 
Available to:  Analysis              Intelligence 13-30 

Report: Receipt Viewed Rate (Japan) .................................................. 13-37 
Available to:  Analysis              Intelligence 13-37 

Report: Ticket Issue Date and Airfare Analysis (Japan) .......................... 13-44 
Available to:  Analysis              Intelligence 13-44 

Report: Transportation Details Report (JPT 2.0) (Japan) ........................ 13-50 
Available to:  Analysis              Intelligence 13-50 

Report: Unpaid and Unassigned Expense (Japan) ................................. 13-57 
Available to:  Analysis              Intelligence 13-57 

Report: Vendor Amount Ranking (Japan) ............................................. 13-65 
Available to:  Analysis              Intelligence 13-65 

Report: AMEX Card Extract ................................................................ 13-69 
Available to:  Analysis              Intelligence 13-69 

Report: Auditor Digitized Receipt Search Report ................................... 13-75 
Available to:  Analysis              Intelligence 13-75 

Expense Details (with Reclaimable Tax) – Canada **STANDARD EDITION 

ONLY** ........................................................................................... 13-79 
Available to:  Analysis              Intelligence 13-79 

Report: Germany – BIK Report .......................................................... 13-87 
Available to:  Analysis              Intelligence 13-87 

Report: Germany – BIK Report (TAS) ................................................. 13-91 
Available to:  Analysis              Intelligence 13-91 

Report: Germany – M-Report Detail .................................................... 13-97 
Available to:  Analysis              Intelligence 13-97 

Report: Germany – M-Report Detail (TAS) ......................................... 13-101 
Available to:  Analysis              Intelligence 13-101 

Report: Germany – M-Report Summary ............................................ 13-107 
Available to:  Analysis              Intelligence 13-107 

Report: Germany – M-Report Summary (TAS) ................................... 13-110 
Available to:  Analysis              Intelligence 13-110 

Report: Germany - Yearly Employee Report ....................................... 13-115 
Available to:  Analysis              Intelligence 13-115 

Chapter 14: Folder – Meetings ................................................................ 14-1 

Report: Meeting Attendee Flight Details................................................. 14-1 
Available to:  Analysis              Intelligence 14-1 

Report: Meeting Attendee Flight Segments ............................................ 14-3 
Available to:  Analysis              Intelligence 14-3 

Report: Meeting Attendee Hotels .......................................................... 14-6 
Available to:  Analysis              Intelligence 14-6 

Report: Meeting Attendee Survey Answers ............................................ 14-8 
Available to:  Analysis              Intelligence 14-8 
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Chapter 15: Folder – Mobile Usage .......................................................... 15-1 

Report: Mobile Metrics Details .............................................................. 15-1 
Available to:  Analysis              Intelligence 15-1 
Uses:  Expense Data       Travel Data 15-1 

Report: Mobile Metrics – Mobile Adoption Report .................................... 15-7 
Available to:  Analysis              Intelligence 15-7 
Uses:  Expense Data       Travel Data 15-7 

Chapter 16: Folder – Persona Dashboards .............................................. 16-1 

Overview ........................................................................................... 16-1 

Dashboard: Combined Spend Overview ................................................. 16-3 
Available to:  Analysis              Intelligence 16-3 

Dashboard: Department Manager Spend Overview ............................... 16-21 
Available to:  Analysis              Intelligence 16-21 

Dashboard: Department Manager Expense Report Overview .................. 16-32 
Available to:  Analysis              Intelligence 16-32 

Dashboard: Expense Management Overview ........................................ 16-52 
Available to:  Analysis              Intelligence 16-52 

Dashboard: Invoice Management Overview ......................................... 16-72 
Available to:  Analysis              Intelligence 16-72 

Appendix: Remove or Restore the Persona Dashboard Tab .................... 16-97 

Chapter 17: Folder – Premium Dashboards ............................................. 17-1 

Sub-folder: Actionable Analytics ........................................................... 17-1 

Dashboard: Executive Overview ........................................................... 17-1 
Available to:  Analysis              Intelligence 17-1 

Dashboard: Expense Spend Summary ................................................... 17-5 
Available to:  Analysis              Intelligence 17-5 

Dashboard: Finance & Spend Overview ................................................. 17-7 
Available to:  Analysis              Intelligence 17-7 

Dashboard: Operational KPI ................................................................. 17-9 
Available to:  Analysis              Intelligence 17-9 

Dashboard: Travel Market Analysis ..................................................... 17-11 
Available to:  Analysis              Intelligence 17-11 

Dashboard: Travel Program Overview ................................................. 17-14 
Available to:  Analysis              Intelligence 17-14 

Chapter 18: Folder – Previous Report Versions ....................................... 18-1 

Chapter 19: Folder – Spending ................................................................ 19-1 

Report: Airline Ancillary Fees Summary ................................................. 19-1 
Available to:  Analysis              Intelligence 19-1 
Uses:  Expense Data      Travel / TripLink Data 19-1 

Report: Ancillary Airline Fees Per Ticket ................................................ 19-4 
Available to:  Analysis              Intelligence 19-4 
Uses:  Expense Data      Travel / TripLink Data 19-4 
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Report: Drive Adoption........................................................................ 19-7 
Available to:  Analysis              Intelligence 19-7 
Uses:  Expense Data      Travel / TripLink Data 19-7 

Report: Excessive Personal Car Mileage ............................................... 19-10 
Available to:  Analysis              Intelligence 19-10 
Uses:  Expense Data      Travel / TripLink Data 19-10 

Report: Executive Briefing Summary ................................................... 19-14 
Available to:  Analysis              Intelligence 19-14 
Uses:  Expense Data      Travel / TripLink Data 19-14 

Report: Expense Airline Ancillary Fees - Details .................................... 19-23 
Available to:  Analysis              Intelligence 19-23 
Uses:  Expense Data      Travel / TripLink Data 19-23 

Report: Fare Analysis ........................................................................ 19-27 
Available to:  Analysis              Intelligence 19-27 
Uses:  Expense Data      Travel / TripLink Data 19-27 

Report: Internet Usage ..................................................................... 19-31 
Available to:  Analysis              Intelligence 19-31 
Uses:  Expense Data      Travel / TripLink Data 19-31 

Report: Top Spend by Vendor ............................................................ 19-34 
Available to:  Analysis              Intelligence 19-34 
Uses:  Expense Data      Travel / TripLink Data 19-34 

Report: Top Spenders by Employee .................................................... 19-37 
Available to:  Analysis              Intelligence 19-37 
Uses:  Expense Data      Travel / TripLink Data 19-37 

Report: Top Spenders by Expense Type .............................................. 19-40 
Available to:  Analysis              Intelligence 19-40 
Uses:  Expense Data      Travel / TripLink Data 19-40 

Report: Travel Summary ................................................................... 19-43 
Available to:  Analysis              Intelligence 19-43 
Uses:  Expense Data      Travel / TripLink Data 19-43 

Chapter 20: Folder – Tax ......................................................................... 20-1 

Report: Attendee Tax Amounts ............................................................ 20-1 
Available to:  Analysis              Intelligence 20-1 
Uses:  Expense Data      Travel / TripLink Data 20-1 

Report: Australian Fringe Benefit Tax Analytics Dashboard ...................... 20-3 
Available to:  Analysis              Intelligence 20-3 
Uses:  Expense Data      Travel / TripLink Data 20-3 

Report: Australian Fringe Benefit Tax Details ....................................... 20-13 
Available to:  Analysis              Intelligence 20-13 
Uses:  Expense Data      Travel / TripLink Data 20-13 

Report: Mileage/Fuel Receipt Reconciliation Report ............................... 20-19 
Available to:  Analysis              Intelligence 20-19 
Uses:  Expense Data      Travel / TripLink Data 20-19 

Report: UK VAT Dashboard ................................................................ 20-21 
Available to:  Analysis              Intelligence 20-21 
Uses:  Expense Data      Travel / TripLink Data 20-21 

Report: VAT Reclaimed Amounts ........................................................ 20-25 
Available to:  Analysis              Intelligence 20-25 
Uses:  Expense Data      Travel / TripLink Data 20-25 
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Chapter 21: Folder – Travel Request ....................................................... 21-1 

Report: Approved Travel Requests by Employee ..................................... 21-1 
Available to:  Analysis              Intelligence 21-1 
Uses:  Expense Data      Travel / TripLink Data 21-1 
***Not applicable for Standard Edition*** 21-1 

Report: Authorized Travel Requests Without Expense Report Entry ........... 21-3 
Available to:  Analysis              Intelligence 21-3 
Uses:  Expense Data      Travel / TripLink Data 21-3 
***Not applicable for Standard Edition*** 21-3 

Report: Top 10 Longest to Approve ...................................................... 21-4 
Available to:  Analysis              Intelligence 21-4 
Uses:  Expense Data      Travel / TripLink Data 21-4 
***Not applicable for Standard Edition*** 21-4 

Report: Travel Requests by City ........................................................... 21-5 
Available to:  Analysis              Intelligence 21-5 
Uses:  Expense Data      Travel / TripLink Data 21-5 
***Not applicable for Standard Edition*** 21-5 

Report: Travel Requests by Country...................................................... 21-7 
Available to:  Analysis              Intelligence 21-7 
Uses:  Expense Data      Travel / TripLink Data 21-7 
***Not applicable for Standard Edition*** 21-7 

Report: Travel Requests by Segment .................................................... 21-9 
Available to:  Analysis              Intelligence 21-9 
Uses:  Expense Data      Travel / TripLink Data 21-9 
***Not applicable for Standard Edition*** 21-9 

Report: Travel Requests Pending Approval ........................................... 21-11 
Available to:  Analysis              Intelligence 21-11 
Uses:  Expense Data      Travel / TripLink Data 21-11 
***Not applicable for Standard Edition*** 21-11 

Report: Workflow Aging - Details ........................................................ 21-13 
Available to:  Analysis              Intelligence 21-13 
Uses:  Expense Data      Travel / TripLink Data 21-13 
***Not applicable for Standard Edition*** 21-13 

Chapter 22: Folder – TripLink .................................................................. 22-1 

Report: Invisible Spend Details ............................................................ 22-1 
Available to:  Analysis              Intelligence 22-1 
Uses:  Expense Data      Travel / TripLink Data 22-1 

Report: Invisible Spend Trend Analysis ................................................. 22-6 
Available to:  Analysis              Intelligence 22-6 
Uses:  Expense Data      Travel / TripLink Data 22-6 

Report: TripLink Air Supplier Summary ................................................. 22-9 
Available to:  Analysis              Intelligence 22-9 
Uses:  Expense Data      Travel / TripLink Data 22-9 

Report: TripLink Car Rental Supplier Summary..................................... 22-13 
Available to:  Analysis              Intelligence 22-13 
Uses:  Expense Data      Travel / TripLink Data 22-13 

Report: TripLink Details by Traveler .................................................... 22-16 
Available to:  Analysis              Intelligence 22-16 
Uses:  Expense Data      Travel / TripLink Data 22-16 
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Report: TripLink Hotel Property Supplier Summary ............................... 22-21 
Available to:  Analysis              Intelligence 22-21 
Uses:  Expense Data      Travel / TripLink Data 22-21 

Report: TripLink Spend Summary by Traveler ...................................... 22-24 
Available to:  Analysis              Intelligence 22-24 
Uses:  Expense Data      Travel / TripLink Data 22-24 

Chapter 23: Folder – Trips ....................................................................... 23-1 

Report: Car Receipt Details .................................................................. 23-1 
Available to:  Analysis              Intelligence 23-1 
Uses:  Expense Data      Travel / TripLink Data 23-1 

Report: Employees Travelling ............................................................... 23-6 
Available to:  Analysis              Intelligence 23-6 
Uses:  Expense Data      Travel / TripLink Data 23-6 

Report: Flight Segment Details ............................................................. 23-9 
Available to:  Analysis              Intelligence 23-9 
Uses:  Expense Data      Travel / TripLink Data 23-9 

Report: Itinerary Details .................................................................... 23-12 
Available to:  Analysis              Intelligence 23-12 
Uses:  Expense Data      Travel / TripLink Data 23-12 

Report: Number of Trips by Arranger .................................................. 23-22 
Available to:  Analysis              Intelligence 23-22 
Uses:  Expense Data      Travel / TripLink Data 23-22 

Report: Number of Trips by Traveler ................................................... 23-26 
Available to:  Analysis              Intelligence 23-26 
Uses:  Expense Data      Travel / TripLink Data 23-26 

Report: Ticket Details ....................................................................... 23-32 
Available to:  Analysis              Intelligence 23-32 
Uses:  Expense Data      Travel / TripLink Data 23-32 

Report: Trip Approvals ...................................................................... 23-36 
Available to:  Analysis              Intelligence 23-36 
Uses:  Expense Data      Travel / TripLink Data 23-36 

Report: User Concur Travel History ..................................................... 23-40 
Available to:  Analysis              Intelligence 23-40 

Chapter 24: Folder – Vendor ................................................................... 24-1 

Report: Airfare Details ........................................................................ 24-1 
Available to:  Analysis              Intelligence 24-1 
Uses:  Expense Data      Travel / TripLink Data 24-1 

Report: Airfare Summary .................................................................... 24-5 
Available to:  Analysis              Intelligence 24-5 
Uses:  Expense Data      Travel / TripLink Data 24-5 

Report: Car Rental Details ................................................................. 24-13 
Available to:  Analysis              Intelligence 24-13 
Uses:  Expense Data      Travel / TripLink Data 24-13 

Report: Car Rental Expense Exceeds Reserved Amount ......................... 24-18 
Available to:  Analysis              Intelligence 24-18 
Uses:  Expense Data      Travel / TripLink Data 24-18 

Report: Car Rental Summary ............................................................. 24-22 
Available to:  Analysis              Intelligence 24-22 
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Uses:  Expense Data      Travel / TripLink Data 24-22 

Report: City Pairs Rank ..................................................................... 24-28 
Available to:  Analysis              Intelligence 24-28 
Uses:  Expense Data      Travel / TripLink Data 24-28 

Report: Hotel Details ........................................................................ 24-31 
Available to:  Analysis              Intelligence 24-31 
Uses:  Expense Data      Travel / TripLink Data 24-31 

Report: Hotel Expense Exceeds Reserved Rate ..................................... 24-37 
Available to:  Analysis              Intelligence 24-37 
Uses:  Expense Data      Travel / TripLink Data 24-37 

Report: Hotel Summary .................................................................... 24-41 
Available to:  Analysis              Intelligence 24-41 
Uses:  Expense Data      Travel / TripLink Data 24-41 

Report: Top City Pairs ....................................................................... 24-49 
Available to:  Analysis              Intelligence 24-49 
Uses:  Expense Data      Travel / TripLink Data 24-49 
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