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	Date
	Notes / Comments / Changes

	September 8, 2023
	Updated information about the empty screen with no default query in the Searching for Reports section.

	November 1, 2022
	Removed references to faxing as part of the fax feature decommissioning on November 1, 2022.

	January 27, 2021
	Updated the copyright year; added Concur to the cover page title; cover date not updated

	April 17, 2020
	Renamed the Authorization Request check box to Request on the guide’s title page; cover date not updated

	January 3, 2020
	Updated the copyright; no other changes; cover date not updated

	October 31, 2019
	Updated the SAP Concur Sign In page images

	August 10, 2019
	Minor edits.

	January 15, 2019
	Updated the copyright; no other changes; cover date not updated

	April 6, 2018
	Changed the check boxes on the front cover; no other changes; cover date not updated

	March 15 2018
	Updated the copyright; no other changes; cover date not updated 

	January 10 2017
	Added a note that it may be helpful to remind the approver/processor that the approved amount field is reset to the "Claimed Amount" when a processor 'sends back' an expense.

	December 15 2016
	Changed copyright and cover; no other content changes.

	April 15 2016
	Updated images of the Process Reports and List Settings pages to include the enabled Payment Status column

	May 15, 2015
	Updated condition editor screen shots to show improved layout.

	March 13 2015
	Added new Preferences setting: Limit queries to reports dated within.

	January 22 2015
	Removed information about two user interfaces; no other content changes

	January 16 2015
	Updated Receipt Store to Available Receipts
Updated the screen shots to the enhanced UI

	September 16 2014
	Added information about two user interfaces; no other content changes

	August 22 2014
	Added new section: Rich Data.

This section includes a brief description, an example, and a reference to the rich data client fact sheet document.

	May 16 2014
	Updated Emailing the Report with Comments with new audit trail information.

Updated Viewing Audit Trail with the report row information resulting from a user choosing to email a detailed report.

	March 07 2014
	New document. (This content originated in the Expense Administration User Guide for Concur Standard and is now applicable to users other than those who have Administer permissions.)


NOTE: Multiple SAP Concur product versions and UI themes are available, so this content might contain images or procedures that do not precisely match your implementation. For example, when SAP Fiori UI themes are implemented, home page navigation is consolidated under the SAP Concur Home menu.

Processing a Report

Section 1:  Overview

The Process Reports page allows the processor to view reports, mark receipts as received or upload receipts, approve reports, and view historical expense reports.

The following are the general steps required to process an expense report:

1. Find an expense report and view its entries. 

2. Verify that expense receipts have been received (if required). 

3. Mark the receipts as received (if required). 

4. Approve the expense report for payment. 
	Approval Status
	Description

	Accounting Review
	States that the report is under review and allows minimal edits to occur within an expense report or entry

	Approved
	States that the expense report has been approved

	Sent Back to Employee
	States that the expense report has been sent back to the submitter for modifications


The Process Reports page allows the processor to:

· Search for reports using search fields

· View the report totals, itemizations, audit trail, receipt images and comments

· View and modify allocations

· Update approval statuses

· Scan and upload receipt images at the report and/or line item levels

· Use multiple view options to improve efficiency
Section 2:  Manage the Process Reports View

The processor can change several aspects of the Process Reports page. 

 To access the Process Reports page:

Click Expense > Process Reports. The Process Reports page appears, defaulted to the Reports Ready for Processing query.

[image: image2.png]Administration ~ | Help ~

CONCUR Expense Invoice Approvals e
’ i Protic - &

Manage Expenses  Process Reports

Reports Ready for Processing

e
R
Report Name: AND
O | || [Repottame | submitDate | Employee Name | Approval status Report Total| Receipt Status Payment status
[m] m ‘Annual Conference 0411112016 Miller, Chris ‘Approved & In Accounting Review 52500 Received / Not Required  Not Paid

Paod 1] ort © | seavEce Dispiaying 11011





NOTE: The name of the Process Reports page matches the query displayed. 
Set the Process Reports Page Preferences

The processor can set the Process Reports page behavior. 

 To set the page behavior:

5. On the Process Reports page, click Preferences.
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6. Complete the appropriate fields.

	Field
	Description

	Default Query
	Click the desired query to run when the Process Reports page is first opened. If no specific query is regularly used, this can be set to None or to the general query for Reports Ready For Processing.

	Limit queries to reports dated within
	Click the desired time preference. The choices are 3 months, 6 months, 1 year, or 2 years, or None (default).

	Rows in list
	Click the number of rows to display on the page. Multiple pages will be displayed if more reports are found; this sets the number of reports displayed on each page of the list.

	Time Zone
	Click the time zone preference for the search query. This allows for the adjustment of the query parameters to match the query to the expected date/time rate based on the processor or processor's service area time zone.

	Open next report in list after workflow change
	Select (enable) or clear (disable) the check box. If this box is not selected, the display will return to the report list.

	Automatically show receipts when report is opened
	Select (enable) or clear (disable) the check box. If this box is not selected, the receipts can be opened from the menu as needed.


7. Click Preferences or any other area of the screen to close Preferences.
Manage the Process Reports Page Columns

Report columns may be added, removed, or rearranged for viewing on the Process Reports page, as necessary.

 To add or remove the report columns: 

8. Click List Settings.
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9. Select (enable) the check boxes for the desired columns.

10. Clear (disable) the check boxes for the other columns.

11. Click OK.

 To rearrange the columns on the Process Reports page:

On the Process Reports page, drag and drop the column in the new location. Arrows will appear to indicate where the column will be moved. The page displays the new column order.
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Manage the Expense List Columns

Expense columns may be added, removed, or rearranged for viewing in the expense list section of the Process Reports page. 
NOTE: The system will use up to 75% of the display area for the expense list, reserving the remaining 25% for the expense entry pane.

 To add or remove the expense list columns: 

12. Click View > Custom. The List Settings window appears.
 [image: image7.png]List Settings. ®

(] columns

Tansaction Date

ExpenseTipe

Vendor Description
aity

Reviewed

Amount

Approved Amount
Adjusted Claimed Amount
Ailine Fee Type Cade
Ailine Travel Service Cadle
Business Purpase
Country

Currengy

Al custom 01




 
13. Select (enable) the check boxes for the desired columns.

14. Clear (disable) the check boxes for the other columns.

15. Click OK.

 To rearrange the expense list columns:

In the expense list section of the Process Reports page, drag and drop the column in the new location. Arrows will appear to indicate where the column will be moved. The section displays the new column order.

Section 3:  Searching for Reports

Search for an Expense Report

The processor can search for an expense report on the Process Reports page using the Find every report where area and can run default or saved queries.

Initially, when no default query is selected, the Process Reports page is blank with some messages on the screen that guide you on how to use the search filters to populate the list of reports that require processing. 
You can set a query to run when you open the page if you always work with the same query.  If you work with many different queries, it is best to select the query after opening the Process Reports page. Once you have set your Preferences, the Reports Ready for Processing query runs by default when you open the page.
Search for an Expense Report Based on Entered Criteria
In the Find every report where area you can search for specific expense report information (Employee Last Name = Brown). Only the expense reports that were created by employees that have the last name of Brown will appear as your search results.
 To search for expense reports using Find fields:

16. In the Find every report where area: Select an option from the list, such as Employee Last Name.

· Select an operator, such as Begins with.
· For the date sensitive criteria, select the date on the calendar helper or type mm/dd/yyyy.
· Type a text value, such as B. Entering the wildcard (*) symbol into the search criteria text field will result in a delay as the system returns all expense reports without narrowing the results.
17. Click Go. Only the expense reports that match the Find criteria will appear in the search results. 
Search for an Expense Report using a Query

You can search for existing expense reports using a default query, Reports Ready for Processing or your custom saved queries. When Reports Ready for Processing is run, all expense reports that are pending authorization will appear on the Process Reports page. 
 To search for expense reports using an existing query:

From the Run Query menu, click the name of the desired query. The Process Reports page alters to reflect the search results.

Using Search Queries

Each processor can use the Create/Manage Queries menu on the Process Reports page to create new search queries and manage existing queries for their own use. The queries are if/then conditional statements. If the defined conditions are met, then the expense report is displayed to the processor.

Understand Conditional Expressions

When creating or editing conditional expressions, the processor should consider the following.

· An expression can include an unlimited number of conditions. The conditional expression for "2014's expense reports " is:
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· It is composed of two conditions, separated by the Boolean separator of And.

Most conditions are composed of a Field followed by an Operator and a Value. For example:
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· A Field consists of a data object (a database table) and a field (a database column), located within the data object. The field that is clicked defines the data type of the condition (number, text, date, and so forth).

NOTE: If a second condition is created, the field's data type must match that of the first field.

· An Operator is one of several pre-defined comparison operators (equals, not equals, is greater than, and so forth). The list of operators changes depending on the type of data being compared.

· A Value is a constant, and like the field, can be of any data type; however, the data type of the value must match the data type of the field.

When a conditional expression is composed of multiple conditions, each condition is separated by either AND or OR. Conditions can be added to the end of the conditional expression or inserted in the middle.
Parentheses are optional and are used to define order of operation for the And/Or operators. If the parentheses are omitted, And/Or operations are carried out left to right. There is no precedence of And over Or; the evaluation of the expression is simply left to right.

If a conditional expression contains parentheses, the count of left parentheses must match the count of right parentheses. There can be up to three parentheses for both left and right sides. 

Example of correct placement of parentheses and total left/right count:

(Condition 1) and (Condition 2)

Examples of incorrect parentheses even though the total left/right count matches:

Condition1) And (Condition2
Condition1) And (Condition2) Or (Condition3
(Condition1)) And (Condition2

Simple Condition Example:

A condition is a simple Boolean comparison, like:

Report Total Is Greater Than 1000

The condition looks at the report total and sees if it is greater than 1000. If True, or yes, then the report is located and displayed to the Processor. If False, or no, the report is not displayed.

Complex Condition Example:

The conditional expression can be a single condition as in the above example, or it can be a complex expression involving multiple conditions connected by And / Or operators and parentheses, such as the following example that contains four conditions:

Report Date Is Greater Than 9/30/14 and (Employee Last Name equals Smith or Employee Last Name Equals Jones) and Report Total Is Greater Than 5000.

Add a Query Page and the Condition Editor

When adding a query, the processor uses the condition editor.
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Each condition appears on two lines within the Add a Query page. The following table provides a description of the fields referenced on the Add a Query page.  

	Field
	Description

	A: Left Parenthesis
	Click zero to three parentheses, depending on the complexity of the condition.

	B: Data Object
	Click one of the following:

· Company Card: Used to create rules based on company card data.

· Employee: Used to create an employee-based condition.

· Entry: Used to create an expense entry based condition.

· Entry Allocation: Used to create an expense entry allocation based condition.

· Entry Attendee: Used to create an attendee-based condition.

· Report: Used to create an expense report based condition.

	C: Field / Value
	Click an item from the helper pane that appears. The information that appears within this pane is based upon the selection within the Data Object list.

	D: Operator
	Click an item from the helper pane that appears. The information that appears within this pane is based upon previous choices.

	E: Data Object
	This field will always display as Value and cannot be changed.

	F: Field / Value
	Click an item from the helper pane that appears. The information that appears within this pane is based upon the selection within the Data Object list.

	G: Right Parenthesis
	Click zero to three parentheses, depending on the complexity of the condition.

	H: And / Or
	Click either option to join the current condition to the next condition.


Determine How to Create a Query

When creating or editing a query, the expense processor defines the conditional expression(s) – the if portion of the query. The expression can contain one or more conditions separated by And or Or. For example:

· If the processor wants to locate all expense reports totaling 500.00 USD or greater:

(Report Total Greater Than or Equal 500.00 USD)

The Add a Query page displays as:
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Manage Queries 

Create a New Query

Each processor can create new queries for their own use on the Process Reports page. Queries can be run against the group or groups of employees for whom you have administrative rights.

 To create a new query:

18. Click Create/Manage Queries > Create New Query. The Add a Query page appears.

This page includes the following:

	Field
	Description

	Query Name
	Enter a name for the query. The name you provide will appear in the Run Query menu on the Process Reports page.

	Condition
	Click the appropriate information from within the condition editor.

	Insert
	Click to add additional conditions to the condition editor. Additional rows can be added at the bottom of the current rows or inserted into the middle by selecting the row to insert in front of. There is no limit to the number of rows that can be added.

	Remove
	Select (enable) the check box next to the condition to be deleted, and then click Remove. The condition is deleted. This action is permanent. If you delete a condition in error, you will have to recreate it in its entirety.


19. Add conditional rows as required. 

NOTE: To insert a new condition in the middle of a conditional expression, click the condition you would like the new condition to go in front of, then click Insert.

20. Click Save. The Process Reports page appears, with the query available in the Run Query menu. 

Edit Existing Queries

Each processor can edit queries for their own use from the Create/Manage Queries menu.
 To edit existing queries:

21. Click Create/Manage Queries. 

22. Click the desired query. The Edit Query page appears.
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23. On the Edit Query page, edit the condition information, add another condition row, or delete a condition row.

24. Click Save. The Process Reports page appears.

Delete a Query

Queries are individually created; therefore, you will only be able to see and affect the queries that you created. If a query is deleted in error; it must be recreated in its entirety.

 To delete a query:

25. Click Create/Manage Queries. 

26. Click the desired query. The Edit Query page appears.
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27. Click Delete Query. The query is deleted from the Run Query menu.

Export Query Results

Query results can be exported to an Excel formatted file. 

 To export query results:

28. In the Run Query menu, click the name of the desired query.

29. Click Go. The search results appear.

30. Click Send to Excel.
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31. Click Save.

32. Click the location on your computer to save the file.

33. Click Save.

Section 4:  View and Modify Report Information

Open an Expense Report

On the Process Reports page, click the desired expense report (click anywhere in the row – except the check box – that contains the expense report information). The name of the specific report displays in the navigation area of the page. The expenses display in the left pane (Expense List section) while the detailed expense information displays in the right pane.
View Report Details 

The processor can view report details two ways:

Hovering the mouse pointer over an icon while viewing an expense report brings up a window containing some report details. Some examples of icons that provide detail windows include: 
· [image: image15.bmp] Allocations
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· [image: image17.bmp] Comments
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Using the Details menu to view full report details. The Details menu includes report information such as: 

· Audit Trail
· Comments

· Report Header 

· Totals

The processor can also modify some report details. These include:

· Allocations

· Report Header Information

· Report Entry Expense Type  
View Report Totals

34. On the Process Reports page, select a report.
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35. Click Details > Totals.
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36. The Report Totals window appears. 
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37. Click Close.

View Receipts

The processor can view the existing receipt images at the report and/or expense entry level. The processor can set whether the receipt view opens automatically when the report is opened for viewing.

For more information, refer to the Setting the Process Reports page Preferences section of this guide.

 To view receipt images:

38. On the Process Reports page, open the desired expense report.

39. (Optional) The Receipt Management How-To window displays with instructions about how to manage expense-entry receipt images - click Close to dismiss the window, and select (enable) the Never show this prompt again check box to prevent re-display.

40. If the Automatically show receipts when the report is opened setting is selected (enable), the receipt loads in a new window:
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41. If the Automatically show receipts when the report is opened setting is not selected (disabled), the processor chooses the receipt view behavior:

· Click Receipts > View Receipts in new window or View Receipts in current window:
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· With an expense open, click the Receipt Image icon or tab:
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Rich Data 

When transactions with rich data are imported through the credit card feeds, the rich data can take the place of a required receipt. For countries that accept rich data, the presence of rich data fulfills the receipt requirement. 

Example: On the Compliance Controls step of the Setup Wizard, the company has set the Car Rental expense type to require a receipt. Chris Miller has a company card transaction for a car rental that includes rich data. Chris will be able to submit the expense report without adding a receipt image to the car rental expense entry, as the rich data counts as an attached receipt. 

Refer to the Client Fact Sheet Rich Data – Company Card Transactions as Receipts In Standard Edition document for more information.
Attach Receipts

Receipt images are attached by the employee at the report and/or expense entry level. The processor can also attach images at either level as needed.

 To attach images to a report or an expense entry:

42. Click Receipts > Attach Receipt Images or Attach Receipt. 
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43. Depending on your choice a different version of the Receipt Upload and Attach window displays where you can attach a receipt image at either:

· The Expense Report or Expense Entry Levels: Using the Attach Receipt Images command, you have the option of attaching the receipt at the report or expense entry level. 
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· Clicking Expense Entry Level: Using the Attach Receipt with an open expense entry you can upload a receipt image for that entry (only).
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44. Click Browse. 
45. Navigate to the desired image.

46. Click Open.

47. Either:

· (Expense Entry Open) Click Upload to attach the receipt image to the open expense entry you are viewing - the window dismisses itself
· Click an expense entry under Expense Type and click Attach to attach the receipt image to the expense entry you have selected

· Click Attach to attach the receipt image to the expense report 
48. Optional: If you used the Attach Receipt Images command, click Close.

Understand the Available Receipts Line Item Receipt Image Attachment Feature

Available Receipts is a feature that works with Concur Imaging Service to provide a repository of receipt images that the user can email or upload to, and then use to attach images at the line item expense entry level (only). The design allows several image attachment opportunities in the user interface to support flexibility at the user site. For the manager and processor, the task of verifying receipt images to specific line item expense entries is vastly simplified via side-by-side display of entry and image.

Once verified, the user can email their receipt images to the Available Receipts library directly as an attached image file in supported PDF, PNG, or JPEG formats and/or embedded in the body of the email. Users can verify email addresses using the Available Receipts link Verify My Email.
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Users can also verify email addresses in Profile.

[image: image29.png][RCONCUR | Expense  Approvals  App Center

Profle  Personal Information  Change Password  System Setii

Mobile Registration

Your Information

My Profile - Personal Information

sump To:Personal information FIE

Personal Information
Company Information

Conmactliiomation bled fields (gray) cannot be changed. If there are errors in these fields, contact your company's travel administrator Change

Pictu
Fields marked[Required] and [Required*] (validated and required) must be completed to save your profile eture

Expense Settings

Expense Information Tite First Name: Middle Name Nickname LastName  Sufix
Expense Delegates = .

Expense Preferences

Expense Approvers.
Company Car

Favorite Attendees Company Information Gototop

Personal Credit Cards

Employee ID

Other Settings
System Settings

Connected Apps
Concur Connect ‘Work Add: P
s - ototop

Mabile Registration Company Name

Email Addresses Gototop

Please add at least one email address.

» How do | add an email address?
P Travel Arrangers / Delegates

P Why should | verify my email address?
P How do | verify my email address?

[¥1Add an email address
Email 1 Gontact?

cm@brooksdev.com Not Vered [€@D) No ¢





When emailing images to Available Receipts, note the following guidelines:

· Each email attachment is treated as a single image file - a single image file with two receipt images within it is still treated as a single receipt image

· An image embedded in the body of the email is treated as a single image file

· The system does not support a combination of attached image files along with an image embedded in the body of the same email - in this scenario the embedded images are ignored 

Attach Images to Expense Entries Using Available Receipts 

The user can elect to attach an image at the following points during expense entry creation:

· During creation of the expense entry using Available Receipts options

· After creation using Available Receipts options

 To attach a receipt to an expense entry using Available Receipts:
49. Create or click an entry (to open it in Detail view.)
50. Click Available Receipts. 
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51.  Either:

· Drag the image directly over the expense entry. (Gray highlight indicates selection of row):
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· On the receipt, click View Image ([image: image33.bmp]), then click Save:
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· On the receipt, click View Image ([image: image35.bmp]), then click Attach ([image: image36.bmp]):
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52. Review the expense entry row to ensure the Receipt Received ([image: image38.bmp]) icon appears, indicating that the receipt image is attached.
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53. (Optional) Repeat for each expense entry.

Additional Attachment Options

The user can also attach images directly from the Available Receipts library using the Attach Receipts button available when the entry is open in Detail view.
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The Attach Receipt window appears with the standard options allowing upload, but also includes a subsection of Available Receipts images from which the user can select the image file they want by selecting the associated check box:
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Local, machine-resident receipts can be uploaded as well. This is done using the Upload button in Available Receipts.
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View and Manipulate Receipt Images

Images in Available Receipts can be viewed and changed in the following ways:

· Rotate an image and Save (JPG and PNG only): Open Available Receipts, then open the image in Detail view by clicking it directly - the rotate icon ([image: image43.bmp]) appears, allowing the user to rotate the image, then click Save to save the new orientation.

· View an image for an expense entry: Either open the expense entry in Detail view and click the Receipt Image tab, or hover the mouse over the Receipts Received icon ([image: image44.bmp]) on the expense entry row.

· View all images related to an expense report: Click Receipts > View Receipts in new/current window to view a scrollable page with all expense report and line item expense entry images in a single PDF viewer.

Send the Receipt Image from the Chrome Browser Via Plugin

By installing the Concur Travel & Expense Web Receipts plugin available from the Chrome Web Store the user can take screenshots of a receipt directly within the Google Chrome browser, and that picture is sent to their folder within Available Receipts.

The user first downloads the SAP Concur plugin by typing Concur Travel & Expense Web Receipts in the Search box:
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 The user agrees to the terms, and clicks Add: 
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The plugin is downloaded and displayed as an icon in the upper-right corner of your Google browser window:
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Use the Plugin to Capture Receipt Images

 To capture a receipt image from the browser window:

54. Click the icon, and then click Connect to Concur Travel & Expense.
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55. Log in to SAP Concur:
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56. Click Create Receipt From... on the right-click context menu, or by clicking the icon directly and clicking the command from the menu.

57. Position the capture area as needed, then click Capture.

58. The image is copied to your SAP Concur receipts folder, and is available in the Available Receipts.

Work with Receipt Affidavits

NOTE: This feature is only available if the administrator has activated it in Setup.
When a user must add receipt images to expense report line items, but cannot provide them, they may instead agree to digitally sign an affidavit that can be submitted instead of the actual imaged receipts. This way, the report may be submitted in a timely manner and at the same time comply with company policy on receipt submittal. 
For the processor the only task is to confirm that, for the report entries requiring receipt images, the affidavit is attached instead. This is because the user’s delegate and the processor are denied the ability to change the affidavit. If a receipt image is found and must be attached, it is the processor’s task to simply return the report so that the correct image file can be attached.

View Comments on a Report
 To view and add comments:
59. On the Process Reports page, click Details > Comments.
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The Comment History window appears.
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NOTE: You can view and also add comments using this window.

60. Click Close.

View Allocations

The processor can view the expense allocation details. Depending on your configuration, you may not be able to edit the allocation fields.
 To view and modify allocations:

61. On the Process Reports page, mouse-over the allocation icon [image: image52.png]


 to view the allocations. 
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62. Click Details > Allocations. The Allocations for Report pane appears.

63. Click one or more expenses.

64. Click Allocate Selected Expenses.

[image: image54.png]Allocations for Report: Builders Show

oOx

llocations

Expense List

Niossl Sl Epeses | o Selecins

[] Percentage

Alocate By: + [l Add New Alocation

Product Code

Total$158.21

Allocated:$158.21 (100%)

Remaining'$0.00 (0%)

=IE) Large Widgels | Large Widgets

7] Dater Expense | Group. Amount
[7] 01142015 Hotel i 515821

O ®

| Sratvioges | Smatwages

Cancel

Done.




65. Make any necessary changes.

66. Click Save.

67. Click Done.
View Itemizations

The processor can view the expense itemization details and modify some details. The itemization details icon at the top of the expense list expands or collapses the itemization list for all expense items. Individual expense itemizations can also be expanded or collapsed using the itemization details icon on the expense.

 To view and modify itemizations:

68. On the Process Reports page, click the itemization details icon ([image: image55.png]


). 
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The itemization list appears.
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69. Click an itemization row. The itemization details appear in the right pane.

70. Make any necessary changes.

71. Click Save.

View the Report Header 

Report header information, including report header fields and any associated authorization requests, can be viewed from the Manage Expenses page.
NOTE: The name of the Manage Expense page matches the expense report displayed. 
 To view and modify the report header:

72. On the Manage Expenses page, click Details > Report Header.
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The Report header window appears.
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73. Make any necessary changes.

74. Click Save.

View Audit Trail

The processor can view the audit trail for an expense report. This page is read-only.

NOTE: You see actions that are updated by System Concur. System Concur is the name of the System employee in Expense. This name displays in the audit trail when there is a report status change that is automatically approved by the system. 

 To view the audit trail:

75. On the Manage Expenses page, click Details > Audit Trail.
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The Audit Trail window appears.
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76. When done, click Close.

Typical actions that generate a report level row:

	Action
	Description

	Report Submission
	Whenever a report is submitted, a row is generated.

	Approval or Payment Status Change
	Whenever the system or any user changes the approval or payment status of a report, a row is generated.

	Comment Editing Status Change
	Whenever a comment is no longer editable on the report, a row is generated.

	Exception Generation
	Whenever a report is submitted that contains exceptions, a single row is added to the audit trail with each report level exception that exists, including flag, code, and level. 

	Report Level Field Edits after Submit
	Whenever a field on a report is changed after it has been submitted, a row is generated.

	Receipts or Images Received
	Whenever receipts or images are marked as received, a row is generated.

	Sent Back to Employee
	If an entry is deleted while a report is in Resubmit status, a row is generated.

	Email a Detailed Report
	Whenever an user chooses to email a detailed report, a row is generated that includes the name of the sender, the date/time of the email, the email address of the recipient, and the content of the comments added to the body of the email, up to 1300 characters.


Typical actions that generate an entry level row:

	Action
	Description

	Comment Editing Status Change
	Whenever a comment is no longer editable on an entry, a row is generated.

	Exception Generation
	Whenever a report is submitted that contains exceptions, a single row is added to the audit trail with each entry-level exception that exists, including flag, code, and level. 

	Entry Level Field Edits after Submit
	Whenever a field on an entry is changed after it has been submitted, a row is generated.

	Partially Approving or Rejecting an Entry
	Whenever the system or a user partially approves or rejects an entry, a row is generated.


View Workflow

The processor can review the approval workflow for an expense report. 

 To view the approval flow:

On the Process Reports page, click Details > Approval Flow.
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The Approval Flow for Report window appears.
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Manage Exception Visibility
Expense report exceptions can be hidden from view on the Process Reports page.

 To hide report exceptions:

On the Process Reports page, click Hide Exceptions.
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The Exceptions pane disappears:
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 To show report exceptions:

On the Process Reports page, click Show Exceptions.
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The Exceptions pane appears.
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Print the Report

The processor can print expense reports from the Process Reports page.

 To print the expense report:

77. On the Process Reports page, click Print/Email. 
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78. Click the desired print format.

The following formats are available for printing:

	Field
	Description

	Receipt Report
	This report shows all of the expenses that require a receipt. The report should be printed and submitted along with your receipts to your Accounting department.

	Detailed Report
	This report shows all of the report details.


79. Select the desired options:

· Select (enable) or clear (disable) the Show Expenses check box.

· Select (enable) or clear (disable) the Show Itemizations check box.

80. Click Print. 

Modify Expense Types

The processor has a limited ability to modify expense types for expense entries, allowing them to correct employee mistakes. In order to modify an expense type on an entry, the expense entry must not be a parent expense entry to itemizations.

The processor is not able to modify the Mileage expense type.

The following actions will occur when the processor modifies an expense type:

· If the new expense type has a different vendor list, the vendor list field will be cleared

· Allocations will remain the same

· Attendees will remain the same

· Comments will remain the same

· The audit trail will be updated with a record noting the change

 To modify an expense type:

81. On the Process Reports page, select (enable) the check box next to the desired expense. The expense details appear in the right pane. 

82. Highlight and type over the existing expense type or if a list appears, select one from the list.
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83. Click Save.

Email the Report with Comments

The processor can email a copy of the report with comments. 

 To email the report with comments:

84.  On the Process Reports page, click Print/Email > Detailed Report.
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85. Enter the desired email recipients.
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86. Fill out the Comments field, as necessary.

87. Click Send. The email recipient and comments are added to the Audit Trail for the report. The audit trail entry can be up to 1300 characters, and any characters after that are truncated.
Section 5:  Modify Report Status

Set the Receipt Status of a Report

Paper receipts can be marked as received (or not) at the expense report level. 

 To mark receipts received or not received for a report:

88. On the Process Reports page, search for the desired expense reports.

89. Select (enable) the check boxes of the reports.  

90. Click Mark Receipt Status > Receipts Received or Receipts Not Received. The Receipt Status column is updated.
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Set the Review Status of Expense Entries

The processor can mark the individual items or groups of items as reviewed. 

 To mark an expense entry as reviewed:

91. On the Process Reports page, select (enable) the check box of the desired expense. 
Tip: For itemized entries, click the details icon [image: image73.png]


 to expand the list. 
92. In the Reviewed field, click Yes. 
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93. Click Save.
 To mark multiple expense entries as reviewed:

94. On the Manage Expenses page, select (enable) the check boxes next to the desired expenses. The right pane displays the review status options.
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95. Click Mark as Reviewed. The Reviewed field for the selected expense entries is updated to Yes.

Send a Report Back to the Employee

The processor can send the report back to the employee, allowing the employee to edit and resubmit the report.

 To send an expense report back to an employee:

96. On the Manage Expenses page, click Send Back to Employee. 
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The Send Back Report window appears.
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97. Enter comments explaining why you are returning the expense report.
· It may be helpful to remind the approver/processor that the approved amount field is reset to the "Claimed Amount" when a processor 'sends back' an expense.
98. Click OK. 

Recall an Approved Report

If the processor needs to recall a report that has previously been approved, the processor can use the Recall to Processor feature. This feature is available on reports that have an Approval Status of Approved, and a Payment Status other than Paid. You may need to perform a search to display the particular report.
 To recall an expense report to the processor:

On the Process Reports page, click Recall to Processor. 
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The report is returned to the Approved & In Accounting Review approval status.

Section 6:  Approving Reports and Expenses

Approve Reports

The processor can approve reports.

 To approve a report:

On the Process Reports page, click Approve.
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 Approve or Reject Part of an Expense Entry

Typically the processor approves the individual expense entries for the full requested amount. If necessary, the processor can also lower the approved amount of the expense entries.

Each expense entry item and itemization listed within the expense report can be partially approved or rejected. To view the itemization entries, click the itemization details icon [image: image80.png]


 to expand the itemization list.
· IMPORTANT: If you have itemized entries, you will be unable to partially approve the parent entry; rather you will adjust the amount of the itemizations within the parent expense.

 To partially approve or reject an expense entry item:

99. On the Process Reports page, select (enable) the check box next to the desired expense. The expense details appear in the right pane.

100. In the Approved Amount field, change the amount. Setting the amount to zero will reject the entire expense amount.

101. Enter comments as necessary.

102. Click Save. The expense entry is partially approved or rejected.

NOTE: The SAP Concur administrator may have set up the configuration so a report cannot be partially approved or rejected. Contact your SAP Concur administrator for details.

 To reject an entire parent expense entry:

NOTE: It is not necessary to view the itemization details to perform this action. However, performing this task will reject the entire itemized entry, so you may want to review the details before taking action.

103. On the Process Reports page, select (enable) the check box of the desired expense. The expense details appear in the right pane.

104. Click Pay Zero. The Approved Amount of the parent and all of the associated itemized entries is reduced to zero.
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· IMPORTANT: Once you click Pay Zero, you cannot change the approved amount value. The expense entry and all itemized sub-entries are all rejected. If this rejection was done in error, the employee must re-create and resubmit the report.

105. Enter comments as necessary.

106. Click Save. The entire itemized expense entry is rejected for the expense report.

Send One or More Expenses Back to the Employee

The processor is able to send one or more expenses back to the employee – without returning the entire expense report. The remaining expenses on the report are then approved and moved to the next workflow step.

 To send one or more expenses back to an employee:

107. Click the desired expense so the expense details appear on the Expense tab.

108. On the Expense tab, select (enable) the Send Back Expense check box.

109. Click Save.

110. On the Process Reports page, click Approve. The Send Back to Employee / Expenses to Send Back window appears.
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111. Enter a comment explaining why you are returning the expense(s).

112. Click OK. Then, Expense automatically:

· New report:

· Creates a new report named Addendum to: <report name> using the report header information from the original report along with any report-level exceptions

· Attaches the selected expenses along with any entry-level exceptions

· Adds an audit trail item, which includes the original report name and report ID 

· Returns the newly generated report to the employee along with the approver-entered comment

Original report:

· Approves the remaining expenses on the original report

· Adds an audit trail item, which includes the newly generated report name and report ID 

· Moves the original report to the next workflow step

Understanding Eligible Entries

Not all entries can be split from the original expense report and sent back to an employee. In the case of itemizations (the child entries of an itemized expense), the entire itemized expense (the parent) must be sent back to the employee; the individual itemizations cannot be sent back.

In these cases, the Send Back Expense check box does not appear on the Expense tab.

Returning all Expenses

If the processor returns all expenses on a report using the Send Back Expense check box, the entire report is returned. Expense does not create the addendum report; Expense returns the original report as per normal procedure.

Section 7:  Use the Review in Progress Message

You may occasionally have an expense report that requires further follow-up or research before you can make the appropriate authorization decision. You can use the Review in Progress feature to indicate to another processor that the report is being reviewed. 

NOTE: This feature was designed to assist companies that have multiple processors.

IMPORTANT!

Review in Progress is not an approval status or a workflow status – it is simply a message or warning. It does not affect approval; it does not change the workflow; it does not actually prevent another processor from taking other processor actions (for example, sending the report back to the employee). It is intended to provide a warning to other processors that the report is under review.

In addition, the Review in Progress message appears only to the processor. The employee or approver will not see the message.

Mark a Report

Search for reports using your normal process – using the search area or by running a query – as described previously in this guide. Reports that are marked with the Review in Progress message are included in the results.,

 To set the Review in Progress message on a report:

113. Open the desired report. The report opens on the Process Reports page.
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114. Click Requires Review. The Mark Review In Progress window appears.
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115. Enter a comment in the Comment field.
NOTE: The Review in Progress text appears by default in the Comment field. 

116. Click OK.
View the Comment
The comment message appears in several places and to all processors - not just the processor who originally marked the report.

It appears on the Process Reports page in Process Reports.
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Hover the mouse pointer over the message to see the full comment, date, and processor's name.

It also appears in the Audit Trail for the processor (not visible to users or approvers).
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It also appears on the processor search results page.
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In the Approval Status column, the Review in Progress message appears along with the date and the processor's name. The comment icon appears. Hover the mouse pointer over the icon to see the full comment.

Un-mark a Report

Once you have completed the follow-up review, you can remove the Review in Progress message (un-mark the report).

NOTE: The Review in Progress message can be removed by any processor - not just the one who originally marked the report.

You can:

· Open the report and click Review Complete: 
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00 Amount Due Company Amount Due Employee
5000 550000

TOTAL AMOUNT TOTAL APPROVED
$500.00 $500.00
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Enter a comment and click OK:
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Comment History

Date~ Entered By Comment Text
0162015 Winslow, Lynn__ Review n Progress
o015 Millr, Chiis New stock.

'Add a comment o explan why the review ofthe reportis complete. Then cick OK to remove the Review In
Progress status

Comment

‘Approved per emai from CFO |

Carcl




- or -

· Complete another processor action. For example, if you click Approve, a message appears indicating that the Review in Progress message will be removed if you continue. It does not prevent the action.
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Comment History
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A\ Review in Progress

“This report has been marked as Review in Progress, changing the approval status will remove the Review in
Progress stalus. You may add a comment. Then olick OK o change the approval stalus.

Comment





Perform Bulk Updates - Restriction
The report cannot be un-marked by completing a bulk action, such as changing the approval statuses for several reports on the search results page.
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‘Some of the report(s) you have selected have
been marked as review in progress and the
approval status cannot be changed when doing
a bulk update. Click OK to deselect those
reports and continue with approval status.
change or click Cancel to retur to the reports





If you click OK in the Please Confirm box, the marked report is deselected and remains unchanged while the other selected reports are affected (in this case, the approval status is changed). 

Recall a Review in Progress Report
For the most part, the user (employee) will never know that the report has been marked. There is no indication on the user's Report List page nor in the Audit Trail (visible to the user).

However, a report with the Review in Progress message set cannot be recalled. If the user attempts to recall the report, the user receives a message that the report cannot be recalled.
☼
Applies to these SAP Concur solutions:


( Expense�(Professional/Premium edition�( Standard edition


( Travel �( Professional/Premium edition �( Standard edition


( Invoice�( Professional/Premium edition �( Standard edition


( Request�( Professional/Premium edition�( Standard edition
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