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Concur TripLink and Ctrip
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.
Section 1:  Overview

Ctrip and SAP Concur make the process of expensing business travel faster, easier, and more accurate for our mutual clients by connecting two industry leading platforms to create a streamlined travel and expense experience. The Ctrip integration enables all Air and Hotel trips booked and managed by Ctrip to be populated automatically in Concur Request and Concur Expense. The Ctrip integration leverages the Concur Request service to allow client companies to have visibility into their business travelers’ travel plans and costs.
This integration includes the following major features:

· Company Level Linkage – This enables the connection of Ctrip and SAP Concur accounts at the company level. Individual travelers do not need to complete any account connection steps.
· Ctrip Trips Appear in Concur Request via TripLink – This integration utilizes the Agency Proposal feature. Trips made in Ctrip are sent to SAP Concur after booking. A request is created on behalf of a traveler with the Air and Hotel booking as request segments.
· Ctrip Trips Appear in Concur Available Expenses via TripLink –After the request is approved, the trips may show as an available expense. Clients using Pre-Expense Airfare will see air bookings in Available Expenses once ticketed. The ability to expense hotels will be available once the trip is complete.
NOTE: Please consult with your implementation consultant to enable or disable the Pre-Expense Airfare feature.

· Company Paid Segments – Company paid segments will be sent to SAP Concur, allowing the client to use Expense and Intelligence to track and reconcile all itineraries.

Prerequisites

Clients must have the following SAP Concur products to use Ctrip:

· TripLink

· Concur Expense (Professional Edition)
· Concur Request (Professional Edition)
Company Level Linkage 
There is a one-time linking process that is completed using SAP Concur web services and the Ctrip company maintenance tool. Once the companies are linked, the travel accounts in Ctrip are linked via the Login ID.
Travel Managers have the option of opting out specific Traveler Groups within Ctrip. This can be useful when:

· Only certain traveler groups use Concur Request and Concur Expense
· Phased integration roll-out by Traveler Group is required
Company Paid Segments
Ctrip will send segments to SAP Concur that are considered “company paid.” Ctrip defines “company paid” segments as:

· On Account: Direct debit or bank transfer.
· Lodged Card (Central Bill Card): The Lodged Card account is a virtual/physical card established in the name of the customer’s company. It is lodged at the Travel Agency with whom the customer has a contractual agreement.

NOTE: Individual traveler credit cards that the company pays for directly (IBCP) are not considered by Ctrip as central bill, as Ctrip does not have knowledge of this arrangement. However, if a company has a credit card feed with SAP Concur these expenses would be matched to the itinerary items and the payment type changed accordingly, overriding any other settings.

Client SAP Concur admins create a new Ctrip payment type, to use for the company paid segments, which is configured separately from the default payment type mapping.
For more information, refer to the Configuration section of this guide.
Section 2:  End User Experience
In this section we will review the booking flow for Air and Hotel in Ctrip. When the user finishes booking in Ctrip, they submit their request in Concur Request.

 Booking in Ctrip

Users log in to Ctrip to create a booking for Air and Hotel with the login credential provided by the client SAP Concur administrator.
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Users begin the flight and hotel booking process by specifying their preferred travel departure and destination cities and dates.
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For an Air booking, users select their preferred flight option.
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Users enter their information.
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Users select their method of payment.
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Users enter payment information.

[image: image7.png]'GCtrip o

Guest Info Pay Complete

_  ——

Payment method: Payment amount: CNY 2,668.00 Your booking

Credit eard NO.: MU5137
(Recommend) Departing: 03-06-2017 07:00

SHANGHAI —> BEDJING

Card number

P

= Total aw 2590.00
@ You have selected a credit card issued outside Mainland China, which will incur a 3.00% service fee.
Tol CNY 2668 = CNY 2590 (icket fare) + CNY 78 (service fee) (P Cooomeessecrtssvom e
Expiration date
o o1
Cardholder name
JOHN SMITH (As it appears on the card)

[ save this card information and agree to the Bank Card Usage Aqreement





After completing the booking process, itinerary details will be sent to SAP Concur and the below notification with associated order number will be displayed. A request is automatically created on behalf of the traveler, containing the details for the Air and Hotel booking. The trip in Ctrip is on hold while waiting for submission and approval of the request.
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Cancelling the Trip Before the Request is Submitted
If a traveler must cancel a trip before they have submitted the request, the traveler logs in to Ctrip to cancel the booking. In SAP Concur, the traveler must submit the request. Once submitted, the traveler sees an option to cancel the request.
If a request is rejected by the traveler’s manager, the request must be cancelled. The traveler logs into Ctrip to cancel the booking. The request segments are locked and cannot be modified, so the user must cancel the rejected request. The traveler creates a new booking in Ctrip, which will generate a new request. 
Travel Request

After the trip has been booked in Ctrip, users will need to log in to SAP Concur to locate their travel request. On the SAP Concur home page, select My Tasks > Open Requests to locate the Ctrip booking’s corresponding request.
Users then click on the request name (for example, Ctrip Booking No.: 314754891) and submit the request.

My Trips

When the users’ travel request receives management approval, Ctrip will issue the relevant tickets and load the itinerary into My Trips. The transaction(s) will appear in the Available Expenses section of Concur Expense for employee submission. This marks the point at which users are able to prepare the expense report. Depending on the company's configuration, a user may be able to use the Pre-Expense Airfare feature to submit the Airfare expense before the trip. 
Expense Report

Users go to Available Expenses and select the transactions(s) before adding them to the expense report.
When the user has finished creating the report they can update the amount or submit for approval.
Section 3:  Configuration

The SAP Concur, Ctrip, and client SAP Concur administrators work together to complete the integration. The Concur Expense and Concur Request configuration include steps performed by SAP Concur, as well as steps performed by the client SAP Concur administrator. The Ctrip administrator completes configuration steps on the Ctrip site. 

The integration has the following steps:
Step 1: TripLink/Ctrip Activation

· Activate TripLink in SAP Concur

· Sign Letter of Agreement with Ctrip
· Activate and configure the third-party data integration with SAP Concur

Step 2: Concur Expense Configuration

· Add new payment type “PrePaid to Ctrip”

· Assign the PrePaid to Ctrip payment type
· Update Expense Policy

· Configure the Travel Segment Payment Types to PrePaid to Ctrip

· Configure the Standard Accounting Extract 

Step 3: Concur Request Configuration
· Activate Agency Proposal

· Define the Request Policy for Ctrip
· Associate the policy and group for Ctrip
· Verify segment order

· Configure Site Setting

· Update forms

· Create Ctrip users in SAP Concur

· Define the dedicated Ctrip agency office
· Import the train locations
Step 4: Finalizing the Ctrip/Concur Integration in Concur
· Connect Ctrip to Concur in SAP Concur 
· Execute the Ctrip Integration Settings
· Configure Ctrip users in User Administration
· (Optional) Configure delegates 
· Provide Ctrip with a list of SAP Concur users
Step 5: Finalizing the Ctrip/Concur Integration in Ctrip

· Connect Ctrip to SAP Concur in Ctrip
Step 1: TripLink/Ctrip Activation
Activate TripLink in SAP Concur

Once the client has purchased TripLink, Concur Implementation activates TripLink in the client’s company, using the Enable TripLink and Assign Permissions button in Company Management.

[image: image9.png]‘Travel Wizard (Concur Trave)
Triplink

User Checkist

User Support Desk

Web Service for Company Provisioning
Web Service for Payment Demand System
Web Service for Travel ntegration

Web Service for Trave Manager ntegration
Web Service for User Synchronization
Web Service for User Verifcation





For more information, refer to the TripLink Activation Fact Sheet.

Once the feature is enabled, the TripLink User role is automatically assigned to all users in the company. The client SAP Concur administrator performs any additional TripLink configuration needed. 

For more information, refer to the TripLink User Guide.
Sign Letter of Agreement with Ctrip
The client works directly with Ctrip to sign the necessary paperwork.

Activate and Configure the Third-Party Data Integration with SAP Concur
The Ctrip implementation manager must complete setup within the Ctrip tool before the client can take the next steps. Please confirm with Ctrip Implementation that the client's account has been activated for the SAP Concur integration before proceeding to the next step.
Step 2: Concur Expense Configuration

Add New Payment Type “PrePaid to Ctrip”

The SAP Concur administrator creates the new Payment Type “PrePaid to Ctrip”. 
 To create the payment type:

1. Click Administration > Expense > Payment Types. 

2. Click New.

3. Enter the following values:

[image: image10.png]Payment Type *

PaymentType [Freraatocin )
Dessrpton [Frepasto J
Cleaing Account Cose 0 )
Payment Type Code: |c.,.u.., Billed/Company Paid (reimbursement offsets not used)

‘Exclude from employees’ Payment [ 7]
“Type lst (applies only to imporied
card ransactions):

Test Payment Type: [m]





4. Click Save.
For more information, refer to the Expense: Payment Types Setup Guide. 
Assign the PrePaid in Ctrip Payment Type 
The SAP Concur administrator configures the payment type field on the Airfare and Hotel expense entry forms, and assigns the PrePaid in Ctrip payment type to any groups using Ctrip. 

 To assign the PrePaid in Ctrip payment type:

5. Click Administration > Expense > Forms and Fields.

6. Select Expense Entry in the Form Type list. 

7. Select the Form Fields tab. 
8. Expand the Airfare form. 

9. Select the Payment Type form field. 
10. Click Modify Form Fields.

11. Select Modify in the Employee Role list. 
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12. Click Save. 
13. Repeat steps 4-8 for the Hotel form. 
14. Click Administration > Expense > Group Configurations.
15. For the desired group(s), click Modify in the Payment Types column.

16. Select (enable) the check box in the Is Active For Group column for the PrePaid to Ctrip payment type.  
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17. Click Save.

18. Repeat steps 11-13 for any additional groups using Ctrip.

For more information, refer to the Expense: Forms and Fields Setup Guide and the Expense: Group Configurations for Expense Setup Guide. 
Update Expense Policy
The SAP Concur administrator updates the Travel Reservation Type Mapping for the expense policy. 
 To update the policy:

19. Click Administration > Expense > Policies.

20. Select the desired policy. 

21. Click Expense Types.

22. Click Travel Reservation Type Mapping. 
23. Set the Airfare field to the active Expense policy Airfare expense type.

24. Set the Hotel field to the active Expense policy Hotel expense type.

25. Click Save. 
For more information, refer to the Expense: Policies Setup Guide. 
Configure the Travel Segment Payment Types to PrePaid to Ctrip
The SAP Concur administrator is responsible for setting the payment type for Airfare and Hotel as PrePaid to Ctrip, on the Travel Segments Payment Types page.
 To set the Company Paid Payment Type:
26. Click Administration > Expense > Travel Segments Payment Types. 

27. In the View By field, select Group Name. 

28. In the Group field, select the desired group.

[image: image13.png]Filter

Viewsy Group Name
Group Neme[ ] Gicbai




 

29. In the Defaults for Segment Type section, select the PrePaid to Ctrip payment type for the Air Ticket and Hotel Reservation (only if paid via company credit) segment types. The page saves after each selection.
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For more information, refer to the Expense: Travel Segments Payment Types Setup Guide.
Configure the Standard Accounting Extract 
The SAP Concur implementation person will discuss an SAE change with the client, including payment type for Ctrip CBCP, and customization to the GL hierarchy for domestic vs international transactions.

The SAP Concur implementation person will begin SAE bridge program discussion for many requests to one expense report output requirements.
SAE Version 2

http://www.concurtraining.com/customers/tech_pubs/Docs/_Current/SPC/Spc_Exp/EXP_SPEC_SAE_V2.pdf


SAE Version 3

http://www.concurtraining.com/customers/tech_pubs/Docs/_Current/SPC/Spc_Exp/EXP_SPEC_SAE_V3.pdf


Step 3: Concur Request Configuration

Activate Agency Proposal

The SAP Concur Implementation person activates Request Agency Proposal in the Hosted Management Console, by selecting API in the Enable Agency Proposal setting for the entity. 

Define the Request Policy for Ctrip

NOTE: The policy for China should be separate from the rest of the world.
 To create the new Ctrip request policy:
30. Click Administration > Request > Policies. 

31. Select the client's default request policy. 
32. Click Copy. 

33. Add "Ctrip" to the name of the policy. 

34. Select (enable) the Enable Cancellation check box. 
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NOTE: The selected Request Workflow must not contain a TMC step. 

35. In the Default Expense Policy field, select the Expense policy for Ctrip. 

36. In the Assignable to Report field, select Unlimited.

37. Click Next. 
38. Select (enable) the check boxes in the Enable Segments column for the Air Ticket and Hotel Reservation segments.

39. In the Expense Type column, map the Airfare and Hotel segments to active expense types.
40. Click Next two more times.

41. Click Done to save the policy.

For more information, refer to the Concur Request: Policies and Groups Setup Guide.

Associate the Policy and Group for Ctrip
 To associate the Ctrip policy with the request group(s):

42. Click Administration > Request > Request Groups. 
43. For the request groups that use Ctrip, click Modify in the Request Policies column. 
44. Select (enable) the check box in the Active for Group column for the Ctrip policy. 

45. Select (enable) the check box in the is default Request Policy column for the Ctrip policy.

46. Click Save. 

For more information, refer to the Concur Request: Policies and Groups Setup Guide.
Verify Segment Order
 To verify the correct segment order:
47. Click Administration > Request > Segment Types.

48. Verify that the segment type display order is correct, making changes if necessary.
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For more information, refer to the Concur Request: Segment Types Setup Guide. 
Configure Site Setting
The SAP Concur administrator updates the site setting to support TMC multi-leg trips.

 To update the site setting:

49. Click Administration > Request > Site Settings. 

50. Select (enable) Enable Airfare multi-leg form in Request.
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51. Click Save. 
For more information, refer to the Concur Request: Site Settings Setup Guide. 
Import the Train Locations and Class of Service List
SAP Concur has import files for the Ctrip train station locations and the Class of Service Rail list. SAP Concur will use the Import/Extract Administrator tool to import the rail locations and Class of Service Rail list.
For more information on the import process, refer to the internal Ctrip Train Imports Fact Sheet. 
Update Forms
The SAP Concur administrator updates the following forms: 

· Employee form 
· Request Header form

· Request Rail Segment form 
 To update the employee form:

52. Click Administration > Request > Forms and Fields. 
53. Select Employee in the Form Type field. 

54. On the Form Fields tab, expand the form for Ctrip request users. 
55. Click Add Fields. 

56. Click Default Travel Agency.

57. Click Add Fields. 

58. Click the Default Travel Agency field. 

59. Click Modify Form Fields. 

60. Set the Employee Role value to Read-only.  
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61. Click Save. 
 To update the Request Header form:
62. Select Request Header in the Form Type field. 
63. On the Form Fields tab, select the Ctrip request form. 

64. Click Add Form Fields. 

65. Select Agency Office. 

66. Click Add Fields.

67. Click Agency Office on the form. 

68. Click Modify Form Fields. 

69. Set the Default Value Type field to Copy Down. 

70. Set the Copy Down Source field to Employee. 

71. Set the Request Employee Role field to Modify. 
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72. Click Save. 

73. Remove all custom/org unit copy down fields from the request header, and ensure other customer/org unit relevant fields are modifiable by the employee. 
 To update the Request Rail Segment form:
74. Select Request Rail Segment in the Form Type field. 
75. On the Form Fields tab, select the Ctrip rail segment form. 

76. Click Add Form Fields. 

77. Select Class, Vendor, Vendor Name, and Flight Number. 

78. Click Add Fields.

79. Select the Class field. 

80. Click Modify Form Fields. 

81. Rename the form field to Type of Seat.

82. In the List field, select the Class of Service Rail list. 

83. Click Save. 
84. Select the Flight Number field. 

85. Click Modify Form Fields.

86. Rename the form field to Train Number. 

87. Click Save.  
For more information, refer to the Concur Request: Forms and Fields Setup Guide. 
Create Ctrip Users in SAP Concur

The client SAP Concur administrator creates two new user accounts:

· One with the Web Services Administrator permission that the Ctrip administrator will use when connecting the companies.
· One Test User in the specified Ctrip user group, using the Ctrip default travel agency.
 To create the Web Services Admin user account:

88. Click Administration > Company > Company Admin
89. Click Add User (left menu)

90. Fill in the fields:

	Field
	Description/Action

	CTE Login Name 
	Include WSAdmin and the name of the application as the login id. Example:

WSAdmin-Ctrip@YourCompanyDomain.com

	Password
	Create a unique and secure password for the user. 

	First Name
	To easily identify the user profile, and to indicate who the authorized user was that enabled the application at a later time, use a combination of “WSAdmin” and the first name of the actual administrator who is authorizing the application. Example: WSADMIN_Chris

	Last Name
	Enter the actual last name of the authorized administrator who will enable the application. 

	Email Address
	Enter "admin@ctrip.com"

NOTE: This exact email address is required in order for the connection between Ctrip and SAP Concur to work. 


91. Fill in other required fields, as necessary. 

92. Click Save.

93. Click User Permissions (left menu).

94. Click the Request tab.

95. In the User Name to Assign Roles, select the user you just created.

96. In the Available Roles pane, click Web Services Administrator.
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97. Click Add. 

98. Repeat step 9-10 for the following roles: Request Proxy Logon, Request User, and TMC Agent.

99. Click Save. 
 To create the Test User account:

100. Click Administration > Company > Company Admin
101. Click Add User (left menu)

102. Fill in the fields:

	Field
	Description/Action

	CTE Login Name 
	CTRIPTESTUSER@domain.com

	Password
	Create a unique and secure password for the user. 

	First Name
	CTRIPTESTUSER

	Last Name
	CTRIPTESTUSER

	Email Address
	CTRIPTESTUSER@domain.com

	Is a Test User?
	Select this check box. 

	Default Travel Agency
	Select Ctrip. 


103. Fill in other required fields, as necessary. 

104. Click Save.

For more info, refer to the Shared: User Administration User Guide. 

Define the Dedicated Ctrip Agency Office
The SAP Concur administrator configures the travel agency office information for Ctrip. 

 To configure the agency:

105. Click Administration > Request > Travel Agency Offices. 

106. Click New. 
107. Fill in the fields:
	Field
	Description

	Name
	Enter "Ctrip."

	Email
	Enter the email address for the Web Services Admin user you created earlier. 

	Editable by/Applies to
	Select the desired Ctrip groups.

	Travel Agency Language
	English (United States)

	Concur Agency Name
	Leave set to "None."

	Agency Proposal Type
	Select "Concur Connect TMC."

	Active 
	Select "Yes."

	Offline PNR Accepted in Request 
	Leave cleared (disabled).


108. Click Done. 
For more information, refer to the Concur Request: Travel Agency Offices Setup Guide. 

Step 4: Finalizing the SAP Concur/Ctrip Integration

Connect Ctrip to SAP Concur 
Clients will use the wsadmin user profile to log into SAP Concur to activate the Ctrip-Connect Application.

 To enable the Ctrip-Connect Application: 

1. Click Administration > Company > Web Services.

2. Click Enable Partner Application.

3. Scroll to find the Ctrip-Connect.

4. Click Ctrip-Connect.
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109. Click Enable. 
Configure Ctrip Users in User Administration

Once the company linkage has been established, Travel Managers can opt-out specific traveler groups from the Ctrip-SAP Concur integration. All traveler groups are enabled for the Ctrip-SAP Concur integration by default. The client SAP Concur administrator can opt-out SAP Concur users by changing their Default Travel Agency on the User Information page. 
Users utilizing the Ctrip integration should be mapped to the “Ctrip” default travel agency. Travelers not using the Ctrip integration should have no value in the Default Travel Agency field.
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(Optional) Configure Delegates 
If any of the Ctrip users need delegates configured, the client SAP Concur administrator can assign Request or Expense delegates. 

For more information, refer to the Shared: Delegate Configuration Setup Guide. 
Provide Ctrip with a List of SAP Concur Users 
The client SAP Concur administrator provides Ctrip with the following fields for each SAP Concur user with Ctrip enabled:

· LoginID 
· Email
· EmployeeID 
· First Name

· Last Name
· Policy ID

The client works with Ctrip to determine the correct process for transmitting the information. 
Step 5: Finalizing the Ctrip/SAP Concur Integration in Ctrip
Connect Ctrip to SAP Concur in Ctrip
The Ctrip Administrator will use the Web Services Administrator user account to obtain an OAuth Access Token. Then the Ctrip Administrator will initiate a call to get the client’s Request Group Configuration. 

NOTE: Client/SAP Concur/Ctrip coordinate to determine which Request Policy will be used for the integration.

The two items that are used from the Request Group Configuration are PolicyID and AgencyOfficeID.

Now that the Ctrip company account is linked to and authenticated with the SAP Concur company account, the client SAP Concur administrator will provide the Ctrip credentials to users. These users may start booking their trips within Ctrip.

Section 4:  Enabling Ctrip for New SAP Concur Users

When new SAP Concur users need to be enabled for Ctrip, the client SAP Concur administrator must complete the following steps:
110. Set the Default Travel Agency for the user to Ctrip. 

· For more information, refer to the Step 7: The Client SAP Concur Administrator Performs Final Configuration on the User Administration Page section of this guide.

111. Send the user information to Ctrip.

· For more information, refer to the Step 8: The Client SAP Concur Administrator Provides Ctrip with a List of SAP Concur Users section of this guide. 

Until both steps are completed, the Ctrip bookings will not appear in SAP Concur. 

☼
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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