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Agency Proposals
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:  Permissions

A company administrator may or may not have the correct permissions to use this feature. The administrator may have limited permissions, for example, they can affect only certain groups and/or use only certain options (view but not create or edit). 

If a company administrator needs to use this feature and does not have the proper permissions, they should contact the company's SAP Concur administrator.

Also, the administrator should be aware that some of the tasks described in this guide can be completed only by SAP. In this case, the client must initiate a service request with SAP Concur support. 

Section 2:  Overview of the Request Feature

Refer to the Concur Request: Overview Guide for general information about requests, such as what the user sees, what the approver sees, workflow, settings, configuration basics, etc.

Section 3:  Request Configurations

Not all Request features are available for all Request configurations.


	Configuration
	Is this feature available?

	Stand-alone
	Yes, Optional

	Integrated with Concur Expense (but not Concur Travel)
	Yes, Optional

	Integrated with Concur Travel (but not Concur Expense)
	Yes, Optional

	Integrated with Concur Expense and Concur Travel
	Yes, Optional


Section 4:  Overview of Agency Proposals
This guide provides information about the Agency Proposals feature available for all travel agencies:

	Travel Agency
	Configuration
	Where Available
	Supporting Documentation

	The Agency Proposals via v4 API is available to any Travel Management Company (TMC; agency) that is ready to develop against SAP Concur APIs.
	Concur Request Agency Proposal via Request v4 API
	All countries
	Concur Request: Agency Proposals Setup Guide



About this Guide and Before You Begin
In this guide, all agencies are collectively referred to as "the agency." For the most part, the feature works the same way for all agencies. In those cases where there is a difference, the difference is noted. 

This document discusses the Agency Proposals feature and configuration. In those cases where the configuration is similar to generic Concur Request, this guide will reference the appropriate Concur Request documentation.
· IMPORTANT: The Agency Proposals feature for Concur Request is a solution which is offered by SAP Concur to travel agencies to facilitate the interaction between travelers and their travel agents for offline bookings. However, the Agency Proposals feature requires developments on each travel agency’s side as well as a certification provided by SAP Concur. Therefore, this solution cannot be offered to clients before aligning with their travel agency to confirm the scope and countries managed on the travel agency's side.

For more information about the Agency Proposals feature certification for travel agencies, refer to the Agency Proposal (API) Information section in this guide.

For any questions regarding the travel agencies that are certified, please reach out to the SAP Concur Platform team. 

For any questions regarding travel agencies in general and other ways of interacting with Concur Request for offline bookings, please reach out to the SAP Concur Cloud Channel Sales team.
Basic Flow

The basic flow is:

1. The user creates the request and clicks Submit. The request detail is sent to the travel agency via the SAP Concur Platform.

· IMPORTANT: The request can contain agency-booked segments, self-booked segments, cash advances, and expected expenses; however:

All segments are sent to the agency. The self-booked segments are not handled by the agency but, instead, used for information only. For example, a self-booked segment may include location information that is helpful to the agent when booking the agency-booked segments. 

NOTE: Please align with the travel agency before raising the possibility of having both self-booked and agency-booked segments within a request since not all travel agencies support this.
2. The travel agent generates up to three proposed trips.
NOTE: None, part, or all of these proposed trips may actually be booked.

3. The agency captures the proposal information so that SAP Concur can import the proposed trips. The user is notified via email.
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4. The user reviews the proposals.
The user will see the proposal approval expiration date on this page if it was provided by the agency.
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5. The user clicks Select for the desired proposal. The Select button is faded if the proposal has reached the approval expiration date.
- or - 
If the user does not want any of the proposals, after selecting one of the available proposals, the user can modify their request segments to provide better information to the travel agent. Once the user modifies the segment(s) and clicks Submit, the request goes back to the travel agent for new proposals. The agent then sends new proposals to the user for review. 
6. The user submits the request (which includes the desired proposal) to their approver. 

7. The approver approves the request. The request is sent as an Order to the travel agent via the SAP Concur Platform.
NOTE: When the agency sends new proposals, the request is automatically routed back to the traveler's workflow step, regardless of its current approval status, including Approved. This behavior is by design to provide flexibility to the agency in case the selected proposal can no longer be booked.

Benefits

The benefits of using the Agency Proposals feature include:

· Travel agents are available 24/7 to process requests.

· There is better handling of offline (agent-managed) requests, which saves time for users.

· When the approver reviews and approves the request, the accurate trip details and cost are already available.

· When integrated with the SAP Concur Central Reconciliation feature, this feature provides an automated reconciliation ratio of 100%.

· Optimized processes – there are fewer emails, there are more comprehensive requests, and there is less manual work from agents – thus reducing costs

· Technically superior for the agency; real-time bi-directional feedback for a reliable integration

· Available to over 100+ TMCs around the world (requires certification from TMCs)
Section 5:  Multiple Implementations of Concur Request
A client can use the Agency Proposals feature along with generic Concur Request. If so, it will likely require a separate policy, group, etc., as described in the configuration information in this document. 

As noted previously, for a company that uses Agency Proposals, Concur Request can be implemented as:

· Stand-alone

· Integrated with Concur Travel (but not Expense)
· Integrated with Concur Expense (but not Travel)
· Integrated with Concur Travel and Concur Expense

Section 6:  New Items with Feature Activation
Once the Agency Proposals feature is activated by SAP Concur, additional options appear in Concur Request:

· Request policy and travel agency: 
New fields appear on all Request policies and the travel agency pages. The admin uses them when configuring the dedicated policy (or policies) and agency (or agencies). The new feature-specific fields also appear when defining generic Concur Request policies and agencies but they are ignored.

· Workflow: 
The TMC step must be the first step in the dedicated workflow. In some configurations, the TMC step is automatically set as the first step. If not, the admin must move it to the first step.

· Audit rules: 
There are no special audit rules. However, the rules are described on the following pages so the admin can create them, if desired.

· Dedicated forms, fields, and segments: 
Recommended Forms & Fields are documented to provide an optimum user experience. If fields that are not documented are added, these fields may not be updated at the selection of a proposal.
· SAP Concur Implementation can find additional information about the fields and forms, and the configuration script, in the Agency Proposal Forms and Fields Fact Sheet. This fact sheet is internal only. 
· List management:

· AEBT will require a dedicated script to be run in order to have the “Car – Vehicle Type”, “Air – Class” and “Rail – Class” list data configured.

· For other travel agencies, work with them if such lists are required in order to manually configure the lists and related values accordingly.

· SAP Concur Implementation can find additional information about the list values, and the configuration script, in the Agency Proposal Forms and Fields Fact Sheet. This fact sheet is internal only.
· Email: 
Since communication with the travel agency is done via web services, most generic emails are deactivated. The only standard generic emails that are used by the Agency Proposals feature are for pre-approval and post-approval cancellation. The agency notification email must be deactivated when using this Agency Proposals feature.
In addition, there are special email notifications available to notify the user that the proposed trips are ready for review. 
Section 7:  Configuration

The basic steps are:

Step 1 – Enable the Agency Proposals feature

Step 2 – Define the dedicated Request policy

Step 3 – Define the dedicated Agency Proposals group

Step 4 – Associate the policy and group

Step 5 – Define the dedicated travel agency office

Step 6 – Define the dedicated workflow

Step 7 – Complete the optional steps for Agency Proposals

Step 8 – Complete the other configuration steps
Step 9 – Establish XML/API communication with the agency

The steps are described below.
SAP Concur Implementation can find additional information about the fields and forms used by the different versions of the Agency Proposal feature in the Agency Proposal Forms and Fields Fact Sheet. This fact sheet is internal only. 
Step 1 – Enable the Agency Proposals Feature

Enabling Agency Proposals requires the following steps:

8. As part of the internal configuration process, SAP Concur will set the internal Enable Agency Proposal (Requires Purchase Contract) setting (HMC) to API.
This option can be set for a new or existing entity.
NOTE: As mentioned in the About this Guide and Before You Begin section in this guide, the activation of the Agency Proposals feature requires an alignment with the travel agency first to confirm the travel agency is certified and supports this feature for the client on the required countries.
9. As part of the internal configuration process, SAP Concur Request Product / R&D will activate the enableRaasAgencyProposal RaaS (Request as a Service) setting. 

The person responsible for enabling the Agency Proposals feature should contact the SAP Concur Request Product / R&D team to enable the enableRaasAgencyProposal RaaS setting.
10. The SAP Concur administrator must set a Concur Request site setting. 

 To set the Concur Request site setting:

11. Click Administration > Request.
12. Click Site Settings (left menu). 

13. Select (enable) the Enable Airfare multi-leg form in Request check box. 
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14. Click Save. 
Once this feature has been activated, new options appear, for example, on the policy, segment, and travel agency pages. 

Refer to New Items with Feature Activation in this guide.

Step 2 – Define the Dedicated Request Policy 

Define at least one policy that is used only for the Agency Proposals feature. You may have more than one policy, for example, one for the Agency Proposals feature and additional policies for users who do not use the Agency Proposals feature. 

NOTE: Once SAP Concur enables the Agency Proposals feature (described previously), new options appear in policy. These options are used only for the Agency Proposals policies. 

· Best Practice: Best practice is to copy the default policy to create a new policy, even if you will use only one policy.

 To define a policy:

15. Click Administration > Request.
16. Click Request Policies (left menu). The Request Policies page appears.

17. Click the default request policy.

18. Click Copy.
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The General step of the New Request Policy page appears.
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19. Make the appropriate choices as described in the table below. 


	Field
	Description

	IMPORTANT: This table describes the fields that must be addressed for the Agency Proposals feature. The remaining fields, which are shaded in light gray, must be completed as per normal procedure depending on the client's needs, as described in the Concur Request: Policies and Groups Setup Guide.

	Name
	As per normal procedure

· Best Practice: Consider including Agency Proposals with the name of the agency in the name to eliminate confusion.

	Type
	Click Travel (if not already selected).

	Request Workflow
	Click Default Request Workflow (if not already selected).

Later in the configuration process, you can edit the workflow or create a new one. If you create a new one, return to this page and select the new workflow.

	Request Header Form
	Click Default Request Header Form (if not already selected).

Later in the configuration process, you can edit the header form or create a new one. If you create a new one, return to this page and select the new form.

	Editable By
	As per normal procedure

	Agency Notification

Agency Last Approval Notification

Agency Recall After Approval Notification
	Agency Notification: set as None so that no email is sent to the travel agency at the submission of the request. This is a required setting which enables the travel agency to get the information about what was changed on agency-booked segments when the request is sent to the Pending Travel Agency workflow step. 

Agency Last Approval Notification and Agency Recall After Approval Notification: To be defined with TMCs (email notification are of no use for the Agency Proposals feature itself).

	Agency Proposal Traveler Notification
	Click Default Agency Proposals Available Notification. 

· Best Practice: Best practice is to not edit this notification.

	Agency Confirmation Traveler Notification
	Click Default Agency Confirmation Available Notification.

· Best Practice: Best practice is to not edit this notification.

	Disable Ability to Create New Requests
	As per normal procedure 

	Enable Cancellation
	Select (enable) this check box. 

	Agency Pre-Approval Cancellation Notification 
	Click Default Agency Pre-Approval Cancellation Notification.

Later in the configuration process, you can edit this notification or create a new one. If you create a new one, return to this page and select it.

· If you want to customize this email, refer to the Concur Request: Workflow – General Information Setup Guide.

	Agency Post-Approval Cancellation Notification
	Click Default Agency Post-Approval Cancellation Notification.

Later in the configuration process, you can edit this notification or create a new one. If you create a new one, return to this page and select it.

· If you want to customize this email, refer to the Concur Request: Workflow – General Information Setup Guide.

	(all other fields)
	As per normal procedure


20. Click Next. The Segments step appears.
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21. Make the desired choices for forms, location types, cash advance-related segments, etc. as per normal procedure depending on the client's needs, as described in the Concur Request: Policies and Groups Setup Guide.

22. Click Next. 
Navigate through the Expense Types step, the Print Formats step, and the Auto Submit Conditions step – following normal procedure based on the client's needs.

· Refer to the Concur Request: Policies and Groups Setup Guide.
Step 3 – Define the Dedicated Agency Proposals Group

If you are configuring the Agency Proposals feature via the Request v4 API, you will likely have more than one group – at least one group specifically created to use the Agency Proposals feature and at least one for other requests. 

Remember, Concur Request shares the Concur Expense groups; new groups are created in Administration > Expense > Group Configurations. 
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For more information, refer to the Expense: Group Configuration Setup Guide.

Step 4 – Associate the Policy and Group

In Request, assign the Agency Proposals policy to the Agency Proposals group.

 To associate the policy and group:

23. Click Administration > Request.
24. Click Request Groups (left menu). 
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25. Click Modify for the group that will use Agency Proposals. The Configuration for Group window appears.
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26. Select (enable) the check boxes in the Is Active For Group and Is Default Request Policy columns. 

27. Select any other policy or policies that can be selected by the user.
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28. Click Save.

Step 5 – Define the Dedicated Travel Agency Office

For AEBT, a client can have several ELT accounts, based on location, type of traveler, budget management, etc. For each of these accounts, the client must define a travel agency. Please contact your AEBT project team for more information.
For all other agencies, there will likely be only one account or note. Please contact your TMC project team for more information.
NOTE: Once SAP Concur enables the Agency Proposals feature (described previously), new options appear for travel agencies. These options are used only for the Agency Proposals agencies.

 To define one or more dedicated agencies:

29. Click Administration > Request.
30. Click Travel Agency Offices (left menu).
31. On the Travel Agency Office page, click New.
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The New Travel Agency Office page appears.
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32. Complete the appropriate fields. 

IMPORTANT: This table describes the fields that must be addressed for the Agency Proposals feature. The remaining fields, which are shaded in light gray, must be completed as per normal procedure depending on the client's needs, as described in the Concur Request: Travel Agency Offices Setup Guide.


	Field
	Description

	Name
	As per normal procedure

· Best Practice: Consider including Agency Proposals with the name of the agency in the name to eliminate confusion.

	Email

Editable By
	As per normal procedure

	Administrator Email (not shown in the sample above)
	This field appears for the CWT Clipper agency proposal type only and is required.
Enter clipper.admin@carlsonwagonlit.fr
If an error occurs in the proposal import, an email is sent to this address so CWT can fix the error immediately.

	Applies To
	Click one or more groups that will use this agency.

	Travel Agency Language
	As per normal procedure

	Concur Agency Name
	Leave blank. 

	Agency Proposal Type
	Once SAP Concur enables Agency Proposals, the Agency Proposal Type field appears on the New Travel Agency Office page. These fields are optional and depend on the requirements of each agency.
In the Agency Proposal Type field, click Concur Connect TMC.
Two fields appear:

· Customer Account: Enter the account number, as provided by the agency.

· Customer Account Name: Enter the account name. 

· Best Practice: If users will have access to multiple agencies, consider entering a name here that will be obvious for users.

	Active
	Click Yes.

	Offline PNR Accepted in Request
	Do not enable.


33. Click Done.

Create as many agencies as necessary.

Step 6 – Define the Dedicated Workflow 

The TMC step must be the first step in the Agency Proposals workflow. 

Create the Request Approval Status

The TMC Step requires a custom request approval status.

 To create the request approval status:

34. On the Request Approval Statuses tab, click New. 

35. Fill in the fields:

	Field
	Description

	Status
	Pending Travel Agency Proposal

	Action Text
	Pending Travel Agency Proposal

	Description
	Pending Travel Agency Proposal

	Editable By Group(s)
	Global (or other group as desired)


36. Click Save. 

Define the Workflow
· Best Practice: Best practice is to copy the default workflow to create a new one, even if you will use only one workflow.
 To define the dedicated workflow:

37. Click Administration > Request.
38. Click Workflows (left menu).
39. Click the default request workflow.

40. Click Copy. The Workflows page appears.
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41. Complete the appropriate fields. 


	Field
	Description

	IMPORTANT: This table describes the fields that must be addressed for the Agency Proposals feature. The remaining fields, which are shaded in light gray, must be completed as per normal procedure depending on the client's needs, as described in the Concur Request: Workflows - General Information Setup Guide.

	Workflow Type
	As per normal procedure

	Workflow Name
	As per normal procedure

· Best Practice: Consider including Agency Proposals with the name of the agency in the name to eliminate confusion.

	Include the Budget Approval step

Approval Time Expired Action 

Expire After This Many Days

Expiration Email To Approver

Do not display the skip steps to the employee 

Only display approvers at or above the current approver's level 

Use default approver lookup to find authorized approver

Steps Can Be Added By

Email employee when employee-added step is complete 

Restrict Authorized Approver for

Restrict approvers to those with limit authority for employee-added steps

Restrict approvers to those with exception authority for employee-added steps

Editable By Group(s)
	As per normal procedure



	Allow employee to recall requests
	Select (enable) this check box to allow the employee (or delegate) to recall a request after it is submitted; required for Agency Proposals.

The Recall button appears in Concur Request when the request is opened, allowing the user to recall the request. Recall is allowed up to the point that the request is approved.

	Allow employee to recall requests after approval
	Select (enable) this check box to allow users to recall a request after it has been approved; Please contact your agency to determine if this feature needs to be or can be enabled. 

For example, assume that the user's request for sales training was approved and then the date of the sales training class changed. The user can recall the request, make the desired changes, and submit again. The request will then go through the approval workflow.

The user can recall a request if all of these are true:

· The feature is enabled.

· The request status is Approved.

· Both the start and end dates are in the future.

NOTE: A "blank" date is considered to be "in the past" so the recall option is unavailable.

· There is no expense report (or an invoice from the SAP Concur Central Reconciliation service) associated with the request.

Then, the user can change dates, segments, amounts, etc.

NOTE: The user cannot change a cash advance.

Email Notifications

· You can also choose the email notification that will be sent to the travel agency – if there are agency-booked segments in the request – in Request Policies.

· Refer to the Concur Request: Policies and Groups Setup Guide.

· You can configure the email in Email Notifications.

· Refer to Email Notifications in this guide.

	(all other fields)
	As per normal procedure


42. Click Next. 

Create the TMC Step

Create the TMC workflow step. 

 To change the initial status:

43. On the Steps tab, click New.

44. Fill in the fields:

	Field
	Description/Action

	Step Name
	Pending Travel Agency Proposal (for example)

	Role
	TMC Agent

	Initial Status
	Pending Travel Agency Proposal

	Approval Actions
	Sent Back to Employee

	Agency Approval Notification
	None

	Enter Step Employee Notification
	None

	Email Employee when step is complete
	Cleared (disabled)

	Can exit step with blocking exceptions 
	Selected (enabled)


45. Click Save.
46. Use the arrows to move the step to the beginning of the workflow, after the Request Submitted step.

47. Click Next. 

48. Select the Pending Travel Agency Proposal step.

49. Click New in the Step Rules area. 

50. Create the following condition:
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NOTE: The condition Has Accepted Agency Proposal checks to see if there is no pending agency proposal, so it is only suitable for the TMC step. Do not use it on another workflow step.
51. Click Save.

52. In the Rule Actions area, click New. 

53. Create the following action:
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54. Click Save.

55. For CWT only: Click New in the Step Rules area. 

56. Create the following condition:
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57. Click Save.

58. In the Rule Actions area, click New. 

59. Create the following action:
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60. Click Save.

61. Click Done.
62. Assign this new workflow to the newly created Request policy in step 2 of the configuration process.
Step 7 – Complete the Optional Steps for Agency Proposals

For AEBT, the following audit rule needs to be activated

Name: Insurance values unauthorized on event save; Insurance values unauthorized on event submit
Description: If one of the proper insurance types are not selected, prevent submission.
	Option 
	Description

	Event
	Rule name: Insurance values unauthorized on event save

Event: Segment Save

	
	Rule name: Insurance values unauthorized on event submit

Event: Segment Submit

	Editable by
	Global

	Applies to
	Global

	Active
	No

	Condition(s):
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	Exception visibility
	Traveler, Approver, and Processor

	Exception code
	INSUR1

	Exception level
	99 (blocking exception)

	Exception text
	Only ‘INTEGRAL’, ‘BAGAGES’ or ‘RAPATRIEMENT’ values are authorized for the Insurance Type field; please adjust your entry.


Segment Types
SAP Concur Implementation can find additional information about the segment types used by the different travel agencies, in the Agency Proposal Forms and Fields Fact Sheet. This fact sheet is internal only.
Step 8 – Complete the Other Configuration Steps

Configure the other features, such as Cash Advance, as desired. Refer to the Concur Request documentation for assistance.

Step 9 – Additional Configuration Required for the Agency Proposal via Request v4 API Features
63. Create a travel agent user profile.

64. Each agency configured for the Agency Proposal via Request v4 API features should have a dedicated travel agent user profile created and linked to the corresponding travel agency within its profile (set the Travel agency office field as modified in the Employee Profile).

65. This travel agent user profile should have the TMC Agent role assigned (from the user permission administration table).

66. This travel agency user profile should have the corresponding Travel agency office assigned within its profile (A “Travel Agency” field within its profile).
Section 8:  Agency Proposal (API) Information


TMCs that would like to use the Agency Proposal API can find the detailed API information on the Concur Developer Portal. The TMC and their clients do not have to purchase any additional products or services from SAP Concur to use the Agency Proposal API.

NOTE: Even if the activation of the Agency Proposals feature does not require additional costs on the SAP Concur side, the implementation of the Concur Request product requires additional services from SAP Concur. Please align with your Sales partner to confirm if the activation of the Agency Proposals feature is part of a planned Concur Request implementation or requires additional services.
Connecting to the Agency Proposal API involves a development project at the TMC, and a certification process by SAP Concur. Note the following: 

67. The Certification process is explained on the Concur Developer Portal: https://developer.concur.com/manage-apps/app-certification.html 
68. There is no charge for development support from SAP Concur technical resources (Platform Partnerships).

69. There is no charge for certification.

70. A minimum of two TMC developer resources will be necessary to develop micro-services that connect to the SAP Concur APIs.

71. A minimum of one to two TMC developer resources will be necessary to conduct tests between the customer and Agency.

72. Expect a minimum of three months, up to a maximum of six months, to complete, certify, and deploy the project to Early Adopters.

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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