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Exceptions 

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 Concur staff. In this case, the client must 

initiate a service request with SAP Concur support.  

Section 2:  Overview of Concur Request 

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:  Concur Request Configurations 

Not all Concur Request features are available for all Concur Request 

implementations. 

 

Implementation Is this feature available? 

Stand-alone Required with Audit Rules 

Integrated with Concur Expense (but not Concur Travel) Required with Audit Rules 

Integrated with Concur Travel (but not Concur Expense) Required with Audit Rules 

Integrated with Concur Expense and Concur Travel Required with Audit Rules 



Section 4: Overview of Exceptions 

2 Concur Request: Exceptions Setup Guide 
 Last Revised: October 1, 2022 
 © 2004 - 2023 SAP Concur All rights reserved. 

Section 4:  Overview of Exceptions 

Exceptions are messages that appear at the request level or the segment level to 

indicate to the employee, approver, and/or back-office personnel that a rule has 

been violated.  

Exceptions are used in several tools including (but not limited to): 

• Audit rules 

 

• Workflows 

From within these tools, the administrator can create new exceptions or choose from 

a list of existing exceptions. However, if an administrator needs to modify or delete 

an exception, they must do so using the Exceptions tool.  

Terminology 

 

Term Definition 

Exception Code A unique one to eight alphanumeric character code that is assigned to 

every exception.  

This code is determined by the client's internal coding system.  
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Term Definition 

Exception Level A number - assigned to each exception - that determines the severity 

of a rule. It is the responsibility of a company to determine the level 
system.  

A workflow setting determines the threshold - the level at which a 
request cannot be submitted. 

Section 5:  End-User Experience 

Exception Flags 

An exception is displayed along with:  

•  Red: Indicates an error that must be resolved before the employee can 

submit the request 

•  Yellow: Indicates a warning or an informational message; this flag does 

not prevent submission 

The following image shows what an exception looks like to the user. 
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Section 6:  Manage Exceptions 

Access Exceptions 

 To access the Exceptions page: 

Click Administration > Request > Exceptions. The Exceptions page appears. 

 

Add Exceptions 

You can create new exceptions: 

• On the Exceptions tab within Audit Rules and the Workflows tool 

– and – 

• Using the Exceptions tool 
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 To add an exception: 

1. On the Exceptions page, click New. The New Exception window appears.  

 

2. Complete all required fields. 

 

Field Description 

Exception 
Code 

Type a unique one to eight alphanumeric character code in all 
uppercase letters, without any spaces.  

This code is determined by the client's internal coding system and is 
not localized.  

Exception 

Level 

Type any number between 0 and 99. Typically, the number goes in 

ascending order for severity, such as 0 is non-urgent, and 10 is 
extremely urgent.  

Regardless, each company decides how to define the level system.  

A workflow setting determines the threshold - the level at which a 
request cannot be submitted.  

 Refer to the Concur Request: Workflow - General Information 
Setup Guide for more information. 

Message This text appears wherever the exception is visible and is localizable. 
The administrator can add request or user information to the 

exception using data variables. 

NOTE: This is a text field and does not support HTML formatting.  

 For more information, refer to the Available Data Variables 
section of this guide.  
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Field Description 

Editable By 

Group(s) 

The Request administrator for the global group can view, add, edit, 

and delete all global and group exceptions.  

A Request administrator with permissions for one or more groups: 

• Can view, add, modify, and delete exceptions for the group(s) 
they administer 

• Can view global exceptions but never add, modify, or delete 
global exceptions 

• Can view but never add, modify, or delete the exceptions created 
for/by any other group 

3. Click Save.  

Modify Exceptions 

Changes to any exception happen immediately to all unsubmitted requests. Changes 

do not affect a submitted request unless the request is returned to the user and then 

edited. Changes in the exception level also affect unsubmitted requests but not 

submitted requests. 

 To edit an exception: 

1. On the Exceptions page, either: 

 Select an exception and then click Modify 

– or – 

 Double-click the exception (anywhere on the line; not just the name) 

The Exception window appears. 

2. Make any necessary changes. 

3. Click Save. 

Delete Exceptions 

Deleted exceptions remain attached to a submitted request; however, they do not 

appear for any unsubmitted requests. 

 To delete an exception: 

1. On the Exceptions page, select the desired exception. 

2. Click Delete.  
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Section 7:  Available Data Variables 

Data from the request can be added to the exception message text, using data 

variables. These variables are placeholders that will be updated with the actual data 

when the exception is generated. The variables are enclosed in percentage signs, 

which indicate to the system that they need to be replaced. 

The available variables are: 

Variable  Description 

%arPolKey% Request Policy Name 

%CaRelatedEntries% Cash Advance Related Entries 

%CashAdvanceLimit% User's Cash Advance Limit 

%costObjects% Cost Objects 

%lnKey% City Location Code 

%missingfields% Missing Fields 

%SegmentTypeKey% Request Segment Type 

%ApprovedAmountBeforeBooking% Approved Amount prior to booking. This 

variable is used with the Approve then Book 
process.  

%TotalPostApprovedMnt% Total Amount After Approval 
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