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Expected Expenses 

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 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 
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Section 4:  Overview of Expected Expenses 

Users can estimate and include other expected trip-related expenses, such as taxi 

and meals, with their requests. With these expenses included in the request, an 

approver can make a more informed approval decision based on the entire cost of 

the trip – the segments (air, car, etc.) and the other trip-related expenses (taxi, 

employee meals, meals with clients, etc.). 

 

 

When Concur Request is configured to use the Expected Expenses feature, the 

Expected Expenses page appears in the request (as shown above). On the 

Expected Expenses page, the user selects the appropriate expense type and date; 

enters the estimated amount; and adds attendees, if applicable. In the example 

above, the €200 Seminar Fees is a user-entered expected expense. 

Segment amounts also appear on the Expected Expenses page. By having both 

amounts – expected expenses and segments amounts – in one place, the approver 

can see the actual cost of the trip.  
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NOTE: The segment information is minimal – expense type and transaction amount.  

Request Entry Form 

The Expected Expenses page is based on the Request Entry form (described later 

in this guide). The administrator can use the default Request Entry form "as is" or 

can customize, including adding any of the 40 custom fields. 

Expense Types 

The administrator defines – for each request policy – the expense types that are 

available for expected expenses.  

The administrator can configure the expected expenses to use: 

• Individual expense type (like 

Breakfast, Lunch, Dinner – which 

tend to be specific) 

– or – 

• "Parent" expense type (like Meals – 

which tend to be general) 

– or – 

• Both 

In this sample, the administrator selected 

Lunch and Meals. (Lunch is an expense type; 

Meals is the parent to Lunch.) The 

administrator also selected Other (parent) 

and Miscellaneous. When creating the 

expected expense, the user can select 

either. 

On the Expected Expenses page, the user 

can click Add to view or select the list of 

expected expenses and segment types: 

• Any individual expense type 

• Any parent expense type that 

appears as black (as shown below - 

Entertainment, Lodging, and Other) 

 

The user cannot select a parent 

expense type that appears as gray 

(as shown below - Business 

Promotions or Communications). Gray parent expense types are not enabled 

for the request policy but the expense types listed under the parent expense 

type are enabled (as shown below – Misc. Promotional Expense under 

Business Promotions). 
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Additional information about expense types: 

• The expense types that are available for the administrator to select are those 

that are available in Expense (Administration > Expense > Expense 

Types). 

• Concur Request does not currently support any expense types linked to the 

Company Car – Mileage Reimbursement or the Personal Car – Mileage 

Reimbursement spend categories. 

NOTE: Mileage can be manually calculated for expected expenses using a 

custom expense type containing a calculation formula for mileage. For 

more information about using a calculation formula with an expense 

type, refer to the Calculations (Formulas) section in this guide. 
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Attendees 

The company may or may not use the Attendees feature in Concur Request. 

 For more information about allocations, refer to the Concur Request: 

Attendees Setup Guide. 

Allocations 

The company may or may not use the Allocations feature in Concur Request. 

Allocations will work one of two ways depending on a site setting: 

• If the site setting is OFF, all segments and expected expenses are all 

allocated the same. That is - if any segment or expected expense is allocated, 

then all segments and expected expenses are allocated - all with the same 

percentage or amount. 

• If the site setting is ON, all segments are allocated the same - all with the 

same percentage or amount. Expected expenses can be allocated individually 

so they are different from segments, and they are different from each other. 

 For more information about allocations, refer to the Concur Request: 

Allocations Setup Guide. For more information about site settings, refer to the 

Concur Request: Site Settings Setup Guide. 

Approvers 

For the expected expense amounts, when the approver reviews the request, the 

approver can: 

• Approve the request "as is" 

• Return the request to the user "as is" 

• Lower any or all of expected expense amounts, add a comment in the 

expected expense, and then approve the request  

– or – 

• Lower any or all of expected expense amounts, add a comment in the 

expected expense, and then return the request to the user 

Integrated with Concur Expense 

If Concur Request is integrated with Concur Expense: 

• Workflow rules and audit rules can be created in Concur Expense for Concur 

Request data objects. 

• Concur Expense forms and fields can be configured so that: 

 Information from Concur Request entry allocations can be copied down 

into Concur Expense allocations. 

 Information from Concur Request entries can be copied down into expense 

entries.  
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When the user associates the travel request with an expense report: 

• Assume, in this case, the expense report contains an expense type that is 

used in the request expected expenses: 

 If only one expected expense matches the expense type on the report, 

then it will be linked automatically.  

 If more than one expected expense matches the expense type on the 

report, then a Request list appears so the user can select the appropriate 

expected expense. 

• If Concur Expense cannot locate an exact match to an expensed type, it will 

use the parent expense type. 

• If there is a remaining amount on the request, the remaining amount displays 

on the request once the expense report is approved. 

• If the associated request contains one or more cash advances, the cash 

advances are automatically copied to the expense report. The user can 

manually remove any or all cash advances from the report, if necessary.  

• If an expected expense contains attendees, the user can import the attendees 

into the appropriate expense. 

Some Concur Expense approvers and processors can change the expense type of an 

expense entry. When the approver or processor changes the expense type, the 

Request list becomes editable, to allow the approver or processor to select the 

correct expected expense to match the new expense type.  

Calculated Amounts (Formulas) 

Clients can define a formula to calculate the amount of an expected expense. They 

can be simple formulas, like calculating a percentage. They can be more 

complicated, like calculating travel allowance or including validation rules. 

 Calculations are fully described in the Calculations (Formulas) section of this 

guide. 
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Section 5:  Configuration 

To configure expected expenses (as described on the following pages): 

• Step 1 – Customize the default form, if desired. 

• Step 2 – Select the desired expense types and/or parent expense types on 

the policy and create formulas for calculated amounts. 

• Step 3 – Complete optional configuration steps in Concur Request 

Step 1 – Customize the Default Request Entry Form 

1. Click Administration > Request > Forms and Fields. 

2. From the Form Type list, select Request Entry. 

 

The Default Request Entry form appears. 

3. Customize the form as desired. Note the following: 

 There are 40 custom fields available.  

 Best practice is to not allow personal, sensitive, or uniquely identifying 

information in custom fields. 

 You can use connected (multi-level) lists with the custom fields. 

 Information can be copied down from the request header fields and the 

employee fields. 

 For information about attendees and forms, refer to the Concur 

Request: Attendees Setup Guide. 

 For complete information about forms and fields, refer to the Concur 

Request: Forms and Fields Setup Guide.  
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Step 2 – Select the Expense Types 

1. Click Administration > Request > Request Policies. 

2. Select the first policy that you want to modify. 

3. On the Expense Types step, select the desired expense type. You can select 

individual expense types (Breakfast, Lunch, Dinner), parent expense types 

(Meals), or both. 

4. Select the associated form in the Request Entry Form column. 

 

5. In the Vendor List column, select the vendor list associated with this 

expense type, if any. 

 For information about vendor lists, refer to the Shared: List 

Management Setup Guide.  

 For information about the relationship between the Vendor field and 

the Vendor Name field, refer to the Concur Request: Forms and 

Fields Setup Guide. 

6. For any expense types that require a formula, enter the formula in the 

Amount Calculation Formulas column. 

 Formulas can be simple or complex. For more information about 

formulas, refer to the Calculations (Formulas) section in this guide. 

7. The remaining three columns are associated with attendees. Make the desired 

selections. 

 For information about attendees and these options, refer to the Concur 

Request: Attendees Setup Guide. 
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8. Add as many expense types or parent expense types as desired. 

9. Navigate through the remainder of the policy wizard. 

10. Modify as many request policies as desired. 

Step 3 – Complete Optional Configuration Steps in Concur Request 

You can: 

• Create audit rules, email reminder rules, and/or workflow rules based on the 

request entry fields. 

 Refer to the Concur Request: Audit Rules Setup Guide, the Concur 

Request: Workflow – General Information Setup Guide, and the Concur 

Request: Email Reminders Setup Guide. 

• Add the request entry amounts and total to the printed reports. 

Section 6:  Calculations (Formulas) 

Overview 

Concur Request allows calculation formulas for expected expenses. That means – the 

administrator can define a formula to calculate the amount of an expected expense. 

For example, assume that a company reimburses only 90% of seminar fees. The 

administrator can create a formula to multiply by 90% the amount of any expected 

expense with the type of Seminar Fees. Then, the user creates a seminar fee 

expected expense and enters the total amount of the seminar fee (in this case 

€200). When the user saves, Concur Request calculates it at 90% (in this case, 

€180).  
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The formula would look like the following image: 

 

Note the following: 

• The calculation occurs when the user saves the entry. 

• Formulas can be used only for expected expenses; they cannot be used for 

segments. 

• Formulas are defined by expense type, by Request policy. 

• Formulas can use the addition (+), subtraction (-), multiplication (*) and 

division (/) operators. They can also include simple if/then/else statements. 

• Formulas can include any entry custom field or the request header custom 

fields, as long as the custom field is configured as an amount, integer, or 

numeric. 

• Formulas have maximum length of 512 characters. 

• Percentages are presented as decimals, such as .40 for 40%  

• When creating the formula, do not copy a formula from a word processor (like 

Word) and paste into the Amount Calculation Formulas column. The 

hidden characters used in word processors make the formula invalid. You can, 

however, copy and paste from a text editor (like Notepad). 

• The lines following the conditional statements (described below) must be 

indented. The indentation can be done by using either space(s) or a tab. It is 

not possible to enter tabs directly into the Amount Calculation Formula 

column. If tabs are desired, the formula should be entered into a text editor 

first (like Notepad), and then copied into the Amount Calculation Formula 

column. 

• After entering the formula in the Amount Calculation Formulas column, 

the formula is validated for proper characters and structure. 
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Variables and Sample Formulas 

The variables allowed in formulas are: 

 

Variable Description 

PA Posted Amount   

PA must be in uppercase. 

TA Transaction Amount   

TA must be in uppercase. 

C1 to C40 Custom 01 through Custom 40 - custom fields on the request entry form 

Custom 01 is referred to as C1, Custom 02 as C2, etc.   

C must be in uppercase.  

Only custom fields defined with data types of amount, integer, or numeric 
can be used.  

EX Exchange rate 

EX must be in uppercase. 

NOTE: You will always multiply the amount in the transaction currency by 
the exchange rate to get the amount in the base currency. (The exchange 
rate is sometime stored as a value to divide by, but this is automatically 

adjusted in the calculation code to the value to multiply by.) 

TR_C1 to 

TR_C20 
Custom 01 through Custom 20 - custom fields on the request header form 

Custom 01 is referred to as TR_C1, Custom 02 as TR_C2, etc.   

TR_C must be in uppercase.  

Only custom fields defined with data types of amount, integer, or numeric 
can be used.  

TR_D Duration (Days) field on the request header form 

TR_D must be in uppercase. 

 For more information about the Duration (Days) field, refer to the 
Calculations for Travel Allowance section in this guide. 

T_MR 

T_LR  

T_IR 

Travel allowance rates 

Use these to calculate travel allowance expected expenses, if travel 
allowance rates are loaded in the system. 

• T_MR for the meals rate 

• T_LR for the lodging rate 

• T_IR for the incidentals rate 

 T_MR, T_LR, and T_IR must be in uppercase. 

 For more information about travel allowance calculations, refer to the 
Calculations for Travel Allowance section in this guide. 
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Variable Description 

result Approved Amount 

This is a required part of the formula definition and must exist on the left 
side of the equation. 

result must in all lowercase. 

With this type of formula: 

• The resulting calculated amount cannot be greater than the original 
posted amount as entered by user. 

• If the original posted amount was positive, the resulting calculated 
amount cannot be less than zero. 

• If the original posted amount, as entered by user, was negative (which 
is very unlikely), the resulting calculated amount cannot be less than 

the amount entered by the user (for example, if user enters -12, the 
Approved Amount can be between -12 and 0). 

NOTE: For simple formulas that do not use any conditional (if … elif … else) 
statements, this is optional. Concur will see this it is a simple formula and 
automatically prepend "result =" to the formula if it is not there already. 

result_t Transaction Amount/Posted Amount 

result_t must in all lowercase. 

With this type of formula: 

• The user will not be able to edit the calculated amount. 

• The amount is calculated in the user's default currency. 

NOTE: For simple formulas that do not use any conditional (if … elif … else) 

statements, this is optional. Concur will see this is a simple formula and 
automatically prepend "result =" to the formula if it is not there already. 

In this case, since the amount is in read-only, the approved amount will also 
reflect the calculated amount. 

V_A1 and 
V_A2 

Amount1 and Amount2 in validation rules 

V_A1 and V_A2 must be in uppercase. 

 Refer to Validation Rules below. 

The formulas can include addition (+), subtraction (-), multiplication (*) and division 

(/) operators and simple if, elif (elseif), and else conditions. 

If using conditional statements: 

• The lines containing the if/elif/else statements must end with a colon (:). 

• The lines following the conditional statements must be indented. The 

indentation can be done by using either space(s) or a tab. It is not possible to 

enter tabs directly into the Amount Calculation Formula column. If tabs 

are desired, the formula should be entered into a text editor (like Notepad) 

first, and then copied into the admin screen column. 

• Comparison operators allowed in the if and elif statements are: 

 <, <=, >, >=, ==, !=. 

NOTE: Note that for testing equality two equals signs are required (==). 
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• Multiple comparisons can be combined in the if and elif statements using the 

and and or operators. 

Sample formulas: 

 

Formula Description 

result = PA-C4 Approved Amount is calculated as the Posted Amount 

minus the amount in Custom 04 

NOTE: Custom 04 on the request entry form 

result = (PA*.40)-C3 Approved Amount is calculated as 40% of the Posted 
Amount minus the amount in Custom 03 

NOTE: Custom 03 on the request entry form 

result = PA-(C3*EX) When Custom 03 is in a foreign currency, the Approved 

Amount is calculated as the Posted Amount minus <the 
result of Custom 03 times the exchange rate for the 
entry> 

NOTE: Custom 03 on the request entry form 

result_t = C1*25 Calculate and set the Transaction/Posted Amount as 

Custom 01 times 25 

NOTE: Custom 01 on the request entry form 

result = PA*(TR_C1-TR_C5) Approved Amount is calculated as the Posted Amount 

times <the result of Custom 01 minus Custom 05>  

NOTE: Custom 01 and Custom 05 on the request header 
form 

if PA<10: 

result = PA 

elif PA<50: 

result = PA-((PA-10)*0.5) 

else: 

result = 50 

If the Posted Amount is less than 10, then set the 
Approved Amount to be the same as the Posted Amount. 

If the Posted Amount is greater than 10, then calculate 
the Approved Amount as the Posted Amount minus 5% 
of <the result of the Posted Amount minus 10>. 

Otherwise, set the Approved Amount to 50. 

result_t = C1*(V_A1)  Calculate and set the transaction/posted amount as 

Custom 01 times AMOUNT1 returned by validation rules 

 Refer to Validation Rules below. 

result_t = TR_D*65 Calculate and set the transaction/posted amount as the 

number of days of the trip (TR_D) times 65 

NOTE: TR_D is the Duration (Days) field on the 
request header form. 

 For more information about the Duration (Days) 
field, refer to the Concur Request: Forms and Fields 
Setup Guide. 
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Formula Description 

result_t = TR_D*T_MR Simple TA calculation without reduced rates for start 

and end dates: Locate the proper Meals rate (T_MR) in 
the travel allowance rate tables, based on the date and 
location; then, calculate and set the transaction/posted 
amount as the number of days of the trip (TR_D) times 
the meals rate 

result_t= TR_D*T_MR-
(T_MR*2)+(T_MR*2*.75) 

Simple TA calculation with reduced rates for start and 
end dates: Locate the proper Meals rate (T_MR) in the 

travel allowance rate tables, based on the date and 
location; then, calculate and set the transaction/posted 
amount as the number of days of the trip (TR_D) times 
the meals rate. Then remove two days worth of the 
meals rate, and add two days of the meal rate at 75%, 

to apply the reduced rate to the start and end days. 

Calculations for Travel Allowance 

There are several ways to estimate travel allowance amounts. They differ based on: 

• Whether or not the client uses the Duration (Days) field in the calculation 

• Whether or not the client imports travel allowance rates into the system 

Calculation – No Imported Rates, No Duration (Days) Field 

In this example, the administrator can have the system calculate simple per diem 

amounts. For example, assume a company allows $30 a day for meals.  

The administrator can create an expense entry form – associated with the Meals 

expense type – with a custom field named Number of Days for Meals and with the 

Transaction Amount field set to read-only. Then, the administrator creates a 

formula that multiplies 30 by the number of days entered by the user in the Number 

of Days for Meals field. On save, Concur Request presents the calculated amount in 

the Transaction Amount field. 

The associated formula would look like this: 
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Calculation – Using the Duration (Days) Field but No Imported Rates  

The Duration (Days) field is a calculated request header field that displays the 

length of the trip (end date minus start date plus 1). This field calculates the trip 

duration using the start and end dates on the header. If either date field on the 

header is blank, then the Duration (Days) field displays zero. 

 For more information about the field, refer to Concur Request: Forms and 

Fields Setup Guide. 

The administrator can create a simple formula that provides (for example) $65 for 

meals for each day of the trip. 

In this example, when the user creates an expected Meals expense, the system 

multiplies the number of days of the trip (TR_D) by 65 and provides that amount as 

the total expense (result_t).  

 

Calculation – Using the Duration (Days) Field and Imported Rates  

Concur Request does not have to be integrated with Concur Expense to use travel 

allowance rates. If the client wants to use travel allowance rates and if the client is 

not already using the travel allowance feature in Concur Expense, then: 

• The travel allowance rates must be imported. 

• A travel allowance configuration record must be created for those rates. 

• The employee hierarchy assignment must be made for the mapping of the 

travel allowance configuration to the employee.  

At login, the system assigns the proper travel allowance configuration to that user 

for the session. Then, when the user creates a Meals expected expense, the system 

collects the following information to calculate the amount: 

• Date of the expense (from the request) 

• Location of the expense (from the request) 

• User's travel allowance configuration (assigned to the user at login)  
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• Company or Government rates (as defined in the Travel Allowance rate 

tables) 

Then, it gathers the rate from the appropriate rate table. 

The company can choose whether to use reduced rates for the start and end dates of 

the trip.  

NO REDUCED RATES 

In this case, when the user creates a Meals expected expense, the system locates 

the proper rate based on the date and location (T_MR). Then, the system multiplies 

that rate by the number of days of the trip (TR_D) to provide that amount as the 

total expense (result_t). 

Formula: result_t = TR_D*T_MR 

 

NOTE: Similar calculations can be used for Lodging rates.  

USING REDUCED RATES 

In this case, when the user creates a Meals expected expense, the system locates 

the proper rate based on the date and location (T_MR). Then, the system multiplies 

that rate by the number of days of the trip (TR_D). Then, the formula removes two 

days of the full rate amount, and adds two days of the rate amount at 75%, to apply 

a reduced rate to the start and end dates. The formula then provides that amount as 

the total expense (result_t). 

Formula: result_t= TR_D*T_MR-(T_MR*2)+(T_MR*2*.75) 



 Section 6: Calculations (Formulas) 

Concur Request: Expected Expenses Setup Guide 17 
Last Revised: October 13, 2022 
© 2004 - 2023 SAP Concur All rights reserved. 

 

NOTE: Similar calculations can be used for Lodging rates.  

Validation Rules 

EXAMPLE 1 

A client can use validation rule fields in a calculation formula. For example, assume a 

user enters a number of days in Custom4 and a type (for example, Training; from 

the validation table) in Custom3. The system then looks up the rate from the 

validation table then calculates the expense amount. 

Note the following: 

• The available fields from the validation table are Amount1 and Amount2. 

• There can be only one such calculation per client entity. 

• Calculation formulas can be used only with the Request Entry Save event. 

• If other applicable entry save validation rules exists, Calculation formula 

validation rules takes precedence over update and exception validation rules. 

In the case of:  

number of days in Custom4 and a type in Custom3  

The calculation formula would be: 

result_t = C4 * (V_A1)  

This formula will calculate and set the entry transaction amount as  

CUSTOM4 times AMOUNT1 returned by the validation rule. 
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EXAMPLE 2 

Using the City and Country fields on the request entry form, the client can use 

validation rules and a calculation formula to calculate simple per diem. 

Example: Assume that the client pays a simple per diem amount for each day of 

travel, based on the location. The user enters the number of days in custom 4 (for 

example) and the location in the City field. The system then looks up the rate from 

the validation table and then calculates the expense amount. 

The calculation formula would be: 

result_t = C4 * (V_A1) 

This formula will calculate and set the entry transaction amount  

as CUSTOM4 times AMOUNT1 returned by the validation rule. 

 For more information about validation rules, refer to the Concur Request: 

Audit Rules – Validation Rules Setup Guide. 
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