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Imaging (Configuration)
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 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


Section 4:  Overview of Imaging
Imaging is a free service hosted entirely by SAP Concur. Imaging allows Concur Request users to attach scanned images or PDFs – like seminar registration information or invoices – to their requests. Once the images are received by the service, they are displayed in PDF file format. Images can be viewed – using Adobe Reader – by the user and the approver.
For general information about Concur Request, refer to the Concur Request: Overview Guide for Standard Edition.
Adobe Reader

Every client computer that utilizes the imaging service must have the correct version of Adobe Reader installed. SAP Concur recommends version 8.0 or greater. SAP Concur does not provide Adobe Reader as part of Imaging. Adobe Reader is free to install and can be downloaded at http://www.adobe.com.

Note the following:

· The first time an employee submits a request and Imaging has been activated, the system checks for the availability of Adobe Reader on the employee's computer. If Adobe Reader is not present, the user receives a message that may include a link to the Adobe website, depending on the configuration.
· Refer to Step 3: Create the Imaging Configuration in this guide.

· Adobe Reader must be configured to display the PDF in the browser and not in a separate window.

· After installing Adobe Reader, all browser windows must be closed and Concur Request must be restarted.

Requirements for the Images
The user can attach scanned images, saved images, or PDFs to requests. Before the images are scanned, note the following:

· The images should be scanned at 300 DPI or lower to reduce file size.

· The file format must be PNG, JPG, JPEG, PDF, HTML, TIF, OR TIFF.
· Refer to IMPORTANT – Note about PDF Files below.
· There is a size limit for each image file – generally 3 or 5 MB

NOTE: The list of valid file types and extensions that can be attached to a request and the size limit is noted in the Document Upload and Attach dialog, as shown on the following pages.
· No more than 10 files may be uploaded in a single session.
IMPORTANT – Note about PDF Files

There are several types of PDF files. The PDF files listed here cannot be successfully uploaded as images:

· Password protected: These files cannot be decrypted so they cannot be stored by SAP Concur.

· Portfolio PDFs: These "collection" PDFs can contain files with various file types. Concur Imaging keeps any included file with an acceptable imaging file type (PNG, JPG, JPEG, PDF, HTML, TIF, OR TIFF) and discards the remaining files. 

· AcroForm PDFs: These PDFs may upload but the text in these Acrobat fill-in-the-blanks forms will likely not be visible. In fact, this issue occurs only if multiple AcroForms are uploaded; single AcroForms likely upload properly. Best practice is to avoid uploading AcroForms since the results are not reliable.
· XFA PDFs:  These XML-based PDFs collect information associated with electronic forms. Since they are interactive, they cannot be successfully uploaded. 
Section 5:  End-User Experience
Attaching Images
There are two ways to add files to the Document Upload and Attach dialog. The user can click the Upload and Attach button or use the drag and drop technique to add the files.
 To attach an image to a request using the Upload and Attach button in the Document Upload and Attach dialog:
1. When creating the request, the user clicks Attachments > Attach Documents.

[image: image2.png]Administration+ | Help~
SAP Concur [C] | Requests * Invoice  Approvals

App € Links~ 'Y

Profile ~

Manage Requests ~ Process Requests  Purchase Requests+

Trip to Paris $549.63 @ Copy Request

Not Submitted | Request ID: 3KML

Request Details v Print/Share w{  Attachments v

EXPECTED EXPENSES |  agach Documents

[ - [ et

O Expense type Details Datev. Amount  Requested

O Room Rate Hotel room rate is 98 euros per night for 5 nights 10/18/2020 EUR 490.00  $549 63

Estimated Total: $549.63
Foreign currency converted





Clicking Attach Documents opens the Document Upload and Attach dialog.
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2. The user clicks Upload and Attach to add an attachment to the request.

3. The user navigates to the desired folder (wherever the scanned or saved images are saved).
4. The user chooses a file and clicks Open.
5. A Document Upload and Attach dialog appears while the file is being uploaded. The user can click Close.
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When the upload is complete, the Your attachment has been added message displays at the bottom of the page:
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When an attachment is added to a request, the attachments icon, [image: image6.png]


, is displayed next to the Attachments menu to indicate that the request has attachments.
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6. The user repeats the process until all files (up to 10) are uploaded.
NOTE: All attachments are combined into a single PDF.

7. The user submits the request as usual.
The user can view, delete, or add additional attachments from the Attachments menu.

 To attach an image to a request using the file drag and drop technique in the Document Upload and Attach dialog:

8. When creating the request, the user clicks Attachments > Attach Documents.
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Clicking Attach Documents opens the Document Upload and Attach dialog.

[image: image9.png]Document Upload and Attach

T
Upload and Attach

Valid fle types for upload are png. jpg. jpeg, pdf, 1 or tiff SMB limit per file





9. The user navigates to the desired folder (wherever the scanned or saved images are saved).
10. The user selects one or more files they want to attach to the request, and then drags and drops the files into the orange-bordered area of the dialog.
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When the upload is complete, the Your attachment has been added message displays at the bottom of the page.
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When an attachment is added to a request, the attachments icon, [image: image12.png]


, is displayed next to the Attachments menu to indicate that the request has attachments.
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11. The user repeats the process until all files (up to 10) are uploaded.
NOTE: All attachments are combined into a single PDF.

12. The user submits the request as usual.
The user can view, delete, or add additional attachments from the Attachments menu.
Viewing PDFs
To view a PDF (the collection of attachments), the user clicks Attachments > View Documents.
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The PDF displays in a window for the user to view, print, and download, as needed.
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NOTE: The imaging service compresses larger PDFs. Images are not affected immediately; however, if a user views a PDF later, the user may notice that the image is now grayscale and may not be quite as clear.
Status Page Attached
A status page may be appended to the PDF, indicating that files failed to process (for example, because of password protection or an incorrect file type).

The status page does not provide file names or the reason for the failure. It does, however, indicate which file(s) failed, such as File #2 Failed. The user can then review the PDF and determine which files need to be corrected and uploaded again.
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Note the following:

· If no files fail to process, there is no status page.

· If some files fail to process, the status page appears with the failures listed.

· If all files fail to process, the PDF will consist of only the status page.

Deleting PDFs 

The user can delete the PDF if the request has not yet been submitted or if the request has been returned to the user.

 To delete images from a request:

The user clicks Attachments > Delete Documents.
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When the attachments are deleted, the Your attachments have been deleted message displays at the bottom of the page.
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Note the following:

· The entire set of attachments (the single PDF) will be removed from the request. The user cannot delete individual attachments. 

· Concur Request creates an audit trail entry indicating that images have been deleted.

Delegates
If the delegate configuration allows delegates to view receipts and if the individual delegate is allowed to view receipts, then the delegate can view the attached PDF.

Just like the employee, the delegate clicks Attachments > View Documents.

Approvers
Just like the employee, the approver clicks Attachments > View Documents.

Section 6:  Configuration
Imaging is automatically configured during implementation by the SAP Concur Implementation team. No steps are required of the client.

Basic Steps
Access to the Image Handling and Image Settings pages requires the Request Admin role.

	Step
	Description

	1
	SAP Concur staff enables Imaging in an internal tool.

	2
	SAP Concur staff enters the client's unique ID and key in Imaging Settings.
Refer to the Shared: Imaging Settings Setup Guide.

	3
	SAP Concur staff creates the initial Imaging configuration.

	4
	The Imaging configuration is assigned to a Request policy.


View the Imaging Settings

 To view the imaging settings:

Click Administration > Request > Imaging Settings.

The client's unique company ID and public key are displayed in the Company ID and Public Key fields.
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Refer to the Shared: Imaging Settings Setup Guide.

Create the Imaging Configuration

 To create an imaging configuration:

13. Click Administration > Request > Image Handling. The Image Handling window appears.
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14. You can use the default configuration "as is"; edit the default configuration; or click New to create a new configuration. 
When creating a new configuration, a blank line appears on the page.
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15. Enter or edit the appropriate information:


	Field name
	Description

	Name
	For a new configuration, type a unique name for the configuration. If editing the default, you can use the default name or edit the default name. 
This name will appear as an option when setting up policies.

	Acrobat Reader Download URL
	The link to the Adobe Web site where the employee can download the software
The link appears in the error message that displays when the system checks to see if Adobe Reader is installed. 

	Mark Receipts Received? 
	Select (enable) this check box if you want the system to change the Receipts Received flag in the request header from No to Yes when images for requests have been received successfully. 

This flag can be used in workflow or audit rules.

	Enable Image Upload?
	Select (enable) this check box so the Attach Documents link appears on the Attachments menu, which allows users to upload scanned images. 


16. Click Save. 

Assign the Configuration to a Policy

Once a configuration is created, it must be assigned to a request policy. Once the configuration is assigned to a policy, then any employee using the policy will be able to use the feature; the Attachments menu appears on the request.

 To assign an imaging configuration to a policy:

17. Click Administration > Request > Request Policies.

18. Either:

· Select the desired policy and click Modify.
– or –
· Double-click the desired policy.

19. In the Imaging Configuration list, click the appropriate imaging configuration. 
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20. Click through the wizard.
Click Done.
For more information, refer to Concur Request: Policies and Groups Setup Guide.
☼
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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