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Policies and Groups
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.

Policies

	Configuration
	Is this feature available?

	Stand-alone
	Yes, Required

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

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

	Integrated with Concur Expense and Concur Travel
	Yes, Required


Groups

	Configuration
	Is this feature available?

	Stand-alone
	Yes, Required

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

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

	Integrated with Concur Expense and Concur Travel
	Yes, Required


Section 4:  About this Guide

This guide provides information about:

· Policies: Administration > Request > Request Policies
· Groups: Administration > Request > Request Groups
Section 5:  Policies – Overview of Request Policies
A request policy can be thought of as a container for configuration components, including (but not limited to):
· Workflow configuration

· Forms used for the request header

· Associated segments, segment forms, vendor lists, and expense types associated with the segments
· Form used for agency notification when the user submits the request - if this feature is used
· Form used for agency notification on final approval of the request - if this feature is used

· Request cancellation and the associated email notifications

· Printed report form to be used in the Summary tab on the expense report page in Expense (if integrated with Concur Expense)

· Imaging configuration

· Allocation form - if this feature is used

· Cash advance workflow, form, and limit percentage
· Form and notifications used for Risk Management - if this feature is used

· Expense types, calculation formulas, vendor lists, and attendee options to be used for expected expenses - if this feature is used

· Available print formats
· Request expiration date (Request active days)

· Auto-Submit feature

There is no limit to the number of request policies that can be deployed for a company. 
Section 6:  Policies – Procedures
Before You Begin This Task
When you define your request policies, you will select the desired components, such as the request workflow, request header form, etc. Be sure these tasks (creating forms, creating groups, etc.) are completed before defining your policies. 

Accessing Request Policies

A default request policy is provided. You may use the default policy as configured; edit the default policy to meet your needs; or create one or more new policies by copying the default and then editing the copy. 

 To access the Request policies:
Click Administration > Request > Request Policies.
The list of existing request policies appears.
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Creating a New Request Policy
To create a new request policy, copy an existing one and then edit the copy. 

 To create a new policy:
1. On the Request Policies page, click the desired policy.

2. Click Copy. 
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The [image: image4.bmp] General step of the New Request Policy page appears, with the copy of the existing policy name.
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3. Complete the following information.

	Field
	Description

	Name
	Edit the name as desired. The name must be unique.

	Type
	Click one of these:

· Authorization

· Cash Advance

· Travel

Additional Information – How it Works 

The request type does not in any way restrict or limit the configuration of the policy; it simply provides a way for clients to define specific-use policies. The client can include or exclude segments, expected expenses, and cash advances using any of the request types. For example:

· The client can use the Cash Advance request type to define a cash-advance-only policy. The admin configures the policy without trip segments and expense types. Then, when the user creates a request with this policy, the only option available would be the cash advance.

· The client can use the Authorization request type to define a pre-purchase-only policy, for example, for computer equipment, subscriptions, etc. The admin configures the policy without trip segments or cash advance information and includes only purchase-related expense types. Then, when the user creates a request with this policy, the only option available would be expected expenses using the purchase-related expense types. 

· The admin can use the Travel request type and include any or all segments, expected expenses, and cash advances.
To summarize:

· If there are no segment types enabled, the Segments tab does not appear.

· If there are no expense types enabled, the Expenses tab does not appear (except for the summary which also includes segments).

· If there are no segments or expenses, then the request has only a header, which is perfectly acceptable for cash-advance-only requests.
NOTE: The three request types available are Travel, Cash Advance, and Authorization. These names are not configurable but, like most labels, the admin can effectively change them using the Localization tool. Refer to the Shared: Localization Setup Guide for more information. 

	Request Workflow
	Click a request workflow to be associated with this policy. 

Request workflows are configured in Administration > Request > Workflows.

· For more information, refer to the Concur Request: Workflow - General Information Setup Guide.

	Request Header Form
	Click a request header form to be associated with this policy. 

The request header form is configured in Administration > Request > Forms and Fields.

· For more information, refer to the Concur Request: Forms and Fields Setup Guide.

	Editable By
	Click the name of the group(s) for which an administrator must have administration rights in order to modify this request policy.

	Request Cost Estimate Assistant
	To enable Request Assistant for a policy, the Request Cost Estimate Assistant checkbox must be enabled for a policy.
No other changes are needed on the Segments, Expense Types, Print Formats, and Auto Submit Conditions tabs.
Save the change in the policy by clicking the Next button on all tabs, and then clicking the Done button.
The Request Configuration Administrator (Restricted) role can enable the Request Cost Estimate Assistant checkbox by clicking on the View button when the appropriate policy is selected in Administration > Request > Request Policies.
Additional Information – How it Works

Request Assistant is an optional feature based on generative AI technology that provides travel cost estimates. Request Assistant generates cost estimates based on input entered in mandatory fields on the Create New Request page. When the user is satisfied with the generated cost estimates, Request Assistant will create a request with expected expenses.
NOTES:

· Request Assistant uses the Start Date, End Date, From City, Main Destination City fields to generate cost estimates. Your organization might have other mandatory fields enabled in the request header, for example, the Comments field. Request Assistant does not use these additional fields to generate cost estimates.

· Request Assistant supports Flight, Train, Hotel and Taxi travel services. These services are available if the segment or expense types are enabled in the policy. Supported segments: AIRFR, RAILF, HOTEL. Supported expense types: AIRFR, TRAIN, LODNG, TAXIX.

· By enabling the Request Cost Estimate Assistant for a policy, the mandatory fields mentioned above will be enabled in the Create New Request page in the request header even though some of these fields might not have been enabled in Administration > Request > Forms and Fields for your organization. These fields will be only displayed in the request header when the policy that has Request Assistant enabled is selected in the Request Policy list in the request header.
· If the Request Cost Estimate Assistant checkbox is disabled for a policy in Administration > Request > Request Policies, these mandatory fields will no longer be available in the request header.

FEATURE LIMITATIONS:
· Request Assistant does not currently support generating travel cost estimates for Flight and Train travel services simultaneously. Additional travel services can be added to the Request once it has been created.
· Request Assistant is not available for the Book then Approve workflow.

· Request Assistant is not recommended to be used for the Agency Proposal feature.

· Request Assistant is not recommended to be used for the Travel Allowance Service.

· Request Assistant is not connected to Concur Travel prices and negotiated fares. Request Assistant can still provide approximate estimates for the user’s consideration. 
· Request Assistant does not take Travel and Expense policies into account.

	
	

	Agency Notification
	You can elect to send an email to the travel agency when the user submits the request. When the travel agency receives the email, the agency will pre-book the trip.

Either:

· Click None - if your company does not use this feature.

· Click the desired email - if your company uses this feature. These request emails are configured in Administration > Request > Workflows, on the Email Notification tab.

· For more information, refer to the Concur Request: Workflow - General Information Setup Guide.
NOTES: 

· These email notifications are not sent when a request contains only self-booked (booked via Concur Travel) segments.
· The Default Agency Confirmation Available Notification and the Default Agency Proposal Available Notification appear in this list. 
· For more information, refer to the Concur Request: Agency Proposals Setup Guide.

	Agency Last Approval Notification
	You can elect to send an email to the travel agency when the request is "final" approved. When the travel agency receives the email, the agency will complete the booking.

Either:

· Click None - if your company does not use this feature.

· Click the desired email - if your company uses this feature. These request emails are configured in Administration > Request > Workflows, on the Email Notification tab.

· For more information, refer to the Concur Request: Workflow - General Information Setup Guide.
Additional Information – How it Works 

When configuring the request workflow, you can elect to have an email sent to the agency when the request is approved - at the Manager Approval step. That option differs from this Agency Last Approval Notification: 
· The email associated with the request workflow Manager Approval step is sent to the agency after the approver has approved the request, which may not be the final approval if the company allows ad-hoc steps in the request workflow after the approver action.

· If an email is generated based on this Agency Last Approval Notification field, the email is sent at final approval:

· For companies that use ad-hoc steps, that means after the last ad-hoc step - at final approval.

· For companies that do not use ad-hoc steps, that means when the approver has approved the request, which is essentially the same as using the notification at the Manager Approval workflow step.
NOTES: 

· These email notifications are not sent when a request contains only self-booked (booked via Concur Travel) segments.
· The Default Agency Confirmation Available Notification and the Default Agency Proposal Available Notification appear in this list. 
· For more information, refer to the Concur Request: Agency Proposals Setup Guide.

	Agency Recall After Approval Notification
	You can elect to send an email to the travel agency when the user recalls a request after it has been approved. When the travel agency receives the email, the agency takes the appropriate steps.

Either:

· Click None - if your company does not use this feature.

· Click the desired email - if your company uses this feature. These request emails are configured in Administration > Request > Workflows, on the Email Notification tab.

· For more information, refer to the Concur Request: Workflow - General Information Setup Guide.

NOTES: 

· These email notifications are not sent when a request contains only self-booked (booked via Concur Travel) segments.
· The Default Agency Confirmation Available Notification and the Default Agency Proposal Available Notification appear in this list. 
· For more information, refer to the Concur Request: Agency Proposals Setup Guide.
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	Field
	Description

	Disable Ability to Create New Requests
	Select (enable) this check box to suppress the New Request option. 
Additional Information – How it Works

If Concur Request is integrated with Concur Travel, and the company uses the Starting in Travel process flow, the proper procedure is for the user to start the request process with the Travel Wizard (Trip Search panel) on the home page. 

Use the Disable ability to create new Requests option to prevent users from starting the request process in Concur Request. If selected, the New Request option is suppressed – ensuring that the user follows the procedure with the Travel Wizard on the home page, in turn, ensuring the all rules and processes are followed.
· For more information about the process flows, refer to the Concur Request: Overview Guide.

	Enable Cancellation
	Select (enable) this check box to allow the user to cancel a request. 
If enabled, the Cancel Request button appears on the request after the user submits it.
NOTE: Approvers cannot cancel requests.
Additional Information – How it Works
Cancellation vs Deletion 

Cancellation before approval:

· If the trip was booked using Concur Travel, the trip will be automatically cancelled.

· If the trip was booked using the agency and the agency was sent the notification when the user submitted the request or at any point of the approval flow, then a cancellation notification will be sent by email to the agency.

Cancellation after approval:

· If the trip was booked using Concur Travel, the trip will automatically be cancelled if tickets have not been issued yet and there is no instant purchase.

NOTE: If auto cancellation fails, an email will be sent to the agency.

· If the request contains any agency-booked segments, the travel agency will be notified by email.
Deletion:

· Any request that has been submitted at least once cannot be deleted. 

· If Concur Request is integrated with Concur Travel and the booking was completed first in Concur Travel (using the Starting in Travel process flow), then the request cannot be deleted - even if it has not yet been submitted.

Even if the approver returns the request to the user, the user cannot delete it. The user can, however, cancel the request - providing the company allows its users to cancel requests. It is recommended that the company activate request cancellation.

	Enable Post Approval Trip Update
	This setting allows users to modify the trip linked to an approved request. The user needs to recall the request, and after the modification, submit it again. 

Once the user recalls the request, if it is already past the Last Approved Date, then the user has 24 hours from the time they recalled the request to resubmit it, or the trip will be cancelled. If the request requires approval after re-submit, and does not receive that approval before the new approval time limit, the trip is cancelled. 

If the approval time limit did not change and is in the past, the user has 24 hours from the recall to modify the trip and get the request approved. Otherwise the trip will be canceled.

NOTE: This is a different setting from the workflow Allow employee to recall requests after approval setting. The Post Approval Trip Update feature is only available to clients with a TMC that supports the feature. To use this feature, the workflow setting and this setting must be enabled.

· For more information, refer to the Concur Request: Workflow – General Information Setup Guide.

	Disable Travel Allowance
	Select (enable) this check box to hide the Manage Travel Allowance menu on the Expected Expenses page from users.

	Agency Pre-Approval Cancellation Notification 

Agency Post-Approval Cancellation Notification
	These fields appear only if Enable Cancellation is selected.
Either:

· Click None - if no notification is to be sent.

· Click the desired email. These request emails are configured in Administration > Request > Workflows, on the Email Notification tab.

· For more information, refer to the Concur Request: Workflow - General Information Setup Guide.

NOTE: The Default Agency Confirmation Available Notification and the Default Agency Proposal Available Notification appear in this list. 
· For more information, refer to the Concur Request: Agency Proposals Setup Guide.

	Assignable to Report
	Click one of these, indicating how many expense reports can be associated with a request:

· Unlimited

· One

· None

Additional Information – How it Works

This option allows a client to define whether a request can be associated with only one expense report, multiple expense reports, or no expense reports.
NOTE: For clients using the Central Reconciliation (CR) product, if a CR invoice is already linked to a request, Concur Request considers the request to be associated with the CR invoice, like already being associated with an expense report, because a CR invoice is a reimbursable document.
NOTE: Some clients use requests for non-monetary purposes, such as requesting to use a corporate card, changing a limit on the corporate card, or attending internal training. If so, there is no need for an expense report.
In Request and on the home page
In the request list:

· On the menu, the user selects Request. 
– or –

· In the Quick Task bar section of the home page, the user clicks Authorization Requests.

The Expense link appears in the Action column if the request is approved and if the Assignable to Report option is set to:

· Unlimited
– or –

· One and the request is not yet associated with another report (an expense report or a Central Reconciliation invoice)
If the Assignable to Report option is set to None, the Expense link never appears.

In Expense:

When the user clicks Add in the Requests section of the expense report header page, the Available Requests window appears. The request appears in this list if the request is approved and if the Assignable to Report option is set to:

· Unlimited
– or –

· One and the request is not yet associated with another report (an expense report or a Central Reconciliation invoice)
If the Assignable to Report option is set to None, the Request section never appears on the report header.

In Request, on the request page:

The Create Expense Report button appears on the request if the request is approved and if the Assignable to Report option is set to:

· Unlimited
– or –

· One and the request is not yet associated with another report (an expense report or a Central Reconciliation invoice)
If the Assignable to Report option is set to None, the button never appears on the request.
Delegates and Proxies:

The setting also applies to delegates and proxies.

Configuration tip:

The client may want to have the request automatically closed immediately after the request end date. To do so, set the Request Active Days field (described on the following pages) to 1 so that the request is closed automatically 1 day after the request end date or after final approval.

	Default Expense Policy
	Click the default Expense policy associated with this policy.
· If there are multiple Expense policies available to the user, then this one is the default policy, but the user can select another policy.
· If there is only one Expense policy available to the user, then this is it.

	Auto-Create Report
	You can elect to have expense reports automatically created from requests. 

When this setting is enabled, expense reports are automatically created from requests on a request's start date if the request has been approved, and there are no other expense reports associated with the request.
Either:

· Click None - if your company does not use this feature. None is selected by default.
· Click On Request Start Date - if your company uses this feature. 

When expense reports are created automatically from requests, the expense reports are created with the same information as expense reports manually created from requests.

When an expense report is created from a request, the request header information is copied to the expense report, and the Create Report from Request with Expected Expenses setting in Request Policies determines whether the expected expenses, travel allowance itineraries, and mileage information for the request are copied to the expense report.  

When the Auto-Create Report setting is enabled, users can still manually create expense reports from requests.
NOTE: For clients using the Central Reconciliation (CR) product, if the Auto-Create Report setting is enabled and if a CR invoice is already linked to a request, an expense report will not automatically be created for this type of request. Concur Request considers the request to be associated with the CR invoice, like already being associated with an expense report, because a CR invoice is a reimbursable document.

NOTE: The Create Report from Request with Expected Expenses policy setting can be used in conjunction with the Auto-Create Report policy setting. The Create Report from Request with Expected Expenses policy setting determines whether expected expenses are copied from a request to an expense report.

Using the Auto-Create Report Setting with Expense Assistant

The Auto-Create Report setting can be used in conjunction with the Expense Assistant feature, and expense reports created in this manner will be updated by Expense Assistant. 

· For more information about Expense Assistant, refer to the Concur Expense: Expense Assistant Setup Guide.

	Create Report from Request with Expected Expenses
	This setting determines what data is copied from a request to an expense report.
If you choose to copy expected expenses, when expense reports are created from a request, the system will create expense entries based on the expected expenses in the request.
This setting applies to all expense reports created from a request, regardless of whether the expense report was created automatically or manually by clicking the Create Expense Report button on the request header.
IMPORTANT: The configuration of the request's expected expense fields and the expense entry fields (such as custom fields and lists and vendor lists) must be the same between Concur Request and Concur Expense. This means that the corresponding fields in Concur Request and Concur Expense must be the same type of field, such as both fields are list fields or both fields are date fields, and the information being captured by the corresponding fields must be the same. For example, a field in Concur Request and the corresponding field in Concur Expense are list fields and both fields capture the department code.
Click one of these, indicating what data is copied from a request to an expense report:

· Travel Allowance and Mileage Only: When an expense report is created from a request, the expense report is automatically populated with the request header information, the travel allowance itinerary, the system-generated expenses associated with the travel allowance itinerary, and the field information for the mileage journey, excluding custom fields. Travel Allowance and Mileage Only is selected by default.
· All Expected Expenses: When an expense report is created from a request, the expense report is automatically populated with the request header, travel allowance itinerary, field information for the mileage journey, and the expected expenses from the request, but none of the custom field values for any custom fields in the expected expenses are copied from the request to the expense report.
· All Expected Expenses (includes 1:1 custom fields): When an expense report is created from a request, the expense report is automatically populated with the request header, travel allowance itinerary, field information for the mileage journey, and the expected expenses from the request. When this option is selected, custom field values for any custom fields at the expected expense level are also copied from the request to the expense report.
NOTE: The All Expected Expenses (includes 1:1 custom fields) selection only applies to custom fields at the expected expense level. It does not apply to custom fields at the header level because they are only copied if the custom field is configured for copy down.
NOTE: The Auto-Create Report policy setting can be used in conjunction with the Copy Request Content to Expense Report policy setting. When the Auto-Create Report policy setting is enabled, expense reports can automatically be created from requests.
Additional Information – How it Works

Important Information about Expense Types

· Segments will only copy expense type, transaction date, and amount to report. No other fields are copied. 

· If parent expense types are enabled for expected expenses in Concur Request, the parent expense types will not be copied to the expense report because Concur Expense does not manage parent expense types. Instead, a child expense type will be created for the parent expense type in the expense report, and the child expense type will contain all the information from the request.

· If an expense type is enabled for Concur Request but not for Concur Expense, the entry will not be copied to the expense report.

· If the request contains Travel Allowance itineraries and fixed allowances, they will be copied to the expense report.
Data Managed by Request-Based Expense Reports

The following list provides the types of data that are managed by expense reports created from requests:

HEADER

· Business Purpose

· Date

· Comment

· Name

· Policy (Matching Request policy and Expense policy according to configuration)

· Custom fields 

EXPECTED EXPENSES

· Type

· Allocation (amount or percentage and currency)

· Mileage (route and journey log)

· Last comment

· Location (country code and subcode)

· Attendees

· Custom fields (Only if All Expected Expenses (includes 1:1 custom fields) is selected for the Create Report from Request with Expected Expenses setting.)

· Exchange rate

· Travel Allowance

· Itinerary

· Travel allowance expense (type, amount, date)

· Transaction amount (change rate)

· Transaction date

· Vendor field

Limitations
The following limitations apply to expense reports created from requests:

· A cash advance will be linked to the expense report if the cash advance linked to the request is issued before the expense report is created.

· If there is an error in the field mapping between a custom field in Concur Request and the corresponding custom field in Concur Expense, the field values for the custom field copied from a request to an expense report will be blank on the expense report.

NOTE: An expense report will still be created from a request even if there are field mapping errors. Field mapping errors only affect the field value for the custom field associated with the mapping error on the expense report.

· If the list item selected for a field in a request is removed before an expense report is created from the request, when the expense report is created, the expense report will be created without any expected expenses and the expense report will not be linked to the request. 

· If parent expense types are enabled for expected expenses in Concur Request, the parent expense types will not be copied to the expense report because Concur Expense does not manage parent expense types. Instead, a child expense type will be created for the parent expense type in the expense report, and the child expense type will contain all the information from the request.

· If a request is cancelled before the request is approved, an expense report cannot be created from the request. 

If a request is cancelled after the request is approved, an expense report can be created from the request, but only the request header information will be copied to the expense report. Any expected expenses or segments in the request will not be copied to the expense report.

Configuration Requirements

Take note of the following configuration requirements:

· Some expected expense fields in a request, such as the expense name, date, amount, and business purpose fields, are copied into expense entry fields in an expense report by the system automatically, and they do not need to be configured to copy down from a request to an expense report.

· Other fields that are configured for Concur Request expected expense entry must be exactly the same (For example: the same field name, expense type, and list item name) as the expense entry configured fields for Concur Expense.

· Any custom fields on the request header must be configured exactly the same as custom fields on the expense report header.

NOTE: If the field values for a custom field copied from a request to an expense report are blank on the expense report, there is an error in the field mapping between the custom field in Concur Request and the corresponding custom field in Concur Expense.

· For more information, refer to the Concur Request: Forms and Fields Setup Guide and the Expense: Forms and Fields Setup Guide. 

	Print Format for Report Summary
	Click the printed report format that is to appear in Expense on the Summary tab on the expense report page.
NOTE: The print format selected here must also be marked as active on the Print Formats step of Policies. 
Additional Information – How it Works
If Concur Request is integrated with Expense:

· In Expense, the Summary tab appears (on the expense report page) after the report has been submitted. The Summary tab shows the amount due to the company, the amount due to the employee, requests (if any), and cash advances (if any). 

· In the Request section of the Summary tab is a link to the request. When the user/approver/ processor clicks the request name (link), the request information appears in the printed report format.
If Concur Request is not integrated with Expense:

· This setting is ignored.

	Imaging Configuration
	Click the desired imaging configuration.

· For more information, refer to the Concur Request: Imaging Setup Guide.

	Request Allocation Form

Allocation View Print Format

Allocation Separator
	These are allocation options.

· For configuration information, refer to the Concur Request: Allocations Setup Guide.
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	Field
	Description

	Cash Advance Workflow

Cash Advance Form

Cash Advance Limit
	These are cash advance options.

· For configuration information, refer to the Concur Request: Cash Advance Setup Guide.

	Request Active Days
	Enter the number of days an approved request or a request that was cancelled after approval will remain active.

Additional Information – How it Works
SAP Concur will add this number of days to the end date and then automatically close the request. If there is no end date on the request, SAP Concur will use the last approved date or the cancelled after approval date.

If this field is blank, then there is no expiration date; requests will not be closed automatically.
NOTE: SAP Concur must enable the Request Expire Process job before the requests will be closed automatically. Contact SAP Concur Client Services for more information. 

	Risk Summary Form

Risk Manager Notification

Country Contact Notification

Risk Manager Approval Notification

Country Contact Approval Notification
	These are risk management options and appear only if Risk Management has been enabled.

· For configuration information, refer to the Concur Request: Risk Management Setup Guide.

	Passive Approval Settings

	Approval Time Expired Action
	Select one of the 2 options:

· Auto-approve: All workflow steps will be skipped and the request status will be set to Approved.

· Send back: The request will be sent back to the user.

· For more information about Passive Approval settings, refer to the Concur Request: Workflow - General Information Setup Guide.

	Days after submit
NOTE: This setting only appears after you have selected and option in the Approval Time Expired Action field. 
	The number of days after the request is submitted before the approval time expired action is taken. For example if it is 1, then the request will be auto-approved 1 day after submission.

	Hours before Approval time limit
NOTE: This setting only appears after you have selected and option in the Approval Time Expired Action field.
	The number of hours prior to the Last Approved Date that the approval time expired action should be taken. For example if it is 2, then the request will be auto-approved 2 hours before the approval time limit. This setting applies to Air and Rail segments, which have a Last Approval Date.

	Group allocation
	Select one of the 3 options:

· Segments only – Segments can only be allocated as a group on a request. Expected expenses can be allocated individually or as a group on a request.

· Everything – Expected expenses and segments can only be allocated as a group on a request. 

· This means that if there is more than one expected expense and/or segment on a request, and you select one or more expected expenses and/or segments to allocate, all of the expected expenses and segments will be allocated together as a group on the request.  

· None – Expected expenses and segments can be allocated individually or as a group on a request, but self-booked segments will always be allocated as a group.
The Group allocation setting defaults to Segments only.

The Allow Expected Expenses to be allocated individually setting in Site Settings determines whether the Group allocation setting is available in Request Policies.
If the Allow Expected Expenses to be allocated individually setting is enabled, the Group allocation setting is displayed on the General tab in Request Policies. 

If the Allow Expected Expenses to be allocated individually setting is not enabled, the Group allocation setting is not displayed in Request Policies, and all expected expenses and segments on a request must be allocated as a group.

NOTE: If the Allow Expected Expenses to be allocated individually setting is enabled in Site Settings, and Everything is selected for the Group allocation setting in Request Policies, expected expenses can only be allocated as a group on a request. The Group allocation setting will take precedence over the Allow Expected Expenses to be allocated individually setting in this scenario.
· For more information about the Allow Expected Expenses to be allocated individually setting in Site Settings, refer to the Concur Request: Site Settings Setup Guide.

· For more information about allocations, refer to the Concur Request: Allocations Setup Guide.


4. Click Next. The [image: image8.bmp] Segments step appears. 
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5. Review and modify the following segment information. 

	Field / Column
	Description

	Enable segments
	Select (enable) the check box of any additional segments that you want to add.
Clear (disable) the check box of any segments that you want to remove.
NOTE: If no segment types and no expense types are selected for a request policy – which is perfectly acceptable when creating a policy for a cash-advance-only requests and other types of requests – the request header information will be displayed on the request instead of the Expected Expenses section.

For this type of request, the request header fields are already displayed on the request, so the Edit Request Header selection will not be available on the Request Details menu for the request.

	Expense type
	Select or change the associated expense type for each segment, if necessary.

	Segment form
	Select or change the segment form, if necessary.
Segment forms are configured in Administration > Request > Forms and Fields.

· For more information, refer to the Concur Request: Forms and Fields Setup Guide.

	Entry Custom Form
	Select the custom request entry form you want to use for capturing cost object information on a travel segment form.

The Entry Custom Form column is used to determine which custom request entry form is used to add cost object fields to a request's travel segment form.

The Entry Custom Form column defaults to None.

To create a custom request entry form, the administrator needs to create and configure a custom form with the Request Entry form type in Forms and Fields. The custom form needs to have the required fields from the Request Entry form type and/or the custom cost object fields and the Org Unit field.
If the travel segment form and the selected custom request entry form contain the same field, the field on the custom request entry form will override the same field on the travel segment form. The custom request entry form should only contain the required fields from the Request Entry form type and/or the custom cost object fields and the Org Unit field. Other types of fields are not supported, and if they are added to the custom request entry form, they will not be displayed on the travel segment form on a request.

When cost objects fields from a custom request entry form are added to a travel segment form, these fields are displayed at the bottom of the request details page for travel segments.
· For more information, refer to the Concur Request: Forms and Fields Setup Guide.

	Segment Custom Form
	Click the custom form, if any, to be used with this segment form.
· For more information, refer to the Concur Request: Forms and Fields Setup Guide.

	Managed by agency
	Select (enable) the check box for each segment type that will be managed by the agency. (Not all segment types are managed by agencies.) 
Only the segments selected here will appear in the agency notification emails.

	Excluded from agency update
	Select (enable) the check box for each desired segment type, such as Insurance and Visa. 

Select (enable) all segment types that the client wants the TMC to receive (via email), but that Concur will not receive back from the TMC because neither the Offline PNR Accepted in Request feature nor the TMC Proposals feature support it. (In order for the TMC to receive this information via email, Managed by agency must also be selected.)
Additional Information – How it Works

Concur can receive updated request information:

· If the Offline PNR Accepted in Request setting is enabled in the Travel Agency Offices tool (Administration > Request > Travel Agency Offices)
– or –

· If the client accepts trip information from web services (APIs), for example, for the Agency Proposal feature

If so, when SAP Concur receives an updated request from the agency, all agency-booked segments are deleted from the original request and are then replaced by the updated segments. These results are expected and reliable for standard segments such as flight, rail, car, and hotel. 
There are segments, however, that are not meant to be pushed back in the retrieved itinerary or via web services – for example, Insurance or Visa. In order to support agency-managed services that are not meant to be pushed back, the Excluded from agency update setting is used to prevent these segments from being deleted by the update process. 
So, using this setting, the TMC will receive the proper request information and the segments will remain "as is" in the original request.

	Vendor List
	Click the vendor list to be used for this segment type, if applicable.

· For more information, refer to the Shared: List Management Setup Guide.

	Location Type
	Click one or more of these:

· Standard: Used for segments other than rail
· Used for specific rail segments:

· AMTRAK

· Deutsche Bahn

· Eurostar

· SNCF

· Swiss Federal Railways

· Thalys

· UK RAIL

· VIA RAIL
NOTE: The selected location types must match the rail providers enabled in Travel for clients with Request integrated with Travel. This allows Request to populate the Travel search for the following features:

· Enforce Offline/Online Policy

· Request to Travel process flow 

Additional Information – How it Works
If the administrator configures the segment with more than one location type, then the View Service Locations For field appears automatically to the user on the New Expense page for the request. As the user creates the segment, the user selects from the View Service Locations For list.
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If there is only one location type configured for the segment type, then that location type is used for the segment; the View Service Locations For field does not appear for the user.

	Cash Advance Related
	Select (enable) the check boxes for the segment types that are included in calculating the Cash Advance limit.

NOTE: This column appears only if Cash Advance is configured.

· For more information about Cash Advance Limits, refer to the Concur Request: Cash Advance Setup Guide.


6. Click Next. The [image: image11.bmp] Expense Types step appears. 
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7. Review or modify the information that you want to make available for the expected expenses feature.

	Field / Column
	Description

	Enable for these Expense Types
	Select (enable) this check box for the expense types that users are allowed to use for expected expenses.
· For more information about the expected expenses feature, refer to the Concur Request: Expected Expenses Setup Guide.
NOTE: If no segment types and no expense types are selected for a request policy – which is perfectly acceptable when creating a policy for a cash-advance-only requests and other types of requests – the request header information will be displayed on the request instead of the Expected Expenses section.

For this type of request, the request header fields are already displayed on the request, so the Edit Request Header selection will not be available on the Request Details menu for the request.

	Request Entry Form
	Click the associated form.

· For more information about the request entry form, refer to the Concur Request: Forms and Fields Setup Guide.

	Vendor List
	Click the associated vendor list, if applicable.
· For more information, refer to the Concur Request: Forms and Fields Setup Guide and the Shared: List Management Setup Guide.

	Amount Calculation Formula
	If calculating amounts, enter the formula.

· For more information about calculated amounts, refer to the Concur Request: Expected Expenses Setup Guide.

	Show Cost Per Attendee
	Select (enable) this check box to allow the user to see the portion of the expense that is allotted to each attendee.

If selected, the Amount column appears in the Attendees section of the Expenses tab.
· For more information, refer to the Concur Request: Attendees Setup Guide.

	Include user as an attendee by default
	Select (enable) this check box to automatically add the user as an attendee (before other attendees are assigned to the entry).

Once attendees are assigned or if the user removes their name off of the attendee list, SAP Concur does not attempt to add the user again.

	Display the Add New Attendee button from the attendee table
	Select (enable) this check box to disable the New Attendee button in the Attendees section. 
This will prevent the user from adding an attendee – forcing the user to search for the attendee first, ensuring the attendee is not already in the system.

	Cash Advance Related
	Select (enable) the check box for all expense types that are included in calculating the Cash Advance limit.

NOTE: This column appears only if Cash Advance is configured.

For more information about Cash Advance Limits, refer to the Concur Request: Cash Advance Setup Guide.


8. Click Next. The [image: image13.bmp] Print Formats step appears.
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9. Make the appropriate selections.


	Field
	Description

	Enable for the print formats
	Select (enable) the check box of any printed reports that you want to add.

Clear (disable) the check box of any printed reports that you want to remove.

	Display Order
	For the printed reports that are activated, choose the display order you wish in the request header.


10. Click Next. The [image: image15.bmp] Auto Submit Conditions step appears.
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NOTE: The Auto Submit Conditions tab only appears if: Request is integrated with Travel, and the Request Configuration Administrator is linked to a travel configuration that has Request Integration enabled. The travel configuration assignment happens in User Administration. 
11. Make the appropriate selections.


	Field
	Description

	Apply Auto Submit at the end of the booking
	Select (enable) this check box to activate the feature.

Additional Information – How it Works
When Concur Request is integrated with Concur Travel, the company can choose either the Starting in Request, or Starting in Travel process flow. 

· For more information, refer to the Concur Request: Overview Guide.

If the company selects the Starting in Travel process flow, the user starts in Travel and books the trip segments. SAP Concur automatically generates the request and then redirects the user to Request to finish up and submit the request. Unfortunately, many users forget to submit the request when done.

Because of this issue, SAP Concur has provided an auto-submit feature so the user's request is automatically submitted to the request approver at the end of the booking process in Travel. You can configure the system so that all requests are automatically submitted or you can create conditions so that only specific requests are automatically submitted. 

If there are no conditions, then requests will be automatically submitted if:

· Concur Request is integrated with Concur Travel.
– and –

· The Auto Submit feature is activated.
– and –

· The request is initiated in Concur Travel, using the Starting in Travel process flow (and has at least one self-booked segment).
– and –

· There are no other required fields on the request that are not populated from Travel data or via copydown from the employee record. 
– and –
· A request approver is already assigned to the user.

This feature is a good fit for clients who do not use cash advances, expected expenses, certain required fields, or user-selected approvers. 

· Cash advances, expected expenses, policies: The request is automatically submitted immediately after the booking process. This means the user will not have to opportunity to request cash advances or expected expenses, select a different policy, or complete optional fields. 

· Required fields: If there are required fields that are not populated from Travel data or via copydown from the employee record, the user is redirected to the request to complete the required fields and submit – effectively losing the benefit of the automatic submission.

· Request approver: If a request approver is not already assigned to the user, the user is redirected to the request to select an approver and submit – effectively losing the benefit of the automatic submission.

This same auto-submit process applies if the user modifies their trip in Travel, for example, if the request was recalled or sent back by the approver or Request Administrator (processor). 

Auto-submit is not triggered if:

· The user removes all segments or cancels the trip in Travel – in this case, the request no longer contains at least one self-booked segment

· All Request workflow steps must be skipped – in this case, the user is redirected to Request to manually submit the request (since trip creation is not yet complete in Travel)

	(conditions)
	If you click Done now (without creating any conditions), then all requests that meet the criteria described above will be auto-submitted.

Best practice: If you elect to create conditions, include this in each one: 
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Currently, by default, the Auto-Submit feature applies to all requests that have at least one self-booked segment so, in fact, this condition is not necessary. However, in the future, the default may change. Adding this condition now will ensure backwards compatibility.


Modifying an Existing Policy

All of the associated request policy information can be edited from the Request Policies page.

 To edit an existing policy:
12. On the Request Policies page, either:

· Click the desired policy and click Modify.
– or –

· Double-click the desired policy (anywhere on the line - not just the name).

The Modify Request Policy page appears. 
13. Navigate through the steps – editing the appropriate information.
· Refer to the field definitions in Creating a New Policy in this guide.

14. Click Done. 
Removing a Policy

· IMPORTANT: If there are forms assigned to the request policy when it is deleted, the forms will be retained in the database to handle any request currently in process and will not be available for deletion.
 To remove a policy:
15. On the Request Policies page, click the desired policy.

16. Click Remove. 

Section 7:  Groups – Overview of Request Groups
You cannot create or edit groups in Request Admin; Concur Request uses the groups that are available in Concur Expense.

Section 8:  Groups Procedures

Accessing Request Groups

 To access the Request groups:

Click Administration > Request > Request Groups.
The list of existing Expense groups appears.
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Assigning a Request Policy to a Group
 To assign one or more Request policies to a group:

17. On the Request Groups page, click Modify in the Request Policies column. 
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The Configuration for Group window appears.
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18. Make the appropriate selections.


	Field
	Description

	Is Active For Group
	Select (enable) the check box for each policy associated with the selected group.

	Is default request policy
	Select (enable) the check box if this is the default request policy for the selected group. 
If there is more than one policy available to the user, this is the default but the user can select another.

	Is inheritable
	Select (enable) the check box if you want groups below the selected  group to inherit the policy.

NOTE: If a group below this group does not have a configuration associated with it and this group configuration is set to No, then the group below will inherit policies from the group above this group rather than from this group.


19. Click Save.
☼
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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