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Standard Employee Requested Vendor Extract

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. In this case, the client must initiate a service request with SAP Concur support. 
Section 2:  Overview

The Standard Employee Requested Vendor Extract is a file containing records of those vendors that employees have requested be added to the Vendor Master List.  Using the standard employee requested vendor extract, employees with Invoice User or Vendor Master Roles have the option of requesting a new vendor be added to the Vendor Master List. This list, maintained by the financial system, permits disbursements to vendors once those vendors exist in the financial system. This extract contains these employee-requested vendors.

Section 3:  Standard Employee Requested Vendor Extract – The Basic Process

The basic steps are:

1. The client and SAP Concur work together to establish the data-transfer process and location.  

2. On a regular basis, SAP Concur runs a batch job that extracts the data from the client's entity and places the extract output file in the client's designated data-transfer site. 

3. The client collects the transferred output file and, with the use of a third-party bridge program, imports the data into their financial systems. 

File Naming Conventions

The import file name may be of a special format in naming convention - your SAP Concur Consultant will provide this information.
File Header

Table 1: File Header

	Field Name
	Data Type
	Format
	Description
	Client Field Definition

	Batch ID
	String
	20
	Uniquely defines this batch job.
	

	Batch Date
	Date
	mm/dd/yy
	The date batch job begins.
	

	Record Count
	Numeric
	Integer
	The number of records in the Details Section (see Details Section, next).
	


Details Section

Table 2: Details Section

	Column #
	Field Name
	Data Type
	Format
	Description
	Client Field Definition

	1
	Address ID
	String
	20
	This is the synchronization GUID that the Financial System must pass back to SAP Concur via the Approved Vendor Import.
	

	2
	Vendor Name
	String
	255
	
	

	3
	Address 1
	String
	255
	
	

	4
	Address 2
	String
	255
	
	

	5
	Address 3
	String
	255
	
	

	6
	City 
	String
	255
	
	

	7
	State
	String
	255
	
	

	8
	Postal Code
	String
	20
	
	

	9
	Country
	String
	2
	
	

	10
	Contact First Name
	String
	255
	
	

	11
	Contact Last Name
	String
	255
	
	

	12
	Phone Number
	String
	12
	
	

	13
	Custom 1
	String
	48
	
	

	14
	Custom 2
	String
	48
	
	

	15
	Custom 3
	String
	48
	
	

	16
	Custom 4
	String
	48
	
	

	17
	Custom 5
	String
	48
	
	

	18
	Custom 6
	String
	48
	
	

	19
	Custom 7
	String
	48
	
	

	20
	Custom 8
	String
	48
	
	

	21
	Custom 9
	String
	48
	
	

	22
	Custom 10
	String
	48
	
	

	23
	Custom 11
	String
	48
	
	

	24
	Custom 12
	String
	48
	
	

	25
	Custom 13
	String
	48
	
	

	26
	Custom 14
	String
	48
	
	

	27
	Custom 15
	String
	48
	
	

	28
	Address Create Date
	Date
	mmddyy
	
	

	29
	Created by Employee ID
	String
	48
	
	

	30
	Image Available
	Y/N
	1
	
	

	31
	Tax ID
	String
	48
	Tax identification number of the vendor.
	

	32
	Shipping Terms Code
	String
	10
	The code representing shipping terms with a supplier.
	

	33
	Shipping Method
	String
	10
	The code representing the shipping method by which the supplier ships an item.
	

	34
	Net Payment Terms
	String
	
	The NET payment terms with a supplier.
	

	35
	Discount Terms
	String
	
	The NET payment terms with a supplier when discount terms apply.
NOTE: The data in this field is for information purposes only. It is not used in any calculations.
	

	36
	Discount Percentage
	String
	11
	The discount, in percentage, given by the supplier if the discount terms are met.
NOTE: The data in this field is for information purposes only. It is not used in any calculations.
	

	37
	PO Contact First Name
	String
	255
	The first name of the supplier contact for purchase order related information.
	

	38
	PO Contact Last Name 
	String
	255
	The last name of the supplier contact for purchase order related information.
	

	39
	PO Contact Email
	String
	255
	The email of the supplier contact for purchase order related information.
NOTE: This value is the default value shown in the user interface and is used when sending a purchase order to a supplier.
	

	40
	PO Contact Phone Number
	String
	25
	The phone number of the supplier contact for purchase order related information.
	

	41
	Custom 16
	String
	48
	
	

	42
	Custom 17
	String
	48
	
	

	43
	Custom 18
	String
	48
	
	

	44
	Custom 19
	String
	48
	
	

	45
	Custom 20
	String
	48
	
	

	46
	Currency Alpha Code
	String
	Maximum 3 characters; case insensitive
	The alpha code for the currency of the account, for example, USD.
	

	47
	Future-use 17
	String
	48
	Reserved for future use.
	

	48
	Future-use 18
	String
	48
	Reserved for future use.
	

	49
	Future-use 19
	String
	48
	Reserved for future use.
	

	50
	Future-use 20
	String
	48
	Reserved for future use.
	


☼
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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