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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.

Expense Processor 

Section 1:  Permissions

You may or may not have the correct permissions to use this tool. You may have limited permissions, for example, you can affect only certain groups and/or use only certain options (view but not create or edit). 

If you need to use this tool and do not have the proper permissions, contact your company's Concur administrator.

Section 2:  Overview

Expense Processor enables any employee assigned the role of Expense Processor Manager or Expense Processor to process expense reports that are pending manager approval, or that have been approved by a manager, but have not yet been reimbursed. Individuals assigned the Expense Processor (Audit) role may view reports, but may not update or delete them.

The tool also allows for reports to be viewed, receipts to be marked as received, and historical expense reports to be searched and reviewed. Depending on the role assigned, users may be able to view, update, or delete reports.

· SAP Concur does not support the use of multiple concurrent sessions within a browser. An individual user on a specific device and browser should log into SAP Concur solutions via one and only one browser session at a time.
NOTE: An individual can only be assigned one version of this role. For example, an individual cannot be assigned the Expense Processor or Expense Processor Manager role and the Expense Processor (Audit) role. For more information regarding the available Expense Processor roles, see the Expense Processor Roles section below. 

Expense Processor Roles

Assignment of any of these roles will allow an employee to access the Expense Processor tool:

· Expense Processor Manager: This role grants access to all functionality required for viewing, updating, and deleting reports within Expense Processor. 

· Expense Processor: This role grants access to functionality required for viewing and updating reports within Expense Processor. This role cannot delete expense reports. The Expense Processor role can be restricted in User Permissions by selecting one of the following options:

· Display all reports excluding returned reports

· Display all reports including returned reports

· Display only reports pending processor step and beyond

· Expense Processor (Audit): This role grants access to functionality required for viewing reports within Expense Processor. This role cannot update or delete expense reports.

NOTE: The term Expense Processor is used throughout this guide to represent all of the roles defined above.

Processing a Report

The following are the general steps required to process an expense report:

1. Find an expense report and view its entries. 

2. Verify that expense receipts have been received (if required) at the expense report and/or line item expense entry levels. 

3. Mark the receipts as received (if required). 

4. Approve the expense report for payment. 

	Approval Status*
	Description

	Accounting Review
	States that the report is under review and allows minimal edits to occur within an expense report or entry

	Approved
	States that the expense report has been approved

	Sent Back to Employee
	States that the expense report has been sent back to the submitter for modifications

	* There is no limit to the number of approval statuses that can be created for an expense report. The names of the approval statuses may differ depending on your configuration.


Understanding Exceptions

Exceptions are messages that appear at the report, entry, or itemization level to indicate to the employee, approver, and/or accounting personnel that a rule has been violated. 

Terminology

· Exception Code: A unique one to eight alphanumeric character code that is assigned to every exception. This code is determined by the client's internal coding system. 

· Exception Level: A number assigned to each exception that determines the severity of a rule. It is the responsibility of a company to determine the various levels. A setting can be set in Workflows that prevents an employee from submitting an expense report that contains an exception of a certain level. 

Types of Exceptions

Exceptions are displayed on expense reports using a red, yellow, or blue icon. 

· Red: Indicates an error that must be resolved before the expense report can be submitted. The employee may be unable to submit an expense report until the issue is resolved.

· Yellow: Indicates a warning or an informational message. The employee can submit expense reports.

· Blue: Indicates that the Expense Processor has cleared the exception (either red or yellow).

The Expense Processor can view all exceptions, including the code and level number in the exception message. This information is hidden from the employee and the approver. For example: 

· The exception message for the processor reads: Code: EXCEED, Level: 3, Report total exceeds $5000

· Whereas the employee and the approver see only: Report total exceeds $500 

Section 3:  Expense Processor Procedures 

The Expense Processor page allows the processor to:

· Search for reports using search fields

· View the report totals, itemizations, workflow, audit trail, receipt images, e-receipts, and trip itineraries

· View and modify allocations

· Update approval statuses

· Scan and upload receipt images to reports

· Add report-level comments to single or multiple reports

· Use multiple view options to improve efficiency

Managing the Expense Processor View

Processors can change several aspects of the Process Reports and Expense Report pages, in addition to setting their default view. 

 To access the Process Reports page:

Click Expense > Processor (on the sub-menu) > Process Reports.

NOTE: Depending on your permissions, the page may appear immediately after you click Expense.
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Setting the Process Reports Page as the Home Page

The processor can set the Process Reports page to be the first page they see after logging in to Expense.

 To set the Process Reports Page as the home page:

5. Click Profile > Profile Settings > System Settings (left menu).
6. In the Home Page list, select Expense Processor.
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7. Click Save.

Setting the Process Reports Page Preferences
The processor can set the Process Reports page behavior. 

 To set the page behavior:

8. On the Process Reports page, select Preferences.
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The maximum count of expense reports the system can display at one time is 5000 and when the row count selected to display is 25 reports per page, the page count maximum is 200. The page number decreases based on the value selected for the row count; however there is no restriction based on date. The results can be exported to Excel. 

NOTE: Individual companies may see a lower maximum limit, based on the complexity of their configuration.  

9. In the Default Query field, select the query to run when the Process Reports page is first opened. If no specific query is regularly used, this can be set to None or to the general query for Report Ready For Processing.

10. In the Limit queries to reports dated within field, select the time frame that you would like applied to your searches. If you select anything other than None, the time frame appears in the Search section of the Process Reports page:
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11. In the Rows in List field, select the number of rows to display on the page. Multiple pages will be displayed if more reports are found; this sets the number of reports displayed on each page of the list.

12. In the Time Zone list, select the time zone within which the search criteria should focus, for example, a search should return reports falling within the PST time zone, or “(GMT -8:00) Pacific Time (US & Canada).
13. Select or clear the Open next report in list after workflow change check box, as desired. If this box is not selected, the display will return to the report list.

14. Select or clear the Automatically show receipts when report is opened check box, as desired. If this box is not selected, the receipts can be opened from the menu as needed.

15. Click Preferences or any other area of the screen to close Preferences.

Managing the Process Reports Columns

Report columns may be added, removed, or rearranged for viewing on the Process Reports page, as necessary.

 To add or remove the report columns: 

16. Click List Settings on the Process Reports page. The List Settings window appears.
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17. Select the check boxes for the columns to add to the Process Reports page.

18. Clear the check boxes for the columns to remove from the Process Reports page.

19. Click OK.

To rearrange the columns on the Process Reports page:

20. On the Process Reports page, click and hold on the name of the desired column. 

21. Drag and drop the column in the new location. 
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The page displays the new column order.

Managing the Expenses Columns

Expense columns may be added, removed, or rearranged for viewing in the Expenses section of the Expense Report page. Note that the system will use up to 75% of the display area for the expense list, reserving the remaining 25% for the expense entry pane.

 To add or remove the expense list columns: 

22. Select View > Custom.
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23. Click List Settings. The List Settings window appears.

24. Select the check boxes for the columns to add to the Expenses section.

25. Clear the check boxes for the columns to remove from the Expenses section.

26. Click OK.

 To rearrange the columns:

27. In the Expenses section of the expense report, click and hold on the name of the desired column. 

28. Drag and drop the column in the new location.
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The section displays the new column order.

View Options

The processor can choose from several view options when viewing the expense report data. 

 To access the view options:

29. On the Process Reports page, open the desired report. The expense report appears.

30. Select View.
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31. Select the desired view option. The page will refresh, displaying the data in the new format.

Searching for Reports

Searching for an Expense Report
The processor can search for an expense report within the Process Reports page using the Starting Group list and Find area and can run the default query Reports Ready for Processing or any other saved query. 

Searching for an Expense Report Based on Entered Criteria

When searching for expense reports, use these two filters in conjunction with one another:

· Starting Group

AND

· Specific employee information, such as employee name

The first time you use the Expense Processor, the Process Reports page will appear blank with some messages on the screen that guide you on how to use the search filters to populate the list of reports that require processing. You can set a query to run when you open the page if you always work with the same query.  If you work with many different queries, it is best to select the query after opening the Process Reports page.

Refer to the Setting the Process Reports Page Preferences section of this guide for additional information.

Starting Group List and Find Area

The two search options, Starting Group and Find every report where, are dependent on each other. For example, you can first select the Group for which your search criteria is to be performed against (Global Group-United States), and then you can search for specific expense report information (Employee Last Name = Brown). In this search situation, only the expense reports that were created by employees in the Global Group-United States group and have the last name of Brown will appear as your search results. 

NOTE: You can select the All Groups I Can Access option in the Starting Group list to see reports for all groups you can access.

 To search for expense reports using Group and Find fields:

32. On the Process Reports page, click Starting Group. 

33. Navigate to the desired group. 

34. Click OK.

35. Use the Find area to narrow your search. In the Find every report where area:

· Select an option from the list, such as Employee Last Name.

NOTE: For the date sensitive criteria, type the format that is appropriate for your locale, such as mm/dd/yyyy.

· Select an operator, such as Begins with.

· Type a text value, such as B. 

NOTE: Be aware that entering the wildcard (*) symbol into the search criteria text field will result in a delay as the system works to return all expense reports, without narrowing the results.

36. Click Go. Only the expense reports that match both the Starting Group criteria and the Find criteria will appear in the search results. 

NOTE: You must enter something in the Find area before clicking Go. Searching with no search values is not supported.

Searching for an Expense Report using a Query

You can also search for existing expense reports using a default query, Reports Ready for Processing or your existing saved queries. When Reports Ready for Processing is run, all expense reports that are pending authorization will appear within the Process Reports page. The query can be selected from the Run Query list.

 To search for expense reports using an existing query:

37. In the Run Query list, select the name of the desired query.

38. Click Go. The Process Reports page alters to reflect the search results.

Search Queries

The processor can use the Create/Manage Queries list on the Process Reports page to create new search queries and manage existing queries. The queries are if/then conditional statements. If the defined conditions are met, then the expense report is displayed to the processor.

NOTE: The queries created within this area are specific to each administrator; they are not global. Each Expense Processor creates and manages their own queries. 

Understanding Conditional Expressions

When creating or editing conditional expressions, the administrator should consider the following.

· Each condition searches the records within an expense report (expenses, allocations, attendees, etc.) using the ANY operator. For example, a condition for Expense Entry - Country EQUAL TO Germany will evaluate as true if any of the expenses on the report is from that country.
· An expression can include an unlimited number of conditions. The conditional expression for "2014's expense reports " is:
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It is composed of two conditions, separated by the Boolean separator of And.

· Most conditions are composed of a Field followed by an Operator and a Value. For example:
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· A Field consists of a data object (a database table) and a field (a database column), located within the data object. The field that is selected defines the data type of the condition (number, text, date, and so forth).

NOTE: If a second condition is created, the field's data type must match that of the first field.

· An Operator is one of several pre-defined comparison operators (equals, not equals, is greater than, and so forth). The list of operators changes depending on the type of data being compared.

· A Value is a constant, and like the field, can be of any data type; however, the data type of the value must match the data type of the field.

· When a conditional expression is composed of multiple conditions, each condition is separated by either And or Or. 

· Conditions can be added to the end of the conditional expression or inserted in the middle.

· Parentheses are optional and are used to define order of operation for the And/Or operators. If the parentheses are omitted, And/Or operations are carried out left to right. There is no precedence of And over Or; the evaluation of the expression is simply left to right.
· If a conditional expression contains parentheses, the count of left parentheses must match the count of right parentheses. There can be up to three parentheses for both left and right sides. 

Example of correct placement of parentheses and total left/right count:

(Condition 1) and (Condition 2)

Examples of incorrect parentheses even though the total left/right count matches:

Condition1) And (Condition2
Condition1) And (Condition2) Or (Condition3
(Condition1)) And (Condition2

Simple Condition Example:

A condition is a simple Boolean comparison, like:

Cash Advance Balance Is Greater Than 1000

The condition looks at the report total and sees if it is greater than 1000. If True, or yes, then the report is located and displayed to the Processor. If False, or no, the report is not displayed.

Complex Condition Example:

The conditional expression can be a single condition as in the above example, or it can be a complex expression involving multiple conditions connected by And / Or operators and parentheses, such as the following example that contains four conditions:

Report Date Is Greater Than 9/30/02 and (Employee Group Equals GermanGroup or Employee Group Equals FrenchGroup) and Report Total Is Greater Than the Amount Remaining for EuropeBudget.

Reimbursement Currencies and the Exchange Rates Feature

Processor queries do not use the Exchange Rates feature to convert reimbursement currencies to the currency in the query.

Add a Query Page and the Condition Editor

The Add a Query page in Processor is similar to the Condition page within the Audit Rules and Workflow tools. The following is a sample of the Add a Query page, including the Condition Editor.
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Each condition appears on two lines within the Add a Query page. The following table provides a description of the fields referenced on the Add a Query page.  

	Field
	Description

	A: Left Parenthesis
	Select zero to three parentheses, depending on the complexity of the condition.

	B: Data Object
	Select one of the following:

· Company Card: Used to create rules based on company card data.

· Employee: Used to create an employee-based condition.

· Entry: Used to create an expense entry based condition.

· Entry Allocation: Used to create an expense entry allocation based condition.

· Entry Attendee: Used to create an attendee-based condition.

· Report: Used to create an expense report based condition.

	C: Field / Value
	Select an item from the helper pane that appears. The information that appears within this pane is based upon the selection within the Data Object list.

	D: Operator
	Select an item from the helper pane that appears. The information that appears within this pane is based upon previous choices.

	E: Data Object
	This field will always display as Value and cannot be changed.

	F: Field / Value
	Select an item from the helper pane that appears. The information that appears within this pane is based upon the selection within the Data Object list.

	G: Right Parenthesis
	Select zero to three parentheses, depending on the complexity of the condition.

	H: And / Or
	Select either option to join the current condition to the next condition.


Determining How to Create a Query

When creating or editing a query, the Expense Processor defines the conditional expression(s) – the if portion of the query. The expression can contain one or more conditions separated by And or Or. For example:

· Assume the administrator wants to locate all expense reports totaling 500.00 USD or greater:

(Report Total Greater Than or Equal 500.00 USD)

The Add a Query page displays as:
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· For more information about conditional expressions and the tool used for creating and editing conditional expressions, refer to the Understanding Conditional Expressions section in this guide.

Creating a New Query

A new query can be created for use on the Process Reports page. Queries can be run against the group or groups of employees for whom you have administrative rights.

NOTE: Queries are individually created; therefore, you can only create queries for your own use. Global queries to be used by all Expense Processors cannot be created.

 To create a new query:

39. Select Create/Manage Queries > Create New Query. The Add A Query page appears.
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This page includes the following:

	Field
	Description

	Query Name
	Enter a name for the query. The name you provide will appear in the Run Query list on the Process Reports page.

	Condition
	Select the appropriate information from within the Condition Editor.

	Insert
	Click to add additional conditions to the Condition Editor. Additional rows can be added at the bottom of the current rows or inserted into the middle by selecting the row to insert in front of. There is no limit to the number of rows that can be added.

	Remove
	Select the check box next to the condition to be deleted, and then click Remove. The condition is deleted. This action is permanent. If you delete a condition in error, you will have to recreate it in its entirety.


40. Add conditional rows as required. 

NOTE: To insert a new condition in the middle of a conditional expression, select the condition you would like the new condition to go in front of, then click Insert.

41. Click Save. The Process Reports page appears, with the query available in the Run Query list. 

Editing Existing Queries

Queries can be edited from the Create/Manage Queries menu.

NOTE: Queries are individually created; therefore, you will only be able to edit the queries that you created.

 To edit existing queries:

42. Select Create/Manage Queries. 
43. Select the desired query. The Edit Query page appears.
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44. On the Edit Query page, edit the condition information, add another condition row, or delete a condition row.

45. Click Save. The Process Reports page appears.

Deleting a Query

All queries can be deleted. This deletion is permanent; therefore, if a query is deleted in error, it must be recreated in its entirety.

NOTE: Queries are individually created; therefore, you will only be able to see and affect the queries that you created.

 To delete a query:

46. Select Create/Manage Queries. 

47. Select the desired query. The Edit Query page appears.

48. Click Delete Query. 
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The query is deleted from the Run Query list of the Process Reports page.

Exporting Query Results

Query results can be exported to an Excel formatted file from the Process Reports page.

 To export query results:

49. In the Run Query list, select the name of the desired query.

50. Click Go. The search results appear.

51. Click Send to Excel.
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52. Click Save.

53. Select the location on your computer to save the file.

54. Click Save.

NOTE: List item codes are not downloaded to the Excel output.

Viewing and Modifying Report Information

Opening an Expense Report

On the Process Reports page, select the desired expense report (click anywhere in the row – except the check box – that contains the expense report information). The report opens in the summary view. 
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Viewing Report Totals

55. On the expense report, select Details > Totals.
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The Report Totals window appears. 
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56. Click Close.

Viewing and Uploading Receipts

The processor uses the Preferences "show receipts" option to set whether the receipt view opens automatically when the report is opened for viewing - this is helpful for speeding the image to expense report verification. When they do this, the Receipt Management How-To window appears with information about how to work with receipts. The processor can then read the information, dismiss the window, and view the existing receipt images at both the expense report and line item expense entry levels They can also upload additional images for either level from a local folder.

Refer to the Setting the Process Reports Page Preferences section of this guide for more information about setting auto-view for images.

Verifying Receipt Images for the Expense Report and Line Items

 To view images associated with the expense report:

57. Search for and open the expense report.

58. If the Preferences > Automatically show receipts when the report is opened setting is selected, the receipt loads in a third pane (note that pop-up blockers may prevent display - disable this browser option to view the image):
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59. If the Preferences > Automatically show receipts when the report is opened setting is not selected, the processor chooses the receipt view behavior:
· Select Receipts > View Receipts in new window
· Select Receipts > View Receipts in current window
The processor verifies the receipt image that displays for validity and accuracy, then moves to the next image, or approves the report at this time.

Verifying Receipt Images for Line Item Expense Entries

To verify that the correct receipts are attached at the line item level, the processor can choose from the following options:

· Hover over the Receipt Image Available icon [image: image23.bmp] to display the image for verification:
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· Open the expense entry in Detail view, then click the Receipt Image tab to view the receipt image:
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 To attach images to a report:

60. Select Receipts > Attach Receipt Images. 
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61. The Receipt Upload and Attach window appears. 
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62. To attach a receipt to an expense entry, select the check box for the desired expense entry. 

63. Click Browse.

64. Navigate to the image, then click Open.

65. Click Upload.

66. Optional: Repeat steps 3 - 5 until all images are uploaded.

67. Click Close in the Receipt Upload and Attach window.

The processor verifies the receipt image that displays for validity and accuracy, then moves to the next image, or approves the report at this time.

NOTE: The processor can always attach new images to the report by using the Receipt Upload and Attach window without selecting an expense entry.
Working With Receipt Affidavits

When a user must add receipt images to expense report line items, but cannot provide them, they may instead agree to digitally sign an affidavit that can be submitted instead of the actual imaged receipts. This way, the report may be submitted in a timely manner and at the same time comply with company policy on receipt submittal. 
For the processor the only task is to confirm that, for the report entries requiring receipt images, the affidavit is attached instead. This is because the user’s delegate, proxy, and the processor are denied the ability to change the affidavit. If a receipt image is found and must be attached, it is the processor’s task to simply return the report with the associated reason code (this is mandatory) so that the correct image file can be attached.

Refer to Expense: Receipt Handling – Digital Receipts Setup Guide for more information.
Viewing Comments on a Report

68. On the expense report, select Details > Comments.
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The Comment History window appears.
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NOTE: You can view and also add comments using this window.

69. Click Cancel.

Viewing Allocations

Processors can view and modify the expense allocation details.

NOTE: Depending on your expense configuration, you may not be able to edit the allocation fields.

 To view allocations:

On the expense report, mouse-over the allocation icon [image: image30.bmp] to view the allocations.
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 To modify allocations:

70. On the expense report, select Details > Allocations. The Allocations for Report window appears.
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71. Select the check box next to the desired expense. More than one expense can be selected.

72. Click Allocate Selected Expenses. 
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73. The allocation details appear in the right pane.
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74. Make any necessary changes.

75. Click Save.

76. Click Done.

Viewing Itemizations

Processors can view the expense itemization details and modify selected details. The itemization details icon can be clicked at the top of Expenses to expand or contract the itemization list for all expense items. Individual expense itemization lists can also be expanded or contracted using the itemization details icon.
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 To view and modify itemizations:

77. On the expense report, click the itemization details icon ([image: image36.bmp]) for an expense that contains itemizations. 

The itemizations appear in list format.
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78. Select an itemization row. The itemization details appear in the right pane.
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79. Make any necessary changes.

80. Click Save.

Viewing Cash Advances

Processors may review cash advances using the Cash Advance Assigned to Report window available when a report is opened. 

NOTE: This window is entirely read-only and for viewing purposes only.

 To view the Cash Advances Assigned to Report window: 

81. With the expense report opened for viewing, select Details > (Cash Advances) Assigned.
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The Cash Advances Assigned to Report window appears.
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Depending on configuration, the cash advance amounts may display in the cash advance currency and the user's reimbursement currency:
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	Field
	Description

	Cash Advance Name
	The name of the cash advance.

	Foreign Amount
	The cash advance, in the requested currency.

	Exchange Rate
	The exchange rate between the requested currency and the user's reimbursement currency. 

	Amount
	The original balance of the cash advance in the employee's reimbursement currency.

	Balance
	The unused amount in the employee's reimbursement currency. This is based on all submitted reports.

	Amount Used in Report
	The total amount of the cash advance entries in the current report. 


82. Click Cancel to dismiss the window.

Viewing the Audit Trail

Processors can view the audit trail for an expense report. This page is read-only.

 To view the audit trail:

On the expense report, select Details > Audit Trail.
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The Audit Trail window appears.
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Typical actions that generate a report-level row:

	Action
	Description

	Report Submission
	Whenever a report is submitted, a row is generated.

	Approval or Payment Status Change
	Whenever the system or any user changes the approval or payment status of a report, a row is generated.

	Comment Editing Status Change
	Whenever a comment is no longer editable on the report, a row is generated.

	Exception Generation
	Whenever a report is submitted that contains exceptions, a single row is added to the audit trail with each report level exception that exists, including flag, code, and level. 

	Report Level Field Edits after Submit
	Whenever a field on a report is changed after it has been submitted, a row is generated.

	Clearing Exceptions
	Whenever exceptions are cleared, a row is generated.

	Receipts or Images Received
	Whenever receipts or images are marked as received, a row is generated.

	Sent Back to Employee
	If an entry is deleted while a report is in Resubmit status, a row is generated.

	Manual Payment to Employee
	If an entry within an expense report is paid manually to the employee, a row is generated.

	Payment Hold
	If an expense report enters payment hold, a row is generated.


Typical actions that generate an entry-level row:

	Action
	Description

	Comment Editing Status Change
	Whenever a comment is no longer editable on an entry, a row is generated.

	Exception Generation
	Whenever a report is submitted that contains exceptions, a single row is added to the audit trail with each entry-level exception that exists, including flag, code, and level. 

	Entry Level Field Edits after Submit
	Whenever a field on an entry is changed after it has been submitted, a row is generated.

	Partially Approving or Rejecting an Entry
	Whenever the system or a user partially approves or rejects an entry, a row is generated.


Viewing Workflow and Adding Additional Workflow Steps

Processors can review the approval workflow for an expense report. Depending on configuration, the Expense Processor Manager and Expense Processor can add additional approvers to the workflow process. If additional approvers are added to the workflow, the expense report will go to the added approvers upon completion of the Expense Processor tasks.

 To view the approval flow:

On the expense report, select Details > Approval Flow.
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The Approval Flow for Report window appears.
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 To add an approval step:

The Processor can add approval steps before or after certain workflow steps.

NOTE: If the processor adds steps after their own step, the final approval will cause the report to move into the Processing Payment status for extraction. The report will not return to the processor unless either an additional processor step is explicitly added or the processor recalls the report to the previous processor workflow step using the Recall to Processor option.

83. Click the Add a step before this step button to assign a new approver to the workflow prior to the desired step.
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84. Click the Add a step after this step button to assign a new approver to the workflow after the desired step.
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85. Click Save Workflow. The Expense Report page appears. 

 To remove a workflow step:

86. Click the Remove this step button to remove a workflow step.
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87. Click Save Workflow. 

Viewing Trip Itinerary

The processor can view the Travel trip itinerary details.

 To view report header information:

88. On the Process Reports page, open the desired expense report. The expense report appears, with the itinerary icon next to the associated expense.

89. Mouse-over the itinerary icon to view itinerary details. This example shows the airfare icon:
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90. Click the X in the upper right corner to close the itinerary details.

Viewing Report Header Information

Report header information, including report header fields and any associated requests, can be viewed from the Expense Report page.

 To view report header information:

91. On the expense report, select Details > Report Header.
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The Report Header window appears, along with any associated request information under the appropriate tab:
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92. Make any necessary changes.

93. Click Save.

Clearing Exceptions

Exceptions can be cleared from an expense report up to the point at which they are approved and ready for extract (and beyond). At this point the exception remains with the report. When an exception is cleared the system will clear all exceptions within the report, including the report, expense entry, and sub-entry levels. Once an exception is cleared, it becomes inactive and an entry is recorded within the audit trail.

NOTE: If you are assigned the Expense Processor (Audit) role, you will be unable to perform this task.

 To clear report exceptions:

94. On the Process Reports page, search for the expense reports that are to have exceptions cleared.

NOTE: The exceptions remain associated with the reports through the audit trail. The exception level is included in the exception level total stored at the report level.

95. Select the check boxes next to the desired expense reports. 

96. Click Clear Exceptions. All exceptions are cleared, including the report level, entry level, and sub-entry level, and the exception icons turn blue.

Changing Field Values

Depending on your configuration, Expense Processors may be able to modify the values of some of the expense report fields. The field access is generally controlled using the form definitions in Administration > Expense > Forms and Fields. However, some specialized fields and functionality prevent modifications by the Expense processor. These fields will appear as read-only to the processor.
Some fields that cannot be changed by the processor are:

· Amounts for Mileage expense types where the amount is calculated from the distance traveled and applicable rate

· Any expense type with the amount set by a calculation formula

· Amounts for fixed daily allowance expenses generated by the Travel Allowance function

For information on changing an expense type, refer to the Changing Expense Types section of this guide.

 To change a field value:

97. On the expense report, select the desired expense entry. The expense details appear in the right pane.  

98. Enter the new field value.

99. Click Save.

Printing the Report

All Expense Processors can print expense reports created by employees who are within the groups the Processor has rights to administer. 

 To print the expense report:

100. On the expense report, click Print/Email.

101. Select the desired print format (Detailed Report shown below).
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The reports available for printing are configured by your company, the following table lists some typical examples:


	Field
	Description

	Receipt Report
	This report shows all of the expenses that require a receipt. The report should be printed and submitted along with your receipts to your Accounting department.

	Detailed Report
	This report shows all of the report details, based upon the following choices:

Expenses: Select this option to print out the expense entries. You can further select whether to print the itemization information.

Totals: Select this option to print only the report totals.
NOTE: Both the Expenses and Totals check boxes can be selected; you do not need to select one or the other.


NOTE: Depending on whether the Prompt to display print options check box is active in the Expense Preferences area of Profile the different print options may or may not appear. If they do not appear, a preview of the report appears instead, allowing you to print the report. The options provided for the preview and print feature are based on the options selected for the last report printed. For example, if you printed a Detailed Report last, and you are not prompted to select the format, the preview and print format will be for a Detailed Report.

102. The following options may be configured for the reports:

· Select or clear the Show Expenses check box, as desired.

· Select or clear the Show Itemizations check box, as desired.
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103. Click Print. 

Changing Expense Types

The processor has the ability to change expense types for expense entries even if they do not share a form. However, certain restrictions are enforced when changing expense types under either scenario. In order to change an expense type on an entry:

· The expense entry form must be configured to allow the processor to modify the Expense Type field. 

· Refer to the Expense: Forms and Fields Setup Guide for more information.

· The expense entry must not be a parent expense entry to itemizations.

The processor will not be able to modify the following expense types:

· Mileage

· Cash Advance

· Cash Advance Return

· Currency Gain/Loss

· Travel Allowance Expenses

The following actions will occur when the processor changes an expense type:

· Entry Save audit rules will run

NOTE: Please note that Report Submit rules will not run

· If the new expense type has a different vendor list, the vendor list field will be cleared

· If the new expense type uses a different form, the form is redrawn with the correct shared fields, additional form-specific fields, and removal of all non-associated fields

· Refer to Changing Expense Types Across Forms for more information.

· Allocations will remain the same

· Attendees will remain the same

· Comments will remain the same

· The audit trail will be updated with a record noting the change

 To change an expense type:

104. On the expense report, select the check box next to the desired expense. The expense details appear in the right pane. 

105. Select the new expense type in the Expense Type field.

106. Click Save.

Changing Expense Types Across Forms 

If the change you performed requires the system to display a different form (Default, Entertainment, etc.), that form displays and changes are made as explained in the example below.

Example: Expense Type Change - Dinner to Business Meal (Attendees)

Assume an expense type of Dinner (shown below) should have been set by the user as Business Meal (Attendees):
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When the processor changes the expense type in this form, the new form displays shared fields, adds new form-specific fields, and removes all non-associated fields. In this example, the Attendee grid displays, along with any Custom fields added to the Entertainment form by the company:
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Now, the processor is permitted to make changes based on their access rights for the new form. In this example, this may mean they are restricted from filling out some fields. The processor may need business meal attendee information as well. In this case, they fill out what they can, and send the report back to the original creator for completion. Note that, since the Split Report feature is supported, the processor may approve selected entries, and return others to the employee for completion.

For more information about using the Split Report feature, refer to Split Expense Report on Approval Fact Sheet.

Reversing Changes – Retrieving the Data for Erased Fields 

If an expense type change must be reversed, the original values will appear for all shared fields between forms. However, fields removed on the initial change will not retrieve their original values. These values are captured in the audit trail, which the processor should reference to replicate the original report.

Best Practice: Blocking Reports With Exceptions

Until a company is satisfied with the unintended error rate caused by processor changes under this new feature, they should disable the workflow step setting Can exit step with blocking exceptions. Doing this prevents a report from moving through the workflow step until blocking exceptions are cleared. This alerts the processor to their error and prevents submission of reports that adversely impact the client financial system.
Configuration


The client should work with their Expense representative to set the workflow setting as required for the specific workflow step.
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In addition, if the access rights for the processor to selected fields should be changed, the client should work with Concur to change these rights.
Emailing the Report with Comments

The processor can email a copy of the report with comments. 

 To email the report with comments:

107. On the expense report, select the report type output you want (Receipt; Detailed; or custom) from the Print/Email menu.

108. Click Email in the upper-rightmost section of the report output page, and enter the email recipient name and any comments you want to pass along.
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109. Click Send.

· The Email feature uses the user’s local email program to send the email. For this reason, the emails are not audited or logged. To ensure that the comments are preserved in the report audit trail, use the Send Back to Employee functionality.

Modifying Report Status

Setting the Receipt Status of a Report

Receipts can be marked as received or not received at the expense report level. Using this functionality marks the paper receipts as received or not received for the entire expense report. 

NOTE: If you are assigned the Expense Processor (Audit) role, you will be unable to perform this task.

 To mark receipts received or not received for a report:

110. On the Process Reports page, search for the expense reports that are to have the receipt status changed.

111. Select the check boxes next to the reports you will mark a common receipt status for.  

112. Select Mark Receipt Status > Receipts Received or Receipts Not Received. The Receipt Status column changes to reflect the new information.
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Setting the Receipt Status of Expense Entries

As you review the expense entries, you can edit the type of receipt that the employee has indicated is available

NOTE: If you are assigned the Expense Processor (Audit) role, you will be unable to perform this task.

 To update the receipt status:

113. On the expense report, select the check box next to the desired expense. The expense details appear in the right pane.

114. The Receipt Status list allows up to three options: No receipt, Receipt and Tax Receipt. In most cases, the user has indicated which type of receipt is available but may not have included that receipt in the images or paper receipts submitted with the report, or may not have accurately identified a tax receipt. The processor may change this value to accurately reflect what is available.

115. Click Save. 

116. Repeat the above steps until the status of all of the receipts are  updated.

Setting the Review Status of Expense Entries

As you review the expense entries, you can mark the individual items or groups as reviewed. Once the items are marked, the Reviewed column is updated with the new information; however, if you do not have the Reviewed column set up to display on the page, you will not see this information change.

Itemized entries can be marked reviewed with the same process. Click the itemization details icon ([image: image59.bmp]) to expand the list of itemizations, then follow the process below.

NOTE: If you are assigned the Expense Processor (Audit) role, you will be unable to perform this task.

 To mark an expense entry as reviewed:

117. On the expense report, select the check box next to the desired expense. The expense details appear in the right pane.
118. Select Yes from the Reviewed list to mark the entry as reviewed.
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NOTE: The Receipt Status field is used with VAT configuration, and does not indicate that the receipt was reviewed.

119. Click Save. 

120. Repeat the above steps until all of the review statuses have been updated appropriately.

 To mark multiple expense entries as reviewed:

121. On the expense report, select the check boxes next to the desired expenses. The right pane displays the review status options.

122. Click Mark as Reviewed.
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123. The Reviewed field for the selected expense entries is updated to Yes.
Sending an Entire Report Back to the Previous Processor Workflow Step

If an entire expense report requires modification by the processor while in the Processing Payment status it can be recalled to the previous processor step in workflow. This allows the processor to review and correct details in the report prior to payment.

NOTE: Configuration in the Settings tab of Workflow is required to enable the recall functionality for the processor - refer to Expense: Workflow - General Information Setup Guide.

To do this, the processor uses the Recall to Processor button, available under the following circumstances:

· When the report has not yet been extracted or paid

· When any payments for that report are in open batches for Expense Pay

· When a processor workflow step was skipped, the result of the recall to now include that previously skipped step in the updated workflow

· Only when the report has passed a Processor step, but not during the time it is in a Processor's queue (this prevents recall under a two-processor workflow model where the report is with, or pending, the second processor)

 To send an expense report back to the previous workflow processor step:

124. Click Process Reports to open the processor report list page. 

125. Double-click the report to open it in detail view.

126. Click Recall to Processor - a confirmation window appears to confirm the action.
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The employee who originated the report does not receive an email notification on recall, but will receive notification when the report proceeds past the processor step it was recalled to.

Sending an Entire Report Back to the Employee

If either an entire or part of an expense report requires modification by the employee before it can be approved, the processor can send the report back to the employee, allowing the employee to edit and resubmit the report. A reason code must be selected when doing this, for example, Missing Receipt.
NOTE: Depending on your company's configuration, you may be allowed to send back one or more selected expenses (split report) without sending back the entire report. Refer to Sending One or More Expenses Back to the Employee in this guide.

 To send an expense report back to an employee:

127. On the expense report, click Send Back to Employee.

[image: image63.png]Office Supplies puwsns

Summary  Detalsv  LstSettngs  Receplsv  Print/Emaiv

Expenses View [ summary

[u] Transaction D... | ExpenseType | Receipt Status | Reviewed Enter Vendor ... | City Amount| Api Business Pur... | Cust | g0t 5ummary
[5] oam2r2014 Offce Supples 11 o OffceDepot  Seaffe..  525.00 525 Offce Supples P

Amount Due Company  Amount Due Empioyee
000 52500





128. The Send Back Report window appears.
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129. Enter comments as needed explaining why you are returning the expense report.

NOTE: It may be helpful to remind the approver/processor that the approved amount field is reset to the "Claimed Amount" when a processor 'sends back' an expense.
130. Click OK. The expense report is returned to the employee.

Sending a Report to Another Approver

The processor can send the report to an additional approver, if necessary. 

 To send an expense report to another approver:

131. On the expense report, click Send to Approver. The Send Report to Approver window appears.
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132. Select the desired approver.

NOTE: To return the report to the user's approver, you may need to first determine the name of the approver in the audit trail.

133. Click Send to Approver.

Deleting a Report

Only the Expense Processor Manager can delete an expense report, and only when the report is submitted and does not have a workflow status of Final Approval and Payment. Note that this option is typically used only for test reports that you want to individually delete from the system rather than deleting all test reports at once. 
Deleting Unsubmitted Expense Reports

An unsubmitted report can be deleted, but only by the original employee or an admin acting as a proxy for the employee. Additionally, when deleting an unsubmitted report, the bulk delete action is disabled by the system.

Refer to the Expense: Test User Setup Guide for more information.

· WARNING: Deleting an expense report permanently removes the report from the system, including any record of the report or its contents. Therefore, we recommend only deleting test reports. This option should be used with extreme caution as there is no way to recover the deleted report.

 To delete reports:

134. On the Process Reports page, search for the expense reports that are to be deleted.

135. Select the check boxes next to the desired reports. 

136. Click Delete Report.

Approving Reports and Expenses

Approving Reports

The processor can approve reports.

NOTE: In cases when the Expense Processor qualifies as the Authorized Approver, the report will be limit approved. An expense report will be limit approved when approved by a qualified Authorized Approver regardless of the step at which it is approved even if the Authorized Approver is acting as an Expense Processor and approving the report at an Expense Processor step. 
 To approve a report:

On the expense report, click Approve.
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 To approve multiple reports

Select multiple reports that have the same status, click Change Approval Status.
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NOTE: The Change Approval Status button is only available when all selected reports have the same status.

Partially Approving or Rejecting an Expense Entry

Typically, the processor approves the individual expense entries for the full requested amount. Depending on configuration, the processor may be able to lower the approved amount of the expense entries. If you do not have the ability to change the Approved Amount, the field will be read only.

NOTE: If the Approved Amount field value is set by a system calculation (such as a Fixed Allowance expense for Travel Allowance), or is set by an expense type calculation formula, or a specialized expense type such as Mileage, the processor will not be able to modify it. 

NOTE: Depending on your company's configuration, you might be allowed to send back one or more selected expenses without sending back the entire report. Refer to Sending One or More Expenses Back to the Employee on the following pages.

Each expense entry item and itemization listed within the expense report can be partially approved or rejected. To view the itemization entries, click the itemization details icon ([image: image68.bmp]) to expand the itemization list.

· IMPORTANT: If you have itemized entries, you will be unable to partially approve the parent entry; rather, you would adjust the amount of the itemizations within the parent expense.

 To partially approve or reject an expense entry item:

137. On the expense report, select the check box next to the desired expense. The expense details appear in the right pane.

138. Change the amount within the Approved Amount field (re-setting the amount to zero will reject the entire expense amount).
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139. Enter comments in Comment as necessary.

140. Click Save. The expense entry is partially approved or rejected.

NOTE: If you do not change the amount in the Approved Amount field, the expense will be considered fully approved.

 To reject an entire parent expense entry:

NOTE: It is not necessary to view the itemization details to perform this action. However, performing this task will reject the entire itemized entry, so you may want to review the details before taking action.

141. On the expense report, select the check box next to the desired expense. The expense details appear in the right pane.
142. Click Pay Zero. 

[image: image70.png]Expense

Total Amount: $971.32  Hemized: $97132| Remaining: §

Room Rate:

Taneaina
ocoseare

f——
R
v

[t vt

Ciy
[ oo Lo

Payment Type

oo s
e rocet

Comment

“Aftach Receipt





143. The Approved Amount is displayed as zero (0) and in read-only format for the parent and all of the associated itemized entries.

· IMPORTANT: Once you click Pay Zero, you cannot change the approved amount value. The expense entry and all itemized sub-entries are all rejected. If this rejection was done in error, the employee must re-create and resubmit the report.

144. Enter comments as necessary.

145. Click Save. The entire itemized expense entry is rejected for the expense report.

Sending One or More Expenses Back to the Employee (Split Report)
Depending on your company's configuration, you may be able to send one or more expenses back to the employee – without returning the entire expense report. The remaining expenses on the report are then approved and moved to the next workflow step.

NOTE: Send Back Expense is not always available. Refer to Eligible Entries on the following pages.

 To send one or more expenses back to an employee:

146. Select the desired expense so the expense details appear on the Expense tab.

147. On the Expense tab, select (enable) the Send Back Expense? check box.

148. Click Approve. The Send Back to Employee / Expenses to Send Back window appears.
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149. Enter a comment explaining why you are returning the expense(s).

150. Click OK. Then, Expense automatically:

· New report:

· Creates a new report named "Addendum to: <report name>" using the report header information from the original report along with any report-level exceptions

· Attaches the selected expenses along with any entry-level exceptions

· Adds an audit trail item, which includes the original report name and report ID 

· Returns the newly generated report to the employee along with the approver-entered comment

· Original report:

· Approves the remaining expenses on the original report

· Adds an audit trail item, which includes the newly generated report name and report ID 

· Moves the original report to the next workflow step

Eligible Entries

Not all entries can be split from the original expense report and sent back to an employee. They are:

· Any expense on a report that is associated with a cash advance; these reports must remain intact as the expenses are interdependent with these options
· Any expense that is a Travel Allowance expense cannot be split; these reports must remain intact
· Itemizations (the "child" entries of an itemized expense) – The entire itemized expense (the "parent") must be sent back to the employee; the individual itemizations cannot be sent back

· Any expense entry marked as Personal

· If a request (travel request, authorization request) is associated with the report
In these cases, the Send Back Expense? check box does not appear on the Expense tab.

Returning all Expenses

If a processor returns all expenses on a report using the Send Back Expense? check box, Expense assumes that the entire report should be returned. Expense does not create the "addendum" report; Expense instead returns the original report as if the Send Back to Employee function had been used. This means the processor will need to add one or more reason codes explaining why the report is being returned just as they would if the send back functionality had been used.
Manually Paying a Report

When the expense report has changed status to Processing Payment, it is possible to pay the employee outside of Concur for the expense report amount. 

The purpose of manual payment is to record payment of the net amount due to the employee by some other method than through the normal accounting extract. You can also use manual payment to conclude cash transactions or company card transactions in which the report amount due is zero and that the employee had paid and marked as personal. Reports with zero amount due will never be set to Paid without the Manual Pay function. The Manual Pay function will update the paid status of the report if all the rows on the report are paid to the employee, or if amounts due to a corporate card have already been extracted. If there are amounts due other than to the employee which have not yet been extracted, then the report will remain in the processing payment status.

· IMPORTANT NOTE: You can use Manual Pay only if the expense report has cash transactions, none of which have been extracted, and is in Processing Payment status. 

· IMPORTANT NOTE: Any report that is manually paid will not have employee payable rows be extracted to the financial systems. These journal entries will have to be manually added to those systems as needed.

When Manual Pay is Unavailable

There are conditions that prevent the use of the Manual Pay button. Manual Pay cannot be used if:

· All of the entries on the report are corporate card entries
· The report contains no cash transactions
· The report has entries which are configured to use Expense Pay as the reimbursement method

· To manually pay a report which is configured to use Expense Pay as the reimbursement method, refer to the “Manually Reimbursing Employees” topic in the Payment Manager for Expense Pay User Guide.
 To manually pay an employee:

151. On the Process Reports page, search for expense reports that have the payment status of Processing Payment.

152. Open the desired report. 

153. On the expense report, click Manual Pay.
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154. On the Change Approval Status page, enter the required information.
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155. Click OK. The expense report displays the Payment Status information updated to Paid, assuming any other amounts due to a company card have already been extracted. This action also updates both the journal entries and audit trail for auditing and extract purposes.

NOTE: When journal entries are set to Paid, then those report details will not be extracted. The purpose of Pay Employee Manually is to mark amounts due the employee as Paid to represent some action taken outside of Expense. Extracting these journal entries would risk duplicate payment of those expenses.

Resolving Prepay Validation Exception Errors after the Approval Step
A Prepay Validation exception may display following approval by the Processor for payment (but prior to extract and payment). The system may create multiple journal records to represent itemizations, allocations, or any other circumstances that might be present to cause multiple records to represent portions of an expense amount in one or more currencies. The exception states that journal amounts do not total as expected for an expense and represents any issues found during a final quality check to ensure that the journal rows add up to the expected total for the expense prior to sending that information to the financial systems.  

These exceptions can sometimes be cleared using the steps outlined below. Once the steps are complete and the report is returned to workflow, the Prepay Validation step is executed and the report may successfully proceed at that time. However, if you find the resolution does not work, call Concur Support for additional assistance.
Prepay Validation Exception 01
To remedy this exception:

156. Recall the report;

· To the Processor: If the Recall to Processor feature is enabled, use this functionality
· To the Report Originator: If the Recall to Processor feature is disabled, return the report to the employee who created it

157. Re-save the flagged expense(s) to correct the journal entries.
TIP: In some cases the employee may need to recreate the expenses or the report itself to correct this issue.
158. Submit (employee) or Approve (processor) the expense report to place it into workflow.

The Prepay Validation step should now re-analyze the report successfully, which allows it to now correctly proceed to extract and payment. Again, if the report does not proceed after these steps, call Concur Support for additional assistance.
Prepay Validation Exception 02

This exception is often resolved using steps for Prepay 01. However, if the exception persists, recall the expense report a second time and perform the same steps, then approve the expense report again. This action will often clear the second exception and place the report into workflow for payment.
Prepay Validation Exception 03

This exception only appears at the Header level, and is displayed as an "Unexpected Error" in the error message. This exception is often resolved using steps for Prepay 01 where the report is recalled and then resaved.
Prepay Validation Exception 04 – Fringe Benefit Tax Not Configured

This exception appears when the Fringe Benefit Tax (FBT) configuration is incomplete. In this case, finish the configuration tasks and then follow the steps detailed above to resolve the journal totals.

Using the "Review in Progress" Message

You may occasionally have an expense report that requires further follow-up or research before you can make the appropriate authorization decision. You can use the "Review in Progress" feature to indicate to another processor that the report is being reviewed. 

NOTE: This feature was designed to assist companies that have multiple processors and companies that use the Concur's audit service. (The information about the audit service is described later in this section.)

IMPORTANT!

"Review in Progress" is not an approval status or a workflow status – it is simply a message or warning. It does not affect approval; it does not change the workflow; it does not actually prevent another processor from taking other processor actions (for example, sending the report back to the employee). It is intended to provide a warning to other processors that the report is under review.

In addition, the "Review in Progress" message appears only to the processor. The employee or approver will not see the message.

Marking a Report

Search for reports using your normal process – using the search area or by running a query – as described previously in this guide. Reports that are marked with the "Review in Progress" message are included in the results, for example, the Reports Ready for Processing query returns reports with and without the "Review in Progress" message.

 To mark a report:

159. Open the desired report. The report opens (as usual), and the Requires Review button appears.
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NOTE: You can mark a report only when the report is pending the processor step, like Approved & In Accounting Review. The Requires Review button does not appear if the report has any other status, such as Submitted & Pending Approval.

160. Click Requires Review. The Mark Review In Progress window appears.
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161. Enter a comment in the Comment field.

NOTE: The Review in Progress text appears by default in the Comment field. 

Viewing the Message

The message appears in several places and to all processors - not just the processor who originally marked the report.

It appears on the expense report in processor.
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· Notice the "Review in Progress" message at the top of the page.

· Hover the mouse pointer over the message to see the full comment, date, and processor's name.

It also appears in the Audit Trail for the processor (not visible to users or approvers).
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It also appears on the processor search results page.
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· In the Approval Status column, the "Review in Progress" message appears along with the date and the processor's name.

· The comment icon appears. Hover the mouse pointer over the icon to see the full comment.

Un-marking a Report

Once you have completed the follow-up review, you can remove the "Review in Progress" message (un-mark the report).

NOTE: The "Review in Progress" message can be removed by any processor - not just the one who originally marked the report.

You can either:

· Open the report, click Review Complete, add a comment, and click OK. 
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- or -

· Complete another processor action. For example, if you click Approve, a message appears indicating that the "Review in Progress" message will be removed if you continue. It does not prevent the action.
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Restriction - Taking "Bulk" Actions

The report cannot be un-marked by completing a "bulk" action, such as changing the approval statuses for several reports on the search results page.
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If you click OK in the Please Confirm box, the marked report is deselected and remains unchanged while the other selected reports are affected (in this case, the approval status is changed). 

Report Recall

For the most part, the user (employee) will never know that the report has been marked. There is no indication on the user's Report List page or in the Audit Trail (visible to the user).

However, a report with the "Review in Progress" message cannot be recalled. If the user attempts to recall the report, the user receives a message that the report cannot be recalled.

Concur's Audit Service

This feature is also used by the Audit Service. If your company uses Audit, note that the process is fundamentally the same for Auditors as for Processors. For example, either can mark a report and view a message; the Audit Trail comment appears to the Auditors and Processors (not users or approvers).

The main difference involves un-marking a report:

· A processor can mark and un-mark any report - even if the report was originally marked by an Audit Service auditor.

· An Auditor can mark any report but can only un-mark a report that was originally marked by an Audit Service auditor. An Audit Service auditor cannot un-mark a report that was originally marked by a processor.

External Validation via an Application Connector - Submitted Button
· In certain configurations, an Application Connector can be configured to send notifications to an external service  
· The Application Connector can be configured to send an "external validation (submit)" notification

· In this configuration, while the report is in the "External Validation - Submit" workflow step, the Submitted button appears

· Normally, the external workflow step would be quick, and the "Submitted" button will disappear once the report progresses to the next step in the workflow

· However, if the external service is delayed in sending a response, the "Submitted" button will persist  

· Clicking the "Submitted" button will cause the report to skip the external validation step and will send the report to the next stage in the workflow

[image: image82.png]SAP Concur Requests

Expense

Invoice  Approvals

Reporting ¥

Administration~ | Help~

Profile v &

Manage Expenses  Processor~

Test Report wews

Summary  Defails+  ListSettings  Receipts *

Expenses
Transaction Da.. | Expense Type

0610772023 Lunch

Print +

Reviewed
No

city Paym

Nashville, Tennessee  Cash

ent Type.

TOTAL AMOUNT

$25.00

View & | summary

Amount| Report Summary
52500 | Report Totals

‘TOTAL REQUESTED

$25.00

Amount Due Compa
$0





☼
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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