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Analytics Essentials and Analytics — Catalog

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: Overview

Analytics Offerings

Analytics Essentials is a no-cost reporting option that is available to clients using SAP
Concur's Standard Edition if they have not already purchased SAP Concur's
Intelligence product. Essentials users can:

e View all standard dashboards and reports
e Use selected Actionable Analytics notifications/alerts
Analytics is a purchased product that is available to clients using SAP Concur's

Standard Edition if they have not already purchased SAP Concur's Intelligence
product. Analytics users can:

e View all standard dashboards as well as create custom dashboards

¢ View all standard reports as well as create and schedule custom reports
e Share custom dashboards and reports with the rest of the company

e Use all Actionable Analytics notifications/alerts

The features described in the guide apply to both Essentials and Analytics users
unless otherwise noted.

Two Guides

There are two guides available for Analytics Essentials and Analytics:

e Analytics Essentials and Analytics Dashboards and Reports Catalog: This
guide provides samples of all of the dashboards and reports.

e Analytics Essentials and Analytics User Guide: This guide provides information
about permissions; locating, customizing, filtering, searching, saving,
scheduling, etc. the dashboards/reports; and Actionable Analytics.

Click in the upper-right corner of the page to access the guides and release notes.
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Administration~ | Help~

SAP Concur Travel Expense Invoice  Approvals | Analytics  App Center
p pp yti pp )
Profile ~ -
E22 AnalviicsH . ) .
=== Analytics Home ViewAs: Finance Administrator 2
‘ & User Guide @
A||TI|ES ‘ Shared with my company @ Carlc
@@ ( Release Notes
© SPEND <> % @ ACCRUALS <> % @ TOTALPOLICY EXCEPTIONS T R
Current: Month Quarter Current: Manth Quarter Current: Month Quarter
Total Spend (USD) Days Remaining Accruals (USD) Number of Exceptions Days Remaining
1,572 W o13% 15 12!344 71 W 7sT% 15
less than Q2 2019 83.7% of quarter complete less than Q2 2019 (270) §3.7% of quarter
M Pending [ Approved [l Unsubmitted

Data — Near Real Time

The data for the dashboards and reports is refreshed near real-time. Approximately
every 15 minutes, data is collected from the transactional database and then the
dashboards and reports are updated.

Permissions

| Refer to the Analytics Essentials and Analytics User Guide for information
about the required permissions.

Section 2: Dashboards - General Information

Essentials and Analytics
Essentials users can view all standard dashboards.

Analytics users can view all standard dashboards and create custom dashboards.

| Refer to the Analytics Essentials and Analytics User Guide for information
about customizing dashboards, searching, and icons.
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Types of Dashboards

The dashboards provide a graphic view of spend, accruals, exceptions, etc.

Administration~ | Help~
SAPConcur [C] = Tavel  Bpense  Imoice  Approvals | Anabtics | App Center ®
Profile ~
-
T . ) .
HH Analytics Home View As: | Finance Administrator ?
Expense Overview @ Edit
© SPEND € ACCRUALS © TOTAL POLICY EXCEPTIONS
Current: Month Quarter Current: Manth Quarter Current: Month Quarter
Total Spend (USD) Days Remaining Accruals (USD) Number of Exceptions Days Remaining
1,572 v 1 15 12,344 71w 15
less than Q2 2019 83.7% of quarter complete

less than Q2 2019 (270) 83.7% of quarter

M Pending [ Approved Il Unsubmitted

© TOP 5 SPEND BY CATEGORY © TOP 5 ENTRY EXCEPTIONS BY CATEGORY
Current: Month Quarter Current: Month Quarter
Category Previous 4 quarters Current quarter
96.1%
Meal _ ° Entertainment _— 13
OTHER - Ground Transportation _—— 11
- . $1,511.00 of
pelecom/Ints > Telecom/Internet ——
- $1,572.00 10
enertsioment [ OTHER - 10

5 30

&

Percent of Total Spend

There are two types of dashboards:

e Persona: A "persona" dashboard is a set of graphic tiles that are designed for
specific people in the company - like Department Managers or the company's
Financial Administrator — so they can track the data that best applies to them.

¢ Functional: A "functional" dashboard focuses on specific data (like spend),
includes a report tile, and is dynamic. When the report tile on the dashboard
is modified (filtered), the associated graphic tiles reflect the modifications.

There are several dashboards:

Dashboard Type Description

Expense Persona This dashboard is designed for the Department Manager

Overview to be able to track their department expenditures.

Invoice Overview | Persona This dashboard is designed for the Department Manager
to be able to track their department invoices.

Financial Persona This dashboard is designed for the company's Financial

Administrator Administrator to be able to track the company's

Overview expenditures.

Spend Analysis Functional This dashboard has several related graphic tiles.

Changing filtering options affects all tiles.

Details about the dashboards are provided on the following pages.
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Section 3: Persona Dashboard — Expense Overview
Dashboard

This dashboard provides a graphic view of Expense spend, Expense accruals, etc.

Administration~ | Help~
SAPConcur [C] = Tavel  Bpense  Imoice  Approvals | Anabtics | App Center ®
Profile ~
-
EEE Analytics Home View As: = Finance Administrator ?
Expense Overview @ Edit
© SPEND € ACCRUALS © TOTAL POLICY EXCEPTIONS
Current: Month Quarter Current: Manth Quarter Current: Month Quarter
Total Spend (USD) Days Remaining Accruals (USD) Number of Exceptions Days Remaining
1,572 v 1 15 12,344 T1lwn 15
less than Q2 2019 83.7% of quarter complete

less than Q2 2019 (270) 83.7% of quarter
let

M Pending [ Approved Il Unsubmitted

€ TOP 5SPEND BY CATEGORY € TOP 5 ENTRY EXCEPTIONS BY CATEGORY
Current: Month Quarter Current: Month Quarter

Category Previous 4 quarters Current quarter

Meal _—— 26

]
vet || 96.1% Entertainment - 13
]
]
|

Ground Trans.

Ground Transportation — 11
Telecom/Internet _— 10
OTHER —— 10

$1,511.000f
$1,572.00

Percent of Total Spend

Navigate to Expense Overview Dashboard

To navigate to the Expense Overview dashboard - in the main menu - the user can
click All or Expense to access the dashboard.

NOTE: This dashboard is only visible if the user's company has Expense enabled.

E2% Analytics Home

mms View As:  Finance Administrator 2
* All ~3 Expense Invoice Travel Q, Search Content..
@ Standard Content — Company Content User Content = Schedules
I Y . .
| Expense Overview @All Tiles - @Al Tiles . Expense Exception Analysis -
- / Report Level
Financial Administrator Overview
Combined Spend-lorag-26 Combined Spend & Accruals
Invoice Overview Expense Exception Analysis
v verview . N
Combined Spend-lora8-26 Report Entry Level
Dashboard sample :
Spend Analysis
Dashboard S: le 2 B Invoice Accrual
Travel Overview Expense Overview - KD 10oard sample £

Dashboard sample "
i tai seea
Allocation Details Expense Overview Brian Test
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Expense Overview Dashboard - Default Tiles

The tiles described below appear by default on the Expense Overview dashboard.

These default tiles can be viewed by all Essential users and viewed and edited by all
Analytics users.

L Refer to the Analytics Essentials and Analytics User Guide for information
about customizing dashboards.

Dashboard Tile: Spend

This tile shows the total spend incurred so far for the current selected period (month
or quarter) and compares it to the spend in the last comparable period. The total

spend includes only paid transactions. Accruals and unsubmitted transactions are
not included.

© SPEND
Current: Month Quarter
Total Spend (USD) Days Remaining
1w 54
less than Q2 2018 (60USD) 41.3% of quarter
complete

The Total Spend section shows the percentage and the total of change (amount)

from the current period to the previous period. Total spend increases when expense
reports are processed for payment.

Days Remaining

54

41.3% of quarter
less than Q2 2018 (60USD) complete

Total Spend (USD)

1 W 98.3%

Color indicators:

e Green text indicates that spend in the current period is less than the previous
period.

e Red text indicates that spend in the current period is greater than the
previous period.
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The Days Remaining section displays the number of days remaining in the current
period and the percentage of the remaining current period.

Days Remaining

54

41.3% of quarter
complete

Dashboard Tile: Accruals

This tile shows outstanding accruals, including:
e Total amount of unpaid expense reports
e Total amount and number of unsubmitted card transactions

The tile shows the amount of accruals (by month or quarter) in each of the accrual
statuses. The percentage per status is calculated based on the total accrual amount.

€ ACCRUALS
Current: Month Quarter

Accruals (USD)

5,443

W Unsubmitted B Pending [l Approved

When expense reports are processed for payment, this number will decrease as
accrued dollars are transferred from "accruals" to "spend."

The accruals total breakdown includes:

¢ Unsubmitted: When a user saves an expense report without submitting the
expense report, the amount is classified as unsubmitted.

¢ Pending: When a user submits an expense report, the expense report
amount is classified as pending.

e Approved: When a user submits an expense report for approval and it is
approved by the approver, the approved amount is classified as approved.
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The tooltip shows the total spend and the total number of transactions in each

status.
€ ACCRUALS
Current: Month Quarter
Accruals
Unsubmitted {15) $1,735
Pending (&) %508
Approved (3) $3,110

B Unsubmitted P Pending [l Approved

Dashboard Tile: Total Policy Exceptions

This tile shows the total number of policy exceptions (entry-level and report-level
combined; by month or quarter) on expense reports submitted by employees. This

includes submitted expenses reports that have been returned to an employee by the
approver.

€ TOTALPOLICY EXCEPTIONS
Current: Month Quarter

Number of Exceptions Days Remaining
43 v s07% 54
less than Q2 2018 (223) 41.3% of quarter
complete

The count in the Number of Exceptions section increases when expense reports
are submitted, with any entry-level and report-level policy exceptions.

Number of Exceptions Days Remaining
43w 507 >4
41.3% of quarter
less than Q2 2018 (223) complete
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Color indicators:

e Green text indicates that the number of exceptions in the current period is
less than the previous period.

e Red text indicates that the number of exceptions in the current period is
greater than the previous period.

The Days Remaining section displays the number of days remaining in the current
period and the percentage of the remaining current period.

Days Remaining

54

41.3% of quarter
complete

Dashboard Tile: Top 5 Spend by Category

This tile shows the top 5 spend categories by percentage (by month or quarter) and
provides additional details about each category.

This metric assists customers with understanding compliance and overall employee
satisfaction with the expense policy.

€ TOP5SPEND BY CATEGORY
Current: Month Quarter

Lodging - Tr...
Airfare 91.6%
Office Supplies
Car Rental $1,8890f $2,063

Entertainment

0 10 20 30 40

Percent of Total Spend
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Each bar (category) has a tooltip. This tooltip shows the total spend for each
category and the percentage of the total spend it represents by the selected period.

Lodging - Tr...

Airfare

Car Rental
$178

Office Supplies 8.6% of total spend

Car Rental

Entertainment

0 10 20 30 40

Percent of Total Spend

On the right side of the page is a graphic that shows how much these categories
represent — as a percentage - of total spend.

21.6%

$1.8890of $2,063
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Dashboard Tile: Top 5 Entry Exceptions by Category

This tile shows the changes in policy exception compliance over the past 10
(completed) months or 4 (completed) quarters for all exceptions and the top 5 spend
categories. In addition, it also shows the top 5 spend categories by exceptions over
the last 12 months.

€ TOP5ENTRY EXCEPTIONS BY CATEGORY
Current: Month Quarter

Category Previous 4 quarters Current quarter
Lodging - Track Hotel //———‘\\_——( 8
Spending

Airfare e T 3

Train B e — 3

Car Rental — 2

Other 1

The Category section shows the top 5 categories for the selected period.

The trend lines in Previous 4 quarters or Previous 10 months section shows the
previous — not the current — month or quarter.

Each bar (category) has a tooltip. This tooltip shows the total exceptions.

Category Previous 4 quarters Current quarter
Lodging - Track Hotel //,/—-—-\_——) 8
Spending

Airfare _— 3

Car Rental

Train — Exceptions: 8 L 3

Car Rental //—‘\RR———T% 2
Other 1

The Current Quarter/Month section shows the total exception count for the current
month or quarter.
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Dashboard Tile: Top 10 Spenders

This tile shows the ten employees with the highest transaction amounts.

€ TOP 10 SPENDERS
Current: Month Quarter

Employee Spend
both $1,708.33
caroline $300.00
lora $55.00

Standard Edition: Analytics Essentials and Analytics Dashboards and Reports Catalog
Last Revised: March 18, 2021
© 2004 - 2024 SAP Concur All rights reserved.



Dashboard Tile: Top 10 Users by Exception Count

This tile shows the ten employees with the highest number of audit rule exceptions.

Current: Month Quarter

Employee
caroline
both

lora
Kiranmai

kiran

€ TOP 10 USERS BY EXCEPTION COUNT

Number of Exceptions

17

16

12
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Section 4: Persona Dashboard - Invoice Overview

Dashboard

This dashboard provides a graphic view of Invoice spend, Invoice accruals, etc.

Invoice Overview

© INVOICE SPEND
Current: Month Quarter

Total Spend (USD) Diays Remaining
16,453 a 150555 25
more than 02 2018 {L0KUSD) 72.85% of quarter
complete

@ TOP 5 INVOICE SPEND BY CATEGORY
Current: Month Quarter

O 97.3%
) 416,014 of
Other Supplies
- $16.453
_—
0 15 0 as &0
Percent of Total Spend
@ TOP 5 INVOICE SPEND BY VENDORS
Current: Month Quarter
10000
2 78.8%
= 7300
t
g s
& $16,253 0
2500 $16,453

TestVe. TestVe_ TestVe. TestVe. TestVe.

# Edit

) INVOICE ACCRUALS
Current: Month Quarter

Invoice Accruals (USD)

848,358
..

M Aooroved [ Unsubmitted [ Pending

€ TOP 5 INVOICE SPEND BY EXPENSE TYPES
Current: Month Quarter

0,
o R o7
Office Equip... - $15.964 of
$16453
o 15 30 a5
Percent of Total Spend
A s 21244 - 201809

Navigate to Invoice Overview Dashboard

To navigate to the Invoice Overview dashb
click All or Invoice to access the dashboard.

oard - in the main menu - the user can

NOTE: This dashboard is only visible if the us

er's company has Invoice enabled.
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E2% Analytics Home

* All ~3 Expense Invoice Travel

@ Standard Content = Company Content
Expense Overview @Al Tiles
Financial Administrator Overview Combined Spend-lorag-26

Invoice Overview

Dashboard sample
Spend Analysis
Travel Overview Expense Overview - KD
Allocatior tails - P
Allocation Detail Expense Overview Brian Test

View As:  Finance Administrator ?
User Content = Schedules
: [C]
@All Tiles Expense Exception Analysis -
Report Level
Combined Spend & Accruals
Expense Exception Analys
Combined Spend-lorag-26 Report Entry Level
Dashboard Sample 2 Invoice Accrua
Dashboard sample
seeall

Invoice Overview Dashboard - Default Tiles

The tiles described below appear by default on the Standard Invoice dashboard.
These default tiles can be viewed by all Essential users and viewed and edited by all

Analytics users.

L Refer to the Analytics Essentials and Analytics User Guide for information

about customizing dashboards.

Dashboard Tile: Invoice Spend

This tile shows total invoice spend incurred so far for this period compared to the
spend at this point in the last comparable period.

Spend includes invoices that have been paid. Accruals and unsubmitted invoices are

not included.

€ INVOICE SPEND
Current: Month Quarter

Total Spend (USD)

5,415 a iuisx

Days Remaining

55

more than Q2 2018 {1.0kUSD) 40.2% of quarter
complete
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Dashboard Tile: Invoice Accruals

This tile shows the accrual amounts, which include all unsubmitted invoices as well
as invoices that have not yet been paid.

€ INVOICE ACCRUALS
Current: Month Quarter

Invoice Accruals (LISD)

280
I

Il Fending [l Ynsubmitted

This tooltip shows the number of invoices that have not yet been paid, as well as the
total amount of the invoices within that category.

€ INVOICE ACCRUALS
Current: Month Quarter

Invoice Accruals
Pending (1) £100
Unsubmitted (1) %180

Il Fending [l Unsubmitted

Dashboard Tile: Top 5 Invoice Spend by Category

This tile shows the top five invoice categories by total spend for the selected period
(month, quarter).

Spend includes invoices that have been paid. Accruals and unsubmitted invoices are
not included.
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€ TOP 5 INVOICE SPEND BY CATEGORY
Current: Month Quarter

Computer
0,

Advertising/_ 97.3%
Office Supplies

Other Supplies $£16,014 of

$16,453
Training
0 15 30 45 &0

Percent of Total Spend

This tooltip shows the total spend for each category and the percentage of the total
spend it represents by the selected period.

Computer
Advertising/_
Office Supplies
Other Supplies Office Supplies
$2.750
Training 16.7% of total spend

0 15 30 45 &0

Percent of Total Spend

This graphic shows how much these categories represent — as a percentage - of total
spend.

97.3%

$16,014 of
$16,453
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Dashboard Tile: Top 5 Invoice Spend by Expense Types

This tile shows the top five invoice expense types by total spend for the selected
period (month, quarter).

Spend includes invoices that have been paid. Accruals and unsubmitted invoices are
not included.

€ TOP 5 INVOICE SPEND BY EXPENSE TYPES
Current: Month Quarter

Office Supplies
Office Equip_ 100%
Marketing
Training $5,415 of $5,415

Internat

Percent of Total Spend

This tooltip shows the amount of invoice spend spent and the percentage of invoice
total spend by expense type.

Office Supplies

Office Supplies
$2,750

Marketing 50.8% of total spend

Office Equip...

Training

Internet

Percent of Total Spend

On the right side of the page is a graphic that shows how much these expense types
represent — as a percentage - of total spend.
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100%

$5415 of $5,415

Dashboard Tile: Top 5 Invoice Spend by Vendors

This tile shows the top five invoice vendors by total spend for the selected period
(month, quarter).

Spend includes invoices that have been paid. Accruals and unsubmitted invoices are
not included.

© TOP 5 INVOICE SPEND BY VENDORS
Current: Month Quarter

300

100%
225
= $420.00 of
B . $420.00

Vendord_4 Wendorl 1

Amount (USD)

]

This tooltip shows the total amount of invoice spend and number of invoices by

vendor.

300
a
=
= 225 Vendord 4
g Spend: $300.00
E 150 Invoice Count: 1
<L

) .

0
Vendord_4 Vendorl_1

On the right side of the page is a graphic that shows how much these vendors
represent — as a percentage - of total spend.
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100%

$420.00 of
$420.00

Section 5: Persona Dashboard - Travel Overview Dashboard

This dashboard provides a graphic view of Travel spend, Travel accruals, etc.

Travel Overview

) BOOKED TRAVEL
Current: Month Quarter

Booked Travel Amount
(UsSD)

4,545 v o

less than Q1 2019
(30.2kUSD)

) EXPENSED TRAVEL
Current: Month Quarter

Total Spend (USD)

174 W o53.1%

lessthan Q12019
(414U5D)

Category: % = & @ =

Avg Booking Amount (USD)

379

12 bookings
65 Avg Day Adv Booking

Category: ¥ = & @ #W -

Days Remaining

89

2.2% of quarter complete

© FUTURE BOOKED TRAVEL
Current: Month Quarter

Future Travel Amount
(USD)

3,278

9 bookings

© TRAVEL ACCRUALS
Current: Month Quarter

Accruals (USD)

246

& Edit

Category: % = & @ -~

Awvg Booking Amount (USD)

364

81 Avg Day Adv Booking

Category: ¥ = & @ W -

W Pending
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Navigate to Travel Overview Dashboard

To navigate to the Travel Overview dashboard - in the main menu - the user can
click All or Travel to access the dashboard.

EEE Analytics Home View As:  Finance Administrator ?
* All ~3 Expense Invoice Travel
@ Standard Content = Company Content @ User Content _O Schedules

Expense Overview @Al Tiles @All Tiles Expense Exception Analysis -

Report Level
Financial Administrator Overview . -
Combined Spend-lorag-26 Combined Spend & Accruals
Expense Exception Analys
Invoice Overview

- Py 8 rt Entry sel
Combined Spend-lorag-26 Report Entry Level

Dashboard sample
Spend Analysis

Dashboard Sample 2 n Invoice Accrua
Travel Qverview Expense Overview - KD 8 ple 2

Dashboard sample seeall
Allocation Details . - seea
’ Expense Overview Brian Test

NOTE: This dashboard is only visible if the user's company has Travel enabled.

Travel Overview Dashboard — Default Tiles

The tiles described below appear by default on the Travel Overview dashboard.
These default tiles can be viewed by all Essential users and viewed and edited by all
Analytics users.

| Refer to the Analytics Essentials and Analytics User Guide for information
about customizing dashboards.
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Dashboard Tile: Expensed Travel

This tile shows total expensed travel spend incurred so far for this period compared
to the travel spend at this point in the last comparable period.

Spend includes travel expenses that have been paid. Accruals and unsubmitted
travel expenses are not included.

€ EXPENSED TRAVEL
Current: Month Quarter Category: ¥ = & ©@ #
Total Spend (LUSD) Days Remaining
1,019 v 7« 20
less than Q3 2018 78.3% of quarter complete
(4.8kUSD)

NOTE: By default, the total spend shown on this tile represents all categories.

Dashboard Tile: Booked Travel

This tile shows booked travel by travel-related categories and selected period
(month, quarter).

It also shows the average booking amount, number of bookings, and the average
days advance booking for the selected period (month, quarter).

) BOOKED TRAVEL
Current: Month Quarter Category:  em &

Booked Travel Amount Ave Booking Amount (USD)

(Us0h)
4585 v ol

less than Q1 2019 65 Avg Day Adv Booking
(30.2kUSD)

Dashboard Tile: Future Booked Travel

This tile shows future booked travel by travel-related categories and selected period
(month, quarter).
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It also shows the average booking amount, humber of bookings, and the average
days advance booking for the selected period (month, quarter).

) FUTURE BOOKED TRAVEL
Current: Month Quarter Category: « = & @

Future Travel Amount Ave Booking Amount (USD)

i 459

9 18 5 Avg Day Adv Booking
2 bookings

NOTE: By default, the future booked travel shown on this tile represents all
categories.

Dashboard Tile: Travel Accruals

This tile shows the total amount outstanding as accruals in travel-related categories
for the selected period (month, quarter).

Accrual amounts include all unsubmitted card transactions as well as expense reports
that have not yet been paid.

NOTE: Travel tiles use the travel date in order to correspond with supplier reporting.

€ TRAVEL ACCRUALS
Current: Month Quarter Category: ¥ = & @ W

Accruals (USD)

8,935
s |

I Unsubmitted [ Pending [l Approved

NOTE: By default, the accrual amounts shown on this tile represents all categories.
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Section 6: Persona Dashboard - Financial Administrator
Overview

This dashboard is designed for the company's Financial Administrator to be able to

track the company's expenditures.

—— : | pey—
222 Analytics Home ViewAs: Finance Administrator

Financial Administrator Overview Z Edit

© SPEND © ACCRUALS © TOTALPOLICY EXCEPTIONS
Current: Month Quarter Current: Month Quarter Current: Month Quarter
Total Spend (USD) Days Remaining Accruals (USD) Number of Exceptions Days Remaining
1w 12 9,906 68 a 1isu 12
less than Q2 2018 (60USD) §7% af quarter

i 375 of -
more than Q2 2018 (31) 575 of quarter
complete complete

M Approved [l Unsubmitted [l Pending

 TOP 5 SPEND BY CATEGORY

© TOP 5ENTRY EXCEPTIONS BY CATEGORY
Current: Month Quarter

Current: Month Quarter

Current
Category Previous 4 quarters guarter
Airfare - T _— 11
100% :
_ e ‘ . / ’
Gas
) Lodging - Track Hotel - I
$10r$1 Spending - 8
Car Rental e T I 4
e Gas ] T 3

Percent of Total Spend

© PAYMENT METHODS

By: Month Quarter
© - - -
c
T o
=1
»
= $6,050
£ asterCard Corporate Card IBCP-US  $0
a
= $0
&
= | | | | | |

Navigate to Financial Administrator Dashboard

To navigate to the Financial Administrator Overview dashboard - in the main
menu - the user can click All or Expense, to access the dashboard.

NOTE: This dashboard is only visible to users who are provided the Financial

Administrator permission, as described in the Permissions section of this
guide.
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EEE Analytics Home View As:  Finance Administrator

* All ~3 Expense Invoice Travel

@ Standard Content = Company Content @ User Content _O Schedules
Expens rview @All Tiles

se Overview @All Tiles

ombined Spend-lora8-26 Combined Spend & Accruals

Invoice Accrua

seeall

Financial Administrator Dashboard — Default Tiles

The default tiles are:
e Spend
e Accruals
e Total Policy Exceptions
e Top 5 Spend by Category
e Top 5 Entry Exceptions by Category
¢ Payment Methods

| For descriptions, refer to the Expense Overview Dashboard — Default Tiles
section of this guide.

Section 7: Additional Persona Dashboard Tiles (Analytics
Only)

These dashboard tiles are not part of the default dashboards, but they can be added
to a dashboard. The ability to add tiles to a dashboard is available only to Analytics
users

| Refer to the Analytics Essentials and Analytics User Guide for information
about customizing dashboards.

Available Dashboard Tiles

Dashboard Tile: Accruals by Employee

This tile shows up to 12 employees by total outstanding accrual amount by:
e Unsubmitted
e Pending manager approval

e Approved but not yet paid
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Amount (USD)

1000

© ACCRUALS BY EMPLOYEE
Current: Month Quarter  Status: Unsubmitted Pending Approved

(31.9%)
750 ‘
Unsubmitted
500
250
. |

$1,735

caroline

evan

This tooltip shows the amount and number of transactions by employee.

300
a 225
w
2
e
o
=0
o
£ 150
<T
75
0

kiran kiran
%150

2 transactions

caroline

kiran

lora Kiranmai

m B

On the right side of the page is a graphic that shows how much these statuses
represent — as a percentage - of total accruals.

$598
(11.0%)

Pending
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Dashboard Tile: Executive Briefing - Total Reports Created

This tile provides information about the total reports created for the selected period

(month, quarter).

) TOTAL REPORTS CREATED
Report Creation Date: Month Quarter

360

o XK

270 =

180

20

0

Q12019 02 201%

03 2019 G4 2015
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This tooltip shows the total report count for the period.

) TOTALREPORTS CREATED
Report Creation Date: Month Quarter

3a0

Q2 2019
Report Count: 272
180

0

0
Q1201% 02 201% 03 2017

NOTE: Reports created and then deleted are included in the count.

Dashboard Tile: Payment Methods

This tile shows spend totals grouped by payment type for the past 12 months or 6

quarters. This allows a company that wants to increase adoption of corporate card
adoption to track usage.

Submitted transactions as well as paid and unpaid approved expenses are included
on this tile. Rejected, unsubmitted, and non-card transactions are not included.
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Percent of Spend

€ PAYMENT METHODS
By: Month Quarter

100

75

50

25

Q22017 Q32017 Q42017 Q12018 Q22018 Q32018

This tooltip shows the total spend by payment type within the selected period.

Percent of Spend

i . . .

75 . .
Q3 2017

. 0% M Company Paid $0

0% | Citibank MasterCard Corporate Card CBCP - US $0

100% W Cash $120,605

25 0%  Banner Bank Corporate Card IBCP - US $0

0

Q22017 Q32017 Q42017 Q120158 Q22018 Q32018
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Dashboard Tile: Policy Exceptions by Approver or Employee

This tile shows the number of policy exceptions, grouped by approver or employee.

© POLICY EXCEPTIONS BY APPROVER OR EMPLOYEE
Current: Month Quarter Group by: Approver Employee

&0

100%

45

43 of 43
30

Policy Exceptions

15

lora... Susa.. paul... chit... Jero.. matt. mana.. sean.. Debb..
Il Policy Exceptions Q3 2018 | Policy Exceptions Q2 2018

This tooltip shows the detail for each employee.

60

45

30

Policy Exceptions

Susan
Policy Exceptions Q3 2018 16

Palicy Exceptions Q2 2018 12

15

lora... Susa.. paul... chit... Jero.. matt.. mana. sean.. Debb...

B Folicy Exceptions Q3 2018 [ Policy Exceptions Q2 2018

On the right side of the page is a graphic that shows how much these exceptions
represent — as a percentage - of total spend.
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100%

43 of 43

Dashboard Tile: Spend by Employee or Vendor

This tile allows users to view spend by Spend Category (For example: Air, Car,
Lodging, Transportation, etc.) by Month or Quarter for a specific Employee or
Vendor (Airline, Rental Car Agency, etc.)

Total Spend
@

© SPEND BY EMPLOYEE OR VENDOR x

Current: Month Quarter Group by: Employee Vendor

Spend Category:

A\ 802.2% overall increase in Spend

Increased spending for 10 employees this Quarter.

92.3%

$77,523 0f $84,009

Bill Guest Jason ) Gabor  Sally Learson  Jerry Flagger Mia Berry Tonya Feld SteveDezoza Hope Hende. GregFine

I Spend 042015 [ Spand Q32017

This tooltip shows spend by employee - for the Spend Category: All Categories -
and the percent of total spend compared to the last period.

_____

12000

Total Spend
i)
=

[}

+52% compared to last period
Spend Q4 2019 $7.870
Spend Q3 2019 $5,177

Bl Spend Q42019 [l Spend Q3 2019
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This tooltip shows spend by vendor - for the Spend Category: All Categories -
and the percent of total spend compared to the last period.

qqqqq

Alaska Airlines
+547% compared to |ast period
I Spend 4 2019 $4,691

Total Spend
J
=

Spend Q32019 725

Marriott H_ Delta Air _. Alaska Ajr_. Southwest .  AmericanA_.  Hyatt Hotels

Bl Spend Q42019 [l Spend Q3 2019

This graphic shows spend as a percentage of total spend.

92.3%

$77,523 of $84,009

This notification appears when total spend - which is the actual spend plus accrual -
for the current period exceeds a specified percentage of a company’s specified
threshold for employees. (The example in the image below uses the calendar quarter
for the current period.)

© SPEND BY EMPLOYEE OR VENDOR X

Current: Month Quarter Group by: Employee Vendor Spend Category: | All Categories

A\ 802.2% overallincrease in Spend

Increased spending for 10 employees this Quarter.

This notification appears when total spend - which is the actual spend plus accrual -
for the current period exceeds a specified percentage of a company’s specified
threshold for vendors. (The example in the image below uses the calendar quarter
for the current period.)

€ SPEND BY EMPLOYEE OR VENDOR x

Current: Month Quarter Group by: Employee Vendor Spend Catezory: | All Categories

A\ 802.2% overall increase in Spend

Increased spending for 10 vendors this Quarter.
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Dashboard Tile: Spend Change by Category

This tile shows the total spend incurred so far for this period by spend categories by:
e Top spend: Spend amount incurred for each category

¢ Most change: Spend amount change between current and previous periods

Total spend includes only paid transactions. Accruals and unsubmitted transactions
are not included.

© SPEND CHANGE BY CATEGORY
Current: Month Quarter  Group by: Top Spend Most Change

o 1.7% overall decrease in Spend
You have been spending more in Lodging - Track Hotel Spending, Office Supplies, Car Rental and 1 other categories this Quarter.

1000

100%

500

Total Spend

250
$2,063 of $2,063
0
Lodging-.. Airfare OfficeSup..  CarRental  Entertainment Ground Tra.. Other Telecom/In... Gas Meal
I Spend Q32018 M Spend Q22018

This tooltip shows the comparison of the amount for this quarter/month vs last
quarter/month.

1000
750 .
Lodging - Track Hotel Spending
500 +148.5% compared to last period

Total Spend

Spend Q3 2018 $800
Spend Q2 2018 $322

Lodging - ... Airfare Office Sup... Car Rental

250

On the right side of the page is a graphic that shows how much these categories
represent — as a percentage - of total spend.
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100%

$2,063 of $2,063

Dashboard Tile: Spend Summary Trends

This tile shows historic trends and changes in spend over the last 12 months or 6
quarters.

€ SPEND SUMMARY TRENDS
By: Month Quarter

20000
15000

10000

Total Spend

5000

Lo [

Q22017 Q32017 Q42017 Q12018 Q22018 Q32018

This tooltip shows the total spend for the selected period.
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20000
o 15000
o
L
(=8
w
T 10000
R
2
Q1 2018
5000 Total spend: $18,501
0 _-J
Q22017 Q32017 Q42017 Q12018 Q22018 Q32018

Dashboard Tile: Top 5 Spend by Expense

This tile shows the top five expense types by spend for the selected period (month,
quarter).

© TOP 5SPEND BY EXPENSE TYPE
Current: Month Quarter

Parking

Lunch 74.3%

Breakfast

$1,715 of $2,309

Miscellaneous

Internet/Onl...

0 7 14 21 28

Percent of Total Spend

This tooltip shows spend for the expense type and the percent of total spend for the
period.
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€ TOP 5 SPEND BY EXPENSE TYPE
Current: Month Quarter

Airfare

Hotel

Hotel
$22,936.00

27.3% of total spend

Car Rental

Training (Te...

Business Mea... -

0 8 16 24 32

Percent of Total Spend

This graphic shows spend as a percentage of total spend.

74.3%

$1,715 of $2,309
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Dashboard Tile: Top 5 Spend by Vendor

This tile shows the top five spend by vendor for the selected period (month,

quarter).

€ TOP 5 SPEND BY VENDOR

Current: Month Quarter

Marriott Hotels 394%
Delta Air Lines
Alaska Airlines $£33,063 of
Alaska, 5 $84.009
Southwest Af

Percent of Total Spend

This tooltip shows spend by vendor and the percent of total spend for the period.

€ TOP 5SPEND BY VENDOR
Current: Month Quarter

$12,097

Marriott Hotels
14.4% of total spend

Delta Air Lines
Alaska Airlines

Southwest Ai

| |

This graphic shows spend as a percentage of total spend.
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39.4%

$33,063 of
$54,009

Section 8: Functional Dashboard - Spend Analysis
A "functional" dashboard focuses on specific data (like spend), includes a report tile,

and is dynamic. When the report tile on the dashboard is modified (filtered), the
associated graphic tiles are updated to reflect the modifications.

Navigate to Spend Analysis Dashboard

To navigate to the Spend Analysis dashboard - in the main menu - the user can click
All, Expense, or Invoice to access the dashboard.

Spend Analysis S None YT @ i

6.0K

2000

1500

om0 I I TOTAL SPEND (USD)

0 I . . - I — — 25
Meal P

Lodging... Airfare Other Entertai.  CarRental

Total Spend

Personal... Ground T... Gas

EXPENSE REPORTS APPROVED

© Expense Entry Analysis Details

Employee Name Expense Type Spend Category Sent for Payment Date Report Name Transaction Date Payment Type Vendor
Allen Airfare Airfare 2018-01-12 Travel 2017-12-31 Cash Alaska Air
Allen Business Meals... Entertainment 2018-01-12 Meals 2017-10-27 Citibank Maste... HORSESH
Allen Hotel Lodging - Track H... | 2018-01-12 Travel 2017-12-31 Cash Marriott b
Allen Taxi Ground Transport... 2018-01-12 Travel 2017-12-31 Cash

Aryaa Car Rental Car Rental 2018-01-10 Car Rental 2018-01-02 Cash Hertz
Aryaa Dinner Meal 2018-01-10 Dinner 20146-09-14 Citibank Maste... W.L'S

The four tiles on the Spend Analysis dashboard are:
e Spend Analysis - Summary
e Spend Analysis - Spend
e Spend Analysis - Expense Reports Approved
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e Spend Analysis - Expense Entries (Expense Entry Analysis Details report)

This tooltip shows the detail for each expense type.

7000
I
3500 Airfare
|| [ spenc 513821
. ]
Alrfare Lodging - Trac__

Car Rental

Note the following about the graphic tiles:

e They are available only on the Spend Analysis dashboard; they cannot be

added to any other dashboard.

e They can be moved or resized but they cannot be added to or removed from

the dashboard.

e They are dynamic; they change based on the filters used on the report tile.

Dynamic Data

For example, the dashboard below shows the spend data for all employees.

Spend Analysis

2000

1500

Total Spend

1000
EDE . .
0 - I S —

Lodging .. Airfare Other Entertai... Car Rental Mesl Personal... Ground T... Gas
EXPENSE REPORTS APPROVED
© Expense Entry Analysis Details

Employee Name Expense Type Spend Category Sent for Payment Date Report Name Transaction Date Payment Type Vendor
Allen Airfare Airfare 2018-01-12 Travel 2017-12-31 Cash Alaska Air
Allen Business Meals... Entertainment 2018-01-12 Meals 2017-10-27 Citibank Maste... HORSESH
Allen Hotel Lodging - Track H... | 2018-01-12 Travel 2017-12-31 Cash Marriott b
Aller Taxi Ground Transport... 2018-01-12 Travel 2017-12-31 Cash

Aryaa Car Rental Car Rental 2018-01-10 Car Rental 2018-01-02 Cash Hertz
Aryaa Dinner Mesl 2018-01-10 Dinner 2014-09-14 Citibank Maste... W.L'S

6.0K

TOTAL SPEND (USD)

25
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Standard Edition: Analytics Essentials and Analytics Dashboards and Reports Catalog

Last Revised: March 18, 2021
© 2004 - 2024 SAP Concur All rights reserved.



When the data in the report is filtered, the graphic tiles change accordingly. For
example, in this case, the data is filtered to include only one employee.

L Refer to the Analytics Essentials and Analytics User Guide for information
about customizing dashboards.

Administrations | Help~

SAP Concur [C] | Bpeme  Imoice  Approvals | Anaytis | App Center

Filter

ams . Update variables and filters to
s=8 Apalytics Home View As:  Finance Administrat cpange the resulting data set.

Spend Analysis S None v@ @ Edit
EMPLOYEE 2000

6.0K

TOTAL SPEND (USD)

EXPENSE TYPE

‘
Total Spend

SPEND CATEGORY

SENT FOR PAYMENT

nter.  CarR Meal  Perso.  Groun Gas

=] Year to Date
EXPENSE REPORTS APPROVED

Choose custom range

© Expense Entry Analysis Details

Cancel

Employee Name Expense Type Spend Category Sent for Payment Date Report Name Transaction Dat]

Allen Airfare Airfare 2018-01-12 Travel 2017-12-3

When you click Update, the tiles change accordingly, reflecting the filtered data.

Section 9: Reports

Essentials and Analytics
Essentials users can view, filter, group, export, and sort all standard reports.

Only Analysis users can view, filter, group, export, share, and sort all standard
reports as well as author (customize) and schedule reports.

| Refer to the Analytics Essentials and Analytics User Guide for information
about customizing, exporting, scheduling, etc. reports.
View a Report
P To view a report:

1. Click the menu 28 icon in the upper-left corner of the page. The menu slides
down.

NOTE: On the menu, the Standard Content option appears for all users. The
remaining options appear only for Analytics users.
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Analytics view:

Administration> | Help=

SAP Concur |§| Travel Expense Invoice Approvals Analytics App Center °
Profile ~
-
T q . L
H3 AﬂalYthS Home View As: Finance Administrator - ?
* All = Expense Invoice Travel Q, Search Content..
9 Standard Content = Company Content @ User Content = Schedules
A" Expense Overview A @Al Tiles @Al Tiles Expense Exception Analysis
— s L Report Level
#7 Financial Administrator Overview » Combined Spend-lora6-26 7 Combined Spend & Accruals
A7 Invoice Overview Expense Exception Analysis -
— w, Combined Spend-lora8-26 Report Entry Level
. o Dashboard sample |
&% Spend Analysis
sard Sample 2  Invoice Accrual
A7 Travel Overview o Expense Overview - KD 47 Dashboard Sample 2
Dashboard sample
FH Allocation Details ) " AN seeall
w, Expense Overview Brian Test

vvvvv VNN s iaaaaaaassas ..., PPV YPE S PPV VLV VYV VvV VVV VY S VYV VvV V VPV VY VYV VAV PV VPV PV - PP

Essentials view:

SAP Concur Travel

EE@] Analytics Home

* All 5 Expense
@ Standard Content

A" Expense Overview

Expense

Approvals Analytics App Center

Travel Q, Search Content...

~7 Financial Administrator Overview

% Spend Analysis
7 Travel Overview
EH Allocation Details

FEH Attendee Details

Select the desired report.

*

|

Administration= | Help~

profile ~

To view a standard report, select from the reports in the Standard
Content column.

To view a shared report (available to Analytics users only; described on
the following pages), select from the Company Content section of the

menu.

To view a custom report (available to Analytics users only; described on
the following pages), select from the User Content section of the menu.

Refer to the Analytics Essentials and Analytics User Guide for
information about customizing and sharing reports.
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Reports - Descriptions

Report: Allocation Details

This report allows a user to create a detailed view of expense allocations by adding
company-defined cost tracking fields (for example, department, cost center, project,
and so on) to the report.

Allocation Details

Employee Name Report Name Report Allocation ID Expense Type
Adam Airfare test april F1BCC3781521452D86... Airfare

Adam Equipment Expense Ki... OE2FC58F7CCF42D69E... Office Supplies...
Adam Expense Kiran SDD10AFCCIB94CACE... Parking

Adam TEST 6F11AQFF4AC542539E...  Car Rental
Annette CustomTestl-Annette  7668B6B2058A417483..  Airfare

Annette CustomTest2-Annette  F9E0D40AD4584EEFB4... Car Rental
Annette CustomTest3-Annette  50F71C00369141C7A80... Hotel

Annette CustomTest3-Annette  50F71C00369141C7A80... Hotel

Annette CustomTest3-Annette  50F71C00369141C7A80... Hotel

Annette CustomTest4-Annette  32F12145C5B04B83935... Internet/Onlin...
Annette CustomTest5-Annette  DOB3EFCB8DD5644ED%4... Business Meals...

Approval Status

Hold for Receipt Im...
Hold for Receipt Im...
Hold for Receipt Im...
Hold for Receipt Im...
Submitted & Pendi...
Submitted & Pendi...
Submitted & Pendi...
Submitted & Pendi...
Submitted & Pendi...
Submitted & Pendi...

Submitted & Pendi...

Payment Status

Mot Paid

Mot Paid

Mot Paid

Mot Paid

Mot Paid

Not Paid

Mot Paid

Not Paid

Mot Paid

Mot Paid

Mot Paid

Transaction Date

2018-04-03
2018-04-09
2018-04-04
2018-04-06
2018-06-01
2018-05-08
2018-04-01
2018-04-02
2018-03-31
2018-02-08

2018-06-04

Sum Allocation Percentag

rows:(623 of 623)

Filter the data by:

¢ Employee Name
e Expense Type
e Approval Status

¢ Payment Status

e Transaction Date, including:

¢ Current Year

¢+ Year to Date

¢ Last Year

¢ Current Quarter
¢ Quarter to Date
¢+ Last Quarter

¢ Current Month
¢+ Month to Date

+ Last Month

¢ Current Week

¢+ Week to Date

¢+ Last Week

¢+ Remaining Month
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+ Remaining Quarter
¢ Last 12 Months

¢ Last 4 Quarters

+ Last 6 Months

¢ Last 6 Quarters

NOTE: The Quarter by Date filter appears - by default - as the date option.
The user can change the date filter to another date option manually if
desired.

Group the data by:
e Employee Name
e Report Name

e Expense Type

Report: Attendee Details

This report shows the spending by employees and attendee information for expenses
that have associated attendees, typically for meal or entertainment expense types.

Attendee Details S None T @ Edit

Employee Name Employee ID Report Name Sent for Payment Date Vendor Transaction Date Attendee Name Attendee Count

Bill bill.guest Client Demo Ponderosa 2019-01-15 Bill 5 =

Bill bill.guest Client Demo Ponderosa 2019-01-15 Brock b

Bill bill.guest Client Demo Ponderosa 2019-01-15 David 5

Bill bill.guest Client Demo Ponderosa 2019-01-15 Frederick 5

Bill bill.guest Client Demo Ponderosa 2019-01-15 Sally 5

Bill bill.guest Client Demo Scalini's Italian 2019-01-14 Bill 2

Bill bill.guest Client Demo Scalini's Italian 2019-01-14 David 2

Bill bill.guest Quarterly Business Re... 2019-03-04 Bill 1

Bill bill.guest Quarterly Business Re... 2019-03-05 Bill 1

Bill bill.guest Sales Demo Ponderosa 2019-02-19 Bill b

Bill bill.guest Sales Demo Ponderosa 2019-02-19 Brock 5

< >
rows:(142 of 142)

Filter the data by:
e Transaction Date, including:

¢ Current Year

¢+ Year to Date

¢ Last Year

¢ Current Quarter

¢ Quarter to Date

¢ Last Quarter
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¢ Current Month

+ Month to Date

+ Last Month

¢ Current Week

¢+ Week to Date

¢+ Last Week

+ Remaining Month
+ Remaining Quarter
¢ Last 12 Months

¢ Last 4 Quarters

¢ Last 6 Months

¢ Last 6 Quarters

NOTE: The Quarter by Date filter appears - by default - as the date option.
The user can change the date filter to another date option manually if
desired.

Employee Name

Attendee Name

Group the data by:

Employee Name

Report Name

Report: Billed Transaction Reconciliation - Details

This report lists details to match submitted reports to their Concur Invoice.

Billed Transaction Reconciliation - Details S None T @ Edit
First Submit Date Employse Name Employee ID Report Name Report ID Is Deleted Deleted Date Sum Total Posted Amount (USD)
2018-04-03 Jason 1006 new quarter FD&4FBA20... No 60
2018-04-03 Jasor 1006 pipeline20 6957E9239... No 20
2018-04-03 Jason 1006 pipeline20a 73EC6F31F.. No 5
2018-04-09 Jason 1006 201804 D73823B1E.. No 15
2018-04-09 Jason 1006 April 2018 B2377C574... No 100
2018-06-21 Jason 1006 devina's test 260C63E89... Yes 2018-06-21

rows:(6 of )
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Filter the data by:

e First Submitted Date, including:

¢ Current Year

¢+ Year to Date

¢+ Last Year

¢ Current Quarter
¢ Quarter to Date
¢ Last Quarter

¢ Current Month
¢+ Month to Date
¢ Last Month

¢ Current Week

¢+ Week to Date

¢+ Last Week

¢+ Remaining Month

¢+ Remaining Quarter

¢ Last 12 Months
¢ Last 4 Quarters
+ Last 6 Months

¢ Last 6 Quarters

NOTE: The Quarter by Date filter appears - by default - as the date option.
The user can change the date filter to another date option manually if

desired.

Group the data by:
e Employee Name

e Report Name
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Report: Credit Card Transactions

This report lists credit card transaction details imported into Concur Expense.

Payment Type

Bank of the We...
Bank of the We...
Bank of the We...
Bank of the We...
Bank of the We...
Bank of the We...
Bank of the We...
Bank of the We...
Bank of the We...
Bank of the We...

Bank of the We...

Credit Card Transactions

Credit Card C...  Employee Name
CAD both
CAD both
EUR both
EUR both
usb both
usD both
usp both
uUsD both
usp both
uUsD both
usp both

Employee ID
both
both
both
both
both
both
both
both
both
both

both

Transaction ID

1424bbbf
1424bbbf:1
3eabBdea
3eabBdea:l
154f13e4
154f13e4:1
2d44d6b3
2d44d6b3:1
3289e220
3289e220:1

3be33a09

Transaction Status

Unassigned to R...
Unassigned ta R...
Unassigned ta R...
Unassigned ta R...
Unassigned ta R...
Unassigned to R...
Unassigned to R...
Unassigned to R...
Unassigned to R...
Unassigned to R...

Unassigned to R...

Merchant Name

RADISSON WI...
RADISSON WI...
UNAHOTEL M...
UNAHOTEL M...
GALLOWAY LI...

GALLOWAY LI...

MAX AND ERM...
MAX AND ERM...
SOUTHWESTA...
SOUTHWESTA...

INTERNATION...

=] None

Transaction Date | Posted Date

2019-03-12
2019-03-12
2019-03-12
2019-03-12
2019-03-12
2019-03-12
2019-03-12
2019-03-12
2019-03-12
2019-03-12

2019-03-12

2017-10-21
2017-10-21
2017-10-21
2017-10-21
2017-10-21
2017-10-21
2017-10-21
2017-10-21
2017-10-21
2017-10-21

2017-10-21

T # Edit

Sum Posted Amount (CreditC...

528.46
528.46
259.1
259.1
125.37
125.37
2523
2523
2945
294.5
4.95

rows:(1210f 121)

Filter the data by:
e Payment Type

¢ Employee Name

e Transaction Status

e Posted Date, including:

L

L4

Current Year
Year to Date

Last Year

Current Quarter
Quarter to Date

Last Quarter
Current Month
Month to Date
Last Month
Current Week
Week to Date
Last Week

Remaining Month

Remaining Quarter
Last 12 Months
Last 4 Quarters

Last 6 Months
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¢ Last 6 Quarters

NOTE: The Quarter by Date filter appears - by default - as the date option.
The user can change the date filter to another date option manually if
desired.

Group the data by:
e Employee Name

e Payment Type
Report: Employee Details
This report lists all the employees in a company along with their default approvers.

This report is useful as a reference to look up values populated in some of the
configurable fields that are managed by other SAP Concur solutions.

@ Employee Details Report

Employee Full Name Employee Login ID Employee ID Employee Email Address Employee Country Default Expense Report Approve...

Abdulrahman | Abdul.l @backerlaser.com 1015 Abdul.l @backerlaser.com UNITED STATES Jason G A

Allen R Allen.F @backerlaser.c... 1028 Allen.R @backerlaser.c... UNITED KINGDOM Jason G

Anand J Anand.J @backerlaser.com 1017 Anand.) @backerlaser.com UMNITED STATES Jason G

Aryaa G Aryaa.G @backerlaser.com 1008 Aryaa.G @backerlaser.com  UNITED STATES Jason Gi

David J David.Ji @backerlaser.com 1016 David.J: @backerlaser.com  UNITED STATES Jason G

Deepak S Deepak.S y@backerlaser.com 1031 Deepak.S y@backerlaser.com UNITED STATES Jason G

James H jp@backerlaser.com jeh ip@backerlaser.com UNITED STATES Jason G

Jason G Jason.C r@backerlaser.com 1006 Jason.C r@backerlaser.com UNITED STATES Paul P

JoeHoot JoeH  @backerlaser.com 1013 JoeH:  @backerlaser.com UNITED STATES Jason G v
< >

rows:(15 of 15)

Filter the data by:
¢ Employee Name

° Is Active

Group the data by:
e BI Manager
e Employee Country
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Report: Employee Roles

This report lists all employees and all roles. You can search for specific employees (to
list the associated roles) or roles (to list the associated employees).

Employee Roles = Employee Name T
Employes Name Employes ID Is Active Role Name
Abdulrahman
Abdulrzhman... 1 Wes Expense Use
Abdulrzhman... 1 Yes Travel andE...
Adam P
Adam P a Mo Cognos Con...
Adam P a Mo Expense App...
Adam P 3 Mo Expense Use
Adam T]
AdamT 1 Wes Expense Use
Adam T 1 Yes Travel and E...
Allen R
rows: (654 of 594
Filter the data by:
o Is Active
e Role Name
¢ Employee Name
Group the data by:
¢ Employee Name
e Employee ID
e Role Name
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Report: Expense Accrual

This report lists expense reports that are unsubmitted as well as reports that have

not yet been paid.

© Expense Accrual

Employee Nam... Employee ID

Jason 1006 Cash
Jason 1006 Cash
Jason 1006 Cash
Jason 1006 Cash
Jason 1006 Cash
Jason 1006 Cash
Jason 1006 Cash
Jason 1006 Cash
Jason 1006 Cash

<

Payment Type

Approval Stat...

Sent Back to...
Sent Back to...
Sent Back to...
Sent Back to...
Sent Back to...
Sent Back to...
Sent Back to...
Sent Back to...

Sent Back to...

Report Name

test report 3 jan 2017
test report 3jan 2018
test report 8 jan 2018
test report2 8 jan 2018
test report 12 jan 2018
Meals

test report 16 jan 2018
Attendee

test report 18 jan 2018

Report ID

657BC62BB...
7584EEAED...
7EODEASD...

97A19E880...

2FB9A9864...
39D00ASFC...
C9255FAF5...
29E6E95DY...
7D2A83143...

First SubmitD... = Vendor

2018-01-03  vendor A
2018-01-03  vendor
2018-01-08  vendor1
2018-01-08  vendor
2018-01-12  vendor
2018-01-12  Red Ribbon
2018-01-16  vendor
2018-01-16  Cheesecake
2018-01-18  vendor v
>

Filter the data by:
¢ Employee Name

e Payment Type

e Transaction Date, including:

¢ Current Year
¢ Year to Date

¢ Last Year

¢ Current Quarter
¢ Quarter to Date
¢ Last Quarter

¢ Current Month

¢+ Month to Date

¢ Last Month

¢ Current Week

¢+ Week to Date

¢+ Last Week

¢+ Remaining Month
¢+ Remaining Quarter
¢ Last 12 Months

¢+ Last 4 Quarters

+ Last 6 Months
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¢ Last 6 Quarters

NOTE: The Quarter by Date filter appears - by default - as the date option.
The user can change the date filter to another date option manually if
desired.

o Country

Group the data by:
e Employee Name

e Report Name
Report: Expense Entry Analysis Details
This report provides expense entry-level transaction details, including expense type,

payment type, and amount. The purpose of this report is to provide details on past
expense transactions for review or reconciliation with accounting.

© Expense Entry Analysis Details
Employee Full Name... | Expense Type... | Spend Category Sent for Paym... | Report Name TransactionD...  Payment.. | Vendor City / Location Sum Appr...
Jason Gi Airfare Airfare 2017-01-31 Test Report 2016-11-01 Cash 1000 ~
Jason G Airfare Airfare 2017-01-30  JustinCase 2017-01-12 Cash 299
Jason G Airfare Airfare 2017-01-17 Demo Report 2017-01-12 Cash 200
Jason G Airfare Airfare 2017-01-28 Trip to Tulsa 2017-01-28 Cash 700
Jason G Airfare Airfare 2017-02-23 MySQL Purchase 2017-02-23 Cash 1000
Jason G Airfare Airfare 2017-04-03 April Expenses 1 2017-03-10 Cash 450
Jason G Airfare Airfare 2017-04-03 April test 2 2017-03-07 Cash Alaska Airlines 5000
Jason G Airfare Airfare 2017-07-10 July Test Report 2017-07-10 Cash Aero Mexico 500
Jason G Airfare Airfare 2017-07-10 July Test 2017-07-03 Cash 1000
Jason G Hotel Lodging - Track... 2017-01-17 Tester Report 2017-01-12 Cash 250
Jason G Hotel Lodging - Track... 2017-04-03 April Expenses 1 2017-03-10 Cash Marriott Hotels 945
Jason G Hotel Lodging - Track... 2017-07-10 Jusy Test 1 Report 2017-07-05 Cash 1212
Jason G Hotel Lodging - Track... 2017-10-05 prod-6 2017-10-04 Cash 10 v
< >
rows:{63 of 63)
Filter the data by:
e Employee
e Expense Type
e Spend Category
e Sent for Payment, including:
¢ Current Year
¢ Year to Date
¢ Last Year
¢ Current Quarter
¢ Quarter to Date
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¢ Last Quarter
¢ Current Month
¢+ Month to Date
+ Last Month

¢ Current Week
¢+ Week to Date
¢+ Last Week

+ Remaining Month

+ Remaining Quarter

¢ Last 12 Months
¢ Last 4 Quarters

¢ Last 6 Months

¢ Last 6 Quarters

NOTE: The Quarter by Date filter appears - by default - as the date option.
The user can change the date filter to another date option manually if

desired.

Group the data by:

Report: Expense Exception Analysis - Report Entry Level

Employee
Expense Type
Report Name

This report provides details on entry-level exceptions and expense compliance issues
for each employee and expense report based on a date range.

Last Submit...

2017-02-...

2017-01-...

2017-0%-...

2017-01-...

2017-01-...

2017-01-...

2017-01-...

2017-10-...

© Expense Exception Analysis - Report Entry Level

Employee N... | Employeel... | ReportNa.. |ReportiD

Jasen G 1006 23 40FEA4CF...
Jason G 1006 Jasons Te... A3C3585...
Jason G 1006 test 2day 2 B359155..
Jason G, 1006 Test Repo... A2F0682...
Jason Ga 1006 Test Repo... A2F0632...
Jason G 1006 Test Repo... A2F0632...
Jason G 1006 Test Repo.. A2F0632..
Jason G 1006 Bogietest  A32C937..
Jason G 1006 Dakota A... 65A59A1...

2017-02-...

Transactio...

2017-02-...

2017-01-...

2017-0%-...

2017-01-...

2017-01-...

2017-01-...

2017-01-...

2017-10-...

2017-02-...

Expense Ty...

Car Rental

Business...

Dinner

Fuel

Airfare

Airfare

Car Rental

Fuel

Miscellan...

Vendor

McDonal...

test 2day 2

Qil Comp...

Entry Exce...

PAYTME...

CORPCO...

DUPCHE...

CORPCO...

PAYTME...

PAYTME...

PAYTME...

DUPCHE...

CORPCO...

Entry Exce...

The prefe...
This expe...
This expe...
This expe...
The prefe...
The prefe...
The prefe...
This expe...

This expe...

Entry Clear... Sum Entry... |Sum Appro...

N 1 12 .
N il 138.05
N 1 2
N il 100
N 1 150
N i 100
N 1 100
N il 1
N 1 119

rows:(85 of 85)

Filter the data by:
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e Employee Name

e Last Submitted Date, including:

*

*

*

Current Year
Year to Date
Last Year
Current Quarter
Quarter to Date
Last Quarter
Current Month
Month to Date
Last Month
Current Week
Week to Date
Last Week
Remaining Month
Remaining Quarter
Last 12 Months
Last 4 Quarters
Last 6 Months
Last 6 Quarters

NOTE: The Quarter by Date filter appears - by default - as the date option.
The user can change the date filter to another date option manually if

desired.

e Entry Exception Code
e Entry Exception Text

Group the data by:
e Employee Name
e Report Name

e Entry Exception Text
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Report: Expense Exception Analysis - Report Level

This report provides details on report-level exceptions and expense compliance

issues for each employee and expense report based on a date range.

© Expense Exception Analysis - Report Level

Employee Name Employee ID Report Name

Jason G 1006 Test Update

Jason C 1006 Test Update 2
Jason Gs 1006 Testupdate 3
Jason Gi 10046 Jasons Test Repor...
Jason Gk 1004 Testy

Jason G 1006 Dzkota Access Pip...
Jason G 1006 23

Jason Gi 1006 Payment Method...
Jason G 1006 Nui-bug-bash

Report ID

C3418A42F82F4...

9353D3F/7354C4...

7340F70EEFCE4...

A3C35850B7414...

4D20A%3517B84...

65A59A12BB174...

40FE4CFA3438A4...

2625E6113E2041...

3D7885DF09724...

Last Submitted Date...

2017-01-17

2017-01-17

2017-01-17

2017-01-23

2017-02-10

2017-02-10

2017-02-24

2017-03-02

2017-03-03

Exception Code

APPRVTO
APPRVTO
APPRVTO
APPRVTO
APPRVTO
APPRVTO
APPRVTO
APPRVTO
APPRVTO

Exception Text Cleared Flag

This report has be...
This report has be...
This report has be...
This report has be...
This report has be...
This report has be...
This report has be...

This report has be...

zZ 2 Z2 2 Z2 Z2 Z Z Z

This report has be...

rows:(24 of 24)

Filter the data by:

e Last Submitted Date, including:

¢ Current Year

¢+ Year to Date

¢ Last Year

¢ Current Quarter
¢ Quarter to Date
¢ Last Quarter

¢ Current Month
+ Month to Date
¢ Last Month

¢ Current Week

¢+ Week to Date

¢ Last Week

¢+ Remaining Month

+ Remaining Quarter

¢ Last 12 Months
¢ Last 4 Quarters
¢ Last 6 Months
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¢ Last 6 Quarters

NOTE: The Quarter by Date filter appears - by default - as the date option.
The user can change the date filter to another date option manually if

desired.

Group the data by:
e Employee Name
e Report Name

e Exception Text

Report: Expense Report Totals

This report lists expense report information and amounts for all submitted reports.

Expense Report Totals S None T
Reporting Group Employee Name Employee D Sent for Payment Date (YEAR) Sum Expense Amount (USD) Sum Approved Amount (USD)
Global Allen 1028 2018 109.83 109.83
Global Aryaz 1008 2018 576.17 576.17
Global David 1016 2018 1220 1220
Global Deepak 1031 2018 530 530
Global Jason 1006 2018 70 70
Global Jos 1013 2018 385 385
Global Mark 1029 2018 675 675
Global Sean 1033 2018 605 605

Sum Total Due Empl|

Filter the data by:
e Sent for Payment Date, including:

¢ Current Year
¢+ Year to Date
¢ Last Year
¢ Current Quarter
¢ Quarter to Date
¢ Last Quarter
¢ Current Month
¢+ Month to Date
+ Last Month

¢ Current Week
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¢ Week to Date
¢ Last Week

+ Remaining Month

+ Remaining Quarter

¢ Last 12 Months
¢ Last 4 Quarters

¢+ Last 6 Months

¢ Last 6 Quarters

NOTE: The Quarter by Date filter appears - by default - as the date option.
The user can change the date filter to another date option manually if

desired.

Group the data by:

Employee Name

Reporting Group

Sent for Payment Year

Report: Invoice Accrual

This report lists invoices that are unsubmitted as well as invoices that have not yet
been paid.

Invoice Accrual

Approval Status Grouping Approval Status
Pending Accounting Review
Pending Accounting Review
Unsubmitted Not Submitted
Unsubmitted Not Submitted
Unsubmitted Not Submitted
Unsubmitted Not Submitted

Employes Name
Jason
Jason
Jason
Jason
Jason

Jason

Invoice Name

devina test

youtube

invoicetest

regul

Creation Date

2018-06-18

2015-04-04

2018-04-03

2018-04-03

2018-04-03

2018-06-21

s None ) # Edit
Vendor Name Invoice Number Invoir
Test Vendor | 12345 2018
Test Vendor | 1234 201¢
mezga 1234 2018
sears 12345 201¢
sears 1234 2018
Test Vendor | 1234 201¢

rows:(6 of &)

Filter the data by:
Approval Status Grouping

Approval Status

Employee Name
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e Vendor Name

e Invoice Date, including:

*

*

*

Current Year
Year to Date
Last Year
Current Quarter
Quarter to Date
Last Quarter
Current Month
Month to Date
Last Month
Current Week
Week to Date
Last Week
Remaining Month
Remaining Quarter
Last 12 Months
Last 4 Quarters
Last 6 Months
Last 6 Quarters

NOTE: The Quarter by Date filter appears - by default - as the date option.
The user can change the date filter to another date option manually if

desired.

Group the

e Approval Status Grouping

data by:

e Approval Status

e Employee Name

¢ Vendor Name
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Report: Invoice Aging

This report provides a detailed view of unpaid invoices and how long since they have

been issued.

Invoice Aging

Vendor Name Invoice Name Invoice Number

mega invoicetest 1234
sears regulate vendors 12345
sears searsupdate 1234
Test Vendor | devina test 12345
Test Vendor | tester 1234
Test Vendor | youtube 1234

Invoice Date

018-03-31

018-03-31

018-03-31

018-06-17

018-06-21

MR R R R

018-03-31

Aging Category

Sum Invoice Total (USD)

ST R = B N

10

Filter the data by:
¢ Invoice Date, including:

+ Current Year
¢+ Year to Date
¢ Last Year
¢ Current Quarter
¢ Quarter to Date
¢ Last Quarter
¢ Current Month
+ Month to Date
¢ Last Month
¢ Current Week
¢+ Week to Date
¢+ Last Week
¢+ Remaining Month
¢+ Remaining Quarter
¢ Last 12 Months
¢+ Last 4 Quarters
+ Last 6 Months
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¢ Last 6 Quarters

NOTE: The Quarter by Date filter appears - by default - as the date option.
The user can change the date filter to another date option manually if
desired.

¢ Vendor Name

e Aging Category
Group the data by:
e Vendor Name
¢ Aging Category
Report: Travel Booking Details

This report provides a detailed list of employee travel bookings.

Travel Booking Details B Mowe Y

Traveler Hamse Employes 1D Trawel Category Wendor Mame Travel Crigin Trawel Destinaticn / Location

both k access 10037 F Atlanta Londan ™~

bath k access 10037 A Dallas Atlanta

both k access 10037 A Seattle Anchorage

bath k apoess 10037 A Seattle Londion

both k access 10037 A Wancouver Mississauga

bath k aocess 10037 C Dralllas Dhallas

both k access 10037 C Londan London

bath k atcéss 10037 [ Landon L onichadi

both k acoess 10037 C Seattle Seatthe

bath k access 10037 H hyatt bellevise bellevue

both k access 10037 H red Boninn Atlanta b4
Lo >

rowss(61 of 61)

Filter the data by:
e Travel Start Date, including:

¢ Current Year
¢+ Year to Date
¢ Last Year
¢ Current Quarter
¢ Quarter to Date
¢ Last Quarter
¢ Current Month
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+ Month to Date

+ Last Month

¢ Current Week

¢+ Week to Date

¢+ Last Week

+ Remaining Month
+ Remaining Quarter
¢ Last 12 Months

¢ Last 4 Quarters

¢ Last 6 Months

¢ Last 6 Quarters

NOTE: The Quarter by Date filter appears - by default - as the date option.
The user can change the date filter to another date option manually if

desired.

e Traveler Name
e Travel Category
e Vendor Name

e Booking Source

Report: Unassigned Credit Card Transactions

This report provides a detailed list of outstanding credit card transactions.

© Unassigned Credit Card Transactions
Employee Name Em... | Payment Type Transaction Type Merchant Name Transaction... | SumP...
Jason G 10... Citibank MasterCard Corporate Card IBCP-...  Company Card Transaction FISHBONES GREEKTOWMN 2017-10-28 49.25 s
Jason G 10... Citibank MasterCard Corporate Card IBCP-... Company Card Transaction NEXT DOOR OPERATIONS LLC 2017-10-28 30.25
Jason G 10... Citibank MasterCard Corporate Card IBCP-... Company Card Transaction TRINIDAD RESORT & CLUBLL 2017-10-28 512.93
Jason G 10... Citibank MasterCard Corporate Card IBCP-... Company Card Transaction SPEEDWAY SUPERAMERICALLC 2017-10-28 44.09
Jason G 10... Citibank MasterCard Corporate Card IBCP-... = Company Card Transaction MGM GRAND CASING/DETROIT 2017-10-28 4347
Pierre A 10... Bank of the West MasterCard Corporate Car... Company Card Transaction PLANET COFFE & TEA 2016-09-14 7.36
Pierre A 10... Bankof the West MasterCard Corporate Car... Company Card Transaction PLANET COFFE & TEA 2017-10-28 7.36
Pierre A 10... Bankof the West MasterCard Corporate Car... Company Card Transaction WAYPORT, INC. 2016-09-15 12.95
Pierre A 3 10... Bankof the West MasterCard Corporate Car... Company Card Transaction WAYPORT, INC. 2017-10-28 1295 v
rows:(119 of 119)

Filter the data by:
e Employee Name
e Payment Type

Group the data by:
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e Employee Name
e Payment Type
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