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Revision History

	Date 
	Revision Notes/Comments

	November 11, 2023
	In the Folder: Audit section, removed the following report views from the Subfolder: Verify row:

· Audit Service Employee Exception Analysis
· Audit Service Statistics with Exception Breakdown
These report views are no longer needed in the Verify folder.

	August 19, 2023
	Added the Invoice Virtual Card Payment Reconciliation report to the Folder: Invoice section.

Indicated that the following reports in the Folder: Market Specific Reports section are available in Analysis:

· Expense Entries for Qualified Invoice Base Method (Japan) 

· Invoice Entries for Qualified Invoice Base Method (Japan)

	June 17, 2023 
	Added the following reports to the Folder: Market Specific Reports section:

· Expense Entries for Qualified Invoice Base Method (Japan) 

· Invoice Entries for Qualified Invoice Base Method (Japan)

	May 20, 2023
	In the Folder: Travel Request section, renamed the Completed Travel Requests Without Expense Report Entry report to Authorized Travel Requests Without Expense Report Entry. Report Entry.

	February 18, 2023
	Made the following updates:

· In the Folder: Mobile Usage section, added the renamed event, LoginSuccessful, to the report description for the Mobile Metrics Details report and the Mobile Metrics – Mobile Adoption Report.

· In the Folder: Travel Request section, renamed the Closed Travel Requests Without Expense Reports report to Completed Travel Requests Without Expense Report Entry, and updated the report description to match the description in Chapter 21: Folder – Travel Request in the Standard Reports by Folder guide.  

	February 1, 2023
	Corrected the report names in the Folder: Carbon Footprint (Intelligence) section:

· Business Same Day Trip - Details

· Sustainability Dashboard

· Total Trip – Details
Business Car Carbon Footprint Insights – Details should be Business Car Carbon Footprint Insight - Details 

Business Same Day Trip – Details report should be Business Same Day Trips – Details

Total Trip – Details should be Total Trips - Details

	January 21, 2023
	Added the following dashboard and reports to the Folder: Carbon Footprint (Intelligence) section:

· Air Travel Carbon Footprint Insight - Details

· Business Car Carbon Footprint Insights - Details

· Business Same Day Trip - Details

· Rail Business Travel Emission – Details

· Sustainability Dashboard

· Total Trip – Details

	November 12, 2022
	Added the AMEX Card Extract report to the Folder: Market Specific Reports section.

	August 8, 2022
	Added the IC Card Utilization Rate (JPT 2.0) (Japan) report to the Folder: Market Specific Reports section.

	June 20, 2022
	Removed the IC Card Utilization Rate (JPT 2.0) (Japan) report from the Folder: Market Specific Reports section. The report was removed from the June 2022 release.

	June 18, 2022
	Added the following reports to the Folder: Market Specific Reports section:

· IC Card Utilization Rate (JPT 2.0) (Japan)
· Transportation Details Report (JPT 2.0) (Japan)

	January 13, 2022
	Updated the copyright year; no other changes; cover date not updated

	October 16, 2021
	In the Folder: Audit section, added information about the report views added to the Verify subfolder under the Subfolder: Verify row.

	September 22, 2021
	In the Folder: Audit section, moved the following reports from the Subfolder: Verify row to the Main Folder: Audit row:

· Audit Service Employee Exception Analysis

· Audit Service Exception Categories

· Audit Service Exception Categories – Details

· Audit Service Statistics – Details

· Audit Service Statistics by Reporting Group

· Audit Service Statistics Summary

· Audit Service Statistics with Exception Breakdown

These reports will continue to be located in the main Audit folder. In a future release, report views for these reports will be added to the new Verify subfolder.

	September 18, 2021
	Made the following updates to the Folder: Audit section:

· Moved the following reports under the new Subfolder: Verify row:

· Audit Service Employee Exception Analysis

· Audit Service Exception Categories

· Audit Service Exception Categories – Details

· Audit Service Statistics – Details

· Audit Service Statistics by Reporting Group

· Audit Service Statistics Summary

· Audit Service Statistics with Exception Breakdown

· Added the Main Folder: Audit row for the rest of the reports located in the main Audit folder.

Made the following updates to the Folder: Market Specific Reports section:

· Added the Germany – BIK Report (TAS) report

· Replaced "reimbursement for the meal type in German "Auswärtstätigkeit" (in English "external activity")" with "free provided meal" and replaced "External Activity meals" with "free provided meals" in the report description for the Germany – M – Report Detail (TAS) report

· Replaced "reimbursement for the meal type in German "Auswärtstätigkeit" (in English "external activity")" with "free provided meal" in the report description for the Germany – M – Report Summary (TAS) report

	August 9, 2021
	Removed the User Rating Summary – Expense report from the Folder: Administration section. The User Rating Summary – Expense report was removed from the Analysis - Standard Reports > Administration and Intelligence - Standard Reports > Administration folders on August 1, 2021.

	July 17, 2021
	Added the following new reports to the Folder: Audit section:

· Audit Service Employee Exception Analysis

· Audit Service Exception Line Item Values Summary

· Audit Service Reports Deleted After Audit

· Audit Service Selection Criteria

· Audit Service Statistics with Exception Breakdown

	June 19, 2021
	Added AssociatedReceiptWithRepEntry event to the Mobile Metrics Details report description and added the new Mobile Metrics – Mobile Adoption Report to the Folder: Mobile Usage section.

	April 7, 2021
	Added “This report only leverages fixed travel allowances.” to the report descriptions for the following reports in the Folder: Market Specific Reports section:

· Germany – M-Report Detail (TAS) (German Market Specific Report) 

· Germany – M-Report Summary (TAS) (German Market Specific Report)

	March 23, 2021
	Updated the Mobile Metrics Details report description in the Folder: Mobile Usage section.

In the Folder: Spending section, replaced references to "Concur Drive" with "Drive" in the Drive Adoption report description for accurate product branding.

	March 20, 2021
	Updated the Mobile Metrics Details report description in the Folder: Mobile Usage section.

	February 20, 2021
	Updated the copyright year and added the following reports to the Folder: Market Specific Reports section:

· Germany – M-Report Detail (TAS) (German Market Specific Report) 

· Germany – M-Report Summary (TAS) (German Market Specific Report)

	October 17, 2020
	Removed the Hotel Vendor Normalization Analysis report from the Folder: Premium Dashboards (Intelligence) section. As of the October 2020 release, the Hotel Vendor Normalization Analysis report was removed from the standard reports catalog.

	June 24, 2020
	Changed the Last Revised Date on the cover from June 20, 2020 to June 24, 2020 to correspond with the new June release date. 

	June 20, 2020
	Added reference to the SubmittedReport event in the Mobile Metrics Details report description in the Folder: Mobile Usage section.

	June 3, 2020
	Added clarification to the note in the Mobile Metrics Details report description in the Folder: Mobile Usage section:

NOTE: Due to enhancements made as of May 1, 2020, we recommend leveraging the Mobile Metrics Details report for mobile actions completed on or after that date.


	June 2, 2020
	Added the following note to the Mobile Metrics Details report description in the Folder: Mobile Usage section:

NOTE: The Mobile Metrics Details report only includes data from May 1, 2020 or later.



	May 16, 2020
	Added the new Mobile Metrics Details report to the Folder: Mobile Usage section.

SAP Concur is dedicated to providing accurate and reliable report data. After removing the existing mobile reports, we have completed some improvements to provide these four mobile expense metrics in the new Mobile Metrics Details report. The new Mobile Metrics Details report is being provided with only these four mobile expense actions for now. This report is planned to be leveraged as we receive more new mobile actions into this standard report.

	March 14, 2020
	As of the March 2020 release, the Mobile Usage folder and all of the reports in the folder were removed from the standard reports catalog.

Removed the following reports from the Mobile Usage folder:

· Invoice Mobile Metrics Summary 

· Mobile Login Summary

· Travel Mobile Metrics Summary

Added information about the removal of the folder and reports to the Folder: Mobile Usage section.

	February 15, 2020
	Added the new Travel Adoption report and removed the Adoption (Air, Car, Hotel) and Air Adoption By Month reports under Compliance. 

With the February 2020 release, the Adoption (Air, Car, Hotel) and Air Adoption By Month reports in the Compliance folder were combined into one report, the new Travel Adoption report.

	February 4, 2020
	Updated the copyright; no other changes; cover date not updated

	August 19, 2019
	Updated the description of the Purchase Order List report under Invoice

	May 11, 2019
	Added the Auditor Digitized Receipt Search Report under Market Specific Reports

	March 15, 2019
	Removed the Expense Mobile Metrics Summary report from under Mobile Usage. The report was removed from the standard reports catalog.

	February 28, 2019
	Updated the report descriptions for the Drive Adoption report under Spending and the Number of Trips by Traveler report under Trips

	February 9, 2019
	Updated copyright and removed references to Insight Premium from guide

	September 17, 2018
	The September release has moved to September 22, 2018.

	September 15, 2018
	Added Combined Spend Overview dashboard under Persona Dashboards

	August 18, 2018
	Added the following reports:

· Purchase Order to Invoice Matching Exceptions

· Invisible Spend Details

· Invisible Spend Trend Analysis

	August 2, 2018
	Minor edit; no change to Last Revised date on cover or footers

	July 21, 2018
	Added the Drive Adoption report under Spending

	May 18, 2018
	Added a note to the IC Card Utilization Rate report description for Japan 

	May 14, 2018
	Added the following reports:

· IC Card Utilization Rate
· Invoice Entries for Companies Using Electronic Invoices
· Ticket Issue Date and Airfare Analysis
· Unpaid and Unassigned Expense

	April 14, 2018
	Added the Expense Entries for Companies Using Electronic Receipts and Vendor Amount Ranking reports under Market Specific Reports

	March 20, 2018
	Updated the Capture Service Summary and Capture Service Details reports under Invoice to indicate that these two reports are only available in Intelligence / Premium.

	March 17, 2018
	Added the Received Accrual by Line Item report under Invoice

	February 10, 2018
	Added the Receipt Received Rate and Receipt Viewed Rate reports under Market Specific Reports

	January 13, 2018
	Changed copyright and added the Capture Service Summary and Capture Service Details reports under Invoice

	December 9 2017
	Added the TripLink Details by Traveler report under TripLink

	November 4 2017
	Added the System Activity Report under Administration

	October 17 2017
	Updated for Department Manager Dashboard changing two separate dashboards – Department Manager Spend Overview and Department Manager Expense Report Overview.

	August 4 2017
	Added Payment Practices and Performance under Invoice

	July 29 2017
	Added Company Billed Transaction Reconciliation – Detail (Calendar Month) under Company Billed Cards, and updated the Report Entry Exceptions Details Report name under Compliance

	July 8 2017
	Added Invoice Tax Adjustment Report under Invoice, and corrected the availability of the Health Care Attendee Spending report under Compliance to include Analysis 

	June 3 2017
	Added Attendee Details under Invoice and updated information about the Invoice Management Overview Dashboard under Persona Dashboards

	April 26 2017
	Added Invoice Management Overview Dashboard under Persona Dashboards

	April 22 2017
	Added:

· Company Billed Transaction Reconciliation (Calendar Month) 

· Attendee Summary 

	March 18 2017
	Removed the Invisible Spend Trend Analysis report from Folder: TripLink

	January 25 2017
	Added Expense Management Overview Dashboard under Persona Dashboards

	December 16 2016
	Changed copyright; no other content changes

	October 24 2016
	Updated the guide content to new corporate style; no content changes

	August 15 2016
	Added: 

· Workflow Aging – Details (Intelligence) under Expense Processing

· Workflow Aging – Details (Intelligence) under Invoice

· Workflow Aging – Details (Intelligence) under Travel Request

	June 21 2016
	Added:

· Authorized Approver Details

Removed:

· Travel Points Detail

· Travel Points Summary

	March 23 2016
	"Blind Spend Trend Analysis" renamed to "Invisible Spend Trend Analysis"

	January 19 2016
	Changed from book "chapters" to stand-alone guides; no content changes  

	January 15 2016
	Added information about  Expense Details (with Reclaimable Tax) – Canada

	December 3 2015
	Added information about TripLink Spend Summary by Traveler

	October 20 2015
	Added:

· TripLink Blind Spend Trend Analysis

· TripLink Air Supplier Summary

	September 18 2015
	Change the Open Booking folder to TripLink; enhanced two reports

	August 12 2015
	Added Persona dashboards

	May 18 2015
	Incorporated the changes for the May 2015 release; refer to the release notes for that month

Removed the Premium dashboards; those dashboards are available in the Intelligence folders

Added several missing reports

	May 5 2015
	Added information about:

· Travel Points Detail

· Travel Points Summary

	April 9 2015
	Added information about:

· Name change to Analysis/Intelligence

· Hotel Vendor Normalization Analysis for Intelligence

· Actionable Analytics for Intelligence

	March 13 2015
	Added information about the Australian Fringe Benefit Tax Details report

	February 6 2015
	Added information about these new reports:

· Australian Fringe Benefit Tax Analytics Dashboard

· UK VAT Dashboard

· Germany - Yearly Employee Report

· Purchase Order List

· Purchase Orders and Associated Payment Requests

New folder: Premium Dashboards (Intelligence and Premium only) – and the reports in the folder

	January 19 2015
	Added a note that the Billed Transaction Reconciliation - Detail (Calendar Month) report and the Billed Transaction Reconciliation - (Calendar Month) report do not include centrally billed statement transactions.

	December 18 2014
	Added information about:

· New folder: Market Specific Reports
· New reports in the folder:
· Germany – BIK Report 

· Germany - M-Report Summary

· Germany - M-Report Detail

	October 17 2014
	Added information about new Invoice reports:

· Employee Exceptions – Details

· Request Exception Analysis

· Request Exception Analysis (with comments)

· Request Header Exceptions

· Request Line Item Exceptions

· Request Line Item Exceptions Detail Report

· Top 10 Longest to Approve

· Top Exception Violators

· Workflow Cycle Times – Details

· Workflow Cycle Times – Summary by Manager

· Workflow Cycle Times – Summary by Processor

	September 12 2014
	Added information about the Travel Program Overview dashboard available to Insight Premium clients.

	March 10 2014
	These changes are included:

· Analysis / Insight Essentials:  The no-cost solution known as Analysis is now called Insight Essentials. 

· Insight Premium: A new for-purchase solution – Insight Premium – is now available.

· Removed these reports from Insight Essentials - Standard Reports > Administration and Intelligence - Standard Reports > Administration:

· Billed Transaction Reconciliation

· Billed Transaction Reconciliation - Detail

· Invoice Billed Transaction Reconciliation

· Invoice Billed Transaction Reconciliation – Detail

· Added these reports to Insight Essentials - Standard Reports > Administration and Intelligence - Standard Reports > Administration – but they are not yet available:

· Travel Points Details

· Travel Points Summary 

· Added the dashboards that are available to Insight Premium

	January 17 2014
	Added this new report:

· Open Booking Supplier Summary by User


Default (Standard) Reports
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.
There are many standard reports provided for you. The reports you can see and use depend on whether your company has the Analysis or the Intelligence solution offering.

Additional Documentation – Actionable Analytics, Dashboards
In addition to this guide, refer to these guides:
· Analysis/Intelligence: Actionable Analytics 
· Analysis/Intelligence: Dashboard Metrics 
Section 1:  Access the Reports

Access Analysis 

[image: image6.png]Public Folders | My Folders

Public Folders

O | Name ¢

[T £3  Inteliigence - Standard Reports



If your company has Analysis, click Reporting > Analysis to access your standard reports.

Access Intelligence 
Background – Roles and Data
A user can have a Cognos role (Cognos Consumer, Cognos Business Author, or Cognos Professional Author) and can also be a BI Manager. One of the major differences between the two:

· Cognos Consumer, Cognos Business Author, or Cognos Professional Author are assigned roles and are associated with the Reporting hierarchy. The data that the Consumer/Business Author/Professional Author sees is determined by the associated section of the hierarchy.

· The BI Manager is not an assigned role and is not associated with the Reporting hierarchy. The BI Manager sees the data of their direct and indirect reports.

· For more information about the Reporting hierarchy and BI Manager, refer to Analysis/Intelligence: Overview.
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Access the Reports

If your company uses Intelligence and if you have a Cognos role (Cognos Consumer, Cognos Business Author, or Cognos Professional Author) and you are a BI Manager:

· When you want to work as a Cognos user (and see the data related to the associated section of the Reporting hierarchy), then click Intelligence.

· When you want to work as a BI Manager (and see the data of your direct and indirect reports), then click Intelligence – BI Manager.

If you have a Cognos role or if you are a BI Manager – but not both – you will see only the Intelligence menu option.

NOTE: The Actionable Analytics reports and the Persona Dashboards are both available to BI Managers.

Section 2:  Folders
Access the Folders
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Analysis 

If your company has Analysis, you will use the Analysis - Standard Reports link to access your standard reports.

Intelligence 

If your company uses Intelligence, you will use the Intelligence - Standard Reports link to access your standard reports.

When you click the appropriate link, the list of folders appears.
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The Report Descriptions by Folder section of this chapter lists the reports in each folder and the solution offering that can access each report.

Section 3:  View and/or Edit Reports

In every folder, the standard reports are listed with several icons. One of the icons defines the tool in which the report was created. That tool dictates whether you can edit (as well as view) the report, based on the solution offering and your role.
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 icon indicates that the report was created in Query Studio.
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 icon indicates that the report was created in Report Studio. 

	Solution  Offering
	Report created in 
Query Studio
	Report created in 
Report Studio

	Analysis
	view

edit (with Business Author role)
	view

	Intelligence 
	view

edit (with Business Author or Professional Author role)
	view

edit (with Professional Author role)


Section 4:  Report Descriptions by Folder

Folder: Accrual

	Report Name
	Description
	Analysis
	Intelligence

	Expense Accrual
	This report shows all transactions that have not been assigned to an expense report or have been assigned to an expense report that has not yet been paid. It provides visibility to financial professionals within the organization regarding outstanding liabilities and potential future cash requirements.
	Y
	Y

	Expense Accrual By Date Range
	This report shows all transactions that are not been assigned to an expense report or have been assigned to an expense report that has not yet been paid over a user-defined date range. It provides visibility to financial professionals within the organization regarding outstanding liabilities and potential future cash requirements.
	Y
	Y

	Top Employees with Unassigned or Unsubmitted CC Transactions
	This report lists the top ten employees with the highest amount of unassigned or unsubmitted company card transactions.
	
	Y

	Unassigned Credit Card Transactions
	This report lists all unassigned credit card transactions.
	
	Y


Folder: Administration

	Report Name
	Description
	Analysis
	Intelligence

	Accounting Reconciliation 
	This report provides administrators visibility into report payees, which Concur Pay created payment demands, that have been extracted to their accounting system in a given accounting extract job, but have not been paid yet.
	Y
	Y

	Authorized Approver Details
	This report provides administrators a list of all Authorized Approvers and Cost Object Approvers, as well as their associated groups, limits, etc.
	
	Y

	Bank Statement Reconciliation 
	This report provides administrators visibility into the report payees paid for a given funding account withdrawal.
	Y
	Y


	Billed Transaction Reconciliation - Detail (Calendar Month)
	This report is a drill through from Billed Transaction Reconciliation (Calendar Month). It can also be run as a stand-alone report.

NOTE: This report does not include centrally billed statement transactions.
	Y
	Y

	Billed Transaction Reconciliation - (Calendar Month)
	This report enables clients to reconcile their invoices using Analysis/Intelligence. The billing cycle follows the calendar month. We calculate the total number of transactions off the Billing query subject. This table includes all submitted reports (including deleted reports).

NOTE: This report does not include centrally billed statement transactions.
	Y
	Y

	Billed Transaction Reconciliation - Target
	This drill-through report appears in the list of reports in the standard report folders; however, it is not a stand-alone report. Its purpose is to enable the drill-through from the Billed Transaction Reconciliation report to the Billed Transaction Reconciliation – Details report.
	Y
	Y

	Employee Bank Account Status
	This report provides administrators visibility into employees for a given Employee Group with bank accounts with errant data or who do not have active bank accounts.
	Y
	Y

	Employee Details
	This report provides basic information about employees, their approvers, organizational units, and custom fields that may be populated. It is useful as a reference to look up values populated in some of the configurable fields that are managed by other SAP Concur solutions. It is also useful to modify the column heading literals to indicate how the custom field was configured (for example, org unit 3 contains department).
	Y
	Y

	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). You can group by employee or role.
	Y
	Y

	Expense and Travel Overview
	This report is a combination of multiple individual metrics that all executive level users to quickly view travel and expense metrics in a single view.
	Y
	Y

	Expense Reports By Country
	This report displays the total number of expense reports filed on a country-by-country basis.
	Y
	Y

	Invoice Billed Transaction Reconciliation - Detail (Calendar Month)
	This report is a drill through from Invoice Billed Transaction Reconciliation (Calendar Month). It can also be run as a stand-alone report.
	Y
	Y

	Invoice Billed Transaction Reconciliation - (Calendar Month)
	This report allows the user to match the Invoice transactions with the billing invoice from SAP Concur, similar to the Billed Transaction Reconciliation reports for Expense.
	Y
	Y

	System Activity Report
	This report displays the system activity for Expense Reports during a specific time period.

Activity Count on the report is based on the number of activities, such as Report Created, Report First Submitted, Report Last Submitted, Report First Approved, Report Sent for Payment, or Report Paid, that occurred during the selected date and time range. Activity Count is not based on the number of expense reports that were touched during the selected time period.
	Y
	Y

	Travel Rule Class
	This report lists all employees associated with travel configurations and travel rule classes. It can be used to validate that employees are associated with the correct configuration choices while implementing the system or rolling out new configuration options. This helps the travel manager determine which travelers must adhere to the rules of a given travel class.
	Y
	Y

	TripIt Expense Authorizations by Employee
	This report allows integrated Expense only clients to view which employees at their company have enabled TripIt integration.
	Y
	Y

	TripIt Travel Authorizations by Employee
	This report allows integrated Travel and Expense clients to view which employees at their company have enabled TripIt integration for Travel.
	Y
	Y

	User Rating Summary - Travel
	This report allows clients to see how satisfied their users are with Concur Travel. Armed with direct feedback, Travel Managers can identify consistent pain points and make policy changes to provide a better user experience.
	Y
	Y


Folder: Audit 

	Report Name
	Description
	Analysis
	Intelligence

	Subfolder: Verify

	
	The Verify subfolder contains report views for the following audit reports:

· Audit Service Exception Categories

· Audit Service Exception Categories – Details

· Audit Service Statistics – Details

· Audit Service Statistics by Reporting Group

· Audit Service Statistics Summary

The reports listed above are valid for the Verify feature.

NOTE: The actual audit reports listed above will continue to be located under the main Audit folder. Only the report views for these reports are located in the Verify subfolder.
	Y
	Y

	Main Folder: Audit

	Audit Service Employee Exception Analysis
	This report provides a list of all employees with an audit exception found during the audit process for a specified timeframe. The report ranks the employees by the highest number of audit exceptions identified (a combination of the report-level and entry-level audit exceptions). 

The report can help client administrators determine which employees have the highest number of audit exceptions.
	Y
	Y

	Audit Service Exception Categories
	This report provides a view of the distribution of audit exceptions found during the audit process during a specified timeframe. It can be used to track audit volumes and analyze the types of exceptions and their frequency of occurrence.
	Y
	Y

	Audit Service Exception Categories - Details
	This report lists every expense report that has been audited for the given date along with the audit reasons. It can be run with prompts from the reports folder or it is run as a drill-through report from the Audit Service Exception summary report, with parameters passed from that report.
	Y
	Y

	Audit Service Exception Line Item Values Summary
	This report provides a breakdown of the quantity and monetary value of each line item exception grouped by the following Line Level Exception types: Approved with Exception (AWE), Returned to Employee, and Pending Exception Review (PER).

The Audit Service Exception Line Item Values Summary report is similar to the Audit Service Exception Categories – Details report, but this report provides an in-depth line-level look at audit exceptions.
	Y
	Y

	Audit Service Reports Deleted After Audit
	This report provides a list of reports that were audited by the SAP Concur Audit Service and then later deleted during a specified timeframe.

The report provides client administrators with deleted report details, including the SAP Concur auditor comments, audited date, and deleted date.
	Y
	Y

	Audit Service Selection Criteria
	This report provides a view of how each billable audit transaction was routed to the SAP Concur Audit Service (For example, whether the workflow is configured for Always Audit, Audit Rule, or No Skip) during a specified timeframe. 

The report can assist with the billing research.
	Y
	Y

	Audit Service Statistics - Details
	This report displays the report details of the reports that were audited by the SAP Concur Audit Service. 

This report can be executed from the Audit directory or accessed by clicking the Audit Instance Count link in the Audit Service Statistics by Group report.

NOTE: The Audit Service Statistics – Details reports might have slightly different numbers than the Audit Service Statistics Summary and Audit Service Statistics by Reporting Group. If a report has been audited and then deleted, the Audit Instance is counted and will be included on the Audit Service Statistics Summary and Audit Service Statistics by Reporting Group reports. However, since the report was subsequently deleted, the report details for the report will not be available for viewing in the Audit Service Statistics Details report.
	Y
	Y

	Audit Service Statistics by Reporting Group
	This report displays the number of instances performed by the SAP Concur Audit Service, grouped by the company’s Reporting Groups. 

This report can be executed from the Audit directory or accessed by clicking the Passed/Failed link in the Audit Service Statistics Summary report.
	Y
	Y

	Audit Service Statistics Summary
	This report displays the number of instances performed by the SAP Concur Audit Service, and a Pass/Fail breakdown of those instances over a user-defined period of time.
	Y
	Y

	Audit Summary by Employee
	This report presents the user with the number of audited reports or line items by employee. This allows administrators to quickly see how their failure corresponds to the employees submitting reports, identifying better training opportunities for specific employees with the goal of reducing the total number of Audit rejections. 
	Y
	Y

	Audit Summary by Question
	This report presents the user with the number of audited reports or line items by question. This allows administrators to quickly see how their failure corresponds to the questions being investigated, identifying better training opportunities to reduce the total number of Audit rejections.
	Y
	Y

	Audit Service Statistics with Exception Breakdown
	This report provides a deeper view into the Audit Service Statistics Summary report's summary of the distribution of audit exceptions found during the audit process during a specified timeframe. The report can be used to track audit volumes and analyze the types of exceptions and their frequency of occurrence. The report groups the exception results by the following audit statuses: Passed, Returned to Employee, Pending Exception Review (PER) and Approved with Exception (AWE). 

The report can help client administrators closely track the audit exceptions and their associated audit status.
	Y
	Y

	Audit Volumes
	This report presents the user with the number of audited reports and line items by month. It also shows the number of rejected reports and line items. This allows administrators to quickly see how their volume corresponds to the number of failures.
	Y
	Y

	Employee Audit Required Status
	This report shows the Audit Required status of an employee, which gives administrators better insight and visibility into their Audit configuration.
	Y
	Y

	Report Entry Exceptions
	This report provides statistics about the exceptions that are captured at the expense entry level for specified years and exception types, allowing long-term trend analysis of the types of exceptions that are being detected in submitted expense reports. The report output includes only data on submitted reports.
	Y
	Y

	Report Header Exceptions
	This report shows the year-by-year exceptions that are created most frequently and the number of associated expense reports at the expense header level.
	Y
	Y


Folder: Company Billed Cards

	Report Name
	Description
	Analysis
	Intelligence

	Card Program Summary
	This report will show all card programs and associated details that have been configured for a given company.
	Y
	Y

	Company Billed Transaction Reconciliation (Calendar Month)
	This report provides a summary of the Company Bill Statement transactions billed for a period to assist with reconciling purchasing card transactions. 

NOTE: This report is for companies that have the Company Bill Statement feature enabled and use purchasing card programs.
	Y
	Y

	Company Billed Transaction Reconciliation - Detail (Calendar Month)
	This report provides the details of the Company Bill Statement transactions billed for a period to assist with reconciling purchasing card transactions. 

NOTE: This report is for companies that have the Company Bill Statement feature enabled and use purchasing card programs.
	Y
	Y

	Transactions By Statement
	This report displays all transactions that have been made and assigned to a statement report during a given billing period. This will enable Card Program Administrators to quickly and efficiently validate card transactions.
	Y
	Y

	Unassigned Company Billed Transactions
	This report displays all company billed card transactions that have not yet been assigned to a statement report. Since the statement report is created automatically, this will be an infrequent scenario that only occurs when a user specifically removes a transaction from the statement report.
	Y
	Y


Folder: Carbon Footprint (Intelligence)

	Report Name
	Description
	Analysis
	Intelligence

	Air Carbon Footprint - Detail
	This report tracks carbon emissions by traveler for air segments.
	
	Y

	Air Carbon Footprint - Summary
	This report offers a snapshot of company carbon footprint by different measurements.
	
	Y

	Air Travel Carbon Footprint Insight - Details
	This report provides detailed carbon footprint information for your organization's air travel. Information from the report is summarized and visualized in the Air Travel Carbon Footprint Insights section of the Sustainability Dashboard.
	
	Y

	Business Car Carbon Footprint Insight - Details
	This report provides detailed carbon footprint information for your organization's business car travel. Information from the report is summarized and visualized in the Business Car Carbon Footprint Insights section of the Sustainability Dashboard.
	
	Y

	Business Same Day Trips - Details
	This report provides detailed emission information for your organization's business travel. Information from the report is summarized and visualized in the Business Travel Carbon Footprint Insights section of the Sustainability Dashboard.
	
	Y

	High Usage -Summary 
	This report provides a snapshot of the highest categories for carbon emissions.
	
	Y

	Rail Business Travel Emission - Details
	This report provides detailed emission information for your organization's rail business travel. Information from the report is summarized and visualized in the Increase Rail Usage for Business Travel section of the Sustainability Dashboard.
	
	Y

	Sustainability Dashboard
	This dashboard can help your organization analyze air and rail bookings in the current year as compared to the prior year, as well as company and personal car mileage information. 

The Sustainability Dashboard can assist with reducing your organization's overall travel carbon footprint by helping to identify opportunities for rail alternatives and identifying the number of rail and air segments traveled between selected city pairs (origin and destination). Incorporating company car and personal car mileage spend categories into the equation, the dashboard provides an organization with insight into the impact of air, rail, and car mileage.

By establishing a baseline carbon footprint, your organization can more easily determine how to reduce or eliminate excess travel, budget for actionable climate solutions, and mitigate emissions contributions.

There are five detail reports associated with the Sustainability Dashboard available for Intelligence clients: 

· Air Travel Carbon Footprint Insight - Details

· Business Car Carbon Footprint Insight - Details

· Business Same Day Trips - Details

· Rail Business Travel Emission - Details

· Total Trips – Details

The detail reports provide an in-depth look at the information summarized on the Sustainability Dashboard.
	
	Y

	Total Trips - Details
	This report provides detailed emission information for your organization's business travel. Information from the report is summarized and visualized in the Business Travel Carbon Footprint Reduction section of the Sustainability Dashboard.
	
	Y


Folder: Compliance 

	Report Name
	Description
	Analysis
	Intelligence

	Air Analysis: Concur Travel vs. Agency Summary
	This report provides analysis of how much lost savings there may be due to trips not being booked online. The prompts allow the report to be filtered by selected organizational units and to show trips for selected travel configurations and rule classes.

It shows the number of trips booked in Travel that had air segments (not including voided tickets), the total spend, plus cost per ticket. It also shows the number of trips booked via an agent, the total spend, cost per agent ticket, and the difference between Travel and agent ticket prices.
	Y
	Y

	Airfares Expensed not Booked in Concur Travel
	This report displays airfare expenses that have been expensed through Expense but were not booked in Travel.
	
	Y

	Attendee Analysis
	This report provides a summary of all expense types with attendees, grouped by the employee who submitted the expense report.
	
	Y

	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. This report can be run to provide the total picture or for a selected set of expense reports that represent money being spent by an employee to cover expenses for fellow employees or non-employee clients or prospective clients.
	Y
	Y

	Attendee Summary
	This report provides a summary view of spending on attendees by expense type, reporting group, and currency. It provides one or more years of statistics, enabling long-term trend analysis about expenses involving money spent by an employee to cover expenses for fellow employees or non-employee clients or prospective clients.
	Y
	Y

	Car Rentals Expensed not Booked in Concur Travel
	This report displays car rental expenses that have been expensed through Expense but were not booked in Travel.
	
	Y

	Concur Travel Hotel Bookings
	This report shows information on hotel bookings made in SAP Concur solutions.
	Y
	Y

	Employee Exceptions - Details
	This report identifies all report-level exceptions for a given employee. The typical use case will be an Analysis/Intelligence user running the Top Exceptions Violators report. After viewing the results, an employee is identified that they wish to view additional information on. 

A drill-through will be enabled from the Number of Exceptions and Employee columns that open this report. 

As with all of our drill-throughs, this report can also be run as a standalone report.
	Y
	Y

	Expense Exception Analysis
	This report provides a list of exceptions for expenses based on a date range.
	
	Y

	Expense Exception Analysis (with comments)
	This report lists the exceptions for expenses based on a date range with detailed comments.
	
	Y

	Health Care Attendee Spending
	This report shows the amount of money spent on a given attendee in the Health Care industry. This report assumes that the standard Healthcare Attendee record format is being used.
	Y
	Y

	Hotel Expense exceeds Negotiated Rate
	This report lists all hotel expenses sent for payment within a selected timeframe, for which the expense amount is greater than a negotiated rate in Travel. With this information, an administrator can alert the company's travelers to be more aware of negotiated rates being honored and contact the properties to ensure future savings and potentially to get credits.
	
	Y

	Hotel Stays Expensed not Booked in Concur Travel
	This report lists all hotel stays sent for payment within a selected timeframe, which were not booked using Travel or arranged through a travel agency and captured within SAP Concur solutions.
	
	Y

	Non-Concur Travel Hotel Bookings
	This report identifies travelers who have overnight stays but do not have hotel reservations in the system that correspond to the trip. 

It provides several benefits:

· Provides visibility to leakage 

· Allow travel managers a way to determine where their travelers are in case of disaster 

· Provides metrics to be used in hotel rate negotiations
	Y
	Y

	Past Hotel Reservations with Rates in Excess of Negotiated Rate
	This report shows potential refunds from past hotel stays based on rates charged above your negotiated rate.
	
	Y

	Report Entry Exceptions 
Details Report
	This report provides a detailed list of all Report Entry exceptions for employees over a user-defined timeframe. Users also have the option of selecting a single employee when running this report.
	Y
	Y

	Top Exception Violators
	This report shows the 10 employees with the highest number exceptions identified by the system on expense reports submitted during a specified timeframe.
	Y
	Y

	Travel Adoption
	This report provides visibility into the total travel adoption for your employees. The report includes adoption rate information for air, car, hotel and rail trips. 

The report's trip count is based on the air, car, hotel, and rail segment reservations. The report indicates the number of trips that are booked using Concur Travel versus the number of agent-booked trips.
	Y
	Y

	Travel Policy Exceptions
	This report lists all users who have violated the company travel policy. It is based on the Violation Code and Violation Reason values entered by the user when booking the trip.
	Y
	Y

	Travelers Not Using Concur Travel
	This report lists the users who have never used Travel but have purchased one or more agent-booked tickets. The report includes user's names and email addresses. This report allows the report user to focus adoption efforts on targeted employees.
	Y
	Y

	Upcoming Hotel Reservations with Rates in Excess of Negotiated Rate
	This report shows potential refunds for upcoming hotel stays based on your negotiated rate.
	
	Y


Folder: E-Receipt 

	Report Name
	Description
	Analysis
	Intelligence

	Car Receipt Additional Spend Summary
	This report lets Travel Managers see whether or not their employees are being compliant with company car rental policy. If employees are not supposed to be purchasing GPS units, but there are 1000.00 a month being spent on them, there is a problem. 

This report also provides Travel Managers with insight on vendor compliance. If a company has negotiated a discount/waiver for insurance, yet are being consistently charged for it, they can quickly take action.
	Y
	Y

	Car Receipt Details
	This report allows users to quickly view details provided by car rental vendors who provide e-receipts. 

E-Receipts provide an additional level of detail directly from the vendor and can include information about optional costs incurred from the car rental (upgrades, GPS Units, etc).  
	Y
	Y

	E-Receipt Enabled Employees
	This report lists employees and whether e-receipts are enabled.
	Y
	Y

	Hotel Receipt Additional Spend Summary
	Travel Managers will use this report for three distinct purposes:  

· They can use this to see whether or not their employees are being compliant with hotel policy.

· They can monitor vendor compliance. If a company has negotiated a discount/waiver for parking, yet are being consistently charged for it, they can quickly take action. 

· They can look at the information by city to see trends on additional fees to assist in negotiation planning.
	Y
	Y

	Hotel Receipt Details
	This report allows users to quickly view details provided by Hotel vendors who provide e-receipts. E-Receipts provide an additional level of detail directly from the vendor and can include information about optional costs incurred from the hotel stay (upgrades, mini bar, phone/internet, etc).
	Y
	Y


Folder: Expense Processing 

	Report Name
	Description
	Analysis
	Intelligence

	Airfare Booked But Not Yet Expensed
	This report lists users with airline tickets that have not yet been expensed. This will allow finance departments to identify liabilities and plan appropriately.
	
	Y

	Approver Statistics
	This report provides expense report statistics data regarding quantities and extended cost totals by approver.
	
	Y

	Expense Accounting Analysis
	This report lists the expenses by how the expenses were allocated for accounting by payer/payee, allocation codes, account codes, and totals for debit/credit and net.
	Y
	Y

	Expense Entry Analysis
	This report lists expenses including expense type, payment type, and amount.
	
	Y

	Expense Entry Analysis Details (grouped by Employee)
	This report provides detailed spending information grouped by employee and then by expense type.
	Y
	Y

	Expense Entry Analysis Details (grouped by Expense Type)
	This report provides spending information group by expense type and then by employee.
	Y
	Y

	Expense Summary by Employee and Year
	This report shows the summary of expenses by employee and year.
	Y
	Y

	Expense Summary by Expense Type and Year
	This report shows the summary of expenses by expense type and year.
	Y
	Y

	Expenses With TripIt Itineraries
	This report shows a list of expenses that include itineraries linked to TripIt.
	Y
	Y

	Missing Receipt Audit
	This report lists the expenses that are missing receipts.
	Y
	Y

	Payment Type Analysis
	This report allows users to evaluate employee spend by the method of payment.
	
	Y

	Reports Approved But Receipts Not Viewed
	This report identifies all approvers who did not view receipts prior to approving the report. This will enable administrators to drive compliance if their approval policy requires that receipts must be viewed prior to approval.
	Y
	Y

	Top 10 Longest to Approve
	This report provides a rank of the longest time to approve expense reports.
	
	Y

	Unsubmitted Expense Entry Analysis Details (grouped by Employee)
	This report lists expenses, grouped by employee, that have been entered on expense reports but not submitted during a specified timeframe.
	Y
	Y

	Unsubmitted Expense Entry Analysis Details (grouped by Expense Type)
	This report lists expenses, grouped by expense type, that have been entered on expense reports but not submitted during a specified timeframe.
	Y
	Y

	Workflow Aging – Details
	This report identifies the expense reports that are pending approval, including the approvers associated with the reports, to help ensure approval of expense reports in a timely manner.
	
	Y

	Workflow Cycle Times – Details
	This report provides details of workflow cycle times; shows the time it took for a report to move through the major workflow steps.
	
	Y

	Workflow Cycle Times – Summary by Manager
	This report provides a summary of workflow cycle times by manager; manager name is clickable for drill-through.
	
	Y

	Workflow Cycle Times – Summary by Processor
	This report provides a summary of workflow cycle times by processor; processor name is clickable for drill-through.
	
	Y


Folder: Finance 

	Report Name
	Description
	Analysis
	Intelligence

	Cash Advance Analysis
	This report shows cash advances issued through the system, the employee's current balance, and the account codes associated with the cash advance. Cash advances in non-issued status (Pending Approval, Rejected, etc.) are also shown.
	Y
	Y

	Credit Card Transactions
	This report lists credit card transaction details imported into Expense. It can be used as a comprehensive listing or as an ad hoc exception report to look at certain subsets of credit card transactions.
	Y
	Y

	Expense Report Totals
	This report shows report data and totals by organizational unit, employee, and policy for all reports that have been submitted.
	Y
	Y

	Expenses by Approver Hierarchy
	This report lists approvers and the amounts associated with that approver.
	
	Y

	Financial Summary
	This report lists expense totals for all allocation custom fields.
	
	Y

	Voided Air Tickets
	This report lists all tickets that have been voided during a specified timeframe and provides details about the transaction. The report user can also drill down to view the complete itinerary for any of the voided tickets.
	Y
	Y


Folder: Fraud (Intelligence)

	Report Name
	Description
	Analysis
	Intelligence

	Duplicate Company Meals
	This report identifies cases where on the same day: 

· One employee enters an entertainment expense claiming the second employee as an attendee
 – and – 

· The second employee submits a regular meal expense

This could be a legitimate situation if two employees are on the same trip and one pays for dinner for both and each pays for their own lunch. However, it could also be fraud if one employee claims that they took another employee out for the same meal for which the second employee was reimbursed.
	
	Y

	Duplicate Expense Items
	This report identifies expenses that might have been submitted for the same employee more than once, across multiple reports
	
	Y

	Duplicate Hotel Stays
	This report identifies cases where two different hotel expenses have occurred on the same day for the same employee

This could be a legitimate situation if the employee has a late check-out in one city and checks into a new hotel in a new city later that same day. However, it could also be fraud if the traveler is reserving a second hotel in the same city.
	
	Y

	Duplicate Meal Attendees
	This report identifies cases where two different expense items on the same day claim the same person as an attendee

This could be a legitimate situation if the same person is taken out to multiple meals. However, it could also be fraud if two different employees claim the same person as an attendee for the same meal.
	
	Y

	Expenses Near Receipt Limit
	Identifies expense items that were under the receipt limit in effect at the time of submission but were very close to the limit

Employees who are aware of the receipt limits may submit expenses fraudulently knowing that documentation is not necessary for these expenses. Employees who submit these types of expenses frequently may need to be audited more closely or placed into a limit group with a lower receipt threshold.
	
	Y

	Submitted Ticket Charges with Unsubmitted Refunds
	This report identifies credit card airfare transactions that have been expensed, but their subsequent refund is either unassigned or not been submitted. The report matches in one of two ways:

· Matches on exact ticket number, which should be the same for a charge and its refund
– or –

· Matches where the expensed transaction amount equals the unassigned amount but with a negative sign

The type of matching is selectable by the user.
	
	Y


Folder: Invoice 

	Report Name
	Description
	Analysis
	Intelligence

	Attendee Details
	This report provides a detailed view of the spending by employees and the attendee information for expenses that have associated attendees. 

The report can be run to provide the total picture or run for a selected set of payment requests that represent money being spent by an employee to cover expenses for fellow employees or non-employee clients or prospective clients.
	Y
	Y

	Attendee Summary
	This report provides a summary of the spending on attendees by expense type, instance, and reporting group and currency. 

The report provides one or more years of statistics, enabling long-term trend analysis about expenses involving money spent by an employee to cover expenses for fellow employees or non-employee clients or prospective clients.
	Y
	Y

	Capture Service Details
	This report is a drill-through from the Capture Service Summary report. This report provides the details of the Capture Service fields on the Capture Service Summary report (Invoice Number, Invoice Date, Vendor, Shipping, Tax, Currency, Invoice Amount, and PO).

As with all of our drill-throughs, this report can also be run as a standalone report.
	
	Y

	Capture Service Summary
	This report provides a summary of the number and types of changes that occurred after an invoice is created and before the final approval of the invoice. 

Clicking a field in the Change Type column on the report opens the Capture Service Details report for the selected field. The Capture Service Summary report can help provide insight into your organization's current invoice processes.
	
	Y

	Employee Exceptions – Details
	This report identifies all request-level exceptions for a given employee. 

A drill-through will be enabled from the Number of Exceptions and Employee columns that open this report. 

As with all of our drill-throughs, this report can also be run as a standalone report.
	Y
	Y

	Invoice Briefing Summary
	This report graphically displays several key metrics in a dashboard type display. This allows a user to quickly execute a single report, but return multiple key values.
	
	Y

	Invoice Expense Type Spend Trend
	This report is a drill-through from the Briefing Summary report.
	
	Y

	Invoice Tax Adjustment Report
	This report identifies differences between the tax amount on invoices and the calculated tax amount provided by a third-party tax validation company. 
The report can help clients determine if tax adjustments need to be made in their accounting system to ensure tax-reporting accuracy.
	Y
	Y

	Invoice Virtual Card Payment Reconciliation
	This report provides virtual card payment information for invoices in Concur Invoice, including batch ID, supplier name and invoice number, and payment information. 
	
	Y

	Payment Practices and Performance
	This report was designed to help businesses provide the information required by the Duty to Report on Payment Practices and Performance regulation in the United Kingdom. Companies can use this report to report on their company's ability to pay invoices on time. The report includes the proportion of invoices paid beyond agreed terms (by percentage), the average time taken to pay invoices, and the proportion of invoices paid within various time periods.
	Y
	Y

	Purchase Order to Invoice Matching Exceptions
	This report identifies the matching exceptions for purchase orders and the invoices associated with the purchase orders. This report can help accounts payable employees determine which invoices require investigation. The report can also help accounts payable managers identify potential issues in the accounts payable workflow, such as seeing exceptions for the same supplier — possibly indicating an issue with the supplier, or seeing the same exception appearing numerous times, regardless of supplier, which may indicate an issue with the purchase orders being created by their organization.
	Y
	Y

	Purchase Order List
	This report provides a detailed view of all purchase orders. AP departments can use this information to forecast amounts of future invoices and allocate funds appropriately.
	Y
	Y

	Purchase Orders and Associated Payment Requests
	This report provides a detailed view of all purchase orders and the associated payments requests. Where the existing Request Accrual Report provides visibility into all payment requests, this report displays only payment requests that have an associated PO. This request can be handled differently and having a way to quickly identify them will be beneficial to AP departments.
	Y
	Y

	Received Accrual by Line Item
	This report provides a detailed view of all goods received and the invoice line items that have not been assigned to a payment request or have been assigned to a payment request that has not yet been paid. The report provides financial professionals within the organization visibility into outstanding liabilities and potential future cash requirements.
	Y
	Y

	Request Accrual
	This report shows all invoice transactions that have not been assigned to a payment request or have been assigned to a payment request that has not yet been paid. It provides visibility to financial professionals within the organization regarding outstanding liabilities and potential future cash requirements.
	Y
	Y

	Request Aging
	This report shows aging invoice payment requests.
	Y
	Y

	Request Exception Analysis
	This report provides a list of exceptions for requests based on a date range.
	Y
	Y

	Request Exception Analysis (with comments)
	This report lists the exceptions for requests based on a date range with detailed comments.
	Y
	Y

	Request Header Exceptions
	This report shows the year-by-year exceptions that are created most frequently and the number of associated payment requests at the payment requests header level.
	Y
	Y

	Request Line Item Exceptions
	This report provides statistics about the exceptions that are captured at the line-item level for specified years and exception types, allowing long-term trend analysis of the types of exceptions that are being detected in payment requests. 
	Y
	Y

	Request Line Item Exceptions Detail Report
	This report provides a detailed list of all line-item exceptions for employees over a user-defined timeframe. Users also have the option of selecting a single employee when running this report.
	Y
	Y

	Top 10 Longest to Approve
	This report provides a rank of the longest time to approve payment requests.
	Y
	Y

	Top Exception Violators
	This report shows the 10 employees with the highest number exceptions identified by the system on payment requests submitted during a specified timeframe.
	Y
	Y

	Top Invoice Spenders By Employee - Details
	This report shows a detailed view of the top invoice spenders, sorted by employee
	
	Y

	Top Invoice Spenders By Employee - Summary
	This report shows the employees that have the most total invoice spend, ranked by a user-defined rank range (e.g 1 to 10) sorted by rank ascending
	Y
	Y

	Top Invoice Vendor Spend - Details
	This report shows the vendors that have the highest total invoice spend.
	
	Y

	Top Invoice Vendor Spend - Summary
	This report will show the vendors that have the most total invoice spend ranked by a user-defined rank range (e.g 1 to 10) sorted by rank ascending
	Y
	Y

	Unsubmitted Requests by Approver - Detail
	This report shows a detailed listing of unsubmitted payment requests, sorted by approver.
	Y
	Y

	Unsubmitted Requests by Approver - Summary
	This report shows a summarized listing of unsubmitted payment requests, sorted by approver.
	Y
	Y

	Unsubmitted Requests Rank
	This report shows a ranked listing, by employee, of the most unsubmitted payment requests.
	Y
	Y

	Workflow Aging – Details
	This report identifies the payment requests that are pending approval, including the approvers associated with the requests, to help ensure approval of payment requests in a timely manner
	
	Y

	Workflow Cycle Times – Details
	This report provides details of workflow cycle times; shows the time it took for a request to move through the major workflow steps.
	Y
	Y

	Workflow Cycle Times – Summary by Manager
	This report provides a summary of workflow cycle times by manager; manager name is clickable for drill-through.
	Y
	Y

	Workflow Cycle Times – Summary by Processor
	This report provides a summary of workflow cycle times by processor; processor name is clickable for drill-through.
	Y
	Y


Folder: Market Specific Reports 

	Report Name
	Description
	Analysis
	Intelligence

	Expense Entries for Companies Using Electronic Receipts (Japan)
	This report can be used for National Tax Agency (NTA) investigations. The report assists NTA investigations by providing prompts for things such as transaction date, expense amount range, expense type, and vendor. The NTA can use information from the report to search the details of expense entries using the expense report ID in the Process Reports feature of Concur Expense.
	Y
	Y

	Expense Entries for Qualified Invoice Base Method (Japan)
	As of October 1, 2023, the Japanese government is implementing a new Qualified Invoice System for the Japanese Consumption Tax (JCT). This report will help Intelligence clients in the Japanese market align with the regulation and support tax reclamation by providing the ability to capture and confirm the Qualified Invoice Issuer's registration number information from submitted expense reports. 

A Qualified Invoice Issuer is a vendor who is registered as a business issuer of qualified invoice by the District Director of the tax office of jurisdiction and has been given a registration number (tax identification number).
	Y
	Y

	IC Card Utilization Rate (Japan)
	This report provides the registration rates and utilization rates for IC Cards. The IC Card Utilization Rate report can help Intelligence clients determine the degree of governance and business efficiency for IC card usage using the IC Card data. The report provides IC Card utilization rates by company, division, and users.
NOTE: This report supports the Japan Public Transport (JPT) 1.0 feature.
	
	Y

	IC Card Utilization Rate (JPT 2.0) (Japan)
	This report is a new version of the existing IC Card Utilization Rate report that is specifically designed to only provide data from the JPT (Japan Public Transport) 2.0 feature in the NextGen UI for Concur Expense. The IC Card Utilization Rate report provides utilization rates for IC Cards. The IC Card Utilization Rate report can help Intelligence clients determine the degree of governance and business efficiency for IC card usage using the IC Card data. The report provides IC Card utilization rates by company, division, and users.
NOTE: The IC Card Utilization Rate (JPT 2.0) report does not include the Number of IC Card Users page that is available on the original IC Card Utilization Rate report for JPT 1.0. The Number of IC Card Users page is based on the Registration Date field in the JPT 1.0 data model. The JPT 2.0 data model does not contain the Registration Date field.

Similar insight into the IC card usage status by division is available from the IC Card Utilization Rate by Division (Number of Transactions) page of the IC Card Utilization Rate (JPT 2.0) report.

The IC Card Utilization Rate (JPT 2.0) report is only available to Intelligence clients using the JPT (Japan Public Transport) 2.0 feature in the NextGen UI for Concur Expense.
	
	Y

	Invoice Entries for Companies Using Electronic Invoices (Japan)
	This report can be used for National Tax Agency (NTA) investigations. The report assists NTA investigations by providing prompts for things such as transaction date, invoice amount range, expense type, and vendor. The NTA can use information from the report to search the details of invoice line items using the request ID in the Process Requests feature of Concur Invoice.
	Y
	Y

	Invoice Entries for Qualified Invoice Base Method (Japan)
	As of October 1, 2023, the Japanese government is implementing a new Qualified Invoice System for the Japanese Consumption Tax (JCT). This report will help Intelligence clients in the Japanese market align with the regulation and support tax reclamation by providing the ability to capture and confirm the Qualified Invoice Issuer's registration number information from invoices. 

A Qualified Invoice Issuer is a vendor who is registered as a business issuer of qualified invoice by the District Director of the tax office of jurisdiction and has been given a registration number (tax identification number).
	Y
	Y

	Receipt Received Rate (Japan)
	This report provides the total number of receipts received, the number of receipts received by expense type and by employee, and the number of expense report entries that did not have a receipt associated with the entries. 

The Receipt Received Rate report can help Intelligence clients in the Japanese market evaluate the introduction of e-Bunsho timestamps and the e-Bunsho operation status after introducing e-Bunsho, as well as verify whether employees attached receipts.
	
	Y

	Receipt Viewed Rate (Japan)
	This report provides the number of receipts viewed by approver – distribution, approver – rank, approver, and employee division, and the number of expense report entries that did not have the receipt associated with the entries viewed. 

The Receipt Viewed Rate report can help Intelligence clients in the Japanese market evaluate the introduction of e-Bunsho timestamps and the e-Bunsho operation status after introducing e-Bunsho, as well as verify whether employees attached receipts.
	
	Y

	Ticket Issue Date and Airfare Analysis (Japan)

	This report shows how many days before departure air tickets were issued and the average price of issued tickets. The report can help Intelligence clients identify how to reduce the cost of air tickets.

NOTE: The Ticket Issue Date and Airfare Analysis report only runs in English. To view the Ticket Issue Date and Airfare Analysis report, change the language to English, and then run this report.
	
	Y

	Transportation Details Report (JPT 2.0) (Japan)
	This report provides information about employee transportation expenses. The report can help Intelligence clients in the Japanese market evaluate the reasonableness of commuter spend, identify suspicious activity associated with route information, and ensure employee compliance with transportation spend. 

The Transportation Details Report (JPT 2.0) is only available to Intelligence clients using the JPT (Japan Public Transport) 2.0 feature in the NextGen UI for Concur Expense.
	
	Y

	Unpaid and Unassigned Expense (Japan)
	This report lists the expenses that have not yet been approved or paid. The report can help Intelligence clients identify expected expense amounts, and can help clients match bills from travel agencies with the corresponding data in SAP Concur solutions.
	
	Y

	Vendor Amount Ranking (Japan)
	This report can help clients analyze whether purchasing is concentrated on specific vendors. The report provides a bar graph of the results and a table listing the top-ranking vendors based on the Total Approved (rpt) field. The report also provides the monthly approved purchased amounts for the vendors by expense type.
	
	Y

	AMEX Card Extract
	This report provides the Concur Expense data for American Express-related expenses needed for the American Express (AMEX) optimization program.
There is no Prompts page for the AMEX Card Extract report. Be default, the report is generated for the last month.
	Y
	Y

	Auditor Digitized Receipt Search Report
	This report lists the digitized receipt records that have gone through the certified receipt digitization process. 

The report includes the digitized receipt ID, invoice number associated with the receipt, supplier information, the transaction, issue, and digitization dates associated with the receipt, as well as the transaction currency and tax rates. Amounts on the report are based on the transaction currency.
	Y
	Y

	Expense Details (with Reclaimable Tax) – Canada
	This report is designed specifically to be used by Standard Edition clients. The data included in this report reflects the tax configuration options provided in Standard. Though it is available to Professional Edition clients, use of this report is not recommended because of the highly configurable and complex nature of the Professional Edition.

This report is designed for Standard Edition customers who have activated the Canadian TAX feature. This report displays expense details including approved amount, expense amount combined with non-reclaimable tax, and reclaimable tax. By running this report by date or by reimbursement method, customers are able to easily compare this data to their payment batches.
	Y
	Y

	Germany – BIK Report
	German employees must pay tax on BIK (Benefit in Kind) if they were provided an "External Activity" meal without having a claim for any per diem that meet all of the BIK criteria: 

Expense report where the itinerary duration is <8 hours or >3 months

– and –

The allowance amount is 0 because the per diem does not apply and the travel allowance meal type entered is "External Activity" 

This report will assist German clients who need to report the taxable amount for meals that meet the criteria in order to be compliant with German law.

The report lists all of the Expense transactions and corresponding travel allowance and itinerary information that meet the BIK criteria mentioned above, for German employees (where the Employee Country = Germany).
	Y
	Y

	Germany – BIK Report (TAS) 
	The Germany – BIK Report (TAS) is a new version of the existing Germany – BIK Report that is specifically designed to only provide data from the new Travel Allowance Service (TAS). This report only leverages fixed travel allowances.
German employees must pay tax on BIK (Benefit in Kind) if they received a free provided meal without having a claim for any per diem that meet all of the BIK criteria: 

Expense report where the itinerary duration is less than 8 hours or more than 3 months

– and –

The allowance amount is 0 because the per diem does not apply and the travel allowance has one or more free provided meals entered 

This report will assist German clients who need to report the taxable amount for meals that meet the criteria in order to be compliant with German law.

The report lists all of the Expense transactions and corresponding travel allowance and itinerary information that meet the BIK criteria mentioned above, for German employees (where the Employee Country = Germany).
	Y
	Y

	Germany - M-Report Summary
	This report lists all German employees (where the Employee Country = Germany) who – at least once in a calendar year – received a reimbursement for the meal type in German "Auswärtstätigkeit" (in English "external activity").

The Summary report contains a distinct list of employees who meet these criteria.
	Y
	Y

	Germany – M-Report Summary (TAS)
	The Germany – M-Report Summary (TAS) report is a new version of the existing Germany – M-Report Summary report that is specifically designed to only provide data from the new Travel Allowance Service (TAS). This report only leverages fixed travel allowances.
This report lists all German employees (where the Employee Country = Germany) who – at least once in a calendar year – received a free provided meal.

The Summary report contains a distinct list of employees who meet these criteria.
	Y
	Y

	Germany - M-Report Detail
	This report lists all German employees (where the Employee Country = Germany) who – at least once in a calendar year – received a reimbursement for the meal type in German "Auswärtstätigkeit" (in English "external activity").

The Detail report contains a listing of all the individual instances of travel allowances with External Activity meals entered that also have corresponding expenses, along with the corresponding expense information.
	Y
	Y

	Germany - M-Report Detail (TAS)
	The Germany – M-Report Detail (TAS) report is a new version of the existing Germany – M-Report Detail report that is specifically designed to only provide data from the new Travel Allowance Service (TAS). This report only leverages fixed travel allowances.
This report lists all German employees (where the Employee Country = Germany) who – at least once in a calendar year – received a free provided meal.

The Detail report contains a listing of all the individual instances of travel allowances with free provided meals entered that also have corresponding expenses, along with the corresponding expense information.
	Y
	Y

	Germany - Yearly Employee Report
	For each employee, the report shows all of the Expense transactions and corresponding travel allowance and itinerary information, as well as the allowance amount, approved amount, and total deductions for travel allowances during the date range entered. 

This report returns data only where the Employee Country = Germany.
	Y
	Y


Folder: Meetings 

	Report Name
	Description
	Analysis
	Intelligence

	Meeting Attendee Flight Details
	This report assists Travel Managers in driving compliance. For example, meetings are typically planned well in advance and users should be booking accordingly. This report will enable Travel Manager to validate that, as well as other behaviors related to the companies travel policy.
	Y
	Y

	Meeting Attendee Flight Segments
	This report provides Travel Managers with detailed information on the location of an employee going to a meeting at any given point. This report can be used to coordinate transportation for multiple employees.
	Y
	Y

	Meeting Attendee Hotels
	This report shows hotel reservations for travelers attending a specific company meeting.
	Y
	Y

	Meeting Attendee Survey Answers
	This report shows survey responses of travelers attending a specific company meeting.
	Y
	Y


Folder: Mobile Usage 
	Report Name
	Description
	Analysis
	Intelligence

	Mobile Metrics Details
	This report displays the Concur Expense, Concur Invoice, Concur Travel, and logon actions taken by employees using the SAP Concur mobile app. The report includes metrics for the following events:

Logon

· LoggedIn

· LoginSuccessful
Concur Expense

· AddedExpenseToReport

· ApprovedReport

· AssociatedReceiptWithRepEntry

· AssociatedReceiptWithReport

· CreatedQuickExpense

· CreatedReport

· EditedQuickExpense

· EditedReport

· RejectedReport

· SubmittedReport

· UploadedMobileStandaloneReceipt 

Concur Invoice

· ApprovedInvoice

· RejectedInvoice

Concur Travel

· BookedAir

· BookedCar

· BookedHotel

· BookedRail

NOTE: The SAP Concur mobile app version you are using and when an event was added to the Mobile Metrics Details report determines when data for the event is accurately reflected on the report.
· For more information about the Mobile Metrics Details report and the specific dates when events were added to the report, refer to Chapter 15: Folder – Mobile Usage in the Standard Reports by Folder guide.
	Y
	Y

	Mobile Metrics – Mobile Adoption Report
	This report displays a summary of the Concur Expense, Concur Invoice, Concur Travel, and logon actions taken by employees using the SAP Concur mobile app. The report can help identify the percentage of users using the mobile app, what actions are being completed on the mobile app, and which mobile actions are most commonly performed by users.
The report includes metrics for the following events:

Logon

· LoggedIn

· LoginSuccessful
Concur Expense

· AddedExpenseToReport

· ApprovedReport

· AssociatedReceiptWithRepEntry

· AssociatedReceiptWithReport

· CreatedQuickExpense

· CreatedReport

· EditedQuickExpense

· EditedReport

· RejectedReport

· SubmittedReport

· UploadedMobileStandaloneReceipt 

Concur Invoice

· ApprovedInvoice

· RejectedInvoice

Concur Travel

· BookedAir

· BookedCar

· BookedHotel

· BookedRail

NOTE: The SAP Concur mobile app version you are using and when an event was added to the Mobile Metrics – Mobile Adoption Report determines when data for the event is accurately reflected on the report.
For more information about the Mobile Metrics – Mobile Adoption Report and the specific dates when events were added to the report, refer to Chapter 15: Folder – Mobile Usage in the Standard Reports by Folder guide.
	Y
	Y


Folder: Persona Dashboards (Intelligence)

	Report Name
	Description
	Analysis
	Intelligence

	Combined Spend Overview
	This dashboard provides key metrics for your company's combined spend associated with your company's expense reports and invoices at a glance. It includes these sections:
· Total Combined Spend

· Average Life Cycle

· Combined Spend Trend
	
	Y

	Department Manager Spend Overview
	This dashboard focuses on the information needed by the department manager. It includes these sections:
· Current Quarter Spend

· Spend Overview

· Future Trips

· Top 10 Spending Employees
	
	Y 

	Department Manager Expense Report Overview
	This dashboard focuses on the information needed by the department manager. It includes these sections:
· Average Life Cycle

· Unsubmitted Transactions

· Reports Pending Approval

· Company Card Adoption

· Average Spend

· Policy Exceptions by Employee
	
	Y

	Expense Management Overview
	This dashboard provides key metrics for your company's expense reports and expense report life cycle at a glance. It includes these sections:
	
	Y

	
	· Reports Pending Approval
· Unsubmitted Credit Card Transactions
· Cash Expense Transactions
· Personal Expense Transactions
	· Average Life Cycle

· Aging of Transactions
· Payment Types
· Top 10 Spending Employee
· Policy Exceptions by Type
	
	

	Invoice Management Overview
	This dashboard provides key metrics for your company's payment requests (invoices) and purchase requests, and the payment request and purchase request life cycles, at a glance. It includes these sections:
	
	Y

	
	· Aging Payables
· Payment Method 

· Top 5 Expense Types

· PO vs Non PO Spend
	· Total Invoice Spend
· Top 10 Vendors
· PO Adoption
	
	


Folder: Premium Dashboards (Intelligence)

	Report Name
	Description
	Analysis
	Intelligence

	Executive Overview
	This dashboard focuses on the five key areas of interest for finance and expense managers. They are:

· Operations

· Spend management

· Commodity management

· Administration

· Departmental review
	
	Y

	Expense Spend Summary
	This dashboard shows a client's expense data in two distinct views: Region/Country or Category/Type.
	
	Y

	Finance & Spend Overview
	This dashboard displays the top expense categories for a client in a clean and succinct manner. The top five categories are outlined for the client with the yearly trending of spend based on the selected year. The dashboard also shows the quarterly spend, yearly spend, and comparison to last year's spend for each of the commodities.
	
	Y

	Operational KPI 
	This dashboard provides an overview to key operational performance metrics every expense administrator uses to track the basic health of their program. There are four key metrics outlined in this report. They each show the current status of the metric compared with the year and quarter combinations selected for the dashboard. Each metric can be viewed as a trending graphical chart, employee-level details, or the basic KPI comparison metric.
	
	Y

	Travel Market Analysis
	This dashboard allows travel and procurement managers to quickly view and evaluate the travel footprint of their company, how spend is trending, where people are going, and with which vendors.

The dashboard data can be filtered for specific years and quarters. The basic commodity types of air, rail, car, and hotel are summarized across the selected years and quarters.
	
	Y

	Travel Program Overview
	This dashboard gives travel managers a view into the overall ‘health’ of their program as it relates to key metrics like online adoption, advance purchase, and how far in advance employees are purchasing tickets.

One graph compares spend both at a yearly and quarterly level while the other graph provides trending information for the various commodities across the selected timeframe. The dashboard data can be filtered for specific years and subsequent quarters. 
	
	Y


Folder: Premium Dashboards > Actionable Analytics (Intelligence)

Refer to the Analysis/Intelligence: Actionable Analytics guide.
Folder: Spending 

	Report Name
	Description
	Analysis
	Intelligence

	Airline Ancillary Fees Summary
	This report identifies all spend on airline ancillary fees. There are six expense types that make up the ancillary fees. This report will display each of those expense types, and the percentage of all airline spend that they make up.
	Y
	Y

	Ancillary Airline Fees Per Ticket
	This report allows Travel Managers to view how much each employee is spending on ancillary fees on a per-ticket basis. 
	Y
	Y

	Drive Adoption
	This report provides details about the usage and adoption of Drive for mileage expense entries. The report includes the number of mileage entries, percentage of Drive adoption, number of mileage entries associated with Drive routes, and the percentage of Drive routes that were modified. The report also displays the top 10 employees with the highest number of modifications to their mileage amounts provided by Drive.
The Drive Adoption report is filtered to only show personal car mileage. This filter is based on the Spend Category Code field value PRCRM. PRCRM is the spend category code for the Personal Car – Mileage Reimbursement spend category.
The Drive Adoption report displays the data for the current calendar quarter based on the Sent for Payment Date.
	Y
	Y

	Excessive Personal Car Mileage
	This report helps companies to identify how much is being spent on car mileage, and to create and enforce a sensible policy. 
	Y
	Y

	Executive Briefing Summary
	This report allows users to evaluate several key metrics in a single report. Users can track the following data point with this report:
· T&E Summary
· Total T&E Spend (by Month)
· Total T&E Spend (Top Five by Category)
· Total T&E Spend (Top Five by Department)
· Top Five Spend Trend by Category
· Vendor Analysis
· Top Five Vendor Spend by Airline
· Top Ten Vendor Spend by Hotel
· Top Five Vendor Spend by Car Rental
· Top Five Vendor Spend by Cell Provider
· Year over Year
· Total Approved Spend
· Total Number of Reports Processed
· Category Spend Trend
	
	Y

	Expensed Airline Ancillary Fees - Detail
	This report provides a detailed breakdown of spend on airline ancillary fees. In conjunction with the Airline Ancillary Fees Summary report, a Travel Manager can have a complete breakdown of the amount employees spent on ancillary airline fees.
	Y
	Y

	Fare Analysis
	This report will enabled Travel Managers to evaluate the flights selected by travelers and quickly compare the Quoted Price to the best available GDS and Internet prices.
	Y
	Y

	Internet Usage
	This report will enable companies to identify how much is being spent on internet usage, and create and enforce a sensible policy.

Travelers will frequently charge a company for Internet usage at several locations (hotel, airport, etc). These fees can add up quickly and other cheaper options are available. For example, a company may choose to issue an Air Card to frequent travelers. 
	Y
	Y

	Top Spend By Vendor
	This report ranks vendors with the highest amount of submitted expenses during a specified timeframe.
	Y
	Y

	Top Spenders by Employee
	This report lists employees with the highest amount of posted entries.
	Y
	Y

	Top Spenders by Expense Type
	This report lists employees with the highest amount of submitted expenses within expense types during a specified timeframe.
	Y
	Y

	Travel Summary
	This report provides some key summary statistics for flights, hotels, and car rentals during a specified timeframe. It provides counts and cost figures and distinguishes between the number of trip components made using the online booking tool compared to with the help of a travel agent. It provides some important performance indicators for managing the travel program.
	Y
	Y


Folder: Tax

	Report Name
	Description
	Analysis
	Intelligence

	Attendee Tax Amounts
	This report captures the Australian requirement to report specific expenses to the Australian Tax office on a yearly basis for those expenses for each employee.
	Y
	Y

	Australian Fringe Benefit Tax Analytics Dashboard
	This report shows the amount of FBT using both calculation methods (Actual & 50/50) – enabling the client to easily determine which FBT calculation method will require them to pay the least amount of FBT.
	
	Y

	Australian Fringe Benefit Tax Details
	This report provides additional FBT detail.
	
	Y

	Mileage/Fuel Receipt Reconciliation Report
	This report shows: 

· Report journeys where there is shortage of VAT

· Report Fuel Receipts where there is surplus VAT remaining
	Y
	Y

	UK VAT Dashboard
	This dashboard gives clients who also have Audit the ability to further analyze the reasons that their VAT is not able to be claimed. The dashboard should clearly show the user: What was the amount of potential recoverable VAT? How much VAT was actually claimed? As a result, how much VAT went unclaimed (i.e. lost opportunity)? What were the reason codes for the unclaimed VAT?
	
	Y

	VAT Reclaimed Amounts
	This report displays report entry-level tax information for expenses that are eligible for Value Add Tax (VAT) reclamation.
	Y
	Y


Folder: Travel Request

	Report Name
	Description
	Analysis
	Intelligence

	Approved Travel Requests by Employee
	The report shows all travel requests that are currently in use.
	Y
	Y

	Authorized Travel Requests Without Expense Report Entry
	This report displays all completed Travel Requests that do not have a Travel Request line item associated to a report entry. This will allow finance departments to identify liabilities and plan appropriately.
	Y
	Y

	Top 10 Longest to Approve
	This report provides a ranking of the longest time to approve travel requests. This provides actionable information to the user and allows them to check whether it was due to a specific criteria or approver.
	Y
	Y

	Travel Requests by City
	This report displays the total number of travel requests filed on a city-by-city basis.
	Y
	Y

	Travel Requests by Country 
	This report displays the total number of travel requests filed on a country by country basis.
	Y
	Y

	Travel Requests by Segment
	This report shows the travel request segment activity for a company.
	Y
	Y

	Travel Requests Pending Approval
	This report gives users an immediate view of all travel requests that need to be approved.
	Y
	Y

	Workflow Aging – Details
	This report identifies the travel requests that are pending approval, including the approvers associated with the requests, to help ensure approval of travel requests in a timely manner.
	
	Y


Folder: TripLink 

	Report Name
	Description
	Analysis
	Intelligence

	Invisible Spend Details
	This report tracks invisible spend at the employee level. Invisible spend represents the expensed amounts that are not matched to a trip, with one exception — any charges from TMC direct bookings are considered visible spend and will be excluded from this report. 

Like the Invisible Spend Trend Analysis report, this report filters on spend categories. If the client has not mapped the expense types to the spend categories, then no data is returned on this report.
	Y
	Y

	Invisible Spend Trend Analysis
	Concur TripLink captures data from flights, hotels, and ground transportation – no matter where travel is booked. This report provides access to that data – giving companies of all sizes insight into travel expenditures before they happen and a more complete picture of spend outside the corporate travel system. 

Invisible spend will go down over time as clients get visibility into travel spend before travel occurs through TripLink. In addition, the information can also be used to meet "duty of care" requirements as well as track spend with specific suppliers, giving companies the information they need for better negotiations.

NOTE:
Specifically, SAP Concur looks at Concur Expense data where the expense is matched with a trip in order to determine visible spend. In addition, if SAP Concur finds credit card spend from TMC direct bookings, it is considered visible spend for this report. (This provides the expensed amount.) Then, Concur Travel provides the trip source information, like Concur Travel, TripLink, etc. 

Invisible spend represents the expensed amounts that are not matched to a trip.

As described below, the only expenses that are included in this process are those with expense types that are mapped to the four spend categories listed below.

The report also shows quarterly trends so the Travel Manager can see if invisible spend is increasing or decreasing over time. The report shows the current quarter and the previous 4 quarters based on the Sent for Payment Date. 

The client has the option to set up spend categories and then map expense types to those categories, in this case, to "group" data for reporting reasons. The new Invisible Spend Trend Analysis report filters on spend categories. If the client has not mapped the expense types to the spend categories, then no data is returned on this report.
	Y
	Y

	TripLink Air Supplier Summary
	This report lists air trips (booking total, ticket count, and segment count).
	Y
	Y

	TripLink Car Rental Supplier Summary
	This report lists car rentals (# of rentals, # of days, and booking total).
	Y
	Y

	TripLink Details by Traveler
	This report provides trip-level and segment-level details by employee. The report includes the employee ID and expense type, as well as itinerary, ticket, and booking information.
	Y
	Y

	TripLink Hotel Property Supplier Summary
	This report lists hotel properties (# of nights, # of rooms, and booking total).
	Y
	Y

	TripLink Spend Summary by Traveler
	This report lists spend by traveler (air tickets and total amount, rental car days and total amount, hotel days and total amount, and the summary amount).
	Y
	Y


Folder: Trips

	Report Name
	Description
	Analysis
	Intelligence

	Car Receipt Details
	This report allows users to quickly view details provided by car rental vendors who provide e-receipts. E-Receipts provide an additional level of detail directly from the vendor and can include information about optional costs incurred from the car rental (upgrades, GPS Units, etc). This report gives additional visibility to administrators who are tracking car rental expenses and drive compliance to corporate policy.
	Y
	Y

	Employees Traveling
	This report lists all employees traveling during a specified timeframe. A report row can be drilled into for a more complete itinerary. Managers and Travel Managers can get a quick view of who is traveling where. It allows managers to accurately plan for an employee's arrival. It serves as a quick reference to identify employees traveling in case an emergency arises and they need to be located.
	Y
	Y

	Flight Segment Details
	This reports provides a detailed look at all segments taken by employee over a given time period. Users also have the option of selecting a single employee when running this report.
	Y
	Y

	Itinerary Details
	This report provides itinerary details.

The basic building block for all Travel reporting is the comprehensive itinerary. At any time, the traveler, manager, assistant, or administrator can view the traveler's itinerary and view a complete list of the accommodations that have been made for that trip. A single itinerary can include any combination of Web-direct segments and GDS tickets. The itinerary provides all details required to pass airport security and includes such details as record locator numbers and ticket numbers.
	Y
	Y

	Number of Trips by Arranger
	This report lists the travelers who have been most active and their behavior patterns with trip withdrawals.
	Y
	Y

	Number of Trips by Traveler
	This report tracks the number of trips by travelers with air travel. This report allows companies to track the air travel habits of their employees, including the traveler's total air booking amount and their total distance flown, as well as how many of the traveler's trips with air have been withdrawn.
	Y
	Y

	Ticket Details
	This report is a drill-through for several Travel-based reports. If running as a stand-alone report, ensure that you have a specific PNR to view results.
	Y
	Y

	Trip Approvals
	This report provides an overview of the trips that have been approved or declined during a specified timeframe. Included in the analysis is the last approver and last approval action. This report helps identify any trips that are pending approval.
	Y
	Y

	User Concur Travel History
	This report provides the Travel Manager a snapshot of Employee Concur Travel usage of a defined period of time.
	Y
	Y


Folder: Vendor 

	Report Name
	Description
	Analysis
	Intelligence

	Airfare Details
	This report provides the level of detail that is captured and available to report against for air travel. The flight detail report lists all flights during a specified timeframe. There are additional choices for selecting airline, number of days in advance (range: 1-6, 7-13, 14-20, 21+), and booking source (Travel vs. agent). Once the report is generated, managers can click on a record locator to see additional details about that trip, which includes associated hotel and car reservations.
	Y
	Y

	Airfare Summary
	This report provides information to help analyze the choices that provide the best fares and whether employees are taking advantage of those opportunities. It can better position an organization for supplier negotiations by learning which airlines are providing the top choices and top fares during a specified timeframe. This can be used to shape company policy and help in supplier negotiations.
	Y
	Y

	Car Rental Details
	This report provides a detailed description of car rental expenditures during a specified timeframe, enabling an organization to:

· Learn with whom the company is spending the most money and who is providing the most competitive rates for car rentals

NOTE: Companies can leverage this information to negotiate service commitments.

· Understand how much the company or individuals are spending on rental cars
	Y
	Y

	Car Rental Expense exceeds Reserved Rate
	This report compares the reserved rate to the actual rate charged for car rentals.
	
	Y

	Car Rental Summary
	This report provides information by car rental company during a specified timeframe and displays the number of rentals, the number of rental days and average, minimum and maximum rates as well as the total value of rentals booked, enabling an organization to:

· Analyze company trends for planning purposes

· Learn which vendors are providing the most competitive rates

NOTE: Companies can leverage this information for negotiation of supplier contracts.

· Determine the company's average transaction price for car rentals

· Learn how much was spent for car rentals during a specified timeframe
	Y
	Y

	City Pairs Rank
	This report provides statistics about the top-ranked combinations of departure and arrival city combinations booked during a specified timeframe. This can provide great insight into commonly taken trip routes and input into planning for managing the travel program and choosing preferred airline providers.
	Y
	Y

	Hotel Details
	This report provides hotel spending amounts during a specified timeframe

With this report, an organization can better position itself for supplier negotiations by analyzing which vendors and markets are providing the most competitive prices. 
	Y
	Y

	Hotel Expense exceeds Reserved Rate
	This report lists all hotel expenses sent for payment within a selected timeframe, for which the expense amount is greater than a negotiated rate in Travel. With this information, an administrator can alert the company's travelers to be more aware of negotiated rates being honored and contact the properties to ensure future savings and potentially to get credits.
	
	Y

	Hotel Summary
	This report provides information by hotel vendor during a specified timeframe and displays the number of rooms, the number of nights and average, minimum and maximum rates as well as the total value of rooms booked.

With this report, the travel manager can analyze the hotels that are providing the most competitive rates in each country and can quickly analyze market trends. This can better position the organization for supplier negotiations. It enables the report user to determine the maximum rates paid versus minimum rates.
	Y
	Y

	Top City Pairs
	This report prompts for the number of top city pairs to analyze and whether to analyze a selected list of airlines or all airlines within a date range. The resulting report provides visibility for each of the top city pair into booking values, numbers of trips, and average fares by airline.
	
	Y


☼
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