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Segment Types
NOTE: Multiple SAP Concur product versions and UI themes are available, so this content might contain images or procedures that do not precisely match your implementation. For example, when SAP Fiori UI themes are implemented, home page navigation is consolidated under the SAP Concur Home menu.
Section 1:  Overview

The Segment Types page allows you to set the available request segments for each policy group. Each segment is a different type of travel. You can activate request segment types by policy group, define the default expense type for each segment type, and can indicate whether a segment type is included in emails to travel agencies.
The users select the icon for the segment type, then enter their estimated costs for that travel segment in the request. The segments can be configured by policy group. There is one default country group per country. The default country group configuration applies whenever you have not created group-specific configurations.
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Example

Your company would like to prevent users in the United States from traveling via rail. Select the Default United States Group, then select the Rail segment type and click Deactivate. Apply the change to all US groups. Users in the United States will not be able to create rail segments in their requests. 
Section 2:  End-User Experience
Users select from a list of segment types from the Add list on the Expected Expenses page. The steps for the user to add a segment type to a request are the same as adding an expected expense, but instead of selecting an expense type in the Add list, the user selects the applicable segment type.

NOTE: When adding expected expenses and segments, the Expense Type list includes the names of both the expense types and the segment types set up for Concur Request. If an expense type has the same name as a segment type, it may appear as if there are duplicate items in the list, when in fact, the list is displaying both the name of the expense type and the name of the segment type.
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NOTE: In the search box at the top of the list, the user can enter all or part of a segment type name. The list of available expense types and segment types shown will be filtered to show only those with matching text.

Once the user selects the segment type, the applicable form appears. The user completes the fields, saves, and selects another segment. When done, the user clicks Submit Request.
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NOTE: The fields that appear on this page are configurable. Refer to the Manage Segment Types section in this guide.
Once the user completes the fields and clicks Save, the segment type is added to the Expense Expenses list.
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· For more information, refer to the Concur Request: Overview Setup Guide. 

Section 3:  Manage Segment Types
Access the Segment Types Page
 To access the Segment Types page:

1. Click Administration > Expense Settings or Expense & Invoice Settings.

2. In the Product list, click Request.
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3. In the Capturing Spend section, on the Segment Types for Request tab, click Edit.
[image: image7.png]Segment Types for Request

Define the travel segments your employees can choose and map them to
expense types.





The Segment Types page appears.
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Modify Segment Types
 To modify segment types:

4. Select a group to configure in the group list.
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5. In the Expense Type column, select the default expense type for the active segments. The expense type identifies the type of cost for the segment. This information will be utilized in future releases.
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6. In the Visible to Agency column, select (enable) the check box for the segments you wish to appear in the email notifications to the travel agency configured for the policy group. 
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7. Click Save. 
If you have selected a default country group, you are given the opportunity to apply the same changes to all the groups in that country.
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8. Select the desired option.
Deactivate Segment Types
 To deactivate a segment type:

9. Select a group to configure in the group list.

10. Select the desired segment type. 

[image: image13.png]@ segment Types

[ Default United States Group

5
— U

Segment Type ‘ Category Expense Type ‘ Click here to deactivate the selected Segment
Type

U J
© Active Segment types
Air Ticket e Request Air Segment Airfare v
Car Rental (©) Reguest Car Rental Segmet Car Rental V]
Hotel Reservation (@ Requestrotel Segment  Hotel v
Miscellaneous ° Request Segment Miscellaneous
Train Ticket @

() RequestTrain Segment  Train





11. Click Deactivate. The segment type now appears in the Inactive Segment types section of the page. 
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Activate Segment Types
 To activate a segment type: 

12. Select a group to configure in the group list. 

13. Select the desired segment type. 
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14. Click Activate. The segment type now appears in the Active Segment types section of the page.
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☼
Applies to these SAP Concur solutions:


( Expense�( Professional/Premium edition�( Standard edition


( Travel �( Professional/Premium edition �( Standard edition


( Invoice�( Professional/Premium edition �( Standard edition


( Request�( Professional/Premium edition�( Standard edition
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