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Revision History

Date Notes/Comments/Changes

January 21, 2022

Updated the copyright year; no other changes; cover date not
updated

December 16, 2021

Updated Product Settings page instructions

April 15, 2021 Updated the copyright year; no other changes; cover date not
updated
April 27, 2020 Renamed the Authorization Request check box to Request on the

guide’s title page; cover date not updated

January 15, 2020

Updated the copyright; no other changes; cover date not updated

June 8, 2019

Updated text and images throughout to reflect Ul name change
from "Cost Tracking" to "Custom Fields".

February 12, 2019

Updated the copyright; no other changes; cover date not updated

April 16, 2018

Changed the check boxes on the front cover; no other changes;
cover date not updated

March 14 2018

Updated the copyright; no other changes; cover date not updated

November 4 2017

Updated guide to include new Product Settings page, which
replaces the Setup Wizard.

March 18 2017

Updated with menu option name change to access Setup Wizard.

December 15 2016

Changed copyright and cover; no other content changes.

November 20 2015

Updated graphics to reflect updated step names and instructional
text where applicable.

October 16 2015

Updated graphics to reflect newly styled step numbers.

February 6 2014

Added Payment Types section
Removed information about two user interfaces

September 16 2014

Added information about two user interfaces; no other content
changes

May 16 2014

New document. (This content originated from the Expense Setup
Guide for Concur Standard.)

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

Section 1: Overview

This page of Product Settings is visible only when enabled by Concur.

Section 1: Overview

The Localize page of Product Settings allows you to select a language (from the
configured languages) and specify your own language-specific text for the following:

e Expense Types and Invoice Expense Types

e Cost Objects

e Exceptions

e Missing Receipt Affidavits
o List Items

e Payment Types

To do this, multiple tabs are used, which collect all the localized data.

CONCUR Expense Invoice Approvals App Center

Expense & Invoice Settings > Localize Expense Types

Localize Expense Types

oExp-suwse'r,-pe; 3) Invoice Expense Types (Bl Cost Objects () Exceptions

[ sove [NREEIESIRE i v

Cenadian French
Engiizh
01. Travel UK English

Source Value (English) »

02. Transportation
03. Meals and Entertainment
04. Offics Expenses

05. Communications

08, Fees

07 Other

0%. Relocation/Ex-Pat

0% Cash Advance

Agency Booking Fees

Air Fare

Airfare

Airfare Ticket Tex

Airline Fese

Alcoholic Beverages

This is where you translate the Expense Types you've defined in a previous step

Raminwaton=y | Help ~
Profie ~ @

-

Need help

@ How it works

&) Missing Receipt Afidavit (1) List ltems () Payment Types

Expense Type

01. Travel

02. Transportation

03. Meals and Entertainment
04. Office Expenses
05. Communications
06. Fees

07 Other

08. Relocation/Ex-Pat
08. Cash Advance
Agency Booking Fees
Air Fare

Airfare

Airfare Ticket Tax
Airline Fees

Alcoholic Beverages

NOTE: This page only appears if your company is configured by Concur for multiple
languages. Tabs appear depending on your configuration.
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Section 2: Configure Expense Types/Invoice Expense Types

Section 2: Configure Expense Types/Invoice Expense Types

Use the Expense Types and Invoice Expense Types tabs to localize the expense
type labels for your products, such as “Transportation”.

Example

You are a Canadian company and you have entered a custom expense type in United
States. Use the Expense Types tab(s) to provide a Canadian French localized label.

Access the Localize Page
P To access the Localize page:

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

2. In the Product list, click Expense or Invoice.

SAP Concur Administration ~

Expense & Invoice Settings Travel Settings ~ Company v

Expense Vv

e Sett| n gs Product;
Deployment Toolkit -
Resources for rolling SAP Concur out to your company.

3. In the Access to Concur section, on the Translations tab, click Edit.

Translations

Provide translations for any labels and text you added to Concur.

Expense

Invoice
Request

Deployment Toolkit
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Section 2: Configure Expense Types/Invoice Expense Types

4. The Expense Types tab of the Localize page appears.

[BcoNcUR  Expense Invoice  Approvals  App Center

Expense & Invoice Settings > Localize Expense Types

Localize Expense Types

This is where you translate the Expense Types you've defined in a previous step.

3) Invoice Expense Types (@) Cost Objects (@) Exceptions

o Expense Types

Target Language: EIFEL ~

Canadian French
source Value (English) +  =n oo S
iEngiish

01. Travel UK English

02. Transportation
02 Meals and Entertainment
04. Office Expenses

05. Communications

06 Fess

07 Other

08 Relocation/Ex-Pat

09 Cash Advance

Agency Booking Fess

A Fare

Airfare

Airfare Ticket Tax

Airing Fees

Aleoholic Beverages

B) Missing Receipt Affidavit

Administration ~ | | Help ~
Profile ~ [
-

@ How it works

8) List ltems () Payment Types

Expense Type

01 Travel

02. Transportation

03, Meals and Entertainment
D4. Office Expenses
05. Communications
06.Fess

07 Other

03 Relecation/Ex-Pat
D5. Cash Advance
Agency Booking Fees
Air Fare

Airfare

Airfare Ticket Tax
Airline Fees.

Aleoholic Beverages

Add a Localized Expense Type Label

P To add a localized expense type label:

1. On the Expense Types tab of the Localize page, click the desired target

language.

Expense & Invoice Settings > Localize Expense Typss

Localize Expense Types

This is where you translate the Expense Types you've defined in 2 previous step

@ Expense Tyoes (@) Invoice Expense Types (@) Cost Objects (@) Exceptions

Target Language: ST v

Canadisn French
Source Value (English) e

1. Travel

02. Transportation

B) Missing Receipt Affidavit

@ How it works
8) Listtems () Payment Types
Expense Type
01. Travel
02. Transportation -

2.

Enter the localized text in the Expense Type column.

Expense & Invoice Settings > Localize Expense Types

Localize Expense Types

This is where you translate the Expense Types you've defined in a previous step.

n Expense Types

E Target Language: English v

Source Value (English)

@) invoice Expense Types (@) Cost Objects (@) Exceptions

01 Travel
02. Transportation

02 Meals and Entertainment

B)) Missing Receipt Afidavit (8

Need help?
@ How it works

List items () Payment Types

Expense Type

02. Transportation

D3. Meals and Entertainment

3. Click Save.
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Section 3: Configure Cost Objects

4. Click the Invoice Expense Types tab. Use the steps above to again select a
language and edit the existing text to your preferences.

Expense & Invoice Seitings » Localize Invoice Expense Types

Localize Invoice Expense Types

This is where you translate the Invoice Expense Types you've defined in a previous step.

4) Expense Types e\r‘.:miE\;srssTypss 3) Cost Objects (@) Exceptions () Missing Receipt Affidavit (I8 List tems () Payment Types

Target Language: Canadian French v

Source Value (English) Name

Adverising Publicite

Internet Intemet

Marketing Marketing

Office Equipment Equipement de bureau
Office Supplies Fournitures de bureau
Rent Loyer

Training Formation

Undefined Non défini

5. Click Save or navigate to another tab to save your changes.

Section 3: Configure Cost Objects
On the Cost Objects tab, you can enter localized labels for your cost objects.
Example
You added a custom cost object in English and you need to add a Canadian French
localized label. You can choose Canadian French as your target language, and then

enter Canadian French specific custom cost object labels in the Cost Objects
column.

Access the Cost Objects Tab
P To access the Cost Objects tab:

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

2. In the Product list, click Expense or Invoice.

3. In the Access To Concur section, on the Translations tab, click Edit.

Translations

Provide translations for any labels and text you added to Concur.

The Expense Types tab of the Localize page appears.
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Section 3: Configure Cost Objects

Administraion | | Help ~

App Center .

Profile ~

[} CONCUR Invoice:

Expense

Approvals

Expense & Invoice Settings > Localize Expense Types

Localize Expense Types

This is where you translate the Expense Types you've defined in a previous step.

MNeed nelp?
@ How it works
o Expense Types

[ soo NIRRT i v

Canadian French

5) Cost Objects (@) Exceptions () Missing Receipt Affidavit () List ltems () Payment Types

Seurce Value (English) »

Expense Type

01. Travel 1. Travel

02 Transportation 02. Transportation
03. Meals and Entertsinment 03 Mesls and Entertainment
04. Offite Expenses D4, Office Expensss
05. Communications 05. Communications
06 Fees 08 Fess
07. Other 07. Other
08 Relocation/Ex-Pat 05 Relocation/Ex-Pat
09 Cash Advance 08. Cash Advance

Ageney Booking Fees Agency Booking Fees.

Air Fare Air Fare

Airfare Airfare

Airfare Ticket Tax Airfare Ticket Tax
Airline Fees Airline Fegs

Alcoholic Beverages Alcoholic Beverages

4. Click Cost Objects (tab).

Expense & Invice Seftings > Localize Cost Objects

Localize Cost Objects

This is where you translate the Cost Objects you've defined in a previous step

Need help?
@ How it works

41 Expense Types (2 Invoice Expense Types eCDs(OhJEL(S @) Exceptions (B} Missing Receipt Affidavit () List ltems

7) Payment Types

Save Terget Lenguage:| UK English v
Source Value (English) Cost Obiects
Reference ID Reference ID

Add a Localized Cost Object Label
P To add a localized cost object label:
1. On the Cost Objects tab, select the desired target language.

2. In the Cost Objects column, enter the localized text.

Expense & Invoice Settings » Localize Cost Objects

Localize Cost Objects

This is where you translate the Cost Objects you've defined in a previous step.

Need help?

@ How it works

1) Expense Types  (2) Invoice Expense

pes (@) Cost Oblects

Source Value (English)

4) Exceplions ((B) Missing Receipt Affidavit () List items () Payment Types

Cost Objects

Reference ID Pidce didentité
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Section 4: Configure Exceptions

3. Click Save to save your changes.

NOTE: Only the custom cost objects that you created appear on this page.
The standard cost objects are localized by Concur.

Section 4: Configure Exceptions
On the Exceptions page, you can enter localized text for exceptions that users see.
Example
You would like to translate the exceptions that users see into Canadian French. You

can choose Canadian French as your target language, and then enter the localized
exception text in the Text column. Click Save to save your changes.

Access the Exceptions Page
» To access the Exceptions page:

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

2. In the Product list, click Expense or Invoice.

3. In the Access to Concur section, on the Translations tab, click Edit.

Translations

Provide translations for any labels and text you added to Concur.

The Expense Types tab of the Localize page appears.

6 Shared: Localization Setup Guide for Concur Standard Edition
Last Revised: December 16, 2021
© 2004 - 2024 SAP Concur All rights reserved.




Section 4: Configure Exceptions

Administraion | | Help ~

[} CONCUR Invoice:

App Center

Expense Approvals

Profie ~ &

Expense & Invoice Settings > Localize Expense Types

Localize Expense Types

This is where you translate the Expense Types you've defined in a previous step.

oExpEnsaTypas 3) Invoice Expense Types  (8)) Cost Objects (@) Exceptions () Missing Receipt Affidavit (8)) List ltems (@) Payment Types

[ soo NIRRT i v

Canadian French
iEn
UK English

Seurce Value (English) » Expense Type

01. Travel 1. Travel

02 Transportation 02. Transportation
03. Meals and Entertsinment 03 Mesls and Entertainment
04. Offite Expenses D4, Office Expensss
05. Communications 05. Communications
06 Fees 08 Fess
07. Other 07. Other
08 Relocation/Ex-Pat 05 Relocation/Ex-Pat
09 Cash Advance 08. Cash Advance

Ageney Booking Fees Agency Booking Fees.

Air Fare Air Fare
Airfare Airfare

Airfare Ticket Tax Airfare Ticket Tax
Airline Fees Airline Fegs

Alcoholic Beverages Alcoholic Beverages

4. Click Exceptions (tab).

Expense & Invoice Settings > Localize Exceptions

Localize Exceptions

This is where you translate the Exceptions you've defined in a previous step

spense Types (@ caetomsct@s Missing Receipt Afidavit (§) List ems () Payment Types

Need help?
@ How it works

i) Expense Types (@) Invoice Exp

Terget Language: TS50 v
Product Source Value (English) Text
Invoice Select Actions and upload the appropriate payment request back-up documentation (or Fax back-...  Select Actions and upload the appropriate payment request back-up documentation (or Fax back-..
Invoice The calculated Request Total does not equal the Total Invoice Amount (including Shipping and Ta...  The takulated Request Total does not qual the Total Invoize Amount (including Shipping nd Ta..
Expense The preferred payment method for this expense typs is your company credit card. The preferted payment method for this Expense type is yaur company credit card
Expense The transaction date is In the futurs. Please thange the date 1o the comett date. The transaction date is In the future. Please change the dats to the comect date
Expense The transaction date is older than your company allows. Please provide an sxplanation for why yo... The transaction date is older than your company allows. Flease provide an explanation for why yo.. ¥

Add Localized Exception Text

» To add localized exception text:

1.

2.

On the Exceptions tab, select the desired target language.

In the Text column for the exception, enter the localized text.

Shared: Localization Setup Guide for Concur Standard Edition
Last Revised: December 16, 2021
© 2004 - 2024 SAP Concur All rights reserved.




Section 5: Configure Missing Receipt Affidavit

Expense & Invoice Settings > Localize Exceptions
Localize Exceptions Need help?
@ How it works
This is where you translate the Exceptions you've defined in a previous step.
1) Expense Types (2 Invoice Expense Types (3 Cost Objects o Exceptions {5 Missing Receipt Affidavit (8) Listitems (7 Payment Types
Save Target Language: Canadian French v
Product Source Value (English) Text~
Expense “Your company does not allow personal use of a company credit card. Please provide an explanati... Voire société ne permet pas lutilisation 3 des fins personnelles de la carte de crédit de Ia société....
Invoice Select Actions and upload the appropriate payment request back-up d ttation (or Fax back- . S& les actions et téléversez les documents au dossier de Ia demande de paiement (ou...
Inwoice The cakulated Request Total does not equal the Total Invoice Amount (including Shipping and Ta... Le calcul du total de la demande n'est pas &gal su montant total de la facture (inc. Taxes et frais d..
Expense The prefemed payment methed for this expense type is your company credit card. La méthode de paiement préférée pour te type de dépenses est votre carte de crédit de socigte.
Expense The transaction date is in the future. Please change the date to the corect date. La date d la transaction s trouve dans le future. Veuillez inscrire |s date exacte.
Expense The transaction date is older than your company allows. Please provide an explanation for why yo... La date de la transaction est antérieurs & celle autorisée par votre soriété. Veuillez foumir une ex...
Invoice This is a duplicate invoice number, please research before processing Ce numéro de facture est en double; veuillez faire une recherche avant de continuer.

3. Click Save to save your changes.

Section 5: Configure Missing Receipt Affidavit
On the Missing Receipt Affidavit page, you can enter localized text for the receipt
affidavit explanations and statements. Note that the Missing Receipt Affidavit tab
only appears when you select (enable) the Missing Receipt Affidavit check box in
the Compliance Controls page, and provide text for this option.
Example

You need to localize the text you provided for the missing receipt for your Canadian
French division.

Access the Missing Receipts Affidavit Page
P To access the Missing Receipts Affidavit page:

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

2. In the Product list, click Expense or Invoice.

3. In the Access To Concur section, on the Translations tab, click Edit.

Translations

Provide translations for any labels and text you added to Concur.

The Expense Types tab of the Localize page appears.

8 Shared: Localization Setup Guide for Concur Standard Edition
Last Revised: December 16, 2021
© 2004 - 2024 SAP Concur All rights reserved.



[of] CONCUR Expense Invoice Approvals App Center

Expense & Invoice Settings > Localize Expense Types

Localize Expense Types

This is where you translate the Expense Types you've defined in a previous step.

oExpEnﬂ=Typas 3) Invoice Expense Types  (8)) Cost Objects (@) Exceptions

[ soo NIRRT i v

c
&
UK English

Seurce Value (English) »

01 Travel
02 Transportation

03. Meals and Entertsinment
04. Offite Expenses

05. Communications

06 Fees

07. Other

08 Relocation/Ex-Pat

09 Cash Advance

Ageney Booking Fees

A Fare

Airfare

Airfare Ticket Tex

Airline Fees.

Alcoholic Beverages

B) Missing Receipt Afidavit (8

Section 5: Configure Missing Receipt Affidavit

Administration ~ |

Help +

Profie ~ &

@ How it works

List ltems (7

Expense Type
01 Travel

02. Transportation

03 Mesls and Entertainment
D4. Office Expenses

05. Communications

08 Fess

07. Other

05 Relocation/Ex-Pat

08. Cash Advance

Agency Booking Fees.

Air Fare

Airfare

Airfare Ticket Tex

Airline Fees.

Alcoholic Beverages .

4. Click Missing Receipts Affidavit (tab).

Expense & Invoice Settings > Localize Missing Receipt Affidavit

Localize Missing Receipt Affidavit

This is where you translate the Missing Receipt Affidavit you've defined in a previous step

4) Exceptions

w

A) Expense Types (@) Invoice Expense Types Cost Objects

[ sovo [RCEIEEIRRE i v

Source Value (English) Receipt Affidavit Explanation

This allows you to submit an affidavit instead of

This allows you to submit an affidavit instead of

Need help?

@ How it works

) Ustitems (@) Payment Types

Source Value (English) Receipt Affidavit Acceptance Statement

“You agres to the terms of the agreement ou agre o the terms of the agreement.

Localize Receipt Affidavit Items

P To localize receipt affidavit items:

1. On the Missing Receipts Affidavit tab, select the desired target language.
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Section 6: Configure List Items

2. In the Receipt Affidavit Explanation and Receipt Affidavit Acceptance
Statement columns, enter the localized text.

Expense & Invoice Settings > Localize Missing Receipt Affidavit

Localize Missing Receipt Affidavit NSRS

This is where you translate the Missing Receipt Affidavit you've defined in a previous step.

es (1) Invoice Expenze Types (3 Cost Objects () Exceptions oM\s;\rgF!scflp'»fﬂtlmr B) List ltems () Payment Types

ense Typ
E Target Language: Canadian French ~

Source Value {English} Receipt Affidavit Explanation Source Value (English) Receipt Affidavit Acceptance Statement

This allows you to submit an affidavit instead of Cela vous permet de soumetire un affidavit au lisu de  You agree to the ferms of the agresment vous acceptez les termes de accord |

3. Click Save to save your changes.

Section 6: Configure List Items

On the List Items page, you can enter localized values for the list items that you
have created.

Example
You would like your list items to display Canadian French-specific text to users that

select that language. You can select Canadian French as your target language, and
then enter localized text in the Value column. Click Save to save your changes.

Access the List Items Page
» To access the List Items page:

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

2. In the Product list, click Expense or Invoice.

3. In the Access To Concur section, on the Translations tab, click Edit.

Translations

Provide translations for any labels and text you added to Concur.

The Expense Types tab of the Localize page appears.
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Section 6: Configure List Items

Administration | Help «
[of] CONCUR Expense Invoice Approvals App Center .
Profile ~
Expense & Invoice Settings > Localize Expense Types
Localize Expense Types Need help?
@ How it works
This is where you translate the Expense Types you've defined in a previous step.
@) Expense Types (@) Invoice Expense Types (@) Cost Obijects (@) Exceptions () Missing Receipt Affidavit () List ltems () Payment Types
Save Target Language: FNEL [

Source Value (English) E:;::r“ﬁ” French Expense Type

01. Travel UK Encien 1. Travel

02. Transportation 02 Transportation

03. Meals and Entertainment D3 Meals and Entertainment

04. Office Expenses D4. Office Expenses

05. Communications DS. Communications

05 Fees D Fees

07. Other 07. Other

08. Relocation/Ex-Pat D8, Relocation/Ex-Fat

05, Gash Advance D8 Cash Advance

Agency Booking Fees Agency Booking Fees.

Air Fare Air Fare

Airfare Airiare

Airfare Ticket Tax Airfare Ticket Tax

Airline Fees Airling Fees

Alcoholic Beverages Alcoholic Beverages .

4. Click List Items (tab).

Expense & Invoice Settings > Localize List Items

Localize List ltems

This is where you franslate the List ltems you've defined in a previous step.

) Expense Types (@) Invoice Expense Types (@) Cost Objects (@) Exceptions () Missing Receipt Affidavi ) Payment Types

Need help

@ How it works

Save Target Language: English ~ ‘
Areas ‘ Source Value (English) Value
Department Sales Sales
Department Marketing Marketing
Department Development Development

Localize List Items
» To localize list items:

1. On the List Items tab, select the desired target language.
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Section 7: Configure Payment Types

2.

In the Value column for the list item, enter the localized text.

Expense & Invoice Settings > Localize List ltems

Localize List ltems Need nelp?

How it works
This is where you translate the List ltems you've defined in a previcus step.

A) Expense Types (@) Invoice Expense Types (@) Cost Objects (@) Exceptions () Missing Receipt Afidavit () List tems (@) Payment Types

Area s

Source Value (English) Value
Department Sales ventes|
Department Marketing Commertizlisation

Department Development Développement

3. Click Save to save your changes.

Section 7: Configure Payment Types

On the Payment Types tab, you can enter localized values for the list items that
you have created.

Example

You would like your list items to display UK English-specific text to users that select
that language. You can select UK English as your target language, and then enter
localized text in the Payment Types column. Click Save to save your changes.

Access the Payment Types Tab

4

To access the Payment Types tab:

1.

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

In the Product list, click Expense or Invoice.

In the Access To Concur section, on the Translations tab, click Edit.

Translations

Provide translations for any labels and text you added to Concur.

The Expense Types tab of the Localize page appears.

12
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[} CONCUR

Expense Invoice Approvals

Expense & Invoice Settings > Localize Expense Types

Localize Expense Types

3) Invoice Expense Types (B Cost Objects

[ soo NIRRT i

Canadian French
b -

Seurce Value (English) »

01 Travel [UK Engiign
02 Transporistion

03. Meals and Enteriainment
04. Ofice Expenses

05. Communicstions

05, Fees

0. Other

08. Relocation/Ex-Pat

08. Cash Advance

Agency Booking Fees

Air Fare

Airfare

Airfare Ticket Tax

Alfing Fees

Alcoholic Beverages

This is where you translate the Expense Types you've defined in a previous step.

Section 7: Configure Payment Types

Administraion | | Help ~

App Center
pofie + @
ofile A

@ How it works

@) Excepiions () Missing Receipt Affidavit (B List ltems () Payment Types

Expense Type
01 Travel

02. Transportation

03 Mesls and Entertainment
D4. Office Expenses

05. Communications

08 Fess

07. Other

05 Relocation/Ex-Pat

08. Cash Advance

Agency Booking Fees.

Air Fare

Airfare

Airfare Ticket Tex

Airline Fees.

Alcoholic Beverages

4. Click Payment Types (tab).

Expense & Invoice Settings » Localize Payment Types

Localize Payment Types

i) Expense Types (@) Invoice Expense Types (@) Cost Chjects

ETM | Terget Language: English

Source Value (English)

Cash

This is where you translate the Payment Types you've defined in a previous step.

Need help?
@ How it works

&) Exceptions  ({B)) Missing Receipt Affidavit

Payment Type
Cash

Localize Payment Types

» To localize list items:

1. On the Payment Types tab, select the desired target language.

2. In the Payment Types column for the list item, enter the localized text.

Expense & Invoice Settings > Localize Payment Types

Localize Payment Types

) Expense Types (@) Invoice Expense Types (@) Cost Objects

Save Target Language: UK English

Source Value (English)

Cash

Need help?

@ How

works

This is where you translate the Payment Types you've defined in a previous step.

#) Exceptions  ({B) Missing Receipt Affidavit (18 List ltems opa,.men Types

Payment Type

Out of Pocke|
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Section 7: Configure Payment Types

3. Click Save to save your changes.
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