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Exceptions

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:  Permissions

A company administrator may or may not have the correct permissions to use this feature. The administrator may have limited permissions, for example, they can affect only certain groups and/or use only certain options (view but not create or edit). 

If a company administrator needs to use this feature and does not have the proper permissions, they should contact the company's SAP Concur administrator.

In addition, the administrator should be aware that some of the tasks described in this guide can be completed only by SAP Concur staff. In this case, the client must initiate a service request with SAP Concur support.

Section 2:  Overview 

Exceptions are messages that appear at the invoice, header, itemization level, or distributions (allocations) to indicate to the employee, approver, and/or back-office personnel that a rule has been violated. 

Exceptions are used in the:

· Audit Rules tool

· Workflows tool

· Invoice Processor tool

· Image Handling tool

From within these tools, you can create new exceptions from the Exceptions helper pane or choose from a list that was created in the Exceptions tool. Any exception you create outside of the Exceptions tool (such as from the Exceptions helper pane within the Audit Rules tool) still appears in the list of exceptions within the Exceptions tool.
Exceptions are created and maintained in the Exceptions tool within Invoice Configuration administrator. Exceptions can also be created in an Exceptions helper pane when creating an audit or workflow rule; however, exceptions cannot be edited or deleted from the Exceptions helper pane. You can only modify exceptions from within this Exceptions tool.

Global and Group Administrators

The Invoice Configuration administrator for the global group can view, add, edit, and delete all global and group exceptions. 

An Invoice Configuration administrator with permissions for one or more groups:

· Can view, add, modify, and delete exceptions for the group(s) they administer
· Can view global exceptions but never add, modify, or delete global exceptions

· Can view but never add, modify, or delete the exceptions created for/by any other group

 Terminology

· Exception Code: A unique one to eight alphanumeric character code that is assigned to every exception. This code is determined by the client's internal coding system. The exception code is queried for an invoice in Invoice Processor.

· Exception Level: A number assigned to each exception that determines the severity of a rule. It is the responsibility of a company to determine the level system. The exception level is queried for an invoice in Invoice Processor. A workflow setting can be set to prevent an invoice from being submitted if it has an exception of a certain level. Authorized approvers can also be set up to approve invoices based on an exception level.

Types of Exceptions

Exceptions are displayed by a flag icon in red, yellow, or gray. 

· [image: image2.bmp]Red: Indicates an error that must be resolved before the employee can submit the expense report or authorization request

· [image: image3.bmp]Yellow: Indicates a warning or an informational message; the employee can submit the expense report or authorization request

· [image: image4.bmp] Blue: Indicates that the exception (either red or yellow) has been cleared by the processor

Red and Yellow exceptions always appear on the processor list or within the invoice pages. When creating an audit rule or workflow rule, you have the option of displaying the exceptions to the employee, approver, and/or processor. The employee cannot hide an exception.

Exception Characteristics within Invoice Processor

Invoices have the following exception characteristics, which can be queried within Invoice Processor by creating a custom query.

· Has Exceptions – yes/no: Flag that indicates that an invoice has red or yellow exceptions at the invoice list and invoice details levels, as examples.

· Has Cleared Exceptions - yes/no: Flag that indicates that an invoice has gray (cleared) exceptions at the invoice list and invoice details levels, as examples.

· Exception Level Total: The total of all exceptions reported at all levels.

· Max Exception Level: The maximum level or severity of any of the exceptions on the invoice.

The Invoice Processor can view all exceptions. 
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The processor is able to see the code and level number in the exception message. This information is hidden from the employee and the approver. For example: 

· The exception message for the processor reads:
Code: EXCEED, Level: 3, Invoice total exceeds $500

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

Audit Trail and Exceptions

The Invoice Processor role can clear invoice exceptions while the Invoice Processor (Audit) role cannot clear exceptions. Clearing exceptions makes all exceptions on the invoice inactive and generates a message in the audit trail at the invoice level that states, "All exceptions were cleared."
Exceptions are written to the audit trail after a workflow step has been completed. Each exception is written only once.

Exception Helper Within the Audit Rules and Workflow Tools

Any rule created for workflow or audits can have the choice of generating exceptions if the criterion is met. 
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The administrator has the option to select who should be able to view the exception. This is not attached to the exception itself, but can be generated individually each time the exception is used, such as within the Audit Rules tool.

Section 3:  Accessing and Managing Exceptions
Access Exceptions

The administrator can access the Exceptions tool from Administration in Concur Invoice.

 To access exceptions:

1. Click Administration > Invoice.
2. Click Exceptions (left menu). 

3. The Exceptions page appears.
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NOTE: The Exceptions page displays all exceptions created on a Global and Group level. All exceptions created here appear as options for the Audit Rules tool and Workflows tool when creating rules. Exceptions only appear for the groups that you have access to administer. The Global Configuration administrator can view, edit, or delete any exception that exists within the system.

Add Exceptions

Adding exceptions can be done in two places:

· From the Exceptions helper pane within the Audit Rules tool, Workflows tool, Image Handling tool, and Invoice Processor

· From within the Exceptions tool

NOTE: Group administrators can only add exceptions if given create rights for the Invoice Configuration administrator. If the administrator does not have permissions, then the New link will not appear.

 To add an exception:

4. On the Exceptions page, click New. The New Exception page appears. 
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5. Complete all required fields.


	Field
	Description

	Exception Code
	Type a unique one to eight alphanumeric character code in all capital letters, without any spaces. This code is determined by the client's internal coding system and is not localized. Using the Exception Code, an invoice can be queried in Invoice Processor using a custom query.

	Exception Level
	Type any number between 0 and 99. Typically, the number goes in ascending order for severity, such as 0 is non-urgent, and 10 is extremely urgent. 

However, it is up to each company to determine the level system. Using the Exception Level, an invoice can be queried in Invoice Processor. A workflow setting exists that prevents an invoice from being submitted if it has an exception of a certain level.

· For more information, refer to the Concur Invoice: Workflows - General Information Setup Guide.

	Message
	This message appears wherever the exception is visible and can be localized.

	Editable By Group(s)
	Select the group rights that an administrator must have in order to modify this exception. 
· If you select Global Group, then the exception can be edited or deleted by any employee assigned to administer the Global Group. All other administrators assigned at lower levels in the hierarchy can copy this exception, but not edit or delete it. Depending on your rights, you may not be able to select Global Group. You are only allowed to select groups beneath you. 

· If you select one or more groups in this field, such as Global Group>United States and Global Group>Europe, then the group administrator must have rights for both Global Group>United States and Global Group>Europe. Through inheritance, they will also have rights to edit anything beneath United States and Europe. If the Invoice Configuration administrator only has rights for Global Group>United States, then this exception can only be viewed and copied. If the administrator has rights for one or more groups above Global Group>United States and Global Group> Europe, the administrator will also have rights to both of these groups.


6. Click Save. The Exceptions page appears with the new exception listed.

Edit Exceptions

Changes to any exception are immediately applied to all invoices that have not yet been submitted. If there is a submitted invoice that has an exception attached to it and the exception is edited, then the exception for level, code, and/or text is only updated if the criteria are re-evaluated. If the exception level changes and there is a setting to restrict submission at that exception level and the invoice has already been submitted, then the restriction is not applied.

NOTE: Group administrators can only edit exceptions if assigned create rights. If they do not have permissions, then the Modify Exception page is displayed in read-only view.

 To edit an exception:

7. On the Exceptions page, select the exception row that you want to edit.

8. Click Modify to open the Modify Exception window.
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9. Make any necessary changes.

10. Click Save.

Delete Exceptions

If you are a Group Invoice Configuration administrator, you cannot delete exceptions that you have not created. Only Global Invoice Configuration administrators can delete or modify all exceptions.

 To delete an exception:

11. On the Exceptions page, select the check box beside the desired exception.

12. Click Remove. The exception is deleted.
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Applies to these SAP Concur solutions:


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


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


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


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