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Processor (Configuration) 
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.

Also, 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 of Concur Request

Refer to the Concur Request: Overview Guide for general information about requests, such as what the user sees, what the approver sees, workflow, settings, configuration basics, etc.

Section 3:  Concur Request Configurations

Not all Concur Request features are available for all Concur Request configurations.


	Configuration
	Is this feature available?

	Stand-alone
	Yes, Optional

	Integrated with Concur Expense (but not Concur Travel)
	Yes, Optional

	Integrated with Concur Travel (but not Concur Expense)
	Yes, Optional

	Integrated with Concur Expense and Concur Travel
	Yes, Optional


Section 4:  Overview of Processor

Concur Request processors use the processor page to view, print, and manage requests.
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Processor Roles

There are three roles related to request processing:

· TMC Agent: The Concur Request client assigns this role to one or more agents of its Travel Management Company (TMC) or to the client's internal travel agent(s). In some regions, it is appropriate for the TMC Agent to access the request after the user submits it but before the approver receives it. This way, the TMC Agent can add/edit the segment amounts – ensuring accuracy for the request approver.

· Request Administrator: The Concur Request client assigns this role to one or more of its own employees. This processor can view and fully manage virtually all requests.

· Request Auditor: This is a read-only role. The Concur Request client can assign this role to TMCs, to its own internal travel agent(s), or to any other user that needs read-only access to requests.

Users with any of these roles are generically referred to as "processors." Additional details about these roles are provided on the following pages.

Delegates

None of the processor roles can be delegated.

Section 5:  Processor Experience
Processor User Guide

The following pages provide an overview of the processor experience. For detailed information, refer to the Concur Request: Processor User Guide.

This user guide is available in online help.
Access

If a user is assigned any of the processor roles, the Process Requests option appears on the Requests menu.
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Columns
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By default, this information (columns) appears on the processor page:

· Ever Sent Back (no name on column header)

· Has Comments (no name on column header; click the icon to view)

· Has Image Available (no name on column header; click the icon to view)

· Request (name)
· Request ID

· Submit Date

· Employee Name

· Approval Status

· Total Approved Amount

· Start Date

· Purpose

The processor can sort by any of these columns.

The processor can click List Settings to add additional columns to the page. 
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Processing and Viewing

The processor selects a request to open it.
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The processor can then view the header, segments, comments, etc. and then – if appropriate – approve or send back the request.

Be aware that – in the Processor tool – the requests that the processor can manage and/or view depends on the processor's role, as described on the following pages.
Actions – TMC Agent

The TMC Agent can complete the tasks listed below for any request that is awaiting TMC processing and belongs to their assigned group:

· View all fields on all tabs except Expenses and cash advance information

· Print 

· Attach, view, and print attached images 

· Add a comment on the header 

· Modify the cost (amount) on a segment 

· Send the request to the next workflow step or send it back to the user

These are the default settings and can be changed, for example, the administrator can change field access rights in Forms and Fields. However, the TMC Agent will never be able to:

· See the Expenses tab or cash advance information
· Add new segments

· Re-open closed requests

The TMC Agent can view and print (including images) any request that has already been processed by any TMC Agent and belongs to their assigned group. 

Pool of Processors

All users assigned the TMC Agent role for a particular group are in a "pool." Any TMC Agent in the pool can process any request; there is no option for naming a specific TMC Agent to manage specific requests.

Actions – Request Administrator

The Request Administrator can complete the tasks listed below for any request that is submitted and belongs to their assigned group:

· View all tabs 

· Print 

· Attach, view, and print attached images

· Add a comment on the header 

· Modify the cost (amount) on a segment 

· Send the request to the next workflow step or send it back to the user

NOTE: These are the default settings and can be changed, for example, the administrator can change field access rights in Forms and Fields. 

IMPORTANT: As noted, this processor can view all submitted requests (in their group), which includes virtually all requests, like:

· Sent back to the user

· Currently being processed by another Request Administrator

· Currently awaiting TMC Agent processing 

· Already been processed by TMC Agents

· Already been processed by the user or another Request Administrator

The Request Administrator can never manage or view a request:

· With the unsubmitted status
- or -

· That the processor created (as a request user)

The Request Administrator cannot add new segments.

Re-opening a Request

Concur Request can be configured so that Request Administrator can re-open closed requests. If so, the Re-open button appears when the Request Administrator searches for and opens a closed request.
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Note the following:

· When the request is re-opened, the action is noted in the audit trail.

· If the request is set to automatically expire (based on the Request Active Days option in Request Policies) and:

· If that date is in the future, the re-opened request will still expire on the original expiration date. 

· If that date has passed, the expiration date is recalculated. That is, the request will expire after the number of days shown in the Request Active Days field.

NOTE: The TMC Agent and the Request Auditor cannot re-open closed requests.

Pool of Processors

All users assigned the Request Administrator role for a particular group are in a "pool." Any Request Administrator in the pool can process any request; there is no option for naming a specific Request Administrator to manage specific requests.

Actions – Request Auditor

A user with the Request Auditor role can view and print (including images) any request that is submitted and belongs to their assigned group.

Pool of Processors

Like the Request Administrator, submitted includes all requests (in their group) that have a status other than unsubmitted and were not created by the processor (as a request user).

Queries

The Processor tool has several built-in queries:

· For the Request Administrator and the Request Auditor, there are four queries:

· Requests Ready for Processing

· Requests Pending Approval

· Requests Pending Approval with an approval limit date

· Requests Approved without Expense Report

· For TMC Agent, there is one: Requests Ready for Processing.
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In addition, processors can create their own queries.

Search

The processor can search on many different fields, such as Name, Request ID, etc.
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Initially, there are two rows. As the second row is used, the third appears. A total of five rows are available.

Groups

If the processor has rights for the "global" group, they can use the Group button to filter the search results.
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Processor Preferences

In the Processor Tool
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The processor can select Preferences and then:

· Select the default query – this query runs automatically when the processor accesses Request > Process Requests.

· Select the number of rows that appear on the processor page.

· Select if they want the next request to appear automatically after approving or returning a request.
In Profile
The processor can elect to have the processor page as their home page. To do so, the user selects Profile > Profile Settings > Systems Settings (left menu). In the Other Preferences section, select Request Processor from the Home Page list.
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Section 6:  Configuration

The configuration steps are:

· Step 1 – Add the processor to the request workflow, depending on the processor role(s).

· Step 2 – Configure the forms and fields.

· Step 3 – Assign the processor roles.

· Step 4 – Allow the Request Administrator to re-open requests.

· Step 5 ​ Optionally, the administrator can configure rules and reminders.

Step 1 – Request Workflow

Whether the request workflow needs to be modified depends on the processor role(s) the client plans to use.

TMC Agent

The TMC Agent must be added to the request workflow. If not, there will never be any requests for the TMC Agent to access, process, or even view. The TMC Agent can be added to a new or existing step, anywhere in the workflow. 

Best Practice: As described previously, the Request Administrator can view and process virtually all requests - including those that are in the queue for TMC Agent processing. This is by design so the Request Administrator can move the request through the workflow at any time. One way to keep the Request Administrator from processing – by mistake – a request in the TMC Agent queue, consider creating a new approval status, perhaps called Pending Travel Agency Office. Use it for the TMC Agent step in the workflow. Then, the Pending Travel Agency Office status appears in the Processor tool, so the Request Administrator does not process it by mistake. This new approval status will also appear to the request user.
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Request Administrator

The Request Administrator may be added to a new or existing workflow step – anywhere in the request workflow – but it is not required. The Request Administrator can process requests whether or not the Request Administrator is included in the workflow. 

If the Request Administrator is not included in the workflow, when the Request Administrator runs the Requests Ready for Processing query, there will be no results.
Request Auditor

The Request Auditor cannot be added to a workflow.

Process: Add to a Workflow

 To add a processor step to a workflow:

1. Open the desired workflow or copy/create a new workflow.

2. On the Steps tab, select New.
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3. Name the step, such as TMC Processing.
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4. For the Role list, select either TMC Agent or Request Administrator, whichever applies.

5. For the Initial Status list, unless you create a new status (as described above as a Best Practice for a TMC Agent step), the only option available is Submitted & Pending Approval.
6. Complete the remainder of the fields as usual and save.

7. Move the new step to the appropriate place in the workflow.
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For more information about request workflows, refer to the Concur Request: Workflow – General Information Setup Guide.
Step 2 – Forms and Fields

Default access rights already exist. Edit as needed.

TMC Agent and Request Administrator

Access rights for the TMC Agent and the Request Administrator appear for these fields:

· Request header
· Request allocation
· all segment fields 
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Access rights for the Request Administrator appear for Request Entry fields:
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NOTE: The TMC Agent is not included. The Request Entry fields appear on the Expenses tab (used for the expected expenses feature). The TMC Agent cannot access – or even view – the Expenses tab.

By default, the TMC Agent and the Request Administrator are set to Read-only for most fields, except:

· If the Request Employee Role and the Request Approver Role are both set to Hidden, then the TMC Agent and the Request Administrator are set to Hidden.

· For the Comment field for the Request Header, the TMC Agent and the Request Administrator are set to Modify.

· For the Amount field on the segment forms, the TMC Agent is set to Modify.

NOTE: The TMC Agent can modify the amount for agent-booked trips. This does not apply to segments of self-booked trips, which are updated by Concur Travel.

Additional Information about Configuring Segments
Some fields are associated and must have the same access rights on the same form. For example, for Amount and Currency - both must be Modify or both must be Read-only or both must be Hidden. 
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To clarify:
· The fields must match on any single form. If you have two forms of the same type (for example, Air Form A and Air Form B), the access rights for Amount and Currency on Air Form A do not have to match Amount and Currency on Air Form B.

· Different segment types do not have to match each other. For example, the Amount and Currency fields on the Air segment form must match each other but they do not have to match the Amount and Currency fields on the Hotel segment form.

· The roles do not have to match each other. For example, the Amount and Currency fields for the TMC Agent must match each other but they do not have to match the Amount and Currency fields on the request Administrator.
Other associated fields are:

· Segments except Air and Rail – Date and At
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· Air and Rail segments – Date, Depart At, Date, and Arrive At
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· Locations – From and To 
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If various location types are active for a segment type, the segment Vendor field will be editable when segment locations fields are editable.

Request Auditor

The access rights for the Request Auditor are not defined on the field; they are defined by the rights of the Request Administrator:

· If the Request Administrator is set to hidden, then the Request Auditor is hidden.

· If the Request Administrator is set to modify or read-only, then the Request Auditor is read-only.

Process: Modify Forms and Fields

Follow your normal procedures for modifying forms and fields, changing access rights, etc.

For more information, refer to the Concur Request: Forms and Fields Setup Guide.

Step 3 – Assign the Roles

The processor roles can be assigned in Administration > Company > Company Admin > User Permissions (left menu), on the Request tab. Each role is group specific. 
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No user can have more than one of the processor roles. Roles can also be assigned using the employee import.

· IMPORTANT: If the TMC Agent is an employee of the TMC, the User Administrator will likely add the user manually, which automatically assigns other roles – perhaps Travel Wizard User and/or Expense User. The User Administrator must remember to remove all roles except the TMC Agent. 

For more information, refer to the Shared: User Administration User Guide and the Shared: Employee Import Specification.
Step 4 – Allow the Request Administrator to Re-Open Requests

This feature is activated in Administration > Request > Site Settings.
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For more information, refer to the Concur Request: Site Settings Setup Guide.

Step 5 – Optional - Configure Audit Rules, Workflow Rules, and Email Reminders 

For more information, refer to the:

(  Concur Request: Audit Rules Setup Guide
(  Concur Request: Workflow – General Information Setup Guide
(  Concur Request: Email Reminders Setup Guide
☼
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