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Site Settings
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

The Site Settings page provides a list of settings that Concur Request administrators can use to activate or deactivate certain features, as described on the following pages. 

Note that some of these settings affect Concur Request, Concur Expense, and Concur Invoice.
Section 3:  Access and Use the Site Settings Page

 To access the site settings:

1. Click Administration > Request.

2. Click Site Settings (left menu). The Site Settings page appears. 
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NOTE: The order that this page displays these settings may vary.

3. Make the desired changes.
· IMPORTANT: The This setting affects column lists the associated Concur products. That means:
  - If you enable the setting here, you enable it in the products listed. 
  - If you disable the setting here, you disable it in the products listed.
	Option
	Description/Action
	This setting affects…

	Allow users to email and print reports and requests in PDF
	Select (enable) this check box to allow the Concur Request user to generate a PDF copy of their request and expense report (if applicable). The user can send the PDF copy to one or more email recipients.

· For more information, refer to the Concur Expense: PDF and Email Reports Setup Guide.
	Concur Request and Concur Expense

	Display the Close link for Authorization Request Users
	Select (enable) this checkbox to allow the Concur Request user to close a request. 

When this check box is selected, the Close/Inactivate Request button will only be displayed for an approved or cancelled request.
	Concur Request

	Enable synchronization of Travel/Request delegates
	Select (enable) this check box to synchronize delegates. If a user has the Request User permission and the Travel Wizard permission, then - in Profile:

· The Can Book Travel check box appears on the Request Delegates page.

· The Assistants and Travel Arrangers section is removed from the Personal Information page.

· For more information, refer to the Additional Information section of this guide.
	Concur Request and Concur Travel

	Allow Expected Expenses to be allocated individually
	The Allow Expected Expenses to be allocated individually setting works in conjunction with the Group allocation setting in Request Policies (Administration > Request > Request Policies). 

Select (enable) this check box to display the Group allocation setting on the General tab in Request Policies.

The Group allocation setting determines whether expected expenses and segments on a request can be allocated individually or as a group. If they can be allocated individually, expected expenses and segments can each have individual allocation amounts/percentages.

If the Allow Expected Expenses to be allocated individually setting is not selected (not enabled), the Group allocation setting is not displayed in Request Policies, and all expected expenses and segments on a request must be allocated as a group.

NOTE: If the Allow Expected Expenses to be allocated individually setting is enabled in Site Settings, and Everything is selected for the Group allocation setting in Request Policies, expected expenses can only be allocated as a group on a request. The Group allocation setting will take precedence over the Allow Expected Expenses to be allocated individually setting in this scenario.
· For more information about the Group allocation setting, refer to the Concur Request: Policies and Groups Setup Guide.

· For more information about allocations, refer to the Concur Request: Allocations Setup Guide.
	Concur Request

	Allow Request administrator to re-open a request
	Select (enable) this check box to allow the Request admin (processor) to re-open requests.

· For more information, refer to the Concur Request: Processor User Guide.
	Request

	Allow users to copy requests
	Select (enable) this check box to allow the Concur Request user to copy an existing request to use it as a starting point for a new request.

· For more information, refer to the Additional Information section of this guide.
	Request

	Enable Airfare multi-leg form in Request
	Select (enable) this check box to allow the Concur Request user to create multi-leg air segments. 

When enabled, the Multi-City option appears automatically on the Segments New Expense for air segments.
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	Concur Request

	Restrict TMC step updates to Itineraries Awaiting Approval only 
	This setting is no longer used. 
	Concur Request

	Enable Request Segments to be updated by an itinerary when booking on an approved Request
	Select to allow Travel to update the request amounts with the actual booked amounts from the user's itinerary after the request reaches the Approved – Pending Booking workflow step. This setting is enabled by default.
	Concur Request

	Consider request as at-risk for risk rating above
	Enter the appropriate risk level.

If Concur Risk Management is integrated with Concur Request, you can set the lowest risk level at which to display risk information to users. The default is set to zero, but you can, set the number to 1 through 6 if desired. For example, if you set the number to 2, then the Travel Advisory tab appears only for trips involving countries with risk level 3 or above.

· For more information, refer to the Concur Request: Risk Management Setup Guide.
	Concur Request

	Start request on Request header tab for approver
	Select (enable) so approvers see the Request Header immediately after opening the request – instead of the Expense Summary page.
	Concur Request

	Enforce Online/ Offline policy
	Select (enable) this check box to have the system compare the booking switch criteria to the trip data when the user submits the request.

· For more information, refer to the Additional Information section of this guide.
	Concur Request

	Allow users to manage favorite allocations
	Select (enable) this check box to allow the Request user to create, edit, and delete favorite allocations.

· For more information, refer to the Concur Request: Allocations Setup Guide.
	Concur Request and Concur Expense

	Allow Cash Advance Administrator to Create & Issue Cash Advances
	Select (enable) this check box to allow the Cash Advance admin to create and issue cash advances using the Cash Advance Admin tool.

· For more information, refer to the Concur Expense: Cash Advance Administrator User Guide.
	Concur Request and Concur Expense

	Allow Cash Advance Administrator to Record Return Amount
	Select (enable) this check box to allow the Cash Advance admin to record all or part of a cash advance that has been manually returned by the user.

· For more information, refer to the Concur Expense: Cash Advance Administrator User Guide.
	Concur Request and Concur Expense

	Allow amounts to appear in limit-based exception messages (enable only if used)
	Do not activate this setting, it is currently not supported. 
	Concur Request

	Provide default exchange rate for cash advance issuance
	Select (enable) to provide the default exchange rate to the Cash Advance administrator when issuing cash advances in a foreign currency.

· For more information, refer to the Concur Expense: Cash Advance Administrator User Guide.
	Concur Request and Concur Expense

	Select additional employee fields to display in user search results
	The fields selected here display in user search results.

· For more information, refer to the Additional Information section of this guide.
	Concur Request and Concur Expense, and Concur Invoice

	Allow users to search by Employee ID
	Select (enable) this check box to allow Concur Request users to search by Employee ID.

NOTE: By default, users can search for delegates and approvers by name, email address, and logon ID but not by Employee ID because many companies do not want the Employee ID exposed.
	Concur Request and Concur Expense, and Concur Invoice

	Enable Validation Rules
	Select (enable) this check box to enable audit rule validations, and the Validations tab appears in the Audit Rules tool.
NOTE: Be aware that if you clear (disable) this check box:

· The Validations tab is removed from the Audit Rules tool.

· The functionality is no longer available.

· Existing validation rules no longer run.

· For more information, refer to the Concur Request: Audit Rules – Validations Setup Guide.
	Concur Request and Concur Expense, and Concur Invoice


4. Click Save.

Section 4:  Additional Information

Site Setting: Enable Synchronization of Travel/Request Delegates 

When Concur Request is integrated with Concur Travel, the company can choose either the Starting in Request or Starting in Travel process flows. 

For more information about the process flows, refer to the Concur Request: Overview Guide.
If the company uses the Starting in Travel process flow, the proper procedure is for the user to start the request process using the Travel Wizard (the Trip Search section of the home page). In order to successfully complete the task, the user must be both a Concur Request user and a Concur Travel user with the Request User permission and the Travel Wizard User permission. As per normal procedure, the user can designate a Concur Request delegate to complete their Concur Request tasks. If so, that same person should also be designated as a Travel Arranger so they can properly book travel on behalf of the user. 

If not using this site setting, the user must select the Concur Request delegate in the Request Delegates section of Profile and then select that same person as a Travel Arranger in the Assistants and Travel Arrangers section of Profile. 
With this site setting, the user designates the person as both a delegate and arranger in just one place in Profile ​– in the Request Delegates section.

If the Setting is OFF

The setting is OFF, then in Profile:

· The Request Delegates page appears with the standard options. The user selects the delegate and defines the desired options.
[image: image4.png]YYour Information

Personal Information
Cormpany Information
Contact Information
Ermail Addresses
Sponsored Guest Users
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Request Settings

tion

B
Request Delegates

Reguest Preferences
Regquest Approvers
Favorite Attendees

Request Delegates

Delegates  Delegate For

Delegates are employees who are alower o perform work on behalt of other empioyees.
Expense and Recuest share delegates. By assigning permissions to a delegete, you are assigning permissians for Expense and Rectiest.

Can Can

Receives
Can  Submit  Submit CanView Receives Can  CanApprove Approval
[] Heme Prepare Reports Requests Receipts Emails Approve Temporory Emails

Collins, Chris [s]
[£] co@randomverbs com = =

o





· The Assistants and Travel Arrangers section appears on the Personal Information page. The user selects that same person as a Travel Arranger.
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If the Setting is ON

If the setting is ON and if the user has both the Request User permission and the Travel Wizard User permission:

· The Can Book Travel check box appears on the Request Delegates page.
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· The Assistants and Travel Arrangers section is removed from the Personal Information page.

· IMPORTANT: Remember, this applies only if the user has the Request User permission and the Travel Wizard permission. If the Travel Wizard User permission is not assigned to the delegate user, the Can Book Travel check box will not be available on the Request Delegates page, and the delegate will not be able to book travel before creating a request. For all other users, this setting does not affect the Profile page.

Note the following:

· Best Practice: If Concur Request is integrated with Concur Travel, the client should use this site setting. 

· Concur Request and Concur Travel integration is not required to use this site setting.

· Regardless of the integration, if this new setting is ON and if the user is a Concur Request user and a Concur Travel user with the Request User permission and the Travel Wizard User permission:

· The Can Book Travel check box appears on the Request Delegates page.

· Since Concur Expense and Concur Request use the same delegate information, the Can Book Travel check box appears on the Expense Delegates page. 

NOTE: The Can Book Travel check box does not appear on the Expense Delegates page if the user is not a Concur Request user or Concur Travel user with the Request User permission and the Travel Wizard User permission.
Site Setting: Allow Users to Copy Requests

The Copy Request feature allows a user to select a request and copy it as a template for the new request. The user can then edit the copy as desired. On the Manage Requests page, the user selects the desired request and then clicks Copy Request.
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The Copy Request page appears.
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On this page:

· By default, the system provides a name for the copy. The user can edit it if desired.

· By default, the system sets the start date of the resulting request to be the source request end date plus one day. However, the user is provided the opportunity to set the start date. 

· The user can elect whether to copy expected expenses, segments, and cash advances.

When the user clicks OK, the system makes the copy and opens it so the user can make the desired edits.

Request Status

Any request can be copied – regardless of status or whether it is open or closed – if the client's configuration allows users to create requests.

NOTE: The Disable ability to create new requests option in Request Policies forces users to use the Starting in Travel process flow. Requests created in this manner cannot be copied.

Information Copied

The following information is copied from the source request:

· Segments (if selected on the Copy Request page): All agency-booked segments are copied. If the request contains self-booked segments, those segments become agency-booked; they are no longer self-booked. 

NOTE: If the original request included self-booked segments or agency proposals, it included the To be approved before: date. When you copy this request, the To be approved before: date is copied to the new request.

· Expected expenses (if selected on the Copy Request page)

· Attendees

· Allocations

· Latest comment

· Cash advances (if selected on the Copy Request page)

· Other fields, like the Purpose, Start Date (based on the Copy Request page), custom fields, Travel Agency (the system first uses the agency from the source request; if not available, the system searches the Employee profile), etc.

Information NOT Copied

The following information is not copied from the source request: 

· Attachments (images)

· Workflow

· Audit trail

· Any other information related to a policy this is no longer the user's current policy 

Delegates and Proxies

Delegates (with "submit" rights) and proxies can copy requests.

Site Setting: Enforce Online/Offline Policy

Overview

The Enforce Online/Offline Policy feature provides another option that allows clients to capture those cases where users – inadvertently or intentionally – bypass request-related travel policy, such as when a segment must be booked via Concur Travel instead of via an agency.

Note the following:

· This feature is available only to clients who have integrated Concur Request with Concur Travel.

· This feature can enforce a requirement to book online by sending the user to Concur Travel to book their trip. It cannot enforce a requirement to book offline. 

· This feature uses the evaluation criteria in the booking switch in Concur Request, whether or not the booking switch is enabled (described on the following pages).

· Note that – for this feature – offline means "agency-booked via Concur Request" while online means "self-booked via Concur Travel."

Background – Booking Switch

Currently, if the booking switch is enabled, when the user completes the Trip Search panel (Travel Wizard) in Concur Travel and clicks Search, the booking switch evaluates the requested trip segments. Based on the client-defined criteria in the switch, it determines if segments must be self-booked by the user (via Concur Travel) or booked by an agent (via Concur Request). For example, the client-defined criteria might require that all trips to Afghanistan are to be agency-booked while all trips to Europe are to be self-booked.

In the case where the user is directed to Concur Request for agency-booked segments, the user can make some choices in Concur Request that allow the user to, in effect, bypass or ignore the original booking switch criteria.

Enforce Online/Offline Policy
Using this enforcement feature, the system evaluates the trip data again when the user submits the request. It uses the booking switch criteria to determine if travel-related segments in the request should be self-booked (via Concur Travel) and, if so:

· A message appears, explaining to the user that they must book using Concur Travel.

· A request-level exception appears. 

NOTE: The message is configurable using the Exceptions tool in Concur Request. The exception code is OPOLSBON.

· The user is directed to Concur Travel, and sees the Travel Request Itinerary page, which allows them to enter required fields before searching in Concur Travel for the segments to book. 
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NOTE: If the request contains only segments that are not supported in Concur Travel, the user will receive an error and be directed to alternate booking methods, if available.

· The user fills out any required fields and clicks Proceed to booking. The user is directed to the Concur Travel search results page for the travel segments in the request. The user then books the travel segments in Concur Travel.
NOTE: The four system segment types – air, rail, hotel, and car – are evaluated to be booked in Concur Travel. Trip data from these segment types is sent from Concur Request to Concur Travel. If/When changes are made to any of these types in Concur Travel, the trip data is sent from Concur Travel to Concur Request, where the Concur Travel trip data replaces the Concur Request trip data.  

· The user can now submit the request.

Since the enforcement feature re-evaluates when the request is submitted, any changes made to the request in an effort to bypass or ignore the original criteria are captured. 

Comparison:  Booking Switch and the Enforcement Feature

Note the following:

· The booking switch evaluates the trip when the user clicks Search in Concur Travel.

· The enforcement feature evaluates the trip when the user clicks Submit in Concur Request.

· Both the booking switch and the enforcement feature use the criteria defined in the booking switch.

NOTE: Only the "main" segment – air on the Flight or Air/Rail tab; rail on the Rail tab; hotel on the Hotel tab; car on the Car tab – is evaluated against the booking switch criteria, which means the "main" segment determines how the entire trip is to be booked. For a complete explanation of the booking switch and criteria, refer to the Concur Request: Booking Switch Setup Guide.

· The booking switch can be used with or without the enforcement feature.

· The enforcement feature can be used with or without the booking switch.

More detail is provided below.

Configuration Combinations

The various configuration options are described below.

Booking switch ON

As described previously, if the booking switch is enabled, the trip data is evaluated once – when the user clicks Search in Concur Travel. Then, based on the evaluation, the user is directed to Concur Travel or Concur Request, whichever is appropriate.

Enforce option Yes or Yes-Traveler Decides
If the Enforce Offline/Online policy field is set to Yes or Yes-Traveler Decides, the trip data is evaluated once – when the user clicks Submit in Concur Request.

Then:

· If the booking switch criteria indicates that the trip should be self-booked, then, for the Enforce Offline/Online policy field:

· If Yes, the user is directed to Concur Travel.

NOTE: Sometimes an itinerary being requested cannot be booked in Concur Travel, either because the itinerary is not supported in Concur Travel (for example, it contains more than six air segments), or the request was created with dates in the past. 

These requests are not supported with the Enforce Offline/Online Policy field set to Yes. The user will see an error message in Concur Travel after submitting a request of this type.
· If Yes-Traveler Decides, a message tells the user that the request does not comply with company policy. The user can choose to go to Concur Travel or the user can simply submit the request "as is."

NOTE: If you are using the Enforce Online/Offline policy setting (Administration > Request > Site Settings), and a user submits a request with dates in the past, the user will automatically be sent to Concur Travel and will see an error message. There is no configuration to prevent this.

If your organization is using the Enforce Online/Offline policy setting and will be creating requests with dates in the past, it is best practice to set the Enforce Online/Offline policy to Yes – Traveler Decides, and when a user is creating a request with dates in the past, have the user click the Submit anyway button when the error message appears in Concur Travel.

The setting must be set to Yes – Traveler Decides to ensure the Submit anyway button is displayed in the error message dialog. The button is not displayed when the setting is set to No or Yes.

· If the booking switch criteria indicates that the trip should be agency-booked, the request is submitted "as is."

Booking switch ON; enforce option Yes or Yes-Traveler Decides
If the booking switch is enabled and if the Enforce Offline/Online policy field is set to Yes or Yes-Traveler Decides, then the trip data is evaluated twice:

· When the user clicks Search in Concur Travel 
– and –
· When the user clicks Submit in Concur Request 

Then, the appropriate action is taken, based on the evaluation, as described on the previous pages. 

Configuration

Booking Switch

Configure the booking switch – with or without the enforcement feature – in Administration > Request > Booking Switch.
Refer to the Concur Request: Booking Switch Setup Guide for more information.

Enforce Online/Offline Policy Feature

There are two parts to configuring this feature:

· Request site settings
– and – 

· Booking switch criteria

Request Settings:

5. Click Administration > Request. 
6. Click Site Settings (left menu). The Site Settings page appears.
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7. In the Enforce Online/Offline policy field, select one of these:

· No

· Yes

· Yes – Traveler Decides
Booking Switch Criteria:
As noted previously, the Enforce Online/Offline Policy feature uses the booking switch criteria whether or not the booking switch is enabled and whether or not the booking switch criteria is defined:

· If criteria is defined, it uses that criteria.

· If no criteria is defined, all requests containing travel-related segments (air, rail, hotel, and car) are evaluated as self-booked segments.

So, if you elect to define criteria, then refer to the Concur Request: Booking Switch Setup Guide. If you elect to not define criteria, then no action is necessary.

Audit/Workflow Rules

Clients with the Enforce Offline/Online Policy set to Yes – Traveler Decides, can use the Ignore Booking Policy field in Audit and Workflow rules to increase visibility and potentially adjust the approval flow when a user does not follow the requested workflow for booking a request.

The data object Ignore Booking Policy is available in Audit and Workflow rules, at the Request level.
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Site Setting: Select Additional Employee Fields to Display in User Search Results
This option improves the search results display for:

· Employee admins who are searching for delegates and approvers

· Users who are searching for delegates and approvers (in Profile and Approval Flow)

· Concur Expense proxies who are searching for users

Note the following:

· The administrator can include up to three additional fields.

· The administrator can choose from employee ID, logon ID, organization unit fields, or custom fields.

· Field labels that display are the localized, field-level labels.

· This setting affects Expense, Request, and Invoice as applicable.
The following figure shows the default search results.
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The following figure shows the addition of Employee ID and Logon ID in the search results.
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Integrated with Concur Expense

Client who have Concur Request integrated with Concur Expense can use a site setting in Expense Admin. This site setting allows the client to restrict the number of requests associated with a single expense report. This configuration is completed in Expense > Site Settings, and requires the Expense Configuration Administrator (Restricted) user role.

 To configure the setting:

8. Click Administration > Expense. 
9. Click Site Settings (left menu). The Site Settings page appears. 
10. Select (enable) or clear (disable) the If set to true, allow more than one authorization request to be assigned to a single report check box. 
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11. Click Save. 
☼
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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