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Section 1: Permissions

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

Section 2: Overview
Localization can be managed several ways – using the Localization tool in Expense
Admin, Invoice Admin, or Request Admin:
•

Manually: The administrator can manually localize individual items.

•

Export/Import: The administrator can export all of the user interface (UI)
text strings (phrases) that need to be localized. The exported strings can then
be localized, and the localized file can be imported back into Concur.
NOTE: The export file contains strings for all applications within Concur;
however, the file is clearly marked so you can choose to localize only
the desired strings.

The list of languages available reflects the languages added to the system during the
database initialization process. Use this guide to configure your localization settings
only after Concur has added all of the needed language packs to your entity. If you
request that Concur add additional language packs in the future, you should re-verify
the configuration for localization described in this guide. The act of adding languages
and locales affects existing language mapping.

Section 3: Configuration/Procedures
Access the Localization page
 To access the Localization page:
1. Click Administration > Expense (or Invoice or Requests).
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Section 3: Configuration/Procedures

NOTE: Depending on your permissions, the page may appear immediately
after you click Administration.
2. Click Localization (left menu). The Localization page appears.

View and Manually Update the Localization Items
You can review the localization status for each supported language, by localization
category. Once a category is selected, you can update the items in it.
NOTE: If any files in a language are not localized, the localization status appears as
Incomplete. The status of Not Checked displays for lists; no action is taken by
the system to evaluate the statuses of lists due the volume of data.

2

Shared: Localization Setup Guide

Last Revised: October 12, 2018
© 2004–2022 SAP Concur All rights reserved.

Section 3: Configuration/Procedures

 To review the localization categories for a language:
1. On the Edit Localization tab, in the Target Language list, click the desired

language.

2. In the Status list, select whether you would like to view all items, only

completed items, or only incomplete items.

3. The list of localization categories appears, displaying the current status.
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 View and update the localization category items:
1. On the Edit Localization tab, click the desired category.

2. Click Modify. The localization items appear.

3. Select the item to modify and enter the new text.

4. Click Save.
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 Using search to locate the desired text:
1. Enter the desired text in the Find Category with text containing field and

click Search. The page refreshes, listing all categories that include that text.

2. Click the desired category and click Modify.
3. With the category open:


In the Find text in list, click the desired language.



In the Find text containing field, enter the desired text and click
Search.
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Section 3: Configuration/Procedures
4. Make the desired changes as described above.
5. Click Save.

Export a Localization String
Export the Localization Items
You can use the string export process to create a text (.txt) file that contains all of
the strings that must be localized. This file can include any item regardless of status,
but typically contains any incomplete items that still require localization. Once the
file has been created and stored in a directory, it can be sent to an outside
localization vendor, as needed.

 To perform a localization string export:
1. On the Localization page, click the Export Localization tab.

NOTE:

The list of languages available in this page reflects the languages
added to the system during the database initialization process.

2. Click the language that requires localization.
3. Select the strings that are to be exported.

6

Shared: Localization Setup Guide

Last Revised: October 12, 2018
© 2004–2022 SAP Concur All rights reserved.

Section 3: Configuration/Procedures
Note the following:


You can select the individual check boxes next to each of the lists or
strings that are to be exported.



You can select the uppermost check box to select all of the lists and
strings that are displayed.



You can select the Export delta records check box to export only the
lists or strings that have not been localized in the selected sections. This
option reduces the size of the file and import time.

4. Click Export.
5. When prompted, save the localization_export_<###>.txt file to your local

drive.
NOTE:

The default name is provided; you can change it if desired.

Understanding the Localization.txt File
The localization.txt file, created during the export process, contains all of the strings
that need to be localized. The file lists both the source and target languages;
however, the strings are listed in the source language.

Note the following:
•

While localizing this file, modify only the strings that occur on the right side of
the equal (=) sign.
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•

When there is a variable in the text string, where the program is to insert a
value at the time the string is used, it is represented by a label surrounded by
percent signs. For example, Error evaluating rule: %rulename%.

•

The first number in the string, left of the = symbol, indicates the maximum
length for the translated string. For example, the line
64.CT_EXPENSE_TYPE_LANG.NAME.EXP_KEY.'AIRFR'=Airfare, shows that the
translated string should not exceed 64 characters in length.

•

The rest of the string indicates the table name and the column name from the
database. In the above example, it would be the expense type name that
requires translation.

There are two parameters at the beginning of the localization.txt file that help
minimize potential errors.
Parameter

Description

Overwrite

If the strings in this file are changed by a localization vendor and there
are different strings for the same field in the product (for example, a
mismatch), when you try to import, then, by default, the strings in the
database remain and the strings in the localization.txt file are not used
for that field.
If you want to overwrite the strings in the database with the strings in
this file, then change the value to Y.
Often times, the database contains customizations, so you may not
want to override.
You can also use the Export Deltas Only when exporting the strings to
only localize the new fields in the product, such as new audit rules, thus,
leaving any customizations in tact.

Hide Language
Mismatch Detail

If a localized string in the database does not match the localized string
on the import file, a mismatch occurs and a message is displayed on the
Import page once the import is performed. Sometimes, the mismatch
count is high, so you have the choice of hiding the details from that
page. A count of how many mismatches will still appear on that page,
but the details will not appear. If you want to hide the mismatch detail,
change this parameter to Y.
NOTE: If the Overwrite parameter is set to Y, the import will not check
for language mismatches.

Import a Localization String
Once the localization.txt file has been localized, either internally or by an outside
localization vendor, you must import the information back into the system. After the
import is complete, any employee with the browser language settings configured for
the localized language will see the changes.

 To perform a localization string import:
1. On the Localization page, click the Import Localization tab.
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2. Click Browse/Choose File (depending on the browser).
3. Browse to the location of the localized file that to be imported.
4. Click Open. The path is automatically inserted into the Import File field.

NOTE:

The file location may also be typed directly into the Import File
field; however, it must be entered with either the complete directory
structure and file name, or using UNC Pathing. For example, the user
can enter C:\Concur\Localization\Import\localization.txt.

5. Click Import. The import process runs, and the page refreshes to show

details of the import in the lower half of the page.

!

WARNING: Do not exit the browser window during the import process,
the process terminates and only changes that have already occurred
within the system remain.
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Section 4: Specific Categories and Strings
Policy Names – Receipt Text, Affidavit Text

Use the Policy Names category to
localize the text for:
•

Receipt Text (appears on the
receipts-required message)

•

Receipt Affidavit Explanation
Text

•

Receipt Affidavit Acceptance
Statement

The original text is configured in
Administration > Expense > Policies (left menu).
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