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Revision Histor
Date Notes / Comments / Changes

Dec 8, 2023 Updated the content with information related to PASMO IC card integration.

Sep 15, 2023 Added note on addition of “Suica-" prefix under vendor details in the receipt.

Dec 16, 2022 Added notes on JR East website and the availability of the service only in
Japan.

March 21, 2022 Updated screenshot and updated the content as per change in railway
company’s specifications.

November 19, 2021 New guide.
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Section 1: Overview

IC Card Integration

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: Overview

IC (Integrated Circuit) cards are rechargeable plastic prepaid cards issued by railway
companies in Japan. These cards are available at ticket vending machines at train
stations or major airports.

Different IC card companies issue more than ten different cards and some of them
are Suica card, PASMO card, ICOCA card, and nimoca card.

The IC Card Integration (ICCI) is a Japan Public Transport (JPT) option that draws all
the transactions from the railway company’s server to Concur Expense. This solution
was proposed because of three reasons:

¢ High equipment maintenance (Reader)

e Availability of Readers only on office premises

e Transaction limit up to 20 transactions per card (Users would need to travel to
their office after the limit is reached.)

In this guide, you will learn how to integrate Suica and PASMO cards by JR East and
Pasmo respectively, with SAP Concur. This integration will allow Concur Expense to
retrieve travel transactions, such as train, bus, taxi, and parking expenses, from the
JR East server for expense reporting.

NOTE: This service is only available for employees of companies that are based in
Japan.

Who Should Use This Feature

The ICCI is intended for use by all users who have registered their Suica/PASMO IC
card through Concur Expense. Concur Admins can activate this service from JPT.

The user must also have JPT 2.0 on NextGen UI.

This option is not available with any rail, bus, taxi, and parking expenses outside of
Japan

Required Roles

There are no required roles to use this feature; you need only have the Expense User
role.
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Section 2: Managing Suica and PASMO IC Cards

Companies can also assign certain validation rights to a few of their associates who
will register themselves in Concur Expense as Checkers. They validate the
authenticity of the users registered for the Suica/PASMO cards. These Checkers also
need to be registered with JR East. You can follow the instruction on JR East on how
to assign Checker roles.

If you need additional support, contact your Concur Admin.

Section 2: Managing Suica and PASMO IC Cards

IC card registration gives the necessary rights for Concur Expense to receive the trip
transaction details from the railway company.

The registration steps depend on the type of card the user has.

The Suica IC cards are issued by Japan Railway (JR) East and the PASMO IC cards
are issued by Pasmo. Both IC cards can be used for rail and road transportation.
They can also be used for subway, bus, and parking expenses.

For Suica and PASMO cards, users need to register on Concur Expense which is
integrated with JR East. Once the process of registration is initiated in Concur
Expense, the user will receive an email with a registration link that directs them to
the JR East website. The user needs to first verify their email and then fill in all the
necessary details. JR East will first validate the details and then send an approval
notification to Concur Expense. Once the status of the card is changed to Registered,
Concur Expense will start tracking all the transactions from the registered date.

The process of validation involves authorized Checkers who check the legitimacy of
the user information, and these Checkers are specified in different steps of the
validation process in advance.
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Section 2: Managing Suica and PASMO IC Cards

Registering a Suica/PASMO IC card for a user

P To register a Suica/PASMO IC card:

1. Click Profile > IC cards.

SAP Concur

Profile

Your Information
Personal Information
Company Information
Contact Information
Email Addresses

Expense Settings
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Company Car
Favorite Attendees
Commuter Pass Routes

Other Settings
System Settings
Connected Apps
Congur Connect
Change Password
Concur Mobile Registration

Personal Information

Change Password  System Settings

Profile Options

Select one of the following to customize your user profile.

Personal Information
Personal Information

Expense Delegates
Delegates are employees who are allowed to perform work on
behalf of other employees.

Company Gar
Company Car

Concur Mobile Registration
Set up access to Concur on your mobile device

Concur Mobile Registration

WS User

Sign Out

System Settings
Which time zone are you in? Do you prefer to use a 12 or 24-hour
clock? When does your workday start/end?

Expense Preferences

Select the options that define when you receive email
notifications. Prompts are pages that appear when you select a
certain action, such as Submit or Print.

Change Password
Change your password.

2. Click Add.

SAP Concur

Profile

12

Personal Information

Profile ~

Change Password System Settings Concur Mobile Registration

Japan Public Transport IC Cards

IC Card Type Card Number
Suica / PASMO
Suica / PASMO
Suica / PASMO
Suica / PASMO
Suica /| PASMO
Suica /| PASMO
Suica / PASMO
Suica / PASMO
Suica / PASMO

Suica / PASMO

3>

@ A&

Registered Date Registration Status

11/10/2023 © Awaiting response from Employee
11/08/2023 © Awaiting response from Emplayee
11/03/2023 @ Awaiting response from Employee
11/03/2023 © Awaiting response from Employee
11/03/2023 © Rejected

11/03/2023 © Awaiting response from Employee
11/03/2023 © Awaiting response from Employee
11/03/2023 © Awaiting response from Emplayee
11/02/2023 © Awaiting response from Employee
10027/2023 © Awaiting response from Employee

The New IC Card page opens. By default, in the IC Card Type list, Suica /
PASMO is selected.
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Section 2: Managing Suica and PASMO IC Cards

SAP Concur Profile ~ New IC Card X
Profie  Personal lnformation  Change Password  System Settings  Concur Mobil ([
Japan Public Transport IC Cards
=
O iccard Type Card Number
Suica | PASMO Employee
Suica / PASMO ILmEmanyee
Suica / PASMO. o Jom Employee
Suica / PASMO. 110372023 © Awaiting response from Employes
[  Suica/PASMO 110312023 @ Rejected
Suica | PASMO 1110372023 © Awalting response from Employee
Suica / PASMO 110312023 @ Awaiting response from Employee
Suica / PASMO 11/03/2023 © Awaiting response from Employes
Suica / PASMO. 1100272023 @ Awaiting response from Employee
Suica / PASMO 10272023 @ Awaiting respanse from Employee
123>y

3. In the Email field, enter the user’s corporate email address and click Add to
process the request to add and associate their email address to the
Suica/PASMO IC cards.

NOTE:In the Email field, a warning message appears when you start
entering your mail ID. This is to let you know that a valid email ID is
required to add the card.

New IC Card X
il |C card Type @ email *
Suica / PASMO v
A valid email id is required to continue
adding the card
New IC Card X
i ic card Type Email *
Suica / PASMO v
o
o
Cancel
\ o
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Section 2: Managing Suica and PASMO IC Cards

4. When the Terms and Conditions page displays, select Concur End-User
Terms and Conditions and click I Agree.

Before agreeing, read the licensing terms and conditions carefully. The I
Agree button is disabled until the two checkboxes are selected.

SAP Concur Profile ~ Terms and Conditions X
Profile  Personal Information  Change Password  System Settings  Concur Mobil
Japan Public Transport IC Cards "
= v
O iccard Type Card Number
Suica / PASMO C n bm Employee
Suica { PASMO i om Employee
Suica | PASMO Cance om Employee
Suica | PASMO 1wumeves o Fwa g respove from Employee
(0  Suica/ PASMO 11/03/2023 @ Rejected
Suica / PASMO 110372023 @ Awaiting response from Employee
Suica | PASMO 11/03/2023 @ Awaiting response from Employee
Suica | PASMO 110372023 @ Awaiting response from Employee
Suica | PASMO 110212023 @ Awaiting response from Employee
Suica | PASMO 1012712023 @ Awaiting response from Employee
123>

The card is added to the Japan Public Transport IC Cards list with the status
listed as Awaiting response from Employee.

JR East emails the user with the card registration status. Additional details
also display in Concur Expense on the Japan Public Transport IC Cards
page. These details include a timestamp of the date of the registration
request as well as the Registration Status column lists the status as
Awaiting Response from Employee.

SAP Concur Profile ~

Profile Personal Information Change Password System Settings Concur Mobile Registration

Japan Public Transport IC Cards

IC Card Type Card Number Registered Date Registration Status

The confirmation also initiates the following user validation process:
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Section 2: Managing Suica and PASMO IC Cards

a) Concur Expense provides the email ID to Japan Railway (JR)
East.

b) IR East emails the registration link to the Concur Expense user.
c) The user receives the email (similar to the one shown below)

and clicks the registration link, which sends them to the JR East
portal.

[RERFSE] Suica. PASMOMKIRI A HDEEEL

R REF* FEWE S 27 LEEEHESS <noreply@ijreastrychiseisan.jp>

[You don't often get email from noreply@ireast.ryohiseisan.p. Learn why this is important at https://aka.ms/LearnAboutSenderidentification ]

FA-LE, CAACRRRREY —E 202650 T
Suica, PASMOIZJ ZHRIERE CHRESNHBESFASEYLTHVET.

TROWRUITI7E2L. EREEY —E2AZ8H EHFLT Ssuica, PASMOIZ DL THBOZ AhEFELLET,
aE. COURDBEDEREIT2023E118268 TY,

https:/

<ZEEIE>

sFH—E 213 JREBFOMBME2AFLEFALTLET,

- FH—E 20 ZFIATTRENM . 6iF005~ 2465005 T T,

- —ELEOUREBAL TEREINI & B—OURIIZ ERLEITEE A,

- Suica, PASMOSHRIBERTET REEEOEISE L IFARNRT LTS 1~ 2BBEMD I BENHYETOT
FHER - THFRE S,

- FIEMEOMRIC DX FEL T, Suica, PASMOBIRINER T O BLIKIZAREL GV ET,
CIDA=LT FLABREWATY, JEFULELEIELED, H50LHITHRIEZS L,
SONTY OELEEER. BRAVETHEA—LOBRESMLLELET,
MTIHMELCOFELTIT. JREFEOMBHR S AT LSS

R OEREABMEE <EE 0L

HOFMEFER ST
(EFIEERA AT B2E2%)

#En/2E
(HEIMTEEERE=T B2818)

JR East portal:

ErHs3BEHHY £T.

ARTTEILEAFBY FTOT. RWEF > THEFEE LTV,

& TSuica

A—=NLTFFLAR

X

57— 4004 ~248005

Copyright ® East Jopan Railway Company All Rights Reserved.
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Section 2: Managing Suica and PASMO IC Cards

d) The user completes the process by first verifying their email

address.

A=ILTFLZA

B j_smith123@sap.com

6BF 004 ~24B5004

gl
Bl
it
o

5. The user can choose either Suica or PASMO card to register by selecting the

option available in the JR East website.

JR n- FERBER
.

Svica
SZmo

PALMO..

6. The user then completes a registration form and clicks Verification to submit
the registration form for the Suica/PASMO IC Cards.
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Section 2: Managing Suica and PASMO IC Cards

Registration form for Suica:
Y FABEER

] svica D& & JE

Svica ID & 5
R A&
E & (»+) M 5 — F %4 7Suica
# EEIE. SUICQKBEEHFIATLEEDEZANCES L, —rosm
e wn o v s v s 2

R EKER
@)‘—)LT’FI/Z

al

BAESomBEVIcET 22 EH4

Copyright ® East Japan Railway Company All Rights Reserved.

Registration form for PASMO:

Once the card is approved from JR East/Pasmo and the validation from
Checker is completed, the status in Concur Expense changes to Registered
and masks the newly generated IC Card number provided by JR East/Pasmo.
It also displays the exact card name (Suica or PASMO) after registration.

O PASMO PBi0o0o00oooxx0144 11/03/2023 @ Registered
\;\ Suica / PASMO 11/03/2023 Registered  ted

If the user rejects the request, the status changes to Rejected and
Suica/PASMO IC cards will not be issued, nor will one be associated with the
user’s profile. To understand the reason for rejection, hover over the Rejected
status.
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Section 2: Managing Suica and PASMO IC Cards

Suica / PASMO 11/03/2023 0 Rejectec

Suica / PASMO 11/03/2023 Falled to register the card (rejected  from Employee
by checker)

Suica / PASMO 11/0372023 from Emplovee

NOTE: JR East website is offered and managed by JR East. The captures and
instructions above may differ from the actual site.

NOTE: Once the card is approved, and the status is changed to Registered, the
system will display the trip transaction details from the day the card was
registered. For example, if a user registers a card on the 12th day of a month
and the card is set to the Registered state in Concur Expense, the user will
start receiving the IC card data from the 12th itself.

NOTE: The user cannot delete or unregister a card if the status is in Pending
Validation. The Pending Validation status indicates that JR East is still
processing your application.

NOTE: All the cards are deregistered if the Company admin deselects the Enable
Suica/PASMO IC Card option from the Hidden Site Settings link. The
system waits for 30 days, after which the card details are permanently
deleted.

NOTE: If a user loses their Suica/PASMO IC Card, they can de-register the card from
Concur Expense and then re-apply for a new card.

Concur Expense: Japan IC Card Integration 9
Last Revised: December 8, 2023
© 2004 - 2024 SAP Concur All rights reserved.



Section 2: Managing Suica and PASMO IC Cards

Once the card is activated, Concur Expense will post any journey transactions
(rail, bus, parking, and taxi fees) incurred and, therefore, available to view
under AVAILABLE EXPENSES section.

EXAMPLE JAPAN RAIL EXPENSE

Expense Source X
Suica-R R T August 28, 2023 ¥252

E-Receipt Suica-HR it T84 08/28/2023 ¥252

5 L G

¥252

August 28, 2023
AFH] - RBAF

NOTE: Prefixes “Suica-" and "PASMO-" are added in the vendor details for easy
identification of the respective cards associated with the transactions.

NOTE: Once Concur Expense posts the train journey incurred using the registered
card, it takes 24-48 hours for the transaction to be visible in Available
Expenses. In the case of other transactions, such as bus, taxi, and parking
fees, the posting and viewing of the transactions may be delayed by 4-5 days.
There might be instances when the train transaction detail gets delayed if the
precedence bus data is delayed. Up to 4 days delay is in-design by the railway
companies.

Once you have moved the expenses to the expense report from the Available
Expenses page, you can submit your expense report.
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Section 2: Managing Suica and PASMO IC Cards

AVAILABLE EXPENSES

Payment Type 1. Expense Source T Expense Type T, Vendor Details T,

Pending Card Transaction E-Receipt Japan Public Transportation

Pending Card Transaction E-Receipt Japan Public Transportation Suica-FRTHE ks

Deleting a Suica/PASMO IC card

NOTE: You can only remove Suica/PASMO IC card if the registration status is
Rejected or Registered. If the IC Cards has either status, a check box is
displayed, allowing you to select the corresponding Suica/PASMO IC cards on
the date it was requested or registered.

If the request is rejected, the IC Card numbers will not display and the field
will be blank, as the user has rejected the approval of the card.

Suica | | 0831/2021 0 Rejected

» To remove a Suica/PASMO IC card:
1. Click Profile > Profile Settings > Japan Public Transport IC cards.

2. On the Japan Public Transport IC Cards page, select the Rejected or
Registered Suica/PASMO IC Cards you want to delete.

NOTE: You can identify which card to delete by the last four digits of the card
number. Concur only displays the last four digits of the card number.

NOTE: Once a Registered card is deleted, the de-register process is initiated.
Once the card is de-registered, the card is automatically cleared from
the Japan Public Transport IC Cards page’s user list. However, in
Available Expenses, the de-registered card will not be deleted.

For rejected cards, the de-register process does not take effect; only
the Rejected card is deleted from the user list.
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Section 2: Managing Suica and PASMO IC Cards

SAP Concur Profile v
Profile Personal Information Change Password System Settings Concur Mobile Registration ® it
Japan Public Transport IC Cards
i
( IC Card Type Card Number Registered Date Registration Status
Suica / PASMO 1113/2023 © Awaiting response from Employee
Suica / PASMO 11/10/2023 @ Awaiting response from Employee
Suica / PASMO 11/08/2023 @ Awaiting response from Employee
Suica | PASMO 11/03/2023 © Awaiting response from Employee
Suica | PASMO 11/03/2023 © Awaiting response from Employee
[ ( Suica / PASMO 11/03/2023 O Rejected ]
Suica / PASMO 11/03/2023 © Awaiting response from Employee
Suica / PASMO 11/03/2023 © Awaiting response from Employee
Suica / PASMO 11/03/2023 © Awaiting response from Employee
Suica / PASMO 11/02/2023 © Awaiting response from Employee
1235

When you delete Suica/PASMO IC cards, the card is de-registered. Once
Concur Expense receives confirmation from the railway company, the card is
also automatically removed from the list - and, therefore, removed from the
corresponding user’s user profile.
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