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Import/Extract Monitor
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 Concur administrator.

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

Section 2:  Overview

The Import/Extract Monitor tool is used for integrations between Concur and a client's external systems. Generally, integrations include importing data from an external source (such as employee information from an HR database), consolidating and moving data to a reporting database (for use with Analysis/Intelligence – formerly Concur Insight), or extracting data for import into a financial system. 

The Import/Extract Monitor tool allows a user (generally a client) to:

· View, but not modify, the import/extract/archive run information

· Depending on the client's configuration:

· Upload import data

· Download extract data
· Refer to Upload and Download Files in this guide.
Import/Extract Monitor vs Import/Extract Administrator
The Import/Extract Monitor tool contains a subset of options that are available in the Import/Extract Administrator tool.
The Import/Extract Administrator tool allows a user to complete all of the tasks of the Import/Extract Monitor as well as create, edit, and delete jobs and schedules. 

NOTE: The Import/Extract Administrator tool is generally available only to Concur internal staff for implementation and ongoing support.  
For more information, refer to the Shared: Import/Extract Administrator User Guide.
Role Required

To access the Import/Extract Monitor tool, the user must be assigned the Import/Extract Monitor role. It is available on the Expense, Request, or Invoice tab in User Permissions.

Refer to the Shared: User Administration User Guide. 

Section 3:  Upload and Download Files

Depending on the client's configuration, the client may be able to upload import files from a local machine to Concur and/or download extract files from Concur to a local machine. This process may be used instead the FTP process that requires encryption.
The company's configuration may grant the Import/Extract Monitor user the right to upload, download, or both. The user role may be configured with access to only upload or only download if desired.  

Contact Concur Client Services to modify your Import/Extract Monitor user role settings. 

Getting Started

A Concur Implementation Consultant must first activate required functionality before files can be transmitted. When submitting a request, note that a request must be made separately for the Test and Production environments – site setting changes in one environment cannot be migrated to the other environment by the SIMPEX process.

Guidelines – Uploading Import Files

Note the following guidelines when uploading import files:

· The process does not require the uploaded file to be encrypted.

· The import file must be in the specified format and layout.

· For information about format and layout of import files, refer to the import and extract file specifications.

· The import file should follow a consistent naming convention for archiving purposes.

· One or more files may be included in a ZIP file, but note that:

· If more than one file is included, each must be of the same type (List, etc.).

· The ZIP file must not be password protected.

· The web-based protocol HTTPS (SSL) is used to transmit the file(s). Because of this, file size should be limited to a maximum of 20 Megabytes (MB).

· If importing double-byte characters (Chinese, Japanese, etc.), the import file must be UTF-8 (Unicode) encoded; otherwise ANSI encoding is sufficient.

· The ability to upload credit card feeds on demand is disabled by default because card feeds are managed by the card vendor and Concur – they are never uploaded by the client. If the client needs to upload card feeds for testing and troubleshooting purposes, the client can contact Concur Client Support for assistance.

Guidelines – Downloading Extract Files

Note the following guidelines when downloading extract files:

· If the client uses scheduled Over Night Processing (ONP), the extract file should be downloaded after 5:00 AM the following day. 

· Once the file is downloaded, it is no longer available for subsequent downloads – the file can be downloaded only once.

· The process does not encrypt the file the client receives.

· The file is received in the correct format and layout.

· The file is ANSI encoded unless notice is given to Concur to provide the file in UTF-8 (Unicode) format for double-byte character sets.

Estimated Times for Import Upload and Import Job Start

The amount of time and when an import file should be uploaded is dependent on the environment type the file is uploaded to:

· TEST environment: On average, the file upload process may take anywhere between 2 - 30 minutes depending on the size of the file being uploaded. The import job is initiated a few minutes after the import file upload is completed.
· PRODUCTION environment: On average, the file upload process may take anywhere between 2 - 30 minutes depending on the size of the file being uploaded. The import job is initiated within the client's Over Night Processing (ONP) window as part of the standard production processes starting at 6:00 PM. This means that the file should be uploaded prior to 6:00 PM if the import job should be run on the same day the file is uploaded.
Section 4:  Access the Import/Extract Monitor

 To access the tool:

1. Click Administration > Company > Tools. 

2. Click Import/Extract Monitor (left menu). The Import/Extract Administrator page appears.
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The page contains two tabs: Scheduled Jobs and Imports.
Section 5:  View and Upload Import Data
Use the Imports tab to:

· View import run details

· Upload import data (depending on configuration)
View Import Run Details
 To view import run details:
3. On the Import/Extract Administrator page, click the Imports tab.
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4. In the Run History column, click View for the desired job. 
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The Import Run History page appears.
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The following information appears on this page.

	Column
	Description/Action

	Run Number
	Unique run ID number

	File Name
	File name of the file that was imported

	Run Date
	Start date for the run

NOTE: The data is sorted by this column, newest first.

	Run Status
	Status for the run

	Record Count
	Detail record count for this run

	Summary
	Click View to see the summary.

	Run Details
	Click View to see the run details.


5. To view the summary information, click View in the Summary column on the Import Run History page. 
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The Import Run Summary page appears.
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The information provided on this page varies depending on the type of import. Regardless, the following information appears.

	Field
	Description/Action

	Run Configuration

	Import Name
	Name of the import

	Import Definition File Name
	File name of the file that defines the import

	Import File Name
	File name of the import file

	Application Server
	Name of the application server; probably hidden

	Run Executed By
	Name of the admin who ran the import

	Run Statistics

	Run Number
	Unique run ID

	Start Time
	Start date/time for the run

	End Time
	End date/time for the run

	Total Run Time
	Duration of the run

	Status
	Status of the run

	Records Count
	Count of records included in the detail section of the import file (not including any records with errors)

	Error Count
	Number of errors logged during this run

	Warning Count
	Number of records with warnings


When done, click the close button (upper-right corner). The Import Run History page appears.
6. To view the run detail information, click View in the Run Details column3 on the Import Run History page. 
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The Import Run Details page appears.
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	Column
	Description/Action

	Level
	Info, Error, or Warning

	Record Identifier
	Record associated with the error

	Message
	Text message created for the error


NOTE: There are no details if the import was successful.

If the list is lengthy and if you want to review the information in Excel, click Send to Excel.

When done, click the close button (upper-right corner). The Import Run History page appears.
7. Click the Return to Import Jobs link. The Imports tab appears.
Upload Import Data
This feature may or may not be available, based on your configuration.

Upload

 To upload import data:

8. On the Imports tab, click the desired import, such as Travel Allowance Import.
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The Upload button becomes available.

NOTE: The ability to upload credit card feeds on demand is disabled by default because card feeds are managed by the card vendor and Concur – they are never uploaded by the client. If you need to upload card feeds for testing and troubleshooting purposes, contact Concur Client Support for assistance.
9. Click Upload. The Upload File window appears.
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10. Locate the desired file.

11. Click Upload. If the file successfully uploads, a confirmation message appears.
12. Close the confirmation message and verify the status and run history, as described on the previous pages.
View Upload History

 To view upload history:

13. On the Imports tab, click View in the Upload History column. 
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The File Upload History page appears.
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The following information appears.

	Column
	Description/Action

	Start Date
	Start date for the run

	File Name
	File name of the file that was imported

	Run Status
	Status for the run

	Initiating User
	Admin who initiated the job

	Message
	Text message created for the error, if any


14. Click the Return to Import Jobs link. The Imports tab appears.

Section 6:  View Extract and Archive Job Data

View Extract and Archive Run Information

Use the Scheduled Jobs tab to view all – import, extract, and archive – job run information. 
NOTE: For imports, you can also use the Imports tab.

 To view run history:

15. On the Import/Extract Administrator page, click the Scheduled Jobs tab (if it is not already selected).
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16. In the Run History column, click View for the desired job, for example, an extract job. 
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The Extract Run History page appears.
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The following information appears on this page.

	Column
	Description/Action

	Run Number
	Unique run ID number

	File Name
	(This field is blank for extracts and archives.)

	Run Date
	Start date for the run

NOTE: The data is sorted by this column, newest first.

	Run Status
	Status for the run

	Record Count
	Detail record count for this run

	Summary
	Click View to see the summary.


17. To view the summary information, click View in the Summary column. 
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The Extract Run Summary window appears.
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The following information appears on this page.

	Field
	Description/Action

	Run Configuration

	Extract Name
	Name of the extract

	Extract File Name
	(blank)

	Application Server
	Name of the application server; probably hidden

	Run Executed By
	Name of the admin who ran the import

	Run Statistics

	Run Number
	Unique run ID

	Start Time
	Start date/time for the run

	End Time
	End date/time for the run

	Total Run Time
	Duration of the run

	Status
	Status of the run

	Records Count
	Count of records included in the detail section of the extract file (not including any records with errors)

	Error Count
	Number of errors logged during this run

	Warning Count
	Number of records with warnings


When done, click the close button (upper-right corner). The Extract Run History page appears.
18. To view the output file detail information, click the expand [image: image19.jpg]


 button on the left side of the desired run. The row expands, displaying the output files.
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NOTE: The difference between the Record Count and the Last File Fun Record Count is that the Record Count is based on the Journal Key, while the Last File Run Record Count is based on the total number of line item entries in the extract file.
Click View in the View Details column of the desired output file.
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The Extract Run History tab appears.
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Either:

· To view the summary information, click View in the Summary column.

[image: image23.png]Extract Run Summary For:AP/GL CES Standard
Extract v.2 Run# 1

© Run Configuration

Extract Name AP/GL CES Standard Extract v.2
Extract File Name

Application Server unknown

Run Executed By SYSTEM

© Run Statistics

Run Number 1

Start Time 10/07/2014 04:07 PM
End Time 10/07/2014 04:07 PM
Total Run Time 00:00:06

Status Success.

Records Count 30

Eror Count 0

Waming Count 0





· To view the run detail information, click View in the Run Details column.
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If the list is lengthy and if you want to review the information in Excel, click Send to Excel.
19. Click Return to Extract Run History.

20. Click Return to Scheduled Jobs.

Obtain the Extract Download
Most financial extracts run overnight. 
 To access the extract download:

21. On the Import/Extract Administrator page, click the Scheduled Jobs tab (if it is not already selected).
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22. In the Run History column, click View for the desired job, for example, an extract job. 
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The Extract Run History page appears.
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23. Click the expand [image: image28.jpg]


 button on the left side of the desired run. The row expands, displaying the output files.
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NOTE: The difference between the Record Count and the Last File Fun Record Count is that the Record Count is based on the Journal Key, while the Last File Run Record Count is based on the total number of line item entries in the extract file.
Click View in the View Details column of the desired output file.
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The Extract Run History tab appears.
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24. On the Extract Run History tab, click Download in the Download File column.
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NOTE: The ability to download a Standard Accounting Extract (SAE) within the Import/Export Administrator tool is restricted for some users. For those with restricted access, the text "Restricted" (no link) displays in the Download File column.
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25. Depending on your browser, you will see the option to open, save, etc. Complete the task as appropriate.
26. Click Return to Extract Run History.

27. Click Return to Scheduled Jobs.

Section 7:  Download Extracted User Data

The user data extract feature enables a company administrator with either the Import/Extract Administrator or Import/Extract Monitor role to download extracted user data.
NOTE: User data will not appear on the User Data Extracts page until a client Authorized Support Contact (ASC) has requested the data and the request has been processed by SAP Concur internal staff. This data is typically requested with relation to GDPR requirements. This feature is not intended for general use. 

 To access the User Data Extracts page and download available user data:

28. Under Administration click Tools and then click Import/Extract Monitor.

29. On the Import/Extract Monitor page, click the User Data Extracts tab.
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30. In the Download File column, in the row for the data you want to download, click Download.
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NOTE: After downloading the extracted user data, the client is responsible for appropriate handling of the user’s data and delivery of the data to the user.
Section 8:  Run Now (for Accounting Extracts only)
There may be times when you want to run your extract right away. Example situations include when closing the books, or when needing to pay an employee right away. The Run Now column can be made available for users that have the Import/Extract Monitor role in Permission Administrator.
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Only accounting extract jobs are capable of displaying the Run Now link. This feature does not allow other job types to run manually.

Contact Concur Client Support to enable the Run Now column. 

If you participate in data interchange via the FTP Data Interchange Process and would like Concur to send on demand extracts to FTP, then also ask to have the File Mover API enabled. 

Reconciliation

Using Run Now during the day does not prevent the overnight-chained jobs from running. However, in order to reconcile the payment batches, it may be necessary to include more than one extract.
☼
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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