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Analytics Essentials and Analytics — User Guide

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

Analytics Offerings

Analytics Essentials is a no-cost reporting option that is available to clients using SAP
Concur's Standard Edition if they have not already purchased SAP Concur's
Intelligence product. Essentials users can:

e View all standard dashboards and reports
e Use selected Actionable Analytics notifications/alerts
Analytics is a purchased product that is available to clients using SAP Concur's

Standard Edition if they have not already purchased SAP Concur's Intelligence
product. Analytics users can:

e View all standard dashboards as well as create custom dashboards

¢ View all standard reports as well as create and schedule custom reports
e Share custom dashboards and reports with the rest of the company

e Use all Actionable Analytics notifications/alerts

The features described in the guide apply to both Essentials and Analytics users
unless otherwise noted.

Two Guides

There are two guides available for Analytics Essentials and Analytics:

e Analytics Essentials and Analytics Dashboards and Reports Catalog: This
guide provides samples of all of the dashboards and reports.

e Analytics Essentials and Analytics User Guide: This guide provides information
about permissions; locating, customizing, filtering, searching, saving,
scheduling, etc. the dashboards/reports; and Actionable Analytics.

Click in the upper-right corner of the page to access all guides and release notes.
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Administration~ | Help~
SAP Concur @ Travel Expense Invaice Approvals Analytics App Center 0

Profile ~
-

T . - Fr
HH Analytics Home View As: | Finance Administrator ?

& User Guide @

‘ @@Al ITIIes | ( Sl A Ay @ care Release Notes
© SPEND LE. € ACCRUALS [ © TOTAL POLICY EXCEPTIONS R
Current: Month Quarter Current: Month Quarter Current: Month Quarter,

Total Spend (USD) Days Remaining Accruals (USD) Number of Exceptions Days Remaining
1,572 v 1 15 12,344 71w n 15

83.7% of quarter

(1.6kUSD) complete

M Pending [ Approved [l Unsubmitted

Data — Near Real Time

The data for the dashboards and reports is refreshed as soon as possible in near
real-time. This information is collected from the transactional database and then
uploaded to the dashboards and reports.

Permissions
Both products - Essentials and Analytics — are available via the Analytics menu. The
Analytics menu is available to users with these permissions.

¢ Manager: If the user's name is selected in the Manager list (in the Users
section of the Standard Edition setup pages) for at least one user:

USERS

This is where you add users, search for existing users, an
Create/Edit User to add a user. If you have a large numbs
Users instead. If you are implementing travel with expens:
and custom profile field steps in the travel wizard before y

Manager

| w
=No Default Manager=

hase
, Fran
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NOTE:In order for a user's name to appear as an option in the Manager list,
the user must be assigned the Can Approve Expense Reports
permission (in the Users section of the Standard Edition setup pages).

Expense

[ ] Travel and Expense Administrator
[]Can Process Expense Reports
I/ Can Submit Expense Reports
Can Approve Expense Reports

¢ Finance Administrator: If the user is assigned the Consumer role in the
Reporting Access list (in the Users section of the Standard Edition setup
pages):

Reporting Access
| v

=No Reporting Access>

: Consumer
. d )

|:| Can Process Expense Reports

This permission is designed for the CFO or other financial manager. Any user
with this permission can see the data for all users in the entire company.

¢ Manager and Finance Administrator: Any user can have both permissions.
In this case, the View As list appears on the right side of the page.

View As: | Finance Administrator

The user selects:

¢ Manager to view the data of the employees for whom they approve
expense reports

¢ Finance Administrator to view the data for the entire company

Section 2: Dashboards - General Information

Dashboard Description Information in the Catalog

R Refer to the Analytics Essentials and Analytics Dashboards and Reports
Catalog for description information about the dashboards and tiles.

Standard Edition: Analytics Essentials and Analytics User Guide 3
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Essentials and Analytics
Essentials users can view all standard dashboards.

Analytics users can view all standard dashboards and create custom dashboards.

Access the Dashboards

» To access a dashboard:

Click the Analytics menu.

Administration~ | Help~
SAP Concur @ Expense Invoice Approvals Analytics

App Center

Profile ¥ .

-
222 Analytics Home

ViewAs: Finance Administrator ?
Expense Overview @ Edit
© SPEND © ACCRUALS € TOTALPOLICY EXCEPTIONS
Current: Month Quarter Current: Month Quarter Current: Month Quarter
Total Spend (USD) Days Remaining Accruals (USD) Number of Exceptions Days Remaining
1w o 54 9,856 59 a0 54
less than Q2 2018 (601 157 41.3% of quarter

more than Q2 2018 (31) 41.3% of quarter

M Approved [l Unsubmitted [l Pending

© TOP 5 SPEND BY CATEGORY

€ TOP 5 ENTRY EXCEPTIONS BY CATEGORY
Current: Month Quarter

Current: Month Quarter

Category Previous 4 quarters Current quarter
Airfare - 11
0,

100% Lodging-TrackHotel == 7

Spending
Gas

Meal _— 6

$10f$1
Car Rental —_— 4
Gas I 2

0 25 50 75 100
Percent of Total Spend

Switch Dashboards
» To switch between dashboards:

1. Click the menu £22 icon in the upper-left corner of the page. The menu slides
down.

NOTE: On the menu, the Standard Content option appears for all users. The
remaining options appear only for Analytics users.
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Analytics view:

Administration~ | Help~

SAP Concur @ Travel Expense Invoice Approvals. Analytics App Center pror Y
rofile >
-

228 Analytics Home ViewAs: Finance Administrator - 2
* All E Expense Invoice Travel Q SearchContent
$_§$Eflard Content ifJTTPany Content @ l;{sTe"r:Content 5 Schedules
N i i Loading scheduled reports...
| A7 Expense Overview ~ @@AITiles ~ @@AITiles ~ g
L4 [ Owner: You |7 Shared with: COMPAN
|7 Financial Administrator Overview et )
@@Tiles @@Tiles
2 Owner: You 2 Shared with: COMPAN
|#7 Hipmunk Travel Overview
@Hipmunk Registrations @Hipmunk Registrations
|#7 Invoice Overview [+ Gumer: v [ G aredith-Comtpax
&% Spend Analysis | @Hipmunk Utilization |#7 @Hipmunk Registrations-2

|7 Travel Overview

@Hipmunk Utilization
@ A7 i ared with COMPAT
e .l SRS :

Essentials view:

Administration= | Help~

SAP Concur @ Travel Expense Approvals Analytics App Center prof [
rofile =
-

EE'@Ana\y‘cics Home ?

* Al [ Expense Travel  Q Search Content..

Standard Content
&= 217ota

M Expense Overview

\i Financial Administrator Overview
M Hipmunk Travel Overview

&% Spend Analysis

|47 Travel Overview

EE Allocation Details

2. Click All (the default option) or click Expense or Invoice to narrow the
options.

3. Select the desired dashboard.

¢ To view a standard dashboard, select from the first three items in the
Standard Content column.

¢+ To view a shared dashboard (available to Analytics users only; described
later in this guide), select from the Company Content section of the
menu.

¢+ To view a custom dashboard (available to Analytics users only; described
later in this guide), select from the User Content section of the menu.
To hide the menu without making a choice, click the menu £22 icon again or click the
X in the upper-right corner.
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Set a Dashboard as Favorite
P To set a dashboard as a favorite:

1. Click the star to the right of the dashboard name to set the dashboard as the
default.

SAP Concur Expense Invoice Approvals Analytics App Center
Expense Overview

aes . i

s=s Analytics Home Set Expense Overview as your
default dashboard

Expense Overview #

© SPEND @ ACCRUALS
Current: Month Quarter Current: Month Quarter
Total Spend (USD) Days Remaining Accruals (USD)
In V| 4 rnan

2. A confirmation message appears. Click the "yes" option.

Then, next time you access Analytics, this dashboard appears automatically.

Search
P To search dashboards and reports:
1. Click the menu £22 icon in the upper-left corner of the page. The menu slides
down.
Administration> | Helpw
SAP Concnr@ Travel Expense Invoice Approvals Analytics App Center Profie < &
* All E Expense Invoice Travel Q. Search Content...
Standard Content = Company Content @ User Content —@ Schedules
Expense Overview ~ @@AllTiles ~ @@AllTiles Ps Loading scheduled reports...
Financial Administrator Overview @@Tiles @aTiles
Hipmunk Travel Overview
@Hipmunk Registrations @Hipmunk Registrations
Invoice Overview
Spend Analysis @Hipmunk Utilization @Hipmunk Registrations-2
Travel Overview @TILES TEST @Hipmunk Utilization
2. Click All (the default option) or click Expense or Invoice to narrow the
search results.
3. Enter the desired search term in the search field. The menu changes to
display the search results.
6 Standard Edition: Analytics Essentials and Analytics User Guide
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Administrationv | Helpv

SAP Concur Tavel  Bpens= lwoie  Approvols [N Ao Center

Profile ~ &
1T q . .
==8 Analytics Home ViewAs:  Finance Administrator - 2
* Al [ Expense Invoice Travel| Q SearchContent..
Standard Content — Company Content User Content — Schedules
24 Tota 12 Tota ¥ 51Tota @ 22Tota
iew ~ @All Tiles ~ @Al Tiles ~ n Employee Roles Report &
o Expense Overview (62 Gumer-vau 62 G aredwith: company 5—::.?‘}::-;_;: ::;«p
|47 Financial Administrator Overview | Combined Spend-orag-26 |#* Combined Spend & Accruals Employee Details
Owner: You L~ Sep 17th 2019 @9:00 am
M Hipmunk Travel Overview Combined Spend-lorag-2é .
M Dashboard sample M Shared with: COMPANY John Doe's Expense Entry Analysis
|#7 Invoice Overview Owner: You [A Detais
2 Sperd Analyes W Expense Overview - KD |#” Dashboard Sample 2 ER LA e
e Kan oy | Dashboard sample seeall >
[+ Travel Overview | KT_Expense Overview Sharedwith COMPAN
- Cwner- Kinyada Taylo v -

4. Click the desired dashboard or report.

Icons

The icons on the lower-left corner of the tiles indicate the type of data used. There
are two different icons:

e The @ icon indicates Expense data

aa8 Analytics Home

Expense Overview

© SPEND
Current: Month Quarter

Total Spend (USD) Days Remaining

1 W 98.3% 60

less than Q2 2018 (60USD) 34.8% of quarter
complete

e The icon indicates Travel data

€ FUTURE BOOKED TRAVEL
Current: Month Quarter Category: ® = & ©

Future Travel Amount Avg Booking Amount (USD)

i 364
3:278 81 Avg Day Adv Booking

9 bookings

Standard Edition: Analytics Essentials and Analytics User Guide 7
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e The icon indicates Invoice data

EEE Analytics Home

:Invoice Overview

) INVOICE SPEND

Current: Month Quarter

e

Total Spend (USD) Days Remaining
no change 40.2% of quarter

complete

Secondary Tile Filters

These filters enable users to filter the total spend/accruals by category.

From the Travel Overview window, the user clicks the desired categories on the

Expensed Travel tile.

€ EXPENSED TRAVEL
Current: Month Quarter

Total Spend (USD)

less than Q3 2018
(4.8kUSD)

1,132 v 7.

Category: =

W

Days Remaining

47

48.9% of quarter complete

= & @ N

NOTE: By default, the total spend shown on this tile represents all categories.

Once the user has selected all the desired categories, then the total spend is updated

accordingly.
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€ EXPENSED TRAVEL
Current: Month Quarter Category: nna g N
Total Spend (USD) Days Remaining
1,042 v 762 47
less than Q3 2018 48.9% of quarter complete
(4.8kUSD)

Section 3: Dashboards — Customize (Analytics Only)

Persona Dashboards

Only personal dashboards can be customized.

Essentials and Analytics

Only Analytics users can add, move, remove, and resize tiles on persona
dashboards. They can also share custom dashboards with the rest of the company.

Save Custom Persona Dashboards
You can start by opening one of the standard dashboards or by opening one of the
dashboards you have already customized. When done:

e If you started with a standard dashboard, then you must save your custom
dashboard with a different name; you cannot overwrite a standard dashboard.

e If you started with one of your own custom dashboards, you can give it a new
name or use the same name to overwrite the original.

Standard Edition: Analytics Essentials and Analytics User Guide 9
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Add New Tiles

P To add tiles to your dashboard:

1. Click Edit in the upper-right corner of the page.

Edit Dashboard
Edit the dashboard layout -

View As: Finance Administrator

remove content.

£ Edit

Y

© TOTALPOLICY EXCEPTIONS

Current: Month Quarter

rearrange and resize tiles, add and

The edit bar appears.

View As:  Finance Administrator

2. Click the icon on the edit bar.

Wiew As:  Finance Administrator

@ Cancel

10
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3. Click Add Tile.

View As:  Finance Administrator
@ Cancel
+ AddTile
) TOTAL POLICY EXCEPTIONS
Current: Month Quarter O Information
Number of Exceptions Days Remaining
14+ -.- 84
less than Q2 2018 (31) 8.7% of quarter
complete

The Tile Catalog window appears with a list of available tiles.

Tile Catalog X
Q &M~
Spend Summary Trends ( Add to Dashboard )
Change in overall spend over the past 12 € SPENDSUMMARY TRENDS

By: Month Quarter
months or 6 quarters

12000

W

400

- I
qae

GAZDLE  DINLY QENL Q4E G4ELY

TotalSpend

Tags: Expense, Spend

w

Payment Methad Add to [Dashhoard

NOTE: This is just an example. The options can vary by dashboard.

4. Click Add to Dashboard for the desired dashboard. The tile moves
immediately to the bottom of the dashboard.

NOTE: You can use the search area to locate the desired tile.

5. Repeat these steps to add additional tiles, if desired.

Standard Edition: Analytics Essentials and Analytics User Guide 11
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6. When done, click the X in the upper-right corner to close.

7. If you are ready to save, refer to Save Your Custom Dashboard below.

Move/Rearrange Tiles
P To move or rearrange tiles:

1. Click Edit in the upper-right corner of the page.

Edit Dashboard

Edit the dashboard layout -

rearrange and resize tiles, add and
View As: Finance Administrator remove content.

£ Edit

© TOTALPOLICY EXCEPTIONS

Current: Month Quarter

2. Once in edit mode, the tiles can be moved. Drag-and-drop the desired tile to
the new location.

W IUIALPULILY EXUEF T TUNS N 3
6 ACCRUALS g X Current: Month Quarter
Current: Month Quarter
onth Quarter, Number of Exceptions Days Remaining
Accruals (USD) 43 W 80.7% 54
5,443 less than Q2 2018 (223) 41.3%.0f quarter
complete

W Unsubmitted [l Pending [l Approved

3. If you are ready to save, refer to Save Your Custom Dashboard below.

12 Standard Edition: Analytics Essentials and Analytics User Guide
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Resize Tiles
P To resize tiles:

1. Click Edit in the upper-right corner of the page.

Edit Dashboard

Edit the dashboard layout -

rearrange and resize tiles, add and
View As: Finance Administrator remove content.

£ Edit

© TOTALPOLICY EXCEPTIONS

Current: Month Quarter

2. Once in edit mode, the tiles can be resized. Grab the lower-right corner and
drag to the desired size.

€ TOTAL POLICY EXCEPTIONS > N
Current: Month Quarter
Number of Exceptions Days Remaining
43 w07 54
less than Q2 2018 (223) 41.3% of quarter
complete

IONS BY CATEGORY <> R

3. If you are ready to save, refer to Save Your Custom Dashboard below.

Remove Tiles
» To remove tiles:

1. Click Edit in the upper-right corner of the page.

Standard Edition: Analytics Essentials and Analytics User Guide
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Edit Dashboard

Edit the dashboard layout -
rearrange and resize tiles, add and
remove content.

View As: Finance Administrator

(&£ Edit

Y

© TOTALPOLICY EXCEPTIONS

Current: Month Quarter

2. Once in edit mode, the tiles can be removed. Click the x in the upper-right
corner of the desired tile.

h22017 Q32017 Q42017 Q32016 Q42016 Q12017

ost Change I}

portation this Quarter.

NOTE: The tile is not actually deleted; it moves back to the list of available
tiles on the Tile Catalog window.

3. If you are ready to save, refer to Save Your Custom Dashboard below.

Save Your Custom Persona Dashboard

As noted previously, you cannot save (overwrite) a standard dashboard. So:

o If you started with a standard dashboard, then you must save your custom
dashboard with a different name; you cannot overwrite a standard dashboard.

e If you started with one of your own custom dashboards, you can give it a new
name or use the same name to overwrite the original.

NOTE: To cancel your changes without saving, on the edit bar, click Cancel.

P To save if you started with a standard dashboard:

1. On the edit bar, click Save As.

14 Standard Edition: Analytics Essentials and Analytics User Guide
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Administration »

| Help=

Save Changes to Dashboard

Save changes to the current
View As: | Finance Administrato  4ichbhoard.

The Save Copy of... window appears.

Save Copy of Dashboard Expense Overview(sjl)

TITLE™
( Shared with my company

Expense Overview(sjl)

2. In the Title field, type the desired title.
3. Click Save.
P To save if you started with a custom dashboard:

1. On the edit bar, click the down arrow to the right of Save.

Save Changes to Dashboard

Save changes to the current
View As:  Manager dashboard.

B Save
) TOTAL POLICY EXCEPTIONS o

Current: Month Quarter E Save As

2. Then, either:

+ Click Save to save the dashboard using the existing name.

+ Click Save As. The Save Copy of... window appears.

Standard Edition: Analytics Essentials and Analytics User Guide
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Save Copy of Dashboard Expense Overview(sjl)

TITLE®
( Shared with my company

=

Expense Overview(s]l)

3. In the Title field, type the desired title.

4. Click Save.

Share Custom Dashboards

Share a Dashboard
» To share a custom dashboard:

Either:

e Before saving a dashboard, slide the Shared with my company option.

EEE Analytics Home Share this report with all other

ViewAs: Finance Administrator 2
users in the company
‘ Expense Overview(sjl) ‘ (@Shared with my company @ Cancel ® SaveAs..
€ SPEND x € ACCRUALS x © TOTALPOLICY EXCEPTIONS x
Current: Month Quarter Current: Month Quarter Current: Month Quarter
Total Spend (USD) Days Remaining Accruals (USD) Number of Exceptions Days Remaining
0w 1005 88 1,070 14 v 552 88

¢ While saving a dashboard, slide the Shared with my company option.

Save Copy of Dashboard Expense Overview(sjl)

TITLE®

%Shared with my company
Expense Overview(sjl)

Once the dashboard is saved, it appears in the main menu:

e In the Company Content section, showing the owner.

NOTE:In most cases, the owner's nhame appears. In certain cases, depending
on the reporting structure in the company, Another Owner may appear
instead. SAP Concur is planning to resolve this issue in a future
release.

e In the User Content section, showing that it is shared with the company.

16 Standard Edition: Analytics Essentials and Analytics User Guide
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Administration | Help~

SAPConcur [G] = Tevel  EBpese  Iwoice  Approvals | Anabtics | App Center oo °
rofile -
T 2 . .
222 Analytics Home View As:  Finance Administrator ?
%* All E Expense Invoice Travel Q. Search Content...
(~.} Standard Content = Company Content . ) User Content = Schedules
=) ol @
Expense Overview & @All Tiles oy @All Tiles & Employee Roles Report ~
Financial Administrator Overview < Combined Spend-lora8-26 Combined Spend & Accruals ) Employee Details
Hipmunk Travel Overview Combined SpendloraB-26
ed Spend-lorag-2.
Dashboard sample John Doe's Expense Entry Analysis
Invoice Overview Details
Spend Analysis Expense Overview - KD Dashboard Sample 2
Dashboard sample seeall -
Travel Overview KT_Expense Overview

Modify the Shared Dashboard

Only the owner of the custom dashboard can modify it. The owner modifies the
dashboard as usual.

Once saved, the modified dashboard is available to the company.

Discontinue Sharing

Only the owner of the custom dashboard can discontinue sharing. To discontinue
sharing, the owner uses the same steps for sharing and simply slides the Shared
with my company option to the "off" position.

Once saved, the dashboard is no longer available in the Company Content section
of the main menu. In the User Content section of the main menu, it no longer

shows as shared.

Delete the Shared Dashboard

Only the owner of the custom dashboard can delete it. The owner must first
discontinue sharing and then can delete the dashboard as usual.

Once deleted, the dashboard is no longer available in the Company Content section
or the User Content section of the main menu.
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Last Revised: September 17, 2019
© 2004 - 2024 SAP Concur All rights reserved.



Section 4: Reports - General Information

Report Description Information in the Catalog

Refer to the Analytics Essentials and Analytics Dashboards and Reports
Catalog for description information about the reports.

Essentials and Analytics

Essentials users can view, filter, group, export, and sort all standard reports.

Only Analysis users can view, filter, group, export, share, and sort all standard
reports as well as author (customize) and schedule reports.

View a Report

» To view a report:

Click the menu 222 icon in the upper-left corner of the page. The menu slides
down.

NOTE: On the menu, the Standard Content option appears for all users. The
remaining options appear only for Analytics users.

Analytics view:

Administration~ | Help~

SAP Concur @ Travel Expense Invoice Approvals. Analytics App Center pror Y
rofile >
-

. [—— .
* All E Expense Invoice Travel ~ Q  Search Content
Standard Content Company Content @ User Content = Schedules
Expense Overview ~ @@ANTiles ~ @@ANTiles Ps Loading scheduled reports...
Financial Administrator Overview @@Tiles @@Tiles
Hipmunk Travel Overview
@Hipmunk Registrations @Hipmunk Registrations
Invoice Overview
Spend Analysis @Hipmunk Utilization @Hipmunk Registrations-2
Travel Qverview @TILES TEST @Hipmunk Utilization
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Essentials view:

Administration> | Helpw

SAP Concur @ — [

rofile ~ oy
EE@UAna\ytics Home ?
% Al [ Expense Travel Q. SearchContent..

Standard Content
=)

Expense Overview

Financial Administrator Overview
Hipmunk Travel Overview

Spend Analysis

Travel Overview

Allocation Details

1. Select the desired report.

¢+ To view a standard report, select from the reports in the Standard
Content column.

¢+ To view a shared report (available to Analytics users only; described on
the following pages), select from the Company Content section of the
menu.

¢+ To view a custom report (available to Analytics users only; described on
the following pages), select from the User Content section of the menu.

Icons
As described on the following pages, three of the icons shown below are used for
filtering, grouping, and exporting. All users have access to these icons. The other two
icons are used for authoring (editing) and scheduling reports. Those two icons are
available only to Analytics users.
View As: Manager
( = None T ) # Edit
Filter
» To filter:
1. Click the T icon to use the available filters.

NOTE: Filters are available for all reports and functional dashboards. Persona
dashboards do not use this kind of filter. Filters differ by dashboard or
report.
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SAP Concur

Analytics Home

EMPLOYEE NAME

LAST SUBMITTED DATE

£ YeartoDate

ENTRY EXCEPTION CODE

ENTRY EXCEPTION TEXT

Cancel :m

Expense Invoice

Allen

Allen

Allen

018  Choose custom range

Aryaa
Aryaa
- Aryaa
Aryaa
Aryaa
Aryaa

David

Employee Name

Expense Exception Analysis - Report Entry Level

Employee ID

1028
1028
1028
1008
1008
1008
1008
1008
1008

1016

Approvals | Analyfics  App Center

Meals
Meals
Travel
Travel

Car Rental
Dinner
Dinner
Dinner
Dinner
Hotel

Car Rental

View As: | Manager

Administration ~

[
Filter

Update variables and filters to
change the resulting data set.

None T @ Edit

Report ID

6BBB1%DD...
6BBB19DD...
DDO81AFA...
DDO81AFA...
SD3AD7FE...
1CC3C9261...
1CC3C9261...
8509FD171...
8509FD171...
F6FBASFBS...

468314B2E...

2018-01-12
2018-01-12
2018-01-12
2018-01-12
2018-01-10
2018-01-10
2018-01-10
2018-01-10
2018-01-10
2018-01-10

2018-01-12

Last Submit Date

Transaction Date Expense T
2017-10-27 Busin
2017-10-27 Busin
2017-12-31 Airfar
2017-12-31 Hotel
2018-01-02 CarR
2017-10-27 Dinne
2017-10-27 Dinne
2016-09-14 Dinne
2016-09-14 Dinne
2018-01-04 Hotel
2018-01-03 CarR .

2. Select the desired filter.

3. Click Update.

Group By

» To group:

1. Click the £ icon to group the data.

Group By: None

Select field to group data.

s None T

None @ lor

RSESHOE CHARIOT RUN

Finance Adn
te Expe
Busi Employee
Mame
Busi
Report
Airfi  Name
Hot: Entry
Exception
Car| Text
Dinner

Edit

RSESHOE CHARIOT RUN

ika Airlines

Tiott Hotels

z

W.L'5

2. Click the desired group-by field.
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Export

P To export:

1. Click the icon.

2. Click Export to export the report data to Microsoft Excel or PDF.

View As: Manager

s None T & Edit

D Schedule Report

Expense Type Vendor

& Export }
Business Meals... HORS Po @

6 Infor [ PDF
Business Meals... HORS Informat

&l Excel

Airfare Alaska Airlines &
Hotel Marriott Hotels

3. Select the desired format.

Sort
» To sort:

1. Click the column headings to sort. Sorting can be done on one or two
columns. Clicking on the heading of a column sorts it in ascending order.

Expense Entry Analysis Details S Noe Y @ Edi
Employee Name Expense Type Spend Category Sent for Payment Date Report Name Transaction Date Payment Type Vendor

Allen Taxi Ground Transport... 2018-01-12 Travel 2017-12-31 Cash

Allen Hotel Lodging - Track H... 2018-01-12 Travel 2017-12-31 Cash Marriott Hotels’
Allen Business Meals...  Entertainment 2018-01-12 Meals 2017-10-27 Citibank Maste... 'HORSESHOE C
Allen Airfare Airfare 2018-01-12 Travel 2017-12-31 Cash Alaska Airlines
Aryaa Hotel Lodging - Track H... 2018-01-10 Hotel 2018-01-04 Cash Marriott Hotels’
Aryaa Dinner Meal 2018-01-10 Dinner 2016-09-14 Citibank Maste... W.L'S

2. Clicking again sorts it in descending order.

3. Clicking it again removes the sorting.
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Search
P To search dashboards and reports:

1. Click the menu 28 icon in the upper-left corner of the page. The menu slides
down.

Administrationv | Help~

SAP Concur @ Travel Expense Invoice Approvals Analytics App Center Profi o
rofile
-

Analytics Home View As: = Finance Administrator - ?
* Al 5 Expense Invoice Travel Q. SearchContent...
_S}ﬂflard Content Company Content @ lzlse"r:Content & Schedules

Loading scheduled reports...

|47 Expense Overview

|7 Financial Administrator Overview et )
@@Tiles @@Tiles
[ Owner: Yo |2 Shared with: COMPANY

|47 Hipmunk Travel Overview
|+ Invoice Overvi [ @Hipmunk Registrations [ @Hipmunk Registrations

nvoice Overview Cwner: You Shared with: COMPANY
& Spend Analysis | @Hipmunic Utilization |## @Hipmunk Registrations-2
|#7 Travel Overview | ETLESTEST [ @F‘Immunkl:l ifit?uww

2. Enter the desired search term in the search field. The search results appear.

Administrationv | Helpv

SAP Concur Tavel  Bpens= lwoie  Approvols [N Ao Center °
Profile ~ -

Analytics Home ViewAs: = Finance Administrator - ?

* Al [ Expense Invoice TravE\G Search Content... )

("1} Standard Content — Company Content User Content — Schedules
24 Tota 12 Tota ¥ 51Tota 22Tota
|47 Expense Overview & | ?A”{ .:, 2 i e o E YEG ?i‘f%iﬁﬂurt @
|#” Financial Administrator Overview - Combined Spend-lorag-26 |+ Combined Spend & Accrusis Employes Details
Owner: You L~ Sep 17th 2019 @9:00 am

[ Hipmunk Travel Overview ", Combined Spend-lorag-26 . .

M Dashboard sample L Shared with: COMPANY John Doe's Expense Entry Analysis
|7 Invoice Overview Owner: You Detal
@ Spend Analysis Expense Overview - KD |4 Dashboard Sample 2 e
< 47" GumerKevinDorsey seeall =

Dashboard sample
&7 Saredwith: compan

|#” Travel Overview

3. Click the desired dashboard or report.
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Section 5: Reports - Personalized (Analytics Essentials
Only)

Essentials and Analytics

The Personalized Standard Reports feature is available only to Analytics Essentials
users.

Overview

The Personalized Standard Reports feature allows users to personalize their standard
reports by adding cost tracking fields.

Note the following:

e This feature is available only to companies that have configured cost tracking
fields.

e The personalized report can be viewed only by the user who personalized it. It
cannot be shared with other users.

e Only the cost tracking fields can be added; no other fields or aggregations are
available for personalization.

e Because of the nature of the data, cost tracking fields are not applicable for
some standard reports.

Add, Move, Remove, and Save Cost Tracking Fields in a Standard Report

P To add a cost tracking field to a standard report:

1. With the desired report open, click the D button on the right-side of the
report.

Administration~ | Help~

[HCONCUR | Travel  Bxpense  Approvals | Anabfics | App Center

oie ~ &
Profile -

222 Analytics Home

Expense Entry Analysis Details

$  Cost Tracking Fields
Employee Name Expense Type Spend Category Sent for Payment Date Report Name Transaction Date Payment Typg

. . & Export *
Enzo Manager Airfare Airfare 2018-05-10 1st Qtr BR 2018-04-18 Cash

Enzo Manager Car Rental Car Rental 2018-05-10 1st Qtr BR 2018-04-18 Cash ® Information

olanage ernei/Qulin.

2. Click Cost Tracking Fields.

NOTE: The Cost Tracking Fields option is unavailable (gray) if the company
has not configured cost tracking fields or if cost tracking fields are not
applicable for the selected report.
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The Choose Cost Tracking Fields page appears. If cost tracking fields have
already been added to the report, they appear on the left-side of the page
and in the report.

Choose Cost Tracking Fields

NOTE: The cost tracking fields appear in the report in a designated area (gray
headers), which is between the standard columns (blue headers) and
the aggregate columns (green headers).

To add additional cost tracking fields, click the © above the fields area. The
Select Cost Tracking Fields to Add window appears.

Choose Cost Tracking Fields

Expense Entry Analysis Details

© FIELDS 2 % PREVIEW (& OF &)
i Employee:Company /

g i
£ Entry:Cost Center lpe ‘endor

Paic Air Canada
brewhouse 2]

none

T ~ @ Costtracking fields ~ —
T Update the selected Cost Tracking
Fields
T
Select Cost Tracking Fields from the Paid Alaska Airling
T list to add to the data model.

=}

Toselect Cost Tracking Fields,
simply click the name to the left and

T EMPLOYEE: Job [Value) adescription will show here.
[ Cost Tracking Field: Employee level |
T EMPLOYEE: You may select multiple Cost
((Cost Tracking Fieid: Employee level | v Tracking Fields. To de-select a Cost v

Tracking Field simply click again.

NOTE: Any cost tracking fields that have already been added to the report do
not appear in this list.

4. Select the field(s) you want to add.

5. Click Add Selected Cost Tracking Fields. The fields appear in the report.
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Choose Cost Tracking Fields

i) ©  PREVIEW(6OF &

6. You can move (re-arrange) cost tracking fields within the designated area
(gray headers) but nowhere else.

To move a cost tracking field, on the left-side of the page, drag-and-drop the
fields into the desired order.

f Employes:Company ~

f Entry:Cost Center

i ErnlrvaadTnctamar: b A alig
i Entryils Billable? q%. x

B Codmed™irtnmne: lak Mfaliaal

The columns move accordingly in the report.

7. To remove a field, on the left side of the page:

f Employee:Company
f Entry:Cost Center
f Employee:Customer:Job (Value)

i Entry:ls Billable?

f Entry:Customer:Job (Value) @

¢+ Hover the mouse over a field name. An X appears.
¢ Click the X.

The cost tracking field is removed from the report. In addition, deleted fields
now appear in the Select Cost Tracking Fields to Add window - to be
added again if desired.

8. To save your personalized report, click Return to Report. The changes are
saved automatically. When you access the report again (even after signing
out), the cost tracking fields appear - in the same order — as when you
saved.
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Section 6: Reports — Authoring (Analytics Only)

Essentials and Analytics

The Authoring feature is available only to Analytics users.

Overview

The Authoring feature allows you to create customized reports. When customizing,
you can move, remove, and add fields (columns). You can also add aggregates and
grand totals. When adding fields, you can add only the fields that would be
appropriate for the current report.

You start by opening one of the standard reports or by opening one of the reports
you have already customized. When done:

e If you started with a standard report, then you must save your custom report
with a different name; you cannot overwrite a standard report.

e If you started with one of your own custom reports, you can choose to give it
a new name or to use the same name to overwrite the original.

Understanding Aggregates

Some reports have a column on the right that appears to display totals. In fact, it
displays an aggregate. There is a distinction between a total column and an
aggregate column. A total column is truly the total of that transaction, card change,
or whatever is being displayed. An aggregate is a total of all transactions that match
all of the data in the fields to the left of it. In some cases, the total and the
aggregate are the same; in some cases, they are not.

In the sample below, the aggregate probably is the same as the total. Given the
specific data in all of the columns to the left of the aggregate column, there probably
is only one transaction that matches all of that criteria.

Employee Full Name Expense Type Spend Category Sent for Paym... | ReportName Transaction Da... | Payment Type Vendor City / Location Sum Appro...
Charlie Car Rental Car Rental 2017-01-31 One Last Time 2016-09-15 Bank of the We...  Avis San Diego 405.73
Charlie Dinner Meal 2017-01-31 Vegas 2016-09-15 Bank of the We... SAMMY'SWDFRP... Henderson 76
Charlie Dinner Meal 2017-01-31 San Diego 2016-09-15 Bank of the We... DENNY'S CORP 27.62
Charlie Dinner Meal 2017-02-10 January Spend 2017-01-07 Cash 45

Charlie Car Rental Car Rental 2017-01-31 Vegas 2016-09-15  Cash Alamo Henderson 157
Charlie Dinner Meal 2017-01-31 Vegas 2016-09-14 Bank of the We... PANEVINORISTO... LasVegas 9

Charlie Fuel Gas 2017-01-31 San Diego 2016-09-15 Bank of the We... UNION 76 002468... San Diego 2419
Charlie Fuel Gas 2017-01-31 Henderson 2016-08-05  Company Paid 100

However, if you remove some or all of the very specific columns, the aggregate acts
more like subtotals, in this case by expense type.
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Employee Full Name Expense Type Spend Category Sum Appro...

Charlie Dinner Meal 157.62
Charlie Car Rental Car Rental 562.73
Charlie Fuel Gas 124.19

No Subtotals

Though report authoring provides grand totals, it does not provide subtotals. One
way to obtain subtotals is to have an aggregate field and then pare down the number
of fields to the left of it. For example:

e If you remove all fields except the employee name, the aggregate field
displays the total for each employee.

Employee Full Name Sum Appro...
Leonard Ti 267.56
Charlie L 1540.54
Michael C 1509.1
Jyothsna P 987.39
Abdulrahman | 171.9

e If you remove all fields except the expense type, the aggregate field displays
the total for each expense type.

Expense Type Sum Appro...
Fuel 607.24
Dinner 1407.12
Car Rental 5500.54
Airfare 22587.5
Taxi 218.67

Author a Report

L Refer to the Understanding Aggregates section of this guide for information
about aggregates are different from totals.
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Edit Mode
P To access edit mode:
1. Open an existing report.

2. To access edit mode, click Edit in the upper-right corner of the page.

Edit Report

Edit the report definition by adding,
remaving or reordering fields and
agasregations.

View As: Manager

—n

= Mone T # Edit

)

3. Click Modify Columns - either on the ellipses =~ button or at the bottom
of the report.

‘ Billed Transaction Reconciliation - Det;| Shared with my company 8 Neme | Y | xCance

D Schedule Report
First Submit Date Employee Name Employee ID Report Name ReportID Is Deleted Deleted Date Sum Total Posted #

& Export *
2018-04-03 Gregl 1010 new quarter2 A75C382FF.. No 'Y
2018-04-03 Jason 1006 new quarter FD64F8A20... No (# Maodify Columns
2018-04-03 Jasor 1006 pipeline20 6957E9239... No ® Information
2018-04-03 Jason 1006 pipeline20a 73EC&F31F... No ]
POYBOAEY, STt greg TR TGN T AT MO TENTE
2018-04-12 Greg greg.harkins Qtr Reviewwit.. BAD92F3C.. No 21356 v

( Z Modify Columns rows:(12 of 12)

Using this page, you can:

¢+ See the fields/aggregations that are currently on the report (listed on the
left side of the page).

¢+ Move the fields that are currently on the report.
¢+ Remove fields/aggregations from the report.
+ Add new fields/aggregations to the report.

¢+ Show grand totals.
Move a Field/Aggregation

» To move a field/aggregation:

1. While in edit mode, on the left side of the page, drag-and-drop the field up or
down to the new location in the list.
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Employee Full Mame

Employe

Expense Type

Leonar

Spend Category

i Transaction Date Leonar
Leonar

Sent for Payment Date

Charlig
i Report Mame

Charlig
i Payment Type
i vendor

City / Location

NOTE: You cannot intermix fields and aggregations.

2. If you are ready to save, refer to Save Your Custom Report below.

Remove a Field/Aggregation
P To remove a field/aggregation:

1. While in edit mode, on the left side of the page, click the x on the right side of
the field name.

T TSI T

i Vendor

1 City/Location @

€ AGGREGATIONS 1 ©

1 Approved Amount [U._.

NOTE: You can always access a field you have removed, if desired. When you
remove a field, it is moved to the list of available fields that can be
added to the current report, as described below.

2. If you are ready to save, refer to Save Your Custom Report below.
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Add a Field

P To add a field:

1.

While in edit mode, click the © to the right for the current field count, in this
case, 9.

Expense Entry Analysis Details

Edit Report Definition
€ FIELDS ¢ gljj PREVIEW (5 OF 63)

i Employee Full Name
Employee Full Name

i Expenze Type

A list of appropriate fields appears, along with a description of each.

TOTT

(4] PREVIEW (5 OF 63) Show Grand Totj
SELECT FIELD TO ADD |
Payi|
Cas
Expense 13 T ReportID ~ T ReportID Cas
te T LastSubmit Date

Unique system-assigned code that Cas
identifies the expense report

=TI Add Selected Field

NOTE: The list includes only the fields that would be appropriate to add to
the current report.

You can add one new field at a time. Click the desired field.

Click Add Selected Field. The new field appears to the right of all other non-
aggregate fields. Move the new field as desired.

NOTE: You cannot intermix fields and aggregations.

If you are ready to save, refer to Save Your Custom Report below.
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Add an Aggregation
P To add an aggregation:

1. Click the © to the right for the current aggregation count, in this case, 1.

T

: Status

€) AGGREGATIONS 1

©

&

{ Approved Amount (U...

A list of appropriate aggregations appears, along with a description of each.

SELECT AGGREGATIONS TO ADD

€, Search aggregations

LA G S A UL LR # Approved Amount (USD)

# Card Amount
# Cash Amount

t Posted Amount (USD)

$ Posted Amount Reimbursement Currency

ReportEntry

Amount of the expense approved for
reimbursement, converted as
needed to the employee's
reimbursement currency

< > 4 b}
Aggregation Type: Sum b (o) [-[I Tl Add Selected Aggregation
Sally Learson Sum Meal-Lountinb... 2U1¥-U/s-08 Jury 201Y
(+]
Sally Learson Average Car Related 2019-07-04 July 2019
Sally Learson Mini Car Rental 2019-07-04 March Ex
inimum
Sally Learson 5. Meal 2019-07-04 July 2019
Maximum
Sallv learson Furrare Ajrfare 2019-07-04 Julv 2019/

NOTE: The list includes only the aggregations that would be appropriate to

add to the current report.
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5.

To select a new aggregation, you can:

+ In the Search aggregation field, enter the desired aggregation.
_Or_

¢ Click the desired aggregation from the list.

NOTE: You can add only one new aggregation at a time.

In the Aggregation Type list, select one of these:
¢ Sum

¢ Average

¢ Minimum

¢ Maximum

NOTE: As described in the No Subtotals section of this guide, you can create a
larger data set by removing columns to the left. For example, the
more columns there are, the more specific the resulting data, perhaps
resulting in a row that contains one report or one expense entry. In
that case, the sum, average, minimum, and maximum are likely all the
same. In a broader set (fewer columns), the minimum, maximum, and
average become meaningful data.

Click Add Selected Aggregation. An aggregation is always the right-most
column. If there are multiple aggregations, move as desired.

NOTE: You cannot intermix fields and aggregations.

If you are ready to save, refer to Save Your Custom Report below.

Add Grand Totals

»

To add grand totals:

1.

2.

Click the Show Grand Totals check box in the upper-right corner of the
page.

«| Show Grand Totals RowCount 5 =

If you are ready to save, refer to Save Your Custom Report below.
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Save Your Custom Report

As noted previously, you cannot save (overwrite) a standard report. So:

e If you started with a standard report, you must provide a new name for the
custom report.

e If you started with an existing custom report, you can either save (overwrite)
the existing report or you can save as using a different report name.

P To save if you started with a standard report:

1. After making all of the desired modifications, click Done Editing.

Modify Columns

Billed Transaction Reconciliation - Details

@ FIELDS 7 ©  PREVIEW(120F 12) Show Grand Totals RowCount 100 =
§ First Submit Date
First Submit Date... | Employee Name... | Emplayee ID Report Name Report ID Is Deleted Deleted Date Sum Total Posted...
i Employee Name
2018-04-03 Greg 1010 new quarter2 AT5C382FF78. No 21
J Bzl 2018-04-03 Jasar 1006 new quarter FD64FBA20C7... No 60

You are returned to the previous page.

2. Click Save As. The Save Copy of... window appears.

Save Copy of Dashboard Expense Entry Analysis Details

TITLE™
Shared with my company

Expense Entry Analysis Datails

DESCRIPTION
Detailed report of expense entries. Data can be

filtered and grouped by different dimensions,
exported and scheduled fo run at different intervals.

=

3. In the Title field, type the desired title.
4. In the Description field, make the appropriate changes.

5. Click Save.
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P To save if you started with a custom report:

1. After making all of the desired modifications, click Done Editing.

Modify Columns

Billed Transaction Reconciliation - Details

€ FIELDS 7 ©  PREVIEW(120F 12) Show Grand Totals RowCount 100 =

% First Submit Date

First Submit Date... | Employee Name... | Employes ID Report Name Repart ID Is Deleted Deleted Date Sum Total Posted...
1 Employes Nae
2018-04-03 Greg 1010 newquarter2  A75C382FF78.. No 21
i Employee ID
el 2018-04-03 Jasar 1006 new quarter FD64FBA20CT... No

60

You are returned to the previous page.

2. Click the down arrow to the right of Save.
3. Either:

+ Click Save to save the report using the existing name.

+ Click Save As. The Save Copy of... window appears.

Save Copy of Dashboard Expense Overview

TITLE®

Shared with my company

o

Expense Qvarview

4. In the Title field, type the desired title.

5. In the Description field, make the appropriate changes (if applicable).

6. Click Save.
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View a Custom Report

Once saved, your custom reports are available via the User Content section of the
menu.

Administration~ | Help~

- 9
Profile -

SAPConcur [G] = Tevel  EBpese  Iwoice  Approvals | Anabtics | App Center

- . ) .
222 Analytics Home View As:  Finance Administrator - ?

* Al 5 Expense Invoice Travel Q. Search Content...
(~.} Standard Content = Company Content . ) User Content = Schedules
=) .. P 5 29 Tota
24Tota 12Tota .y 51Tota 22 Tota
Expense Overview ~ @All Tiles |~ @All Tiles ~ n Employee Roles Report ~
o2 B0 (&7 Gmer-vou (&7 Sharedwith-company 5 19 @9:00 am
A7 Financial Administrator Overview .
2 o Combined Spend-lora8-26 |##" Combined Spend & Accruals
Id Hipmunk Travel Overview » Combined Spend-lora8-26 ‘ -
| o» Dashboard sample [ A2 it COMPANY John Doe's Expense Entry Analysis
|47 Invoice Overview Owner: You Details
~ N A7 Dashboard Sample 2 Sep 17th 20
& 2, Spend Analysis O_V_E iew - KD 2

ey | 5
Fad O Dashboard sample seeal
i » A chared with: COMPAN
Travel Overview KT Expense Overview Dashboard sampl

Share a Custom Report

» To share a custom report:

Either:

e Before saving the report, slide the Shared with my company option.

EEE Analytics Home Share this report with all other View As: Finance Administrator
users in the company
‘Billed Transaction Reconciliation(sjl) ‘ (@snareawimmymmpany S None Y x Cancel [ Savehs
First Submit Date Employee Name Employee ID Report Name Report ID Is Deleted Deleted Date Sum Total Posted Amount (USD)
2018-04-03 Greg 1010 new quarter2 A75C382FF... No 21 P
2018-04-03 Jason 1006 new quarter FD64F8A20... No 60
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e While saving the report, slide the Shared with my company option.

Save Copy of Dashboard Billed Transaction Rec  share this report with all other

users in the company

TITLE® ]
%Shared with my company
Billed Transaction Reconciliation(sjl)

DESCRIPTION

This report allows clients to reconcile their A
Concur invoices using Analytics. Note the
following: </br= </br> <ul class="list-flush-

left™ <Ii>The billing cycle follows the

<b>calendar month</b>_</li> <li= We

calculate the total number of transactions off

the Billing query subject </li= <li=This report
includes all submitted reports (including v
Adalated rennrte) </liz </hr> </ul> Thic rannrt

Once the report is saved, it appears in the main menu:

¢ In the Company Content section, showing the owner.

NOTE: In most cases, the owner's name appears. In certain cases, depending
on the reporting structure in the company, Another Owner may appear
instead. SAP Concur is planning to resolve this issue in a future
release.

¢ In the User Content section, showing that it is shared with the company.

Administrationy | Helpv
SAP Concur Tavel  Bpens= lwoice  Approvols [N Ao Center °
Profile ~
-
T q . .
=== Analytics Home ViewAs:  Finance Administrator - 2
* Al [ Expense Invoice Travel  Q SearchContent..
("1} Standard Content — Company Content User Content — Schedules
24 Tota 12 Tota ¥ 51Tota 22Tota
|47 Expense Overview & & ?A[‘Tiylis ~ |~ TQAl\T\lES . ???\:&%_Figpur( ~
|## Financial Administrator Overview - Combined Spend-lorag-26 |+ Combined Spend & Accrusis £
Owner:You A sep17th 2019 @%:00 =
\i Hipmunk Travel Overview Combined Spend-lorag-26 .
[ Dashboard sample o Shared with: COMPAN John Doe’s Expense Entry Analysis
|7 Invoice Overview Cwner: You Detai

R A7 Dashboard Sample 2
3 g, . Expense Overview - KD [
i Spend Analysis [ o
i M Dashbuarqsanjp|e
|#” Travel Overview W KT Expense Overview Shared with: COMPAN
- Owner: Kinyada Taylo

seeall d

Modify the Shared Report

Only the owner of the custom report can modify it. The owner modifies the report as
usual.

Once saved, the modified report is available to the company.
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Discontinue Sharing

Only the owner of the custom report can discontinue sharing. To discontinue sharing,
the owner uses the same steps for sharing and simply slides the Shared with my
company option to the "off" position.

Once saved, the report is no longer available in the Company Content section of
the main menu. In the User Content section of the main menu, it no longer shows
as shared.

|  IMPORTANT: Shared reports can be scheduled - by the owner or by anyone
else in the company. If the shared report is scheduled and if the owner attempts
to discontinue sharing, a message appears and provides the owner a list of users
who have scheduled it. Each of those users must discontinue the schedule before
the owner can discontinue sharing the report.

Delete the Shared Report

Only the owner of the custom report can delete it. The owner must first discontinue
sharing and then can delete the report as usual.

Once deleted, the report is no longer available in the Company Content section or
the User Content section of the main menu.

|  IMPORTANT: Shared reports can be scheduled - by the owner or by anyone
else in the company. If the shared report is scheduled and if the owner attempts
to delete it, a message appears and provides the owner a list of users who have
scheduled it. Each of those users must discontinue the schedule before the owner

can delete the report.

Section 7: Reports - Scheduling (Analytics Only)

Essentials and Analytics

The Scheduling feature is available only to Analytics users.

Overview

The Scheduling feature allows you to email a filtered version of a report to selected
users and selected intervals.
During the schedule process, you will identify the:

e Timing (now, daily, weekly, monthly)

e Recipients

e Data (the prompts used to generate the report)
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Schedule a Report
You can schedule a report from the report page

» To schedule a report:

but not from a report tile.

1. With the desired report open, click the schedule ™ icon in the upper-right

corner of the page.

Schedule Report
View As:  Manager Schedule report to be executed and
send results to one or more
recipients.
= None Y ®
9 Schedule Report
Transaction Date Payment Type
& Export *
2017-12-31 Cash
2017-10-27 CitibankMa [z Modify Columns
20171251 cash @ Information
2017-12-31 Cash

The Schedule Report window appears.

Schedule Report

T Schedule

Setyour schedule options

@ Schedule Report to execute daily =

Share With *

Frequency Every Day -
At 9:00am e
Starting ] Oct202017

Ending No End Date v

% Cancel

@ Expense Entry Analysis Details

Next »
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2. On the Schedule tab, in the Schedule Report to execute field, select the
desired frequency. When you do, the date/time fields below change
accordingly.

Schedule Report to | Date/Time fields

execute

Now No options - the report runs now

Every Day Frequency: Select one of these:
o Every Day

o Every Weekday
At: Select the time (based on the time zone of the sender).
Starting: Select the starting date.
Ending: Select the ending date, if any.

Every Week Frequency: Select one of these:
o Every Week
o Every 2 Weeks
On: Select the day of the week.
At: Select the time (based on the time zone of the sender).
Starting: Select the starting date.
Ending: Select the ending date, if any.

Every Month Frequency: Select one of these:
« First Day of the Month
« Last Day of the Month
« Day of the Month Specified
At: Select the time (based on the time zone of the sender).
Starting: Select the starting date.
Ending: Select the ending date, if any.

3. In the Send to field, select the desired recipients.
+ To filter the list, start typing a desired recipient's name.
¢+ To add a recipient who is not already in the list, start typing the recipient's
name.

4, When done, click Next.

5. In the Data tab, define the prompts to run the report. The prompts that
appear here differ by report.
In date fields, you can:

+ Select from predefined ranges, like Month to Date, Last Month, etc.

+ Click Choose custom range and define a range.

6. When done, click Next.
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7. On the Review tab:
¢+ Review the information for accuracy.

¢ Select the output format of Excel or PDF.

8. When done, click Confirm.

View a Scheduled Report

Once confirmed, your scheduled reports are available via the Schedules section of
the menu.

Administration= | Help~

SAP Concur @ Travel Expense Invoice Approvals Analytics App Center 0

Profile ~ -
mmm . ) .
==®Ana|\ft|c5 Home ViewAs:  Finance Administrator ?
* Al [% Expense Invoice Travel Q. Search Content..
(—1) Standard Content = Company Content L") User Content ==
pany D @ Schedules
Expense Overview ~ @@AlTiles ~ @@AllTiles ~ Loading scheduled reports...

Financial Administrator Overview

@@Tiles @@Tiles
Hipmunk Travel QOverview
@Hipmunk Registrations @Hipmunk Registrations
Invoice Overview
Spend Analysis @Hipmunk Utilization @Hipmunk Registrations-2
rerview @Hipmunk Utilization
Travel Overview @TILES TEST @Hipmur

On the menu itself, the next three upcoming scheduled reports appear. To see more
scheduled reports, click see all.

Modify or Cancel a Scheduled Report

P To modify or cancel a scheduled report:

1. Click the menu 252 icon in the upper-left corner of the page. The menu slides
down.

2. In the Schedules section, click see all. The Scheduled Report page
appears.
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&— Return to Dashboard

“© Scheduled Reports

Upcoming

Expense Entry Analysis Details & Modify

@ Nov 28th 2017 @9:00 am Scheduled: Every Weekday @ 9:00 am

48 Debbie

Expense Entry Analysis Details @ Modify % Cancel

@ Nov28th 2017 @9:00 am Scheduled: Every Weekday @ 9:00 am
& Leonard.Te

IE Analysis Detal R GRS

3. Then, in the Upcoming section of the page:
¢+ To modify a report:
e Click Modify.
¢ Make the desired changes.
¢ When done, click Confirm.

¢ To cancel a report, click Cancel.

4., When done, click Return to Dashboard.

Review Scheduled Report History

P To review the history of a scheduled report:

1. Click the menu 222 icon in the upper-left corner of the page. The menu slides
down.

2. In the Schedules section, click see all. The Scheduled Report page
appears.

&— Return to Dashboard

“© Scheduled Reports

Upcoming

Expense Entry Analysis Details # Modify

@ Nov 28th 2017 @9:00 am Scheduled: Every Weekday @ 9:00 am

48 Debbie

Expense Entry Analysis Details @ Modify

@ Nov28th 2017 @9:00 am Scheduled: Every Weekday @ 9:00 am
& Leonard.Te

o Ertev Analvsls Detal R GRS
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3. Scroll down to the History section of the page.
4. Review the information.

5. When done, click Return to Dashboard.

Section 8: Actionable Analytics

Essentials and Analytics

Actionable Analytics emails are available to Essential and Analytics users as
described in the following section.

Overview
Actionable Analytics includes a set of notifications that are delivered to managers via
email. The information is embedded in the email - not sent as attachments - for
quick access and easy review.

There are several actionable analytics notifications:

Notification Description Available to

Spend Summary This notification is sent either every two weeks Essentials
or monthly - as specified by the administrator - Analytics
and compares the current quarter actual
Expense spend to the prior quarter actual spend.

Spend Management A notification is sent when total spend - which is | Analytics
the actual spend plus accrual - for the current
calendar quarter equals or exceeds a specified
percentage of the manager-specified threshold
(but is less than the threshold amount).

A notification is sent when total spend exceeds
the manager-specified threshold.

Credit Card Spend A notification is sent when spend on a credit Analytics
card transaction exceeds or equals the
manager-specified threshold.

Configuration for Actionable Analytics

There are two parts to the configuration process for the client:
e The admin defines the Actionable Analytics options for the entire company.

e In Profile, each manager opts in to the desired email and enters any
percentages and amounts as appropriate.
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Admin - Enable Actionable Analytics

The admin follows these steps to enable the desired Actionable Analytics for the
entire company.

P To enable Actionable Analytics:
1. Click Administration > Expense Settings.

2. On the Monitoring Spend tile, click Show 1 Advanced Setting. The tile
expands.

3. Click Reporting. The Reporting Configuration page appears.

CONCUR Expense Approvals Analytics App Center

Expense Settings > Reporting Configuration

Reporting Configuration

Here's where you define how Concur Insight will be set up. This is an optional step

oCunﬁgurEI‘Jmlmcatmns 2) Subscriptions

Save

Select the Actionable Analytics notifications you want to enable for your users.

4 Spend Summary
The Spend Summary email compares the current quarter spend to the prior quarter and highlights the top 5 spenders. Click here fo view a sample email

IMPORTANT. Even if this alert is available to all managers, each manager must access "Profile” and elect to receive this email under "Nofifications Settings”
Email Frequency

Every Two Weeks v

Next Scheduled Email Delivery

12/10/2017

24 Spend Management

The Spend Management alert is sent when the total spend (actual spend plus accrual) for the current quarter exceeds a threshold set by the manager. Click here to view a sample email

v Credit Card Spend
The Credit Card spend alert is sent to the manager when spend on a credit card exceeds a threshold set by the manager. Click here fo view a sample email

4. Make the appropriate choices as defined below.

l IMPORTANT: In all cases, even though you have selected the
notification for the company, each manager must opt in to each
notification in Profile.

Notification Description

Spend Summary To use:
1. Select the check box to enable the notification.
2. In the Email Frequency list, select one of these:
¢+ Every two weeks
¢+ Once a month
NOTE: The manager cannot change this frequency.

The Next Scheduled Email Delivery field displays the next
delivery date.
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Notification

Description

This option appears only for clients with Analytics.
Select the check box to enable the alert.

NOTE: If you clear the check box, the alerts stop for the entire
company - even if a manager opted in while the alert was
enabled.

Spend
Management

Credit Card Spend | This option appears only for clients with Analytics.

Select the check box to enable the alert.

NOTE: If you clear the check box, the alerts stop for entire
company - even if a manager opted in while the alert was
enabled.

Manager — Enable in Profile

In Profile, each manager follows these steps to opt in to any of the Actionable
Analytics that have been enabled for the entire company.

The manager clicks Profile > Profile Settings > Notification Settings (in the
Reporting Settings section of the left menu).

Administration ~ | Help +

[€ CONCUR Expense Approvals Analytics App Center .

Profile =
-

Profile Personal Information Change Password System Settings Mobile Registration

Your Information

Notification Settings
Personal Information
Company Information

Contact Information
Select the Actionable Analytics notifications you would like to receive.
Email Addresses

v Spend Summary

The Spend Summary email compares the current quarter's actual spend fo the prior quarter, and highlights the top 5 spenders. Click
here to view a sample email.

Expense Settings

Expense Information

Expense Delegates
Expense Preferences
Expense Approvers
Company Car
Favorite Attendees
Personal Credit Cards

Email Frequency: Every Two Weeks
IMPORTANT. The frequency the emails will be delivered is set by your Program Administrator and cannot be changed
The next scheduled delivery of the email is on: 12/10/2017
Spend Management
The Spend Management alert is sent when the total spend (actual spend plus accrual) for the current quarter exceeds a threshold

value. Click here to view a sample email

Awarning will be sent when total spend reaches percent of threshold value of us

Other Settings dcllars
System Settings An alert will also be sent when the total spend reaches 100% of the threshold value
Connected Apps

Concur Connect

Credit Card Spend
The Credit Card Spend alert is sent to the manager when spend on a credit card exceeds the threshold you specify in US dollars
Change Password Click here fo view a sample email

Mobile Registration
Reporting Settings
Notification Settings

The manager makes the desired choices.

Notification

Description

Spend Summary The manager selects the check box to enable the notification.
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Notification

Description

Spend Management

This option appears only for clients with Analytics.

The manager:
1. Selects the check box to enable the alert

2. Enters the desired percentage of the threshold amount
3. Enters the desired threshold amount

Credit Card Spend

This option appears only for clients with Analytics.
The manager:

1. Selects the check box to enable the alert

2. Enters the desired threshold amount

Actionable Analytics — Descriptions

Email: Spend Summary

ESSENTIALS AND ANALYTICS

This notification is available to Essentials and Analytics users.

DESCRIPTION

This notification is sent either every two weeks or monthly as specified by the
administrator and compares the current quarter actual Expense spend (expense
reports sent for payment) to the prior quarter actual spend and lists the top five

spenders.
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February 2017 Spend Summary

Hello Monager's Name,
Here is your spend summary as of 02/01/2017

Your team has spent 13% more than last quarter.

Current Quarter Previous Quarter
Jan 1-Mar 31 Oct 1 —Dec 31
541,202 $39,302

Your top 5 spenders have spent $6,392 this quarter.

Name Number of Transactions Amount Spent
Employeel 23 51,992
Employee2 20 $1,200
Employee3 12 $1,039
Employeed 10 $1,020
Employee5 8 59594

Take me to Concur

Your next Spend Summary will be sent on 03/05/2017

Email: Spend Management: Fixed Threshold Amount
ESSENTIALS AND ANALYTICS
This notification is available only to Analytics users.
DESCRIPTION
This notification is sent when total spend — which is the actual spend plus accrual -

for the current calendar quarter equals or exceeds a specified percentage of the
manager-specified threshold (but is less than the threshold amount).
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(@4 CONCUR.
A Total spend has exceeded 80% of your threshold

The combination of actual spend plus accrual for the current quarter
has exceeded 80% of your threshold.

$42,000 $50,000

current quarter threshold
10 days 84% $8,000
left in quarter of threshold spent under threshold

Take Me To Concur

Totals are as of 04/20/2017 15:57 GMT

This notification is sent when total spend exceeds the manager-specified threshold.

(@] CONCUR.

o Total spend has exceeded your threshold

The combination of actual spend plus accrual for the current quarter
has exceeded your threshold.

$55,000 $50,000

current quarter threshold

10days  110% $5,000

left in quarter of threshold spent over threshold

Take Me To Concur

Totals are as of 05/10/2017 15:57 GMT
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Email: Credit Card Spend Threshold
ESSENTIALS AND ANALYTICS
This notification is available only to Analytics users.
DESCRIPTION

This notification is sent when spend on a credit card transaction exceeds or equals
the manager-specified threshold.

CONCUR.

A Credit card transactions have exceeded your threshold

One or more credit card transactions have exceeded your $3,000 threshold.

Name Charge Date Merchant Posted Amount
Ronald 05/10/2017  United Airlines $3,200.10
Jimmy 05/10/2017 Marriott Vancouver $5,200.20
Cindy 05/10/2017 Best Buy $3,500.30

Take Me To Concur

Totals are as of 05/10/2017 15:57 PST
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