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SAP Concur

Get the most from S
Concur solutions with

analytics reporting

Our free Analytics Essentials and paid >>
Analytics platforms give your business

the in-depth look at spending it needs

to reduce costs, increase compliance,

and control expenses.

% THE BEST RUN %
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The right reports and dashboards for your business

Not every piece of financial data is useful to every business. To make sure you get exactly what you
need, we'll work with you to determine which reporting package is right for you. The level of report
customization depends on which package you choose.

@ M
d
Analytics Essentials
This reporting platform comes free when you buy any
SAP Concur solution. Analytics Essentials users can:
« View, filter, group, export, and sort all

standard reports
+ View all standard dashboards
» Export as either a PDF or as an Excel document
 Review quickly and easily through notifications

managers receive via email (versus an
email attachment)

‘%05
Analytics
This paid reporting platform provides everything you get with
Analytics Essentials, as well as the ability to personalize
reporting and dashboards to meet your specific needs.
Analytics users can:

« Create customized standard reports

» Schedule report distribution emails for specific users

 View and share custom dashboards across your business
+ Add, move, remove, and resize dashboard tiles
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Top Reports

Take advantage of these valuable reports and dashboards
and get the most from your SAP Concur solutions.

Concur Expense
+ Expense Overview
« Spend Analysis
« Billed Transaction Reconciliation Details
« Expense Accrual
+ Credit Card Transactions
+ Allocation Details
+ Attendee Details

Concur Invoice
* Invoice Overview
* Invoice Accrual
* Invoice Aging

© 2021 SAP SE or an SAP affiliate company. All rights reserved.
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Expense Overview

g Concur Expense

What it is and why it matters

This dashboard provides a clear, easy-to- zARConc G E e e I 2= ot -+ &
interpret view of spending, expense T Avelyiesiie s [—

accruals, and more. With this, users can Expense Overview

quickly evaluate metrics and compare o senD 0 accruas © TOTAL POLICY EXCEPTIONS

Current: Month Quarter Current: Month Quarter Current: Month Quarter

against previous periods.

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

less than Q22019 83.7% of quarter complete Jess than Q22019 (270) 83.7% of quarter
(1.6kUSD) I complete

I Pencing [ Approved [ Unsubrmittzd

© TOP 5SPEND BY CATEGORY @ TOP 5 ENTRY EXCEPTIONS BY CATEGORY

Current: Month Quarter Current: Month Quarter

Category Previous 4 quarters Current quarter
Meal — 26
Entertainment — 13
Ground Transportation — 11

$1511000r Telecom/Internet = 10




Spend Analysis

E] Concur Expense

What it is and why it matters

This dashboard provides a quick view of
expenses and expense types that
account for the most spending. It also
includes a report tile that, when
modified, automatically updates
associated graphic tiles.

Spend Analysis

Total Spend

) I I TOTAL SPEND (USD)

EXPENSE REPORTS APPROVED

© Expense Entry Analysis Details
Employee Name: Expense Type Spend Category Sent for Payment Date Report Name Transaction Date Payment Type Vendor
Allen e Airfare 2018-01-12 Travel 2017-12-31 Cash Alaska Al
Allen si . Entertainment 2018-01-12 Mezls 2017-10-27 Citibank Maste... HORSESH
Allen t Lodging - Track H... Travel 2017-12-31 Cash Marriott}

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

© 2021 SAP SE or an SAP affiliate company. All rights reserved.
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Billed Transaction Reconciliation Details

% Concur Expense

What it is and why it matters
This report lists submitted expense

Billed Transaction Reconciliation - Details

reports. Wlth this |nf0rmati0n, users First Submit Date Employee Name. Employee ID Report Name ReportID
. 018-04-03 Jason 1006 ewquarter  FD64FBA20..
can match submitted repOrtS to 018-04-03 asor 1006 pipeiine: 95789239,
invoices and monitor which 018-04-03 as 1006 pipeline20s T3ECEF3IF.
. 018-04-09 1006 201804 D73823B1E...
employees submit reports more o e pr—

frequently than others. 018-06-21 s 1006 evinastest  260C63E6%..

Deleted Date

Sum Total Posted Amount (USD)

rows:(6.of 6)
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Expense Accrual

Concur Expense

What it is and why it matters
This report lists submitted expense
reports and reports that have not yet
been paid. With this, you can track
approval status, determine
outstanding liabilities, and predict
future cash requirements.

© Expense Accrual

Employee Nam.

Jason

Jason

Jason

Jason

Jason

Jason

Jason

Jason

Jason

Employee ID
1006
1006
1006
1006
1006
1006
1006
1006

1006

Payment Type
Cash
Cash
Cash
Cash
Cash
Cash
Cash
Cash

Cash

Approval Stat
Sent Back to,
Sent Back to.
Sent Back to.
Sent Back to.
Sent Back to.
Sent Back to.
Sent Back to,
Sent Back to.

Sent Back to.

Report Name

test report 3jan 2017
test report 3jan 2018
test report 8 jan 2018
test report2 8 jan 2018
test report 12 jan 2018
Meals

test report 16 jan 2018
Attendee

test report 18 jan 2018

Report ID

657BC62BB...

7584EEAED...

7EODEASD..

97A19E880.

2FB9A9864

39D00AS5FC

C9255FAFS.

29E6E95D7.

7D2A83143...

First Submit D.

2018-01-03
2018-01-03
2018-01-08
2018-01-08
2018-01
2018-01
2018-01
2018-01

2018-01

Vendor

vendor
vendor
vendor1
vendor
vendor

Red Ribbon
vendor
Cheesecake f

vendor




Credit Card Transactions

Concur Expense

What it is and why it matters

H i i YT @

For those who have a credit card feed, CreditCard Transactions :
H H H Payment Type Credit Card C... | Employee Name Employee ID Transaction ID Posted Date Sum Posted Amount (Credit C...

this report provides a comprehensive it i g i : sk il
. . . Bank of the We... CAD both both 1424bbbf  UnassignedtoR... RADISSONWL.. 2019-03- 2017-10-21 52846
list of credit card transactions that are Bank of the We... both both 1424bbbf:l  Unassigned toR.. RADISSONWI.. 2019-03- 2017-10-21 52846
imported into Concur Expense Using Bank of the We... both both 3easBdea Unassigned toR... UNAHOTELM... 2019-03 2017-10-21 259.1
. . Bank of the We.. both both eaéBdeal  UnassignedtoR.. UNAHOTELM.. 2019.03- 2017-10-21 2594
thls, users can track unaSSIgned cards Bank of the We... both both 154f13¢4  Unassigned toR.. GALLOWAYLL. 2019-03- 2017-10-21 125.37
Wlth Card users |ook at transaction Bank of the We... both both 154f13e4:1  UnassignedtoR... GALLOWAYLL.. 2019-03- 2017-10-21 125.37
’

Bank of the We.. both both 2444déb3  Unassigned toR... MAXAND ERM... 2019.03- 2017-10-21 2523
subsets, and more. Bank of the We.. both both 2444d6b3:1  Unassigned toR... MAXAND ERM... 2019-03- 2017-10-21 25.23

Bank of the We... both both 32896220 Unassigned to R... SOUTHWESTA... 2019-03- 2017-10-21 2945

Bank of the We... both both 3289¢220:1  Unassigned toR... SOUTHWESTA.. 201%-03- 2017-10-21 2945

Bank of the We... both both 3be33209 Unassigned to R... INTERNATION... 2019-03- 2017-10-21 495

rows:(121of 121)

© 2021 SAP SE or an SAP affiliate company. All rights reserved.




Allocation Details

Concur Expense

What it is and why it matters
When your business has access to a

Allocation Details

. . B Employee Name Report Name Report Allocation ID Expense Type Percentag
detailed view of expense allocations,
Adam Airfare test april F1BCC3781521452D86...  Airfare Hold for Receipt Im... Not Paid 2018-04-03
you can see and add cost-tracking Adom Equipment Expense Ki.. OE2FCSBF7CCFAZDASE... Office Supplies. Hold for Receipt m... NotPaid 20150409
H Adam Expense Kiran 5SDD10AFCC1B94CACH Parking Hold for Receipt | Not Paid 2018-04-04
fields such as department, cost
Adam TEST 6F11AOFF4AC54253%E...  Car Rental Hold for Receipt I Not Paid 2018-04-
center, and project to a report. Annette CustomTesti-Annette  7663B6B2050A4174G3...  Aifare Submitted & Pendi... Not Paid 201506

Annette CustomTest2-Annette  F980D40AD4584EE9B4... Car Rental Submitted & Pendi... Not Paid 2018-05-
Annette CustomTest3-Annette  S0F71C00369141C7A80... Hotel Submitted &Pendi... Not Paid 2018-04-
Annette CustomTest3-Annette  50F71C00369141C7A80... Hotel Submitted & Pendi... Not Paid 2018-04-
Annette CustomTest3-Annette  50F71C00369141C7A80... Hotel Submitted & Pen: Not Paid 2018-03-
Annette CustomTest4-Annette  32F12145C5B04B83935.. Internet/Onlin.. Submitted &Pendi.. NotPaid 2018-02:

Annette CustomTest5-Annette  DOB3EFCBDDS644ED94... BusinessMeals... Submitted & Pendi.. Not Paid 2018-06-

rows:(623 of 623)

© 2021 SAP SE or an SAP affiliate company. All rights reserved.




Attendee Details

g Concur Expense

What it is and why it matters
This report shows expenses that are

Attendee Details

. . Employee Name Employee ID Report Name Sent for Payment Date. Vendor Transaction Date Attendee Name Attendee Count
typically tied to event attendees (such - - -
Bill bill guest Client Demo Ponderosa 2019-01-15 Bill
as meals or entertalnment)_ Wlth thls Bill bill guest Client Demo Ponderosa 2019-01-15 Brock
detailed information, users can track Bi\l bj\\.guest ClientDemu Ponderosa 2019-01-15 Davwd‘
Bill bill guest Client Demo Ponderosa 2015-01-15 Frederick
attendees, attendee spending, total &l bilguest  Client Demo Ponderasa 20190115 saly
. . . eil bill guest Client Demo Scalini's Italian 2019-01-14 Bill
cost over des Ignated time peri Ods’ eill bill guest Client Demo Secalini's Italian 2019-01-14 David
and moni‘tor Compliance W|th The Bill bill.guest Quarterly Business Re... 2019-03-04 Bill

. Bill bill.guest Quarterly Business Re... 2019-03-05 Bill
Sunshine Act.

Bill bill guest Sales Demo Ponderosa 2019-02-19 Bill

Bill bill guest Sales Demo Ponderosa 2019-02-19 Brock

rows:(142 of 142)

© 2021 SAP SE or an SAP affiliate company. All rights reserved.
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Invoice Overview

Concur Invoice

What it is and why it matters
This dashboard gives department
managers the ability to track
invoices, quickly evaluate key
metrics, and compare invoices
against similar time periods.

Invoice Overview

@ INVOICE SPEND
Current: Month Quarter

Total Spend (USD)
16,453 A 15453%

more than Q2 2018 (10KUSD)

@ TOP 5 INVOICE SPEND BY CATEGORY
Current: Month Quarter

Percent of Total Spend

DaysRemaining
25

72.85%0f quarter
complete

97.3%

3180140
516453

@ INVOICE ACCRUALS
Current: Month Quarter

Invoice Accruals (USD)

848,358

[ cproves [ Unsusmitted [ Pensing

@ TOP 5 INVOICE SPEND BY EXPENSE TYPES
Current: Month Quarter

97%

$15.964cf
516453

Percentof Total Spend
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Invoice Accrual

Concur Invoice

What it is and why it matters
This lists unsubmitted and unpaid
invoices so you can stay on top of
outstanding invoices and ensure
payments are made on time.

Invoice Accrual

Approval Status Grouping
Pending

Pending

Unsubmitte
Unsubmittes
Unsubmittes

Unsubmitte

Approval Status
Accounting Review
Accounting Review
Not Submitted
Not Submitted
Not Submitted

Not Submitted

Employes Name
Jason
Jason
Jason
Jason
Jason

Jason

Invoice Name

devina test

youtube

invoicetest

Creation Date

6-18

4-04

018-04-03

Test Vendor |

Invoice Number
12345

1234

1234

12345

1234

1234

3

rows:(6 of §)
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Invoice Aging

Concur Invoice

What it is and why it matters
This report allows users to stay on
top of spending and ensure invoices
are paid on time. It also provides a

Invoice Aging

Vendor Name. Invoice Name

invoicetest

detailed view of unpaid invoices,
Test Vendor |
which allows you to see how long it's Test Vendor|

been since they were issued. Testvedor | |youtube

Invoice Number
1234

12345

1234

12345

1234

1234

Invoice Date Aging Category Sum Invoice Total (USD)

2
2
2
2018-06-
X
2

rows:(6 of )
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Learn More

For more information on Analytics Essentials
and Analytics, please contact your Client
Success Manager or Client Sales Executive.

Additional information can found in our
and



https://www.concurtraining.com/toolkit/standard/en/data-insights/analytics?cid=hgjer_vcs_20200520&pid=webinar
https://www.concurtraining.com/customers/tech_pubs/Analytics/_RN/_RN_Analytics_stan_client.htm

SAP Concur

Follow SAP Concur
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© 2021 SAP SE or an SAP affiliate company. All rights reserved.

No part of this publication may be reproduced or transmitted in any form or for any purpose without the
express permission of SAP SE or an SAP affiliate company.

The information contained herein may be changed without prior notice. Some software products marketed by
SAP SE and its distributors contain proprietary software components of other software vendors. National product
specifications may vary.

These materials are provided by SAP SE or an SAP affiliate company for informational purposes only, without
representation or warranty of any kind, and SAP or its affiliated companies shall not be liable for errors or
omissions with respect to the materials. The only warranties for SAP or SAP affiliate company products and
services are those that are set forth in the express warranty statements accompanying such products and
services, if any. Nothing herein should be construed as constituting an additional warranty.

In particular, SAP SE or its affiliated companies have no obligation to pursue any course of business outlined in
this document or any related presentation, or to develop or release any functionality mentioned therein. This
document, or any related presentation, and SAP SE'’s or its affiliated companies’ strategy and possible future
developments, products, and/or platforms, directions, and functionality are all subject to change and may be
changed by SAP SE or its affiliated companies at any time for any reason without notice. The information in this
document is not a commitment, promise, or legal obligation to deliver any material, code, or functionality.
All forward-looking statements are subject to various risks and uncertainties that could cause actual results to
differ materially from expectations. Readers are cautioned not to place undue reliance on these forward-looking
statements, and they should not be relied upon in making purchasing decisions.

SAP and other SAP products and services mentioned herein as well as their respective logos are trademarks or
registered trademarks of SAP SE (or an SAP affiliate company) in Germany and other countries. All other product
and service names mentioned are the trademarks of their respective companies.

sap.com/copyright for additional trademark information and notices.
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https://www.facebook.com/SAPConcur/
https://twitter.com/sapconcur
https://www.youtube.com/user/ConcurTechnologies
https://www.linkedin.com/company/sapconcur
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