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Release Notes - February 2013

Features For This Release

The following features are included in this service release.

Support for Intuit QuickBooks Desktop for Bill Transactions

With this release the Invoice Standard user can now draw on any version of the
Intuit QuickBooks Desktop accounting software for their Bill type transactions.
QuickBooks is a popular solution for creating and maintaining Bill transactions for
each payee that requires reimbursement.

Activating and Configuring QuickBooks

The steps below are a general overview of tasks you will follow to integrate
QuickBooks with Invoice. You should have your QuickBooks liability code, accounting
codes, and other information available to complete setup.

e Activate QuickBooks in the Setup Wizard

e Input the Account Codes for your Expense Types

e Map Classes using Cost Tracking Objects

e Test - Generate the IIF File by Extract and Import into QuickBooks

Activating QuickBooks in the Setup Wizard

When configuring Invoice, the Setup Wizard lets the user select their accounting
software. To activate QuickBooks, select the Intuit QuickBooks Desktop selection
under Which accounting software do you use? as shown in the figure below:

Introduction
Tell us about your company and we'll customize Concur to work best for you.

1) Introduction What type of industry is your company in?

2) Cost Tracking We will use this infermation to set the default cost data that Concur will track for
Don't worry- Yeou'll get to review these and change them if you want, Don't see y

3) Invoice >

4) Users Architecture, Design, or Engineering e

5) Reporting Configuration ) .
Which accounting software do you use?

6) Localization We use this information to help identify which types of accounting software our ¢
i i ingfile that we pr

Intuit QuickBooks Desktop: Pro, Premier and Enterprise
Intuit QuickBooks Online @

Sage dice.
on either

Sane Peachtree
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Changes Made By Invoice When Selecting QuickBooks

By selecting this choice, Invoice automatically changes selected features to
accommodate your choice as described in no general order below

Cost Tracking
When adding Cost Objects, the Data Entry Details step includes an additional

column, Integrate with QuickBooks?. Selecting a custom field in this way adds it as a
Class object in QuickBooks.

Cost Tracking - Data Entry Details

This is where you define the types of cost data that users will need to enter.

1) Introduction 1 Data To Track |2 Linked Lists [EJ Data Entry Details 4 List Items
2) Cost Tracking Sequence | Field Label . User Input Integrate with QuickBooks?
3) Invoice > o Business Unit Select from a list [
4) Users & Cost Center Type free-form text L\\’
5) Reporting Configuration & & Department Type free-form text
% Division Type free-form text

Invoice > Expense Types

The Expense Types step also renames the accounting codes column to Quickbooks
Account Name or Number:

Manage Expense Types
Here's where you set up, add, edit and remove the types of expenses you want Coneur to help you manage. e Watch the full setup video
1) Introduction — e
Save Mew Remove Import Search. L
2) Cost Tracking - - -
Expense Type - QuickBooks Account Mame or Number
3) Invoice < .
Advertising ‘ 1000 |
TR Building Maintenance 000
Approval Routing Building Repair 3000
Compliance Controls Catering 4000
File Export Configuration Cellular Telephone 5000 =
4) Users Computing Equipment 6000
Conference/Seminar Fees 7000
%) Reporting Configuration .
Employee Award/Recognition 8000
6) Localization Financial Services 9000
Internet 10000
Janiterial 11000
Landscaping 12000
Late Fee 13000
| enal Services 14000

Invoice > File Export Configuration

The File Export Configuration step is reduced to options in two tabs, the others pre-
set to generate the .IIF file by your QuickBooks selection.

First, select the schedule on which your extract will be generated:
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File Export - Select Schedule

1) Introduction B} select Schedule 2 Select Format Select Account Strin
2) Cost Tracking Select your GL file export schedule
3) Invoice <
On-D d
Expense Types firieman
Daily
Approval Routing
@ Weekly
Compliance Controls
Tuesday o

File Export Configuration

A llenes

Once you set the schedule, click the Select Format tab and type the required code
provided by QuickBooks into the QuickBook Liability Account Code text box:

1 Select Schedule E Select Format Seleck Aocount Skring General Setkings Define Header D

Select your GL file export format

You have selected to use Quickbooks in the introduction screen, & special Quickbooks compatible export file
wiill be created and you can only use this default GL format,

Option 1: Use the default GL file format.

Qption 20 Use a custom GL file format,

QuickBook Liability Account Code:

After Setup - Changes to the Vendor Import Template

Within Vendor Manager, the import vendor functionality is changed by resetting the
Vendor Import column to QuickBooks Vendor ID for ease of identification to the
QuickBooks user:

A B
[QuickBooks Vendor Id ~ IWendor Nani
op
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Release Notes — July 2012

Features For This Release

The following features are included in this service release.

Invoice Due Date Field Added to Header Form

overview E ..................................................................................... _

. . ) . Business Purpose
With this release the Invoice Due

Date field is now added by © This feature adds a field that is often a
default on the header form, : requirement for financial systems used by
directly after the amount field. . clients.

This addition satisfies the needs
for those financial systems that require this field, and is made available without need
to use the Invoice Pay module.

AN Refer to Invoice Setup Guide for Concur Standard for more information.
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Release Notes — August 2013

Features For This Release

The following features are included in this service release.

Invoice Pay: ACH Payments Are Now Sent in CTX EDI 820 Format

overview _. .................................................................................... :

) . . Business Purpose
With this release, a new format :
will be used for Invoice ACH © This feature changes invoice payments so that

payments. The new forma_t, CTX ! the CTX EDI format is now used.
EDI 820, addresses compliance 3

requirements for financial
systems that process invoice payment requests.

This will provide better visibility to invoices being paid by the supplier, and will
enable some suppliers to automatically apply the payment to outstanding account
receivables.

Configuration

No additional configuration is required to use this feature.
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Supported Configurations

Monthly browser certifications, both current and planned, are available on the
Release Notes page.

B Refer to Documentation Updates in this guide for more information.
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Documentation Updates

The following documentation changes are included in this service release.

Concur Support Portal

Access release notes, webinars, and other technical documentation on the Concur
Support portal.

If you have the proper permissions, the Support menu is available to you in Concur.
Click Support and then - in the Concur Support portal - click Resources.
e Click Release/Tech Info for release notes, technical documents, etc.

e Click Webinars for recorded and live webinars.

Welcome, Terry Brown | support | Ldp Out

]
My Concur Travel Expense Supplier Portal Locate Adminjstration Profile

Welcome CTE/

G Concur Support et

Home Support Resources Community Info Billing

‘Web)

/

Knowledge Base : ch Info Training

Release Notes and Technical D c. CO n C u r S u p p 0 rt P‘ﬂlj':fﬂﬂllle dl C‘

Concur Professional/Premium edition include

+ Client Admin Release Summary: Brie
+ Release Notes: Full description of the Home Support Resources Community Info Billing
+ Technical Documentation: Setup Gui

Knowledge Base Release/Tech Ififo Training

N

For Web Services, access Release Notes, C

Fact Sheets  whatis afact sheet? Register for Travel Rel Revi

Fact sheels are available for Travel & Expens| = Monthly Release Recordings North America TMC To register for an individual
Listen to the monthly release recordings and view the monthly release  prinars EESrﬁt\Ep?Sg:\’smM

PN PowerPoint PDF's for Expense, Invoice, Request, Mobile, July 20 2013 8:30a

Analysis/Intelligence, and Expense Pay. Direct Customer =uly 99, 2919 oo
2013 y 9 P y September 3. 2013 §
2012 EMEA TMC Partners PT
Listen to the monthly release recording and view the release TMC Partners (Spanish) October 1, 2013 8:3
PowerPoint PDF's for Travel. APAC TMC Partners October 29, 2013 8:
2013 for all customers PT
2012 for TMC partners
2012 for Direct Customers November 19. 2013

January 7, 2014 8:3(
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Online Help - Admins

Users with an admin role can access release notes, technical documents, and other
resources using online help in Concur.

| | My Concur Request Travel Expense

Manage your cash and card
charges on the go.

Expense Administration - Feature Documentation /

‘Welcome, Chris Collins [ You are administering for: Yourself ]

Central Reconciliation Invoice Purchase Request Reporting Locate Administi

Travel Info

Book travel with Concur, check travel rules set by your company, get travel maps, and mafe

@ Help | Loa Out
Training

Travel Help
Travel Administration Help
Locate & Alert Help

Expense Help

Invoice Help

pense Tools Help

Expense Administration Help
Invoice Administration Help @

Quick Links

Client Admin Release Summary -
What's New

Client Fact Sheets

Concur Training Toolkit
Expense Setup Guides
Name

Account Codes

Allocations

Attendees

Audit Rules

Audit Rules (Validation Rules)

Authorization Requests (legacy

Client Release Notes - All Products

Expense feature) - new clients, refer
AR RRAH R A AR AT A G A o A A A A A A A A A A A A A A A A A A A A A A A A A A A A A A AAAAAA

B AR

Setup Guides (below) These documents are
provided in English only

User Guides (below)
Permission to Duplicate /

Request Help
Request Administration Help

Budget Admin Help

Import / Extract Permission to Copy /
Specifications (below) Proprietary Statement
ment Requests (1)
g:t":" Requested Amount
06/28/2013 GBP 25.00
Revised Format
06/23/2013 §2,401.34
Oct 19 2012 DOC - PDF
AT AT T e e  a AT A A A A
Oct 19 2012 DOC - PDF
June 14 2013 DOC - PDF
Jul 1 2013 DOC - PDF
Sep 23 2011 DOC - PDF
Jun 22 2012 DOC - PDFE
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Legal Notice

Information contained in this document applies to the following products in effect at
the time of this document's publication:

Invoice Management, August 2013

The above product(s) and information contained in this document are subject to
change without notice. Accordingly, Concur Technologies, Inc. disclaims any
warranties, express or implied, with respect to the information contained in this
document, and assumes no liability for damages incurred directly or indirectly from
any error, omission, or discrepancy between the above product(s) and the
information contained in this document.

© 2004 - 2013 Concur Technologies, Inc., Redmond, Washington. All rights
reserved.

Concur® is the trademark of Concur Technologies, Inc. All other company and
product names are the property of their respective owners.

Published by Concur Technologies, Inc.
601 108th Ave NE

Suite 1000

Bellevue, WA 98004
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Release Notes — September 2013

Features For This Release

The following features are included in this service release.

Payment Manager - Activate New Account to Replace Inactive
Account

Overview

) . . Business Purpose
With this release a client can

now create a new funding © This enhancement allows the clients to

account and designate it as the : inactivate their primary account and activate a

new, active account for a : new one, and allow processing of both accounts. :

facilitates periodic change management associated with bank funding accounts. For
example, if you change to a new corporate bank, you can add the new bank as
Funding Account B, and inactivate the old bank’s Funding Account A. Invoices
already in the system using Funding Account A will progress through until paid. New
invoices created after the change will use Funding Account B.

NOTE: Reminder - Invoice Standard supports a single account per currency.

How It Works

This feature works by allowing the user to create a new funding account that the

system automatically defaults to Inactive. The user next deactivates the existing,
active account and replaces it with the new account by activating it. Note that the
system prompts the user if they attempt to activate a second account for a group
(Global, as shown in the figure below).

secondary Lontact Information

Mame: Email:

Active: Mo w

Debit Authorization Yes
Date: Mo {b

The two accounts work together within the group as follows:

e Payment demands in the inactive account continue to process, but once these
scheduled payments are completed, no new invoices are accepted for the
deactivated account (or accounts, since many deactivated accounts may exist
for a single group)
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e New invoices automatically route to the new, active funding account
associated with the group

This feature can also be used to make changes to the check configuration
template. For example, let’s say your current check signatory is no longer an

employee of your company. You can set up a new funding account, and create a new
check configuration that uses the new, correct check signature image file.

Configuration
The Payment Manager role creates the new funding account.
P To create and activate the new funding account for the group:

1. Click Invoice > Payment Manager > Funding Accounts to display the
Funding Account List page.

2. Click Add Funding Account and fill out the Funding Account page to
create your new account, then click Save.

3. Select and open the current funding account for the group in order to
deactivate it.

4, Select No from the Active dropdown list, then click Save.

Active: [fes ‘ v Applies To Group(s): Y| Global

-~

Debit Authorization Date: | 185
Mo -

{7

5. Open your new funding account and, for the step above, select Yes as the
value for Active and click Save - this activates your new account for the

group.

L Refer to Invoice: Invoice Pay Setup Guide and Invoice: Invoice Pay User Guide
for more information.

Route an Invoice by Mapping a Default Invoice Owner to a Vendor

overview :. .................................................................................... E

o . Business Purpose
The ability to map a vendortoa :
default Invoice Owner is included : 71hjs enhancement moves a function to a more

in this service release. This ¢ logical location for the administrator.
feature is used whenever a :

vendor should be associated with
a default Invoice User so that a request is automatically routed to the specified
employee. This ensures an association is made if none other is specified through
import or otherwise.
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The new tab and options are available by clicking Invoice > Vendor Manager >
Vendor Mapping List as shown in the figure below:

Welcome, Chris Miller O Help |
¢}
My Concur  Expense | Invoice = Administration Setup  Profile
View My Requests New Payment Request Approve Requests  Assign Requests  Process sts_{ Vendor Manager ) Deleted Requests ayme ager
Manage Vendors Import Vendors Manage Default Expense Type Vendor Mapping List
&) Assign Default Invoice Owner | @ Remove Default Invoice Owner Search: Vendor Name v | Begins with N/
Vendor Name & Vendor Code Invoice Owner
V| Simfred & Fitch Legal 1222 Miller, Chris

1233

Simpatico Furnishings

Simple Life Repair 1244

Simpre Associates 1211

Configuration
P To associate a default invoice owner to the vendor:

1. With the Vendor Mapping List tab open, search for the vendor or vendors to
associate to an invoice owner.

+ Vendor Name or Code: The unique code assigned to the vendor, or the
name of the vendor, matched to all or part of the name or code (Begins
With, Contains, etc.)

+ Employee First or Last Name: The name, first or last, of the currently-
assigned Invoice Owner, matched to all or part of the name (Begins With,
Contains, etc.) - this lets you re-assign to a new owner.

NOTE: User-requested and deleted vendors do not appear for matching.

2. Click the magnifying glass (IEI) icon to begin the search.

3. Select one or more vendors that will be assigned (or re-assigned) to an
Invoice Owner.
TIP: You do not need to unassign an assigned vendor; the action of
assignment automatically unassigns the previous owner.

4. Click Assign Default Invoice Owner to open the Employee Helper
window, and type the search criteria based on the selection in Search Field
(Last Name, First Name, Email Address, or Logon ID).
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Employee Helper

Select the field to search by, and then enter the first few letters to
search for.

Search Field:
Last Name b
Starts With:

Miller

(o

Miller, Chris (cm@Triton1000.com)

5. Click Assign to assign the new Invoice Owner to the vendor.

This association is now displayed under the Invoice Owner column in the list table
of vendors.

Expense | Invoice | Administration Setup  Profile
tsts  Mew Payment Request  Approve Requests  Assign Requests  Process Re

rs Import Vendors Manage Default Expense Type Vendor Mapping List

Q@

garch:
ne & endor Code Invioice Owner
fitch Legal 1222 Miller, Chris
furnishings 1233
Repair 1244
ociates 121

L]  Refer to Invoice Administration User Guide for Concur Standard for more
information.

Concur Invoice Release Notes Page 4

Concur Standard
September 2013

Concur Clients



Supported Configurations

Monthly browser certifications, both current and planned, are available on the
Release Notes page.

B Refer to Documentation Updates in this guide for more information.
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Documentation Updates

The following documentation changes are included in this service release.

Concur Support Portal

Access release notes, webinars, and other technical documentation on the Concur
Support portal.

If you have the proper permissions, the Support menu is available to you in Concur.
Click Support and then - in the Concur Support portal - click Resources.
e Click Release/Tech Info for release notes, technical documents, etc.

e Click Webinars for recorded and live webinars.

Welcome, Terry Brown

]
My Concur Travel Expense Supplier Portal Locate Adminjstration Profile

Welcome CTE/

G Concur Support et

Home Support Resources Community Info Billing

‘Web)

/

Knowledge Base Release/Tech Info Training

Release Notes and Technical D c. CO n C u r S u p p 0 rt P‘ﬂlj':fﬂﬂllle dl C‘

Concur Professional/Premium edition include

+ Client Admin Release Summary: Brie
+ Release Notes: Full description of the Home Support Resources Community Info Billing
+ Technical Documentation: Setup Gui

- Knowledge Base Release/Tech Ififo Training Webinars

For Web Services, access Release Notes, C “

Fact Sheets  whatis afact sheet? Register for Travel Rel Revi
Fact sheels are available for Travel & Expens| = Monthly Release Recordings North America TMC To register for an individual
Listen to the monthly release recordings and view the monthly release  prinars EESrﬁt\Ep?Sg:\’smM
PN PowerPoint PDF's for Expense, Invoice, Request, Mobile, July 20 2013 8:30a
Analysis/Intelligence, and Expense Pay. Direct Customer =uly 99, 2919 oo
2013 y 9 P Y September 3. 2013 §
2012 EMEA TMC Partners PT

Listen to the monthly release recording and view the release TMC Partners (Spanish) October 1, 2013 8:3
PowerPoint PDF's for Travel. APAC TMC Partners October 29, 2013 8:

2013 for all customers Pl
2012 for TMC partners
2012 for Direct Customers November 18, 2013 §

PT
January 7, 2014 8:3(

NOTE: If you use a user interface layout other than Blue Sky (set on the travel
configuration page), be aware that you have to click Help in order to access
the Support link.
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Online Help - Admins

Users with an admin role can access release notes, technical documents, and other
resources using online help in Concur.

| | My Concur Request Travel Expense

Manage your cash and card
charges on the go.

Expense Administration - Feature Documentation /

‘Welcome, Chris Collins [ You are administering for: Yourself ]

Central Reconciliation Invoice Purchase Request Reporting Locate Administi

Travel Info

Book travel with Concur, check travel rules set by your company, get travel maps, and mafe

@ Help | Loa Out
Training

Travel Help
Travel Administration Help
Locate & Alert Help

Expense Help

Invoice Help

pense Tools Help

Expense Administration Help
Invoice Administration Help @

Quick Links

Client Admin Release Summary -
What's New

Client Fact Sheets

Concur Training Toolkit
Expense Setup Guides
Name

Account Codes

Allocations

Attendees

Audit Rules

Audit Rules (Validation Rules)

Authorization Requests (legacy

Client Release Notes - All Products

Expense feature) - new clients, refer
AR RRAH R A AR AT A G A o A A A A A A A A A A A A A A A A A A A A A A A A A A A A A A AAAAAA

B AR

Setup Guides (below) These documents are
provided in English only

User Guides (below)
Permission to Duplicate /

Request Help
Request Administration Help

Budget Admin Help

Import / Extract Permission to Copy /
Specifications (below) Proprietary Statement
ment Requests (1)
g:t":" Requested Amount
06/28/2013 GBP 25.00
Revised Format
06/23/2013 §2,401.34
Oct 19 2012 DOC - PDF
AT AT T e e  a AT A A A A
Oct 19 2012 DOC - PDF
June 14 2013 DOC - PDF
Jul 1 2013 DOC - PDF
Sep 23 2011 DOC - PDF
Jun 22 2012 DOC - PDFE
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Legal Notice

Information contained in this document applies to the following products in effect at
the time of this document's publication:

Invoice Management, September 2013

The above product(s) and information contained in this document are subject to
change without notice. Accordingly, Concur Technologies, Inc. disclaims any
warranties, express or implied, with respect to the information contained in this
document, and assumes no liability for damages incurred directly or indirectly from
any error, omission, or discrepancy between the above product(s) and the
information contained in this document.

© 2004 - 2013 Concur Technologies, Inc., Redmond, Washington. All rights
reserved.

Concur® is the trademark of Concur Technologies, Inc. All other company and
product names are the property of their respective owners.

Published by Concur Technologies, Inc.
601 108th Ave NE

Suite 1000

Bellevue, WA 98004

Concur Invoice Release Notes Page 8 Concur Standard
September 2013 Concur Clients



Concur Invoice Release Notes

Concur Standard

Month Includes Audience
October 2013 Invoice Standard Concur Clients
Contents

Release Notes — October 2013 .......ccciiiiiimirsmr s s rra s s ssa s ssnnnnnnannnnas 1
Features For This Release .....ccviiiiiiiinimssirsssns s snssrs s ns s s snssssssssssnssssssansnnnsnnnnnns 1
Pay Confirmation and Positive Pay Extract Now Available ..o 1
Alternate Account Code Support Now Included in Introduction Step.......ccooevviviiiviinnnnn. 3
Payment Demands Can Be Moved from an Inactive to an Active Funding Account ......... 6
Supported Configurations .....ccccciciiciciic i i ire i s s s s s s r e r s r s rnrnrnrannann 9
Documentation Updates ......c.ccivririiimiim s s ssssss s s snn s snmsnm s snnsnnsnnsnnsnnnnnns 10
Concur SUPPOrt POrtal. ..o 10
(O] o1 I T=T o L=1 1o BN 1 o V1 1= P 11
Concur Invoice Release Notes Page i Concur Standard

October 2013 Concur Clients




Release Notes — October 2013

Features For This Release

The following features are included in this service release.

Pay Confirmation and Positive Pay Extract Now Available

overview : ............................................................................... .

. . Business Purpose
The Invoice Pay administrator can 3
now take advantage of two new : This enhancement adds new extract

extracts when working within the . capabilities to Invoice Standard. :
Payment Manager tool. These new feereereseereeranereerasesaesansesaerasssetsansasterassassernnsssernnsssand :

extracts, Payment Confirmation and Positive Pay, let the administrator view final
payment amount details paid under Invoice Pay, and prevent check fraud when
working with the Check payment type, respectively.

The two new extracts are used as follows:

e The Payment Confirmation Extract: The Invoice Pay administrator uses
the Payment Confirmation extract to view final payment amount details paid
under Invoice Pay. This is useful whenever the client needs visibility into final
Invoice Pay payment methods and amounts, and the original (estimated) pay
data provided to the client financial system by the SAE is different than the
actual final pay data resident in Invoice Pay.

e The Positive Pay Extract: The Invoice Pay administrator uses the Positive
Pay extract to assist them when paying by the Check payment type. Positive
Pay is a best practice method of preventing check fraud, by transmitting daily
check information to a corporate bank, thereby only allowing payment of
listed, verified checks.

What the Administrator Sees

When opening Payment Manager, the administrator will now see two new links under
a new Extract menu (as well as the GL Extract link, previously under the
Payments menu):
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[ concur

My Concwr  Expense voice  Administration  Setwp  Pro e

Request Srarch Mecdebamerte

Imvoce arber o Roguent 10 Payment Batch List .
Aot . : Notices Of Change

Poyments o S ;

= e | |/extract

Fogurits Eagurng Aton
Faded Poywarts

Poyment Contrmatin tmpot
Tty it Baconcilaton

GL Extract
Positive Pay Extract
Payment Confirmation Extract

QA Dtrect
Fosttve Pay Exvact

Paymant Confrmation Extyact

Each link opens a screen with options that let the administrator run an extract, and
search and download the results in file format. The Positive Pay Extract screen is

shown in the figure below:

est Search Positive Pay Extract
Req Extl:'al'.'thuns @Run Positive Pay Extract Now

Invoice Number or Request ID
Extract Date (From): | 09/16/2013 |
Search

Payl ts Extract Date (To): | 10/16/2013 |

Monitor Payments

Requests Requiring Action

4 =L 4 Date Count Status
Failed Payments

Payment Confirmation Import No extracts found

Extract Recondiliation

Configuration The admin can run the
e Positive Pay extract...
Funding Accounts

Check Configurations ..and search for, and
s download, extracts
Extract that have already run.

Page 1|of1 | | &

The Payment Confirmation Extract screen is virtually identical, with the same
options that allow a search and download, and the ability to run the extract “on
demand” using the Run Payment Confirmation Extract Now link.

Configuration

To enable this functionality and display the links, two settings must be configured in
Hosted Management Console (HMC):
e Enable Invoice Extract Download: Click the entity name directly after
opening it using Company Entity Management, then enable this setting
using the Settings link.

Concur Standard
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e Enable Invoice Pay: Click Feature Wizard for the entity after opening it
using Company Entity Management, clicking the setting on the first page,
at the bottom of the page.

L Refer to Invoice Administration User Guide for Concur Standard for more
information.

Alternate Account Code Support Now Included in Introduction Step

overview E...............................................................................E

_ _ . Business Purpose
With this release, a company can

elect to map their Invoice expense  : thjs enhancement brings the alternate
types to “alternate” account codes i sccount codes functionality to Invoice
maintained in the company’s ‘' Standard.

General Ledger (GL) By doing this, D teeeeneeeenaententencentesenteneentsentententententnsenscntentenenntnsenaenes .
a company can enforce at the line item and/or user level the mapping of a selected
expense type to that alternate code instead of the “default” account codes they also
enter into the Invoice system.

How It Works

This feature works by adding a field, Is Billable?, to the line item and/or to the
user’'s User Information page when the Setup administrator enables alternate
codes. The administrator will use the following steps to configure this functionality:

Step 1: During Introduction, one of three options is selected
Step 2: (Optional) - The field is renamed from Is Billable?

Step 3: The alternate account codes are entered using:

« Import: A secondary column for alternate account codes made
available when this option is selected and the template first filled
out and then imported into the system.

e Manual Entry: During Setup > Expense Types, each alternate
account code is manually entered into the appropriate column

STEP 1: SELECT AN ALTERNATE ACCOUNT CODE OPTION

The administrator selects an option using the Introduction Setup step:

Concur Invoice Release Notes Page 3 Concur Standard
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Introduction
Tell us about your company and we'll customize Concur to work best for you.

1} Introduction

2) Cost Trackihg

What type of industry is your company in?

ta that Concur will track for you.
3) Expense - You'll get to review these and change them if you want. Don't see your industry? Select one that is similar.
>
4) Invoice > b4
5} Users

Which accounting software do you use?
) mation to help ide: ich types of
ur choice may driv e format of the

6) Reporting Configuyation

N grating with your accounting software.
7) Localization !

For Expense, does your chart of accounts include an alternate set of account codes based on user or expense entry informat|
If so, you will be able to enter the label for the check box that can appear on either or both of the expense entry and User Details pages.

‘We do not have alternate account codes based on user or expense entry informatior ™

For Invoice, does your chart of accounts include an alternate set of account codes based on user or line item information?
If so, you will be able to enter the label for the check box that can appear on either or both of the line item and User Details pages.

e do not have alternate account codes based on user or line item informatio 7
We do not have alternate account codes based on user or line item information
We have alternate account codes based on the line item information

We have aiternate account codes based on user information

:We have alternate account codes based on both user and line item information

Depending on the Setup selection, the Is Billable? field behaves as follows:

e At the Line Item Level: The user is able to select or clear the check box as
they enter line items so that the alternate codes are used or not used,
respectively.

e At the User Level: The administrator configures the check box for the user
at this level to enable/disable alternate code mapping for the given user

every time they specify an expense type at the line item level - the user is
restricted from changing this behavior.

e At both the Line Item and User Level: The field is added at both levels.
STEP 2: (OPTIONAL) — RENAME THE IS BILLABLE? FIELD
The administrator may rename the field to something more intuitive to the user

within their company. This is done directly after Step 1, using the text box that
displays if any of the three options are selected:

For Invoice, does your chart of accounts include an alternate set of account codes based on user or line item information?
If so, you will be able to enter the label for the check box that can appear on either or both of the line item and User Details pages.

IWe have alternate account codes based on both user and line item infermation v

(ﬁe_ase enter the label you want to use for Invoice.

Is Billable? (Invoice)

STEP 3: IMPORT OR MANUALLY ENTER THE ALTERNATE ACCOUNT CODES

The alternate account codes are added by the Setup administrator using either the
import functionality, or by inputting the codes directly into the user interface. Both
options are available by selecting Invoice > Expense Types.

Manually Entering the Alternate Account Codes

Concur Invoice Release Notes Page 4 Concur Standard
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The alternate account codes are entered using options directly on the Manage
Expense Types page, which now displays the Alternate Account Code column:

Manage Expense Types

Here's where you set up, add, edit and remove the types of expenses you want Concur to help you

manage.

e Watch the full setup video

P

1) Introduction
Save New Remaove Import Search:

2) Cost Tracking
Expense Type « Account Code / GL Code Alternate Account Code

[ait 1111 |

[

3) Expense >

4) Invoice <
Expense Types

Annrnval Boantinn

1111

Building Repair

Importing Your Alternate Account Codes

Alternate account codes may also be entered using the on-demand import template
available for download on the same page (above):

Manage Expense Types

Here's where you set up, add, edit and remove the types of expenses you want Concur to help you manage.

1) Introduction
Import

Remove

New

2) Cost Tracking
Impaort Expense Types from a spreadsheet

Expense Type -
file

3) Expense >

4) Invoice <
Expense Types

The template that you download includes an additional column, Alternate Account

Code, that is used to enter and then import the codes:

ETLsing

Building Maintenance

Building Repair

A B C D
1 |DELETE EXPENSE_TYPE_NAME ACCOUNT_CODE ALTERNATE_ACCOUNT_CODE
2 |Delete? Expense Type Name Account Code  Alternate Account Code
3 Advertising 1111JAl 1111 + |
4 Building Maintainence Ty

What the User and Administrator Sees

The user will see the check box at the line item level, when they are completing their
request. Note in the figure below that the “Alt6000"” alternate account code is used

when the check box is selected (enabled).

o
¥

Itemization Summary
Amount Remaining to be ltemized: $0.00

@ Add ltem & & (@ pistribute - || Show Distributions |
|:| Mo. Expense Type Description nvoice: Alt Acct Code Field Quantity Unit Price Total
|:| 1 Computing Equipment  chair 1 512,00 512,00
Account Code: m nde k Percentage Net Amount Gross Amount
100 51200 51200

ALTE000 [S Defauit] JIY

Clicking the check box opens the line item, where they can elect to clear or select the
check box as required.

Concur Invoice Release Notes Page 5
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The administrator working with the user through the Setup > Users function will see
the check box (renamed to Alt Acct Code Field for clarity) in the User Information
page:

1) Introduction
Save Cancel
2) Cost Tracking
Automatically send invite email on save
3) Expense >

User Information

4) Invoice >

Login (email address) Password

Icm@TritonlDS.com I
g Configuration
Employee Administration Country Employee First Mame

7) Localization IUnited States v IChris

Employee ID &7
cmi@Triton105.com

Locale
i IEninsh (United States)

| Active

Invoice Approver

'-.-:u':e‘ Alt Acct Code Field
Mk ger

Here they can select the default action they want to the user to always conform to.

L Refer to Invoice Setup Guide for Concur Standard for more information.

Payment Demands Can Be Moved from an Inactive to an Active
Funding Account

oVerVieW E ..................................................................................... .
_ _ _ _ . Business Purpose
With this release, clients will how
be able to move payment

) : This enhancement now allows payment
demands that are currently tied

. demands to be moved from one or more

to one or more inactive funding  : jhactive funding accounts to a primary active
accounts to a primary active : funding account.

funding account.

Clients can configure multiple funding accounts but only one of these accounts can
be active. Because of this, there may be times when payment demands become
associated with an inactive funding account and must be associated with an active
funding account. The following describes how a client can perform this function.

How This Works

The client can move a payment demand from either the:
e Monitor Payments screen

¢ Failed Payments screen

Concur Invoice Release Notes Page 6 Concur Standard
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Moving Payment Demands Listed Under Monitor Payments

P To move a payment demand from an inactive to an active funding

account:

1. From Payment Manager > Monitor Payments, select the payment demand
that you want to move from an inactive funding account to a primary active

account.

2. Click Actions > View Payment Demands.

Request Search

Invoice Mumber or Request ID

Payments

Monitor Payments
Regquests Reguiring Action
Failed Payments

Payment Confirmation Impart
Extract Recondliation

Configuration

Banking Import

Eundinn Arconinde

Monitor Payments

Payment Batch List
Funding Account: | Any

Status: |Open

|42 Actions ~ |

-ELI View Payment Demands

= US Bank

= us Bank 1 Imactive

w Close Dat

w Send Dat

Cloze Date

101052013

- 7CAA131E30954540B058

10102013

N Iy

3. Click Actions and in the list, click Fund from Active Account.

&7 Actions ~ |

@- Change Dates
.ﬂ; Mark a=s Client Pay

i=| Wiew Payment Reguests Wendor

Payment Method

[ Simfred & Fitc...

ACH

Fund from Actve

ﬂ View Payee Details

Account

4. The selected payment demand is moved to the active funding account.

Concur Invoice Release Notes
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Payments Status: [Open ~ Send Date [Fram /7 Ta):

Monitor Payments
Requests Reguiring Action
§ Close Date Send Date
Failed Payments

Payment Confirmation Import

Extract Recondiliation 10M0/2013 T010/2013

Configuration = US Bank 1 Imactive

TCAA131E30954540B058 10/10/2013 10/10/2013
Banking Import
Funding Accounts
Check Configurations

e Lol

Moving Payment Demands Listed Under Failed Payments

P To move a failed payment demand from an inactive to an active funding
account:

1. Click Failed Payment to open the Failed Payments page, then select one
or more payment demands.

2. Click Actions > Fund from Active Account (or, as in the figure below,
right-click the demand directly):

Request Search Failed Payments
| Payment Demand List

Inwoice Number or Request ID

& Actions »
D Vendor Paymern! Méthad F
g B BEATID & 3 SeanTes~—— u0as,
Fadure Reason: The Suppler Banking is invakd _];CJ Schedule in Next Available Batch
Monitor Payments =
@ Change Dates 3

Requests Requiring Action
Failed Payments (1)
Payment Confirmation Import =l

Extract Recondlation @y Change Pay Wethod 1 Ched!
£ Fund from Active Accound

_‘-‘;‘_‘, Wark as Chent Pay

Configuration
P I
Banking Import -
&) View Payes Details
Funding Accounts
Check Configurations @ Adaop L

Motires Of Channe

3. The payment demand that failed is moved to a new payment demand that is
funded from an active account.

Monitor Payments

Payment Batch List

Funding Account: | Any b3 Close Date (From / To): |
Search
Status: | Open > Send Date (From / To): )
&Anlunsv Batch ID:
Batch D Close Date Send Date Status Count Failed Count
= Acct us2
FFO73348358841DAACOS 10i26/2013 10/28/2013 Open 1 (]

L) Refer to Invoice User Guide for Concur Standard for more information.
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Configuration

No additional configuration is required to use this feature.

Supported Configurations

Monthly browser certifications, both current and planned, are available on the
Release Notes page.

L] Refer to Documentation Updates in this guide for more information.
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Documentation Updates

The following documentation changes are included in this service release.

Concur Support Portal

Access release notes, webinars, and other technical documentation on the Concur
Support portal.

If you have the proper permissions, the Support menu is available to you in Concur.
Click Support and then - in the Concur Support portal - click Resources.
e Click Release/Tech Info for release notes, technical documents, etc.

e Click Webinars for recorded and live webinars.

Welcome, Terry Brown

]
My Concur Travel Expense Supplier Portal Locate Adminjstration Profile

Welcome CTE/

G Concur Support et

Home Support Resources Community Info Billing

‘Web)

/

Knowledge Base Release/Tech Info Training

Release Notes and Technical D c. CO n C u r S u p p 0 rt P‘ﬂlj':fﬂﬂllle dl C‘

Concur Professional/Premium edition include

+ Client Admin Release Summary: Brie
+ Release Notes: Full description of the Home Support Resources Community Info Billing
+ Technical Documentation: Setup Gui

- Knowledge Base Release/Tech Ififo Training Webinars

For Web Services, access Release Notes, C “

Fact Sheets  whatis afact sheet? Register for Travel Rel Revi
Fact sheels are available for Travel & Expens| = Monthly Release Recordings North America TMC To register for an individual
Listen to the monthly release recordings and view the monthly release  prinars EESrﬁt\Ep?Sg:\’smM
PN PowerPoint PDF's for Expense, Invoice, Request, Mobile, July 20 2013 8:30a
Analysis/Intelligence, and Expense Pay. Direct Customer =uly 99, 2919 oo
2013 y 9 P Y September 3. 2013 §
2012 EMEA TMC Partners PT

Listen to the monthly release recording and view the release TMC Partners (Spanish) October 1, 2013 8:3
PowerPoint PDF's for Travel. APAC TMC Partners October 29, 2013 8:

2013 for all customers Pl
2012 for TMC partners
2012 for Direct Customers November 18, 2013 §

PT
January 7, 2014 8:3(

NOTE: If you use a user interface layout other than Blue Sky (set on the travel
configuration page), be aware that you have to click Help in order to access
the Support link.
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Online Help - Admins

Users with an admin role can access release notes, technical documents, and other
resources using online help in Concur.

| | My Concur Request Travel Expense

Manage your cash and card
charges on the go.

Expense Administration - Feature Documentation /

‘Welcome, Chris Collins [ You are administering for: Yourself ]

Central Reconciliation Invoice Purchase Request Reporting Locate Administi

Travel Info

Book travel with Concur, check travel rules set by your company, get travel maps, and mafe

@ Help | Loa Out
Training

Travel Help
Travel Administration Help
Locate & Alert Help

Expense Help

Invoice Help

pense Tools Help

Expense Administration Help
Invoice Administration Help @

Quick Links

Client Admin Release Summary -
What's New

Client Fact Sheets

Concur Training Toolkit
Expense Setup Guides
Name

Account Codes

Allocations

Attendees

Audit Rules

Audit Rules (Validation Rules)

Authorization Requests (legacy

Client Release Notes - All Products

Expense feature) - new clients, refer
AR RRAH R A AR AT A G A o A A A A A A A A A A A A A A A A A A A A A A A A A A A A A A AAAAAA

B AR

Setup Guides (below) These documents are
provided in English only

User Guides (below)
Permission to Duplicate /

Request Help
Request Administration Help

Budget Admin Help

Import / Extract Permission to Copy /
Specifications (below) Proprietary Statement
ment Requests (1)
g:t":" Requested Amount
06/28/2013 GBP 25.00
Revised Format
06/23/2013 §2,401.34
Oct 19 2012 DOC - PDF
AT AT T e e  a AT A A A A
Oct 19 2012 DOC - PDF
June 14 2013 DOC - PDF
Jul 1 2013 DOC - PDF
Sep 23 2011 DOC - PDF
Jun 22 2012 DOC - PDFE
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Legal Notice

Information contained in this document applies to the following products in effect at
the time of this document's publication:

Invoice Management, October 2013

The above product(s) and information contained in this document are subject to
change without notice. Accordingly, Concur Technologies, Inc. disclaims any
warranties, express or implied, with respect to the information contained in this
document, and assumes no liability for damages incurred directly or indirectly from
any error, omission, or discrepancy between the above product(s) and the
information contained in this document.

© 2004 - 2013 Concur Technologies, Inc., Redmond, Washington. All rights
reserved.

Concur® is the trademark of Concur Technologies, Inc. All other company and
product names are the property of their respective owners.

Published by Concur Technologies, Inc.
601 108th Ave NE

Suite 1000

Bellevue, WA 98004
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Release Notes — November 2013

Features For This Release

The following features are included in this service release.

Enter Vendor Banking Information When Requesting a New Vendor

overview : ..................................................................................... .

_ ) ) : Business Purpose
With this release the Invoice 3 :
Owner and Vendor Manager roles : Thjs enhancement lets a user provide a vendor’s
can now enter vendor banking : banking information as they request that the

information when requesting a : new vendor be added to Invoice.
new vendor. This is done by

adding a new Setup step,

Vendor Form Configuration, that includes options to hide, make optional, or
require the entry of banking data for a newly-requested vendor. Doing this gives the
administrator flexibility in deciding which of these roles should provide vendor
banking information, and if the data is required to be entered or not at the time the
request is made.

How IT WORKS

This feature works by adding a new Setup step, Vendor Form Configuration, that
includes options to assign by role requirements to provide vendor data when
requesting a new vendor. The assigning by role enforces the display or suppression
of the Vendor Banking Information section in the Request New Vendor screen,
and, if displayed, either make entry of data optional or required by role:

Concur Invoice Release Notes Page 1 Concur Standard
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Setup Wizard — Welcome to the setup of tritonl011

9 Watch a Video on this Step @ Learn How this Works

Vendor Form Cenfiguration

This is where you indicate if banking information i hidden, required, or optional when requesting 3 new vendor

1) Introduction

2) Cost Tracking

3) Expense >

4) Involce <

53 1 lgar

Invoice Owner Required

Select whether vendor banking information is hidden, required, or optional for

>

Vendar Manager ||-|,ddm

|v

Hidden
Expense Types Required
Approval Routing Cptiona

Comphliance Controls

Vendor Form Configuration

File Export Configuration

)

During Setup, selection of
either Required or Optional
cause the Vendor Banking

Information section to appear.

/

Request New Vendor

(.

Red fields are required for the
Invoice User role per the
selection made during Setup,

The administrator selects an option for each role during configuration and the

above.

é’mms =

ﬁﬂldnrmnkmq Information l

UMITED STATES

Banking Information

Account Information

|(h=:hr:

¥ S, Dollar

OK {b Gancel

Apply

Vendor Banking Information section displays to the user or not as based on the
following choices:

¢ Hidden: The section does not appear, and there is nothing for the user to see

or fill out.

¢ Required: The section appears, and all fields that must logically be filled out

are marked as Required (Red highlight) - the user cannot successfully

complete the new vendor request without putting the necessary data into the

fields.

e Optional: The section appears, but no enforcement of data entry is required
unless the user fills in one or more Required fields — under this condition, all
Required fields must be filled out.

Concur Invoice Release Notes
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WHAT THE USER SEES

If this information should be supplied and either Required or Optional is selected, the
Vendor Banking Information section appears in the Request New Vendor
screen, directly under General Vendor Information. In the figure below, the user
must fill out the fields in order to successfully request a new vendor:

Vendor Name

Request New Vendor

& Actions ~

General Vendor Information

Address 1
State/Province

rrrrr
Cou

Select one

ﬂft_:ndor Banking Information

Account Name:

Cauntn
Country /

Banking Information

Bank Name:

LMrEnCY: UNITED STATES us, Dollar

Account Information

I Checking

Cancel

Apply

OK{E.)

Please

note the following when using this feature:

Users without the Invoice Owner or Vendor Manager roles will never see the
Vendor Banking Information section

The Account Number field is masked on submission of the form, and only
the Vendor Manager may edit this field - the Invoice Owner is prevented from
doing this even if they originated the request

If a setting of Optional is applied to a role, that user must provide both the
Bank Account and Routing Number data - one cannot be provided without
the other or the system will display an error message

In the event a vendor already exists in Invoice (match), the new banking
information is used if no information is already associated with the prior
vendor

Concur Invoice Release Notes
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Configuration

The administrator must configure each role as described above to display the
Vendor Banking Information section, and assign the requirements for data input
(Optional; Required) for each role as well.

Refer to Invoice Setup Guide for Concur Standard and the Invoice Administration
Guide User Guide for Concur Standard for more information.

Concur Invoice Release Notes Page 4

Concur Standard
November 2013

Concur Clients



Supported Configurations

Monthly browser certifications, both current and planned, are available on the
Release Notes page.

B Refer to Documentation Updates in this guide for more information.
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Documentation Updates

The following documentation changes are included in this service release.

Concur Support Portal

Access release notes, webinars, and other technical documentation on the Concur
Support portal.

If you have the proper permissions, the Support menu is available to you in Concur.
Click Support and then - in the Concur Support portal - click Resources.
e Click Release/Tech Info for release notes, technical documents, etc.

e Click Webinars for recorded and live webinars.

Welcome, Terry Brown

]
My Concur Travel Expense Supplier Portal Locate Adminjstration Profile

Welcome CTE/

G Concur Support et

Home Support Resources Community Info Billing

‘Web)

/

Knowledge Base Release/Tech Info Training

Release Notes and Technical D c. CO n C u r S u p p 0 rt P‘ﬂlj':fﬂﬂllle dl C‘

Concur Professional/Premium edition include

+ Client Admin Release Summary: Brie
+ Release Notes: Full description of the Home Support Resources Community Info Billing
+ Technical Documentation: Setup Gui

- Knowledge Base Release/Tech Ififo Training Webinars

For Web Services, access Release Notes, C “

Fact Sheets  whatis afact sheet? Register for Travel Rel Revi
Fact sheels are available for Travel & Expens| = Monthly Release Recordings North America TMC To register for an individual
Listen to the monthly release recordings and view the monthly release  prinars EESrﬁt\Ep?Sg:\’smM
PN PowerPoint PDF's for Expense, Invoice, Request, Mobile, July 20 2013 8:30a
Analysis/Intelligence, and Expense Pay. Direct Customer =uly 99, 2919 oo
2013 y 9 P Y September 3. 2013 §
2012 EMEA TMC Partners PT
TMC Partners (Spanish) October 1, 2013 8:3(

Listen to the monthly release recording and view the release
PowerPoint PDF's for Travel. APAC TMC Partners October 29, 2013 8:

2013 for all customers Pl
2012 for TMC partners
2012 for Direct Customers November 18, 2013 §

PT
January 7, 2014 8:3(

NOTE: If you use a user interface layout other than Blue Sky (set on the travel
configuration page), be aware that you have to click Help in order to access
the Support link.
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Online Help - Admins

Users with an admin role can access release notes, technical documents, and other
resources using online help in Concur.

| | My Concur Request Travel Expense

Manage your cash and card
charges on the go.

Expense Administration - Feature Documentation /

‘Welcome, Chris Collins [ You are administering for: Yourself ]

Central Reconciliation Invoice Purchase Request Reporting Locate Administi

Travel Info

Book travel with Concur, check travel rules set by your company, get travel maps, and mafe

@ Help | Loa Out
Training

Travel Help
Travel Administration Help
Locate & Alert Help

Expense Help

Invoice Help

pense Tools Help

Expense Administration Help
Invoice Administration Help @

Quick Links

Client Admin Release Summary -
What's New

Client Fact Sheets

Concur Training Toolkit
Expense Setup Guides
Name

Account Codes

Allocations

Attendees

Audit Rules

Audit Rules (Validation Rules)

Authorization Requests (legacy

Client Release Notes - All Products

Expense feature) - new clients, refer
AR RRAH R A AR AT A G A o A A A A A A A A A A A A A A A A A A A A A A A A A A A A A A AAAAAA

B AR

Setup Guides (below) These documents are
provided in English only

User Guides (below)
Permission to Duplicate /

Request Help
Request Administration Help

Budget Admin Help

Import / Extract Permission to Copy /
Specifications (below) Proprietary Statement
ment Requests (1)
g:t":" Requested Amount
06/28/2013 GBP 25.00
Revised Format
06/23/2013 §2,401.34
Oct 19 2012 DOC - PDF
AT AT T e e  a AT A A A A
Oct 19 2012 DOC - PDF
June 14 2013 DOC - PDF
Jul 1 2013 DOC - PDF
Sep 23 2011 DOC - PDF
Jun 22 2012 DOC - PDFE
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Legal Notice

Information contained in this document applies to the following products in effect at
the time of this document's publication:

Invoice Management, November 2013

The above product(s) and information contained in this document are subject to
change without notice. Accordingly, Concur Technologies, Inc. disclaims any
warranties, express or implied, with respect to the information contained in this
document, and assumes no liability for damages incurred directly or indirectly from
any error, omission, or discrepancy between the above product(s) and the
information contained in this document.

© 2004 - 2013 Concur Technologies, Inc., Redmond, Washington. All rights
reserved.

Concur® is the trademark of Concur Technologies, Inc. All other company and
product names are the property of their respective owners.

Published by Concur Technologies, Inc.
601 108th Ave NE

Suite 1000

Bellevue, WA 98004
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