
Eyes Wide Open:  
Troubleshooting Reporting
When it comes to data, you can’t control what you can’t see! 

SAP® Concur® has built sophisticated reporting tools that ensure your eyes are wide open when viewing your Travel and Expense and Invoice 
solutions. Our pre-built dashboards give you complete access to your data and the power to extract truly actionable insights from them.

Want to find out how to better manage your business's travel spend? Get in touch.
If you’re an existing SAP Concur customer - read our Tips and Tricks eBook
Or visit the Client Hub.

Here are some common troubleshooting tips to help you get the most from your Concur reporting tools

Action Taken 
Actionable Analytics automatic email 
alerts2 deliver reports embedded within 
the email - not sent as attachments - for 
easy review of where immediate action 
needs to be taken in real time.

Cheat Sheet 
Keep a cheat sheet handy for when generic  
fields such as ‘Custom20’ appear instead of  
your Custom Field labels (e.g. cost centre, 
division and department) and quickly identify 
which Custom Field belongs to which values.

The Configuration Report  
shows the generic field label  
and what you customised it to.

Concept Fields
In the data warehouse look for Concept 
Field Folders to build reports based on cost 
centre, business unit, division or project.1 

Administration > Expense  
Admin or Invoice > Map  
Concept Fields.1 

Partner Integration 
The App Centre Insights Dashboard lets you 
know if App Centre partner integration would 
benefit your business, based on your data (and 
also includes potential ROI if you go with it).

Ask your SAP Concur account  
team to share this report  
with you today!

Bird’s Eye View
Executive Overview Premium 
dashboard2 focuses on the five key 
areas of interest for finance and 
expense managers: operations, spend 
management, commodity management, 
administration and departmental review.

Monthly Reports
In the report studio, use a pre-defined filter 
“Last Month” in the data warehouse (e.g. 
Sent for Payment date) to build your report. 
Schedule a report (click on the calendar 
icon) by day, week, month or more. 

Download our new Tips and Tricks 
eBook and keep these tips handy 
for when you need smarter ways 
of working within SAP Concur.

Approval Monitoring
The Authorised Approver Details report2 
helps you monitor groups and approval 
limits associated with your Authorised 
Approvers and Cost Object Approvers. 
Find it in the Administration folder. 

Lock Down 
Limit data access among your employees 
via a reporting hierarchy (Professional) or BI 
Manager Permission (Standard) to lock down 
what the finance and administration teams 
and the rest of the organisation can see.

Departmental Drill Down
Department Manager persona dashboard2 
provides quick access to data relevant  
to department managers. 

Locate in the Persona  
Dashboards tab.

Burst Out the Report
Report bursting2 allows you to  
build a report to be ‘bursted’ to only  
those recipients with interest in the  
specific contents. This helps with user 
communications, adoption and compliance.

You can use Report Bursting  
to reach end users too (e.g. 
automated reports to employees 
embarking on travel in areas  
that might need a VISA).

Stakeholders  
Want Key Metrics
Active report dashboards2 deliver  
the key T&E metrics and performance 
indicators, whether it’s to Operations, 
Travel or Tax, AP or Finance.

Previewing Reports
The reporting catalogue gives you previews 
and specs on reports - no more guesswork!

Always start from an existing 
report - it’s easier than building 
one from scratch. 

1  Professional only
2  Intelligence required

https://www.concur.co.uk/contact
https://go.concur.com/rs/013-GAX-394/images/2019_06_13_UK_Ebook_TipsTricks.pdf?pid=null&cid=null
https://go.concur.com/Client_Hub_UK

