Concur Expense: JPT on
NextGen UI

Setup Guide for Standard Edition
Last Revised: August 26, 2022

Applies to these SAP Concur solutions:

Expense
COProfessional/Premium edition
Standard edition

O Travel
[0 Professional/Premium edition
O Standard edition

O Invoice
[0 Professional/Premium edition
O Standard edition

[0 Request
O Professional/Premium edition
[0 Standard edition






Table of Contents

LY =T ot o o 1 o T A 0 0 =T Y= 1
Who Should USe This FEAtUINE ..uviiiieiiiiiiii it vt e s e s e s e s an s e s e s e aaeaneeens 1
<o [ BT =T I o] 1= TR 1

Section 2: Accessing Japan Public Transport......c.cciiciiiimirrsrnss s s s s s snsssnsnnss 1

Section 3: What the EMPIoyee SEES ...ciimiimiimiimmsmmsnmmssmmansmansmanssanssanssasssanssnnssnnsnnnsnnns 2

Section 4: What the Approver SEeS ....ccvirmrriramrarasr s s s s s s s s sssssnssnssnssnsannas 32

Section 5: What the Administrator Sees.......ccccviiiiiirisrisrssrr s s aas 34

Section 6: Configuring Japan Public Transport ......cccviciiimmmisssre s sssssssssesssasssnssnnnas 38
(00T o] s [U T I 1 = PP 38
Managing the Commuter Pass ROULES ..o e e e 39

Searching for Commuter Pass Routes by USer......ccoiviiiiiiiii i i 39
Adding @ Commuter Pass ROULE ......ouiieiiii it et e e 39
EXPOrting ComMMmMUEEE PasSeS .. .uuiiiiiiiiiii i e e e e s s s sa e saan e saneenans 41
Deleting a Commuter Pass ROULE ....iiiiiiiiiiiiii e 43
Configure the IC Card reader fEatUre .. .. oot ae e aeaens 44
7AYo Yo LUl R 7= o' = PP 44
(OfeTg] Hle [UT = uTo] o I = o Tl 1= PP 44

How Expense Works With the IC Card......ccviiiiiiiiiiiiiii i s e e e e e 45
Associate an IC Card t0 an emMPloY e .. it e 45
Section 7: Audit Rules and Japan Public Transport.......ccciciimirimisn s s v s s s snnsas 46
Concur Expense: JPT on NextGen UI Setup Guide for Standard Edition i

Last Revised: August 26, 2022
© 2004 - 2022 SAP Concur All rights reserved.
© 2004 - 2024 SAP Concur All rights reserved.



Revision History

Date Notes / Comments / Changes
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Added new section (section 7) for Audit Rules.
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Added several new sections to Section 3: What the User Sees that detail
the new Favorites feature. New sections address how to add a favorite
route, add a JPT expense from a favorite route, saving and adding another
JPT expense, deleting a favorite route from both the Route Search and
Favorite Routes tabs, adding an expense from a favorite route for the
requested trip date and time, and adding a favorite via station.

Added a new Exporting Commuter Passes section to the Managing the
Commuter Pass Routes section.

November 5, 2021

Minor edits.

September 29, 2021

Minor text edits.

September 23, 2021

Removed reference to manual option for users typing in an entry in the
Creating a JPT on NextGen UI Expense Report Using Route Search section.

September 14, 2021

Added note regarding the future availability of JPT on NextGen Ul in the
China data center in the Overview section.

August 27, 2021

Updated feature name from JPT 2.0 to JPT on NextGen UI.
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Section 1: Overview

Japan Public Transport on NextGen Ul

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 Ul themes are implemented, home
page navigation is consolidated under the SAP Concur Home menu.

This page of Product Settings is visible only when enabled by SAP Concur support.

Section 1: Overview

The typical businessperson in Japan can have multiple train rides per day that they
will track and process for reimbursement. To answer the need to expense this type
of travel, Concur designed and integrated the Japan Public Transport (JPT) 2.0
feature into the Expense product.
This feature allows users to quickly expense JPT in several ways:

e IC Card import using a network IC Card reader

e Route search (look up routes bases on a from/to station)

Who Should Use This Feature?

The Japan Public Transport feature is intended for use by multinational companies
with employees located in Japan or with employees traveling in Japan. The rail
content sourced is specific to the Japan marketplace. The feature cannot be used
with any rail content outside of Japan.

Customers who have employees located in Japan can use this feature as an Add-On.
Please contact to your Account Manager if you want to start using this feature.

Required Roles

There are no required roles to use the Japan Public Transport feature; you need only
have the Can Submit Expense Reports role.

NOTE: The SAP Concur administrator must enable this feature. When enabled, the
Japan Public Transportation expense type is activated by default for the
country of Japan. The Employee Administration Country for that user must be
“Japan” if the multiple countries setting is activated for that Entity.

Section 2: Accessing Japan Public Transport

Users access this feature by selecting the Japan Public Transportation expense type
when creating an expense report.
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Section 3: What the Employee Sees

NOTE: For the country of Japan, the Japan Public Transportation expense type is

activated by default. The Employee Administration Country for that user must
be “Japan” if the multiple countries setting is activated for that Entity.

Section 3:

What the Employee Sees

The employee is granted access to the Japan Public Transport (JPT) feature and
options in the following areas of Concur Expense:

When Creating the Expense Report: The user selects the Japan Public
Transportation expense type to expose options that let them add the routes
they have traveled.

Add Expense E]

0 +

Available Expenses Create New Expense

- 01. Travel Expenses
Hotel
Laundry
~ 02. Transportation
Airfare
Airline Fees
Car Maintenance/Repairs
Car Rental
Fuel

| Japan Public Transportation |

My Profile: The user’s Profile page includes links that let them add or delete
commuter pass routes they transit.

Expense Settings
Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Company Car
Favorite Attendees

| Commuter Pass ﬁoutes'
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Section 3: What the Employee Sees

The JPT feature allows users to expense JPT using route searches to search for and

select their applicable journeys for reimbursement, add a commuter pass to their
profile.

CREATING A JPT EXPENSE REPORT USING ROUTE SEARCH

Users can create an expense report using the policy to which JPT expense type is
activated when the client is configured with the JPT feature.

Create New Report x
* Required field
Report Name * Report Date Business Purpose
Japan Expense Policy| 08/19/2021
4
E
None Selected v

Comment

When the report is created, the report currency is displayed as configured for that
user’s reimbursement currency.

Help +
SAP Concur E Expense App Center

Profile = &
Manage Expenses
[japaﬂ 2021 Conference ¥O|ﬁ
Not Submitted
Report Details ¥ Print ¥ Manage Recsipts ¥
No Expenses
Add expenses to this report to submit for reimbursement
Concur Expense: JPT on NextGen UI Setup Guide for Standard Edition 3
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Section 3: What the Employee Sees

When a user creates a new JPT expense, they will select Japan Public
Transportation.

Add Expense

0 +

Available Expenses Create New Expense

- 01. Travel Expenses
Hotel
Laundry
~ 02. Transportation
Airfare
Airline Fees
Car Maintenance/Repairs
Car Rental
Fuel

I Japan Public Transportation I

(]

Users will provide the required route search criteria:
¢ Trip Date: The date the trip occurred.
¢+ Time: The time the trip occurred.

¢ Trip Type: The type of trip taken - One-way or Round Trip.

¢ Seat Type: The user has three options: Non-reserved, Reserved, or

Green (first class)

Route Search

T Tye Suprass Fars

=] 08:30 pm ] Non-reserved ~

© 2004 - 2024 SAP Concur All rights reserved.
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Section 3: What the Employee Sees

Users can perform a route search by searching for and selecting both a Departure

Station and Arrival Station.

Route Search

Trip Date * Time *

05/08/2021 = 0830 pm ®

Trip Type

One-way

Express Fare

v Non-reserved v

Departure Station *

Anival Station *

+ Add Via Stations

IC Card Fars

As the user types, Concur Expense deploys a search and filter list, allowing users to
select the appropriate departure station and arrival station as it appears in the list.

Route Search

X

Trip Date * Time *
05/08/2021 =) 08:30 pm ®

Departure Station *

shiby v

Shibukawa (Gunma)
Shibuki (Yamaguchi)

Shibun (Hokkaido)

Shibusawa (Kanagawa)

Shibushi (Kagoshima)

Shibushi-Port (Kagoshima/\Wakahama-Chiku-2)
Shibutami (Iwate)

Shibuya (Tokyo)

Trip Type

One-way

Arrival Station *

Express Fare

v Non-reserved ~

If necessary, users may add up to two via stations as part of their route search by
clicking +Add Via Stations. As they type, users can use the search and filter list to
select the appropriate via station(s) as they appear in the list.

Route Search

Trip Date * Time *

05/08/2021 = 08:30 pm ®

Departure Station *

Shibuya (Tokyo) M

Trip Type
One-way
Anival Station *

Ginza (Tokyo)

Express Fare

~ Non-reserved ~

Via 1

Via 2

- Remove Via Stations

IC Card Fars

By default, the IC Card Fare checkbox is selected. Selecting IC Card Fare indicates
whether the user ("traveler") paid for their ticket using their travel card or if the
ticket was purchased from the ticket counter. The prices may differ based on the

payment method used.

NOTE: Most of the time, users will select the IC Card Fare option. Therefore, IC
Card Fare is selected by default.
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Section 3: What the Employee Sees

When the user clicks Search, Concur Expense returns a maximum of five route
results. These routes ("journeys") will be classified as Fast, Easy, Cheap, or
Commuter Pass OR none of the designations.

NOTE: These designations are specified if a partner has provided that data to SAP
Concur. Depending on the journey, the route can have multiple designations
(for example, Fast and Cheap). A journey with a designation of Easy has the
fewest number of stops.

These designations can also help approvers when they review a JPT expense
by allowing them to see if the route complies with their organization's travel
policy.

Route Search x

. Trip Type Express Fare
05108/2021 B 08:30 pm @ One-way - Non-reserved ~
Departure Staton *

Shibuya (Tokyo) - Ginza (Tokyo) v

ROUTE RESULTS: Displayin

Shibuya (Tokyo) - Ginza (Tokyo)

Trip Date: 0510812021 Time: 08:30 PM

=2 =2 @=2 2=

2030 Shibuya > 2047 Ginza ¥70 m v
ohw 17 min/72km Transtero
[ chea J [ Cormuter Pass ]
2030 Shibuya N 2048 Ginza ¥170 m v
O hr 18 min / 6.6 km Transfer:1
[ Cormumuer Pass ]
23 Shibuya - 2053 Ginza 70 m v
oh 21 min/ 56 km Transter1
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Section 3: What the Employee Sees

Users can sort the route results using the Sort By list, which offers three sorting
options: Cheap, Easy, and Fast. A route can have multiple designations or none at
all. Therefore, if sorting by Cheap, the route results displayed may have other
designations.

ROUTE RESULTS Displaying 5 results.
Sort B
Shibuya (Tokyo) —> Ginza (Tokyo) e
Chea ~
Trip Date: 08/08/2021 Time: 03:30 PM P
Cheap
Easy
[F2x:] [ Eas: ] [chean 3
Fast

20:30 Shibuya - 20:47 Ginza ¥170 Select Route v

0 hr 17 min / 7.2 km Transfer:0

20:30 Shibuya —> 20048 Ginza 170 v

0 hr 18 min / 6.6 km Transfer:1

[ Cheao N Commuter Pas: ]

20:32 Shibuya - 20:53 Ginza 7o e

0 hr 21 min / 6.6 km Transfer:1

Users click expand icon to expand the route details and see if additional
transportation is required to get to the designated arrival station in the selected
route. Icons, such as a bus or a walking person, indicate whether the user needs to
take a bus or walk to a stop in the selected route.

Route Search x
= 12:00 am ® One-way - Non-reserved ~
Arrival Station *
- Ginza (Tokya) -
IC Card Fare
ROUTE RESULTS: Displaying 1 results.
Shibuya (Tokya) = Ginza (Tokyo) Sottly
Cheap -
[ ] a
0002 Shibuya -> o017 Ginza ¥199
) £ -
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Section 3: What the Employee Sees

Once a user selects a route by clicking Select Route button, they will be able to save
their JPT expense report by completing the required fields.

SAP Concur Expense  App Genter

Manage Expenses

05/21/2021

Details

Sxpense Type

Transaction Date

05/21/2021

Businass Purpose

@ Allocate Q, Route Search

Japan Public Transportation

Japan Public Transportation ¥0 @

. Route Details

Country

* Raquired field

| JAPAN (JP)

Enter Wendor Name

FPayment Type *

‘ Cash

Amount

0

Has VAT *

Comment

Currency

Japan, Yen

Recsipt Status *

Mo Receipt

Total Route Distance
(xm)

11

Additional Charges

0

Feneel

Departure Station *

Tokyo

Route Details:

Trip: One Way Trip

Trip Attributa: Fast | Easy
Chesp

Ticket: IC Card

Pass: Commuter Pass

Deduction

Arrival Station *

Ginza

Source

Route Search

Cance Save Expense

Hide Receipt [

]

Upload Receipt Image
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Section 3: What the Employee Sees

NOTE: The Expense Type field will always be Japan Public Transportation; you

cannot change it to another expense type. When you create an expense
report and select Japan Public Transportation as the expense type, it is
then hardcoded into the expense details.

For example, unlike other expense reports, you cannot change the Expense
Type to another expense type such as Hotel or Dinner, when providing the
details of the Japan Public Transportation expense.

Japan Public Transportation ¥170 @
Details
& Allocate Q, Route Search % Route Details
* Baouirad fald

Expenss Type

Japan Public Transportation
Transaction Date Country

05/08/2021 JAPAN (JP) ~
Business Furpose Enter Wendor Name
Payment Type ®

Cash ~

Additional information about JPT expense details page:

Users cannot edit the Transaction Date field, as the date is extracted from
the route search.

The Country field always defaults to JAPAN (JP) given the travel will always
occur in Japan.

The Currency field will always default to the reimbursement currency
configuration that is mapped to that user (in this case, you, the traveler).

The source of the expense will either be Route Search or IC Card Fare
(through e-receipt).

Additional charges, such as those assisted with first-class fare, display in the
Additional Charges fields, if applicable.

The Route Details area display the type of trip (One Way Trip or Round
Trip) and the type of ticket used (Paper or IC Card Fare).

REGISTERING A COMMUTER PASS

Users can register a commuter pass. Once a commuter pass is registered, it can be
used for JPT expense.

Concur Expense: JPT on NextGen UI Setup Guide for Standard Edition 9
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Section 3: What the Employee Sees

From the Profile Settings page, users can add a commuter pass if it is configured.

Help~

SAP Concur Expense App Center o
Profile ~ -

Profile Personal Information Change Password System Settings Concur Mobile Registration

potiniopgation Profile Options
Personal Information

Company Information Select one of the following to customize your user profile.

Contact Information Personal Information System Settings
Email Addresses Personal Information Which time zone are you in? Do you prefer to use a 12 or 24-hour
clock? When does your workday start/end?
Expense Settings Expense Delegates
se Settings
. Delegates are employees who are allowed to perform work on Expense Preferences
Expenge Information behalf of other employees. Selact the options that define when you receive email notifications
Expense Delegates Prompts are pages that appear when you select a certain action,
Company Car - -
Expense Preferences such as Submit or Print.
Company Car
Expense Approvers Change Password
Company Car Concur Mobile Registration Change your password.

Favorite Attendees Set up access to Concur on your mobile device

Commuter Pass Routes

ttings

Othe
System Settings
Connected Apps
Concur Connect
Change Password
Concur Mobile Registration

NOTE: Users will only be able to store one commuter pass at a time.

Only one commuter pass is allowed in a date period; a user cannot use
multiple commuter passes for the same period. For example, if they use one
route on Monday, Wednesday, and Friday, but use another route on Tuesday
and Thursday, they cannot use separate passes for the two unique routes.

Help~
SAP Concur Expense  App Center o
Profile ~ “
Profile Personal Infarmation Change Password System Settings Concur Mobile Registration
Commuter Pass
[m} Reference From Station To Stafion Start Date End Date Date Added
[ O E=aE=ms b eRERUp#E ) R LFEHE Y Down =R Shibuya Tokyo 04/28/2021 1213179000 04i28/2021 ]

ADDING A FAVORITE ROUTE

Users can configure a route they regularly use (for example, from home to work) and
add it to their favorites. When they create a future JPT expense, they can then select
the route from the Favorite Routes tab.

NOTE: Currently, there is no limit to the number of routes you can add to the
Favorite Routes tab.
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Section 3: What the Employee Sees

From the Route Search window, a user can create a route and mark it as a favorite
from the Route Search tab.

Route Search

Route Search Favorite Routes

Trip Date * Time * Trip Type Seat Type

\ 12/07/2021 ‘ | \ 07:30 pm ‘ o \ | one-way v \ | Non-reserved

Departure Station * Arrival Station *

‘Tokyo (Tokyo) ‘ ~ ‘ ‘ Osaka (Osaka)

+ Add Via Stations

m IC Card Fare

ROUTE RESULTS: Displaying 5 results.

Tokyo (Tokyo) Osaka (Osaka)

Trip Date: 12071202 @ommy o P Chear )

Tokyo -> JPY 13,870

2.hr 44 min / 556.4 km Transfer: 1

Once the user clicks the star icon, the route is favorited (the star changes from clear
to blue) and added to the Favorite Routes tab.

Route Search

Route Search Favorite Routes

Trip Date * Time * Trip Type Seat Type
| 12/07/2021 ‘ ‘ | 07:30 pm | © ‘ ‘ One-way v ‘ ‘ Non-reserved v |
Departure Station * Arrival Station *
|T0kyo (Tokyo) | v ‘ ‘Osaka (Osaka) ‘ v |
+ Add Via Stations
ROUTE RESULTS: Displaying 5 results
Sort By
Tokyo (Tokyo) - Osaka (Osaka)
Cheap ~

Trip Date: 12/07/2021

* 19:30 Tokyo - 2214 Osaka JPY 13,870 m
Transfer 1 ki

2hr44 min/556.4 km
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Section 3: What the Employee Sees

Favorite Routes

Route Search Favorite Routes

Trip Date * Time *

12/07/2021 ‘ | 0s00pm

* Tokyo

.

12

© 2004 - 2024 SAP Concur All rights reserved.
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Section 3: What the Employee Sees

NOTE: Users can click the Show Details toggle button to display the favorite route’s

details.

* Tokyo

- Osaka

Users can then click the Hide Details toggle button to hide the favorite

route’s details.

Route Search Favorite Routes
Trip Date Time ¥
12/07:2021 =] 09:00 pm
» Tokyo
* Tokyo
O Tokyo
=] JR Shinkansen Nozomi 257
@) Shin-Osaka
g JR Kyoto-Line for Nishi-Akashi
(O] Osaka
* Tokyo

O
- Chiba
= Osaka
= Osaka

[Fice Detail: |
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Section 3: What the Employee Sees

ADDING A JPT EXPENSE FROM A FAVORITE ROUTE

Users can create a JPT expense and select a favorite route (noted by the star icon).

Favorite Routes X
Route Search Favarite Routes
Trip Date * Time *
12/08/2021 | | [o300pm ‘ o|
* E :
* Tokyo > Osaka v
> Tokyo = Osaka v

In the expense report, the departure station and arrival station will pre-populate with
the data provided from the favorite route selected.

Japan Public Transportation JPY 13,870 @

12/08/2021

Details

Q, Route Search £ Route Details
* Required field
Expense Type

Japan Public Transportation

Transaction Date Business Purpose Vendor Description City
12/08/2021 | | | (e~ ‘
Payment Type *
Cash v ‘
Amount Currency Exchange Rate * Reverse Amountin INR
13,870 Japan, Yen ‘ 1JPY = | 0.66416351 ‘ INR ‘ 9211.95
Comment

*

Total Route Distance (km)

Departure Station

Amival Station *

Source

556.4 Tokyo Osaka Route Search
Additional Charges Route Details
Trip: One Way Trip
JPY 4,960 Ticket: IC Card
14 Concur Expense: JPT on NextGen UI Setup Guide for Standard Edition
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Section 3: What the Employee Sees

Users can then save the expense or save the current JPT expense and add another
JPT expense.

SAVING AND ADDING ANOTHER JPT EXPENSE

Users can save a JPT expense and then add another JPT expense (to the same
expense report) by clicking the Save and Add Another button.

Japan Public Transportation JPY 13,870 i Cancel
2/08/2021
Details
Q Route Search % Route Details

* Required field
Expense Type

Japan Public Transportation

Transaction Date Business Purpose Vender Description City

12/08/2021 & v

Payment Type *

Cash v
Amount Currency Exchange Rate * Reverse  Amount in INR

13,870 Japan, Yen 1JPY = | 0.66416351 INR 9,211.95
Comment

4

Total Route Distance (km) Departure Station * Aival Station * Source

556.4 Tokyo Osaka Route Search
Additional Charges Route Details:

Trip: One Way Trip
JPY 4,950 Ticket. IC Card

Save and Add Another  [RER

Concur Expense: JPT on NextGen UI Setup Guide for Standard Edition 15
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Section 3: What the Employee Sees

The JPT expense is saved, and the New Expense window will open.

Help~
SAP Concur E Expense App Center °
Profile »
-
Manage Expenses  Process Reporis
New Expense Cancel
Details

* Required field
Expense Type *

Search for an expense type ‘ v |

Cancel

SAP SAP Concur

Service Status Last signed in: 12/08/2021 09:37 am

Cookie Preferences © Copyright 2021 - SAP Cancur - Al Rights Reserved

Users can select any expense, but in this case, they select Japan Public
Transportation.
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Users can select a route using a route search OR select a favorite route on the

Favorite Routes tab.

Section 3: What the Employee Sees

Favorite Routes

Route Search Favorite Routes

Trip Date * T
12/08/2021 ‘ m| [oz00pm ‘ o

. wo o .
- - :

The JPT expense report reflects the newest JPT expense added using the Favorites

Route tab.

Manage Expenses

12/08/2021

Details

Q_ Route Search

Expense Type

Japan Public Transportation

Process Reports

Japan Public Transportation JPY 25,990

& Route Details

Ganeel

* Required field

1121.7

Additional Charges
JPY 4,960

Tokyo

Chiba

Route Details:
Trip: One Way Trip
Ticket: IC Card

Save and Add Another Cancel

Transaction Date Business Purpose Vendor Description City

12/08/2021 \ || @~ ‘
Payment Type *

Cash v ‘
Amount Currency Exchange Rate * Amount in INR

25,990 Japan, Yen ‘ 1JPY = | 0.66416351 17,261.61
Comment

4

Total Route Distance (km) Depariure Station * Arival Station * Source

Route Search

Concur Expense: JPT on NextGen UI Setup Guide for Standard Edition
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Section 3: What the Employee Sees

Users can choose (again) whether to save the JPT expense or clicking Save and Add
Another to save another expense to the expense report.

Manage Expensas Process Reports.

Ja Public Transportation JPY 25,990 @ Ganca

2

Details

Q Route Search 2. Route Details

* Required field
Expense Type

Japan Public Transportation

Transaction Date Business Purpose Vendor Description City

12/08/2021 \ | | | (@ v‘

Payment Type *

| cash v ‘
Amount Currency Exchange Rate * Reverse  Amountin INR

25,890 Japan, Yen ‘ 1JPY = | 066416351 | INR ‘ 17,261.61
Comment

4

Total Route Distance (km) Departure Station * Arrival Station * Source

1217 Tokyo Chiba Route Search
Additional Charges Route Details:

Trip: One Way Trip
JPY 4,950 Tickst: IC Card
18 Concur Expense: JPT on NextGen UI Setup Guide for Standard Edition
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Section 3: What the Employee Sees

DELETING A FAVORITE ROUTE FROM THE ROUTE SEARCH

Users can delete a favorite route from the Route Search tab by clicking the star
icon to remove it as a favorite.

NOTE: The favorite route will also be deleted from the Favorite Routes tab.

Deleting a favorite route does NOT affect any previous JPT expenses
submitted using a favorite route.

Route Search x
Route Search Favorite Routes
Trip Date * Time * Trip Type Seat Type
12/07/2021 =] 08:30 pm @ One-way ~ Non-reserved ~
Departure Station * Aurival Station *
Tokyo (Tokyo) v Chiba (Chiba) v

+ Add Via Stations

m (¢ Gara Fare

ROUTE RESULTS: Displaying 5 results

Sort By

Tokyo (Tokyo) - Chiba (Chiba)
) Cheap v
Trip Date: 12/07/2021
[ Chear |
20:38 Tokyo rd 21:36 Chiba JPY 591 m v
0hr 58 min/ 39.3 km Transfer. 2 ~]
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Section 3: What the Employee Sees

DELETING A FAVORITE ROUTE FROM THE FAVORITE ROUTES TAB

Users can delete a favorite route from the Favorite Routes tab by clicking the star
icon to remove it as a favorite.

NOTE: Deleting a favorite route does NOT affect any previous JPT expenses
submitted using a favorite route.

Delete confirmation

6 Do you want to delete the favorite route?

The route is removed, and the Favorite Routes list tab is updated.

Favorite Routes x
Route Search Favorite Routes

Trip Date * Time *

" 12/07/2021 | | ‘ 08:30 pm ‘ ® ‘

* > .
* E .
* Tokyo - Osaka ~
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Section 3: What the Employee Sees

DELETING A FAVORITE ROUTE FROM THE FAVORITE ROUTES TAB

Users can delete a favorite route from the Favorite Routes tab by clicking the star

icon to remove it as a favorite.

Favorite Routes

Route Search Favorite Routes

Trip Date * Time *

(1210712021 ‘ | [o830pm ‘ o
- - v
- o v

Delete confirmation

e Do you want to delete the favorite route?

o
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Section 3: What the Employee Sees

The Favorite Routes tab updates with the favorite route removed.

Favorite Routes x
Route Search Favorite Routes
Trip Date * Time *
12/07/2021 =) 08:30 pm ®
Y Tokyo - Osaka v
* Tokyo - Osaka v

ADDING AN EXPENSE FROM A FAVORITE ROUTE FOR THE REQUESTED TRIP DATE
AND TIME

Users can create a JPT expense using the same route, but the route’s date and time
changes based on the date and time traveled. Users can save time by providing
route stations and route search conditions (such as seat type), and then select the
target route. They want to reuse these route search conditions and route (same
departure and arrival stations and lines) to create a new JPT expense.

When providing the date and time, the user may not know the precise time of the
departure or arrival, for example. However, when adding a JPT expense from a
favorite route for the requested trip date and time, Concur Expense will
automatically update the expense report using your favorite route’s adjusted date
and time.

22
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Section 3: What the Employee Sees

On the Favorite Routes tab, users can configure the trip date and time. In this
example, the user selects the date.

Favorite Routes x

Route Search Favorite Routes

ﬁl}a‘e * Time * \

(120772021 ‘ =] [oz00pm ‘ o

{  December 2021 >

1 2 3 4 -

19 20 21 22 23 24 25
> = -
26 27 28 29 30 3

Once the user selects the date, they then provide an approximate time for when they
think took the favorite route.

Favorite Routes x
A)ute Search | Favorite Routes \
Trip Date * Time *
(1210672021 ‘ | [oe00pm ‘ ®|
Hours  Minutes  AM/PM
) (o)
* Tokyo Osaka Select Route v

==
. —
==

* Tokyo - Osaka Select Route v
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Section 3: What the Employee Sees

The user selects the route from the Favorite Routes tab, with the trip date and
time (they provided) applied.

Favorite Routes

Route Search Favorite Routes

Trip Date * Time *

12/06/2021 | | [02 00 am| ‘ @

* Tokye - Osaka Select Route -

* . .
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Section 3: What the Employee Sees

On the expense report page, the user can view the route details that have been pre-
populated from the route search then click Route Details at the top of the report to
view the selected route’s details.

Japan Public Transportation JPY 13,870 @ Cancel
12/06/2021
Details
Q Route Search

* Required field
Expense Type

Japan Public Transportation

Transaction Date Business Purpose Vendor Description City

12/06/2021 \ | e~ ‘

Payment Type *

Cash v |
Amount Currency Exchange Rate * Reverse Amount in INR

13,870 Japan, Yen | 1JPY = | 0.66770309 ‘ INR ‘ 9,261.04
Comment

4

Total Route Distance (km) Departure Station * Arrival Station * Source

560.7 Tokyo Osaka Route Search
Additional Charges Route Details:

Trip: One Way Trip
JPY 4,960 Ticket IC Card
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Section 3: What the Employee Sees

If the trip’s departure date and time are different than the favorite route’s date and
time specified by the user, Concur Expense will automatically adjust the time in the
Route Details window. In the previous example, the user had entered a 2:00 a.m.
departure date, but Concur Expense updated the departure time to the correct time
(of 4:55) from the actual route data.

Route Details E]

- 08:27 Osaka JPY 13,870

3 hr 32 min/ 560.7 km Transfer. 3

Tokyo 0455 JPY 8,910

37 min / Stops: 12/27.0
m

JR-Keihin-Tohoku-Negishi-Line for Ofuna

[ L)
0535

Higashi-Kanagawa

JR Yokohama-Line for Hachioji 9 min / Stops: 2/ 6.1 km

. & 05:44 Non-Reserved: JPY
Shin-Yokoh
in-Yoronama © 06:00 4960

2 hr 12 min / Stops: 4 /
523.8 km

JR Shinkansen Hikari 533

7
2
|
1
2
|
0
|
)

Shin-Osaka LA R
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Section 3: What the Employee Sees

NOTE: If the favorite route is associated with a commuter pass, you will see

Commuter Pass Deduction for the Pass information.

Y

Japan Public Transportation ¥14,038 i@

11/30/2021
Details

Q, Route Search .| Boute Details
Expense Typdy

Japan Public Transportation

Trangaction Date Business Purpose

11/30/2021

Payment Typa *

Cash b
Amount Currency
14,038 Japan, Yen
Commeant

Total Route Distance (km) Departure Station *

569.4 Tokyo
Additional Charges Foute Detals:
Trip: One Way Trip
¥4,960 Ticket: IC Card

Pass: Commuter Pass Deduction

Vendor Description

Arival Station *

Osaka

=]

* Required fiekd

City

Source

Route Search

ADDING A FAVORITE VIA STATION ROUTE

Users can add a favorite via station route using the same method for adding a

favorite route by clicking the star icon.

Route Search

Route Search | Favorite Routes

Trip Date * Time * Trip Type
12/07/2021 =2 09:00 pm IS} One-way

Departure Station * Avrival Station *
Tokyo (Tokyo) v Chiba (Chiba)

Via 1 Via 2
Osaka (Osaka) v

~ Remove Via Stations

ROUTE RESULTS:

Tokyo (Tokyo) - [osaka (0saka) > Chiba (Chiba)

Trip Date: 12/07/2021

o O

2139 Tokyo

- 10:04 Chiba

Seat Type

v Non-reserved

Sort By

Cheap

JPY 25,990
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Section 3: What the Employee Sees

Once added, the favorite via station route will be added to the Favorite Routes tab.
You can expand the route by clicking the Show Details button to display the route’s

details, which contains the favorite via station.

Route Search Favorite Routes

Trip Date * Time *
120072021 = 09:00 pm
* Tokyo -
O Tokyo
# Walk
O Tokyo-Ekimae/Highway-Bus-Shuttle-Bus
u’ Highway-Bus = > I U — LS for JR-Mara-Ekimae
O Kyoto-Ekimae
% Walk
O Kyoto
Q JR Kyoto-Line Rapid for Aboshi
0
=] JR Kyoto-Line for Kyato
O Shin-Osaka
=] JR Shinkansen Nozomi 206
O Tokyo

Chiba

ADDING A COMMUTER PASS

From Profile Settings > Commuter Pass Routes, users can add a commuter pass
to their profile that can be applied to a favorite route for a JPT expense.
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Section 3: What the Employee Sees

NOTE: If the commuter pass is not valid, you will see this warning:

Error

Multiple commuter passes for same date cannot be added.
Kindly contact your administrator to delimit the validity of existing
commuter pass.

REGISTERING A COMMUTER PASS ROUTE USING ROUTE SEARCH

Users will be able to register a route (for example, from home to work) that they can
use regularly when creating a JPT expense. In addition, if the user has a commuter
pass registered to their profile, the route will be tied to that route.

The user pays upfront for the commuter pass at the station and will be reimbursed

outside of SAP Concur. The expense process is typically facilitated through their HR
system via reimbursement in their paycheck. For SAP Concur, this ensures the user
is not double-reimbursed in SAP Concur.

On the Commuter Pass Routes page of Profile Settings, users may add a
commuter pass route. If a user needs to change the end date of their commuter
pass, they must contact Concur Admin to configure the end date of the commuter

pass.
Administration» | Help»
SAP Concur E Expense Reporting v App Center
Profie ~ @
-
Profile Personal Infermation Change Password System Settings Caoncur Mobile Registration
vaur Infarmario . .
BT 5 Profile Options
Personal Information
Company Information Select one of the following to customize your user profile.
Contact Information Personal Information System Settings
Email Addresses Personal Information Which time zone are you in? Do you prefer to use a 12 or 24-hour
clock? When does your workday start/end?
Expense Settings Expense Delegates
) Delegates are employees who are allowed to perform work on Expense Preferences
Expense Information behalf of other employees Select the options that define when you receive email notifications
Expense Delegates Prompts are pages that appear when you select a certain action

Company Car
Company Car

Expense Preferences such as Submit or Print.
Expense Approvers
Company Car Concur Mobile Registration

Favorite Attendees Set up access to Concur on your mobile device
[Commuter Pass Routes

Other Settings

Change Password
Change your password.

System Settings
Connected Apps

Concur Connect

Change Password

Concur Mobile Registration
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Section 3: What the Employee Sees

Users will search for and add the route.
stations.

If necessary, they can also add four via

Enary Data *

20227043

Dapartore Stidon *

LUk

Aereral Shafion ©

Once the route is selected, it is added to the

Expense App Center

SAP Concur

Profle  Personalinformation  Change Password  System Settings

Commuter Pass

Concur Mobile Registration

user's Commuter Pass page.

S

Profile ~

[ Reference From Station To Station Start Date End Date Date Added
[ 0 BEFRAFoSE@UpfitE ) RUFSAE " Down = Shibuya Tokyo 04/28/2021 12/31/9000 04/28/2021 ]

Once a commuter pass route is added, the route search results will feature a
Commuter Pass designation when the route meets the commuter pass route's
criteria, including the precise transfer stops if applicable.

Route Search
Trip Date * Time * Trip Type Express Fars
| 05/09/2021 ‘!_\ ‘ ‘ 03:00 pm | @ ‘ |One-\'.‘ay ~ ‘ ‘ Non-reserved ~ ‘
Departurs Station * Arrval Station *
|Tukyu(Tukyu_) | ~ ‘ |Ginza(Tukyu_) | v ‘
+ Add Via Stations
ROUTE RESULTS! Displaying 5 resuit
By
Tokyo (Tokyo) - Ginza (Tokyo)
_ Cheap ~
Trp Date: 05/09/2021 Time: 02:00 PM
[Fast) [ Cheap ] ———
1501 Tokyo > 1503 Ginza ¥ v
0 hr2min/ 1.1 km Transfer 0
> o
15:05 Tokyo > 15:07 Ginza ¥ v
0hr2min/ 1.1 km Transfer 0

30
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If a user selects a route not associated with their commuter pass, the Commuter
Pass designation will not appear.

Section 3: What the Employee Sees

Route Search

3 Kyoto (Kyoto)
e 0300 P

[ onea ]

Hokkaido-Iryo- Daigaku

19 hr 57 min /1,707 4 km

[ cea ]

Hokkaido-lryo-Daigaku

22 b 12 min [ 1,707 4 ki

[ chea: |

Hokkaido-Iryo- Daigaku

7 be 27 min /1707 4k

Hokkaido-lryo-Daigaku

9 he 38 min/ 1.707.4

Hokkaido-iryo-Daigaku

20 b 4 i 1.707.4 ks

1632

Kyato

Kyalo

Kyoto

¥36,530

Transfer 4
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Section 4: What the Approver Sees

If the user selects a route that partially or entirely matches their registered
commuter pass route, there will be a fare deduction. If the entire route matches
their registered commuter pass, the total fare will be zero.

Japan Public Transportation ¥0

Details

& Allocate Q, Route Search ¥ Route Details
* Requirad fiald
Expanss Typs

Japan Public Transportation

Transaction Date Country
05/0972021 JAPAN (JP) w
Business Purpose Enter Wendor Name

Payment Type

Cash ~
Arnount Currency
0 Japan, Yen

Receipt Status *

Mo Receipt w

Section 4: What the Approver Sees
PROCESSING A JAPAN PUBLIC TRANSPORTATION ROUTE SEARCH EXPENSE
On the home page in the Required Approvals section of My Tasks, approvers can

view and select a report which has JPT expense to review and approve. Approvers
can view and select a report on the “Process Reports” screen.
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Section 4: What the Approver Sees

SAP Concur Expense Approvals App Center

SAP Concur - + 01 00 00

Starta Upload Required Available Open

Hello, Anna Report Receipts Approvals Expenses Reports

MY TASKS

m Required Approvals > m Available Expenses > m Open Reports >
You currently have no available expenses You currently have no open reports.
760 — Expense

When the expense is selected, approvers can view the journey's route details; this
gives them the opportunity to verify if the route complies with the organization's
travel policy.

Help~

SAP Concur Expense | Approvals  App Center o °
rofile
e

Approvals Home  Reports

Send Back to Employee Approve & Forward

Summary Details ~ Receipts Print ~
Expenses View & | Expense || Transperiation Roules
| Date ~ Expense Type Amount | Requested |
05/01/2021 J Public Tr rtati ¥530 ¥530 i
I apan Public Transporiation ~ l Route Deta\lS \

05012021 Japan Public Transportation ¥230 \ ¥230

D D
10:46 Tokyo-Kokusai-Cruise-Terminal 4 12:10 Tokyo-Disney-

1 hr24 min /18.0 km

O Tokyo-Kokusai-Cruise-Terminal D 1046
|
£ walk 2min
Cl) Tokyo-Kokusai-Cruise-Terminal-Ekimae/Toei-Bus %1100?9
o L?Ku;iacazgo 1 (PATHFAET - B LA | - E31BGREE) Tor Monzen- T VST ETED
K/L e -~ o 1123 =
TOTAL AMOUNT TOTALREQUESTED
¥760 ¥7
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Section 5: What the Administrator Sees

ADDING A COMMUTER PASS

Approvers can also add a commuter pass but are restricted. If an approver or admin
needs to change the end date of their commuter pass, they must contact Concur
Admin to configure the end date of the commuter pass.

Help =
SAP Concur [¢] Expense  Approvals App Center

Profile * a
Profile Personal Information Change Password System Settings Concur Mobile Registration
Commuter Pass
O Reference From Station To Station Start Date End Date Date Added
0O FE=ERA o/ AR - =) Down EE Tokyo Ginza 05/08/2021 12/31/0080 05/08/2021

Section 5: What the Administrator Sees

Admin can process JPT expenses as expected and can configure a commuter pass
added by a user and manage commuter passes on behalf of users.

PROCESSING A JAPAN PUBLIC TRANSPORTATION ROUTE SEARCH EXPENSE

From Expense > Process Reports page, Admin searches for the corresponding
expense tied to a JPT expense.

Administrationv | Helpw

SAP Concur @ Expense Approvals App Center

Profile a
Manage Expenses Process Reports

Group: Global

S EEEE

Find every report where

Report Name ~ Begins With ~ AND

= =
o Report Name. Submit Date Employee Name | Approval Status Report Total | Receipt Status | Payment Status
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Section 5: What the Administrator Sees

EXAMPLE OF REPORTS READY FOR PROCESSING SEARCH RESULTS

Administraion» | Help=

SAP Concur Expense Approvals App Center

Profile &

Manage Expenses  Pracess Reports

Reports Ready for Processing

Group: Global
ey s
Find every report where
Report Name v Begins With v AND
: :
(] Report Name Submit Date Employee Name | Approval Status Report Total | Receipt Status | Payment Status
] B T 202110523 Japan, User 1 Approved &ln A ¥3.927 Recsived /Nol . Hol Paid
0e® o @ S 2021105723 Japan,User1  Approved & In A ¥930 Received /Nol... Hol Paid
(m] B et 2021/0521 Japan, User 1 Approved & In A ¥2732 Received / Not Het Paid

By default, once the expense report is selected, the route details of that JPT expense

Administration~ | Help~
SAP Concur E Expense Approvals App Center .
Profile ~
-
Manage Expenses  Process Reports
Summary Details ¥ Receipts * Print/ Email *
Expenses View * € | Expense || Transportation Routes | Receipt Image
[ |oater Expense Type Reviewed Amount Requested
20210523 Japan Public Transportat N ¥199 ¥199 H
Route Details
O 2021/05/23 Fuel N ¥3728 ¥3728
@  Crere co Frendly
10:00 Shinjuku - 10:20 Ginza
0 hr20min/ 6.0 km
O Shinjuku @ 1000
x' Walk 2 min
10:02
O Shinjuku = "
o 1004
=] Tokyo-Metro-Marunouchi-Line for Ikebukuro 16 min / Stops: |
\@ Ginza 10 y
TOTAL AMOUNT TOTAL REQUESTED
¥3,927 ¥3,927 m
Mext Report =>
Exp o i

Admin then approves the expense report if no further actions are required (for
example, Requires Review, Send Back to Employee, or Send to Approver).

MANAGING THE COMMUTER PASS

Concur Admin can configure the settings of a user's commuter pass. For example, a
user cannot configure the expiry date of their commuter pass, so they must contact
their Concur Admin to change the end date for them. When Concur Admin adds an
end date, the user can then add another commuter pass. Admin can export
commuter pass information to Microsoft Excel. Prior to configuring the commuter
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Section 5: What the Administrator Sees

pass, Concur Admin must update the Concur Admin settings to disable the Simple
Setup Wizard for Expense option.

SAP Concur Expense  Reportingw  App Center

Expense Settings Company «

Concur Admin

General

Seftup Wizard Controls the Accounting Extract File Formats:

Enable setl-education:

Enable Service Assistant: (B

‘WalkMe Tour Type: MNone [ ~
Expense

Enable eReceipts for Japan: [
Enable the Custern Approval Routing workflow eption: [
Enable Cash Advance:

Enable Gustom Audit Rules: O
Enable Japan Public Transportation:
Enable Mileage Reimbursement by Policy Group:

Enable Travel Allowance for USA

[ Simple Setup Wizard for Expense: O I

Enable Milsage Service:

Enable Digitalisation: [
Amex Business Card integration
Default Payment Type to be used ~

Enable Amax Business Card imtegration:

Enable Financial Integration: O

From the Commuter Pass Administrator page (Administration > Expense >
Expense Settings > Capturing Spend > Commuter Passes), Concur Admin will
be able to search and add commuter passes on behalf of the users.

Commuter Pass Administrator
lrmd commutes passes whene Login D - Egaats ~ | J
=T [ sentoon |
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Section 5: What the Administrator Sees

Commuter Pass Route

Login ID * Start Date *
04/13/2022
Departure Station * Arrival Station *
~ v
Via 1 Via 2
~ v
Via 3 Via 4

Concur Admin can also configure commuter pass settings that a user cannot
configure. Using the Find commuter passes where fields, Concur Admin can
search for and select a user whose commuter pass they want to modify.

Commuter Pass Administrator
Find commuter passes where
[ ]
Employee d Reference From Station To Station Start Date End Date Date Added
L1 e 06/102021 EE| 06/1012021
¥E ) RIWFEME Y Down: B e L oei22r2021 123105899 E oenezo21

For example, a user cannot change the end date of their commuter pass. When a
Concur Admin receives the user's request, Concur Admin can then add an end date,
allowing the user to add another commuter pass.

Concur Admin can also delete commuter passes and export commuter pass
information to Microsoft Excel.
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Section 6: Configuring Japan Public Transport

Section 6: Configuring Japan Public Transport

In Product Settings, the Manage Expense Types page displays the expense type,
Japan Public Transportation.

Administration» | Help~
SAP Concur E Expense Approvals App Center .
Profile ~ -

Expense Settings > Expense - Expense Types

Expense - Expense Types
Review the lists of Active and Inactive expense types. Inactive expense types will not be shown to users. If you
cannot find the expense type you need, click New.

oExpeHseT-,‘pas 3) Account Codes  (§8) Expense Forms (@) Atiendee Forms

I SR - Y oo | e

Expense Type

Flag Expenses Over Don't Allow Expenses Over

© Active Expense Types

Airfare

Aitline Fees

Bus

Business Meals (Attendees)
Car Rental

Company Car Mileage
Entertainment - Client

Fuel

Gifts - Clients

GSTHST

Hotel

Hotel Tax

Incidentals
[re i)
Marketing/Promotional Costs
Miscellaneous

Office Supplies/Software
Parking

Taxi

Train

Configure JPT

The Japan Public Transportation expense type is activated by default for the
country of Japan.

P To configure the JPT feature for users in Japan:

1. (Optional) In Product Settings, configure policy groups for the country of
Japan.

2. (Optional) By default, for all policy groups in Japan, on the Manage Expense
Types page, the Japan Public Transportation expense type is active.
Deactivate any groups that should not use this expense type on their expense
reports.

3. On the Manage Account Codes page, enter an account code for the Japan
Public Transportation expense type and click Save.
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Section 6: Configuring Japan Public Transport

4. (Optional) Configure commuter pass routes for existing employees using the
User Information page of Product Settings.

Managing the Commuter Pass Routes

The admin uses the Commuter Pass Admin page to:

e Add or remove commuter pass routes for an employee: By employee,
add a route, or select and then delete the route.

¢ Manage the ending date of the employee’s commuter pass: The end
date can be edited in the grid and does not appear to the employee.

Searching for Commuter Pass Routes by User
All Commuter pass routes in the Expense system can be accessed from the
Commuter Pass Admin page. The Search criteria let the administrator search by
login ID. Go to Commuter Pass Administrator page (Administration > Expense
Settings > Capturing Spend > Commuter Passes).

A search is performed by selecting from the available criteria and entering the
employee’s identification.

Concur Admin can also configure commuter pass settings that a user cannot
configure. Using the Find commuter passes where fields, Concur Admin can
search for and select a user whose commuter pass they want to modify or export.

SAP Concur Expense Approvals Reporting App Center

Expense Settings Company = Expense User Experience Settings

Commuter Pass Administrator

Find commuter passes where: Login ID v Equals ~

Concur Admin can also export commuter pass information to Microsoft Excel by
pushing Send to Excel button after the commuter pass routes are displayed.

Adding a Commuter Pass Route
Concur Admin will be able to search and add commuter passes on behalf of the user.
> To enter a route for an employee:

1. On the Commuter Pass Administrator page, click Add.
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Section 6: Configuring Japan Public Transport

2. On the Commuter Pass Route page, provide the Login ID for the user you
are creating the route for and complete the required fields.

Commuter Pass Route

Login ID * Start Date *
04/13/2022
Departure Station * Arrival Station *

Via 1 Via 2

Via 3 Via 4

¢+ Login ID: Provide the Login ID of the user.

+ Start Date: Select the date that is the starting date of the commuter pass
validated period

+ Departure Station: Enter the route by first specifying the starting station
the user will travel.

+ Arrival Station: Enter the route by first specifying the ending station the
user will travel.

+ (Optional) Via 1-4: You may optionally specify the station(s) through
which the travel should route. You can add up to four Via stations.

3. Click Search to return a list of routes validated by the Ekispert service.

NOTE: If no route is returned, the service cannot find a route that
matches the stations - try a different station.

4. In the listed routes, click Select Route and then click Add Commuter Pass.

The route is added to the user’s list of commuter pass routes.
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Section 6: Configuring Japan Public Transport

5. (Optional): The administrator can now elect to define an end date for the
commuter pass routes directly in the grid by clicking in End Date.

Commuter Pass Administrator
Find commuter passes where
]
O Employee Id Reference From Station To Station Start Date Date Added
] ) RIWSEINE Y Down s L BE 06/10/2021 06/16/2021 E| 061012021
O HLE ) RIWFEAEY Down Fx w=E == 06/22/2021 @«aeae EE | 06/16/2021 \
1< ol R
n Su Mo Tu We Th Fr Sa
1 2 3 4
5 6 7 & 9 10 1
12 13 14 15 16 17 18

Exporting Commuter Passes

Concur Admin can export all commuter pass information Administration >
Expense Settings > Capturing Spend > Commuter Passes. This allows the
admin to see commuter passes registered in Concur Expense.
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SAPConcur [C] | Ewense  Appowals  Reporing  App Center

Sxpense Ssttings Cempany ~ Expense Uses Experience Settings

e Settings

A Alers: 1 v

Deployment Toolkit i [ﬁ
Resources for rolling SAF Concur out to your company s M-

5
's :
L y

User Accounts Edt | Translations Edit

Access To Concur

bels and text you added to Concur.

Manage Single Sign-On Edit

nanage Single Sign-On for your SAP Concur products.

@ Capturing Spend

Commuter Passes Edit A\ Payment Types Fix
for the Japan Publ nspo xpenses s inn "

Manage commutes

aym

Custom Fields [ o

On the Commuter Pass Administrator page, Concur admin clicks the Export All
button to export the commuter pass information to an Excel spreadsheet. All existing
commuter passes of JPT on NextGen UI information will be exported and there will
be no value sets on Find Commuter passes field.

SAP Concur @ Expense Approvals Reporting v App Center

Expense Settings Company Expense User Experience Settings

Commuter Pass Administrator

Find commuter passes where Login ID v Equals v

=m
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Section 6: Configuring Japan Public Transport

An Excel spreadsheet is downloaded to their default downloads location and then
opens to show commuter pass information, such as the Employee ID, from and to
station names, and so forth, for all users with a commuter pass.

EXAMPLE

A B C D) E F 3 H ] J K L [ N ) B Q
1 [EmployeelD Delete? From Station Name To Station Name  Start Date EndDate  Reference
2
3
a
s
6
7

s

10
1
12
13
14
15
16
17
18
19
2
21
2
23
2
2
2
27
2
29
30
31
32

Deleting a Commuter Pass Route
P To delete a commuter pass route:

1. On the Commuter Pass Admin page, search for the Login ID of the user.

Commuter Pass Administrator

Find commuter passes where: Modify Search

2. In the list of returned routes, select the check box for one or more routes to
remove.

3. Click Delete.

Commuter Pass Administrator
Find commuter passes where
= Employee Id Reference From Station To Station Start Date End Date Date Added
[ A ) RIWSEESE Y Downiss TR HEE 06/10/2021 06/16/2021 E 06/10/2021 ]
O SE£% ) RIWFERAE Y -Down SR EE £ 06/22/2021 12/31/8999 EZ| 06/16/2021
&

4. Click Yes in the Delete message box to complete the deletion of the route.
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Section 6: Configuring Japan Public Transport

Delete X

e Do you want to delete selected commuter pass routes?

The route is removed from the user’s list of commuter pass routes.

Configure the IC Card reader feature

The easiest, quickest, and most error-free way to add routes to an expense report is
to import them into Concur Expense from an employee IC Card. The network IC Card
reader device enables users to import their IC Card data into Expense via the
Internet. One device per office location is typical.

To use this feature, contact your Concur Expense implementation coach. This feature

requires a small implementation project and the purchase and installation of IC Card
readers from a specific manufacturer.

About IC Cards

An IC Card is a preloaded commuter card used to enter and exit the rail station
gates, thereby capturing the time, date, and route information within the intelligent
chip of the IC Card. There are roughly 16 different IC Cards in Japan, SUICA and
PASMO being the most popular since they are primarily used by JR (Japan Rail

Company) and within Tokyo by close to 40 million people. Each IC Card stores the
last 20 transactions.

Configuration Process

The general steps for using this feature include the following:

1. Contact your Concur Client Executive to confirm that you have the following
prerequisites: 1) Concur JPT Service; 2) Concur Web Services; and 3) at least
one proxy server with a static IP address.

2. For Japanese clients, your Concur Client Executive will organize an
implementation project. For global clients, your Concur Client Executive will
contact an implementation partner from Fujisoft for the project. You must
purchase at least one network IC Card reader device. You may choose to
purchase a device for each of your office locations.

3. Once the IC Card reader device is installed, your Implementation manager
will complete set up for your company.
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Section 6: Configuring Japan Public Transport

4. The first time a user taps their IC Card on the network IC Card reader device
located in their office, they will be prompted to enter their employee ID (not
every time, just the first time). After entering their employee ID, their last 19
routes at maximum will be imported into Concur Expense.).

How Expense Works With the IC Card

A device should be installed in each Company location. An employee swipes the IC
Card on the device. Routes stored on the IC Card are pulled into the Receipt Store
and displayed in Available Expenses along with any other Smart Expenses.

Associate an IC Card to an employee

After the set up for the company is complete, users need to associate their IC Card
to their SAP Concur account. The first-time users tap their IC Card on the network IC
Card device, the screen below displays. Enter user’s employee ID.

[A— kD ABETY . HEHESEALLTEA,
abe a b c d f #3B

123

The IC Card and the user’s SAP Concur product account are associated.

LIFotakc &zl 4 4

[TE#HS]
[+TE4]

dal.lvcd m?
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Section 7: Audit Rules and Japan Public Transport

Audit Rules is a parity feature and can be used to flag the use of Japan Public
Transport (JPT). For example, the administrator can generate exceptions based on
the source used to enter the Transport route by the JPT traveler. This is used by
companies whose specific policy rules restrict how an employee expenses a JPT
transaction (which may require a receipt). By raising an exception, these criteria
may be enforced at the company policy level.

For the itemized JPT expense audit rules to work both on JPT 1.0 and on JPT on
NexGen UI, customer admins should modify audit rules before migrating. In the
NextGen UI, only the event Entry Save is supported.

Audit Rules

Custom = Random

OAuditRuIe 2) Conditions (3

Name:

JPT AR1

Event:

l Entry Save v

Editable By:
l Global v

Applies To:
l Global v

Active:

Yes v
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Audit Rules

Custom = Random

1 Audit Rule o(mnd(ions 3

=y

Data Object/Operator Field/Value Operation
O ~

Entry v Source/Type Classification

Equal

Value ~  Route Search

v

OAnd @Or
O v

Entry v Source/Type Classification

Equal

Value ~ IC Card

k

The admin can choose from JPT-specific fields display when the feature is enabled on
the entity and the Entry object is selected. The choices are as follows:

Field Name Available Selections for the Field
Source/Type Identifies the type of input based on the source of the route
Classification data used by the JPT traveler:
e CARD = (IC Card) Route data entered using IC Card
¢ RSRC = (Route Search) Route data entered by search
0
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