Step by step
guide:

Adding and editing policies in
Concur TripLink

¥ Concur




We’ve made it easier to
update your travel policy.

Every time travel changes, travel policies change. And if you want your
travelers to be able to follow those policies, you need to make sure

Concur TripLink is always up to date.

In just a few simple steps, we’ll show you how.

Your Travel Policy Admin screen contains a section that applies
to Concur TripLink itineraries — whether they’re brought in through
Triplt Pro or through a Concur TripLink supplier. In it, you'll see the
policy rules from which you can choose.

* Be sure to check these rules against your policy to make sure
they’re in line.

e If you use Concur Travel, make sure you have the same controls
selected for both tools.
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— Company Admin
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Company Admin Home

Company Admin

Approval Queves
Billing Administrator
Company Locations
Menu Admimstralor
Org Uinit Admin

Repart Admin

Tet Customization
Password Administrator
Import Data

Manage Custom Felds
Company Settings
Share Custom Fields
Login URL Manager

New Concur Travel
Experience

Authenticatson Admin

User
Administration

User Administration

Add User
Self-Registration Setup
Self-Repgistration Approval
Send Mobile Instructions
Lser Penmissions
Company Groups

Travel
Administration

Virnual Payment Admin
Manage TripLink Settings
E-Receipt Admin

Travel Admin

SAP Concur [C|  Administration ~

Expense Invobce

Company Administration

Administer Approval Queue

Here is where you reassign items from one manager to
anather, if & manager is unavailable for some reason.
Meetings Admin

Administer Meetings

Group and Shared Resources Administration
Manage groups of people, and shared resources Like group
calendars and group contacts.

Organization Unit Administration
Set up your company’s organizational units/departments.

Travel Meeting Center Admin Third Party
Can manage Travel Meetings

User Administration

Here is where you add, modify and delete users.

Authentication Admin

Configure authentication peolicies and perform bulk password
actions.

MNew Concur Travel Experience
Manage New Concur Travel Experience Preferences

Billing Administrator
View current and past bills,

Company Locations and Maps
Where are your offices? Modily your business locations.

Menu Administrator
Configure Contur menus to display URLS in gur menu
headings.

Permission Administrator

Who can access what? Setup your permissions (user classes)
hare.

Travel Policy Administrator

Administer your company’s travel policy.

Employes Maintenance
Can Only Edit Users

User Assistance Settings
Manage your organization’s user assistance settings
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Scroll down, and click
Travel Rule Builder (left menu).
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Company Admin Home

Company Admin

Approval Queues
Billing Administrator
Company Locations
Menu Administralor
Qg Unit Admin

Report Admin

Text Customization
Password Administrator
Import Data

Manage Custom Fields
Company Setings
Share Custom Fields
Login URL Manager

New Concur Travel
Experience

Authentication Admin

User
Administration

User Administration

Add Usar
Self-Registration Setup
Sell-Registration Approval
Send Mabile Instructions
User Permissions
Company Groups

Travel
Administration

Virtual Payment Admin
Manage TripLink Senings
E-Receipt Admin

Travel Admin

Travel Rule Builder

Travel Reparting

Travel Templatas

Credit Card BIN Restrictions

Company Administration

Administer Approval Queue
Here is whene you reassign items from one manager to
anather, if a manager is unavailable for some reason.

Meetings Admin
Admnister Mestings

Group and Shared Resources Administration
Manage groups of people, and shared resources Like group
calendars and group contacts.

Organization Unit Administration

Set up your company's onganizational unitsidepartments.

Travel Meeting Center Admin Third Party
Can manage Travel Meetings

User Administration
Here is where you add, modify and delete users.

Authentication Admin

Configure authentication policies and perlorm bulk passaord
actions.

New Concur Travel Experience
Manage Mew Concur Travel Expenence Preferences

Billing Administrator
WView current and past balls.

Company Locations and Maps

Where are your offices? Modify your business lacations.
Menu Administrator

Configure Concur menus o display URLS in gur menu
headings.

Permission Administrator

Who can access what? Setup your permissions (user classas)
here,

Travel Policy Administrator
Administer youwr company's travel policy.

Employee Maintenance
Can Only Edit Users

User Ascistance Settings
Manage your ongamzaton's user assistance settings
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comanyaaminvome —— Travel Rule Template View

Under Select Rule Template
Category, select Concur TripLink.

Click OK, then Add.

e —————————————————————————————

Company Admin

Apprﬂml Queues
Billing Administrator
Company Locations
Menu Administrator
Org Unit Admin

Edit Rule Values

Select Rule Template g

Travel ltinerary
Flighe
Flight - Ve hinre Fares

Flight - Class of Servoe

Repart .ﬁ.dl'l‘ll!‘l . Flight - Flex Fare buckets
Tt Cuamn‘uzalhm Ticket Change
Password Administrator Train
Import Data
Manage Custom Felds

: Haolel
Company Settings

Share Custom Fiedds
Login URL Manager

New Concur Travel
Experience

Authenticatson Admin

Wel Air

Concur TripLink
Massagas = FEght Search Criteria

kesEages = Ar Fare 3hop Results
hassages - Ho @arch Critana
Messages - Hotel Search Resulls

User Messages - Car Search Criteria
Administration Messages - Car Search Resuits
User Administration hiasrages - Itinerary
Add User Custam Trip Attributes - tinsrary
Self-Registration Setup
Self-Repgistration Approval

Send Mobile Instructions
User Permissions

Company Groups

Travel
Administration

Virnual Payment Admin
Manage TripLink Settings
E-Receipt Admin

Travel Admin
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Enable your desired rules around
Concur TripLink compliance.

Here, you can view a list of all the
available attributes you can use to create
a policy criteria. You can have one criteria
or multiple—if you have multiple, make
sure you highlight All of the checked
conditions are true, or Any of the
checked conditions are true.

e —————————————————————————————
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Company Admin Home

Company Admin

ﬁ.pf.lrl:l'.-al Queues
Billing Administrator
Company Locations
Menu Administrator
Org Unit Admin

Report Admin

Teot Customization
Password Administrator
Import Data

Manage Customn Fields
Company Settings
Share Custom Fields
Login URL Manager

MNew Concur Travel
Experience

Authentication Admin

User
Administration

Usar Administration

Add User
Self-Registration Setup
Self-Registration Approval
Zend Mobile Instructions
L Panmisasons,
Company Groups

Travel
Administration

Virtual Payment Admin
Manage TripLink Settings
E-Recaipt Admen

Trawel Admin

Administration -

Expense Invodce

Travel Rule Template View

Rude Name Wiokation Code @

1814l of the checked condiliors are tree (_Any of the checked corditions. are rue
[ | Fgres are international

| | Camrer is preferned

(] Carmier is not pretemea

] Air Fare is [condition] [currencyllmoney]

[ Air Pare is [oondition] the & aloutated Price-10-Beat

] Car vt [consiion] [cumencyBmoney] per day

] Car versdor i not preferred

] Car versdor is preferred

1] Hobel rate is foenditon] [curency)fhoteirate)

AR E
T
i
ZRE
I
F
33
ga
dE

O

| Horel chain is nar peeferned

| Horel propemy is pretesmed
HOReL oty b5 mot preferned
1=
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For example, you can create a rule that
says a certain “Carrier or Hotel is not
preferred.”

You can also save steps by selecting the
desired rule classes (any or all) when you
save this created policy rule.

e —————————————————————————————
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Company Admin Home

Company Admin

n.pprnl.-al Quseues
Billing Administrator
Company Locations
Menu Administrator
Org Unit Admin

Report Admin

Text Customization
Password Administrator
Import Data

Manage Customn Fields
Company Settings
Share Custom Fields
Login URL Manager

MNew Concur Travel
Experience

Authentication Admin

User
Administration

Usar Administration

Add User
Self-Registration Setup
Self-Registration Approval
Send Maobile Instructions
L Panmisasons,
Company Groups

Travel
Administration

Virtual Payment Admin
Manage TripLink Settings
E-Receipt Admen

Travel Admin

Expense Invodce

Travel Rule Template View

Pl Name Wiolation Code @

E.S?'N.lu-‘- the checked condilicrs are e ':':.:-".’ly ol the checked cormlitions. ae rue

| | Figres are internabonal
| | Camres is preferned
7] carres is rot prefemed
] Air Fare is [condition] [ourrency]|maney]

] air Pame is [eoredition] the Caloutated Price-10-Beat
_E Can rabe [ounelition] |curencyTmuney] po dey

i:' Car versdor & not preferred

[ can versdon i preferred

| Hotel rate is [condimn] [cunencylfhobelrabe]

| Horel Race ks [condidon] thie price-te-beas

| Houel sy [concition] [NumMights) nighes

(] Harel chain ts pretered

Harel chain is nat peefermed

7] Horel propermy is prefesmed

Horel propermy (s not peeferned

Cl o owe s
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Default
‘You may provide default values where you wish. These default values may be overridden wherever this rule template is used,

Haitel chain is not prefered
Hetel property is not praterred
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Menu Administrator
Org Linit Adimin

¥ Fi Feuli FRFOPA FETOF PR R Jshin
capr A oo —

Aulle Bame Vialmien Code Last Meditied Dae Lagy Modified By

Once you create and save your rule in Text Customization
. . Password Admenistrator
Travel Rule Builder, go to Travel Admin. e b
Manage Customn Fields
Company Settings

Share Custom Fields
Login LURL Manager

e Conciur Travel
Experience
Authentication Admin

User
Administration

User Administration

Add User
Self-Registration Setup
Self-Registration Approval
Send Mobile Instructions
Uiser Permissions
Campany Groups

Travel
Administration

Virtual Payment Adman
Manage TripLink Settings
E-Receipt Admin

Travel Admin

Travel Rule Bullder

Travel Reparting

Travel Templates

Credit Card BIN Restrictions
Unused Tickets

Meeting Center Admin

Manage Corporate
[ LT T TS
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Adding and editing policies in Concur TripLink

In Travel Admin, click the dropdown
and select the Rule Class (e.g. Product
Development, Sales, etc.).

f

Company Regquest
Company Admin Home

Company Admin

Approval Queues
Billing Adminisrator
Company Locations
Menu Admenisirator
Org Unit Admin

Report Admin

Taxt Customization
Password Administrator
Inyport Data

Manage Custom Fields
Company Settings
Share Custom Feelds
Login URL Manager
MNew Concur Travel Experience
Authentication Admin

User Administration

User Administration

Add User
Sell-Registration Setup
Self-Repistration Approval
Send Mobile Instructions
User Penmissions
Company Groups

Travel Administration

Virtual Payment Admin
Manage TrpLink Sethings
E-Receipt Admin

Travel Admin

Travel Rule Buslder

Travel Reporting
Travel Templates

SAP Concur [  Administration =

Travel ~ Expense Invoice

Travel Policy Administration

Travel Poty | Paley Vlation Peasnns | Travlhsion Suppliers | Vndnr FaIl Agmin | Trivel Vesdor

Rule Class (Edit Classes)

PR - CETITY v

Choose who will handle the approvals:
'.i.' Manager Designate Travel Approyer

1 » Managen(s)

Trawel Riverary [Edit)
+ No Rules Enabled

Flight (Edit)
# Bo Rules Enabled

Flight - View More Fares (Edit)
+ Mo Rules Enabled

Flight - Class of Service (Edit)
+ Mo Rules Enabled

Ticket Change (Edit)
« Mo Rules Enabled

Train (Edit)
« Mo Rules Emabled

Gar (Edit)
« Mo Rules Enabled

Hatel (Edit)
= Mo Rules Enabled

Wieh Air [Edit)
= Mo Rules Enabled

T —————————————————————————

oz

AMAS Sustainability CO8 Do Not Edit
Argentina Travel Class

Argentina Travel Class w/Request

Australia Travel Class

Australia Travel Class w/Request

Brazil Travel Class

Brazil Travel Class w/Reguest

Canada Travel Class

Canada Travel Class w/Request

Czech Republic Travel Class

Czech Republic Travel Class wiRequest

Germany Travel Class

Germany Travel Class w/Request

Mexico Travel Class

Mexico Travel Class w/Reguest

UK Travel Class

LK Travel Class w/Request
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Company Admin Home Travel Policy Administration

Cnrnpnrry Admin Travel Paicy | Pobcy Wiolation Reasons | Trawelfission Supplers | Vendor Folld Admin | Travel Vendor Exclusions | Custom Text | Regonal Hotel Rates | Travel Allematves
Approval Queues Rule Class [Edit Classes)
Billing Administrator UK Travel Class w m Track Changes
. . Campany Locations
Then SCI’Oll tO Concur Trllenk Menu Administrator
. . Org Unit Admin Choose who will handle the approvals.

and C|.|Ck (Ed |t) Report Admin (8 Manager  (_) Designate Traved Approver
Text Customization 1 « Managen|s]
Password Administrater
Import Data
Manage Custom Fields Trawel Hinerary (Edit)
Company Saftings + Mo Rules Enabled
Share Custom Fields
Login URL Manager Flight (Edit)

Mew Concur Travel Experience * Mo Rules Enabled

Authentication Admin Fiight - View More Fares (Ed1)

User .Mlminin‘h‘atinn « Mo Rules Enabled
User Administration Flight - Class of Service (Edif}
Add User « Mo Rules Enabled
Self-Registration Setup
Self-Registration Approval Ticket Change (Edit)
Send Mobile Instructions +« Mo Rules Enabled
User Parmissions Tk N

n
gy Gresm + Mo Rules Enabled

Travel Administration
virtual Paymant Admin e
Manage TripLink Settings =P Esan haied
E-Receipt Admin Hotel (Edit]

Travel Admin - No Rules Enabled
Travel Rule Builder

Travel Reporting Web Air [Edif)

Travel Templates = Mo Rules Enabled
Credit Card BIN Restrictions

Unused Tickets Goncur TpLInk (£t

Meeting Center Admin + No Rules Enabied

-h.-flanage CIJI"!IIIJI’..’I1I‘.‘_DI5&'.D\.II‘IL‘- Mes 5. F Search Cri {Exit)
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Company Request Travel w Expense Invoice

Company Adrmin Home Travel Policy Administration

To view the TripLink-specific criteria that Company Admin I varet Poicy | Pty Vialation faasons. | Teweifusion Supelies | Vondoe FesD Aamin | Twwed Venisor Exctusions. | Custom Text | ReonstHote tes. | Traved Atermatns
you had previously set up, enable your Approval Queues Rule Class (Edit Classes)

. . Billing Adminisrator Trawel Class W Save bo Mary ... Track Cha
rule, and assign the action. sl e [ sore | soveomany . ] concet I

Company Locations
Menu Admenisirator
Org Unit Admin Concur TripLink
Report Admin

+ Require Pre-approval & Log f'"“h is ol prederred

Text Customization Require Pre-approvel & Moty et bt Rl s
To Recap: First, we set up the criteria I‘lﬁﬂgf"""'m‘“' Notify Manager sage when matched & - Gonoral z
. . , _ Log For Reports
in Travel Rule Builder, and here, were Manage Custom Fields
. . . . Company Settings
assigning it to the rule class and setting Share Custom Felds

Login URL Manager
MNew Concur Travel Experience
Authentication Admin

User Administration

User Administration

Add User
Self-Registration Setup
Self-Repistration Approval
Send Mobile Instructions
User Penmissions

the action to be applied/enforced.

Company Groups

Travel Administration

Virtual Payment Admin
Manage TrpLink Sethings
E-Receipt Admin

Travel Admin

Travel Rule Buslder
Travel Reporting

Travel Templates
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© 2024 SAP SE or an SAP affiliate company. Allrights reserved. See Legal Notice on www.sap.com/legal-notice
for use terms, disclaimers, disclosures, or restrictions related to this material.

Compliance s
just that easy.

Make sure you check back often to keep Concur TripLink
aligned with your travel strategies — and your travelers on
top of changing policies.


http://www.sap.com/legal-notice
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