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Getting Started

Preparation Checklist
Here is a checklist of steps that need to be completed prior to data being available in PivotPrime.

v’ Create the Concur Accounting Extract
The Extract process is the last step in the Concur workflow — after Expense Reports and Invoice
Payment Requests have completed the Approval process.

Concur creates accounting extracts in one of the following ways:
o Using the Concur Payment Manager;
or
o Using the Accounting Extract Job as a pre-scheduled job.

If you do not see data from expense reports and payment requests as you expected, it may be
because Concur Expense or Concur Invoice hasn’t extracted the expense report or payment
request.

v" Turn Off Browser Pop Up Blocker
PivotPrime cannot display the results of the data query if the Pop Up Block is enabled.

v Find Missing Expense Reports or Payment Requests
If billable expenses are missing in PivotPrime, first confirm that Concur extracted the expense
reports or payment requests.

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Creating Your First Report
This section steps through creating a simple report to familiarize you with the process. You may skip
this step and read about specific PivotPrime features in other sections of this document.

Step 1 - Sign In & Choose Role
e Go to this page: https://pivotapplications.com/

e Turn off your browser’s pop up blocker
e Enter the login name and password you created during the PivotPrime Activation call
e Choose the role: Company Report Administrator

Pivot Payables creates solutions mat enhance the value of Saas, payables automation solutions such as Concur Expense and
Concur Invoice by integrating these Saas solutions to the variety of business and financial enterprise applications organizations
use throughout their business.

A critical aspect of these integrations is the suitability of a particular enterprise application for integrating using web services.

Sign In
Login Name

Forget your login or password?

(_signln )

A SignlinAs

You have 3 roles, which one do you want to sign in as ?

) Pivot Payables Platform - Platform User

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Step 2 - Select the Statement of Billable Expenses Report Type

e Select Statement of Billable Expenses
e Click Next

Note - A blue highlight bar indicates you have selected the report type.

Home  Report

Report I .
Report Management for Statement of Billable Expenses

B Report Review

#¥ Report Data Source
) Select Report Type Search Create

Report Type Name

Expense Report Images

Statement of Billable Expenses

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Step 3 — Enter Beginning and Ending Dates for the Billing Period
e Choose Include: Reports Paid Between
e Enter a Beginning Date*
e Enter and Ending Date*
e C(Click Query

*Note - The date format requires dashes. You may use the calendar tool to visually indicate the dates and the
date is entered in the field automatically.

This query pulls all billable items that were stamped with a Concur ‘Paid Date’ within the date range entered.
It’s important to note that ‘Paid Date’ is not the date the item was actually paid or reimbursed. It is a Concur
term that denotes the date Concur extracted the expense report or payment request. Once extracted, the
expense and invoice data is locked and cannot be modified in Concur. The data may be modified in
PivotPrime.

Home  Report

& Report :
Report Management for Statement of Billable Expenses

& Report Review

1 z 3
&% Report Data Source u u
Select it Ty Search Create
o R Wi

Accounts with Billable Expences

Inclide: Beginning Date® Ending Date*
Expeniie Reports Faid Betwesn » | [5o1z01e | (uw 7 Query Reset
4 May 2016 B
Account Mame  Account  Activity Hame  Activity Phase Hame o e = wpense Count
an Mon Tue ¢ hida  Fri t

1 Z 3 4 3 L] 7
8 % W0 1 o2 13 M
15 1% 17 18 1% 20 N
2 1 M B W T B

» ol 1+ z 3 4
7

5 & 7 B L
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Step 4 - Select the Billing Statements

e Select individual statements or click Select All
e (Click Next

Note — Turn off your browser Pop Up blocker otherwise Query Results will fail to display.

Home  Report

Report I .
Report Management for Statement of Billable Expenses

Report Review

1 2 3
¥ Report Data Source u u
° Select Report Type Search Create
Accounts with Billable Expenses
Include: Beginning Date® Ending Date*
Expense Reports Paid Between v | 03012016 & (03312006 | Search Query [ Reset )
Account Name Account ID Activity Name Activity ID  Phase Name Phase ID Task Hame  Task ID Expense Count
X Jvashon Professional VSH98023A Engagement - Project Scoping W5SH98023 7
X] [ Jefferson Transit 6588PDVMO100 Engagement - Analyzing projects 1794PSTA 1
[ | Jefferson Transit 6588PDVMO100 Engagement - Researching concef 6800KBGI 1
X | Tower Engineers 0644MNXC2261 Engagement - Researching concef DLYR7347HUi 1

Showing 1 to 4 of 4 entries

(_ Select All )

Rows per page:[ 15 ¥ |

=3

PivotPayables-PivotPrime-User-Guide__1017_07032020



/:\ PivotPrime
p IVO t User Guide
PAYABLES

Step 5 — Create Reports
e C(Click the Create Reports button

This Sample Report process uses the Default Report Type that includes a Summary section followed by
a list of billable expenses and if available, an image that acts as the backup documentation for the
expense.

You can customize the reports for an individual Account by clicking the Edit option in the Report
Setting column. Report customization features are described in the Reports section of this document.

Home  Report

E Report I .
Report Management for Statement of Billable Expenses

& Report Review

1 2 3
£¥ Report Data Source u u u
Select Report Type Search Create

You have selected 3 accounts

You can create reports with & Default Report Setting ,or customize setting
for same of your accounts selected in the grid below.

Account Selected Report Setting

Jefferson Transit Default Q

Vashon Default Q

Tower Engineers Default Q
Create Reports

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Step 6 — Download the Sample Report

e C(Click the Download link for the report you’d like to view.

Note — Turn off your browser Pop Up blocker otherwise Create Reports will fail to display.

| Report Download

Reports Generated: 4

Account Billed Activity Charged Paid Between _

Jefferson Transit Engagement - Researching concepts for Jefferson Transit 2016-03-01 To 2016-03-31 Download
Jefferson Transit Engagement - Analyzing projects for Jefferson Transit 2015-03-01 To 2016-03-31 Download
Tower Engineers Engagement - Researching concepts for Tower Engineers 2016-03-01 To 2016-03-31 Download
Vashaon Engagement - Project Scoping 2016-03-01 To 2016-03-31 Download

Step 7 — Sample Report Contents

e Following is an example of the type of report you have created.
e This sample report includes billable items submitted using both Concur Expense and Concur Invoice.

Sample Billing Statement — Page 1

Apex Consulting

Statement of Reimbursable Expenses

Expense Reports Paid Between: 03/01/2016 through 05/09/2016 Total Amount Billed: $1,161.30

Charged to Activity: Engagement - Project Scoping Billed to Account: Vashon Professional
Activity Identifier: VSH98023

Employee Name # Date Type Original Amount Converted Amount Billed Amount
Dave Smith
1 03/14/2016 Meals - Per Diem 14.61 CAD $11.06 $11.06
2 03/14/2016 Personal Car Mileage 17.25 USD $17.25 $17.25
3 03/14/2016 Meals - Per Diem 39.20 CAD $29.67 $29.67
Wally White
4 03/01/2016 Airfare 300.00 USD $300.00 $ 150.00
5 03/02/2016  Office Equipment/Hardware 800.00 USD $ 800.00 $ 800.00
6 03/14/2016 Breakfast 10.73 CAD $8.12 $8.12
7 03/14/2016 Dinner 44.96 CAD $34.03 $34.03
8 03/14/2016 Hotel 146.87 CAD $111.17 $111.17
Pivi

Total $1,161.30 1 0
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Sample Billing Statement
Page 2 — Expense/Item Detail
Page 3 — Receipt Image

e Expense Details and Image pages follow in the same order as listed on the Summary pages.
e An Expense Detail page provides additional information for the item.
e Animage of the expense receipt or invoice follows for that same item if available.

Expense Dwtail - Expense Mumiber 1
Descriptian Dietail

SAINT GERMAIN

Purchased By.  Dawve Smith BAKERY
Purchased Paid With:  Cash 1 $3.10
Merchant Paid: Szt Germain Bakery 1 CHOCO CVR DONUT $1.35
’ 1 APPLE TURNOVER $2.00
Purchase Location: Mot Available 1 JESUIT $2.70
. 1 BEARCLAW $1.80
pate: 034018 1 GLAZED DONUT $1.00
Original Amount: 1461 CAD 1 05 PASTRY $1.680
TAXBLE AMT $13.65
Converled Amount: 511.06 4.712% TAX $0.66
. " TL $14.61
Type:  Meaks - Par Diem CASH $20.00
Receipt Image:  Yes c6 $5.39

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Sample Billing Statement
Page 4 — Expense/Item Detail
Page 5 — Receipt Image

e The Expense Detail and receipt or invoice image pages continue for all items in the report.

Note — Here is an example of using the Google Maps feature in Concur Expense.
The spender takes a screen grab of the route and attaches is as the ‘receipt image’ for the mileage.

Purchase Location: Mot Available
Date:  OX122018
Criginal Amount: 1725 USD
Converted Ameunt: §17.25
Type:  Personal Car Mileage
Receipt Image: Yes

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Sample Billing Statement

Page 10 — Expense/Item Detail
Page 11 - Invoice Image

e This sample report includes a billable item purchased with Concur Invoice.
e Expense Detail page includes Details from Concur Invoice.

e Invoice/Image page includes an image of the invoice if available.

Expense Detail - Expense Number 5

Description
Purchased By:
Purchased Pald With:
Morchant Pasd:
Purchase Location:
Oate:

Original Amount:
Converted Amount:
Type:

Receipt Imago:

Apex Consulting

Statement of Reimbursable Expenses
Expense Reports Paid Between: 03/01/2016 through  05/09/2016
Charged to Actrvity:  Engagement - Project Scoping.

Activity Identifier: ‘VSHA8023

Total Amount Billed:

Billed to Account;

5116130
Vashan Prefessional

Emplayee Nome. b Dae Type Original Amount  Converted Amaunt  Billed Amount
Dave Smith
1 03192016 Meals - Per Diem 1461CAD $11.06 $1106
2 03142006 Pensanal Car Mileage arasuso $17.28 s12s
3 03142016 Meals - Per Diem 39.20¢AD $20.67 s2067
Wally White
4 03012006 Aifare 300.00USD $300.00 $150.00
I 5 03/02/2006  Office Equipment/Hardware 200,00 UsD $800.00 $800.00
6 03/18/2016  Breakfast 10730 se1z sa1
7 03/14/2016  Dinner 4436 CAD $30.03 $3003
& 03/14/2016  Hotel 14687 CAD $1Lz S22
Total $1,16130

Waly Whte
Companry Pasd
Baywde

Not

0022016

00

$ 80000
Office EqupmertHardware

Avatable

00 UsSO

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Concur Expense and Concur Invoice Support

PivotPrime can include billable items generated using both Concur Expense and Concur Invoice. The process on the
PivotPrime side is identical in both cases. All Concur Expense data is pulled from the Concur database along with an
image of each receipt; all Concur Invoice data is pulled from the Concur database along with an image of each invoice.

Note - Currently, the user interface refers to ‘receipt’ in several places. Here the word “receipt” means the backup
documentation for the expense. There can be one or more receipt images per expense. The image may be a receipt the
merchant provided at time of sale, the invoice, statement, sales order, or other document the vendor sent to the
company requesting payment, or some other type of document that provides evidence to substantiate the expense.

e Statements may contain a combination of billable expenses from both Concur Invoice
and Concur Expense.

e In Concur Invoice users
o assign expenses to billable entities such as Clients, Projects
o may be split expenses across multiple billing entities by creating a Line Item for each billable entity and
assigning each Line Item to its associated billing entity

e All PivotPrime features apply to both Invoice and Expense data including search, statement formatting,
and report data source levels unless otherwise noted.

Apex Consulting

Statement of Reimbursable Expenses

Expense Reports Paid Detaeers 08/13/2016 througn  08/33/2016 Total Amouns Billet § 10089.20
Chargod to Acthty Projoct - Systom implementatica Bilod 0 Accsur: Geasalt

Acthity Identifier: GEas01

gl it Comvotid it il At

stail - Expense Number 1 w0050 semase  Sasoem

Seate, Vin
Date: 0802016
sl Amourt: 440000 USO
dAmount:  §4400.00
Type:  Ravema Fubli: Rolsions.
bptimage:  Yos amosuso e Sa0am

vay 19, 2016 Some as recipient

Invoice 81990
i
3

amaouso Seex $a30

PivotPrime - Includes billable

206 543 0987

PivotPrime - Includes billable transactions from Concur Expense
transactions from Concur Invoice

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Split Expenses Across Multiple Entities
Sometimes expenses need to be split among multiple “billing entities” such as clients, or projects.
In Concur this can be done as either an Allocation or an Itemization. PivotPrime supports both.

Note — Your PivotPrime configuration is setup to work with EITHER Itemizations or Allocations. Contact your
administrator or Pivot Payables to find out how PivotPrime is configured for your organization.

Allocation vs Itemization — What’s the Difference?

Technically, there is no difference between the two. Both allow you to associate and split an expense item to
multiple entities such as clients and projects. It’s a configuration choice each organization makes, and
PivotPrime supports either method.

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Allocations
Create an allocation for each entity you want to bill.

PivotPrime
User Guide

1. Click Allocate on the expense you want to split.
2. Select the Entity you want to associate to this allocation.
3. Enterin the Percentage field the percent of the expense amount you want to bill this entity.
4. Save and repeat steps 1-3 for each billable entity.
5. Note —when Allocation is used, Concur Expense displays an icon next to the expense.
Expenses views « [ epense | meceptimage | Avallable Receipts
) \ Date v Expense Type \ Amount \ Requested \ )
] 09/01/2016  Airfare $300.00 5300.00 EEIER IR Bz (RIENES FIlES

Alaska Alrines, Seattle, Washing Aifare ‘v] |ue./uwzms ‘] [ onsite system Deployment |

Vendor city Payment Type

[A\aska Airlines ‘ v ] [SEame. Washington ‘

| Company Paid

Amount Ticket Number

Client

[ 20000 |[uso [~] [ossorsesorsaotase |

Engagement
]

[ Personal Expense (do not
reimburse)

L Is Billable?

Gomment.

TOTAL AMOUNT

$300.00

TOTAL REQUESTED

$300.00

r 1
- I D e

Expense List Allocations

Allocate Selected Expenses Clear Selections Allocate By: ~ Il Add New Allocation Delete Selected Allocations

Total:$300.00 Allocated $300.00 (100%)

Remaining: $0.00 (0%)

Add to Favorites

e %Engagmm |15 Biliable? | Billable Time T.. | Quantity
[ 50 (2023CASD) Cascade Corp | (8379CASD83... ¥
[¥] Datev Expense T... | Group Amount | "
T CEGEE AR s30000 & (50 (0276QSXC2975) Voit, Inc. | (VLT002) Proj.. €1
« »
Save ancel
Expenses Viewr & | Expense H Receipt Image |

# ‘ Date ‘ Expense Type ‘ Amnunt| Requested|
7 Airfare sSUOUO 530000 Expel'lsﬁ Type Transaction Date
= Alaska Airlines, Seattle, Washing Airfare [~ losizots
5 Allocations O x
Percentage \ Client Engagement \ Is Billable? | Billable Time T... | Quantity of Ti... | Code
50 (2023CASD) C...  (B379CASDB39... ] 2023CASD-837..
50 (0276QSXC297.. (VLT002) Proje ] 0276QSXC297

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Itemizations

Create an itemization for each entity you want to bill.
1. Click Itemize on the expense you want to split.

Select the Expense Type for the itemization.

Select the Entity you want to associate to this itemization.

Enter in the Amount field the portion of the expense amount you want to bill this entity.
Save and repeat steps 1-4 for each billable entity.

vk wn

Expenses ED R vew: <« | expense ” Receipt Image ‘ Available Receipts
] | Date + Expense Type ‘ Amoum‘ R.qu-st-d‘ B )
= TTEmE. e ) xpense Type Transaction Date Business Purpose
Alaska Airlines, Seattle, Washing Airfare ‘ ~] | 09/01/2016 ‘l‘\\ [ onsite system Deplayment ]
Vendor ity Payment Type
| Aiaska Ariines ‘ v | [seattie, washington ‘ ICﬂmpHr\y Paid ‘v |
Amount Ticket Number Client
Iann 00 ||uso ‘v‘ | 08901983019301298 | n |v|
Elngagemenl B ‘Cummem ‘
() Personal Expense (do not
reimburse) fy
TOTAL AMOUNT TOTAL REQUESTED
$300.00 $300.00 [ Itemize J Allocate ] [ Attach Receipt ] [ Cancel J
Expenses View & | New Itemization |
]| | Date v Expense Type Amount Requested | : !
I_I 09/01/2016 Airfare $300.00 $300.00
Alaska Airlines, Seattle, Washing
: : 3 Expense Type
| ; o Choose an expense type v
- Adding New ltenmization I—I_]
i 4 New Expense || 4 Quick Expenses | Import Expenses Details « Receipts = Print / Email »
Expenses View & ‘ New Itemization Avallable Recelpts
[ |oater | Expense ype bEanIrd Requested | | Total Amount: $300 00 | itemized: $0.00 | Remaining: $300.00
O 09/01/2016 Airfare $300.00 $300.00
AlaskalikinesiSeatlin)Vashing Expense Type Transaction Date Business Purpose
- 6 o
Aetsing N Homisatian Alrfare ‘ | Iaa/wzm 6 “ | onsite system Deployment ]

Vendor City Payment Type

Aska Arines <] |seatte, wasnmgton Company Paia <

1
Ticket Number Glient
| 08901983019301298 | (ZDZHCAED) Gascade Corp ‘vl

|
" ¥ Is Bilable?

E (8379GASDA39T) Project - P | v | ‘ ‘

TOTAL AMOUNT TOTAL REQUESTED 5 -E‘ [ cancel |
$300.00 $300.00 -

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Reports

This section describes PivotPrime report types and specific report settings. PivotPrime is initially configured
with Default Report Settings which can be modified.

Report Settings — Global Level
These settings are changed centrally and apply to all PivotPrime reports.

Note —Since these settings apply to all reports, we suggest you apply this and then create all reports that
require that specific format.

Report Keys

PivotPrime uses a Report Key to query the database to create Billing Statements. The Report Key is a
combination of fields that determines which expenses to include in the Billing Statement.

Report Key Default — Account and Activity
By default, reports format for each Account and Activity combination. This is a one-to-one Account and
Activity combination.

Example:
1. Expenses billed to this one Account (such as a Client or Customer).

2. Expenses for only one Activity (such as a Project or Engagement).

Statement of Reimbursable Expenses

Expense Reports Paid Between: 08/02/2016 through 12/14/2016 Total Amount Billed: $955.01
Charged to Activity: Project - Phase 3 Deployment Billed to Account Cascade Corp
Activity Identifier: B379CASDE397
Employee Name # Date Type Original Amount  Converted Amount  Billed Amount
Hunter Kraft
1 11/03/2016 Personal Car Mileage 3.45UsD $3.45 5345
2 11/03/2016 Taxi 28.50CAD $21.29 $21.29
3 11/03/2016 Hotel 190.00 CAD $141.92 $141.92
4 12/01/2016 Dinner 3130 CAD 52338 52338
Jesse Parker
5 11/01/2016 Dinner 30.35 USD $30.35 $30.35
6 11f01/2016 ARirfare 189.40 USD $189.40 $94.70
7 11/02/2m6 Breakfast 14.04USD $14.00 §14.04
8 11/02/2016 Lunch 14.61USD $14.61 $14.61

PivotFayawres-rivotrmme-user-gurue—xur7—UTUSZUZU
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Report Key — Account and Multiple Activities
Reports may alternately format for each Account and all the related Activities. This is a one-to-many Account
and Activity combination.

Example:

1. Expenses billed to this one Account (such as a Client or Customer).

2. Expenses for all these Activities (such as a Project or Engagement).

Statement of Reimbursable Expenses

Expense Reports Paid Between:

2

Activity

Project: Data Center Security Audit

1

Project: Data Center System Upgrade

12§01/2016

]

TT/01/2016

11/01/2016

11/02/2016

11/01/2016 through 12/14/2016 Total Amount Billed: $343.74

1 Billed to Account: Cascade Corp
Type Original Amount  Converted Amount  Billed Amount
Personal Car Mileage 3.45USD $3.45 $3.45
Taxi 28.50 CAD $21.29 $21.29
Hotel 190.00 CAD $141.92 $141.92
Dinner 31.30 CAD 52338 §23.38
Dinner 30.35 USD 53035 $30.35
Airfare 189.40 USD $189.40 594.70
Breakfast 14.04 USD $14.04 $14.04
Lunch 14.61 USD $14.61 $14.61

11/02/2016

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Setting the Report Key
Select the key for the Billing Statement using the Report Key field on the PivotPrime Settings tab located on

the Report Data Source menu.
1. Loginto PivotPrime, select the Company Report Administrator role.

Select the Report Data Source menu.
Select the tab, 2. PivotPrime Settings.
Set the Report Key to Account

Set the Section Heading to Activity

uvk W

} L—
Sign In As l

You have I roles, which one do you want to sign inas ?

Pivot Payabies Platform - Platform User

l ® Your Organization . Conpany Report Administrator l I

L]

E Report

Report Data Access Management

Report Review
1. Data Access Authorization 2. PivotPrime Settings 3
ﬁ" Report Data Sourcez I

4 Report Key Account - [

5 Section Heading Activity v/

Notice

PivotPayables-PivotPrime-User-Guide__1017_07032020

20



N
pivot

PAYABLES

Report Statement Sections
The Billing Statement itemizes billable expenses into sections.
Sections are organized based on the Section Heading setting.

Section Heading Default — Employee

For this setting, there is a section for each employee with a
billable expense associated with the query criteria set for the
Billing Statement.

Steps to change the default setting follow in the section titled
Setting the Section Heading.

Section Heading — Activity

This option is available only when the Report Key is Account
because this key allows there to be more than one Activity per
Billing Statement. When the Report Key is Account and the
Section Heading is Activity, there is a section for each activity
with a billable expense, where each activity section lists each
expense associated to it.

Steps to change the setting follow in the section titled Setting
the Section Heading.

Section Heading — Expense Type

For this setting, there is a section for each expense type for the
billable expenses associated with the query criteria set for the
Billing Statement.

Steps to change the setting follow in the section titled Setting
the Section Heading.

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Setting the Section Heading
Follow the steps below to change the Section Heading for Billing Statements.
1. Log into PivotPrime, select the Company Report Administrator role.

Select the Report Data Source menu.

Select the tab, 2. PivotPrime Settings.

In Other Settings, the Section Heading drop-list field default is Employee Name.
Change the Section Heading using the drop-list.

| Swgnin As ]

You havwe 3 roles, which one do you want to sgninas T

wvkh W

Pivot Payables Platform - Platform User

&  Wour Drganizabtion Cormpanny Resport Adminkstraton I

-

Report Data Source

[ Report

Report Data Access Management
& Report Review
1. Data Access Authorization | 2. PivotPrime Settings 3

Report Data Source
ol field s associated to each context.
[ ] Account - this indicates the business entity that will receive the bill. This depends on your Contur
Activity - this indicates the budiness activity assoclated to the expenies. Examples are Campalgn, |
IsBillable - this indicates whether the expense is billable

Form Type Allocations - |

Account Client - Custom2 >/

Acthrity Engagement - Customi v |*

IsBillable Field Label - Field 1D v
4 Other Settings

Report Key Account -

Section Heading | Employes Name v ]'

Employes Hame
Notice Activity

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Report Settings — Account Level
These settings are changed and apply at the Account level.

The initial Default Report Settings for PivotPrime are pictured below. Each setting is described in this section.

Default Report Settings *®
Setting Name Value :
Currency Symbol 5
Date Format MM/ dd Fyyyy
File Type PDF ?
Language English
Page Size Letter Portrait(8.5" x 117)

Report Format Standard with Expense Detail Pa

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Access Report Settings

You first need to query PivotPrime to access both the Default and Custom settings. To do this:
e Select Statement of Billable Expense; click Next.
e Enter Beginning and End Dates; click Query; click Next.

Report Management for Statement of Billable Expenses

1 2 3
Select Report Type Search Create

Report Type Mame

I Statement of Billable Expenses

Report Management for Statement of Billable Expenses

O

Select Report Type Search Create

Accounts with Billable Expenses

Include: I Beginning Date™ Ending Date™

o—

Expense Reports Paid Between vI 05-152016 G |05-31-2016 & Search | Reset )
Account Name Account ID  Activity Name Activity ID Phase Name Phase ID Task Mame Task ID Expense Count

[ Vashon Professional Services WSH98023A  Engagement - Results Assessment  VSH98003 1

[ Vashon Professional Services VSH98023A Engagement - Project Rollout VSH98004 7

[J  Cascade Corp 2023CASD Froject - Phase 3 Deployment BI79CASDE3 8

[J  Cascade Corp 2023CASD Froject - Phase 2 Development CASDG251KL i

] star Systems STR Project - System Implementation  STROO1 7

[ Select ALl )
. s

Rows per page: -

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Change Report Settings
e To change the Default Report Setting: click the Default Report Setting link.
All Accounts will use these settings by default.
e To set a Customized Report Setting for an Account: click the Edit icon in the Account row.
This overrides the Default Report Settings for this particular Account.
All reports for this Account will use the customized report setting moving forward.

Note — There is currently no feature to automatically revert a customized report back to the default
settings. To do this, go into each of the settings for that Account and re-set them. The report will still be
labeled as ‘Customized’.

Account Selected Report Setting

Cascade Corp Customized (s

Star Systems Customized

PivotPayables-PivotPrime-User-Guide__1017_07032020
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e C(Click the green Edit icon/right.

e Change the Setting Value in the drop-down menu.
e Save, click the blue icon/left.

e Cancel, click the orange icon/right.

Default Report Settings ®
Setting Name Value :
Currency Symbol 5
Date Format M/ dd ! yyyy I
File Type PDF |
Language English
Page Size Letter Portrait(8.5" x 117)

Report Format Standard with Expense Detail Fa
A\ A

Default Report Settings %

1
Setting Name Value

Currency Symbol 5

Date Format | M/ dd iy A

File Type yyyy-MM-dd !
MM/dd/yyyy
Page Size Letter Portrait(8.5"x 117)
Report Format Standard with Expense Detail Fa '
A, #

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Report Settings — Currency
e Select the Currency setting and Save.

Note — The options below are the Currency settings available as of the date in the footer of this document.

Default Report Settings X

Setting Name Value
Currency Symbol |$| - | (-]
Date Format 3
:
File Type ¥
Language e
Page Size Letter Portrait(8.5" x 117)
Report Format Standard with Expense Detail Pa :
Report Settings — Currency Amounts
The amounts are provided from the Concur data.
Total Amount Billed: $2,032.10
1. Original Amount: the amount of the transaction in gilled to Account: Cascade Corp
the Spend Currency Account ID: 2023CASD
2. Converted Amount: the original amount converted
into the Posting Currency
3. Billed Amount: the allocated amount for this Coigne 2 Convetea e
client/project in the Posting Currency 3
300.00 USD $300.00 $ 150.00
There is one Posting Currency configured in Concur.
A . 14.61 CAD $11.21 $11.21
You may change the currency symbol, but PivotPrime
does not perform any conversions.
19.46 USD $19.46 $19.46

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Report Settings — Date
o Select the Date setting and Save

Note — The options below are the Date settings available as of the date in the footer of this document.

Default Report Settings x

Setting Name Value

Currency Symbol S

Date Format | s dd ryyyyl - | °

File Type o idd

Language ENgLsn

Page Size Letter Portrait(8.5" x 117)

Report Format Standard with Expense Detail Pa

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Report Settings — File Type

e Select the File Type setting and Save.

e The XLSX File Type is described in detail in the File Types section.

PivotPrime
User Guide

Note — The options below are the File Types available as of the date in the footer of this document.

Default Report Settings

Setting Name

Currency Symbol
Date Format
File Type
Language

Page Size
Report Format

Value

:

M ddr yyyy
[ poA ~ | [
XLSX
Standard with Expense Detail Pa

Report Settings — Language — English

Note — ENGLISH is the only available Language as of the date in the footer of this document.

The other Language options are inactive.

Default Report Settings

Setting Name

Currency Symbol
Date Format
File Type
Language

Page Size
Report Format

Value

5
MM/ ddyyyy

PDE
English| v
=

erman

French

Spanish

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Report Settings — Page Size
e Select the Page Size and Save

Default Report Settings x

Setting Name Value

Report Format

File Type

Page Size | | v |

Language
A4 Portrait

Date Format Letter Portrait(8.5" x 117)

DESgER
0

Currency Symbol

Report Settings — Format
e Select the Report Format and Save.
e The Report Formats are described in detail in the Report Formats section.

Note — The options below are the Report Formats available as of the date in the footer of this document.

Default Report Settings x

Setting Mame Yalue

Currency Symbol 5

Date Format MM/ ddyyyy

File Type PDF

Language English

Page Size Letter Portrait(8.5" x 117)

Report Format standard with Expense Detail as « (-]

Standard with Expense Detail as Sub-line ltems
Receipt Images Only
Standard without Expense Detail Pages

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Report — Layout Formats

The Report Format controls the content and appearance of the billing statement.
It offers these options:
e Standard with Expense Detail Pages

e Standard with Expense Detail as Sub-line Items
e Receipt Images Only
e Standard without Expense Detail Pages

Default Report Settings x

Setting Name Value

Currency Symbol 3

Date Format MM dd i yyyy

File Type PDF

Language English

Page Size Letter Portrait(8.5" x 117)

Report Format Standard with Expense Detail as ¥ e

Standard with Expense Detail as Sub-line ltems
Receipt Images Only
Standard without Expense Detail Pages

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Standard with Expense Details

This is the default format and includes:

Receipt/Invoice Image — for expenses or invoices with an image

e Header
o Billable Expenses — as line items
e Expense Detail Pages — one for each billable expense
[ ]
Page Size

The Page Size settings available for this report format:

PivotPayables-PivotPrime-User-Guide__1017_07032020

e |Letter — Portrait

e A4 —Portrait

Apex Consulting

Statement of Reimbursable Expenses

Expense Reports Paid Between: 05/01/20]

Charged to Activity: Project - Phase
Activty Igentifier: CASDE25IKUSV
Employee Name. s ose
Hunter Kraft
1 o
o5z
3 o
Jesse Parker
s o
s o
o5z
7 o
o
s o
0 o5z
u o5z
Total

Expense Detail - Expense Number 1

Description

Purc

Order #F-0156

Better taste comes from better food.”

TE ")) (ns00h) . o utionaly asucrte.
recelp

aty Iten Price

1|HALIBUT SANDUICH BASKET| 8. - -] -] -
——1

Halibat Senduich
No Tartar Sauce

Reg. Sueet Potato Frie
Reg Self-Serve Beve

WUTRITION TOTALS
2 DAILY VALUE - 2000 CALORIES|
3 DALLY VALUE - 2500 CALORIES|

1|TURKEY BURSER BASKET $1.09)

Turkey Burger

No Kevo

No Tosato

Regular French Fries

Reg Self-Serve Bevs

wiririow Toras| 75| 5| 2] |
 DAILY VALUE - 2000 CALORIES| 39%] 158 40t[ 331
® DAILY VRLUE - 2500 caLortes| 318 18] 32a] 268

1]Reg Choc Nonk Seoothie [ s3.93] 470] ¢ 2] 104

* Uisit our vebsite for nutrition info on this ften.

Sub Total 19.56
TOTAL 13.56
VISA 19,56
PAID 19,56
Did You Know @

an great-tasting rts under 200
calories, try our Triple Berry Frozen

Yogurt Sundae, a dish of Frozen Yogurt,
e Vanm Frozen Yogurt Cone. o

PivotPrime
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Standard with Expense Detail as Sub-line Items
This format includes:
e Header
o Billable Expenses
o Line item summary
o Detail for non-mileage — Purchase Location, Merchant Name, Description
o Detail for mileage — Journey From | To locations, Distance, Description
e Receipt/Invoice Image — for expenses or invoices with an image

This format reduces the number of pages in the billing statement.

Page Size and Orientation
The Page Size and Orientation settings available for this report format:
e Letter —Portrait

05/05/2016

05/09/2016

Magnolta Graphics  Onsite training workshop

05/12/2016 Har for Phase 3 Depl

Price Electronics Edemal drives

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Receipt Images Only
This format includes:

PivotPrime
User Guide

e Receipt/Invoice Images — for expenses or invoices with an image

Page Size

The Page Size settings available for this report format:

e |Letter — Portrait
e A4 —Portrait

Standard without Expense Detail Pages
This format includes:
e Header

e Billable Expenses — as line items
e Receipt/Invoice Image — for expenses or invoices
with an image

Page Size

The Page Size settings available for this report format:

e Letter — Portrait
e A4 —Portrait

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Apex Consulting

Statement of Reimbursable Expenses
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File Types
The following report file types are available:

e PDF —formats the billing statement as a PDF; this is the default.
e XLSX — formats the billing statement as an XLSX spreadsheet with image files for receipts and invoices.

Default Report Settings x

Setting Mame Value

Currency Symbol 5

Date Format MM/ dd/yyyy

File Type PDF -
Language XLSX

PDF
Page Size CETET POTUATE. 3 X 1T
Report Format Standard with Expense Detail Pa

PivotPayables-PivotPrime-User-Guide__1017_07032020
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File Type — PDF

PivotPrime generates an encrypted URL for PDF reports that your clients can access directly.
e Copy/Paste the URL onto the final client invoice.
e Sharein an email.

9]

& https://pivotapplications.com/ReportFTP/GWGL7897NGCQ0027 MVLE2847 AFXI7640WTQUA4183FNGA1191TCWMOS07BBMAG33 1GRIQ8470NTPLY

B97NGCQO027MVLE2847AFXI7640WTQU4183FNGA1191TCWMO0807BBMAG331GRIQ8470NTPL7962UJDS38... 1 / 23

Apex Consulting

Statement of Reimbursable Expenses

Expense Reports Paid Between:  2016-05-01 through  2016-05-31 Total Amount Billed:

Charged to Activity: Project - Phase 2 Development Billed to Account:

Activity Identifier: CASD6251KUSY

Employee Mame Original Amount  Converted Amount  Billed Amount

Hunter Kraft

File Type — XLSX
When the XLSX file option is selected, PivotPrime generates a ZIP file with the following contents:
e  XLSX file that includes the billable expenses for the billing statement.

e One file for each expense or invoice image in the file format originally uploaded in Concur.

Some important points about the file:
e The XLSX file has one worksheet.

e There is one row in the worksheet for each billable expense.

e Each row has columns for the same fields found in the line item and sub-lines of the ‘Standard with Expense
Detail as Sub-line Items’ report format.

e The Entry ID column is the same as the filename for the image.

XLSX Benefits
Creating the billing statement as an XLSX opens several uses not possible in a static report including:

e Custom Formatting —brand reports with your logo and other elements, and customize the billing statement
for individual clients.

o Modify Data — modify the details for any expense, such as change the reimbursement rate for mileage
expenses or the name of an Expense Type.

e Organize Data — organize data into custom layouts, such as all Airfare together with a subtotal.

o Add Data — add expenses or expense detail, such as time billings from another system.

o Remove Data — remove expenses or expense details not needed by your clients.

e Integration - integrate the data with other applications.

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Additional Reports

Expense Report Images — Billable & Non-Billable

This option pulls all receipt images — billable and non-billable — for expense reports in a specific date range. In the

PivotPrime
User Guide

example below, PivotPrime finds 10 expense reports between May 1°t and May 31°* and creates one PDF for each report
using the ReportID for the file name.

Each PDF contains all the receipt images from that expense report. All reports (in this case 10) are downloaded in a

single ZIP file.

Report Type Name

Statement of Billable Expenses

Expense Reports to Include

Include:

Beginning Date® Ending Date*®

Expense Reports Paid Between

Report Image Count

10

|

Mame

"L 4A2761FAADEFAC30AG99
"1 6FD4389A311E481C84TT
" 033C8DERCTOM4BICISFE
= 783BBSSDD3I554ABTIETF
"L 4172BFDY7AGI4S9EAT09
"L 07243E40CAAL4531914F
"\ 7920EE04DBD543ETATES
" 18323DDA2B2B4489BCA4
=1 4735050BBSEQ45EARICA
=\ E43232B666BD4B0SBDRS

w | (05-01-2016

Type

Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document

PivotPayables-PivotPrime-User-Guide__1017_07032020

% 05312016 | &

Compressed size

251 KB
355KB
245 KB
229 KB
245 KB
362 KB
403 KB
875 KB
689 KB
709 KB

Password ...  Size

299 KB
404 KB
297 KB
24T KB
297 KB
380 KB
499 KB
1,035 KB
728 KB
T72 KB

Ratio
16%
13%
18%
8%
18%
3%
20%
16%
6%

9%

Query )

Reset |

Date modified

5/26/2016 10:03 AM
5/26/2016 10:03 AM
5/26/2016 10:03 AM
5/26/2016 10:03 AM
5/26/2016 10:03 AM
5/26/2016 10:03 AM
5/26/2016 10:03 AM
5/26/2016 10:03 AM
5/26/2016 10:03 AM
5/26/2016 10:03 AM
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Data Sources

PivotPrime supports four levels of data organization that determine the billing statement result, as follows:
1. Account Name / Account ID

2. Activity Name / Activity ID
3. Phase Name / Phase ID
4. Task Name /Task ID

Each level displays as a column after a Search Query. Transaction data will display in the corresponding
column based on your PivotPrime configuration.

Note — If you would like to change your PivotPrime configuration to use additional data source levels,
please email us at help@pivotpayables.com and we’ll help you with the configuration settings

Accounts with Billable Expenses

Include: Beginning Date® Ending Date*
Expense Reports Paid Between v | |05-01-2016 & 06-15-2016 & Searct Query Reset
Account Name Account ID  Activity Name Activity ID  Phase Name Phase ID Task Name Task ID  Expense Count

Vashon Professional Services VSH98023A Engagement - Result VSH98003 1

Vashon Professional Services VSH98023A  Engagement - Projec VSH98004 8
Cascade Corp 2023CASD Project - Phase 3 Dej 8379CASD839 12
Cascade Corp 2023CASD Project - Phase 2 Dev CASD6251KUS 1

Data Level Source Examples
Following are examples of how these levels are configured:

e If you need billing statements organized only by project, you would associate Account in PivotPrime to the
Project field in Concur.

e Going a level deeper, if you need billing statements organized by client by project, you would associate: Account
in PivotPrime to Client in Concur; and Activity in PivotPrime to Project in Concur.

e Going another level deeper, if you need billing statements organized by client by project by phase, you would
associate: Account in PivotPrime to Client in Concur; Activity in PivotPrime to Project in Concur; and Phase in
PivotPrime to Phase in Concur.

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Search
Important information about PivotPrime search queries:

Concur Paid Status
PivotPrime copies over only Concur transactions that have been extracted from Concur. The extract date is
referred to as the Paid Date. Please consult Concur with questions on the extract step.

Following are the type of PivotPrime queries:

Expense Reports Paid Between

This query finds transactions that were extracted between two dates. The dates of the transactions are not
considered in the query. For example, in the query below, an expense report extracted during the month of
November might have expenses from an earlier date. Such as if the spender had an older expense and
submitted on their November report. That earlier expense would be included in the search results.

Query below would result in:
All transactions that were extracted in Concur between 11-01-2018 and 11-30-2018

Accounts with Billable Expenses

Include: Beginning Date® Ending Date*

Expense Reports Paid Between w | |11-01-2018 5 [11-30-2018 (3 Search Query Reset

Expenses with Dates Between

This query is based on the transaction date. The paid date is not considered in the query however the
transactions must be marked as paid.

Query below would result in:
All transactions that have dates between 11-01-2018 and 11-15-2018,
regardless of when they were extracted.

Accounts with Billable Expenses

Include: Beginning Date™ Ending Date”

Expenses with Dates Between w | [11-01-2018 | Go' | 11-15-2018 G Search  Query ) [ Reset

PivotPayables-PivotPrime-User-Guide__1017_07032020
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Expenses Between Paid Dates with Cutoff Dates Between
This query finds transactions that were extracted between 11-01-2018 and 12-08-2018 with a transaction date
of no later than 11-30-2018.

Accounts with Billable Expenses

Include: Beginning Date® Ending Date* Cutoff Date”
Expenses between Paid Dates with Cutoff By Trans. Date w | |11-01-2018 5 207208 5 11302018 5 Search Query Reset

Expenses Between Transaction Dates with Cutoff by Paid Date
This query finds transactions with dates between 01-01-2019 and 01-31-2019 that were extracted no later than
02-15-2019.

Accounts with Billable Expenses

Include: Beginning Date® Ending Date” Cutoff Date*
Expenses between Trans. Dates with Cutoff By Paid Date w | [01-01-2019 % 01212009 & |oz-15-2019 @ Search Query Reset
Search Tips

You may search on data from any level (Account, Activity, Phase, Task) using the Search field, including the
ability to use a wildcard asterisk (*). In the example below, the search is for the combination of:
e Expense Reports Paid Between: March 1t and May 31°.

e Account Name includes the following characters: cascade

Accounts with Billable Expenses

Include: Beginning Date® Ending Date®
Expense Reports Paid Between v | (05012006 |® (05312016 | R cascade ( Query | [ Reset
Account Name | Accoun  Activity Name Activity Phase Name  Phase |l Task Mame  Task ID Expense Count
] Cascade Corp 2023CAS Project - Phase 3 Deployment  8379CAS 6
[J  Cascade Corp 2023CAS Project - Phase 2 Development CASD625 9

Showing 1 to 2 of 2 entries

( Select ALL )

Rows per page:[ 15 7 |

=3 3
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Value Added Tax (VAT) - Domestic
The option to have PivotPrime deduct any domestic VAT from a billable expense is available.
This feature is available only for expenses from Concur Expense; not for expenses from Concur Invoice.
Choose the VAT option and PivotPrime runs the following process:
e Determines whether the expense has a Domestic VAT Reclaim Amount.

e Reduces the Billed Amount by the Domestic VAT Reclaim Amount.
e Displays the Billed Amount as the “Net Amount” of the expense.

Field Context Settings Required for VAT

If you want to use the Domestic VAT option, please contact Pivot Payables so that we can arrange to set a
special field context setting for this purpose.

1. Original Amount: the amount of the transaction is the currency of the spend
2. Converted Amount: the original amount converted into the posting currency
3. Billed Amount: for VAT, the Billed Amount reduced by the VAT Reclaim Amount displays

Total Amount Billed: $2,032.10
Billed to Account: Cascade Corp
Account 1D: 2023CASD

Original Amount  Converted Amount  Billed Amount

300.00 USD $300.00 5 150.00
14.61 CAD $11.21 $11.21
19.46 USD 519.46 $19.46
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Report Review
PivotPrime maintains a list of all reports you have created. Use the Report Review option to manage
reports as follows:
e Set Status
Set the Status for an individual report using the drop-down menu. Save, click the square orange icon.
e Delete Reports
To delete, click the round red icon.

e Sort
Home  Report Review

& Report .
Report Review

B Report Review I
Account Billed Activity Charged Dates Between Cutoff Date Search Criteri: Status Action

~ .
& Report Data Source Cedar Distribution Engagement - Analyzing projects 2015-01-31 to 2015-10-31 MM-DD-YYYY Paid Date
(] Greenwich Productions Engagement - Researching conce] 2015-01-31 to 2015-10-31 MM-DD-YYYY Paid Date .
Sent to Client
AMA Engineers Engagement - Researching conce| 2016-01-01 to 2016-04-11 MM-DD-YYYY Faid Date Client Accepted Statement
Client Approved Statement

Big Apple Trucking Engagement - Researching conce; 2016-01-01 to 2016-04-11 MM-DD-YYYY Faid Date Client Disputed Statement
Big Apple Trucking Engagement - Collaborating with 2016-01-01 to 2016-04-11 MM-DD-YYYY  Faid Date E;'i‘;”t Scheduled Payment
Freeman Systems Project - System Implementation 2016-01-01 to 2016-04-11 MM-DD-YYYY Paid Date X
GeoSoft Project - System Implementation  2016-01-01 to 2016-04-11 MM-DD-YYYY  Faid Date (]
GeoSoft Project - Data Analytics Scoping ~ 2016-01-01 to 2016-04-11 MM-DD-YYYY Paid Date [x]
Greenwich Productions Engagement - Researching conce| 2016-01-01 to 2016-04-11 MM-DD-YYYY Paid Date [x]
Jefferson Transit Engagement - Researching concej 2016-01-01 to 2016-04-11 MM-DD-YYYY Paid Date [x]
Jefferson Transit Engagement - Analyzing projects 2016-01-01 to 2016-04-11 MM-DD-YYYY Paid Date [x]
ProQuest Project - System Implementation 2016-01-01 to 2016-04-11 MM-DD-YYYY Paid Date [x]
Star Systems Project - System Implementation  2016-01-01 to 2016-04-11 MM-DD-YYYY  Faid Date (]
Tower Engineers Engagement - Researching conce| 2016-01-01 to 2016-04-11 MM-DD-YYYY  Faid Date (]
Trek Transportion Project - System Implementation 2016-01-01 to 2016-04-11 MM-DD-YYYY Paid Date [x]

Click column headings to sort reports.
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Expense Report Images Report — Billable & Non-Billable

This option pulls all receipt images — billable and non-billable — for expense reports in a specific date range. In the

PivotPrime
User Guide

example below, PivotPrime finds 10 expense reports between May 1%t and May 31t and creates one PDF for each report
using the ReportID for the file name.

Each PDF contains all the receipt images from that particular expense report. All reports (in this case 10) are
downloaded in a single ZIP file.

Report Type Name

Statement of Billable Expenses

Expense Reports to Include

Include:

Beginning Date® Ending Date™

Expense Reports Paid Between

Report Image Count

10

O

MName

" 4A2761FAADEFACI0AG0D
= 6FD4389A311E481CR4T7
"\ 033CADEBCTOI4B2CI5F6
"\ 783BB55DD3554ABT967F
"L 4172BFDI7AGI459EAT00
" 07243E40CAA44521914F
= 7920EE04DBDS43ETATRI
"1 18333DDAZB2B4489BC44
"L 4735950BBSE945EAR3CA
"\ E43232B666BD4AB0SBDBS

w | |05-01-2016

Type

Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document

PivotPayables-PivotPrime-User-Guide__1017_07032020

% 05312016 &

Compressed size

251 KB
3535KB
245 KB
229 KB
245 KB
362 KB
403 KB
875 KB
689 KB
709 KB

Password .. Size

299 KB
404 KB
297 KB
247 KB
297 KB
380 KB
499 KB
1,035 KB
728 KB
772 KB

Ratio
16%
13%
18%
8%
18%
5%
20%
16%
6%

9%

[ Query \.I [ Reset )

Date modified

5/26/2016 10:03 AM
5/26/2016 10:03 AM
5/26/2016 10:03 AM
5/26/2016 10:03 AM
5/26/2016 10:03 AM
5/26/2016 10:03 AM
5/26/2016 10:03 AM
5/26/2016 10:03 AM
5/26/2016 10:03 AM
5/26/2016 10:03 AM
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Administrative Tools

Adding New Users

There are two ways to add new users:
e Option 1 — Pivot Payable’s Customer Support Team — Completes All Steps — Recommended!
e Option 2 — Company Administrator — Completes All Steps

Note - the Invitation process automatically issues a No Reply email from pivotpayables@ecwise.com to the new
user. Please inform the new users to ignore this email.

Option 1 — Ask the Pivot Payables’ Customer Support Team!

The Pivot Payables’ customer support team can create accounts for you. Here’s what we need for each user:
e First and last name
e Email address
e PivotPrime Roles needed:

o Report Administrator

o Company Administrator

= Both of the above

Send the information to help@pivotpayables.com. We will send each new user a confirmation email with their account
log in and temporary password.

Note — Please inform users they can ignore the system-generated email pivotpayables@ecwise.com
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Option 2 — Company Administrator — Completes All Steps
This process is done completely by the Company Administrator.

Note — Please inform users they can ignore the system-generated email pivotpayables@ecwise.com

1. Login as Company Administrator |

2. Go to Manage Users Sign In As

3. Enter email address for new user You have 3 roles, which ane do you wank to sign in as 7

4. Click Search i Platform User

5. Click Send an Invitation ) gﬂﬁ:ﬁ‘:ﬂ:‘jﬂ’:ﬂ:ﬁm 1

6. Logout ]
Assign Roles B switch -9 Logout 6
Manage Users 2 I Manage Users 3 4
2] Usage Report Usemname/Email | (searen )

() Full Name Email Addressr - Invite
Invitation to Pivot Payables %

Invite a new User to join Pivot Payables

The email address: jamie@apexconsultinggroup.com has no record yet in Pivot
Payables.Would you like to send an invitation?

| Send an Invitation 5 [ Close )

(. Invite selected people ’]

N
pivot 1
PAYABLES Sign In Register  ContactUs

7. Click the Register link on the landing page
DO NOT LOG IN

Sign In

Username |

Password |

Forgot your username or password?

|'\ Sign In /'u
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8. Complete the following fields on behalf of the new user.
a. Login Name: recommend user’s email address, all lower case
b. Telephone: not required or used
c. Password: 8 characters or more; one capital letter; one numeric character
Press the TAB key after entering the ‘Confirm Password’ field
9. Click ‘Create an Account’
10. Click ‘Join Organization
11. Click ‘Logout’ in upper right of screen

Create Account 8

| following organizations:

Email Address

Login Name | @ Invitation to Organizations X
First Name | *
Last Name | - You have been invited to the

Company Name

Select Country United States 4 —
Your CDI’I"IPEI‘IV [ Join Organization )
Telephone | Name Displays Here 10
Password | '@
Confirm Password | *
9 [ Create an Account

|:\ Cloze /:I

11

=P switch =P Logout Contact Us

PivotPayables-PivotPrime-User-Guide__1017_07032020

46



" . .
° PivotPrime
p IVO t User Guide

PAYABLES

12. Log back in as the Company Administrator
13. Go to ‘Assign Roles’

14. Locate the new user and click ‘Assign’ Sl
15. Assign Roles as follows: You have 3 roles, which one do you wank 1o sign in as ?
a. Company User i ?;“““' '-;"E steat ] 2
. . mpany Administr ur—
All users need this role Company Report Administrator
b. Company Report Administrator -]

Allows user to generate PivotPrime reports
c. Company Administrator
Allows user to invite others, assign roles, and change passwords
16. Log out in upper right

# Apex Consulting P Assign Roles

Home

Assign Roles 1 |

Manage Users Assign Roles
l&] Usage Report Login Full Name Email Options
) sampleuser 1@yourdomain.com Sample User 1 sampleuser1@yourdomain.com 14 [ Assign ) Reset )
sampleuser2 @yourdomain.com Sample User 2 sampleuser2 @yourdomain.com ( Assign )( Reset )
sampleuser3@yourdomain.com Sample User 3 sampleuser3@yourdomain.com ( Assien )( Reset )
Modify User Roles x
Company Roles
D) Amign Reims T T
User Role Manage Users Manage Users 16
- — G Urge gt Usormomertmai —
Company Administrator = ° ol Home Emall Address e
Connector Administrator O
Company Integration Administrator 7
Company Integration Configuration Administrator 1 5 ]
Company Report Administrator v
Roles Administrator ]
Company User v
User Administrator O

17. Last step!
Log in as the new user and confirm their account works and they have the roles you assigned in step 15.
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Usage Logging and Reporting

PivotPrime tracks each time a user logs in — recording the Login Name, and the date and time — allowing the
Company Administrator to monitor usage by user.

View Account Usage

Using the Account Usage menu, a Company Administrator can view a report that lists each user login. The
report includes this information:

e User (Login) Name

e Full Name

e Email

e Login Date and Time

The administrator can filter the report by specifying a date/time range, or the Login Name.
1. Loginto PivotPrime, select the Company Administrator role.

2. Select the Account Usage menu.
3. Filter by Date/Time, or by Login Name, or by both Date/Time and Login Name:
a. Tofilter by Date/Time, enter the date (and if you like, time) for Start and End.
o Use the date format MM-dd-yyyy (and, add THH:mm:ss to the date to indicate the hour,
minute, and second for the time).
o For example, to indicate between midnight and noon on the 1% of January 2017, use: 01-01-
2017T00:00:00 for Start and 01-01-2017T712:00:00 for End.
b. To filter by Login Name, enter the desired Login Name.
4. Select Query to activate the filter.
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Getting Help from Pivot Payables
Our support team is available to assist you and answer questions.
Send your inquiry to help@pivotpayables.com and we will be touch right away.

Pre-Help Checklist
Not seeing your Concur data in PivotPrime? Here are some common causes. Before you contact us, please go through
all these steps — in order — to confirm your processes are correct for the results you’re expecting to see in PivotPrime.

Step 1 — Disable your browser pop-up blocker
PivotPrime cannot display the results of the data query if the Pop Up Blocker is enabled.

Step 2 — Confirm the ‘Include’ setting is correct
Choosing Option 2 instead of Option 1 can result in no Query results. Here’s why:

1. Expense Reports Paid Between
Occasionally a customer will create the Standard Account Extract, go into PivotPrime the same day and Query
using a short date range such as the one below as they are looking for the data just released in the Standard
Account Extract. If you’re using a short Date Range (like the one below) and don’t see your data then check to
see if you're using Option 1.

2. Expenses with Dates Between
The Beginning Date and Ending Date applies to the transaction dates — so date of the meal or airfare. The data
still has to be included in a Standard Account Extract however PivotPrime does consider the Standard Account
Extract date in the Query.

3. Expense Reports Paid Between with Cutoff Date
This option works similar to the Expense Reports Paid Between option. It includes billable expenses in expense
reports marked as Paid (extracted from Concur) within the specified date range, AND have a Transaction Date
on or before the specified cutoff date.

Accounts with Billable Expenses

Include: Beginning Date* Ending Date*

Expense Reports Paid Betwesn v 11-29-2017 » (11-30-2017 » Search Query e
Expense Reports Paid Bet\-;een'!
Expenses with Dates Between

yie ||
Looking for expenses 1n a Standard Accounting Extract that you recently created? Use Option 1 and make sure your
Beginning and Ending Date includes the Day you created the Standard Accounting Extract. Option 2 in this example
would most likely not work as the Expenses themselves most likely have dates earlier than November 29th.

Activity  Fhase Mame  Phase ID Task Mame TaskID  Expense Count
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Step 3 — Confirm the Concur Extract Process
PivotPrime can only access transactions and images that have been extracted from Concur. To verify this by:

PwnNE

Status must be Paid

Log in as a Concur Administrator
Choose the Process Reports option
Run a Query on All Paid Reports

PivotPrime
User Guide

Note - If you do not see the report listed as Paid then it’s not part of a Standard Accounting Extract.

CONCUR Expense Invoice Approvals

Reporting ~

App Center

Administration + | Help =

Profile ~ 9

Manage Expenses Process Reports

>aid Reports

roup: Global
% List Settings Create/Manage Queries +
Find eWery report where
Report Name v ‘ Begins With 4 ‘ AND
3 | ] 1 0

0 | Report Name Submit Date | Employee Name Approval Status Report Total | Payment Status

@ Bayside Projects 11/29/2017 Parker, Jesse Approved $723.25 Paid 4

[l Eastem US Projects 116/2017 Kraft, Hunter Approved $41.44 Paid

iy Pacifc Coast Consulting 110172017 Kraft, Hunter Approved 502017 Paid

[ Paific Coast Consulting 1/01/2017 Edwards, Jackie Approved $108.90 Paid
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Step 5 — Confirm PivotPrime is mapped properly to your Concur fields

To check, open the Paid report or invoice, find a transaction and:

1. Ensure it is associated properly. In the example configuration below, the transaction needs to be associated with
a Client (Concur custom field 1) and ...

2. Engagement (Concur custom field 2)

3. Loginto PivotPrime to confirm your field mappings

Note — PivotPrime not mapped to the fields you need? Most likely you changed which Concur fields you’re using to
associate billable expenses. The Pivot team will help you re-map the fields (assuming they are Concur Custom Fields)
and you’ll start seeing your data in PivotPrime.

New Expense Available Receipts

Expense Type Transaction Date Business Purpose

[rare ~o = |
Vendor City Payment Type

{ ~] | o= ]
Amount Ticket Number Client

| Jluso [v] | I O [v]
Engagement Comment |_| Personal Expense (do not reimburse)

3‘ ’Q?

;)
pivot

PAYABLES

Home Report Data Source D

Report

Report Data Access Management
Report Review

1. Data Access Authorization | 2. PivotPrime Settings
£¥ Report Data Source I
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Step 6 — Still no data in PivotPrime? Let’s get to the bottom of this!

1. Print a Detailed Report from Concur and check the Payment Status. The Payment Status must be one of the

following:
a. Paid
b. Extracted

c¢. Pending Payment
If not one of the above then the expense report has not been extracted from SAP Concur and the

expenses will not be available in PivotPrime.

2. If the Payment Status is one of the above then send the PDF to help@pivotpayables.com.

Notes — Please download the PDF to your local computer and then attach that PDF to the email.
Do not send the email directly from within the Concur application.

Import Expenses Details = Receipls = Print / Email =

Fax Receipt Cover Page
View -
1 Receipt Report
Amount Requesteq
- - Detailed Report

i [ PP
T —  rom e et e
|
1

b

CONCUR

Expeeiss Maport
Raport Name : Sampls Bepor

Employer Hame : Wed. Amands
Employes 10 105

- PivotPrime ONLY Displays
:"':.:Tfm Transactions that have been
* extracted. Payment Status
must be one of the following:
- Paid
- Extracted
- Pending Payment
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