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The Agenda – What We’ll Cover 
 

▪ Review Preparation Steps for Use 

▪ Review PivotPrime Report Layouts 

▪ Set Your Default Report Settings 

▪ Learn to Query PivotPrime 

▪ Check Out the Report Review Library 

▪ Talk About Getting Help through Customer Support 

▪ Wrap-Up Important Notes 

 

 

  



 
PivotPrime 

Training Guide 
 

   

PivotPayables-PivotPrime-TrainingGuide_1034_06042020 

4 
 

Section 1 | Preparation Checklist 
Check these off your list prior to using PivotPrime. 
 

✓ Create the Concur Extract 

The Accounting Extract is created as 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 has not extracted the expense report or payment request. 

✓ Turn Off Browser Pop-Up Blocker 

PivotPrime cannot display the results of the data query if the Pop-Up Blocker is enabled.  
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Section 2 | Review Report Layouts 
The first portion of the training steps you through the various PivotPrime report layouts and exports. 
First, we need to log in and perform a query so we can see your SAP Concur data in the PivotPrime 
reports. 
 

- www.pivotapplications.com 

- Log in to your PivotPrime account 

- Choose the ‘Company Report Administrator ‘role 

 
 
  

http://www.pivotapplications.com/


 
PivotPrime 

Training Guide 
 

   

PivotPayables-PivotPrime-TrainingGuide_1034_06042020 

6 
 

- Select Statement of Billable Expenses  

- Set a Beginning Date 

- Set an Ending Date   

- Click Query 

- Results display in the table below 

- Choose a few Accounts by checking the box to the left.  

Your instructor will have recommendations as to which Accounts to include.  

- Click Next 
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- Click Create Reports 

- Click Download to display a report 
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This next section displays all the report formats we will generate. Report 1 below is the first report. 
Once you see all the options, we’ll have you decide on a default. 
 

 My Default Report 
 
Report 1 – Standard with Expense Detail Pages 

 
1. This report displays one Account (Client) 

2. One Activity (Project) 

3. All billable expenses from all 

  spenders found in the date query  

4. Detail page for each expense, 

  plus receipts 
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Default Report Settings  
PivotPrime includes a Default Report Setting which applies to all Accounts unless you choose an 
alternate layout for that specific Account. During the training, we’ll have you choose the report layout 
that you think you’ll use most often and set that as your default. You may change your default any 
time or set a customized profile for an individual Account.  

- Click the Default Report Setting 

- Choose Standard without Expense Detail Pages 

- Save settings 

- Click Create Reports 
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Repeat the previous steps to generate all the report options.  
 
 My Default Report 
Report 2 – Standard without Expense Detail Pages 
 

1. This report displays one Account (Client) 

2. One Activity (Project) 

3. All billable expenses from all 

         spenders found in the date query plus receipts  
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 My Default Report 
Report 3 – Standard with Expense Detail as Sub-line items 
 

1. This report displays one Account (Client) 

2. One Activity (Project) 

3. All billable expenses from all 

   spenders found in the date query 

4. Details included in Summary rather 

    than on their own page 

5. Business purpose 

Note – This is the only PDF report that includes the Business Purpose data. The spreadsheet also 

includes this — plus receipts 
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 My Default Report 
Report 4 – Receipts Images Only 
 
 

1.    This report displays just the receipts 

for a specific Account and Activity 
 

  



 
PivotPrime 

Training Guide 
 

   

PivotPayables-PivotPrime-TrainingGuide_1034_06042020 

13 
 

 

 My Default Report 
Report 5 –XLSX/Spreadsheet 

 
1. Creates a ZIP file 

2. One XLSX/Spreadsheet 

3. Individual receipt images 

4. This report displays one 

           Account (Client) 

5. One Activity (Project) 

6. All billable expenses for the 

          date query from all spenders 

 

Note – The Description column in this 

report is the Business Purpose from 

Concur. This and Report 3 are the only 

reports that include the Business 

Purpose data.  
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Customized Report Settings – Account Level 
Each Account may have a unique/customized profile 
setting. This is useful for specific clients who want a 
report layout that is different from your default. The 
Customized options are set using the edit icon to the 
right of the Account. Below, the Nichols Group has a 
customized report layout whereas Franchise Medical 
Center uses the Default setting. 
  
 
 
 
Change Report Settings 

• To change the Default Report Setting: click 

the Default Report Setting link.  

All Accounts will use these settings by default.  

• 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 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’.    
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Section Headings 
PivotPrime has three Section Headings which 
when applied, organize the data by either: 

• Employee Name 

• Expense Type 

• Activity  

The report key is applied to all the PivotPrime 
report layouts.  
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Section 3 | Default Report Settings 
Before moving forward to the next part of the training, let’s check and make your Default Report 
Settings are configured to a report layout and type that will be the most-often used. You or any of 
your PivotPrime users may change the Default Report Setting any time.  
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Section 4 | Data Queries  
PivotPrime displays transactions that are extracted from SAP Concur when those fields are mapped in 
PivotPrime.  
 
Extracted Expense Reports & Payment Requests 

- Paid Status/Extracted 

Transactions must be included on Expense Reports/Payment Requests that have been 

extracted from SAP Concur.   

• Reports/Payment Requests that do not meet the criteria have a Paid Status of: 

▪ Not Paid 

 

2. Reports/Payment Requests that meet the criteria have a Paid Status of one of the 

following: 

▪ Extracted 

▪ Paid 

▪ Pending Payment 

▪ Processing Payment 

▪ Sent for Payment 

 
 
Field Mapping Settings 

- PivotPrime Settings 

PivotPrime is mapped to specific fields related to your SAP Concur entity and displays these 

field values in reports. To view your settings: 

▪ Report Data Source > PivotPrime Settings > Field Context Settings          
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Single Level Queries - Paid Date/Extract Date & Transaction Date 
 

1. Expense Reports Paid Between 

The result of this query are transactions included in Expense Reports/Payment Requests 

extracted in a specific date range.   

 

2. Expenses with Dates Between 

The result of this query are transactions with dates in a specific date range. The transactions 

must be included in Expense Reports/Payment Requests that have been extracted. 

Two Level Queries – Combinations of Paid Date/Extract Date & Transaction Date 
  

1. Expense between Paid Dates with Cutoff by Trans Date 

The result of this query are transactions: 

• Included in Expense Reports/Payment Requests extracted in a specific date range 

• Where the last/most recent transaction is on or before the Cutoff Date 

 
2. Expense between Trans. Dates with Cutoff by Paid 

The result of this query are transactions: 

• Where the transactions are within a specific date range  

• Included in Expense Reports/Payment Requests extracted on or before the Cutoff Date  
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Best Practices 
It’s important to distinguish the two ways you’ll use PivotPrime: 

- To Bill Expenses  

To create backup documentation to forward on to the recipient/client for reimbursement.  

- To Find Expenses 

To generate PivotPrime reports to help locate an expense, receipt, etc.   

Best Practices | Billing Expenses 
For billing, it’s critical to capture all expenses while at the same time, avoid duplicate expenses. 
The following recommendation ensures your billing will be accurate: 

 
- Include – Set to Expense Reports Paid Between 

- Set Beginning Date and Ending Date values consistently. 

• By the month 

• By the week 

• For the first half of the month; then last half of the month  

In the example, the September query captures August expenses that may have been submitted 

late.  

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
Best Practices | To Find Expenses 
We encourage you to use PivotPrime to practice running reports and to locate expenses. Your 
subscription allows an unlimited number of reports. The best practice here is that you always 
return the PivotPrime configuration (such as the Default Report Settings) to their original settings.    
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Section 5 | Report Review – Library  
As a convenience, PivotPrime maintains a log of previously generated reports so you can quickly view 
an earlier file.  Each time you generate a PDF, it is added to this list.  

- Click the orange disk to view the report 

- Click the red circle to delete the report from the list 
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Section 6 | Wrap Up Conversation 
 

Here are some important points as we conclude today’s training: 
 

▪ PivotPrime is Shared 

You each have your own account and with it, permissions to Create 

Reports, Administer, or both. Beyond that, your changes apply to 

everyone’s experience. If you change the Default Setting, you change it for 

everyone.  

▪ PivotPrime Reports are Static 

This Training Guide covers all the various PivotPrime report layouts 

available. These are essentially different layouts of the same SAP Concur 

data.  The PivotPrime User Guide also details these reports.  

▪ PivotPrime checks for new SAP Concur data (closed batches/extracted 

expense reports and payment requests) periodically. The time it takes to 

move that data over depends on several things. Among them, the overall 

data traffic across all customers so time of day is a consideration. A best 

practice is to expect your PivotPrime data the day after you process your 

SAP Concur expense reports.    

▪ Extract Date Subject to SAP Concur Process 

Closing the batch in Concur at the end of the day may result in a Paid Date 

for the following day as the date/time stamp happens sometime after the 

batch is closed.    
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Section 7 | 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 Pop-up Blockers 

PivotPrime cannot display the results of the data query if the Pop-up Blocker is enabled.   

Step 2 – Confirm ‘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. 

  

mailto:help@pivotpayables.com


 
PivotPrime 

Training Guide 
 

   

PivotPayables-PivotPrime-TrainingGuide_1034_06042020 

23 
 

Step 3 – Confirm Extract Process Completed  

PivotPrime can only access transactions and images that have been extracted from Concur. To verify 
this by: 
 

1. Log in as a Concur Administrator 

2. Choose the Process Reports option 

3. Run a Query on All Paid Reports 

4. Status must be Paid, Sent for Payment, or Payment Confirmed 

Note - If you do not see the status as one of the above, then it has not been Extracted in Concur. 
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Step 4 – Confirm PivotPrime Mapping  

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. Log into 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.    
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Step 5 – Still No Data in PivotPrime?  

 
Let’s get to the bottom of this! We need three favors. 
 

1. Print a Detailed Report from Concur and check the 

Payment Status.   

The Payment Status must be one of the following: 

• Extracted 

• Paid 

• Pending Payment 

• Processing Payment 

• Sent for Payment 

A Payment Status of Approved, In Accounting Review, etc. mean the extract step has not been 
performed.  

 
2. For each PDF, provide a screen grab of the Audit Trail showing the row highlighted below. If 

you are providing multiple reports, please note which Audit Trail is associated with each 

report.  

 

 

 

 

 

 

 

 

 

 

 

3. List out some of the transactions that are on Expense Report but are NOT in the PivotPrime 

report. 

 

Send the above to help@pivotpayables.com. 

 

mailto:help@pivotpayables.com

