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SAP CONCUR




Cloud solution
Financial s A P
authorities

SAP helps automating the invoices approvals and
locating the invoices which are in with disputes
with suppliers or if any mismatches happened,
reduced the risk of missing invoices and missing

credit cards

Financial
accounting

mails, makes approval process more efficient and
in timely manner, easy to drdfts the reports. .

Travel agency

Payroll

App partner Mobile options
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Benefits of SAP Concur
- ncreased Visibility

S
Aut ted Activiti
f'__g'_] utomate ctivities

I ll? Increased Productivity

Feduced Reliance
on Manual Data Entry

e
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SAP Invoice
Processing

« Mail from Supplier

 |[n concur

SAP Concur

v Document Separation
v'Verification

v Assigning
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SAP Invoice Processing

*This is how we receive a mail from supplier

File Home  Send /f Receive View Help Try the new Outlook ":. 1
=1 New Email ~ m ~ = B~ € % —> E sharetoTeams [ Unread/Read B~ M+~ F-~ searchPeople | B N7~ =5 BY [ Reply with Scheduling Poll wee
. ] J -
<
~Favorites All Unread By Date ~ T Fruit Thyme - Tax Invoice 58351
Inbox 4 =
norm@produce.co.nz O . . €5 Reply “5 Reply All —>» Forward [T e
Sent ltems Tax Invoice 2712059 from T... 9:59 AM ' Fruit Thyme <orders@fruitthyme.com>
Your Invoice is attached Te Accounts Payable - Concur Sat 9/16/2023 8:45 AM
Deleted ltems 273
S— G FRUITT-Tax-Invoice-58351.pdf
L] TALIUTE PISLUTY nOrm@perUCE.CO.nZ @J 2‘19 K_B gt

Junk Email Tax Invoice 2711723 from T... 9:46 AM
Your Invoice is attached.

Outbox 2
Y (2 Please find document FRUITT-Tax-Invoice-58351.pdf attached
R3S Feeds The Neat Meat Com... U
» Search Folders Invoice F22411615 - SAT 16... 9:32 AM
@
~ Groups
Email signature 14 Harbour Fish Ltd Que... 1]
Invoice F22411607 - SAT 16... B:48 AM
L4
~ Accounts Payable - Concur Fruit Thyme 1]
Archive Fruit Thyme - Tax Invoice 5... 8:45 AM
Please find document
Completed
> Conversation History ar@servicefoods.co.nz O
Deleted Items Service Foods Invoice INT3... 8:37 AM
Service Foods Ltd Behind
Drafts
~ Inbox 40 Jo Twigg
Fowarded to SAP REMINDER Invoice INV-93... T:2T AM
View invoice
Others
SAP Confirmation Mail Jo Twigg
Statement 2Znd REMINDER Invoice IN... T:2T AM
View invaice
Junk Email
Az Sl Dirty Laundry Accou...
Marketing invoices Bill 37303 from Fanda Lau... 6:03 AM
View invoice
Outbox -
41 Unread: 40 Updating Accounts Pa:able - Concur - G!enﬂarﬂ ‘Wines. This folder is up to date. CDnnedeg imil = . + 10
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* We've to forward the invoices to SAP Concur through mail like below

v Favorites
Inbox
Sent [tems
Deleted ltems
LUNVEIALIOn miLorny
Junk Email
Outbox
RSS Feeds

» Search Folders

~ Groups

Email signature

Archive
Completed
» Conversation History
Deleted ltems
Drafts
“ Inbox
Fowarded to SAP
Others
SAP Confirmation Mail
Statement
Junk Email
> Lodge Bar
Marketing invoices

Qutbox

8,741 Unread: 39

273

(2]

14

w Accounts Payable - Concur

39

All  Unread

norm@produce.co.nz

Tax Invoice 2712059 from T...

Your Invoice is attached.

norm@produce.co.nz

Tax Invoice 2711723 from T...

Your Invoice is attached.

The Neat Meat Com...

Invoice F22411615 - SAT 16...

2

Harbour Fish Ltd Que...

Invoice F22411607 - SAT 16...
L3

[Draft] Fruit Thyme
Fruit Thyme - Tax Invoice 5...
Please find document

ar@servicefoods.co.nz
Service Foods Invoice IN73...
Service Foods Ltd Behind

Jo Twigg
REMIMNDER Invoice INV-93...
View invoice

Jo Twigg
2nd REMINDER Invoice IN...
View invoice

Dirty Laundry Accou...
Bill 37303 from Fanda Lau...
View invoice

By Date T

v

9:59 AM

9:46 AM

9:32 AM

8:48 AM

8:45 AM

8:37 AM

7:27 AM

727 AM

6:03 AM

s

o B 2 B~ PO L B AN Leder G
o
[i] Discard ] Pop Out
&> Send this email during your work hours: Mon, Sep 18 at 8:00 AM Schedule send | Dismiss
.E From Accounts Payable - Concur
Send To T iy invoice@concursolutions.com:[
Cc
Subject FW: Fruit Thyme - Tax Invoice 58351
FRUITT-Tax-Invoice-58351.pdf
poF 249 KB
-—-—-QOriginal Message--—-
From: Fruit Thyme <orders@fruitthyme.com>
Sent: Saturday, September 16, 2023 8:45 AM
To: Accounts Payable - Concur {accountspavable_concur@‘f’;fﬂ&—v
Subject: Fruit Thyme - Tax Invoice 58351
Please find document FRUITT-Tax-Invoice-58351.pdf attached
All folders are up to date.  Connected i} = i + 1

Carisma Solutions confidential. Please do not distribute.
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In Concur

SAP Concur @ English (UK) v

--‘-'H
“ oY e B -

Username, verified email address or SSO code

‘ benthils @y com

Remember me
Forgot username

Need help signing in

Learn about SAP Concur for your business

Kyiv, Ukraine

SAP Concur
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SAP Concur Homepage : Click the invoice here

SAP Concur Home ~ ® ss
SAP Concur + 00 00
Ivoice Feguired Invoices
Approvals
My Tasks

Invoices

m Required Approvals

Great! You currently have no approvals. You currently have no active invoices.

THE BEST RUN h-z*! ) SAP Concur

Carisma Solutions confidential. Please do not distribute. @ CARISMA SOLUTIONS



SAP Concur Dashboard : Click the unverified Capture tab

SAP Concur Invoice ~ @ ss
Invoice Manager Create New Invoice Processor W Invoice Capture Payments w Supplier Manager
. . :
|“VO|Ce Ma“ager Edit Company Dashboard

ACTIVE INVOICES

39 39 211 133

Unverified Capture Unassighed Invoices All Unsubmitted Invoices All Unapproved Invoices
A Over I3 oL 6 A Over 12 Hours: 9 A Over 3 Days: 94 A Over 5 Days: 132
My Tasks
Invoices Back Office
(®) Create New Invoice Unassigned Invoices 39
Unsubmitted Invoices 0 Pending Accounting Review 133
All My Invoices 1 Unapproved Suppliers 0
All Unpaid Invoices 344

THE BEST RUN F-E*! D SAP Concur
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Process 1 : Document Separation

SAP Concur Invoice ~ ® ss

Invoice Manager Create New Invoice Processor w Invoice Capture Payments Supplier Manager
Batch List
Capture Batch List

From Address: Received Date (From / To): | 22/112023 |88 29/11/2023 B
Status: L4 Subject:
Barch 1D: To Address:
Task State: v Show Deleted Batchies): [
| 3 Upload Batches Download Separator Sheet
[[] BatehIDl® | From Address Received Date/Time | Status Jﬁﬁhjﬁﬂ\| Document Count | Locked With Status Time Subject To Address | Message | Original Batch ID |
[] 3035277263 abdulp@roddandgu... 29/11/2023 09:43 AM RECEIVED @:uw&nt Se :-@) 1 29/11/2023 09:44 AM FW: Invoice from Ar...  roddandgunn_invoi... MNone
[] 3035277029 gbdulp@roddandgu... 28/11/2023 09:37 AM RECEIVED Document Separation 2 291172023 09:40 AM  PW: OUTSTANDING... roddandgunn_inveoi... MNone
[l 3035275457 accountspayable_c... 29/11/2023 08:55 AM RECEIVED Verification 1 29711/2023 09:24 AM - PW: Invoice 221181... roddandgunn_invoi... MNone
[[] 3035275409 accountspayable_c... 29/11/2023 08:54 AM RECEIVED Verification 1 29711/2023 09:22 AM  PW: Invoice 221182... roddandgunn_invoi... None
[] 30352754086 accountspayable_c... 29/11/2023 08:534 AM RECEIVED Werification 1 2971172023 09:22 AM  PW: Invoice 221182... roddandgunn_inveoi... MNone
[] 3035275391 accountspayable_c... 28/11/2023 08:53 AM RECEIVED Verification 1 28/11/2023 08:54 AM  FW: Sanford Sale In... roddandgunn_inveoi... MNone
[l 3035275376 accountspayable_c... 29/11/2023 08:53 AM RECEIVED Verification 1 29711/2023 08:525 AM - PW: Your Invoice fro... roddandgunn_invoi... MNone
[[] 3035275342 accountspayable_c... 29/11/2023 08:52 AM RECEIVED Werification 1 2971172023 08:56 AM  PW: Invoice # 2746... roddandgunn_invoi... None
[] 3035275321 accountspayable_c... 29/11/2023 08:51 AM RECEIVED Werification 1 2971172023 08:53 AM  PW: Invoice F24117... roddandgunn_inveoi... MNone
[] 3035275292 accountspayable_c... 28/11/2023 08:51 AM RECEIVED Verification 2 28112023 09:25 AM  PW: [## 2450770 #... roddandgunn_invoi... MNone
[l 3035275286 accountspayable_c... 29/11/2023 08:51 AM RECEIVED Verification 1 29711/2023 08:52 AM  PW: Invoice INV-28... roddandgunn_invoi... None
[[] 3035275283 accountspayable_c... 29/11/2023 08:51 AM RECEIVED Werification 1 29711/2023 09:17 AM - PW: KERRY LOGIST... roddandgunn_invoi... None
[] 3035275279 accountspayable_c... 28/11/2023 08:50 AM RECEIVED Verification 1 291172023 08:52 AM  PW: Invoice INV-28... roddandgunn_inveoi... MNone
[l 3035275269 accountspayable_c... 29/11/2023 08:50 AM RECEIVED Verification 1 2971172023 08:53 AM  PW: Inveoice INV-28... roddandgunn_invoi... MNone
Page 1 ofs| » I Displaying 1 - 100 of 437 | Send to Excel

Carisma Solutions confidential. Please do not distribute.
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Why Document Separation?

» Vendors might scan items upside down or out of order,
combine unrelated invoices, forget to group multi-page
invoices, or include unneeded pages within the emailed
batch. If allowed to proceed without review, the output
might be unusable or require additional work to
process.

» SAP Concur strongly recommends that the Verifier
review every multi-invoice batch using the options on
the Document Separation tab.
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Document Separation Process

App Centre

SAP Concur Invoice | Approvals  Reporting~

Invoice Manager ~ Create New Invoice Processor= Invoice Capture ~ Payments = Supplier Manager

Batch List ~ Document Separation  Verification

A0010647cobf - BODD & GLINA i o .
p0010647cpor - RODD & GUAN Tip: Click on thumbnail to select / unselect a page

5[] 3029890305~p0010647cpbf~DSEP~1CDSE  LONROO7585505. pdf
9 [ LONROOT585505.pdf (Id:435393)
[) Page 1 (1d:435393) . . " "
- 2 -
[) Page 2 (4:435393) Page1 ¢ C Page2 " G O Page3 « G O Paged G O
[ Page 3 (14:435383) L a— e R EER—
[ Page 4 (Id:435393) SeTerooe

To Address: roddandgunn_invoice@concurs

olutions.com

Zoom Thumbnails To:

Administration | Help~

Profile = &

Select All Pages Unzelect All Pages Rotate Clockwize Rotate Anticlockwize

[ 20% 30%  40% 0%  60%  T0% &% 90%  100%

Carisma Solutions confidential. Please do not distribute.

1 Select each page
of the invoice in the
right order
according to the
page number.

1 Make sure the
“Invoice number
and Supplier name
located page is in
the first page.

”

1 Select all pages
and submit it.
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Click Submit and Yes .Document Separation is Over.

« - C @ concursolutions.com/Expense/Payables/CVP_Portal.asp#

Please Confirm X

:’E Are you sure you wish to submit the current changes for document separation?

Carisma Solutions confidential. Please do not distribute. @ CARISMA SOLUTIONS




Process 2: Verification

SAP Concur Invoice ~ @ ss

Invoice Manager Create New Invoice Processor w Invoice Capture Payments w Supplier Manager
Batch List
Capture Batch List

From Address; Received Date (From /To).  2z/11/2023 B8 20/11/2023 B
Status: L' Subject:
Batch 1D To Address:
Task State: W Show Deleted Batchies): [_]
| 3 Upload Batches Download Separator Sheet
[[] BatchIDl= | From Address Received Date/Time | Status | Task State Document Count | Locked With Status Time Subject To Address | Message | Original Batch ID |
[] 3035277263 gbdulp@roddandgu... 29/11/2023 09:43 AM RECEIVED Document Separation 1 29711/2023 09:44 AM - FW: Invoice from Ar... roddandgunn_invoi... MNone —
[[] 3035277029 gbdulp@roddandgu... 29/11/2023 09:37 AM RECEIVED Document Separation 2 29711/2023 09:40 AM - FW: OUTSTANDING... roddandgunn_invoi... MNone
[[] 3035275457 accountspayable_c... 29/11/2023 08:55 AM RECEIVED Verification 1 29r11/2023 09:24 AM  PW: Invoice 221181... roddandgunn_invoi... MNone
[[] 3035275409 accountspayable_c... 29/11/2023 08:534 AM  RECEIVED Verification 6 1 29711/2023 09:22 AM  FW: Invoice 221182... roddandgunn_invoi... MNone
[[] 3035275408 accountspayable_c... 29/11/2023 08:534 AM  RECEIVED Vermcaton 1 29711/2023 09:22 AM  FW: Invoice 221182... roddandgunn_invoi... MNone
[[] 3035275391 accountspayable_c... 29/11/2023 08:53 AM RECEIVED Verification 1 29r11/2023 08:54 AM  FW: Sanford Sale In... roddandgunn_invoi... MNone
[] 3035275376 accountspayable_c... 29/11/2023 08:53 AM RECEIVED Verification 1 29/11/2023 08:55 AM  FW: Your Invoice fro... roddandgunn_invoi... Mone
[] 3035275342 accountspayable_c... 29/11/2023 08:52 AM RECEIVED Verification 1 29/M11/2023 08:56 AM  FW: Invoice & 2746... roddandgunn_invoi... Mone
[] 3035275321 accountspayable_c... 29/11/2023 08:51 AM RECEIVED Verification 1 29/11/2023 08:53 AM  FPW: Invoice F24117... roddandgunn_invoi... Mone
[] 3035275292 accountspayable_c... 29/11/2023 08:51 AM RECEIVED Verification 2 29M11/2023 09:25 AM  PW: [#% 2450770 #... roddandgunn_invoi... Mone
[] 3035275286 accountspayable_c... 29/11/2023 08:51 AM RECEIVED Verification 1 29/11/2023 08:52 AM  FW! Invoice INV-28... roddandgunn_invoi... Mone
[] 3035275283 accountspayable_c... 29/11/2023 08:51 AM RECEIVED Verification 1 29/11/2023 09:17 AM  FW: KERRY LOGIST... roddandgunn_invoi... MNone
[] 3035275279 accountspayable_c... 29/11/2023 08:50 AM RECEIVED Verification 1 29711/2023 08:52 AM  FW: Invoice INV-28... roddandgunn_invoi... MNone
[] 3035275269 accountspayable_c... 29/11/2023 08:50 AM RECEIVED Verification 1 29711/2023 08:53 AM  FW: Invoice INV-28... roddandgunn_invoi... MNone -
Page 1 ofs| » 2 Displaying 1 - 100 of 437 | Send to Excel

Carisma Solutions confidential. Please do not distribute.
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What is verification and why?

The task of verification incorporates a side-by-side view of
the original emailed invoice and the extracted data. The
extracted data can be added to a selected field using click
and paste techniques. This view lets the Verifier quickly
compare and verify values that are auto populated into the
default fields (captured data) during the processing step and
allows for rapid coding of custom fields. The Verifier also
manually codes the remaining, client-added fields at this

time.
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Step 1: Open the invoice

To Address: reddandgunn_invoicef@concurs. ..

Invoice Manager

Batch List ~ Document Separation  Verification

Create New Invoice

From Address: accounispayable_concurir. ..

Processor = Invoice Capture Payments =

Company Name: RODD & GUMN AUSTRAL. ..

Supplier Manager

m View Invoice Summary

T

0 of 1 invoice({s) verified

« | |Involce Detalls FRUITT
Supplier Information s Tax-
Paolicy Invoice Number Invoice Date Invoice Amount Comments Tax )
CM Enterprizes Qld Pty Ltd T/as Fruit Invoice
Thyme IMFJ.HKETING Policy ~..-| |53351 | |1am9r2023 |:| |43.sa ‘ |n.un | -3
L b
Australia MYOB -
ROCKLEA AUSTRALIA Currency (9
IAUD-Australia. Dollar v|
Supplier Code: FRUTHY QAL o
View Change
nstructions & K
Default Instruction Text <
Page
| e 1K
of 1
remisation Summary ¥l s
Add Item Amount Remaining to be femised: AUD 0.00 | X
|:| Mo, | Line Description * Quantity * Unit Price Total | «Ej
] 1 45 50 43 50 | 100
L ||

|1 |nl1

Carisma Solutions confidential. Please do not distribute.
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You can see the invoice provided by the supplier.

TAX INVOICE 58351

Carisma Solutions confidential. Please do not distribute.

Invoice To
THE LODGE BAR EDNMNIMNG JAMES ST
49 JAMES 5T
(DRIVER 2085)
FORTITUDE VALLEY QLD 40065
-=EF LEAR ol 1
Roforonce: LATE SAT
Coda D= criypi oo Order Supply Umit Prico Total
B | MAMNGE MAMGOES 5.0 0 | ESCH S0 ERA, 34 50
CUCaAK CUCUMBER - AFPLESYH TE 1.0 0 | KG o0 G =il
CuCLBE CUCLUMBER - LEBAMNESE {BAEBEY ) 1.0 O3 | PLUNRET 40PN 40
Tota &8 &0
Motes: Al smounts payable o which this invoice relabes, hase besen assgned o Cashifiow Finamnocs Auostralia Py Lid & C N 0338 FEE 524
This means your chegues musl = made payable o
Cashiicw Finance furstradia Pty Lid and be s=nt direct o il 21 GPO BOX 21758 Brisbame COLD 4001 or by owr peefered method of paymend
Electonic Funds Transfes ba:
Bank: AMZF Branch: 118 Miller Sireet, Morth Sydney MEW 2060
BEE: 012361 Bank Accouwnl Mumber: BES0S581

. Check whether the
provided pdf is TAX
INVOICE or CREDIT
NOTE or any other
sales related
documents.

U If it is not a TAX
Invoice or a Credit
note, we don’t need to
process.
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Step 2: Supplier

Invoice Manager  Create New Invoice Processor~ Invoice Capture Payments v Supplier Manager

o L Check whether the

default picked
To Address: roddandgunn_invoice@concurs... From Address: accounispayable_concur@r... Company Name: RODD & GUNN AUSTRAL... m View Invoice Summary Open as PDF m
FRUIT]

« |Invoice Deralls oy, Supplier iS bEIOngs

i
Policy Invoice Number Invoice Date Invoice Amount Comments Tax

| MARKETING Policy v | 53351 | 16/092023

T alla

5 [en 55351 to the same

S [ oo 0 supplier which is
_ .< mentioned in the
ot attached invoice.
E— & | U Incase of wrong
— per—— supplier picked,
R ™ we’ve to change

f the supplier.

C

)
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Process to select the Correct Supplier:

(- ™ N .: -\q-: -
Supplier Information

CM Enterprises Qld Pty Ltd T/as Fruit
Thyme

Australia MYOB

ROCKLEA AUSTRALIA

Supplier Code: FRUTHYO0AU

View

Change

v

 Click change and find
the right supplier and
save it.

1 Select the change
option in the supplier
information tab.

Carisma Solutions confidential. Please do not distribute.

= untitled

TAX INVOICE 58646

Invoice To

THE LODGE BAR &DINING JAMES ST
49 JAMES ST

BRISBANE MARKETS
ROCKLEA QLD 4106

PH: 0415099 600

EMAIL: orders@frulthyme com

Unit6 /7 K BLOCK

(DRIVER 2085)
FORTITUDE VALLEY QLD 4006
Phone 0423186005 Invoice Date | | Account Code Page
26-5EP-23 LBAR 1ol v
Search: | Supplier Hame v ‘ Begins with Q‘
Supplier Name « | Supplier Code Address Accounting Code Street Address 2 City | Prefecture | Postal Code ‘
CM Enterprises Qld Pty Ltd Tias Fr...  FRUTHY0AU Australia MYOB ROCKLEA QLD 4108

Page‘_1| of 1 ‘:)

Displaying 1-1of 1
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Step 3: Policy

1. Lodge bar Policy — Food & Liquor

2. Non-Lodge bar Policy

(i) Marketing Policy - Marketing related expenses
(ii) E-com Policy — E- Commerce expenses

(iii) IT Policy — IT expenses

(iv) All Accounting Policy — Other than marketing
e-commerce and IT expenses.

Carisma Solut ions conf idential. Please do not d istribute. @ CARISMA SOLUTIONS



1 Only we can find the Lodge bar policy in
the details of Invoice

J Lodge Bar — Food, Liquor & Kitchen items
and some consumables related to lodge
bar.

. For other Policies we are referring
suppliers and policy group excel sheet.
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For Lodge Bar : Mentioned in
the invoice itself.

Unit 67 7 K BLOCK
BRISBEANE MARKETS
ROCKLEA OLD 4106

P 0415 095 600

B, Fhouit ‘.Trtﬁ-l e

TAX INVOICE 58351

EMAIL : ordersEdnstsnyme com

Irmwaice To

HE LODGE BAR &DINING JAMES 5T
9 JAMES 5T
([

FORTITUDE WVALLEY QLD 40068

Phone 042318025 I e Date Account Code Pape
16-SEFP-23 LEAR 1of 1
Roference: LATE SAT |
Codo Do Crijption Order Supply Umie Prilco Toital
S | MAMNGE BMAMGOES .00 5.00 | EACH & COER 3480
CUCAK CUCUMBER - APPLEAYHITE 100 1.00 | KG 9. 20 KG 9.50
CUCLE CUCUMBER - LEBAMESE {BABY ) 100 1.0:0 | PILNMET 4. 400PUN 4.40
Taotal 48 0

Motos: Al amounts payable bo which this invoice relates, haree besen assigned o Cashfiow Finamncs Awstradia Pty Lid AOC ML 053 756 524
This means your chegues must b made payable o
Cashiicw Finanos Swsialia Pty Lid and be m=nt direct fo it &t GPO BOX 2138 Brishamne QLD 4001 or by owr prefered method of payment
Elesctonic Funds Transfer ba:
Bank: AMZF Branch: 116 Miller Street, Morth Sydney MEW 2060
BER: 0123681 Bank Accouwnl Mumber: BES0SL581

Carisma Solutions confidential. Please do not distribute.

For Non - Lodge Bar : Refer the

Supplier and Policy group excel file

F764

k

B C D E F

Account Number Account Name Policy Group  Recipient Suggested Expense type
Tealivmne Anzela Ward moved to AU
TGI Office Automation Inc ALL ACCOUNTS POLICY Michael Schmitz Printing & Stationery US - Head Office
The Dingly Press Inc MARKETING POLICY  Stephanie Noonan
The Dot Printer Inc ALLACCOUNTS POLICY Scoft Braini
The Tailor Maid ALL ACCOUNTS POLICY Danielle Sciberras Clothing Repairs Will need to be charged to relevant stors mentioned o
Tommy's Window Cleaning Service ALL ACCOUNTS POLICY Danielle Sciberras Cleaning 5030- Dumbo
TransitChek ALLACCOUNTS POLICY Michael Schmitz
Trug Fit Corporation _Angela Ward
Wiland Inc MARKETING POLICY  Stephanie Noonan
Zendesk Inc. Angela Ward
Bergen Logistics Corp ALLACCOUNTS POLICY Michael Schmitz Freight Other Canada Head Office Wholesale

ERNYOUD1CA
ULTXPR1CA
PRICITOCA
ICODIGO1CA
CNECOMOLCA
SCILOGOCA
FEDEXPOLCA
ICODIGO1CA
COMCANOCA

United Kingdom
FACIREUK
LRGONLO1UK
BLUMARQ

PLADLUK

Kerry Logistics (Canada) Inc.

Kerry Logistics (Canada) Inc. USD
Kerry Brokerage Canada

Adyen Canada Limited

Ernst & Young LLP

Ultra XPress Printing Inc

Print City Canada Ld.

ICON Digital Productions Inc.
CNESST COMMISSION DES NORMES
5 Logistics Ltd

Federal Express Canada Corparation
ICON Digital Productions Inc.

CompuCom Canada Co

Metz Platforms Ireland Limited ( Facebook)
LRG Online Limited
Bluz Marble Global Payroll

Planarama Ltd

ALLACCOUNTS POLICY Chung Wei Chang

ALLACCOUNTS POLICY Chung Wei Chang

ALLACCOUNTS POLICY Chung Wei Chang

ALL ACCOUNTS POLICY  Michael Schmitz B171 - Sales Suspense
ALLACCOUNTS POLICY 3imon Harrington Accounting Fees

ALL ACCOUNTS POLICY Scott Braini
ALL ACCOUNTS POLICY Scoft Braini
ALLACCOUNTS POLICY Scott Braini

211691 Marketing

ALLACCOUNTS POLICY  Angela Danilis

ALLACCOUNTS POLICY Michael Schmitz
ALL ACCOUNTS POLICY Michael Schmitz Freight
ALL ACCOUNTS POLICY  Scott Braini

T POLICY Wes King Capex

Angela Ward (Temporary)

Angela Ward
ALL ACCOUNTS POLICY Angela Danilis 2620 - Computer cost
ALL ACCOUNTS POLICY  Scott Braini REM

7020- Conduit §

i ——
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Step 4: Invoice no, Date, Amt, Tax, Currency, Description

. Invoice number : It is provided in the invoice. If it is not provided,
we can use date or any reference number as an invoice number
according to the client instruction.

1 Date : Make sure you are picking the correct date which is
provided in the invoice.

Jd Amount : We should take the current total amount of the
Invoice.

J Tax : AUS —10% GST, NZ - 15% GST, UK- VAT, CANADA - QST, RST,
GST vary according to the state of business, Europe — VAT % vary
according to the state of business, US — No tax.

. Currency — As mentioned in the invoice.

Carisma Solut ions conf idential. Please do not distribute. @ CARISMA SOLUTIONS



Partial Tax

In One invoice some products will have GST and some of them will not have GST.

ABC LIMITED

17 Albert Street, Mezzanine Level
Auckland 1010

Phone: (09) 377 5931

GST No. 94-046-203

Email Remittances to accountsa abe.co

To: Dat 13-Sep-23
TW Property
3 Wakefield Street
Onekawa, Napier
Hawlkes Bay
4110

Pag lofl

Price (Incl
Description tity| GST) Total NZ$

Skirt * 10000 | $ 100.00
Pant L00.00 $ 100.00
Belt * 50.00 $ 50.00
GST* $ 15.00
TOTAL this Invoice (Inclusive GST) $263.00
Please pay by direct credit to the following account:
ABC Limited Due Dat 13-Sep-23
ANZ
Account 06-0103-0284675-00

Carisma Solutions confidential. Please do not distribute.

1 For example, look at this
this invoice; This
invoices has 3 products.
2 products have GST and
1 product have no GST .
In these sceneries also,
we have to put the
whole GST amount in
the tax tab.
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Description

1 We have to put the item name as a description in case of the

description is 2 to 3 lines.

J Incase of more than 3 lines, we have to summarize the description
as per the nature of the product like food, Beverage, Consumables.
If we don’t know the nature of the product, we have to google it

and find it.

green hill

Go gle brie de moutere L > =% =3 S==

1 In some cases, Client will provide description for specific suppliers
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Step 4: Check and enter all the details.

Batch List  Document Separation

To Address: reddandgunn_invoicef@concurs. ..

Default Instruction Text

- e g
LEemization summary

Add ltem

[] No. | Line Description

Invoice Manager

&

Create New Invoice

Verification

From Address: accounizpayable_concurdr. .

nvoice Detalls

Processor~

Invoice Capture Payments =

Company Name: RODD & GUNM AUSTRAL. ..

Supplier Manager

Supplier Information 4

CM Enterprizes Gld Pty Ltd T/as Fruit

Thyme

Australia MYOE

ROCKLEA AUSTRALIA

Supplier Code: FRUTHY0AL -
View Change
Nstructions O a

FRU

] 1

0 of 1 invoice(s) verified

Puolicy Invoice Mumber Invoice Date Invoice Amount Comments Tax —||—E|1
v| |seast | | 1sr0arz023 @ [0 ‘ ‘ | 0.00 51;(
#*Z-nof uzed Default Invoice Palic _H
Default Invaice PO Paolicy
MARKETIMNG Policy
IT Policy
=7 nof uzed - ANZ - MARKETIMNE
**7_nof used ANZ - LODGE BAR |
*=Z-not used - ANZ - IT Policy I
LODGE BAR Policy ¢
E-COMM Palicy

i Pagy

=Z-nof used ANZ - E-COMM Poli I
ALL ACCOUNTS Policy m |_1
#=Z-nof used ALL ACCOUNTS Po of 1
#=Z-not used Canada Default Grol ¥ ¥
“'Z-not used United Kingdom Def Amount Remaining to be Kemised: AUD 0.00 A
#=Z-nof used CAN - MARKETING
#Z-not uzed CAN - IT Palicy * Quantity * Unit Price Total |

b 2
1 48.30 43.50 |;§|
E
C
N
En|
1| o

Carisma Solutions confidential. Please do not distribute.
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Step 5: Check once, then Save and Submit

Administration* | Help~
SAP Concur Invoice Approvals Reporting = App Centre o
Profile - o~
Invoice Managear Create Mew Invoice Processor- Invoice Capture Payments - Supplier Manager
Batch List  Document Separation  Verification
To Address: roddandgunn_invoiced@concurs. .. From Address: accounispayable_concurr. .. Company Name: RODD & GUNN AUSTRAL... m View Invoice Summary Open as PDF m
€ Invoice Detalls FRUITT
Supplier Information . Tax-
Policy Inveice Number Invoice Date Invoice Amount Commenis Tax .
CM Enterprizes Qld Pty Ltd T/as Fruit WoCe
Thyme LODGE BAR Policy v | 58351 16/09/2023 | 48.80 ‘ | | 0.00 £83c]
wlelatel
Australia MY OB
ROCKLEA AUSTRALIA Currency )
AUD-Australia, Dollar " |
Supplier Code: FRUTHY0AL =
View Change
NSTrUctions — a K
Default Instruction Text <
B
1
Lemisation Summary ¥ | s
Add ltem Amount Remaining to be Htemised: AUD 0.00 | | 2!
I
|:| No. | Line Description * Quantity * Unit Price Total | ﬁ
R Stock Food (Summarized) 1 4530 45.30 | 100
L.
0 of 1 invoice{s) verified | 1 | of 1
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Things to check before save and Submit

1 Make sure you have selected the right supplier with
the right country.

. Policy is right.

J Invoice number, Invoice date , total amount, tax and
currency are correct.

1 Amount remaining itemized to be ZERO

1 Description is correctly picked or summarized.
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Process 3: Assigning — Click unassigned invoices tab

Administration | Help~r
SAP Concur Invoice Approvals Reporting ~ App Centre
Profile - &
L
Invoice Manager Create New Invoice Processor= Invoice Capture Payments = Supplier Manager
Invoice Manager Edit Company Dashboard

ACTIVE INVOICES

0 [ 137 37

Unverified Capture @igned |n‘m® All Unsubmitted Invoices All Unapproved Invoices
A\ Over 48 Hours: 0 A\ Over 12 Hours: 6 M\ Over 3 Days: 105 A\ Over 5 Days: 12
MY TASKS

Invoices Back Office

© Create New Invoice Unassigned Invoices 7

Unsubmitted Invoices 0 Pending Accounting Review 37
All My Invoices 1 Unapproved Suppliers 0

All Unpaid Invoices 174

Carisma Solutions confidential. Please do not distribute. @ CARISMA SOLUTIONS



What is Assigning and Its importance?

A step where an Invoice Verifier reviews the
verification processing capture results. This
includes correcting incorrect field capture and
manually coding additional custom fields like
expense type and GL code added onto the
form by the client in an effort to prepare the
batch for the final invoice review step.
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Step 1: Check whether the verified invoice is original or duplicate.

Invoice Manager ~ Create New Invoice  Processor= Invoice Capture ~ Payments = Supplier Manager

. In case of
same invoices

SEARCH View: Al Unassigned Invoices v pPr ocessed

| |Bognsum : twice the

times, sap

Moty mage o Name Supper e moccMmbert,  IoceDaet,  Toaly  LastComment  PoicyMamet,  Cration ater: concur detect

those duplicate

invoices easily

Unassigned Invoices

Fish Window e . - - = T TS
& D Cleaning(FISWINOUSA3230-2023 Fish Window Cleaning 3230-2023 3110872023 USD 75.00 . ALL ACCOUNTS Palicy 1210972023

Best Mannequins{BESMANO1FR}-

H \ rllu .|I |I ol .|I ||2 2 :F. ! . n '|:,|:_ = III E.IE 24-\.
& V310900146 Best Mannequins INV/23/09/0146 06/0912023 €7,114.50 ALL ACCOUNTS Palicy 120912023
\Afah Han Printing Co. Pte . - S T 3 . a
Wah Han Printing Co. Ple Lid INV-00244 110972023 SGD 139.32 ALLACCOUNTS Palicy 14i08/202
& L{G(WAHHANO1SGHINV-002443 T e T - o o - - a I ert Sym bOI
Blue Marble Global Tesfing invoice

Elue Marble Global Payroll Testing BG 31082023 £1,967.00 ALLACCOUNTS Policy 1410972023 . .
Payroll BLUMARD1)-47315 ' ! ! ¢ Sl ! : I ] ke N the
Singlel(SINGTED1)-Test SG Singtel Test SG 1210872023 £305 88 ALLACCOUNTS Policy 1410972023 atta C h e d

- ®E
= | 5 | = | 3

[ )
DE PIERI ENRICO(DEPIEED1)-6/001 DE FIERI ENRICO Tesling IT 06/09/2023 €21,556.30 Tesfing inveice ALL ACCOUNTS Palicy 14/00/2023 l m a g e.
CM Enterprises Qid Pty Lid T/as Fruit CM Enterprizes Qid Pty Ltd T/as Fruif S . o . PR
58351 1640972023 LD 43.80 LODGE BAR Palic 16/09/202
Thyme(FRUTHY0AU)-58351 Thyme ¢ ’ meE e AR e
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Step 2: Double click the invoice and open for assigning process.

Thyme({FRUTHYDAU)-58351

Thyme

Invoice Manager Create New Invoice Processor~ Invoice Capture Payments = Supplier Manager

SEARCH View: All Unassigned Invoices v

| Supplier Name v| | Beqgins with w | | |
|:| Alert 1] Image  Invoice Name 1] Supplier Name 1] Invoice Number 1] Invoice Date 7 Total 1] Last Comment Policy Name 1] Creation Date 1=
Y Fizh Window i . . )
[ ] Fish Window Cl 3230-2023 311082023 LUSD 75.00 ALL ACCOUNTS Pal 12/09/2023
— & 0 Cleaning(FISWINOUSA)-3230-2023 b -
T EBest M ins(BESMAMOTFR)
) A D mﬂsm ;ﬂ:;’g::sk F Best Mannequins INV/23/09/0146 08/09/2023 £7114.50 ALL ACCOUNTS Policy 1210972023
- Wah Han Printing Co. Pte . .
|___| & D Lid(WAHHANO1SGLINV-002443 Wah Han Printing Co. Ple Lid INV-002443 1110972023 SGD 130.32 ALL ACCOUNTS Paolicy 14/09/2023
0 A [)  BlueMarble Gioba Blue Marble Global Payrol Testing BG 3110812023 £1,967.00 Testing invoice ALL ACCOUNTS Policy 1410972023
— PayrolllELUMARDT)-47315
|:| & D Singtel(SINGTED1)-Test 5G Singtel Test SG 1240972023 £305.858 ALL ACCOUNTS Paolicy 14/09/2023
|.:.| & D DE PIERI ENRICO{DEPIEED1 j-5/001 DE PIERI EMRICO Testing IT 06/09°2023 £21.5856.30 Testing invoice ALL ACCOUNTS Palicy 140972023

/ \

|-—-| CM Enterprises Qid Pty Lid Tfas Fruit CM Enterprizes Qld Pty Ltd T/as Fruit 5351 16/082073 AUD 48 &0 LODGE BAR Policy 16082073

e —

Carisma Solutions confidential. Please do not distribute.
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Step 3: Check all the details are correct and select the store and
country.

Invoice Manager Create New Invoice Processor= Invoice Capture Payments = Supplier Manager
Invoice for [Select Invoice Owner] Status: Mot Submitted
CM Enterprises QIld Pty Ltd T/as Fruit Thyme(FRUTHYOAU)-58351 Gt
Actionz - Details -
Supplier Information & Invaice Details View Invoice D
CM Enterpri Id Pty Ltd T/as Fruit Th
Austr:Ii:rhﬂ‘:!EeE? Qid Pty as T Hiyme Paolicy Invoice Name Invoice Mumber Invoice Date Invoice Amount Payment Due Date
LODGE BAR Policy ' | I CM Enterprises Qid Piy Ltd T/as Fru| I 58351 | I 16/09/2023 |:| I 43 &0 | 16M10/2023 |:|
ROCKLEA AUSTRALIA Comment Parameters Tax Request Total Currency Payment Method
|IZI.DD 43.80 IALID-Australia. Dollar v| Client v|
SUpp"E[ Code: FRUTHY0AL sl - Lt Colling ! "
Address Code: Australia MYOB - ’
ountry Invoice belongs to (FINANCE AU lodgebar HO
Currency: AUD-Australia, Dellar Iy} Al-Adelide
W AU-AUS Corporate
AU-Bondi
Al-Bowral
m AU-Burnzide Village
Al-Canberra
View Change Specify Tax in: @ Invoice Details [:] [temisation Summary ﬂ Al-Castle Towers
AlU-Chadstone
ltemisation Summary AU-Chatswood
e R AU-Claremont
Em BT A -
Show Distributions AU-David Jones Dropship
|:| Mo, | | | | Expense Type Line Description Store Country Invoice belongs to (... Guantity AU-DC
] 1 Undefined Stock Food (Summarized) 1 AU-DFO EBrisbans
AU-DFO Essendon
Account Code Distribution Code Percentage Met Amoy ALFAEQ H hush -
UNDEF [System Defaulf] 100 AUD 4880 AMEELLS AUD 4550

“ Back to List
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Step 4: Save the changes.

Invaice for [3elect Invaice Quner]

(M Enterprises Qld Pty Ltd T/as Fruit Thyme(FRUTHYOAU)-58351

Actions*  Defails +

Invoice Manager ~ Create New Invoice ~ Processore Invoice Capture ~ Payments Supplier Manager

Status: Mot Submitied

Carisma Solutions confidential. Please do not distribute.

Suppler In‘ormation ¢ Invaice Detals Viw v [ )
CM Enterprises Qld Pty Ltd Tas Fruit Th
Austranﬂ:r’h}\r;soeﬂs Gl Py L Tlas P Thyme Policy Invaica Name Invoice Number Invoica Date Invaice Amaunt Payment Dug Date
LODGE BAR Policy E] CM Enferprises Qld Ply Lid Tias Fru‘ 56351 16092023 ‘ 4880 ‘ ‘ 16102023 \
ROCKLEA AUSTRALIA Comment Paramefers Tax Request Total Currency Payment Method Slore
‘ ‘ w | 580 AUD-Austl, Dol vl Clen E] | v}
Supplier Code: FRUTHYDAU AU - Lt Collins St (Lodaebar)
AddressCoce: Astla VOB e ST :
Country Invaice belongs ta (FINANCE AU lodgebar HO
Gurrency: AUD-Australia, Dollar use only) A-Adelaide
v \ AU-AUS Comarate
AU-Bond
All-Bowral
AU-Bumside Vilage
AU-Canberra
ey : @Invuice Details Oltemisah'un Summary g AU-Castle Tawers
Al-Chadstone
[temisation Summary AULChatsuood
. — | Al-Clarmant
Jistibute * L
i S Show Ditiiors A1 Jones Dt
D No. ‘ ‘ ‘ ‘ExpenseType Line Description Store Country Invoice belongs to (... Quantitf‘ ALIC
ik Undeined StockFood (Summatizd) 1 ALLDFO Bristine
AU-DFO Ezsendon
Account Code Distrbution Code Percentage Net Amo v
UNDEF [System Defsulf] 100 AUD 48.'%}'|'DED'HM ADRE
& Back o List

Please Confirm

Do you want to overwrite the Store, Couniry Invoice belongs to
(FINANCE use only] field(s) in all temisations in this invoice with the
new value entered here? Click Yes to overwrite the values. Click Noto
save the values in the invoice header without avervriting the
itemisations.

L NG MM
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Step 5: Select the expense type and save.

EDIT LINE ITEM

Cow ool

M Beagley - Current

Marketing - 70 - PR - Agency Fees
Marketing - 73 - PR - Evenis/Tours
Repairs & Maintenance

Stock Beverage - Commercial Bay
Stock Beverage - James 3

Line Descripficn

Stock Food {Summarized)

F

 Stock Beverage - Lt Collins St

Stock BEeverage - Myer Chadstone
Stock BEeverage - Queenstown
Stock Food - Commercial BEay
Stock Food - James 5t

Stock Food - Lt Collins 5t

Stock Food - Myer Chadstone
Stock Food - Queenstown
Subscriplions

Undefined

Store
I AlU-James 5t (Lodgebar)

Distribution Code

Country Invoice belongs to (FINAMCE
use only}

I Australia o

Ciuantity

|1

Unit Price
I 488

View Invoice D

Total
45 80

Total: AUD 48.80 | Distributed: AUD 0.00 (0%) | Remaining: AUD 48.80 {100%)

Carisma Solutions confidential. Please do not distribute.
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Step 6: Click assign in the left corner and assign to the respective store
manager for approval.

Carisma Solutions confidential. Please do not distribute. @ CARISMA SOLUTIONS



Conclusion:

SAP Concur is an all-in-one expense management platform
hosted in the cloud that facilitates automated expense tracking
of employee expenditures and can automate, monitor, audit
approval flow of the invoices and generating report from it.

By recording, reporting, and approving costs online, users are
able to efficiently keep an eye on and report their company’s

spending habit. Furthermore, users may approve submitted
charges.

Carisma Solut ions conf idential. Please do not d istribute. @ CARISMA SOLUTIONS
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