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SAP CONCUR



SAP 
Concur

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 

mails, makes approval process more efficient and 

in timely manner, easy to drafts the reports. .

Carisma Solutions confidential. Please do not distribute. ​



Benefits of SAP Concur

. 
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SAP Invoice 
Processing
• Mail from Supplier 

• In concur

✓Document Separation
    
✓Verification 

   
✓Assigning
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SAP Invoice Processing

View More
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•This is how we receive a mail from supplier



View More
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•We’ve to forward the invoices to SAP Concur through mail like below



In Concur

View More
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View More
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SAP Concur Homepage : Click the invoice here



View More
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SAP Concur Dashboard : Click the unverified Capture tab



View More
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Process 1 : Document Separation



View More
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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.



View More
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Document Separation Process
❑ Select each page 

of the invoice in the 
right order 
according to the 
page number.

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

❑ Select all pages 
and submit it.



View More

Carisma Solutions confidential. Please do not distribute. ​

Click Submit and Yes .Document Separation is Over.



View More
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Process 2: Verification



View More
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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.



View More
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Step 1: Open the invoice



View More

Carisma Solutions confidential. Please do not distribute. ​

You can see the invoice provided by the supplier.

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

❑ If it is not a TAX 
Invoice or a Credit 
note, we don’t need to 
process.



View More
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Step 2: Supplier

❑ Check whether the 
default picked 
supplier is belongs 
to the same 
supplier which is 
mentioned in the 
attached invoice. 

❑ Incase of wrong 
supplier picked, 
we’ve to change 
the supplier.



View More

Carisma Solutions confidential. Please do not distribute. ​

Process to select the Correct Supplier:

❑ Click change and find 
the right supplier and 
save it.

❑ Select the change 
option in the supplier 
information tab.



View More
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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.



View More
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❑ Only we can find the Lodge bar policy in 
the details of Invoice 

❑ 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.



View More
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For Lodge Bar : Mentioned in
 the invoice itself.

For Non - Lodge Bar : Refer the 
Supplier and Policy group excel file



View More
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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. 

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

❑Amount :  We should take the current total amount of the 
invoice. 

❑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.



View More
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Partial Tax

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

❑ 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.



View More
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Description
❑We have to put the item name as a description in case of the 

description is 2 to 3 lines.
❑ 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.

❑ In some cases, Client will provide description for specific suppliers



View More
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Step 4: Check and enter all the details. 
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Step 5: Check once, then Save and Submit
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Things to check before save and Submit

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

❑ Policy is right.
❑ Invoice number, Invoice date , total amount, tax and 

currency are correct.
❑ Amount remaining itemized to be ZERO 
❑ Description is correctly picked or summarized.
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Process 3: Assigning – Click unassigned invoices tab



View More

Carisma Solutions confidential. Please do not distribute. ​

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.



View More
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Step 1: Check whether the verified invoice is original or duplicate.

❑  In case of  
same invoices 
processed 
twice the 
times, sap 
concur detect 
those duplicate 
invoices easily  
and shows 
alert symbol 
like in the 
attached 
image.
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Step 2: Double click the invoice and open for assigning process.
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Step 3: Check all the details are correct and select the store and 
country.
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Step 4: Save the changes.
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Step 5: Select the expense type and save.
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Step 6: Click assign in the left corner and assign to the respective store 
manager for approval.



Conclusion:
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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.
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