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SAP Concur Solution Compliance Info Sheet
Compliance & Fraud

The Nuts and Bolts of Compliance:

WRun Simple
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Maintain visibility

Build the right foundation.

Set your organization up for success by establishing the right policies,
training and T&E best practices from the beginning.

Start with smart policies.

Ensure you have clear, well thought out policies and procedures in place around
T&E expenses. Also keep your employees’ travel destinations in mind—it helps to
draft a set of rules tailored to local laws and standards of living.

Train your employees on proper T&E practices.

Not all employees will read through pages and pages of written policy documents
on their own. Develop an engaging training program to teach them about anti-
corruption and T&E best practices for your company.

Help travelers make the right decisions.

Adopt systems that allow employees to submit expenses for pre-approval, guide
travel decisions with color-coded cues, and capture every itinerary regardless of
where it was booked. Easier decisions for your travelers means better compliance
for your organization.

Make it all mobile.

Help travelers manage expenses and access information on the go with
smartphone apps. Eliminate lost receipts and keep expenses accurate by ensuring
employees can capture receipts by simply taking a picture.
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Build the right foundation

Maintain visibility.

Put your data to work so you can quickly and accurately address T&E policy
concerns, regulation changes and internal fraud.

Connect the right people.
This will help to better eliminate weakness in T&E processes and controls. Promote

collaboration between cross-functional stakeholders like HR, finance, legal and
security, and especially your internal audit and compliance teams.

Monitor and enforce your policies.

Get a look into all of your company’s T&E so you can monitor and audit spend and
detect potential abuses earlier.

A

Require your employees seek approval.

Instruct employees to submit their expense reports to managers for review
and approval before they can submit for payment. Managers can help to flag
iInappropriate expenses and establish greater compliance.

Leverage your data.
@ h‘h Visualize your expense report data to spot problems. Additionally, take control of
. your organization’s accrued tax obligations by summarizing travel data to underline

any outstanding commitments.

See how [ TW manages T&E.
Looking for more? Take a deeper dive into the hidden costs of T&E.
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https://www.concur.com/en-us/casestudy/illinois-tool-works
http://www.concur.info/tehiddencosts_web

SAP Concur

Run Simple

Learn more at concur.com
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No part of this publication may be reproduced or transmitted in any form or for any
purpose without the express permission of SAP SE or an SAP affiliate company.

The information contained herein may be changed without prior notice. Some software
products marketed by SAP SE and its distributors contain proprietary software
components of other software vendors. National product specifications may vary.

These materials are provided by SAP SE or an SAP affiliate company for informational
purposes only, without representation or warranty of any kind, and SAP or its affiliated
companies shall not be liable for errors or omissions with respect to the materials.
The only warranties for SAP or SAP affiliate company products and services are those
that are set forth in the express warranty statements accompanying such products
and services, if any. Nothing herein should be construed as constituting an additional
warranty.

In particular, SAP SE or its affiliated companies have no obligation to pursue any course
of business outlined in this document or any related presentation, or to develop or
release any functionality mentioned therein. This document, or any related presentation,
and SAP SE's or its affiliated companies’ strategy and possible future developments,
products, and/or platform directions and functionality are all subject to change and
may be changed by SAP SE or its affiliated companies at any time for any reason
without notice. The information in this document is not a commitment, promise, or legal
obligation to deliver any material, code, or functionality. All forward-looking statements
are subject to various risks and uncertainties that could cause actual results to differ
materially from expectations. Readers are cautioned not to place undue reliance

on these forward-looking statements, and they should not be relied upon in making
purchasing decisions.

SAP and other SAP products and services mentioned herein as well as their respective
logos are trademarks or registered trademarks of SAP SE (or an SAP affiliate company)
in Germany and other countries. All other product and service names mentioned are the
trademarks of their respective companies.

See http://www.sap.com/corporate-en/legal/copyright/index.epx for additional
trademark information and notices.
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