SAP Concur

Automating
Financial
Processes:

A Recipe for Wellness
and Growth

How improved efficiency can
promote personal well-being and
boost business results

THE BEST RUN w



<

Table of Contents
Juggling Work and Wellness.................ccccoooiiiiiiiiicc e 3
How Businesses Can Foster Employee WellNESS..........ccvooviiiieiiciieceeceeeeeeee e 4
What's Putting Wellness at RISK?.........cocvooiiiiiiiicc e, 6
Administration Issues....................cco 8
Alleviating the Burden of Administration ISSUES...........cccooviiiiiiiiiiiiecc e 9
Business Establishment/Maintenance Problems..................... 11
Overcoming Business Establishment/Maintenance Problems .........c.ccccooeiiiiiiiicicccnn, 12
Financial Matters....................coo i 13
Resolving Financial Matters.........oouiiiiiiii e 14
WEIINESS........oeiiiiii e 15

© 2019 SAP SE or an SAP affiliate company. All rights reserved

< 2716 )



<

Your daughter’s dance recital is on the final day of the month. But so
is your deadline to pay all vendor invoices and process employee
expense reports. So, what do you do?

Considering what's at stake for your company, you decide to skip the

Ju Iin work show. You'll have to wait until next year’s ballet to watch you
gg g daughter perform.
and we"ness Sound familiar? It should. Work has taken over many people’s lives,

interrupting important personal events — and it's partially because
long office hours have become the norm.

0 Entrepreneurs especially spend an excessive amount of time at their
82 /0 Of Sma”' jobs. According to a survey conducted by The Alternative Board,
. o I
bUSl ness owners 82% of small-business owners work more than 40 hours a week
and nearly half work over 50.!

work more than
40 hOU rs a Week And these long hours - practically a necessity given the low

headcounts and high demands of small businesses - can lead to
and nea I’|y half negative outputs. A study by John Pencavel of Stanford University
Work over 50 founc? that employee production declines dramatically when
working 50 hours a week.?

At the end of the day, every extra hour spent working is one fewer
hour people have to focus on themselves and their wellness.

© 2019 SAP SE or an SAP affiliate company. All rights reserved
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<< How Businesses Can Foster

The definition of wellness varies from person to person. But generally, it's all about making more
mindful choices that lead to a happy, healthy, and fulfilling life — both inside and outside the office.

Today, many businesses are prioritizing employee wellness. UnitedHealthcare's 2018 Wellness Check Up Survey
states that 70% of U.S. companies are currently investing in wellness programs?® — up from 58% in 2008.#

There are many ways businesses can foster wellness for their staff, including:

+
<
L

Offering Providing
comprehensive comfortable office
health-care benefits conditions
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Paying
competitive
salaries

Allowing
flexible work
schedules

3 https://www.uhc.com/employer/news/consultant/new-survey--employees-say-wellness-programs-improve-health--prod

4 https://www.shrm.org/ResourcesAndTools/hr-topics/benefits/Documents/08-0335_BenefitsSR_FINAL_.pdf

Enabling professional
growth and social
connections
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<< How Businesses Can Foster Employee Wellness cont.

Another way business leaders can encourage greater wellness for
employees (and themselves) is by optimizing their existing business
processes and tools. Equipping the company with more efficient workflows
and systems allows employees to more easily accomplish tasks, which
leads to higher productivity and greater job satisfaction that permeates
both their professional and personal lives.

"This is the best time ever to  Today, no small business

own and run a small business. ever needs to look or act E_'_'.. -
Not only are entrepreneurs small. Technology has
now the rock stars of the leveled the playing field.

business world, and not only
do people endeavor to
support small business these
days, but also there are large
companies out there creating
very powerful tools that make
running a small business
easier and more profitable
than ever.

But the trick then is that one
must take advantage of
these powerful tools. In a
digital world, it does you
little good to run an
analogue business.
Employees, customers, and
the market demand and

expect more. Take advantage Steve Strauss
of technology” Bestselling Author, USA TODAY Senior S

Columnist
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<< What's Putting Wellness

Insufficient tools and a broader preoccupation

with work are taking their toll on people’s ]

wellness. ——

In a 2016 study, Stanford professors Joel Goh, Jeffrey

Pfeffer, and Stefanos Zenios found that approximately o

5-8% of annual health-care costs are associated with 5_8 /0 Of annual health'Ca re

workplace stressors, including high job demands, long COStS are associated Wlth

working hours, and work—family conflict.® . )
workplace stressors, including

And aside from the personal impact these stressors take on hlgh JOb demands’ |ong Working

employees, they can have an equally harmful effect on the . )

company. Sick days, diminished productivity due to hOU I's, and WOI’k—fam”y Conf“Ct-

absences, and greater turnover can all lead to poor
business results.

Once you recognize that the purpose of your life is not to serve your business,
but that the primary purpose of your business is to serve your life,
you can then go to work on your business, rather than in it."

— Michael Gerber, The E-Myth
© 2019 SAP SE or an SAP affiliate company. All rights reserved
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<< What's Putting Wellness cont.

Research by Sharon Grant and Kate Ferris has revealed the nine most common
work-related stressors putting professionals at risk:®

[K

Administration Business/maintenance Financial
issues problems matters
]
= g
4%
Uncontrollable Public image/ Workplace
factors selling oneself issues
& > «
Interpersonal Responsibility Internal/self-induced

Over the years, SAP Concur has helped a number of customers once plagued by three of these stressors in particular: administration
issues, business/maintenance problems, and financial matters. In the following pages, we'll dive into these stressors and offer some
actionable tips on how you and your team can combat them.

© 2019 SAP SE or an SAP affiliate company. All rights reserved
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In business, administrative tasks come with the territory.

You fully expect there to be books to keep, invoices to process, and
expenses to approve. What you don't expect is these menial tasks taking

St ressor s pOtI ight: up a large chunk of the workweek.
Ad m i n ist ration But all too often, that's precisely what happens.

In fact, the average finance employee spends more than five hours per
I Ssues week — or 14% of their time — manually processing invoices.” Even
completing a single expense report by hand can take around 40
minutes.®

Additionally, according to LinkedIn Learning, managing workloads (70%
of respondents) and inadequate access to the proper tools (62%)

an d account for two of the five biggest drivers of stress at work.®

Companies that continue to rely on outdated, inefficient processes create
account fOI’ two Of the greater complexities for their employees. And since their jobs are more

|| H | five blggest drivers Of difficult and their work is more prone to errors because of manual,

repetitive tasks, workers can become frustrated and exhausted.
stress at work.

As long as tedious back-office tasks remain an integral part of their day-
to-day responsibilities — robbing them of the chance to do more
meaningful work that contributes to the business — employees will be
hard-pressed to find fulfillment in their roles and attain wellness.

© 2019 SAP SE or an SAP affiliate company. All rights reserved.

7 https://www.concur.com/en-us/resource-center/reports/ami-partners-study-elevate-business-performance & https://getdivvy.com/resources/whats-it-really-
costing-you-to-submit-expense-reports-manually ° https://www.linkedin.com/pulse/stress-work-report-who-feeling-most-how-combat-paul-petrone/ < 8/16 >



<< Alleviating the Burden of

Administrative work will never fully disappear. Regardless, companies can — and should — take steps to
reduce the amount of menial work employees do on a daily basis.

Why? Aside from simplifying their lives,
it's a chance to add more purpose to
workers' roles.

The Society for Human Resource
Management found that 90% of
employees reported that job
meaningfulness was either “important”
or “very important” to their satisfaction.?®

But since many workers spend a large part
of their days focusing on more laborious
tasks, they rarely get the chance to find
meaning in what they do. That prohibits
them from enjoying their jobs and
discovering happiness.

The first step you can take to alleviate
time-intensive tasks is to audit your
processes. Think about the last time you
took a close look at your AP or expense
reporting processes. If you can't recall it,

© 2019 SAP SE or an SAP affiliate company. All rights reserved

you're not alone. It's easy to get caught up
with the daily grind of running a business.

When it comes to reviewing your current
process, it'simportant to look at it from
not only your point of view but also from
your employees’ standpoint —and in the
case of accounts payable, your vendors’
perspective. Look for bottlenecks, steps
that require too much manual input, and
areas for improvement.

Then, when looking to make updates that
better streamline your process,
considering the following tips.

10 https://www.shrm.org/hr-today/trends-and-forecasting/research-and-surveys/Documents/2016-Employee-Job-Satisfaction-and-Engagement-Report.pdf

Centralize where invoices or
expenses go to prevent confusion,
reduce delays, and keep multiple

copies from circulating.

Enable vendors to send electronic
invoices to simplify the process.

Take advantage of optical character
in recognition (OCR) to digitalize
spend data and automatically input
it into your finance tool.

Import invoice and receipt
images directly into your finance
tool for faster cross-checking and
easier auditing.

All of these steps go along way in reducing the
burden and errors that lead to frustration and
other friction.
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<< Alleviating the Burden of cont.

b= Pro Tip:

Of all of the things an owner or manager can do to streamline
processes and improve the business, one stands out from the rest:

Listen.

If you want more efficient processes, ask your team how things can
be improved, then listen to what they say, and then strive to
implement their best ideas. If you want people to feel engaged with
the business, ask and listen for how things can be improved. If you
want them to take ownership, then, yes, don't just talk, but listen.

And most of all, if you want to create a great culture — one where
people feel valued and go the extra mile for the business — then you
have to do this one basic, but essential thing.

Listen.

Steve Strauss

Bestselling Author,
USA TODAY Senior Small Business Columnist

© 2019 SAP SE or an SAP affiliate company. All rights reserved
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People often start or join a small business to make a difference in their
local community and the world at large. To follow their passion and do
something they love.

So, one top priority for any new small business should be to keep the
doors open and the lights on. But many companies are so focused on

Stressor S potl ight: growing the business that they neglect to first maintain the business.

That includes:

Business Establishment/
- . Satisfying customers and other business stakeholders
Maintenance Problems - Keeping up with competitors

. Staying current with the latest technology
. Finding niche markets

. Identifying new opportunities

Nearly Of There simply aren’t enough hours in the workweek to accomplish
1 everything involved in properly maintaining the business - particularly
: emp|0yeeS reso rt tO without the right systems in place. That's why nearly 70% of
l WO rkl ng at |eaSt one employees resort to working at least one weekend per month.!
wee kend per month_ This creates a major imbalance in people’s lives, as they're forced to

prioritize professional obligations over personal commitments.

And with workers cooped up in the office for six or seven days a week —
doing everything in their power to ensure the success of the business -
they risk burnout. Their performance suffers. And they're prone to
making more errors.

Not to mention, they miss out on important life events.

© 2019 SAP SE or an SAP affiliate company. All rights reserved.
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<< Overcoming

Establishing and maintaining a business requires employees to work

smarter, not harder. And many companies are going to great lengths to help

their staffs avoid putting in extra hours.

But on top of keeping the length of the
workweek reasonable, how else can
businesses enable their employees to
maintain a healthy work-life balance while
still managing to get everything done?

The first step is documenting a clearly
defined approval workflow, keeping in mind
who needs or should approve different spend
thresholds. With these details more defined,
you can eliminate bottlenecks, accelerate
the purchase process, and optimize
efficiency.

Another action you can take is encouraging
your vendors to send you digital invoices or
giving them the ability to self-serve through
a portal that lets them check your payment
status. This will save you and your team
phone call after phone call. You can easily
provide these two offerings through an
expense or invoice automation tool.

© 2019 SAP SE or an SAP affiliate company. All rights reserved

One more tactic your business can introduce
is using data to get a clear view of your
spending and payment terms. With a record
of past interactions, you can work toward
establishing or maintaining a strong
relationship with suppliers, which can lead to
positive working relationships —if not a
volume discount from time to time.

By streamlining their day-to-day jobs,
employees can help secure the business’s
future in a more manageable number of
hours, so they still have plenty of time to lead
well-rounded lives full of health, wealth, and
happiness.

= Pro Tip:

Creating a successful business
maintenance plan hinges on
discussing workflows with your staff
and coming up with mutually
agreeable processes. It means going
digital with your accounting. It means
updating AR. It means talking to your
team, seeing where things are, and
figuring out how to do them better.

Steve Strauss

Bestselling Author, USA TODAY Senior
Small Business Columnist

< 12/16 >



<

You've established the business. You're maintaining the business. Now, it's
time to grow the business — which, as you know, can be stressful.

Finance-focused small-business owners and employees have no shortage
of things on their minds when trying to grow the business, including:

. Making sure they can meet expenses
. Being able to pay staff and vendors

St ressor SpOtI ight: . Securing funds from financiers or creditors

. Meeting business-relevant sales targets

Fi nanCiaI Matte rs . Earning enough profit to fuel expansion

Constantly thinking about these financial matters is a lot to handle, and it's

certainly enough to harm a person’s intellectual and emotional well-being.

For instance, even the thought of not having enough money - a scarcity

Of employeeS mind-set — can diminish someone’s cognitive abilities by an average of 14
have Said that Work 1Q points. And since people with a scarcity mind-set tend to focus on the
. present and lose perspective of the future, the long-term planning needed to
haS had an Impact on keep a business thriving is virtually nonexistent.'?
thelr mental health Moreover, 84% of employees have said that work has had an impact on
Condition_ their mental health condition.’3 And 72% of respondents to a Money and

Mental Health survey stated that mental health problems have made
their financial situations worse.’*

As long as owners and employees continue to worry about money, it'll be a
major challenge for them to keep their minds sharp, their spirits high, and
their businesses growing.

© 2019 SAP SE or an SAP affiliate company. All rights reserved.

2 https://science.sciencemag.org/content/341/6149/976 * https://www?2.deloitte.com/content/dam/Deloitte/uk/Documents/public-
sector/deloitte-uk-workplace-mental-health-n-wellbeing.pdf *https://www.moneyandmentalhealth.org/money-and-mental-health-facts/ < 13/16 >



<< Resolving

Money will undoubtedly remain top of mind for owners and employees focused on growing the business.

But it's crucial that they don’t let the company's finances get the best of them — especially considering
the strong link between financial concerns, cognitive abilities, and even mental health.

And while money can't necessarily buy
happiness, financial security just might.

According to the Consumer Financial
Protection Bureau, financial well-being
can be defined as the ability to:

el
.1.;.
F“{% Absorb financial shock

é\/_"\ Meet financial goals
|
There are several practical ways

businesses can achieve this.

Control daily and
monthly finances

Make choices that allow
life enjoyment?®

© 2019 SAP SE or an SAP affiliate company. All rights reserved

First, you can take advantage of credit
cards and digital payments. This will
allow you to earn cash back through the
simple act of paying your bills. And you
can reallocate these savings to areas
that can help grow the business. Not

to mention, this brings a great deal

of satisfaction to your accounts
payable team.

Speaking of accounts payable, setting
up a system or investing in a tool that
can automatically track and match your
invoices will substantially help your AP
team. It will enable them to identify
duplicates and prevent your company
from paying the same invoices more
than once.

Also from the invoice side of things,
automating your processes can have
adramatic effect on the bottom line.

5 https://files.consumerfinance.gov/f/201501_cfpb_report_financial-well-being.pdf

Companies can save more than
$34,000 annually - or $1,100 for
every 100 invoices processed - with
a more efficient solution.!®

From an expense perspective, you can
streamline your reimbursement
processes. This will give your company
greater visibility into outstanding costs
negatively impacting your cash flow.
Plus, it'll keep your high-revenue-
generating employees focused on
fueling your organization’s rise rather
than searching for receipts or poring
over credit card statements.

With more savings in your pockets and
better visibility into the money coming
into and going out of your business, you
can spur sustainable growth — without
the anxiety that normally comes with
financial uncertainty.

16 https://www.concur.com/en-us/resource-center/whitepapers/ami-study-automated-ap-invoicing-saves-money-drives-growth
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<< AFinal Word on

A rewarding job. Quality time at home. Strong personal relationships.
A clean bill of health. That certainly isn't too much to ask for. In fact,

it's what every employee deserves.

At work, people need a chance to shine.
That means taking monotonous chores
off their plates and letting them
concentrate on more meaningful tasks. It
means giving them more fulfilling roles
where they can prove their worth,
contribute to the business, and feel
valued for their efforts.

And after a long day at the office, people
need an opportunity to unwind. To spend
quality time with their friends and family.
To focus on their hobbies and self-care.
To put work in the rearview and recharge
their batteries.

By creating greater process efficiencies -
whether you implement tips and tricks or
fully invest in an expense or invoice
automation tool — people can pave this
path to wellness.

2019 SAP SE or an SAP affiliate company. Al rights reserved

Whether you're merely interested or
you've already decided that automation
is right for you, you understand the
potential financial gains and other growth
opportunities greater efficiency can offer.

However, if you think automating
processes is something only big
businesses do, think again. Cloud
technology enables companies of all
sizes to take advantage of innovative
automation solutions.

A life of wellness — one with manageable
workloads, less stress, and more
personal time — is there for the taking.
And now, you know exactly how to
achieve it.

Contact us to learn more about
improving your processes,
achieving well-being, and driving
business results.



https://www.concur.com/en-us/contact
https://www.concur.com
https://www.concur.com

SAP Concur

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 platforms, 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 www.sap.com/corporate-en/legal/copyright/index.epx for additional trademark information and notices.
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