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The Fast Way for Your
Business to Become
Sustainable

This Sustainability eBook gives guidance on
how to make your business travel management
greener with existing SAP Concur solutions
and how best to communicate this across your
organisation.
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The Time to Act is

Whether we talk about climate change, a climate crisis, or even a climate catastrophe, we all have a
responsibility to use resources sparingly. This especially applies to businesses.

Organisations that don’t act now to make their processes more sustainable, with clear sustainabiliy goals set,

may become less attractive — to their business partners, their employees, and potential customers.

NOW is the time to take decisive action. Use SAP Concur solutions to turn your T&E management processes
green today — without the need for long preparation or an elaborate new strategic plan. This eBook explains
how to use SAP Concur tools to achieve tangible quick wins on your way to making your business more
sustainable.
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of businesses admit that
they want to become more
sustainable but are finding
the implementation very
challenging.




Make Fast, "ocitive Changes

We should all take action, but a lot of businesses don’'t know where to start when it
comes to protecting the environment. As an SAP Concur customer you have a clear
advantage. With Concur Travel you can take immediate and proactive steps that will
enable you to make fast internal improvements to meet the high expectations your
employees, stakeholders, and potential customers — and the public — have of your
business.

Our intelligent SAP Concur solutions also offer you a great opportunity to |’ },
communicate and enable a holistic change in your business’s awareness. ” r/_

We have developed three sustainability pillars to help drive positive change using
SAP Concur solutions:

Measure, analyse, and reduce Demonstrate your commitment to
the carbon footprint of business trips. sustainability to your stakeholders,
employees, and partners — and to the public.
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— Using SAP Concur Solutions

Let's get down to the details. As an SAP Concur customer, you may already be using intuitive tools

such as and , or may already be working with our exclusive top partners
through the . You can use them to book sustainable business trips in no time.
Concur Travel

will enable your employees to find eco-friendly hotel providers, sort flights by their carbon emissions,
and display advice about greener alternatives such as rail travel or direct flights to help you implement
sustainable travel policies at the time of booking.

All about Concur Travel

The App Center
offers your employees further valuable services in addition to sustainable travel partners. Find for
example, electric or hybrid rental cars, or 100 per cent “green” hotels.

Now you can take charge of your carbon budget for travel with our new partner, Thrust Carbon.

Its carbon calculator intelligently calculates the incurred and accruing emissions from expenses

and travel plans - even without detailed travel information on the receipt. Clear reports show the

impact of all travel emissions. Insights into future developments and emissions are also available
so that proactive, rather than reactive action can be taken.

All about the App Center

Intelligence

delivers precise and individual analysis, giving you the insights that help drive future decisions.
Choose comprehensive reports, highlight your reduced emission levels, uncover gaps and
opportunities, and set yourself ambitious new sustainability goals.

All about Intelligence
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Reach Your

With SAP Concur solutions you will be able to implement
sustainable changes immediately.

Our tools and services will help you to

- find sustainable travel options

- compare the available offers

+ achieve reduced carbon emissions on every trip

« communicate your measures transparently

* raise awareness of sustainability

« prepare and implement sustainable travel policies

« establish yourself as an environmentally aware pioneer
« discover mistakes in your business'’s previous travel practices
« document any improvements that you make

* integrate new strategies for sustainability

» make your brand more attractive

... S0 that you can define your sustainability goals
clearly and then achieve them.
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Going Greener — Simply

With four clearly defined steps your business'’s green transformation can begin. SAP Concur solutions
actively help you communicate the new measures to employees throughout the process.

This eBook guides you step by step through your many options.

Four steps to sustainable business travel management:

@[\ 98]

")~

3 - Travel
1 - Planning 2 - Booking and Spend

4 - Analysis
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Step 1
Going Greener — Planning

Clear and Timely Communication

SAP Concur solutions will help you to communicate environmentally friendly
measures to your employees as soon as they plan their business trips.

Help~

SAP Concur @ Requests Travel Expense App Center Profil [
T -

Manage Requests

@ Aers: 1 A~
EXPENSE  AirTicket ~ 11/20/2019  €250.00
o ‘You are planning to fly within Europe. Please consider booking a train instead. View

[rip to Walldorf, DE € 250.00

ot Submitted | Request ID: 34N7

Request Details w  Print/Share w  Aftachments w

FXPECTED EXPENSES

Expense type Details Date~ Amount  Requested

Air Ticket Paris (CDG) - Frankfurt (FRA) : Round Trip 11/24/2019 €250.00 €250.00

Estimated Total: € 250.00

When employees start to plan their trip,
message them to remind them they should
give preference to sustainable options.

Communicate sustainable travel planning in
several SAP Concur solutions at the same time.

You can use the optional Concur Request
compliance tool alongside Concur Travel
to deliver motivational messages.

Planning/research



Going Greener —

The most sustainable forms of transport

SAP Concur solutions will make it easier for your employees to search
for alternatives to air travel.

SAP Concur Requests xpense Reprting =

Travel Arrangers Trp Library Templates Meetings Toots Meeting Admin

Trip Summary ) — =
*a ) select Flights or Trains i
e e o - % 3 L] =
Finalise Trip Encourage your employees to switch to an
environmentally friendly form of transport.
= = SAP Concur solutions will help you to do this
Return - Wed, Apr 13 - | . . . .
r—— T| SebyFaes | stopby Schede by displaying a number of travel options side
| Atrport Fiters 'l DEPART @ Man, Apr 11 by Slde
Connecting Airport Filters -~ i

B TGV 09:04a 12:59p Direct Second m

AT PARIS GARE DE L EST TO FRANKFURT MAIN HEF, GERMANY

?In-:v::ir_rerrc:_ ; 3 hours 55 minutes / Train 9551




Going Greener —

The lowest CO, emissions

SAP Concur solutions will immediately show your employees the expected

carbon emissions of air and rail travel choices, when they book.

| Depart - Mon, 11 Jul
v 1
| Retumn . Wad, 13 Jul v |
| price ~ |
1
Display Seftings |
Display Settings
Hide fights wilhcut refundatie fares
| e Propeser Franes
] DepartRatum Same Axpor Oriy
Filtars ~ |
[
| Connecting Alrport Filters

Shop by Fares Shop by Schedule

Q Sored By: | Policy - Most Compant %

Lufthansa

@ 715 FRA 830 CI MNonslop N 15m
@ 18:25 COG 1935 FRA Nonsiep h 1om

Hids fares'detalls ~

Classis
€330.37
Select

Most Proferred Alfing

DEPART A Mon, 11 Jul = Frankfurt, Germany to Parls. France
Mon, 11 Jul TI3FRA 530 C0DG 1h 15m Lunthansa 1026 [View seats
1247 110k COz8
RETURN % Waed, 13 Jul - Paris, France to Frankfurt, Germany
Wed, 13Jul 1825 CDG 19:35 FRA 1h 10m Lufthansa 1041 Miew seats
Airbus Industrie A3R1 [ 110 kg COze
Fare Options Free Checked Bags Refundablg
Cl (]
asske 1 o

Rules Benafis/Sarvices

Raise awareness of sustainable
travel. Because
immediately identifies a trip’s
expected carbon emissions,
travellers can choose their means of
transport much more carefully.

«419.37

Select

Hidhy dolais

Hide detais -

€330.37

SAP Concur Wequests | Travel

Travel Arangers Trip Library

Trip Summary

*a2 | select Flights or Trains
Round Trip
FRA.CDG
Depa on, 0712022
Return: Wed, 0711372022

Finalise Trip
Previous Searches ~ |
Changs Search - |
Depart - Men, Jul 11 v |
 Return - Wed, Jul 13 v-|
| Price - J
Display Seftings - |
Airport Fitters ~ |
Gonnacting Akrport Filiers « |

Expense Reporting =

Administration = | Help

pronie ~ &
Tofile -

NCE Show a3 | EUR -

ARy < V. o * s 7]
Shaop by Fares Shop by Schedule
anch Q, flsonea By, Emissions - J g
07:08a FRA 08:35a CDG  Nonstop 1h 30m €264.37
ass Ajr France'
04:25p CDG -+ 05:50p FRA Nonstop 1h 25m m
Most Preferred Alrling for 5359 Nibw Green Door - EMEA / Leas! Cost Logical Fare

Do you want to find the most sustainable
alternative straight away? That's not a
problem.

Set 's search filter to
“Emissions” so you can quickly book the
most environmentally friendly travel
options.
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Going Greener —

The cleanest rental cars

SAP Concur solutions will always offer you the cleanest option
when you are searching for rental cars.

Administration = | Help -
SAP Concur Requests Travel Expense Approvals Reporting = App Center Links ~
Travel  Amangers  Trip Library Templates  Meetings Tools  Meeting Admin
PICK UP: (AMS] L 12:00 Show as | EUR - v
Trip Summary RETURN: THU,
Hide matrix  Print / Ema
" Selecta Car
Pick-up: Tue, 12/07/2022 Ay
Drop-off: Thu, 14/07/2022
SaeT
Finalize Trip
Hertz
[ Use my defaull credt card: "Company Car Hoter AVIS
| change car searcn -
¥ Budget
Car Display Filters ~
(] Unlimited) miles
O Air canditioning ki tof 17 results. @
Hybrid
Car Transmission e = -
| Automatic

B b TS o R You could use to search for
Herts Intermediate Four Door Car - €178.82 per day (Sabre) i hybrld I’el’]ta| CarS |n the evel’lt that the I’el’]ta|

= company offers a fully electric vehicle, this
Preferred Car Vendeor for Your Company / E-Receipl Enabled @ Location details
will also be displayed.

Hertz Intermediate Four Door Car = €224.30 per day (Sabre)

i al_AtS €550.07

a -t




Going Greener —

Paperless Invoices

SAP Concur solutions will help you reduce your consumption of paper.

Stick to travel policies

SAP Concur will ensure your travel policies are strictly adhered to.

Traved

SAP Concur E

Requests

Travel Arrangars. Trip Library Templates Masslings Tools Maating Admin Travil ATANGRS Trip Librasy Tompilanes Maatings Tools Mawting Admin
HECK-IN TUE, 9 AUG - CHECK-OUT THU, 11 AUG a8 CUR RI, GERMANY 10 SEATTLL, WA Stowas | EUR v
Trip Summary Trip Summary N - THU, 30 JUN
Show Magp  Print / Email y Pn
: +. Heda matr I Emai
1= selecta Hotel s o, "@ Select Flights or Trains
Nights< 2 L Sorled By: Policy - Most Compliant o Foomd Trip - - A A" MRS * - | = =
’ i FRA- SEA i . e
Check-in: Tue, 09082022 Depart: Tue, 21062022
Check-out: Thu, 111082022 1. Fairfield | Mew York M; €164 Ban: Thi, 300072022
> ﬁ l 85 Honry Stroof, Now York, NY 10002 Map it
Finalise Trip : F109km kK m rinalisgcing
Preferred Hotel Chain lor Your Company | E-Heceipl Enabled Hoted tails
Change Search w Previous Searches ~ =
2. Crowne Plaza HY36 Midtown Manhattan €284 PR e -
Price v 320 W 36th S1, New York. NY 10018 Map it A T
A
Display Settings ~ Tt o i b T i e Shop by Fares  Shop by Schedule
Hirk Sold Ot Raturn - Thu, 30 Jun -
[ TERT—— Most Preferred Hotel Chain for Your Company | E-Recoipt Enablod Hotel dotai Q Sortod By: Policy - Most Compliant
. Price - 3| MNext | All
Property Brand v L ‘i = 3. Crowne Plaza Times Square Manhattan €458 Disploy Settings "
¢ 1605 Broadway, New York, NY 10018 Map it v Lufthanga ' Ecoromy Light Ercivo e
Amenities ~ B .& Display Softings @ 5:4D FRA 702,50 812,50
¥581km * R A K ( —_— . s
= e — | Haa Igeits withoul Fulundatis fares. o Select o Selact
L] Breaidast (40} Hide Progetior Planes

Dvoadband Intemat (35}

| Busingss centra (87)

Save paper with just one click:

Expense Approvais Reporting = App Centre Links =

Most Preferred Hotel Chain for Your Company | E-Receipt Enabled

will list only the hotels

that issue e-receipts — if your travel policy requires this.

4>

Hotel datails

A booking will only be confirmed once all the criteria for a sustainable

business trip are met.

SAP Concur @ Reguests Approvals Reparing =

DeparyFReburn Same Arpon Only

@ 4:20 SEA

App Cenlrs Links~

Holp»

Profile &

When they see green trips getting approved, your employees will develop their

awareness of the parameters required for eco-friendly business trips.
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Going Greener — Travel and Spend

Rewarding green behaviour

Reducing your business’s carbon emissions will not just bring ecological
and economic benefits, it will also increase employee satisfaction.

Links»+ | Help~
SAP Concur Requests Travel Expense App Center o

Profile = o

Manage Expenses View Transactions Cash Advances

New Expense Cance
Details ltemjza Reimburse Hide Receipt 5]
carbon offsets
@ Allocate
* Required field

Expense Type *
| carbon orset | v |
Transaction Date * Business Purpose
[ MDYy =1 |

Vendor

‘ Search for Vendor | ~ i
City of Purchase Payment Type * =3

o] &
|® ~ | | ‘ Cash ¥ | y
Attach Receipt Image

Amount ® Currency *
| | | czech Repubic, Koruna | v |
Receipt Status ™

[ Personal Expense {do not reimburse)
| Receipt “ |

Incentivise and empower employees

Motivate your employees: empower them to make sustainable choices and
reimburse them for business travel offsets.

JEECH
O

— —
_D_ Travel and Spend

Step 3

Behaving sustainably whilst travelling

Your employees can make green and paperless choices during business trips.

Help~
SAP Concur Requests Travel Expense Approvals Reporting = App Centre Links » [}
Profile ~
-
Manage Expenses  View Transactions  Cash Advances
Car Rental € 379.14 ©
16/06/2022 Hertz Corporate Card, Reservation, E-Receipt
Details Itemisations Hide Receipt EI
@ Allocate Receipt I E-Receipt I

* Required field
Expense Type *

*Car Rental
Transaction Date * Business Purpose
16/06/2022
Supplier
Hertz
Enter Supplier Name City of Purchase *

Hertz & v | Wien AUSTRIA

Payment Type

Corporate Card - Individually Billed, C..

Paperless receipts

Help save paper by using Concur Expenselt. A photo of the e-receipt will directly
feed into the SAP Concur system, saving both paper and unnecessary processing
time, and effort. Best of all, digital receipts can immediately feed into reports using
Expense Partner (like Uber and many others).
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Step 4
Going Greener — Analysis

Identifying, analysing, and improving
your carbon footprint

Consultative Intelligence delivers detailed reports that not just help with
documentation, but provides new insights — so that you can make further
environmentally friendly changes.

. . . P Reduce Travel & Expense Carbon
" " . PR Red Travel & Expet Carb
Establish a baseline of your business car emissions Footprint Establish a baseline of your business travel emissions Reduoal nse Carbon

By establishing a baseline carbon footprint, organizations can more easily determine how to reduce or eliminate excess travel,
‘and budget for actionable climate solutions to mitigate their emissions contributions.

In this time period (CY), your employees have emitted the following car carbon emissions (rounded/scaled).

more easily determine how to reduce o eliminate excess lravel, and budget for actionable climate
Soliions and mitigals hei emissions contbutions.

In this time period (CY), your employees have emitted the following carbon emissions (rounded/scaled).

425,977 15,052,911 427,277 8,258 28,920

Kilograms of c (Car) Kilograms ov CO2E (Air) Kilograms of CO2 (Car) Kilograms of CO2 (Rail) Wif’ef ‘q’;‘iﬁe d:y”‘[fg:mm

Total Emissions Over Time

Total Emissions Over Time
60,000 7 5,000,000 -1
50,000 —
4,000,000 - 7
H 3
E 40,000 §
Ceg on off & 3,000000 -
= = Reduce Travel & Expense Carbon
= 30,000 4 £ Implement a travel-free week, once per quarter Footprint
5
]
8 ° 2,000,000
E] g 3
§ wow 2 Gy establising  vay fo amployees 0 work colaborately rough il meetings,ard recucig avel one waek pr uarer,
| organizations can reduce their emission contributon.
1000000
10,000
0 T T T T T T T T T T T T Jan Feb Mar Apr May Jun Jul Aug Sep q
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Depart Month
Depart Month Total CO2 Emission CY s Total CO2 Emission PY
Total CO2 Enission CY e Total CO2 Emission PY

For the Current Year (CY), your organizations carbon footprint was 15,052,911 kilograms of COZE vs 10,421,235 Kilograms Current Year CY) travel carbon footprint (kilograms) Proposed reduction (| k\\ograms
For the Current Year (CY), your organizations car carbon footprint was 425,977 kilograms of CO2 vs 325,148 kilograms of CO2 in the PYTD. Total Emissions Over Time

12,000,000 ‘The COVID-19 pandenmic proved that certain business.
Present your business'’s carbon footprint Analyse a wide range of travel data clearly 8000000
accurately: Concur Intelligence and - such as your organisation’'s number of § aoooom
Consultative Intelligence create clear and flights, the business car carbon footprint, or 2000000

precise reports for every occasion. number of trips and duration. Compare the °
numbers to previous years and get valuable
suggestions for reductions.

Qi Q2 Q3 Q4

e Total CO2 Emission CY  emmmmm Proposed Reduction

— Reporting
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Step 4

The result:

Implementing the right tools to boost your business’s sustainability will
enable it to:

« Communicate green and paperless initiatives,
both internally and externally

» Change its perception and enhance its image
Identify and achieve clear sustainability goals

Open to new innovations

The steps in this eBook provide the basis for tangible, sustainable change.
But our SAP Concur solutions also give you new opportunities for innovative,
forward-looking sustainability strategies.

Change management

Here’s how it works: Drive holistic change in your business
Employees are allocated a personal mobility budget. They forego a company car with SAP Concur solutions. Offer your
and use the budget for private trips by train, rental car, or local transport. employees tailor-made training, webinars,

and workshops that will prepare them

Here’s how it helps: ,
for future technologies and challenges.

A mobility budget offers businesses an intelligent and fast way to offer employees
a sustainable alternative to company cars and compensate them for it.

Learn more



http://www.concur.co.uk/resource-centre/infographics/roll-out-your-mobility-budget-now?pid=direct_mail&cid=sklum_mini_campaign_sustainability_ebook_en_20220323
https://www.concur.co.uk/customer-success?pid=direct_mail&cid=sklum_mini_campaign_sustainability_ebook_en_20220323

Your Sustainability Success Starts Here

SAP Concur solutions will enable you to define and achieve new sustainability
goals quickly and tangibly, using targeted communication, intelligent tools, and
adaptations of your internal travel policies.

Communicate
sustainability

Raise
awareness

Analyse
results

© 2022 SAP SE or an SAP affiliate company. All rights reserved.




A summary of the four steps to
sustainable business travel management

if, b
- H [\ =
Planning Booking Analysis
« Communicate the change » Use the experience of » Reward sustainable « Create customised reports
» Define your travel policies our travel partners in the behaviour + Automatically discover
at an early stage App Centre * Encourage paperless opportunities and mistakes
« Integrate all of your * Target your search travel « Communicate your
requirements into the « Filter trips according to progress internally and
SAP Concur system their carbon emissions externally
* Help to find clean » Keep setting new goals

alternatives

Discover even more sustainability features here.

Now go GREENER

We will be glad to help you.



https://go.concur.com/rs/013-GAX-394/images/Currently supported environmental sustainability features in SAP Concur Solutions.pdf

SAP Concur

SAP® Concur® is the world'’s leading brand

for integrated travel, expense, and invoice
management solutions, driven by a relentless
pursuit to simplify and automate these everyday
processes. The highly-rated SAP Concur mobile
app guides employees through business trips,
charges are directly populated into expense
reports, and invoice approvals are automated.

Follow Us

00000

/contactsap

© 2022 SAP SE or an SAP affiliate company. All rights reserved.

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

By integrating near real-time data and using
Al to analyze transactions, businesses can see
what they're spending, ensure compliance,
and avoid possible blind spots in the budget.
SAP Concur solutions help eliminate yesterday'’s
tedious tasks, make today's work easier, and
support businesses to run at their best. Learn

more at concur.co.uk or the SAP Concur blog.

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/copyright for additional trademark information
and notices.
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