Introduction to SAP Concur

This document serves as an accessible version of this course and is intended only for those individuals who require an accommodation for a disability. If you do not require an accommodation based on a disability, you must complete the web-based training through ESS > My Training to receive credit on your transcript.
1: Introduction to SAP Concur

Welcome to the Introduction to SAP Concur, the commonwealth’s new travel and expense reimbursement system. 

This presentation contains audio, please adjust your speakers or headphones to a comfortable level now

Use to forward and back arrows to navigate through the course.

2: SAP Concur is Coming

This course is an overview of the changes coming with the SAP Concur transformation project.

Currently, commonwealth travelers are using complex, disjointed, and labor-intensive systems to plan and book travel and to submit travel expense reports. 

SAP Concur is a complete end-to-end travel booking and expense solution.  

We are implementing SAP Concur Travel and Expense to provide agencies with more efficient, modern and mobile travel services. 

Modernizing the entire travel reservation and expense reimbursement process from both an efficiency and mobile standpoint is an important step in meeting commonwealth strategic objectives and is in alignment with the Governor's initiatives for a Government That Works. 

This change is expected in January 2020.

3: What is SAP Concur?

SAP Concur is a complete travel booking and expense solution!

The transformation to SAP Concur will significantly reduce the administrative time of booking and expensing employee business travel costs and will offer enhanced features, such as:

Integrated travel and expense:  book travel and link itineraries to expense reports.

Smart E-receipts: Corporate credit card charges and e-receipts can be automatically populated to the expense report to significantly reduce or eliminate manual scanning and attaching.

Improved interface: a user-friendly application for booking travel and submitting expenses.

Mobile capabilities:  book travel, capture mileage, and submit expense reports are options available for you to complete via your mobile device.

4: What Do I Get with SAP Concur?

What’s in it for you?

Here are a few benefits of SAP Concur

Time – you can reduce the time spent making travel reservations

Expenses made easy – booking reservations and receipt data flows automatically into Concur Expense, so the expense report is built for you and employees save time by quickly creating and submitting accurate in-policy expense reports.

Faster approvals – with more accurate data and the SAP Concur mobile app, managers can review and approve expense reports faster anywhere, anytime.

Improved user experience – SAP Concur integrates booking and expense reporting with a user-friendly interface for your computer and mobile devices.

5: Exciting New Features

It’s not required but users may want to take advantage of the Concur APP - Take a photo of your meal receipt and connect it directly into your Travel Expense Report. No scanning. No printing. 

Add your expenses to the app while traveling and they’ll be waiting for you to complete your expense report after your trip. 

And Concur Drive - Imagine just telling the app when to start and when to end and it will capture your business mileage to easily add to your Travel Expense Report!

6: SAP Concur

The travel system will only accept files with the following extensions: PDF, PNG, JPG or JPEG, and TIF or TIFF.

Most scanned documents and images being attached now are already one of these file types. However, employees who regularly attach spreadsheets (.xlsx), word documents (docx), or emails (.msg) to travel expense reports must convert them to an acceptable document type before they can be attached. An employee who attempts to attach a document type that is not permitted will receive an error message. 

The Ground Travel Worksheet has been converted from an Excel spreadsheet to a PDF form. Please be sure to use the new Ground Travel Worksheet for all travel expense reports.

SAP Concur follows the GSA calendar day methodology for overnight subsistence and incidental expense reimbursement.

7: When is SAP Concur coming?

SAP Concur is planned for January 2020 and will be used for all travel reservations and expenses.

Training for this transition will be available beginning in November 2019. Dates and times will be announced when available.

8: Questions

For more information, visit http://www.travel.pa.gov/.

Or contact BCPO Travel Operations, email address: ra-ob-bcpo@pa.gov

9: Thank you!

Thank you for completing this course. This version of the course is intended only for those individuals who require an accommodation for a disability.  Once you have fully reviewed the information in this training, email the OB Training Resource Account using this link to request credit for completing the accessible version of this course. You will not receive credit for completing this course until you do so.


