IProConference:

SAP HCM'Best Practice
London, 8" November 2012

Travel and Expense
Management with SAP®

Anja Marxsen

Jorg Edinger /

] Pro?n
4 #HCMBP2012

Agenda {mﬁ)”

’ m Overview and Integration of SAP T&E
W The standard process in ESS/ MSS

W Proven ways to improve the approval process



http://www.iprocon.com/

: : 3
Overview and Integration 1Pr03>n

B Request - Plan - Expenses
m FI/CO vs. HCM
m Payment with payroll, with or without vendors?

m Transfer to FI/CO

Www.iprocon.com e @
Ve
Request — Plan — Expenses 1Pr09>n
§

* Information on trip for manager and travel department
» Approval scenario with workflow optional

Request

» Book hotel, tickets etc. for the trip
* Receipt data transferred into the trip
- Current solution means to connect 3-party solutions )

N
* Enter data and receipts from trip

* Reimburse the expenses

» Post the expenses to G/L Accounts )
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Which system to choose? {r(;c n
FI/CO vs. HCM )

HCM-System

» Use of structural authorisation
+ Additional payroll amounts

+ Use of Employee Self-Service
* HCM is regularly patched

FICO-System

* Payment of reimbursement
+ Availability of cost objects (order, sales order etc.)

Further points depending on context of use

« System on which travel admin staff works
+ System on which workflows already run

WWW.iprocon.com slide: 5
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Payment — which way to choose? 1Prr_9n
Without :
Payroll With vendors
» Time-lag * Periodicity * Masterdata
« Only one flexible to create
payment per * Repayments vendors
payroll- difficult to necessary
period monitor * Repayments
and
clearings
easy
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Transfer travel expense results to Fl 1Pr09>n

Wage types are the basis

Posting
documents

Trip Posting run

» approved * create

* settled * test and check
* post

* post to G/L
accounts

« allocated to cost
centers
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Agenda 1'(“9”

m Overview and Integration of SAP T&E
B The standard process in ESS / MSS

W Proven ways to improve the approval process
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The standard process in ESS / MSS

m Travel request

Hm Travel expenses

B Travel express expense sheet
m Approval via UWL

m Approval via POWL

WWW.iprocon.com

1P(r09)n

slide: 9

Employee Services

1P/r03)n

Employee Services

= bt | Directary e
{._—_,'::ﬁ My Processes Career and Development
“@)\// Status Cvervies Jols Opportunities
= Talent Profile
Appraizal Documents

Working Time
Time Recording ,
Leave Request [ Purchasing
Employment Percentage , % Shop

Time Statement ,
Clock-In f Out Corrections

Benefits and Payment
Payment

Personal Information

="

Personal Profile
Fersonnel File

Birth of a Chilet
Maternity Leave
Reqguest Termination
EIC Authertication

My Shopping Carts
My User Settings

Travel and Expenses
Cwervien ,

Create Mew

General Information
Personal Information

WWW.iprocon.com
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ESS Travel and Expenses

Travel and Expenses

Back

- Service Map
755 Overview

Trip Overview

My Employees

Create New

Y4 '

<Jf/\\ﬂl Create Travel Request
Y

Y'ou can create or change travel requests.

Create Travel Plan

You can create or change travel plans.

Create Expense Report

“You can create or change expense reports.

Express Expense Sheet

“ou can create or change multiple expense reports at the same time.
General Information

Find Route

“You can determine a driving route.

Personal Information
Open Travel Profile
Y'ou can change your travel profile.
Unlock Personnel Number
“You can unlock your personnel number.

WwWw.iprocon.com

{roC ON
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Overview of my trips and expenses

{roC ON

My Trips and Expenses (Anja Miiller, 00001000}

Al My Travel Requests (3) Al My Travel Plans (00 Al My Expense Reports (0) Pending Exp. Reports (0)

Change Query Define Mew Query Personalize

]

Wieww: |[Standsrd Yiew] | Display/Prirt || Change || Copy || Delete \ Create Mew Travel Reguest

E. Start Date End Date Destination Resson  Processing Status Approval Status Aftachments  Expense Report
01102012 01102012 Dresden test Released for Approval | Reguest Recorded | Add Creste
02082012 02062012 test In Processing Request Open Addd Cregte
mM.0s2012 01062012 test In Processing Reguest Open Add Creste

Last Refresh 11.09.2012 12:29:29 CET Refresh 5]

Fiter Settings
Travel Plan Alert
Create
Creste
Creste

3

Www.iprocon.com
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Create travel request

Create Travel Request Help
31’ _— 2 —
GeneralData  Review and Send
Employee Anja Maller ( 00001000 Chef vom Dienst Active )
4 Frevious Step
» Calendar of Trips | [» Attachments (0)
General Data
Start Date: * 01122012
End Dete: 01422012
Destination
[Home: Fontenay-sous-Bois (34132) Avenue des Olympiades , Frand = | Change | Fing Predefined Address
Acitions| Destinations: [ No sestinations ertered Enter Addional Destinations
Additional Information
Activity (Planning): Irterrl Training [=]
Reasan: [S4P HCM Training
Estinated Costs: 45000|EUR [ Enter Estimated Costs
Comment:
Acvances: 0,00 Eurc (EMU currency as of 01/01/1989)
Cost Assignment 100,00 % Cost Garler 2200 (Human Resources), Gompany Code 1000 (DES AG), Busine) Change Cost Assignment
Means of Transport to be Approved
Private Car [m}
Travel Services
Services Mo travel services requestert Enter Travel Services

1P(r0C n

slide: 13

Travel request: enter services

Travel Services
[ sl Fright |[ Add Hotel |[ Add Car Rental || Add Rail || Add Gther Service | | | Expand 21
Service

- Flight

Fram: * |London | courdry: * [Grest Britain [=]
To: * |Fontenay-sous-Bois | courtry: * [France  [+]
Departure On: * [01.12.2012 ArrivalDeparture: |Depar‘ture |V|Time: |D?:UD |

Comment: [ |

[ Acd Return Flight | [ Delete |

Delivery of Travel Documents

Reguested Delivery Date:

Delivery Locationfares: | | it | |

Recipiert: Q00000000

Credit Card Information
Credit Card(s] Anerican Express 1234t 5To0 valid to 12/0999

Www.iprocon.com

groC n
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Travel request has been saved and {roC‘)n
sent )
Create Travel Request

3

Completed

Employee Anja Miller [ 00001000 Chef vom Dienst Active ) Start Date 01 122012 End Date 01 122012

Previous Step Save and Send for Approval

Display Request Form | [ Send to Travel Agency |

f you have gquestions, contact one of the following persons:

Contact Persons
Iame Phone Mumkber Fax Mumber E-mail &ddress  Inhouse Mail  Building  Floor  Room

Ms. Karin Wittek | [P~ 0pZ27 712345 &

Www.iprocon.com slide : 15
Create travel plan 1Pro§3n

Create Travel Plan

Employee Anja Moller [ 00001000 Chef vam Dienst Active )

Start

[1ip Selection

Available Travel Requests
Reset Selection

Trip Mumber  Trip Begins On - Trip Ends On - Reason Destination Trip Courtry
0002600394 01122012 01122012 SAP HCM Training  Fortenay-sous-Boiz  FR
0002600391 01.10.2012 01402012 | test Dresden DE

WWW.iprocon.com slide : 16
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Travel plan: Bookings

{roC n

4 Previous Step || Complete Travel Plan b
b Calendar

General Data
Start Date:  |01.12.2012
End Date: 01122012

Address: * [Home: Fontenay-sous-Bois (94132) Avenue des Olympiades , Frand» |

Reazon: |SAP HCM Training |

Activity: * |Interna| Training | - |

Additional Bookings:
[(Acd Flight | [ &dd Hotel | [ Add Car Rental | [ Add Rai | [ Add Other Service |

Hinerary
Flight -

From: London, Grest Britain Departure: Saturday 01,1212 07:00 Status: Open

Ta: Fontenay-sous-Bois, France

Reserve, Change

Flight -

From: Fontenzy-sous-Bois, France Departure: Saturdsy 011212 19:00 Status:  Open

Add || Change | Find Predefined Address

slide: 17

Complete travel plan

{roC n

Create Travel Plan

1 2 3 —

PR} e}

Buuild tinerary Complete Travel Plan Review and Book

Employee Anja Miller ( 00001000 Chef vom Dienst Active )

|< Previous Step || Revigw >|

Additional Comment

Comment for Manager:

Costs and Cost Assignment for Entire Trip
Total 0.00 EUR

Cost Assignment:

0,00 Erter Advances

Acvances: |

100,00 % Cost Center 2200 (Human Resources), Company © | Change Cost Assignment

Www.iprocon.com
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Create expense report

{roﬁ‘)n

Start

Available Travel Requests / Plans
Reset Selection

Trip Mumber  Trip Begins On - Trip Ends On
0002600231 | 20.03.2003 22.03.2003
0002600144 15102002 24 102002
0002600143 | 12.09.2002 14.09.2002
0002600142 05.08.2002 10.08.2002
0002600141 04.01 2002 04 .01 2002
0002600132 19.02.2002 21.02.2002
0002600131 | 10.02.2002 12.02.2002
0002600124 05102002 17102002

Create Expense Report

Employee Anja Moller [ 00001000 Chef vam Dienst Active )

Destination  Trip Courtry  Reazon

DE
Miami €]
Qszlo GB
Helszinki Gh
London GH
Paris FR
Pariz FR

Philadelphia = US

Erdfinung
Kundenbesuch
Seminar
Mesze

e eting
Meeting

Messe

WwWw.iprocon.com
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Expense report: Enter general data

Create Expense Report

1 2 3 R

General Data Entter Receipts: Revigw and Send

Employee Anja Miller (00001000 Chiet vom Disnst Active ) Schema Business Trip

Previous Step | [ Enter Receipts b

¥ Calendar of Trips | [» Attachments (0 ]

General Data

I=] Find Fredefined Adkhress

Start Date: * 10.08.2012 06,00
End Date: 10.09.2012
Destination

[Mew: Crantield , Great Brtain
Adeftional Destinetions: N destinstions ertered

Additional Information

Per Diems for Meals and Accommodations
Mesls:

Per Diem Reimbursement for O
Accommadations:

Mileage

Reason [cansuting [}
Comment
Cost Assignment 100,00 % Cost Center 2200 (Human Resources), Company Code 1000 (IDES AG), Busine]

Fer Diem Reimbursement for Mo. of Desuctions: 0 Enter Deductions for Mesals

Totsl Distance: 0] Kilometer Ertter Mileage Details

Enter Additional Destinations

Change Cost Assignment

-

{roﬁ')n
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Expense report: Enter receipts

4 Previous Step || Review b Save Draft

1ProCon

» Available Credit Card Receipts (0) | » Scanned Receipts (0)

Receipts in Tl

Expense Report

EL Mo. Status Expense Type Receipt Amount  Receipt Currency Receipt Date  Amount  Local Currency ShortInfo Paper Receipt
oM <> Perking - 10,00 Euro (EMU currency a= of 01/014999) « 10.03.2012 0,00 Eura (EMU currency as of 001 /1939) ]
Tax Code: 0% domestic input tax [=]
[ Accept | [ Accept and New Entry | | Change Cost Assionment | | Erter kenization
WWWw.iprocon.com slide : 21

Expense report: Receipt details

Receipts in This Expense Report

1ProCoON

Expen:

Type Receipt Amount

Receipt Currency
Entertainment

0,00 Euro {
Enter Parti

ReceiptDate  Amount  Local Currency

iPraCon

Shortnfo  Paper Receipt

nts

c e Participants
Description: Neww Enry
BIETE BL Relationshin to Company: Last name First name Joh Title Company Persannel Humber
Participants External Mantgomery Glen Consutant
External
Accept and

Acceé

Www.iprocon.com
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Ve
Expense report: Save and send 1ProCon

Final Action

" Save Draft | only want to save my expense report and send t later

(@ Sgve and Send for Approval | weant to save my expense report and send it now for further processing

1 confirm that all expenses were incurred by and on behalf of the company

Summary
Total Meals per Diem 14,00 EUR
Totsl Individual Receipts 10,00 EUR

Total Travel Expenses 24,00 EUR
Amount Reimbursed 24,00 EUR

Amount Paid Out 24,00 EUR

Cost Assignment
2400 EUR Company Coce 1000 (IDES AG), Business Area 9300 (Corporate Gther), Cost Center 2200 (Human Resources)

Dizplay Expense Form

[4 Previous Step | [ Save and Send for Approval |

WWW.iprocon.com slide : 23

_ 73
Express Expense Sheet: Select period ProCon

Express Expense Sheet

Employee Anja Miller { 00001000 Chef vom Dienst Active )

[Time Frame: * ¢ \Week & Month ¢ Other Time Frame

Data Entry Time Frame: * |01.09.2012 |- 30.09.2012 [ 4 Previous Month ||09_2012 || Next Month k]

4 May 2012 June 2012 July 2012 August 2012 September 2012 »
Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su
18/20( 1 2|2 4|5 g | 28 d | B 26|27 |28 (2930 1| 31|30(31| 1 |2 | 45| 35(27|28 2930|311 |2
18 82/9 10 11 e 7/ 8 9|10 27 2|2 4 2| = 7/8/9|10/11|12| 26 3 4 5§ &8 7 28 9
18 17 |18 2 14 15|16 17 22| 9 10|11 2 14 15|18 17 18 19 Eﬂ) 11 12 1315 18

2324 25 20 21 22/22 24 22|18 17 18 2 21 22 23 24 25 26 35 17 18 19 20 21 22 23

30 | 31 27 28 28 20 1 20 23 24|25 2 28 @30 31 1 2 26 27 23 29 30

6|7 2 4|5 |6|7 213031 4|5|6|7|8 |9 3(4|5|6(7

Travel Reguest Travel Plan Expense Report
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Express Expense Sheet: Enter {rocm
multiple trips at once

Express Expense Sheet Helo

Employee Anja Milller ( 00001000 Chef vom Dienst Active )

Destinations in Month 09.2012

insert || Wove || Copy | Detete | | [ Receipts || Additional Destinations || Cost Assignment || Mileage Detais || Deductions | | [ Results / Print || Resutts / Print All

Meals

Date f_ﬁ: :::a E:ﬁ:er ‘En\’:rrs\anl Destination MHAL‘::: Reason DIP:"rE Receipts  *Submit g‘;us Trip Number  ReguestTrip
Sa01.092012 10:00 2200 2200 Berlin 0 Workshop: ) Approved | 0002600402 Trip Approved
Su02.09.2012 [} m]

Mo 03.09.2012 (] O O

Tu 04.092012 0 O O

We 05.09.2012 10:00 22:00 2200 Fontenay-sous-Bois Avenue des Olympiades. 0 test ) Submitted = 0002600401 | Trip Complated
Th 06.09.2012 0 O m]

Fr 07.092012 0 O O

Sa 08.09.2012 0 [} m]

Su 09.09.2012 0 O O

Mo 10.09.2012 & 16 Hamburg 0 Training O O

Tu11.082012 |8 16 Hamburg 0 Training [} m]

We 12.092012 |8 16 Hamburg 0 Training O O

Th 13.092012 0 O O

Fr 14 09 2012 ] [l im|
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Approve trips and expenses without £ .
workflow

Approval of Trips and Expenses

Expense Reports for Approvai() Travel Reguest for Approval (2) Travel Plans for Approval(17)
P Show Quick Criteria Maintenance Change Guery Define Mew: Query Perzonalize
ignw: |[Standard View] - \ Approve || Reject || E-Mail || DisplayPrirt | Defing Substitution Rules || Maintain Employes List Fitter Settings
E. Employes Start Date: End Date: Destination Reason Country Estimated Costs  Currency  Assigner Perzonnel assignment
Anja Maller - 01102012 01102012 Dresden test GErmEny 000 EUR Anjzm Miller | 00001000 Chef vom Dienst Active
Anja Miler 01122012 01122012  Fortenay-sous-Bois ~ SAP HCM Training — France 45000 EUR Anja Miller 00001000 Chef vom Dienst Active
4 ]

Last Refresh 11.09.2012 12:47:27 CET Reiresh ]
Details of Trip: Fontenay-sous-Bois (0002600394)

Employes: Anja Miller Start Date: 01122012 Atvance: 000 EUR Attachments; Acdd
Personnel Mo 00001000 Start Time:  07:00 Estimated Costs: 450,00 EUR

Country: France End Date: 01122012

Destination: Fortenay-sous-Bois End Time: 19000

Trip Schema:  Travel Planning

Reason SAP HCMW Training

approve || Reject || E-Mail || DisplaysPrint

WWW.iprocon.com slide : 26
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.. <
Enter reason for rejection 1ProCoHN

Details of Trip: Font sous-Bois (0002600394)

Employes; Anja Miller Start Date; 01122012 Advance; 000 EUR
Personnel Mo, 00001 000 Start Time; 0700 Estimated Costs: 450,00 ELR
Country; France End Date:  01.12.2012

Destination: Fortensy-sous-Bois End Time:  19:00

Trip Schema: Travel Planning

Reason: HEM Traiming

[ 2pprovel || Reject [JE-Mail || DisplayPrint
o

Reason for Rejection

Ertet reason for rejection

Submit || Cancel

WWW.iprocon.com slide : 27

Approve trips and expenses with < con
workflow

Universal Worklist E

Alerts Tasks (3/3) Notifications. Tracking

Show: [New and In Progress Tasks (3/3)[+|[Select a Subview... [=][an [=] [ Create Task | Show Fitters Hide Preview Refresh
Subject I From Sent Priority = i Due Status
Check trip of Anja Miller (Standard)[=] Junold, Anja Yesterday Normal 1 New
Approve trip of Anja Miller & Junold, Anja Yesterday Normal 1 New
Approve travel request of Anja Miller =] Junold, Anja Sep 11, 2012 Normal 1 New

WWW.iprocon.com slide : 28
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2 approval scenarios

(Travel) P OW L

Without portal possible

like PRAP

1P(r09)n

With portal only,
otherwise BWP

with workflow only
High flexibility

Maybe already in use

WWW.iprocon.com slide : 29

Agenda

1P/r03)n

m Overview and Integration of SAP T&E

W The standard process in ESS/ MSS

m Proven ways to improve the approval process
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: <
Ways to improve the approval process 1Pf0§>n

m Selecting the approver
m Specific assignment in POWL
m Approval workflow with correction process

m Approval workflow with random generator

Www.iprocon.com slide : 31
, : e
Who is the right approver? 1Pr03>n

Requirement: The traveler should select the right approver.

Final Action
(@ Save Draft | only want to save my expense report and send it later
" Save and Send for Approval | want to save my expense report and send it now for further processing

| confirm that all expenses were incurred by and on behalf of the company

Choose approver 00001000 Anja Miiller

Solution: Enhance Web Dynpro FITE_VC_REVIEW and create
custom search help with authorised approvers.
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Specific assignment in POWL 1ProCon

Requirement: approver can only see trips which are part of his
responsibility

Approval of Trips and Expenses

Expense Reports for Approval(S) Travel Request for Approval(2) Travel Plans for Approval(17})
| » Show Quick Criteria Ma\ntenance\ Change Query Define Ne
Wiew: |[Standard View] [=] | [ Approve |[ Reject || E-Mail |[ Display/Print | | [ Define tution Rules |[ Maintain Employee List |
EL Employee Start Date  End Date Destination Reason Country  Total Cost Currency Submit Status Policy Violation Assigner Personnel assig
Anja Miller 01.12.2002 05.12.2002 Berlin Consulting Germany = 1.02690 EUR First Submission = No Anja Miller 00001000 Chef
Anja Muller  02.10.2002 05.10.2002 Ratingen Consulting Germany 551,38 | EUR First Submission = No Anja Muler 00001000 Chef
Anja Miler 09.12.2006 10.12.2006 Walldorf Test Germany 33,00 EUR First Submission = No Anja Miller 00001000 Chef
Anja Miller 12102011 12.10.2011 | Hamburg Test Germany 0,00 | EUR First Submission = No Anja Mialler 00001000 Chef
Anja Miller  12.01.2012 12.01.2012 | test Germany 0,00 | EUR First Submission = No Anja Miller 00001000 Chef

Last Refresh 12.08.2012 11:

Solution: enhance functional module
PTRM_WEB_TRIPS FOR_APPROVAL
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How to optimise the correction {mc .
process

Approve trip from Anja Miiller . )

oo date Requirement:

Trip number 0002600403 Enter a reason

Departure 29.08.2012 10:00:00 Wh||e dec"ning a

Arrival  29.082012 22:00:00 .

Location Hamburg trl p

Reason Training

Country Germany

Total cost  6.00 EUR SO|UtI0n .

Attachments Customer Web
Dynpro

Title A =¥ Addad On
Reason for rejection

E‘ The table does not contain any data

Add Attachment Please enter reason:

Type: @ File O Link ¢ Note

File Path: | [ Durchs

Appruveﬂ Send back ||)Di5play form | Send || Back
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Save time with an automatic approval {m&)n

for random selection

Traveler

Manager
creates approges
expenses
Approval of Trips
O Ferd =
St Name h Trip | Trip Begins On| Destination £ Total Cost | Curr. | Re
(B Anja Miller 2600384 01.06.2012 Birmingham 335,00 EUR !
Personnel Number 1000 = 335,00 EUR
in == 33500 F
Lh == 349,00

Reimbursement

WwWw.iprocon.com

Automatic
approval /
random
selection

‘ Travel
cir | R manager
shop GB T checks
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