
© 2020 SAP Concur or an SAP affiliate company. All rights reserved.

For more tips and tricks on rolling out SAP Concur in 
your organisation go to Tips and Tricks eBook.

Trick: Consult our Change 
Management Activities Guide.

Roll with It
A 3-2-1 Guide to Setting Your SAP Concur Solution in Motion

...VALIDATE
Get your story straight, communicate it 
and gather your validation team.
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...SUPPORT
When you finish activation, 
SAP Concur Support will be there.

...DEPLOY
The nuts and bolts of deployment are made 

easier with some simple tips and clever tools.
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Trick: Use our 
communication templates 
on best practices.

Excite: COMMUNICATE 
your VISION in a targeted 
fashion, so everyone knows 
what’s in it for THEM.

Champion: Set up a PILOT GROUP 
of frequent travellers - about 7-10 
people is a good number. Include 
heavy users, frequent travellers, 
accounts payable, executive 
assistants, end users for each 
policy or group and users with 
or without credit cards. 

Tip: Use their success 
stories for training.

Clarify: Ask yourself – 
WHY are we doing this?

Convince: Deliver KEY 
REPORTS related to 
efficiency and cost 
saving to EXECUTIVES.

  Stakeholder 
Misalignment! Include 
teams like IT, Finance and 
Accounting to ensure proper 
communication so they 
understand how they’ll be 
impacted and how SAP 
Concur solutions will 
integrate with other 
systems. 

WATCH OUT! 

Decide: What sort of ROLL OUT 
do I want?

Tip: A ONE-TIME rollout lets 
you maximise your ROI, faster. 
A STAGGERED rollout allows 
you to train your teams as they 
deploy and prepare your 
support team over time as 
users come on board. 

Administrate: Appoint an 
ADMINISTRATOR, who is 
responsible for knowing the product 
inside out, developing deployment 
plans as well as overseeing the 
service and user access.

Tip: Have more than 
one administrator!

  A new manager has 
joined. No problem! Simply update the 
expense approver for everyone on the 
team quickly by editing and re-uploading 
the same import spreadsheet you used 
to load the employees originally.

WATCH OUT! 

Tip: Training notes should specify the 
need to verify the spelling of new 
employee’s name, emergency contact 
info, credit cards, frequent traveller 
accounts and banking information.

Trick: The User Import feature saves 
you time by adding all your employees 
into Concur Expense in one go.

Trick: For TripLink users, ensure 
they enrol in My Travel Network.

Import: Add your EMPLOYEES
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Change needn’t be scary. By implementing 
a few considered steps into your roll out of 
SAP Concur solutions you will have the 
best chance of reaching your business 
goals. What are you waiting for?

Develop a plan for each of these phases and 
there will be no stopping you

...GLOBAL?
Repeat the above! Once you’ve established 

“what’s in it for them” for each market, create a global 
T&E framework with strong executive sponsorship.

Go!

Tip: Update your Company Notes at 
least once each quarter to 
communicate important focus areas 
and company goals. 

Trick: SAP Concur App Centre Partners 
offer pre-built integrations that support 
global expansion – from Mexico tax 
regulations to VAT reclaim, immigration 
requirements and ERP solutions.  

Trick: Watch ‘Getting the Most from SAP Concur Support’ video and read 
the ‘How to Navigate the SAP Concur Support Portal’ guide 

Trick: Got TripLink? Connect trips, travellers and itineraries across 
multiple channels to apply policy to direct bookings, locate and support 
your travellers and ensure negotiated rates are being booked.

Grow: For offers valuable perspectives and insights that help you 
optimise your program, there’s… Client Development.

Engage:  For recommendations 
of services to ensure your 
solution continues to meet your 
business needs as they grow and 
change, there’s… Client Sales.

Tip: This support function 
can be performed by the 
Administrator!

Trick: Watch the Getting the 
Most from Concur Customer 
Support video, in the Concur 
Support Portal > Resources > 
Webinars.

Appoint: Your designated 
Authorised Support Contacts 
(minimum of two, maximum 
of five) who will work with 
SAP® Concur® Support on 
behalf of your employees. 

Ask: SAP Concur Support is 
your first port of call for all 
product questions, technical 
questions and configuration 
changes – 24 x 7!

Learn: For guidance on best 
practices and product 
updates, there’s… Service 
Administration. 

  Back up: Have a 
backup contact to support end 
users and create an email alias 
strictly for internal support of 
user questions (e.g. 
concur@yourorganisation).  

WATCH OUT! 

http://assets.concur.com/concurtraining/cte/en-us/concur_change-management-activities-guide.pdf
https://assets.concur.com/concurtraining/cte/en-us/concur_communication_best_practices_resources.pdf
https://www.concurtraining.com/deployment-toolkit/en/deployment-and-transition
https://www.concurtraining.com/customers/tech_pubs/CSP-host/CSP-GTM-Nav.htm
https://www.concur.co.uk/resource-centre/ebooks/tips-tricks-ebook
https://www.concurtraining.com/customers/tech_pubs/CSP-host/GTM%20and%20Nav/Getting_the_Most_QRG_ASC_ENG.pdf

