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If your organization hasn’t taken full advantage of digital processing then chances 
are your invoice processing might take longer – and cost more – than most 
financial decision-makers might suspect. Paper-based invoicing and disbursement 
systems inevitably generate a host of hidden costs beneath the processing surface 
that drain valuable resources from what your organization offers. Among other 
factors, those hidden costs can take the form of: 

The Hidden Costs of Paper-based Invoicing

Processing errors and exceptions. 
17 percent of the typical organization’s invoices result in an exception, Ardent Partners 
reports.1 Another study from Institute of Finance and Management (IOFM) found that 
47 percent of controllers say that minimizing errors is their organization’s biggest 
accounts payable challenge.2 Those exceptions and errors reduce productivity and 
drive up costs.

Poor cash flow visibility and spend management.
22 percent of all organizations can only forecast their mid-term cash flow with 
five percent accuracy, according to Aberdeen Group.3 The lack of full visibility on 
outstanding payables, category spending, supplier performance, payment and 
discount capture metrics – and other insights that automated systems can provide –  
invariably translates into missed savings opportunities.

Risk of fraud.
Paper-based environments make it easier for employees to divert organizational funds 
or overlook the theft of sensitive data. A report by the Association of Certified Fraud 
Examiners (ACFE) found that in 2018, 18.7 percent of employee fraud occurred in 
government entities, costing them an estimated $180,000 each time it occurred. 4

72 percent 
of organizations surveyed 
by IOFM said paper checks 
are the payment type most 
vulnerable to fraud.5

DID YOU KNOW

Regulatory compliance friction.
Aerospace, defense, and government contracting organizations face added burdens 
of meeting regulatory requirements when handling budget. Paper-based invoice 
processing adds to the cost of tracking the invoice history and approvals, assuring 
employees adhere to approval guidelines and the supporting audits.
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In organizations with paper-based invoice processes, invoices can enter the 
system in a number of ways:
• Sent directly to you via post or email
• Forwarded via email or hard copy from the department that made the purchase

When invoices arrive by email, the first step is often to print the invoice to create a 
hard copy. We see many challenges with a process that works like this. It’s tedious 
and time-consuming to manually enter data from hard copy invoices into your AP 
invoice system. It’s also prone to human error and the risk of duplicate invoices 
rises. Streamline how your organization receives invoices by considering these top 
three tips:

Centralize How You Receive Invoices
14 percent 
The average amount of time 
spent processing invoices by 
finance teams each week.6 

DID YOU KNOW

Accept and encourage suppliers to submit invoices electronically
Set up an AP-specific email alias to receive all invoices from your suppliers. If there’s 
resistance, explain they’ll see benefits such as quicker processing and approvals, better 
visibility and improved accuracy.

Implement machine learning technology.
Data doesn’t have to always be entered manually anymore and OCR (optical character 
recognition) ends this typical pain point by automatically converting physical invoices 
into digital form, extracting data from invoice images and populating it into custom 
fields. This machine learning feature is continually getting more intelligent, more cost-
effective and is a central feature of many automated invoice management solutions.

Centralize your invoices.
The first step is to make sure invoices all arrive in one central location. Automation 
offers a way to do this. It’s also good practice to send inaccurate invoices back to 
suppliers for correction before they go any further.
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Once an invoice has entered your system, the next step is to get it approved. And 
for many organizations, this is where the real problems and delays start. After 
you’ve sent an invoice for approval, it’s often like it’s disappeared into a black hole 
and you have no idea where it is in the process. While you may use spreadsheets 
to keep track of invoices, these are difficult to continuously keep up-to-date. As a 
result, you don’t have the visibility you need into your outstanding invoices. Simplify 
and streamline your invoice approval process with these top four tips:

Simplify Your Invoice Approval Process

Implement a PO system.
Purchase orders make it much easier to spot fraudulent invoices, errors, and mistakes. 
They’re also a vital step in a robust P2P process. Invoice automation offers PO, invoice 
receipt, approval, and payment information in a single system. It can also enable three-
way matching – automatically checking what was ordered against what was received 
and invoiced, flagging any discrepancies along the way.

Get a mobile app solution.
A mobile app means invoices can be approved on-the-go in a moment. It also puts an 
end to waiting for someone to return from a business trip and plow through their inbox. 

54 percent 
of respondents indicated 
that delayed approvals are a 
significant pain point.7

DID YOU KNOW

Create management workflows.
The first step to improving efficiency is to understand the current picture. Map your 
current processes, identify where the bottlenecks are, and see how you can resolve 
them. For example, make sure every invoice goes straight to the invoice owner. Set 
internal service level agreements so everyone knows you’ve got a KPI you want to meet. 

Optimize approvals.
Does your organization have to sign off on all invoices or could lower value invoices have 
different threshold levels? Invoice automation makes implementing different approval 
levels easy because it happens automatically. You can also see where an invoice has 
reached in the chain, making it easy to identify persistently slow approvers
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Payment is the final, yet most crucial, step in the AP invoice process. But if it’s 
a largely manual-based process, what should be a quick and easy last link in the 
chain often takes longer than it should. Paper checks, late bank transfers, or 
expensive speedy payment methods due to being late are some of the challenges 
you’re likely to face. All this leads to frustrating, difficult conversations with 
suppliers chasing late payments and putting professional relationships under 
strain. Try using these top four tips to streamline your invoice payments:

Streamline Your Invoice Payment Process

Gather data for negotiations.
Suppliers will often give discounts, special terms, or preferential pricing to valuable 
customers. Automated invoice solutions make it easy to gather data you can take into 
negotiations. For example, you can see at a glance how much you spend each year 
on ground transportation, such as trips to and from the office with Uber. Analyzing 
this data can give you the insight you need to make more strategic supplier decisions, 
improve your P2P process, and free up working capital. 

Create a supplier portal.
A supplier portal puts suppliers in control, saving both you and them time. Suppliers can 
login to your system and track the status of orders and payments at-a-glance. Invoice 
automation solutions include this functionality. It means a way to improve supplier 
relations and save you time, resulting in an easy function to add to your set-up. 

45 percent 
decrease in number of
questions from vendors to 
the AP department.8

DID YOU KNOW

Take advantage of credit cards and digital payments.
This is one of the quickest and easiest changes you can make. Using credit cards or 
taking advantage of digital payment technology saves administration time and enables 
you to earn cash back simply by paying your bills on time.  

Streamline payments through connected partners.
Invoice automation solutions often work with partners to add even further value to 
payment processes. For example, SAP® Concur® works with companies such as VATIT, 
Taxback International, and TransferMate to enable VAT to be reclaimed automatically 
without any hassle.
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ABOUT SAP CONCUR
SAP Concur is the world’s leading 
provider of integrated travel, expense, 
and invoice management solutions, 
driven by a relentless pursuit to simplify 
and automate these everyday processes. 
With SAP Concur, a top-rated app 
guides employees through every trip, 
charges are effortlessly populated into 
expense reports, and invoice approvals 
are automated. By integrating near real-
time data and using AI to audit 100% of 
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about blind spots in the budget. SAP 
Concur eliminates yesterday’s tedious 
tasks, makes today’s work easier, and 
helps businesses run at their best every 
day. 
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