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Taxation 
NOTE: Multiple SAP Concur product versions and UI themes are available, so this 
content might contain images or procedures that do not precisely match your 
implementation. For example, when SAP Fiori UI themes are implemented, home 
page navigation is consolidated under the SAP Concur Home menu. 

Section 1:  Overview 

For countries that use country packs to track VAT (Canada, UK, Japan, and 
Australia), Concur Invoice now provides tax codes for clients. 

Tax codes can be associated to a relevant set of vendors, and the tax code 
information will then feed into the client’s financial system to make it easier for them 
to handle and track VAT. Users will see a matching tax code list for each tax amount 
field when they open an invoice. In the tax code list, they can select which tax code 
they would like to use.  

NOTE: Tax codes are only applicable to invoices and not to purchase requests. 

If you are connected to an ERP system, the tax codes in your ERP system will 
automatically synchronize to SAP Concur once you have connected your ERP to SAP 
Concur. 

NOTE: Tax codes also applies to Capture Processing. For more information, refer to 
the Concur Invoice: Capture Processing (Client-Managed) Setup Guide for 
Standard Edition. 

 For more information about country packs, refer to the Concur Invoice: 
Country Packs With VAT Client Setup Guide. 

Section 2:  End-User Experience 

Once the admin has configured the tax codes, the user will see the VAT Tax Code 
list(s) in the Invoice Details section of the invoice. 
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NOTE: If the admin has not configured tax codes, the VAT Tax Code list will be 
blank. 

Section 3:  Managing Tax Codes 

The procedures below detail how to add, edit, and delete tax codes on the Taxation 
page. 

NOTE: If you do not see the VAT Tax Codes for Invoices link, please contact SAP 
Concur support and ask them to activate the relevant country pack(s) for 
your company. 

Access Tax Codes 

 To access tax codes: 

1. Click Administration > Invoice Settings or Expense & Invoice Settings. 

 

2. In the Product list, click Invoice. 
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3. In the Capturing Spend section, click VAT Tax Codes for Invoices. 

 

The Taxation page appears. 
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Add a Tax Code 

 To add a tax code: 

1. On the Taxation page, click New. 

 

2. Type the name of the tax code and then click Save. The tax code can contain 
up to 20 characters. The user will now see the VAT Tax Code field as a list in 
the Invoice Details section of an opened invoice. 

 

NOTE: The name of the VAT Tax Code field will vary depending on the locale 
of your company. 

NOTE: If you have clicked New and change your mind and want to remove 
the empty row that was created, select the empty row and click 
Cancel. 
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Modify a Tax Code 

 To modify a tax code: 

1. On the Taxation page, select one of the tax codes and then type in a new tax 
code. 

 

2. Click Save. 

Remove a Tax Code 

 To remove a tax code: 

1. On the Taxation page, select one of the tax codes and then click Remove. 

 

2. Click Save. 

☼ 
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