
Tip Sheet: Little Things That Can Keep 
Your Hybrid Workplace Humming

The giant leap in remote work during the global pandemic appears to have foreshadowed a new era of the hybrid work model, in 
which many companies offer employees flexibility in deciding whether to work in the office or elsewhere. But the hybrid workplace 
remains unknown territory for most organizations, leaving IT and Finance leaders fending for themselves when it comes to 
supporting employees under these conditions. For instance, only 35% of IT leaders say they have the right IT infrastructure in 
place to do so.1 
 
Here are six ways in which IT and Finance leaders can help their organizations avoid the pitfalls and realize the benefits 
of a hybrid remote workplace. 

Seek opportunities to digitize.  
Shuffling paper and accessing physical file drawers is tedious enough in the office but having to do so while working 
remote can add days to many workflows. You likely have some paperless processes, but there may be more 
opportunities for digital data capture and processing. Start by looking at any process that requires paper: expense 
reports, vendor invoices, requisition forms, and others. These days, almost every piece of paper can either be 
scanned, digitized, and stored in a cloud-based application or replaced entirely with digital-first input. Documents 
become data, which can be accessed from anywhere and analyzed to produce fresh insights and greater efficiency, 
as well as reduce errors and fraud. This is a good opportunity for IT and Finance teams to collaborate in selecting the 
most appropriate replacement for paper-based processes that may have not been automated, like processing vendor 
invoices or expense reports. 

Set policies – and expectations.  
Whether at home or in the office, everyone will work more efficiently when they understand what’s expected of them. 
Even if your organization has policies around remote activities, it’s worth Finance, IT, and HR reviewing and adjusting 
them given the new realities of a hybrid workplace. For example, employees working mostly or exclusively from home 
will not only need electronic devices, software, and communication solutions but also office-like ergonomics, lighting, 
and equipment. Consider giving guidance on how to properly equip a home office and be aware that it’s more than 
likely that you’ll have to adjust budgets, allowances, and line items. 

Reconsider meetings.  
As we’ve all learned during the pandemic, meetings are a whole new animal when some or all participants are remote. 
Make sure everyone has the right technology – devices, software, and high-speed internet connections – and the 
training to use it. Include a clear agenda and any necessary material to review with every meeting invite. If participants 
don’t know one another, start with a round of self-introductions to break the ice. Assign a moderator to keep things on 
track. And to ensure everyone can hear and see one another, encourage in-office participants to use their laptops, even 
in a conference room.



If your organization is moving toward a more hybrid workplace, you need the right tools and processes 
in place to remain agile, efficient, and effective no matter where your employees are working. Make 
sure your hybrid workplace hums with cloud-based technologies and thoughtful policies that improve 
employee experiences whether at the office or at home.
 
To learn more about the ways in which SAP Concur solutions may be able to help, download our 
checklist to help determine if your expense processes are keeping up with hybrid work or our eBook 
to learn 4 ways you can boost AP productivity in a hybrid work world. Then visit concur.com.
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SAP® Concur® is the world’s leading brand for integrated travel, expense, and invoice management solutions, driven by a relentless pursuit to simplify 
and automate these everyday processes. The highly-rated SAP Concur mobile app guides employees through business trips, charges are directly 
populated into expense reports, and invoice approvals are automated. By integrating near real-time data and using AI to analyze transactions, 
businesses can see what they’re spending, improve compliance, and avoid possible blind spots in the budget. SAP Concur solutions help eliminate 
yesterday’s tedious tasks, make today’s work easier, and support businesses to run at their best. Learn more at concur.com or the SAP Concur blog. 

Re-evaluate your office setup. 
If your organization has evolved from office-only to hybrid, chances are you will have some empty office space. 
Downsizing can lead to real-estate savings that could be invested in remote work technology. Finance, IT, and HR 
leaders may want to consider implementing “hoteling” or “hot-desking” strategies to give remote employees a 
reservable or free / on-demand place to work when they come into the office. 

Automate and integrate.  
Hybrid workplaces must be just as agile as in-office organizations to respond to customer and employee needs, new 
business opportunities, and emerging challenges. Digitally transforming finance processes in collaboration with IT can 
help keep your business running smoothly regardless of team-member location. While gaining control over expenses is 
a good first step, your organization will benefit even more when you automate and integrate company spend – including 
travel, employee expenses, and vendor/supplier invoices – with your other financial information systems. This includes 
ERP and accounting applications that help connect and integrate spend into the overall finance process, which can help 
improve forecasts and planning.

Ensure equal opportunities.  
Traditionally, remote workers have suffered from being “out of sight, out of mind” when it comes to compensation 
and advancement. To help keep everyone on the same level, leadership across the organization – Finance, IT, Sales, 
Marketing, Support, Services, HR, Development – should divide their time in and out of the office to balance direct 
leadership access and understand both employee experiences. They should also verify that remote workers are 
fairly evaluated and have access to the same opportunities as office workers while also taking pains to include 
remote workers in critical decision-making and social occasions. 
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