Concur-How to Attach Receipts

There are four options, in addition to using the Concur mobile app, for adding receipts to an expense
report in Concur. The easiest option allows for a bulk upload of all receipts attached to the report, not
assigned to an individual line item. Another option is to add at each line item. This can be done on the
expense entry form, or by using the attach receipt images screen, or using the receipt store. See below

for instructions.

Expenses requiring receipts are designated by the icon, or you may click “Receipts.” Then click
“Receipts Required.” The system will list the expenses requiring receipts and you can follow the
instructions below to attach, or use the attach receipt images button, and follow the two sets of
instructions below for using the attach receipts menu.

Test-Bulk Receipt Attachment
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Receipt Review —x

Reminder; Receipts Required!
According to company policy, yvou must provide receipts for the expenses listed below.
“ou may attach scanned images to individual expenses or to the report.

Attach Receipt Images View Receipts

Expense Date « Amount
Car Rental 0142302015 2100.00
Enterprise, Dallas, Texas

Airfare 0142302015 £350.00

American Airlines, Dallas, Texas

| Close |
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To add a bulk receipt file to the report using the attach receipts menu:

1. Create the expenses
2. Click “Receipts”
3. Click “Attach Receipt Images”

Detailz » Receipts » Print / Email =
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Expenses = Check Receipts N
O | Date~ Expense Amo* Attach Receipt Images
Adding New Expense View Available Receipts i
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American Airlines, Dallas, Texas Meals
O 011222015 Meals §25.00 £25.00 All Expe
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Make sure checkboxes next to expenses are unchecked
Click Browse

Navigate to your receipt file

Select the file

Click Upload

Click Close
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Receipt Upload and Attach

O x

According to company policy, you must provide receipts for the expenses listed below.
“fou may attach scanned images to individual expenzes or to the report.

To attach a file to an expense line item first select it, then choose and upload the file. Line item attachment should be
uzed when the file is for a single expense line item. To attach at the report level, choose and upload up to 10 files,

without selecting an expense line tem.

Expense

Date « Amount

O Car Rental 014232015 2100.00
Enterprize, Dallas, Texas

| Airfare Mi23z2ms $350.00

American Airlines, Dallas, Texas

For best results, scan images in black & white with a resolution of 300 DPI or lower.

Click Browse and select a .png, .jpag, .jpeq, .pdf, .htmil, .tif or .tiff file for upload. 5 MB limit per file.

5 _———P Browse... :]

Files Selected for uploading:

No files selected

Q—»p

| Close |

10. The receipts are now attached to the report and can be viewed by clicking “Receipts”

a.

Then select a view option

i. View in New Window will open the receipts in a new window

current window

View in Current Window will display the receipts on the right hand side of the

Test-Bulk Receipt Attachment

E Import = Details ~

Receipts ¥ Print / Email =
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] Date ~ Expense Ama
Adding New Expense

O 01/23/2015 Meals 53
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Receipts Required

View Receipts in new window

Wiew Receipts in current window
Attach Receipt Images th
Wiew Available Receipts

Delete Receipt Images

To add receipts to the individual line item using the attach receipts menu:

This method can be used at the very end of expense report creation, after all expenses have been

created, just before submission.

1. Create the expenses
2. Click “Receipts”
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3. Click “Attach Receipt Images”

Test-Bulk Receipt Attachment _ »
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4, Use the checkbox to select a line item
5. Click “Browse”

6.

Receipt Upload and Attach

%

According to company pelicy, you must provide receipts for the expenszes listed below.
ou may attach scanned images to individual expenses or to the report.

To attach a file to an expense line item first select it, then choose and upload the file. Line item attachment should be
used when the fie iz for a single expense line tem. To attach at the report level, choose and upload up to 10 fies,

without selecting an expense line item.

4 Date «

Expe L Amount
l"Car Rental 01/23/2015 5100.00
Enterprize, Dallag, Texas
|:| Airfare 014232015 2350.00

American Airlines, Dallas, Texas

For best results, scan images in black & white with a resolution of 300 DPI or lower.

Click Browse and select a .png, jpg, .jpeq, .pdf, .html, .tif or .tiff file for uplead. S MB limit per file.

/ Browse... :]

Files Selected for uploading:

Mo files selected 5

Navigate to the receipt image file

7. Select the file

8.

Click Upload

To add receipts to the individual line item using the receipt store:

1.
2.
3.

Create the expense
Check the box next to expense
Click “Receipt Store”
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Test-Bulk Receipt Attachment
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4. Select the image you want to attach from your receipt store gallery by clicking the @

Available Receipts

Verify My Email
(P} Delete

Tl recstipl

Receipt.pdf

== 3 -

Add receipts by emailing them to receipts@concur.com

5. The receipt is now attached to the expense line item

Test-Bulk Receipt Attachment
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|:| Date = Expense Amount Requested

] 0232015 Meals $30.00 530.00

[¥] 01 Car Rental $100.00 $100.00
Enterprize, Dallas, Texas

] 0172302015 Airfare £350.00 £350.00

O

American Airlines, Dallas, Texas
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To add receipts to the individual line item using the expense entry form:

1. Create the expense
2. Click “Attach Receipt”

Expense ‘ Available Receipts
-
~ | Expense Type Transaction Date N
I Car Rental v I 01/23/2015 B

Number of days the vehicle was rented Business Purpose

Vendor City E
Enterprise v I Dallas, Texas

Payment Type Amount

I Out of Pocket b I 100.00 Usp | w

m Personal Expense (do not reimburse) Comment

Travel Classification Clearing Account
I Employee-In State b
FAMIS REF-A FAMIS REF-B

[ ltemize ” Allocate H Attach Receipt ” Cancel l

3. Use the “Browse” button to navigate to the receipt file location, or select the receipt thumbnail
from your receipt store gallery

Attach Receipt x

Click Browse and select a .png, .jpa, Jjpeqg, .pdf, .html, .tif or Aiff file for upload. 5 MB limit per file.

File Selected for uploading: "/' Browse.. [:]

No file selected

Or choose an image from your Available Receipts.

Available Receipt :]

Ue

Receipt.pdf

4. Click Attach
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5. The receipt is now attached to the expense line item

Test-Bulk Receipt Attachment
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