SAP Concur

Working with Available Receipts

Available Receipts work with the SAP Concur Imaging Service to provide receipt
images that you can either email or upload. To activate available receipts, you must
verify your Profile Email Address with SAP Concur to allow you to send and receive
email images.

Administration v | Help

1. To work with available
. SAPCanur@ Requests Travel Expense Invoice Approvals App Center e [
receipts, from the SAP -
Concur home page, click fAﬁ/?“c“’
Profile, and then click
Profile Settings.
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Welcome to Concur
Welcome to Concur !

Thank you for your participation
A new way of filing travel expenses is coming. This automated travel and
expense system frqm ConCUf T_echnologies will simplify current
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2. On the Profile Options
screen, click Personal
Information.

Profile Options

Saloct cno of the following 10 customize your user profile

Personal Information
Your home address and emergency contact

System Settings
Which time zone are you in7 Do you peefer to
use a 12 or 24-hour clock? When does your
workday startend?
Contact information
How can we contact you about your travel
arangemants?

ravel Assistants

slow other people within your

1o bock trips and enter expenses foe

Profile Options
totel, Rental Car and other traved

Travel Vacation Reassignment

Going 10 be out of the office? Configere your
Bbackup travel manager

Request Preferences

Seloct the options that define when you receive
email notiications Promets are pages that
appeas when you select a certain action, such
a5 Submit or Print

Company Car

Company Car

Concur Mobile Registration

Set up access to Concur on your mobile device

“related peaforences

Expense Delegates

Delegates are employees who are allowed 1o
perform work on behalf of other employees.
Expense Preferences

Select the cpions that define when you receive
emall notifications. Prompts are pages that
appear when you seloct a cenain action, such
88 Subemit o¢ Print

Change Password

Change your password
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You will verify your email address with SAP Concur to allow you to send and receive

email images.

3. Inthe Email Addresses
section, click Verify, and
then click OK.

You can have up to three email
addresses linked to Available
Receipts. Your company email

address will be listed by default.

Each email address must be
unique, and you cannot use a
shared email alias.

4. For verification purposes,
type the code (sent by
SAP Concur) in the Enter
Code field, and then click
OK.

Note that as an easier
option, you can copy and
paste the code in the
Enter Code field.

You can now attach your
available receipt images to your
expenses.

Please add at least one email address.

p How do | add an email address?
P Travel "-vv.mvj--r-. [f--"--J.l'.\“.
» Why should | verify my email address?

» How do | verify my email address?

Email Address Verification Status

Not Verified

Below are the non-staff'non-employee users you are sponsoring

Click Verify.

Your Sponsored Users

No Sponsored §

Please add at least one email address

P How do | add an email address?

» Travel Arrangers / Delegates

p Why should | verify my email address?

» How do | verify my email address?
Email Address

Verification Status Verity Contact?

© Check email for code R -

Enter Code

ABYESTBTRBUKZFKESS m

Below are the non-staff/non-employee users you are sponsoring

Your Sponsored Users

No Sponsored Gu
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From an open expense report, T
you will see a list of expenses. An | kRN —_—
alert displays requiring you to

Manage Expenses  View

attach a receipt image to this A\ Aers: 1 .
expense. Office Supplies $222.00 @ PO oo
5. Click the expense line item ok teneaon e Rocsit ]
to view the details. Expemse Type'®
6. To clear the alert for the e . v
required receipt, from the (@] aosoors e
expense Details tab, click Attach Receipt Image.
Attach Receipt Image.

Company Paid

Transaction Amount * Currency * o

222.00 US, Dallar Attach Receipt Image

Your available receipts display.

Aftach Receipt

You can upload image files up to

5MB in size and they can be in Office Depot
PNG, JPG, PDF, HTML or TIFF pﬂp Wyl
format. You can also email Image

5MB limit per file Total: 222.C0

receipt images to
receipts@concur.com.

7. Select the appropriate

image, and then click For th |
D [Or this example, '
Attach. click Attach. |
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The receipt is attached, and all p—
alerts have been cleared. sapConei(S] | s T [ (e ek o e - &

Manage Expenses View Transactions

8. Click Save Expense.

o Success! You have cleared all alerts on this expense.

Office Supplies $222.00 @ Cancel

04/05/2018
Details Itemizations

* Indicates required field

Expense Type *

Office Supplies v

Transaction Date * Business Purpose

B4 | 04/05/2018 Replacement Chairs

Vendor Name City
Payment Type *
Company Paid Office Depot

Transaction Amount * Cumrency * Date: April 5, 2017

222.00 US, Dollar office Chairs...............$200.00

9. Toremove areceipt from
an expense, click the
receipt icon, and then click
Detach.

10. Click Yes to confirm that
you want to detach the
image and move it to the Office Depot

Date: April 5, 2017

Available Receipts section.

$200.00

Tax: $22.00

Total: 222.00

Click Detach.

Last updated: 15 May 2019



