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Receipt Store Overview

The Receipt Store feature allows you to store receipt images in a repository and then
associate them with specific expense entries quickly and easily. It also allows managers
and processors to easily reconcile the expense report receipts at the expense item level.

The ability to drag or upload receipt images in Receipt Store is turned on by default.
However, you must verify your email address to activate the option to email receipt
images to Concur.

Users can email their receipt image files to the Receipt Store image repository. The image
is stored and is available only to the user, who can log in to Expense and use options to
attach these images to their expense report line item expense entries (only).

Advantages of the Receipt Store feature include a new way to move images to the
expense report and line item expense entry receipt matching. The design allows several
image attachment opportunities in the user interface to support flexibility and ensure the
user is reminded, even during Submit, that receipts are required for their entries. This
reduces the number of submitted reports lacking required receipts and speeds approval
where 1:1 receipt-to-entry is easily verified by the manager and processor

Once verified, the user can begin emailing their receipt images in JPEG, PNG, TIFF, HTML,
and PDF (only) formats directly to Receipt Store. When doing this, note the following
guidelines:

¢ Each email attachment is treated as a single image file - a single image file with
two receipt images within it is still treated as a single receipt image. An image
embedded in the body of the email is treated as a single image file The system
does not support a combination of attached image files along with an image
embedded in the body of the same email - in this scenario the embedded images
are ignored

Images can then be retrieved within the Expense application by selecting Receipt Store
and attaching them to line item expense entries when creating the expense report.
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Section 1: Before You Begin: Verify Email Addresses

1. Inthe My Concur window click the Profile tab The Profile window opens
2. Click Email Addresses on the left hand menu The Email Addresses window opens

My Concur Request Travel Expense Reporting Administration Profile

Personal Information  Change Password  System Settings  Mohile Registration

Select one of the following to customize wour user profile,

My Profile . i
n Personal Information & Settil
Your Information m “our horme add rezs and emergency contact information. ‘Which time zone ane you in? Doyou prefer to use a 12 or 24-hour
l- chock? When does your workday sanfend?
Persanal Information
Compary Information . Com pany Information Contact Information
Cantact Infarrmation RER, Cfourcompany nameand business address o your remote kocation ﬁ Hiowe can wee contact yiou about your tavel arangarants?
addrazz.

Ernail Addresses

Emergency Contact Credit Card Information A, Setup Travel Assistants
adi K % “ou can sbone your credit card information here soyou don't hawe 1o re- d “fiou can alkew other people within yiour cormpanies to book trips and

N enter it each time you purchass an tem or senice. enter expenses for you.
Travel Settings

Expense Delenates
Delegatss are emplowess who are allowed o perform work on behalf of

Trawel Preferences

Iniﬁmational Travel

3. Click on the Verify link for the email address you A notice pops up instructing you to check the email
wish to use to send receipt images into TTE address for an email with your verification code.

The TTE system can only verify an email address
ONCE. Do not use an Expense Delegate’s email
address or they will not be able to email into Receipt
Storel

Travel Preferences -
Carrier, Hotel, Rental Carand other trvel-rebted preferances. f

Email Addresses
Pleaze add at keast one email add ress.

P How doIadd an email add ress?

P Why should I werfy my email address?

B Hoeee dio I weerify my email address?

l # Add an email address
Bmail 1 Comtact?

diiteqemld @ @o.ga.goy 0 Mot Werified e s &
Email 2 Contact?
donnafizgemdGearthlink.net D Mot Verified e Mo & o

4. Check your email for the Concur Email
Verification from Concur
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Section 1: Setup: Verify Email Addresses (continued)

From: Concur Email Verification [donotreply @concur.com]
To: Fitzgerald, Donna

Ca

Subject: Email Werification from Concur Solutions

Welcome Donna S Fitzgerald
to Concur Email Verification!

Y ou have requested that an email address in vour Concur profile be verified.
The next step is to copy the verification code listed below and paste it into
the adjoining field. as shown here:

Verification Code: S6F2ZNS2ZN42ZVTJGPBVE4D

Exampls

myemail2 @company.com @ Check E-Mail for Code Besend | Cancel

Enter Code

If successful, then vou are readwv to start forwarding E-Mails to Concur.
Send receipts to vour Receipt Store and trip reservations to vour Trip List.

For additional support. please contact vour Expense and/or Travel
Administrator or Helpdesk.

Cordiallw,
Your Concur Team.

5. Copy the verification code shown in blue on the If you have not received the email, click Resend to
email into the box that now appears in the Email generate another email with a new code. This will
Address section of your TTE Profile. invalidate the previous code emailed to you.

6. Click OK

Email Addresses
Pleas= add at keast one email address.

# Howw doIadd an email add ress?

F Why should T werify my email address?

# Hoew dio I weerify ry erail address?

4 Add an email address

Email 1 Contact?

dfitzger i@ |moga gow @ Check e rcode d | Cancel s &
Enter Code 2DAICZPEKEMGMUETSRIC]

Email 2 Contact?

donnafizgemldidea thlin k.net 0 Mot Werified Wi Mo & X
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Section 1: Setup: Verify Email Addresses (continued)

7. The email address will now show as verified.

mail Addresses
Fleaz= add at kast one email address.

P HowedoIadd an email address?

P Wby showld Twerify my ermail add ress?

P Howe dio I werify iy email add ress?

4 &dd an email address

Email 1 Comtact?

dfitzges d @ @moga gon & \erified Dimble Verification “fas &
Email 2 Contact?
donnafizgemid@ea ithlin k.nst ﬂ Mot Werified Wi Mo & x

8. If you set up Receipt Store prior to the recent
update, your email address may not show as in
the profile. Simply add it

Section 2: Email Receipts into Receipt Store

With a verified email address, you can email receipt images into Receipt Store to make
them available to attach to specific line item expenses.

1. Send receipts from the verified email to The receipts will automatically appear in Receipt
receipts@concur.com or to Store once the email is processed. Process times
myinbox@concursolutions.com . vary depending on the size of the receipt image.

You can attach images to emails or include them in
the body of the email.

Receipts sent from non-verified email addresses will
not appear in Receipt Store.
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Section 3: Upload Receipt Images into Receipt Store

You can upload receipt images from a local drive into Receipt Store

1. Click on the Expense tab
2. Click on View Receipt Store The Receipt Store opens

My Concur  Request | Expense

Wiew Reports  Mew Expense Report View Receipt Store  VWiewr Cash Advances  Mew Cash Advance

Receipt Store Refresh| | Upload
Ernail your receipt irmages to the Receipt Store
Werify by Ernail
-~

Delete Delete Delete Delete

e

Receiptl.pdf Receipt2, pdf Receipt2.pdf Sample Phone Billjpg
"y aiinie. o il st P ORAETE e A, e T Sl
9. Click on Upload The Receipt Upload dialogue box opens

10. Click on Browse

Receipt Upload

For best results, scan images in black & white with a resalution of 300 DPL ar lower.
Click Browese and select a .png, .jpg. .jpeq, .pdf, .html, .k or .t file for upload. 5 ME limit per
file.

For best results, scan images in black & white with a resolution of 200 DPI or [ower,

Files Selected for uploading: Browrse...

Mo files selected

Close
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Section 3: Upload Receipt Images into Receipt Store
continued

Additional Information

11. Locate and select the receipt image to be The Receipt Upload dialogue box opens again

uploaded to Receipt Store
12. Click on Open

Look ir: | ) Receipt Imagesz L o ¥ % [~

'@Receiptl pdf

'@Receiptz.pdf

My Fecent @ Sample Car Cosk Compare. jpg
Docurnents @ Sample Car Rental ReceipkZ.jpg
@ Sample Car Rental Receipt.jpg
@& Sample Event Receipk.ipg
Desktop i Sample Gas Receipt.jpg

@ Sample Gas Receipk.png

@ Sample Hotel Receipt.jpg
'@Sample Hotel Receipt, pdf
IESample Hotel Receipt. psd

@ Sample Phone Eill.jpg

o

-

\\.'

My Documents

D

-

ky Computer
File name: Sample Gas Receipt.jpg A Opdn
'.‘;'] Filez af type: All Files w Cancel
My Network [] Open az read-only
12. Click on Upload The document uploads.

Receipt Upload

For best results, scan images in black 2 whits

Click Browse and select a .pnq, jpqg. -jpeq, -p
file.

For best results, scanimages in black 20 whits

Files Selected for uploading:

Sample Gas Receiptjpg
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Section 3: Upload Receipt Images into Receipt Store
(continued)

3. Click on Close The receipt will appear at the end of the Receipt
Store Images list.

The receipt image is ready to be attached to an
expense item.

Receipt Upload

For best results, scan images in black & white with a resolution of 300 DFL ar lower,

Click Browwse and select a .png, .jpg. .jpeqg, .pdf, .html, .tif or .kiff file for upload, 5 MME limit per
file.

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

Files Selected for uploading: Browse... Upload
Sample Gas Receiptjpg Uploaded
Close
Receipt Store Refresh Upload e

Ermail wour receipt irnages to the Receipt Store
Werify Py Ermail

T w‘ m‘ ~
Sample Car Rental Sample Car Rental
Receipt2.jpg Receipt2.jpg
!EF sy Delete 'l:;i L Delete
e:.m__ —=
e——
S—
-
Sample Phone Sample Gas
Eill.jpg Receiptjpg

Ao
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Section 4: Drag and Drop Receipts from Receipt Store to an
Expense Report

Using the Receipt Store, you can add receipts to line item expenses. Please note that you still have the
ability to use the Receipts button to add report level receipts.

1. Open an Expense Report Receipt Store opens
2. Click on Receipt Store

My Concur  Bequest | Expense Profile

View Reports  Mew Expense Report  View Receipt Store  View Cash Advances  MNew Cash Advance

Normal Travel May 1 to 15

(®) Mews Expense Details = | FReceipts «»|  PrintfEmail -

E)(pen -1 Delete Copy Wiew | € New Expense Receipt Store

D Date ~ Expense Amount Requested

Expense

| Adding Mew Experse @ | | < |

i - : Ta create a new xperse, click the apprapriate experss tipe belaw ar type the

| 0571042013 Fixed Meals $27.00 $27.00 expense type [ the field abave, Ta edit an existing expense, click the expense ak
Augusta, Georgia the (gt side af the page.

0570320 Rental Car Fuel

3. Locate image you want to attach to an Expense

ltem Receipt Store Refresh Upload -
Ernail wour receipt images to the Receipt Stare
Werify by Ernail
FA
Sample Phone Sample Gas
Eill.jpg Receipt.jpg
'ri" Delete
Sample Gas
Receipt.jpg
w
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Section 4: : Drag and Drop Receipts from Receipt Store to an
Expense Report (continued

Additional Information

4. Drag the receipt image to the expense item you
want to attach the receipt to.

Yiew Reports  Mew Expense Report  Wiew Receipt Store View Cash Advances  Mew Cash Advance

Normal Travel May 1 to 15

(®) Mew Expense Details - Receipts - Print / Ernail -

E)(Penses Celete Copy Wiew T | 4 New Expense Receipt Store Refresh Upload | =
| Date ~ Expense Amount A Ernail your receiptimages to the Receipt Store
i S |Expense Werify by Erail
ing New Expense | S
H >
O 0571042013 Fixed Meals $2; A Ta create @ hew sxperse, click the apprapriate sxpense A

Augusta, Geargia Lupe Belaw ar type the sxpanse Bipe in the fizid abavs,
0 0540372013 Rental Car Fuel ;;:i::tiz emsgng expenss, Click the xpense ar the 1t

! Enterprise, &tlanta page. Sample Phane Sample Gas
Eill jpg Receipt,jpg

Fixed Meals <) &Y Delete

D 0510172013 toultrie, Georgia 2
04/30£2013  Yoe L7, i EanE
4435 Gon

o> @ Q Martiott Hotels, b $37 ?i.sgg,.z Cohg DR an Vo Delete

Fixed Meals Pagment From Pri
D 04130/2013 Savanhah, Georgiz 2 g;“taaan-zu_.

I i 3

O 0472972013 Fixed Meals 2 THu W n..a@r”qhﬂeaag% J

houltrie, Georgia ml\‘ samale

ﬁ t‘isg >

Fixed Meals P
D 0412812013 hoaoultrie, Georgia 82 R

Fixed Meals
D 0442742013 toultrie, Georgia 2
< >

Sample Gas
TOTAL AMOUNT TOTAL REQUESTEL Receiptjpg

5. The Receipt Attached icon appears and the

receipt is attached. @

My Concur  Request | Expense | Profile
Yiew Reports  Mew Expense Report  Wiew Receipt Store  View Cash Advances  Mew Cash Advance
Normal Travel May 1 to 15 Delete Report |l Submit Report

(® Mews Expense Details = || Receipts =| Print/Email -
E)(penses Delete Capy Wiew v | Mew Expense Receipt Store Refrash Upload | =
| Date ~ Expense Amount 2 Ernail your receipt irnages to the Receipt Store
Expense “Werify by Ermail
i Adding New Experse || )
; 7
O 0541072013 ';i“e‘j tleals ) 12 A Ta create a rew expense, Click the apprapriate sxpense e iy 1 ] it gl ) A
[ — Lwguata Ceorgia tipe Belaw ar type the sxpense tipe (0 the fizld abave,
0570312013 Ta edit an existing expenss, click the sxperse ar the (gt
O Rental Car Fuel e =
@ Enterprise, Atlanta . Sample Car Rental Sample Car Rental
N — - Receiptz,jpg Receipt2.jpg
O osmuyeiz  FixedMeals $2: @ Recently Used Expense Types
moultrie, Geargia

NW\MWWMN

6. You may drag multiple receipt images to the
same expense item
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Section 4: : Drag and Drop Receipts from Receipt Store to an

Expense Report (continued

7. Click Yes on the Please Confirm dialogue box to
append the image to the existing receipts for
that expense item.

Please Confirm

Q There is already an image associated with this expense, Choose Yes to append a new

image or Mo to cancel,
=l -

Section 5: Delete a Receipt Image from Receipt Store

1. Click on the Expense tab

Click on View Receipt Store
3. Click on Delete on the image you wish to The image will be removed from Receipt Store
remove from Receipt Store.

4. Click Yes in the Deletion Confirmation box that
appears

My Concur Request Expense Profile

“Wiews Reports  Mew Expense Report  Wiew Receipt Store  Wiew Cash Advances MNew Cash Sdvance
Receipt Store Refresh Upload
Ermail wour receipt images to the Receipt Store

Werify by Email

~
= Delete Drelete Delete
= v L = ]

Receiptl,pdf Receipt2.pdf Receipt2,pdf Sample Phone Billjpa

e R e, - p—

Please Confirm

e Are wou sure that wou want to delete receipt image, Sample Car Rental ReceiptZ.jpg
?

Yes Mo
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