How to Attach Receipt or Documents
to the Expense Report Header

Sometimes you need to attach documents to an expense report that don’t naturally go
with any one expense item on the expense report. An example would be a meeting
agenda or a training agenda. You can “electronically” attach the document or receipt to
the expense report without attaching it to a specific item.

e Open the expense report in question.
e Select Receipts

CONCUR Requesis Expense App Center

Manage Expenses View Transactions Cash Advances ~

Single Day Meals (2/1 to 15)

Exceptions

Expense Type | Date Amount | Exception

Fixed Meals 02/022017 §36.00 /\ The Transaction Date is Greater than 30 days old. Ple
Expenses view r &
] Date » Expense Type Amount Requested

Adding New Expense

[} 02/06/2017 Fixed Meals $36.00 $36.00
Decalur, Georgia
[} 02/02/2017 Fixed Meals $36.00 $36.00

Decalur, Georgia

TOTAL AMOUNT TOTAL REQUESTED

$72.00 $72.00

e Select Attach Receipt Images

Manage Expenses View Transactions Cash Advances «

Single Day Meals (2/1 to 15)

i+ Import Expenses Details = Receipts * Print/Email =

- Receipts Required [EE—
Exceptions e

Expense Type | Date Amount | Exception _
Fixed Meals 02022017 $36.00 /i The Tra Atiach Recelptimagesy | o) oo

View Available Receipts
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e Select Browse to search your PC for the location of the scanned in document
o Note: All information regarding the allowable file types and sizes appears

here as well

Receipt Upload and Attach 0 x

You may attach scanned images.

You currently do not have any expenses requiring receipts. You may choose up to 10 files to attach to the report.

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

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

Files Selected for uploading:

No files selected

-

| close |

e Locate and select the document you wish to attach to the expense report header
0 The name of the document will appear in File Name

e Select Open.

Organize = MNew folder ~ 1 @

g MName - Date modified Type Size L
7 Quick access L ey ¢ g e e s re s r | 4 e ¢ v o R
I Desktop '@ Meeting Agendad.pdf 11/16/20151:02 PM  Adobe Acrobat D... 1,163 KB
|8 Ocean Hotel Receiptl.jpg 9/23/20 JPG File 341 KB
£2 Dropbox — : . .
|&] Ocean Hotel Receipt2.jpg JPG File 341 KB

@ OneDrive - Georgia Technology AUthority (g Ocean Hotel Receiptd,jpg JPG File 341 KB .

File name: | Meeting Agendad.pdf ~ | | All Files ~
Open | Cancel

e The document will appear in the Files Selected for uploading section.
o If you need to attach any other documents to the expense report header,
click Browse, locate the document, and click Open. You can attach up to 10

documents to the header this way.

e When you have finished selecting documents, click on Upload
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Receipt Upload and Attach — X

You may attach scanned images.

You currently do not have any expenses requiring receipts. You may choose up to 10 files to attach to the report.

For bestresults, scan images in black & white with a resolution of 300 DFI or lower.

Click Browse and select a .png, .jpg, jpeg, .pdf, .html, .tif or tiff file for upload. 5 MEB limit per file.

]
Files Selected for uploading: B Upload
ploading

Meeting Agendad.pdf Remove

¢ As documents are uploaded, the files listed in the Files selected for uploading
section will display an Attached status.
¢ When you are done attaching documents, select Close.

Receipt Upload and Attach X

You may attach scanned images.

You currently do not have any expenses requiring receipts. You may choose up to 10 files to attach to the report.

For best results, scan images in black & white with a resolution of 300 DFI or lower.
Click Browse and select a .png, jpg, jpeg, .pdf, .ntml, .tif or .tiff file for upload. 5 ME limit per file.
Files Selected for uploading: Browse

Meeting Agendad.pdf Attached

e To view the receipts attached to the header, you must exit the expense report and
then re-open it.
e After you re-open the expense report, you will be able to view these receipts and
any others attached anywhere on the expense report.
0 Select Receipts
0 Select View Receipts in New Window or View Receipts in current
window
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= For this example, | am selecting View Receipts in New Window

Single Day Meals (2/1 to 15)

+ New Expense Import Expenses Details * Receipts = Print/ Email =
: __Receipts Required
Exceptions . o .
. View Receipts in new window

Expense Type | Date Amount | Exception - - - -
Fixed Meals 0210212017 536,00 &The T4 View Receipts in current window

Attach Receipt Images

View Available Receipts
E}(pengeg Delete Receipt Images

e A new window will pop-up and you can review receipts. If there are multiple
receipts, you can scroll through them using the scroll bar to the right.

& Secure | https;//imagingupload|
935AEFA65D3E98EC3D2EF90F6FD 16C7F868A9DE7AEC51311C93F76CF4..1 / 1

3 Day Mini-Conference Schedule

CONFERENCE DAY 1

8:30-9:30 Keynote #1 with Alan November

9:45 - 10:45 Session 1: Webliteracy: Teaching Zack to Think

11:00-12:00 Session 2: Student as Contributor: The Digital Learning Farm - Part 1
12:00-1:00 LUNCH

1:00 - 2:00 Session 2: Student as Contributor: The Digital Learning Farm - Part 2
2:00-2:15 COFFEE

2:15-4:15 Session 3: Finding Meaning in the Masses: Maximizing Your Professional Learning
Community

CONFERENCE DAY 2

8:30-9:30 Keynote #2 with a different member of the November Learning team

9:45 - 10:45 Session 4: Tools of Engagement

11:00 - 12:00 Session 5: Connective Learning: An Introduction to Google Tools in Education - Part 1
12:00-1:00 LUNCH

1:00 - 2:00 Session 5: Connective Learning: An Introduction to Google Tools in Education - Part 2
2:00-2:15 COFFEE

2:15-4:15 Session 6: Subject Specialization (sample descriptions below)

CONFERENCE DAY 3
9:00 - 10:00 Session 7: Ethics and Safety

e Your Approvers will be able to see any receipts you have attached to your expense
report whether you attached them to a line item, to the header or faxed them in.
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