BU OneCard Quick Reference Guide

Procure to Pay How to Upload & Manage Receipts in Concur

Concur Travel & Non-Travel

HOW TO UPLOAD & MANAGE RECEIPTS IN CONCUR

Users can upload receipt images to Concur in the following ways

1. Online via Concur

Upload or drag & drop image files directly from your desktop computer.

2. Concur Mobile App

Capture photo of receipt using your phone camera or upload image from files.
Available for both iPhone and Android.

3. Email receipt image to receipts@concur.com.

Note: Before submitting receipts via email, you must first verify the email address
associated with your Concur profile as well as any other email address you wish to
forward receipt images from.
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1. ONLINE VIA CONCUR

Note: Make sure the receipt image is already saved to your desktop before you upload it to the Concur platform.

1. Loginto Concur via BUworks Central Portal: Employee Self-Service = Travel and Expense Reimbursements -2

Manage Business Travel Arrangements and Reimbursements

2. Select Expense from the Home drop-down menu on the Concur landing page.

EX” Concur \ Home v;‘

| Home | %3 ADMINISTRATION

Company

F5 APPLICATIONS
Company Admin

Requests .
Web Services

Expense .
Report Admin

App Center
Authentication Admin

Travel Admin

3. Within the Expense screen, scroll past the Manage Expenses section to view Available Receipts.

Available Receipts
Drag and drop files to upload a new receipt. Valid file types for upload are .png, .jpg, .jpeg, .pdf, .tif or tiff.

T Upload New Receipt

4. Click on Upload New Receipt. Drag and drop files from your desktop to upload a receipt(s) to your profile.
The receipt(s) will be stored in your “Available Receipts” section, and you will be able to access and upload
these receipts by clicking on the View Available Receipts button when creating your Expense Report (see
screenshot below). Please refer to the “How to Create a Travel Expense Report” or “How to Create a Non-
Travel Report” guide on the training page for further information.

View Available Receipts

| () Add Expense w
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2. CONCUR MOBILE APP

Upload a Receipt Image and Create a New Expense

1. Onthe SAP Concur home screen, press the Camera icon. [iPhone configuration of the app below]

ISAP4 nQ AP
Chicago Customer Visits
$2,209.88
Approved & In Accounting Review
L]
Drive
User-Initiated © et
Available Expenses See All
-3 Lunch $16.08
= Oct 6, 2023
Lunch $15.00
Oct 6, 2023
: Lunch $16.08
= Oct 5, 2023
Sushi Go
Credit Card Charge 317.79@
12.7.2023

2. Align the receipt in the camera frame and take the photo. Press Retake if needed and press Done once
the image has been captured successfully.
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3. The receipt will be saved under the Expenses tab of the Expense screen.

+
Expense

Reports Expenses

@ Expense Assistant is active
Can't find the expense you are looking for? It has

moved to an expense report

I I Receipt
Jun 26, 2023

I I Receipt
jun 26, 2023

Receipt

Jun 22, 2023

E‘ Receipt
Jun 22, 2023

Receipt
# Jun 20,2023

Undefined CAS83.42
Aug 2, 2019 B

003Vanc

- m

4. Create an expense by tapping on the receipt, pressing the ellipses (...) icon, and selecting “Create

Manual Expense.”

< Expense Receipt

Create Manual Expense
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5. Complete the required (*) fields and enter optional expense details for this receipt. Enter a S amount.

Cancel Expense

Amount

$0.00

Expense Type*

Date* Jun 26, 2023

Location

Vendor

Comment
Enter

6. Select the appropriate Expense Type.

Cancel Expense

Amount

$10.35

ExpeTe Type*
Date

Jun 26, 2023

Location
Vendor

Comment
Enter
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7. Press Save once you have finished entering the expense details.

Cancel Expense Save

Amount

$10.35

Expense Type*

Office Supplies

Date* Jun 2¢€

Location

Vendor

Comment
E ter

8. Once the receipt is saved as an expense, you can add it to an Expense Report.

Expense

Reports Expenses

@ Expense Assistant is active
can't find t xpense you are looking fol
"

l l Receipt

I ' Office Supplies $10.35

Receipt

E‘ Receipt
jun 22, 202

Receipt
@

Undefined CAS83.42

te

B
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Add a Receipt Image to an Existing Expense Report

1. Press Expense on the home screen of the Concur Mobile app.

SAP B ap

SAP Concur

Chicago Customer Visits

$2,209.88

Approved & In Accounting Review

Drive
Start
User-Initiated @

Available Expenses See Al
= Lunch $16.08
l Oct 6, 2023

Lunch $15.00
Oct 8, 2023
: Lunch $16.08
= Oct 5, 2023
Sushi Go
= Lunch Sl@
B
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2. On the Expense screen, open the Reports tab and press the desired report.

+
Expense
I Reports I Expenses
= Office Supplies $280.00
Oct 3, 2023
Mot Submitted
__ Trip to Burlingame $1,654.66
= Sep 29, 2023
Not Submitted
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3. Select the expense to which you want to add a receipt. Expense details will display with the
information from your card transaction

< Expense Report +

Office Supplies $280 OO
Qct 3, 2023 reimbursable total

Mot Submitted

Details Expenses Receipts

Office Supplies/Software $280.00
Oct 2, 2023

Seattle, Washington - Office Warehouse

£ Warr

4. Press Add Receipt and attach an image of the receipt by selecting Take Photo (use your device’s
camera), Upload Photo (select an image from your device’s photo album or files) or Choose From
Available Receipts (choose an image you previously uploaded to Concur). If you take a photo with
your device’s camera, you can attach it to a report or save it for later use. Press Select once the
appropriate file has been uploaded.

In the example below, the option “Choose Available Receipt” was selected. Receipts uploaded
previously appeared and the appropriate receipt image was selected.

< Expense see .
£ Receipts
& You must attach a receipt image to this expense
® Expense Assistant is active
Can't find the expense you are looking for? It has
moved to an expense report.
Add Receipt Receipt
Oct 3, 2023
Amount
$298.00usp
View Itemizations ?
£ Receipts Receipt Select
Take Photo
Upload Photo
Upload File
Choose Available Receipt
Missing Receipt Declaration R E C E I PT
Cancel
8
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5. Press the Back arrow.

4 Expense see

Amount

$298.00usp

View Itemizations

Expense Type*
Office Supplies/Software

Transaction Date*
Oct 2, 2023
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6. After the receipt has been attached, the receipt icon will appear with the expense. You can also

add receipts to the report summary instead of to an individual expense.

7. Once the Expense Report is complete and no further expenses will be added, you can submit
the report for approval. Press Submit and then confirm that you want to submit the report for

approval by pressing Submit again.

< Expense Report —+
Office Supplies $280 00
Oct 3, 2023 reimbursable total
Not Submitted
Details Expenses Receipts

Office Supplies/Software $280.00
Oct 2, 2023 B
Seattle, Washington - Office Warehouse

Submit
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3. EMAIL

Before submitting receipts via email, please be sure to have verified the email address associated
with your Concur profile and any other email address to which you wish to forward receipt images.
To verify your email address, follow steps 1-6 below. If you have already verified your email, please
start at step 7.

1. Loginto Concur via BUworks Central Portal: Employee Self-Service = Travel and Expense

Reimbursements = Manage Business Travel Arrangements and Reimbursements

Hobe | Employee Seif-Service | Fifncs  ACCT XWalk Reperting Worklist  WebGUI Procursment Travei and Expense Relmbursements
— Back

Employee Services

~  Service Map

& Homepage | | | Listof Servioes | | | Search

=] Personal Information 2 H P
/= & / University Travel Card
Review your time balances and plan yaur time off. Manage your addresses, emergency contac, personal i/\ \ n &
\Weekly employees can record werking Hme. data, race/ethnicity/veteran status data. Display your ') Read Travel Card POIICy

family members and dependents.

Quick Links
[ Time Off Request Policies and Procedures
I E| Work Environment
i = . :
)  Benemts Display the University property assigned 1o you. Review Travel POHCV Page
@9 i :
[fou &9 [® Access a List of Travel Office Contacts
Display the plans in which you are currently enralied ghd
’ e = Travel and Expense Reimbursements =
Snrelln hew benefl pans ?/\/ Concur Travel and Expense Reporting
— % Review the University's Travel Policy, apply for a Travel : :
Gredit Card, and manage Travel and Expense [® Manage Business Travel Arrangements and Reimbursements
[® BU Bene ReImbursements via Coneur.
[® BU Total FiTag

2. Click on the Profile icon in the top right corner of the home screen and select Profile
Settings.

PN
EX¥Concur  Home v ® (=)

G Act as Another User / v
| 83 Profile Settings |

) signout

3. From the Profile Options page, select Personal Information.

ET7 Concur  Profile v

Profile Personal Information System Settings

Personal Information

Your Information  Profile Options

Company Information
Contact Information

= 1 Personal Information System Settings
Email Addresses

Your home address and emergency contact information. Which time zone are you in? Do y

Emergency Contact
EenCy hour clock? When does your worl

Credit Cards Company Information
5 Your company name and business address or your remote Contact Information
Travel Settinos S G, i o
10
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4. Scroll down to the Email Addresses section of the Personal Information page.

5. Click Verify to send a verification code to the default email address associated with the Concur

profile (BU email address). Concur will send a verification code to the selected email address

for confirmation. If your

Email Addresses

Quick Reference Guide
How to Use the Concur Receipt Store

Please add at least one email address.

W Why should | verify my email address?

‘When you verify your email address, we can associate information forwarded from that email address to your account.
With your verified email address, you can:
- Forward your receipt images to receipts@concur.com to have your receipts uploaded into your Receipt Store.

P How do | verify my email address?

Email 1

Contact?
e b

Go to top

Once you click “Verify,” the system-generated message below will appear.

Note: Within this screen, you can add additional email addresses you’d like to verify.

Verification Email Sent

An email has been sent to this email address. Copy the Verification
Code from the email and paste it into the "Enter Code" box below

6. Enter the verification code received via email and click “OK.” The system will confirm the

verification status.

Email Addresses

Please add at least one email address.

() Check emsil for code

| Enter Code |/3F55E2N34867683WD X | m

7. Once your email has been verified, you may begin sending receipt images to receipts@concur.com.

Email Verification Status

Your email address has been verified.

You may now send receipts to your receipt store by emailing
receipts@concur.com
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