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How to Upload Receipts to Concur

There are several ways to upload receipts to your Concur web-based portal:

1. You cansend an email to receipts@concur.com.

You can upload receipts to your Concur profile using the Upload New Receipt button or Drag and Drop
Files function, to use later.

3. You can use the Attach Receipt button to upload receipts to a particular expense line item.
4. You can attach receipts in the Final Review window.

Please make sure the receipt images are legible.

Upload Receipts via Email

1. From your profile home page, select “Upload Receipts”.

Helpw
SAP Concur Expense Reporting * App Center Profile + .
-
SAP Concur + + 00 00
Start a Upload Available Open
Report Receipts Expenses Reports
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2. If you have already verified your email address, you would simply send an email with the attached
receipt to receipts@concur.com. The receipt image will appear under “Available Receipts” by
selecting “Expense” for you to select and attach to your expense report.

Help~
SAP Concur Expense Reporting » App Center Profle ~ .
-
Manage Expenses
Manage Expenses
REPORT LIBRARY 9 View: Active Reports v ' @ Create New Report |
No Reports
AVAILABLE EXPENSES View:  All Expenses +
No Expenses
When expenses come in, they will be added to this list
AVAILABLE RECEIPTS ‘ @ Upload New Receipt |

Drag and drop files to upload a new receipt. Valid file types for upload are .png. .jpg. .jpeq, .pdf, _tif or iff.

You have no available receipts

Note: If you have not verified your email address, you will have to complete that task first in order
to attach receipts via email (See Step 3).

Verifying your Email Address

3. Select the “Profile” to expand the drop down box. Select “Profile Settings” link. Once selected,
Profile Options page opens.

SAP Concur Expense Reporting ~ App Center

SAP Concur
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4, Select “Email Addresses” link.

SAP Concur Expense Reporting~ App Center

Profile Persenal Information Change Password System Settings Concur Mobile Registration
Your Information Profile OptiOﬂS
Personal Information
Company Information Select one of the following to customize your user profile.
ContactInformation Personal Information System Settings

Email Addresses Personal Information Which time zone are you in? Do you prefer to

use a 12 or 24-hour clock? When does your

Expense Settings Expense Delegates workday starvend?
. Delegates are employees who are allowed to
Expense Information
perform work on behalf of other employees Expense Preferences
Expense Delegates ¢ c Select the options that define when you receive
Expense Preferences Companyc ar email notifications. Prompts are pages that
Expense Approvers ompany Lar appear when you select a certain action, such
Company Car Concur Mobile Registration as Submit or Print
Favorite Attendees Set up access to Concur on your mobile device

Change Password
Change your password.

Other Settings

System Settings

Concur Connect

Change Password

Concur Mobile Registration

5. “My Profile — Personal Information” opens, under the “Email Addresses” section, your status should read
“Not Verified”. Select the “Verify” link.

Go o top

Please add at least one email address.

P How do | add an email address?
P How do | verify my email address?
p Why should | verify my email address?

P Travel Amangers / Delegates

© Add an email address
Email Address \l’eriﬁ Contact? Actions

Email 1 Mot Verified | Verify I Yes &

6. The system will nd a verification code to the email address listed. A message box appears confirming an
email was sent. Select the “OK” button.

Note: Check your spam/ junk email folder in the event the email does not appear in your email
Inbox.

Verification Email Sent

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

Concur Email Verification <donotreply@concur.coms
Email Verification from Concur Solutions

@ fthere are problems with how this message is displayed, click here to view it in a web browser.

|CAUTION: This email originated outside of CPCS. Do not click links or open attachments unless you ar

SAP Concur

‘Welcome
‘to Concur Email Verification!

You have requested that an email address in your Concur profile be verified.
The next step is to log in to Concur and navigate to your Profile - Email
Addresses section. Copy the verification code listed below and paste it into
the adjoining field, as shown here:

I Verification Code: NCANTZW2AAJS3SNDVSTF I
P

myzmail2@company.com @cmck E-Mail for Code Resend | Cancel
Enter Coce
You are now ready to start seading emails to Concur.
If successful, then you are ready to start forwarding E-Mails to Concur.

Send receipts to your Available Receipts and trip reservations to your Trip
List.

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

Cordially,
Your Concur Team.

8. In Concur, enter the Verification Code in the “Enter Code” field and select the “OK” button.

Email Addresses Go to top

Plzase add at lzast one email address.

p How do | add an email address?

p How do | verify my email address?

P Why should | verify my email address?

p Travel Amrangers [ Delegates

@ Add an email address

Email Address Verify Contact? Actions
Email 1 9 Check email for code Resend | fes &
Cancel

Enter Code E
{ )
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9. Once you enter the code correctly, a message box appears confirming the email address has been verified.
Select the “OK” button. Your email address status will change to “Verified”.

Email Verification Status

Your email address has been verified.
You may now send receipts to Concur by emailing receipts@concur.com

L[]

Email Addresses Go o top

Please add at least one email address.

P How do | add an email address?
» How do | verify my email address?
» Why should | verify my email address?

P Travel Amrangers [ Delegates

© Add an email address

Email Address Verify Contact? Actions

Email 1 diee@publiccounsel.net o Verified Disable Yes &

Werification

10. You can now start emailing receipts to your Concur profile. The receipts will appear under the
“Available Receipts” section.

Upload Receipts Using the “Upload New Receipt” button

1. From your profile home page, select “Upload Receipts”.

SAP Concur Expense Reporting * App Center

Profile -

SAP Concur + + 00 00
Starta Upload Available Open
Report Receipis Expenses Reports
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2. Under the “Available Receipts” section, select the “Upload New Receipt” button.

Helpw
SAP Concur Expense Reporting » App Center Profile + [ ]
-
Manage Expenses
Manage Expenses
REPORT LIBRARY @ view  Acive Reports v ( © Create New Report |
No Reports
AVAILABLE EXPENSES View: Al Expenses v

No Expenses

When expenses came in, they will be added to this list.

AVAILABLE RECEIPTS ( © Upload New Receipt |

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

You have no available receipts

3. Locate and select the appropriate file on your computer, and then select the “Open” button.

\cle "B Test MBTA Ticket 7/18/2016 3:34 PM Muance Power PD... 83 KB

File name: Test MBTA Ticket » | All Files

if

4. You will see the receipt image under the “Available Receipts” section.

AVAILABLE RECEIPTS |[ @ Upload New Receipt ]|

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

| Test MBTA Ticket.pdf
Uploaded: 07/26/2023 3:23 PM

T e

Note: You can view a larger image of the receipt by clicking on the file. If you would like to delete the receipt, click
on the trash can icon or click on the file and click on the “Delete” button located at the bottom of the image.
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5. Alternatively, you can drag and drop files into the Available Receipts section. Your browser should not be
maximized. Select the file you would like to upload. Drag and drop it to the Available Receipts section in
Concur. You should see the section change and “Drop receipts” appear. Once dropped, it will upload the file
and add as an available receipt

| = | Receipts

€ oova

Share  View

5 ThisPC » Desktop > Receipts

s Quick access
I Desktop.
& Downloads
Documents.
=] Pictures

LS

@ OneDrive

[ This PC
8 30 Objects
[ Desktop
Documents
& Downloads
D Music
] Pictures
|, RS (docushare-reg)
B Videos

i Local Disk (C:)

& Network

2items 1 item selected 84.9 KB

Manage Expenses

REPORT LIBRARY

MBTA Reimbursement
07/26/2023

$100.00

[Retumed |

Sent Back to Employae

AVAILABLE EXPENSES

AVAILABLE RECEIPTS

v B O SearchReceipts

Mame Date modified

(2) Test MBTA Tieket 07252023
Test MBTA Ticket

2/28/2023 12:53PM
2/28/2023 12:53 PM

Drag and drap files to upload a new receipt. Va

file types for upioad are png. jpg. jpeg. pdf. tif or fiff

Test MBETA Ticketpdf
Uploaded: 07/27/2023 11:35 AM

Test MBTA Ticket pdf
Uploaded: D7/26/2023 3:23 PM

Type
Adobe Acrobat D..
Adabe Acrobat D...

Size

85 KB
85KB

= o
] Expense x o+

< (]

§ Finance-CPCS % CPCS THelpDesk (@ Time Shest - Emplo.

& concursolutions.com/nui/expense aQa e w O a

88 Docushare Login (@ Office of the Compt..  JJ\ LMS CPCS Finance

SAP Concur

Expense | Repoting™  App Center

Manage Expenses

Manage Expenses

REPORT LIBRARY

@ Ve Actve Reports v | © Create New Report

MBTA Reimbursement
2812022

$100.00

(Returnea

SantSsckto Emplayes

AVAILABLE EXPENSES

View:  All Expenses v

No Expenses
\inen expanses coms in, they wil be added fothis st

AVAILABLE RECEIPTS

© Upload New Receipt

4. Vald fis types for upload =re_ong. og. peg. pof if o 4

Drop receipts

@ vew  ActiveReporis v | @ Creats New Report

View:  All Expenses v

No Expenses

When expenses come in, they will be added to this list

© Upload New Receipt
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Upload Receipts Using the “Add Receipt” Button

1. After you have created a new report and adding an expense, within the new expense section, select
the “Add Receipt” button.

SAP Concur [C] | Exense  Reporting™

Manage Expanses

New Expense Cancel

Details ftemizations Hide Receipt ]
@ Allocate
* Required field
Exoense Tye ©
| Public Transport |
Transsetan stz * Eusinass Purmess
| 0712512023 T | Business Travel |
‘ender Deseription * Fayment Type *
| mBTA | | Cash1Personal Card | -
. . Add Receipt
Amzun: Gurreney
[25q ] ‘ US, Dallar - ‘ Click to - 3 new rassipt
Vaid i types for upload are .9ng. Jpg. 9e9. cf, 41 ar LT
S imit pe fie
Account Unit {Only for PCARD users)
| None Selected v | | Mone Selected |
satviy Funcion
| None Selected v || None Selected v
in State *
| ves v | [ Perscnal Exsense (oo not remburse) @
Comment

Save and Add Another  [REIS
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2. If the receipt has already been uploaded, click the “Attach” icon.

Attach Receipt x

Drag and drop files o upload a new receipt. Valid file types for upload are .png, jog, .jpeg. pdf, A or tif @ Upload New Receipt

Test MBTA Ticket pdf
Uploaded: 07/26/2023 3:23 PM

e 1

&

If the desired receipt is not listed under “Attach Receipt”, select the “Upload New Receipt” button to
locate the file on your computer. Once you have located the file, select the file and then select

MO ”
pen”.
€ Open - | |
C:Q =4y » Libraries » Documents » My Documents » Receipts v|$,.|| Search Receipts }J|
Organize * Mew folder = » [ @
. : - .
¢ Favorites Do_cuments library anangeby Folin
B Desktop Receipts
-
# Downloads MName Date modified Type Size
"] Recent Places
"&! Cell Phone Bill Test Receipt 2/29/2016 12:37 PM  Nuance Power PD... 82 KB
=4 Libraries "8 Parking Test Receipt 2/29/201612:31 PM  Muance Power PD... 82 KB
B Documents #2.Bublic Trans Tect Receipt 2/29/201612:34 PM  Muance Power PD... 83KB
P wise =| | & Toll Receipt Test 3/2/201610:50 AM  Muance Power PD... 52 KB
[ Pictures
B Videos
1% Computer
& os)
5 beobbins ({CPC
# Accounting (\\c;_
5 Private_Counsel |
.
File name: v [anFiles -

Copm B

Cancel ]
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3. Once the file has been uploaded successfully, it will appear in the receipt section of the New Expense entry.

Manage Expanses

New Expense Cancel

Details ltemizations Hide Receipt ]
@  Allocate

172 - + D I &

* Required field

Expense Type ™ -
[ Publc Transpor <) DETERMINATION REGARDING FEES AND COSTS
Transseton Dste Business Furpose ©

= e e N
| 0712602023 | | Business Travel |

Normeof A
Wendar Description * Payment Type * Addees

et b (Gt o Towm) S 7

| MBTA | [ cashi Personal Card v

FORTHWITH DETERMINATION BY CLERK (Register, Recorder)

Amount * Currency *
| 250 | [ us, Dottar v
Account Unit (Only for PCARD users)
| None Selected v | | None Selected v
9 REFERRED TO A JUDGE. The sppbcants s
ercoe eered o judge pusaant 10§ 27013 b
Activity Funetion 5 -
| None Selected v | | Mone Selected v 5 e sppicant i infigem s
°
n State *
fo—
\ Yes - | ] Personal Expense (do not reimburse) @
Descrbe fos s ot e
amment e Clek Magisue Assistan Clk (s, ecordecissisant .

I Remove I

)

save and Add Anotner [RE

Note: If you need to remove the receipt, select the “Remove” button below the image of the
receipt.

4. |If you are satisfied with the data entered, select one of the “Save Expense” buttons. If you would
like to add another expense to this report, select the “Save and Add Another” button. If you would
like to cancel this entry, select one of the “Cancel” links.

Mansge Expanses

New Expense canfpi
Details. Itemizations Hide Receipt 5]

@ Allocate

172 - + & LA ]

® Required field
yoe

| Public Transport ~| DETERMINATION REGARDING FEES AND COSTS
Transseson Die * Susiness Furpcss -

= [ =
| 0712512023 @ | Business Travel |
Vandor Description * Payment Type * Adder

[ o =y
| mBTA || cashiPersonal Card -]
ORTHWITH DETERMINATION BY CLERK (Regitr, Receder
Amount * Gurrenoy * o au -
s a1 g
| 250 || us. Dollar v Yy
Assount Ut (2nly for PEARD wasrs) 9 vaivd il SHobe pid by the Commomeitf the amour of 5
| Nene Selected v | | None Selected v
e efered o3 e parumntio§ 7000 ek

Agiivsy Functien 5
[ None Setected | [ None setected v 9

9
n ctata
[ Yes v | () Personsi Expense o not reimburse)
omment S W Tp— S— .

Remove

————— ...
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5. Alternatively, you can drag and drop files into the Add Receipt section. Your browser should not be
maximized. Select the file you would like to upload. Drag and drop it to the Add Receipt section in Concur.
You should see the section change and “Drop receipt” appear. Once dropped, it will upload the file and

display the receipt.

1900 = | Receipts

- B X C] Expense - Entry Details x 4 s B
Home  share  View )
& 2
A Receipts v o O Search Receipts € c a IrechvsEsC < % Qe % O
~ Finance - CPCS. CPCS IT Help Desk Time Sheet - Emplo. &8 DocuShare Login Office of the Compt. LMs CPCS Finance »
Name. Date modified Type Size t ol " v P == o © e 1 t
 Quick access
Test MBTA Ticket 07252023 2/28/2023 1253 PM Adobe Acrobat D. 85KB
I Deskiop *
Test MBTA Ticket 2/28/2023 1253 PM Adobe Acrobat D. 85KB
& Downloads »
Decoments . [I—
] Pictures »
= djee (\CPCS-SA Hers: 1 .
Payroll Forecast Expanze  Fusle Transpo s10000
Procedures A v stimage
we
@ onedive Public Transport $100.00 [ ore nctons « T save cxpense |
orzs202s BT
5 This e
30 Objects Details temizations Hide Receipt ]
1B Desktop
Documents ® Allocate H H
& Downloads * reqursa rea Jf | :
B Music [ ! ;
) Pictures [ Publc Transport Bl '
1 RS (docushare-reg) ! H
Transacton Date * Business Pupose * ! |
B Videos i H
[ 0772512023 | | Business Travel I B |
ocal Disk (C) | 1
= GeeNCPCSS VendeorDescrption PaymentType * : :
= Accounting O\ [ meTa | [ cash/Personal Card MK H
= Private_Counse . B '
= Private Amunt Curerey ! Drop receipt :
& Network [ 100.00 | [ us. Dolar Bl N |
— Uit (Ony for PCARD wser) | H
| None Selected ~| | None Selected MK !
Acivty Funsion | H
| None Setected ~| | None Selected ~ 1 !
— ' :
[ ves V| [rersonisoense oot reimirse) @ !
4
2items 1 item selected B49KE E= >
Public Transport $100.00 [ rcons+ | e pre
07/25/2023  MBTA
Details ltemizations Hide Receipt  [E]
@ Allocate
* Required fig)
Evpenszs Type © y
N TR RIS ATION REGARIAG FEES AND C0STS
‘ Public Transport “
= e —
Transaction Date * Business Purpose =
[ —
| 072512023 @ | | BusinessTravel -
S AT =T
Vendor Description Payment Type * FORTIITI BETERMINATIN BY CLER (g, R
| MBTA | | Cash/Personal Card r
Amount * Currency *
| 100.00 || us Dollar “
Aecount Unit (Only for BCARD users) B oy 37
B
‘ None Selected v ‘ ‘ None Selected 1 .
[ PE—
Activity Funotion . OOk b s ki, bt
‘ None Selected v ‘ ‘ None Selected 1 N
DETERMINATION BY WDGE 9ater barig 9 withent barin
In State *
NomMALFERS AND CORTE
" e i . o -
‘ Yes ‘ (] Personal Expense (do not reimzurse} @ 2 T
Comment -
Test MBTA Ticket pdf

Remave Add
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Upload Receipts Under the Final Review Window

1. Once you enter your non-mileage expense details, select one of the “Save Expense” buttons.

[ZUITI  Delete Expense Save Expense

Show Receipt 5]

Public Transpart $100.00

07/25/2023 = MBTA

Details Itemizations

@ Allocate

* Required field
Expense Type * Transastion Date * Business Purpaze ©
| Public Transport v | \ 071252023 =] \ \ Business Travel \
Vendor Description * Payment Type * Amount * Curreney *
[ mBTA | | cashPersonal Card ~ | [10000 | [ us. Dollar ~|
Account Unit (Only for PCARD users) Activity Function
| None Selected ~| | None Selected ~| | None Selected v | | None Selected v
In State * Comment
| Yes - | [ Parsonal Expense (do not reimburss) @

Save Expense  [Lebis]

2. Concur will evaluate the expense. If a receipt is required, it will show Alerts. Expand the Alerts by clicking on
the expand icon. The Alert message will indicate a receipt is required.

Alerts 1

Expense  FublieTranspert = 07/25/2023 | §$100.00

A\ Youmuststiacha image to this expanse. View

Delete Report Submit Report

MBTA Reimbursement $100.00
Not Submitted | Report Number. 04VORQ

Report Defails v PrinShare ~  Manage Receipls + View Available Receipts [

Add Expense

(] Alerts7.  Receipti, PaymentType 1l Expense Type 1L Vendor Details 1., Date = Requested 1.
0| & Gash 1 Persanal Carg Sunie Transport waTA 071252023 $100.00
$100.00

3. Select the Upload icon under the expense detail screen.

Alerts 1
Expense  PublieTramsoer 07252023 $100.00

A\ Yeu must sttsch = receiot imags fo this expanse. View
MBTA Reimbursement $100.00
Not Submitted | Report Number: O4VORQ

Report Delails v Print/Share Manage Receipis v

Add Expense

Delete Report Submit Report

View Available Receipts ]

(] Alerts?, Receiptl, PaymentTypell Expense Type 1. Vendor Details 1, Date = Requested 1|
o A Casn 1 Farsons Cara Fuse Transpert WETA onizszozs 510000
$100.00
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4. Either select an existing receipt by clicking on the attach icon or select the “Upload New Receipt” button to
locate your receipt file on your computer. If you selected an existing receipt, once you have clicked on the
attach icon, the receipt will attach to that expense and the alert will be resolved.

Attach Receipt x

Don't have a receipt? You'll need o create a missing receipt daclaration. Missing Receipt Declarafion

Drag and drop files to upload a new receipt. Valid file types for upload are png. .jpg. .jpeg. .pdf, tif or tiff | & Upload New Receipt |

Test MBTA Ticket pdf
Uploaded: 07/26/2023 3:23 PM

TR T il Y F TR W T

- o e e

E s

5. Locate and select the appropriate file on your computer, and then select the “Open” button.

u:FI_I "B Test MBTA Ticket 1/18/2016 3:34 PM Muance Power PD... B3 KB

el

-

File name: Test MBTA Ticket » | All Files

I

6. The receipt will upload, attach to that expense and the alert will be resolved.
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Alternatively, you can drag and drop files into the Attach Receipt window. Your browser should not be
maximized. Select the file you would like to upload. Drag and drop it to the Attach Receipt window in

Concur. You should see the section change and “Drop receipts” appear. Once dropped, it will upload the file
and the alert will be resolved.

B ° * ] Ex MBTA Re nt X + N - = &
vome @ [ Experse - VBT Reimburseme ¢
N v o £ Search Receipts <« C @ concursolutions.com/nui/expense/report/581FCCAO3EBCAASBIASF Qe % O & :
Name - Date modified Tpe Size { Finance-CPCS @S CPCS ITHelp Desk (@) Time Sheet - Emplo... S8 DocuShare login (@ Office of the Compt.. Y LMS  § CPCS Finance
 Quick access
B Desk . [E) Test MBTA Ticket 07252023 2/28/202312:53 PM Adobe Acrobat D.
eskio
’ (5) Test MBTA Ticket 2/26/20231253PM  Adobe AcrobatD.
& Downloads »
Documents »
] Pictures. ~

= djee (\CPCS-SAL-FSO2\Priv

0 This PC
30 Objects
59 Desktop

] RS (docushare-rcg)

i Local Disk (C)

2items 1 item selected 84.0KB

MBTA Reimbursement $100.00

© Returned | Report Number: 04VORQ

Report Defails v Print/Share v Manage Receipls v

Add Expense
(] Receiptll PaymentType i Expense Type 1l Vendor Details 1L, Date = Requested Tl
(m] D Cash / Personal Card Public Transport MBTA 07/25/2023

310000

View Available Receipts F]

$100.00

8. You can now proceed with submitting your report by selecting the “Submit Report” button.

MBTA Reimbursement $100.00 Copy Report I r—E—
Not Submitted | Report Number: 04VORQ

Report Defails v PrinShare v Manage Receipls v

Add Expense

(|} Receipt’l  Payment Type T,

View Available Receipts £

Expense Type 1, Vendor Details 1L

Date = Requested 1|
O |:| Cash / Persanal Card Public Transport MBTA 07/25/2023 $100.00
$100.00
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9. Conduct a final review of the report submission. If there are no problems, select the “Submit Report” button

Report Totals x

Company Payments

$100.00

Employee

Employee Payments

£
*0.00

Company

Amount Total: Due Employes: Owed Company:

$100.00 $100.00 $0.00

Requested Amaount: Total Paid By Company: Total Owed By Employee:
$100.00 $100.00 $0.00

Cancel Submit Report |

10. You will receive a confirmation that your expense report was successfully submitted.

Report Status X I

QReport Submitted

MBTA Reimbursement $100.00
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