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Receipts and Support Documents - Overview

The University policy states that receipts are required for expenses over fifteen dollars
except Fixed Meal and Personal Car Mileage expenses. (There are also built in Audits Rules
for Business Purposes that require supporting documents to be uploaded.)

Concur offers a few options for uploading receipts and documents:

1. You can upload scanned images of your receipts as JPG, TIFF, PDF, PNG, or GIF
files.

2. You can activate e-receipts that come directly from vendors. E-receipts are an
electronic version of receipt data that can be sent directly to Concur to replace
imaged paper receipts.

Section 1: Attaching support documents to a Travel
Request

1. When a Traveler selects the Business Purpose: Attend a Conference on the Travel
Request Header.

Travel Request 39WQ Cancel Save Attachments - | Print/Email ~| Delete Travel Request
Trip Title {Short Description): WS3L and MSU Annual Conference

Travel Request Header

Destination Travel Type Trip Title (Short Description) Business Purpose

ITEST I]n State s IWSU and M5U Annual Conference IAttend a conference ~

Date of Departure Date of Return Indexi? Trip Detailed Description
Ill,"12f2012 03 Ill,"12f2012 | I{lﬁl‘l?l) General Disbursements

Student Travel Award? Accompanied By:

No s Guest? Student?

2. The system will give you a Yellow Warning Message indicating to attach the
conference agenda. Note: The message is just a warning and will not go away after
attaching documentation.



Travel Request Center - Train2 Train2 . iMe -]

Travel Request 39WQ || Attachments ~ | Print / Email ~ ” Delete Travel Request | Submit Travel Request

_ N .
Trip Title (Short Description): WSU and MSU Annual Conference Status: Mot Submitted

Amount: $150.00
Travel Request Header Segments ” Approval Flow ” Audit Trail I

e OO ®O0OO000PO O

e Event Amount: 515000 ‘ Allocate || Modify H Delete ‘
Start Date: Monday, November 12, 2012

Detail: Conference Fee
End

Date: Monday, November 12, 2012

Comment:

! You indicated you are attending a conference; return to the request header and attach the conference invitation.

3. On the Segments page, from the Attachments dropdown menu, select Attach
Documents.

Attachments - Print / Em:

Check Documents

Attach Documents

4. Click Browse.

Document Upload and Attach

You may attach scanned images.
You may choose up to 10 files to attach to the travel request.

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

Qick Browse and select a .png. .jpa. .jpeg. .pdf, .tif or .tiff file for upload. 5 ME limit per file.

Files Selected for uploading: Upload

Mo files selected

5. Locate the file you want to attach — by selecting the “Browse” button.

6. Click the file, and then click Open.



(=2 Choose File to Upload

i ——
®v|- Desktop » - | L7% ||| Search Desktop

Organize * MNew folder 5=~ M @

»

0 Favorites m | Libraries
i Downloads (i Systern Folder
f-_—.l Recent Places
M Desktop Tya French
c & Systern Folder
- Libraries -
ﬁ@ . J Computer
Documents | System Folder
&) Music '

(&5 Pictures = i Network
B videos | System Folder
Adobe Reader X
- Computer Shortcut
& Local Disk (C:) 194 KB

s System Reserved (D:) S ~w . Connect Mouse for Bluetooth S
File name: - [AllFiles ) -

[ open || concel |

n of 300 DPI or lower.

file for upload. 5 ME limit per file.

Browse...

Close
7. Click Upload.
8. Click Close, when finished.
Document Upload and Attach O X

You may attach scanned images.
You may choose up to 10 files to attach to the travel reguest.

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

Click Browse and select a .png, .jpa, .jpeqg, .pdf, .tif or .4iff file for upload. 5 ME limit per file.

Files Selected for uploading: Browse... Upload

check imaging process.pdf Remove

Close

9. To view the attached receipts, from the Attachments dropdown menu, select Check
Document. Note: You may need to change allow for your internet settings to Pop-ups.

Attachments - Print / Em

Check Documents

Attach Documents



10. Once the first attachment has been attached and after the “initial Check Document has
been executed” (Shown above), The Options listed under Attachments changes. See
below:

Delete Tr

Attachments - Print / Email -

View Documents in a new window
Attach Documents

- Delete Documents

11.Click “View Document in a new window” to validate that your document is attached.

g https:/fimaging upload.cnncursolutions.comr’get[mage?cid:p0022904r5e5&val:FDCSEEEBSEMAQOED3 160 - Windows Inter;
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Section 2: Attaching Receipts to an Expense Report

3. When a traveler is creating manual expenses or importing a credit card charge over

fifteen dollars, the Receipt Image Required Icon will appear.

AUA conference

(® New Expense || & Quick Expenses Import Details + | Receipts =| Print/Email ~

Expenses Delete Copy | View = | & Expense
M -
Dy = ] I Expense Type Transaction Date
v 3/2011 Shuttle Bus/Metro Car — — Shuttle Bus/Metra Car v | 05/13/2011
SHUTTLE EXPRESS, Renton, Washingt 3 3

Vendar Name
SHUTTLE EXPRESS

To Location Payment Type

Delete Report Submit Report

Receipt Store

Business Purpase

From Lacation

Amount

72.00 v
Parsanal Expense {do not

reimburse)

TOTAL AMOUNT TOTAL REQUESTED -
Itemize Allocate Attach Receipt Cancel
$72.00 $72.00 =3 P

4. Select the Expense Line.
5. Click Attach Receipt.

6. Click Browse.

Attach Receipt

Click Browse and select a .png. .jpg. .jpeg. .pdf, .tif or .4ff file for upload. 5 ME limit
per file.
For best results, scan images in black & white with a resolution of 300 DFI or lower,

File Selected for uploading: Browse...

7. Locate the file you want to attach.

8. Click the file, and then click Open.



|- Desktop »

- | +4 |I| Search Desktop

F'||

Organize Mew folder = 0 @
n Express n
S0 Favorites & L—/\] Outlook Item
4. Downloads . Scrap.shs
5l Recent Places 5H5 File
B Desktop 246 MB
£ SMARTI 316
=2 Librari L“ r Shortcut
= Libraries L 1.30 KB
@ Documents i
] 5 Stop Pymt - Incoming Check Log
o) Music ﬁ Microsoft Excel 97-2003 Worksheet
[&] Pictures — 0.98 MB
B videos — || testfile
Adobe Acrobat Document
1M Computer 22 E|
a Local Disk (C:) TESTSCHD Applications Manager
Cl (2
—w Systermn Reserved (D) 5 ch,E,:.l.,...+ b
File name: test file > |AllFiles (1) - |
’ Open ] ’ Cancel ]
9. Click Attach.
®

Attach Receipt

per file,

File Selected for uploading:

test file.pdf

Click Browse and select a .png, Jjpa. Jjpeg, .pdf, &if or Gff file for upload. 5 ME limit

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




10. The Receipt Icon will ¢

9

hange Green

indicating a receipt image is attached.

AUA conference

@ New Expense || @ Quick Expenses | Import || Detail

s -|| Receipts -| Print/Email - |

Expenses Delete | Copy | View ~ | % Expense | ReceiptImage
| Date ~ | Expense Amount Requested Expence Type
] 05/13/2011 Shuttle Bus/Metro Car Shuttle Bus/Metro Car
(=] SHUTTLE EXPRESS, Renton, Washingl $7200 $72.00 l
To Location
Comment
TOTAL AMOUNT TOTAL REQUESTED
$72.00 $72.00

11. If you place your mouse over the 9 icon, the

Transaction Date

05/13/2011

Vendor Name
SHUTTLE EXPRESS

Payment Type

appear.
o g LS o ) & FT T
AUA cc P
® NewE | i ~| Print/Email
EKPEI'ISE Chec wmageg orscen ﬂ View = | [€
E | Da‘l ﬂ_ﬁmi"f-_— . E Reql.lﬁted
05 = =
& O - T $72.00
[ Receipt Image Available ] = T

Detach From Entry

'OTAL REQUESTED

$72.00

Delete Report Submit Report
Receipt Store

Business Purpose

From Location

Amount
72.00

.

[C] Personal Expense (do not
reimburse)

3

Allocate Attach Receipt ‘ Cancel |

image of the attached document will



THIS 1S HOW TO ATTACH A RECEIPT AT AN EXPENSE LINE ITEM!!!

Section 3: Attaching Support Documents to an Expense
Report

1. When a Traveler needs to attach support documents to an Expense Report, Click
Receipts.

o " 7 T T T -

(@) New Expense | (® Quick Expenses Import Details - || Receipts = | Print/Email ~

Expenses Receipts Required E Receipt Store
]| Date ~ Expense Am View Receipts in new window
Adding New Expense View Receipts in current window #

e lype below or type the expense lype in the field above. To edit an existing

Attach Receipt Images click the sppropriate e;

n the left side of the pay

[0 05/13/2011  shuttle Bus/Metro Car
SHUTTLE EXPRESS, Renton, Washingl View Receipt Store

Delete Receipt Images ¥ Used Expense Types

Shuttle Bus/Metro Car Hotel Conference Registration Fee  Lunch

Ajrfare

All Expense Types

Lodging ..Other ..Other ...Transportation
Hatel Conference Registration Fee  Telephone Expense Airline Fees (Baggage ete)

Meals and Entertainment Duplicating Travel Visa Bus
Breakfast Individual Membership Fees Team Expenses Car Rental E
Business Meal (attendees)  Internet Fees Equipment Repair Gasoline
Dinner Laundry Practice Fees Parking
Entertainment (attendees)  Meeting Room Fees Team Meals Persanal Car Mileage
Lunch Miscellaneous Team Supplies & Equipment  Shuttle Bus/Metro Car

2. Select Attach Receipts Images

3. Click Browser
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Receipt Upload and Attach OX

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. .jpeg, .pdf, .tif or .4iff file for upload. 5 ME limit per file,

Files Selected for uploading: Browse...

Mo files selected

4. Locate the file you want to attach.

5. Click the file, and then click Open.

(=4 Choose File to Upl i@

|- Desktop » - | 5 | | Search Desktop 2 |
Organize - Mew folder e O @
-~ - F
S Favorites i Fb AppWore PROD
& Downloads ﬁ Internet Shortcut
237 b
“El Recent Places ytes
Appwornx Test
Desktol
- i A Fh Internet Shortcut E
3 135 bytes
@ Libraries }’_" AppWon: TESTSCHD V7 (2)
5| Documents Internet Shortcut
@ Music 144 bytes
[ Pictures e _ Capture
BE videos JPEG image

90.6 KB

check cancellation process 9-28-12

1% Computer e
) Adobe Acrobat Document
&, Local Disk (C) 790 KB

—a System Reserved (D:) S = B I 2

File name: Support Doc - [ A Files 1) -

| Open | | Cancel |

6. Click Upload then Close

11



Receipt Upload and Attach O 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 200 DFI or lower.
Click Browse and select a .png, jpag. .jpeq. .pdf, .&tif or .4ff file for upload. 5 ME limit per file.

Files Selected for uploading:

Capture JPG

Remaove
Close
7. To view the document that was attached, Click Receipts and select View Receipts in
current window.

Expense Center - Train2 Train2

AUA conference

Delete Report Submit Report
@ New Expense || (D Quick Expenses || Import | Details - || Receipts =| Print/Email - |

]
Expenses Deld Receipts Required

B Receipt Store
Am View Receipts in new window
| Adding New Expense | View Receipts in current window ‘

.D | Date ~ ‘ Expense

e
] 05/13/2011 Attach Receipt Images 1ew expense, click the appropriate expense type below or type the expense type in the field above. To edit an existing
/13/ Shuttle Bus/Metro Car ) 2k the expense on the left side of the page.
SHUTTLE EXPRESS, Renton, Washingl View Receipt Store
Delete Receipt Images ¥ Used Expense Types
Shuttle Bus/Metro Car Hotel Conference Registration Fee  Lunch
Airfare

All Expense Types

Lodging ..Other

...Other ...Transportation =
Hotel Conference Registration Fee  Telephone Expense Airline Fees (Baggage etd)
Meals and Entertainment Duplicating Travel Visa Bus
Breakfast Individual Membership Fees Team Expenses Car Rental
Business Meal (attendees)  Internet Fees Equipment Repair Gasoline
Dinner Laundry Practice Fees Parking
Entertainment (attendees) Meeting Room Fees Team Meals

Personal Car Mileage
Lunch Miscellaneous Team Supplies & Equipment  Shuttle Bus/Metro Car

8. The image of the document will appear on the right hand side of the screen.
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AUA conference
& New Expense || (3 Quick Expenses

Import | Details ~| Receipts - | Print/Email -

Expenses View v |

[} Date ~ Expense Amount Request
Adding Mew Expense

[0 051372011 shuttie Bus/Metre |
=] SHUTTLE EXPRESS, $1200 $

< T | v

TOTAL AMOUNT TOTAL REQUESTED.

$72.00 $72.00

New Expense

Receipt Store | Receipts

Delete Report Submit Report

»

Expense

To create 5 new expsnse, click the
appropriate expense type below or iype
the expense type in the field above. To
edit an existing expense, click the
expense on the left side of the page.

é‘% ﬁf} [r ‘ "9 | ‘ Iz‘ 3 Tools | Sign | Comment ‘

Q Recently Used Expense Types

Shuttle Bus/Metro Car

Hotel

Conference Registration Fee
Lunch

Airfare
All Expense Types

Lodging

Hatel
Meals and Entertainment

Breakfast

oy

MEETING SIGN-IN SHEET

Travel Wayne Combined 100 & 201 with the

Project  pusiness School
Faciitator;  TraveWayne Tean
Name Title
Lot ju Balegt
] .
3 i
b I A WO

L PrperT spplpints

ovegldilfems

LR2K RPEDW Sk

Meeting Date:

Place/Roam:

Department

e

82712012
Lower Level 23 2-4pi
Access ID/Email

2yl {@ wakne € dy

YOU HAVE JUST SUCCESSFULLY ATTACHED A SUPPORT DOCUMENT TO AN
EXPENSE REPORTI!!!
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