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How to email receipts to
Concur

@& You can take pictures of your receipts and email them to
receipts@concursolutions.com. Concur will automatically create
expenses for each receipt.

You can add these expenses to a reimbursement request or p-card
reconciliation instead of creating each expense manually.

Verify your email address

You can send pictures from your work email or your personal email, but }@
whichever email you use needs to be verified in Concur.

From the home page, click the
blue circle with your initials in

the top-right corner.

Then click Profile Settings.
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Personal Information

Select one of the following 10 cu

Profile Options
sl Click the tab or blue text that says

Personal Information

Your home address and emergency contact inform Pe rso n a I I nfo rm atio n .

Company Information

location address.

Your company name and business address or your Either OptiOn Wi” take you tO the

Credit Card Information

¥iour can store vour credit card information here <o

same screen.




Scroll down to the Email Addresses section. Your state-issued email address
should be listed. If you've already verified it, go to page 5 to learn how to
email your receipts. Or follow the directions below to add a personal email.

Go to top

Email Addresses

Please add at least one email address.

How do | add an email address?

How do | verify my email address?

Why should | verify my email address?

Travel Arrangers / Delegates

(® Add an email address

Email Address Verify Contact? Actions
Email 1 @utah.gov 0 Varified Disable Yes
Verification

To add a personal email address, click the blue text Add an email address.

Email Addresses Go to top

Please add at least one email address.

How do | add an email address? @ Add an emai[ address

How do | verify my email address?
Why should | verify my email address?

Travel Arrangers / Delegates

I (®) Add an email address I

Email Address Verify Contact? Actions
Email 1 @utah.gov 0 Verified Disable Yes
Verification

Enter your email address, select whether you want to receive notifications,
and click OK.

(¥) Add an email address

Email Address Vrify Contaet? Actions
Email 1 @utah.gov &) Verified Disable Yas
Verification
—
Contact for Travel Notifications? QK | Cancel

Enter email address
O Yes @ no

To verify an email address, click the small blue text Verify in the email line.

Email Address Verify
@utah.gov 0 \erified Disable
Verification

@gmail.com Mot Verified — Verify




A pop-up window will appear Verification Email Sent
saying an email with your
verification code was sent.

A 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,

Click the blue button OK.

Go to your email inbox to get the verification code. Copy the code from the email
and go back to Concur. Paste the code into the Enter Code box and click the
blue button OK.

Verify Contact? Actions
@ Check email for code Reszend | Cancel Yes
Enter Code m h
WABWYKJP

A pop-up window will appear
saying your email address has
been verified and you can You e o sere receipts b0 Gonu by emallng recelpis@eoniucon
now email your receipts.

Click the blue button OK.

Email Verification Status

Your email address should now show a green checkmark and say Verified.

Email Address Verify Contact? Actions

@utah,gov 0 Verified Disable Yes
Verification

@gmail.com Verified Disable No & n
9 Verification




When you're done verifying email addresses, click any of the blue Save
buttons on the page.
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Email your receipt to Concur

Add the expense to a reimbursement
request or p-card reconciliation




Email your receipt to Concur

4
Take a picture of your receipt and email it to = .
receipts@concursolutions.com. Ay
Make sure you send the picture from a verified email -
address. Go to page 1 to learn how to verify your email.

Concur will create an expense using the information on the receipt.
Now you can add the expense to a reimbursement request or p-card
reconciliation.

Add the expense to a reimbursement
request or p-card reconciliaton

From the Concur home page, click Available Expenses.
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My Tasks
E Required Approvals +» m Available Expenses =» E Open Reports =2
| rest 01/24 Smiths 02723 Rental Car Test 10020
25075 — Travel 5261 $155.50
- | Allocation Test - 3% 12/15 The State OF Utah 1222 Create a Reimbursement Request
$207.50 — Expense CHY 10,00
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Scroll past the report or request library to the Available Expenses section.
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$221.17 $5,910.50 $932.70

@ Enable Expanse Assistant and these expenses will be placed in a report for you. Leam More

Drag and drop Fles to upload a new receipt Valid file types for upload are _prg, Jpg. jpeg. pdf, 5 or it

Available Expenses h ( @ vpload Receip |

View: | All Expeénses v
Receipt  Payment Typell Expense Sourcell Expense TypelT Vendor Details [T Date L7 Amount [T
caan Expenset Dinner E‘:"_";i 0242024 52561
Expenselt Lodging Reimbursement ?::r:v.-imm P Rty sl 10282023 CAD 207.28
Ta find missing transactions: Card Transactions
e Exi$|lﬂﬂ, receipts afe available from the receipt panel inside expense repors. x
Select the expenses you want to add to your reimbursement request or
p-card reconciliation. Then click Move to.
Select New Report to start a new reimbursement request or p-card
reconciliation. Or select an existing one to add the expense to.
Available Expenses
@ Enable Expense Assistant and these expenses will be placed in a report for you. Learn More
Drag and drop files to upload a new receipt. Valid file types for upload are .png, Jpg, .jpeg, .pdf, .tif or .tiff.
Move to v
[+] Receipt Payment Typell [ L ] xpense TypelT Vendy
- Testing Audit Rules and Flags 3 Smith
BN Testing Audit Rules and Flags 2 L Camph
festing Audit Rules and Flags l
[7] Cash =T i L dging Reimbursement S:::n‘:

To find missing transactions: Card Transactions




If you created a new reimbursement request or p-card reconciliation, you'll
see the report header.

EAP Concar ] Expanae = ]
\ Creaze New Repost [x]
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v 150 = oW W ow
5 W o
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@) vou.ine
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If you added the expenses to an existing reimbursement request or p-card
reconciliation, you'll see the Add Expense screen, and the expenses are now
in list.

Testing Audit Rules and Flags 3 $308.45 H

Mot Submitted | Report Number: K3IR3ZW

Report Details v  Print'Share v  Manage Receipts v Travel Allowance w

Add Expense
O Alerts|T  ReceiptlT Payment Typell Expense Typell Vendor Details]T Datel™ Amoun)|
. Business Meals (Attendees) Appleb
( o Cash & 4 fpplehees 022112024 250
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@ Be sure to click on each expense to open the data entry screen. You
need to double check that Concur pulled the information from the
receipt correctly.



