A traveler or delegate has multiple ways to upload a receipt image into Qdoteuithe Concur app isa
individual-use app; a delegate canmaicess a traveler’'s information witthie app

HELPFUHINTS

x Each expense item must have one individual receipt iRlagee do not scan npiki receipts on one
page to upload int€oncurA scanned image of multiple receipts will nedoktelectronicallyseparated
using imagediting software.

X Receipts can be in the following format: a .png, .jpg, .jpeg, .pdf, .titrar .tiff file.

Receipts are limited to 5 MB limit per file.

X Review the video tutoriah the travel help website on using the Concur Mobile App.

X

TRAVELERPTIONS

x Use the Concur mobile app. Travetens ether use the app to take a photo or upload an existing photo
from the device image gallery.

x Email the receipt image_to receipts@concufroomthe work email account listed in Concur profile. If
needed, an additional email account can be added.

X Scan the single receipt to your desktop or other file location on your computer, click on
button within the expense line and locate/browse for the receipt image within the computer files and cl

DELEGATETRAVEICOORDINATOROPTIONS

Tp: you must be assigned as a delegate for the trgwéderto any of the options listed below.

x Email the receipt image _to receipts@concumatirthe traveler work email address in the sulijeet

x With aniPad,personal cellphone (optionabr other image-capturindevice take a picture of each
receipt. Email all dhe receipts teeceipts@concur.comiththe traveler work email address in the subject
line.

X Scan the single receipt to your desktop or otlledlotation on your computer. From withmtraveler's

expense report, click on the button within thexpensdineand locatébrowse for the receipt
image within the computer fikesd click

MOBILEAPPEXPENSHRECEIPTS

Receipts that are uploadé&@dm the Concur mobile app will appear in Concur as an available expense.

Tip:Available pensesre not listed in thdvailable Recejpgcreen when using the “Attach Receipt”
button from within an expense line. The only way to get them into an erpentsis to check the box







