Quick Reference Guide

BUworks Online HE|D How to use Concur’s Receipt Store

Travel and Expense

Using Concur’s Receipt Store

This Quick Reference Guide reviews how to utilize the Receipt Store in Concur for the uploading and
attachment of receipt images for expense reports.

The Receipt Store is an image gallery in a user’s profile where receipt images can be uploaded and
stored for easier attachment to expense report line items.

A user can upload images to the Receipt Store by
e Forwarding receipt images via email to receipts@concur.com
= ** After verification of email address
Via the Concur Mobile App
Utilizing the Available Receipts section of Concur web application by dragging image files
directly from desktop
= Expense Tab - Manage Expenses 2 Available Receipts

** |n order to fully utilize the receipt store all Concur users should verify the email address associated
with their profile and any email address they wish to forward receipt images from.
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A. How to Verify an Email Address in Concur
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Concur Travel and Expense Reporting

Manage Business Travel Arrangements and Reimbursements.

To access Concur go to BUworks Central Portal Web-Site Page and follow the menu path below:

Menu Path: BUworks Central Portal > Employee Self Service tab > Travel Reimbursements->
Manage Business Travel Arrangements and Reimbursements - Concur Home Page
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Home Requests Expense App Center [ )

Profile -~
BOSTON
.

New Authorization
Hello, Traveler Requests

Sign Out

1 Click the Profile button on the right hand side of the Concur Home tab

2 Click and select the Profile Settings option

3 Click on Personal Information

[BCcONCUR | Requests  Expense  App Genter

Your Information

Personal Information Proﬂle Optlons

Company Information Selact ane of the following to custor r user profile.

Corr D Personal Information System Settings

Email Addresses Which time zone are you in? Do you prefer o use a 12 or 24-
hour clock? When does your workday start/end?

equest S 5
Request Settings Expense Delegates Request Preferences
Request Information Delegates are employees who are allowed to perform wark on Select the options that define when you receive email
behalf of other employees. notifications. Prompts are pages that appear when you select a

Request Delegates certain action, such as Submit or Print.

Request Preferences

Request Approvers Expense Preferences Mobile Registration

Favorite Attendees Select the options that define when you receive email Set up access to Concur on your mobile device
notifications. Prompts are pages that appear when you select a

International Travel certain actien, such as Submit or Print

Email Addresses Go to top

Please add at least one email address.

p How do | add an email address?

b Travel Arrangers / Delegates

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?

travelen@bu.edu Not Verified Vierify Yes &

4 My Profile — Personal Information page

scroll down to the Email Addresses section

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

o

Concur will send a verification code to the select email address for confirmation — system
message displayed below:

profile (BU email).

Information
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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

Note: Within this screen you can also add additional email addresses for verification

6 Enter emailed system generated verification code then Click OK
Email Addresses
Please add at least one email address.
p How do | add an email address?
p Travel Arrangers / Delegates
» Why should | verify my email address?
p How do | verify my email address?
Email 1 °
sechrist@bu.edu -} Check email for code Resend | &
Enter Code |/2F S5E2N24887688WD X m
7 The system will confirm the verification status

- Images may now be sent to the profile’s receipt store via 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 e

You have verified & validated the email address for uploading file images to Concur Receipt Store
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B. How to utilize the Receipt Store within the Concur web application

BUworks Central

I Employee Seir-service

Employee Services

- Homepage | Listof Services | Search -
Working Time Work Environment Please take a moment to ensur]
: current and if you have not alrd
: !i‘é t and if h t all
Record your working times. plan your time off. and S Display the University property assigned to you
display your quota balances. Please select the Personal Information
) T — __4p Travel Reimbursements Boston University collects Race and Ef
(O nefits and Pay government agencies. This data is con:
55 (59) Review the University's Travel Policy, apply for a Travel
=] Display the plans in which you are cumrently enrolled Credit Card. and manage Travel and Expense
and enroll in news benefit plans. Reimbursements via Concur.
Display your salary statement and your direct deposit ~ Related Links
information
« Campus Servic
Quick Links E%‘D@
Open Enroliment Alcessnon: Bk
Satary Statement enroliment for il

onvenience Pidf
Employee Services Area
Back

Personal Information

Manage your addresses, emergency contact, personal

- Service Map
== University Travel Card
b Read Trave! Card Policy
Subemit an Appicaon

Pol and Procedures

Travel Policy Page
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Concur Travel and Expense Reporting
Manage Business Travel Arangements and Reimbursements

To access Concur go to BUworks Central Portal Web-Site Page and follow the menu path below:

Menu Path: BUworks Central Portal > Employee Self Service tab > Travel Reimbursements->
Manage Business Travel Arrangements and Reimbursements - Concur Home Page

CONCUR Requests Expense App Center

Manage Expenses View Transaction View Cash Advances
A3 Caras v
~
Expense Detail Expense Source Date » Amount
| SUSHI SAMBA DALLAS DALLAS, TX Meals (breakfastiunch/dinner) € 01/05/2014 $244.95

Coane A0 A, AYS LUS, L Airfare (=] w2014 $10un

Available Receipts

h Deiele, O Deletel 1O Do
oA
2 WAL LN
& SAMPLE RECEIPT e

Upload New
Receipt

Click here or drag & drop files to upload
new receipl images

Tidat b MR Total: 00.00

L Tees W Cr e
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1 Click the Upload New Receipt box to Browse and Upload available image files

correct file has been selected

2 Select Browse to located the desired receipt image on your machine and then Upload once the

Receipt Upload

et g i

Files Selected for uploading:

For bass ritn.. scan imagess in black & whos with a rescbton of 200 0P or lovesr
Ok Bezowid b5 S0bec® B Py PG -jege. -pdi. Jvml, .6 oo BT fle For 5k

For bt rlis,. scan images in (dack: & whion with & resodision of 300 DF o lovwer,

s

[

3 Concur will confirm the image has been uploaded

Receipt Upload

it per file,

For bz resules, soae mmages in black & whes wich a resoloron of 300 OPT o kv,
Sl Beowess ard select & pge JPg. «jpeg. pdfs Jhiml, tF or 8 e for uplosd. § MB

For best results, scan images: in black B white with a resclufion of 300 DR o loewer,
Files Selected for uploading: Browss... |

Busirass Lunck pg

-0

4 Click Close to continue

o

Information

their desktop computer to the Upload New Receipt box

Note: a user can also directly drag and drop any image file (.png, .jpg, .jpeg, .pdf, .html, .tf or .tiff) from

You have uploaded an image file to the Concur Receipt Store
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C. How to capture and save an image to the Receipt Store via the Concur Mobile App

e gi)s

Trips

View your trips

) Expenses

List of your expenses

......

Expense Reports

Review and submit your reports

i O] + &

r ~

e

Book Receipt Expense Mileage

1 Open the Concur App via your mobile device

2 Click on the Receipt icon at the bottom of the app screen — this will give the Concur application
access to your mobile devices camera

3 Take a picture of your receipt and click Done

This will save the image in the Receipt Store for later use within the mobile app OR access via
the Concur web application

Upload your receipts to the Receipt
Store. Then open a report or expense
entry and attach the receipt.

Sep 2014

Mon Sep 08 2014
10:40 AM

You have saved an image to the Receipt Store via the Concur Mobile App
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