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Attaching Receipts
Purpose: The purpose of this document is to demonstrate the process to activate E-Receipts in your Concur Excpense Management Acconnt.
E-Receipts from preferred vendors can be automatically collected and added to your Receipt Store for later processing.

1. Log in to Concur and select Profile settings under the Profile Drop Down
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2. Select E-Receipt Activation
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4. Accept the Terms & Conditions.

5. E-Receipts will be available in your Expense window when you are creating your expense reports in Concur.

Sample Hotel E-Receipt X
LA
@)
Naime andl Address TheHilton Family Hotel Address
MANGADKAR, KAPS SEATTLE, Wa.
Agvival Date 03142008 e
Departure Date  02/14/2008
e o erwrw hikan.com o
Confirmation # S645055 e
Room Rete $228.00 B0 HTONS)

DATE REFERENCE DESCRIPTION AMGUNT
0214008 Gedchehd | ROOMRATE $220.00
0214106 2310126 | GENERAL TAXES ROOM CHARGES $28.50
0214108 S12aTads | PARKING CHARGES $10.00
0321408 G2satcd | MINBAR CHARGES $14.13
02H 408 ebf1931f | MOVIE CHARGES §9.95
021408 dapga07 | INTERNET ACCESS $17.31
0214108 1628cd14 | RESTAURANT CHARGES $195.22
02H40G 2c0741bd | TIPS $2.00
0214106 1071734 | GIFTSHOP CHARGES 36.77
02H 4108 242203 |LAUNDRY CHARGES $14.53
02H5M8 s LA (¥526.41)
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