Everyone

This step-by-step guide will show you:
e Attach a Receipt using Expenselt & Expense Assistant
*  Other ways to attach a receipt —VWeb and Mobile
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By far the easiest way to attach receipts is to use the combination of Expenselt and Expense Assistant.

ExpenselT is an element within the SAP Concur app that automatically turns receipts into expense
entries and sends them directly to Concur for you.This is the quickest and easiest way to create an
expense!

ExpenselT allows you to digitise receipts as soon as you receive them, therefore, eliminating the need
to try and keep track of all your paper copies.

Expense Assistant adds all of your expenses in your Available Expenses list to any open expense report.

Expense Assistant will continue to add all of your new incoming expenses that have a date that matches
the calendar month of the expense report to that expense report.

To enable on the Mobile version,
* Go to ‘Settings’
* Toggle on the ‘Expense Assistant’ option

< Settings

Features

Expense Assistant

Incoming expenses flow directly into your .
monthly expense report. All you'll need to do is
review and submit.

To enable on the web version,
Go to ‘Profile’

Then ‘Profile Settings’
Select ‘Expense Preferences’
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Profile Options

Select one of the following to customise your user profile.

Personal Information System Settings
Personal Information Which time zone are you in? Do you prefer to use a 12 or 24-hour

) clock? When does your workday start/end?
Bank Information

Bank Information Expense Delegates
Delegates are employees who are allowed to perform work on
Request Preferences

3 ) ; . . behalf of other employees.
Select the options that define when you recsive email notifications.

Prompts are pages that appear when you select a certain action, Expense Preference
such as Submit or Print. ine when you receive email notifications.

Prompts are pages that appear when you select a certain action,
such as Submit or Print.

Company Car
Company Car
Personal Car

Change Password Personal Car

Change your password.
Concur Mobile Registration
Set up access to Concur on your mobile device

Select the dropdown under ‘Sign me up for..."” next to ‘Expense Assistant using this method’ and choose
‘By month”

Sign me up for...

Expense Assistant uging thiz method: | By Month »

By Momnth

Mone

The easiest way to use these two features is to use them on the mobile app. Here is how to do that:

a) To start working with Expenselt, on your SAP Concur home screen, press Expenselt

Expenses
List of your expenses

24 Expense Reports

Review and submit your reports

Approvals

Approve items anywhere anytime

o] +

Expenselt Create
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b) To take a picture of your receipt, lay the receipt flat and hold your device as steady as possible, and

then press the Capture button. Expenselt uses optical character recognition (OCR) to read the amount

c) You will be shown a Preview Image, select ‘Use’ if you

not very clear

Ready to capture

J

Preview Image
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d) Verify or correct the amount on the receipt.You can upload multiple receipts using the Next
Receipt button and then press ‘Done’

X Confirm Amount X  Finalize

Cedars Inn, Barnstaple
g fnst
friveany

§ i ‘ ....-..;'.F:'.‘:—E."E; F——

NEXT RECEIPT
I Incorrect l

e) The receipt is analysed and uploaded by expense categories, this may take a couple of minutes.
Expenselt also itemizes your complicated hotel bills. Once the receipt is uploaded as an expense,
Expense assistant will move it into the correct month’s report. If there is not an open report for the
month in question, Expense Assistant will create one

@ EMAILING IN RECEIPTS

One of the other easiest ways to get a receipt into Concur is by emailing it in.

a) As long as your email has been verified (Getting Started & Making your first claim Guide), you can
simply forward an image or PDF of your receipt to receipts@expenseit.com. If you do not intend to
use Expenselt (we advise you do!) then you can email your receipts to receipts@concur.com for them
to go automatically into your claim.

b) This will then be processed in the same way as if you had used Expenselt on the mobile app. With
Expense Assistant turned on, it will be processed and feed into the correct report. If not, it will appear
in available expenses.

.
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Should you choose not to utilise Expenselt and Expense Assistant, you do have several other options.
Start by creating a new Expense., either from the home screen or within an Expense Report.

*  Whilst in the Expense press ‘Add Receipt’

* You will be presented with several options:

-------------------------------------------------------------------------------------------------------------------------------------------------



Take Photo:
a) Press ‘Take Photo’

(O] Take Photo

By Upload Photo

A Upload File

E| Choose Available Receipt

I

Missing Receipt Declaration

b) Centre the Receipt so it is entirely in the frame and then click the capture button

c) You will then be asked to either ‘Add Page’ if you have multiple pages of the receipt or select ‘Use’ if
you are happy.You also have a bin icon to delete the receipt and re-take if you are not happy

X Receipt

d) Once you have clicked Use, the Receipt will attach and you can carry on with your expense
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Upload Photo:

e) Select ‘Upload Photo’

f) You will be shown the photos saved in your phone, press the one you would like to use and it will be

&  TakePhoto

I ] Upload Photo I

A Upload File

[l choose Available Receipt

I

Missing Receipt Declaration

attached

Choose available receipt:

g) Select ‘Choose Available Receipt’

&  TakePhoto

] Upload Photo

A Upload File

I [l choose Available Receipt I

2 Missing Receipt Declaration
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h) You will be shown Receipts that are saved in your ‘Available Expenses’. These are ones you have

previously emailed in to Concur. Click the relevant receipt and then ‘Add To Expense’

< Receipts
= Receipt
- g Aug 18
Receipt
Aug 18

& Receipt Image
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When on the Web version you have two other options available to you.

a) Open a new Expense and click ‘Upload Receipt Image’

SAP Concur

Manage Expenses

Requests | Expense  Reporiing~

Process Claims

New Expense

App Centre

Administrationv | Help=

Profile ~ &

Hide Receipt E

v ‘ B

Details Itemisations
* Required fleld
Expense Type *
‘ Parking ‘ v ‘
Transaction Date * Business Purpose *
| DDIMMYYYY ‘ |
Parking Type * Enter Vendor Name
‘ None Selected ~ ‘ |
Country * Payment Type *
\ UNITED KINGDOM (GB} ‘ - ‘ | Cash
Amount * Currency *

Upload Receipt Image

“ | UK, Pound Sterling

Receipt Status *

" No Receipt

M

Comment

Cost Centre

[[] Personal Expense (do not reimburse)

v

(99850) FSS
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b) You are then shown all the available receipts in your available receipts (these are ones you have

previously emailed in).You can click ‘View’ to have a look at the receipt, or ‘Attach if you are ready to

‘Attach’

Attach Receipt

Attach

Attach

08-18-2022 4:54:05... 1660774644939
Uploaded: 18/08/2022 08:54 Uploaded: 17/08/2022 22:17
k: #
Upload _Receipt
Image
5MB limit per file
Attach View

1660747857740 1659517733074 1659517542420

Uploaded: 17/08/2022 14:50 Uploaded 03/08/2022 09:08 Uploaded: 03/08/2022 09:05

1659087110849
Uploaded: 29/07/2022 09:31

1659021567503

Uploaded: 28/07/2022 15:19

1659021402252

Uploaded 28/07/2022 15:16

c) In the top left you also have the option ‘Upload Receipt Image’

Attach Receipt

T

Upload_Receipt

Image
5MB limit per file

08-18-2022 4:54:05...
Uploaded: 18/08/2022 08:54

Attach View

1660774644939
Uploaded: 17/08/2022 22:17

Attach View

Click this and you are able to browse your PC to add a saved file. Select the file, and click ‘Open’

@ Open
&« - 4

Organize «

o Quick access

@ Onerive - GREENE KING PLC

New folder

®

File name: | Inveice 1

s ThisPC » Desktop » Invaices v o O Search Invoices
B~ M @
=
I 13 tnvoice 1 c 18/08/2022 10:19 Adobe Acrobat D... X8
<] Custormised Files v|
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For training issues and support with the system please contact
Concur Support...

7 e o
01284 843300

EMAIL ADDRESSES

Concur@sgsreeneking.co.uk

The Concur Support team do not set the expense \

policy, please treat them with respect and show ‘We
Care’.

Line Managers are unable to override limits that are
set out in the policy.Any feedback on policy points
should be directed to you Line Manager who can

pick this up with HR.




