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Everyone

This step-by-step guide will show you:
• Attach a Receipt using ExpenseIt & Expense Assistant

• Other ways to attach a receipt – Web and Mobile

Expenseit & Expense Assistant

By far the easiest way to attach receipts is to use the combination of ExpenseIt and Expense Assistant.

ExpenseIT 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!

ExpenseIT 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
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To enable on the web version, 

• Go to ‘Profile’ 

• Then ‘Profile Settings’ 

• Select ‘Expense Preferences’
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Select the dropdown under ‘Sign me up for…’ next to ‘Expense Assistant using this method’ and choose 

‘By month’’

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 ExpenseIt, on your SAP Concur home screen, press ExpenseIt
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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. ExpenseIt uses optical character recognition (OCR) to read the amount

c) You will be shown a Preview Image, select ‘Use’ if you are happy or ‘Retake’ if you think the image is 

not very clear



Version March 2023

Expenseit & Expense Assistant cont.
1

d)  Verify or correct the amount on the receipt. You can upload multiple receipts using the Next 

Receipt button and then press ‘Done’

e) The receipt is analysed and uploaded by expense categories, this may take a couple of minutes. 

ExpenseIt 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
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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 ExpenseIt (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 ExpenseIt 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.

Other options (mobile)
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Should you choose not to utilise ExpenseIt 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:
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Take Photo:

a) Press ‘Take Photo’

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

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 

attached

Choose available receipt:

g) Select ‘Choose Available Receipt’
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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’

Other options (web)
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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’
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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’ 

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

Click this and you are able to browse your PC to add a saved file. Select the file, and click ‘Open’
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For training issues and support with the system please contact 

Concur Support…

Phone numbers

01284 843300

Email Addresses

Concur@greeneking.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.


