Step-by-Step Guide
Procurement Card & Travel Reconciliation Expense Reports:
Step 4a — Attaching Documents by Scan

There are three ways to attach documents to an expense report in the Concur Travel &
Expense System: scanning, faxing, or using the Receipt Store to attach to individual
expenses.

Note: Approvers have the ability to attach additional documents to a report that has
been submitted to them for review. However, documents cannot be deleted once the
expense report is submitted.

When attaching documents via scan, documents are attached to the expense report as
a whole rather than to an individual expense within the expense report. Organize your
documents in a manner that makes sense to your department. Since each scanned file
will appear as its own bookmark when you view it, it may make sense to split the
documents into multiple scans. For example, each scan may be a different date, or a
different supplier.

The first step was to create your expense report by completing the Report Header.
Then, expenses were added to your expense report and allocated. Now it is time to
attach documentation to your expense report.
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To view a list of required documentation
for your expense report, use the Receipts
dropdown and select Receipts Required.
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The Receipt Review window appears,
which lists only those expenses on this
expense report that require
documentation.

TOTAL AMOUNT TOTL REQUESTED
$1,260.64 $1,197.05

Scan the required documentation and save the images to your computer (or other
appropriate space as per your department). You can use clear sleeves (also known as
document carriers) to help scan smaller documents.

If the document was emailed to you, you can more than
likely save that image to your computer (or other appropriate
space) and follow this process to attach it to your expense
report. No scanning is needed!
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When you are ready to attach the images, click the Attach Receipt Images button.

A separate window will appear.

Attaching scanned receipts to an expense report
is similar to attaching a document to an email.

Click Browse.

The Choose File to Upload window opens.

Receipt Upload and Attach

nd upload the file, Line item attachment
line ftem. To attach at the report level, choose and upload

Date + Amount

10/10/2011 550,00

For best results, scan images in black & white with a reselution of 300 DFI or lowrer.

Click Browse and select a .png, .Jpg. Jpeg. .pdf, tif or tiff file for upload. 5 MB limit per file.

Files Selected for uploading:

Locate and select the receipt image you would =

like to attach and click Open.

Receipt Upload and Attach

According to company policy, you must provide receipts for the expenses listed below.
You may attach scanned images to individual expenses or to the report.

To attach a file to an expense line item first select it, then choose and upload the file, Line item attachment
should be used when the file is for a single expense line item. To attach at the report level, choose and upload
up to 10 files, without selecting an expense line item.

The receipt images to be attached will be
listed under Files Selected for
uploading. You can attach up to 10 files —
each file no more than 5 MB in size — at a
time.

Expense Type Date ~ Amount

lowers, Denver, Colorags. 1o0/z011 80,00
For best results, scan images in black & white with a resolution of 300 DPT ar lower, Once a” appropriate filenames appear for
Click Browse and select a .png, .jpg, .jpeqg, .pdf, .tif or .tiff file for upload. 5 MB limit per file. uploading CliCk Upload
Files Selected for uploading: Browse... Upload ! )
11090915.pdf Remaove ) .

The status of each file will change to
Close

Attached once it has been uploaded.

Click Close once every file listed has a status of Aftached. Repeat this process as many
times as needed until all required documentation is attached to your expense report.

No matter your method for attaching, you always want to review the attached images.
To do this, use the Receipts dropdown and select Check Receipts. (The Check
Receipts option will change to two options after your first review: View Receipts in New
Window and View Receipts in Current Window.) Your attached images will appear in a
separate window. After reviewing your images, close the window.

Now that you have attached scanned documents to your expense report, you are ready
to go on to Step 5 — Setting Approval Flow.
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