
 

 

 

 

 

CONCUR FOR P-CARDS 
REFERENCE GUIDE 

 

 

 

 

 

 

 

 

 

 

 

 



1 
 

Concur for P-Cards Guide 

1. Accessing Concur 
2. Navigating Concur 
3. Reconciling Transactions 
4. Attaching Receipts 
5. Submitting your Expense Report 
6. Delegates 
7. Supervisor Approval 
8. Index Responsible Party Approval 
9. Concur Mobile App 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2 
 

ACCESSING CONCUR 
Concur can be accessed via MyUVU. 

1. Log in to MyUVU (https://my.uvu.edu/) 
2. Click the Employees Tab in the left-most column 
3. Select “Purchasing and Travel” 
4. In the right-most column select “SAP Concur Travel & Expense” 
5. You will be automatically signed in to Concur 
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NAVIGATING CONCUR 
When you first log in to Concur, you will land on your Concur Home Page. From here you can view your 
P-Card expense reports, as well as Travel expenses, and Travel expense reports. Since Concur is used for 
both Travel and P-Cards, you will be able to access both from your Concur Home Page.  

 

From the home page you will be also be able to create a Travel request and a Travel expense report, as 
well as upload receipts for both Travel and P-Card expense reports. 

Note: You will not be required to create an expense report for your P-Card transactions. Concur will 
automatically create an expense report and import your P-Card transactions for you. If you have not 
used your P-Card during the billing cycle, a report will not be created for you and you will not be 
required to submit an expense report. 

Accessing your P-Card Expense Report 

To view your P-Card expense report, you can select the expense report from the list of open reports on 
the right side of your Concur Home Page. Your P-Card expense report will be clearly labeled with 
“PCard” and the billing cycle date range. 

If you have multiple open expense reports, your P-Card expense report may not appear on your Concur 
Home Page. In this case, you can access your P-Card expense report on your Expense page, by clicking 
the Open Reports link. 
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Navigating your Expense Page 

Your Expense page contains your active expense reports, your available expenses, and copies of receipts 
you have uploaded to your Available Receipts pool. 

You can access your P-Card expense report by selecting its corresponding tile in the Active Reports 
section. 

 

Note: Remember, you do not need to create a new expense report for your P-Card transactions. Your P-
Card expense reports will be automatically created for you. 

You can also view and manage receipts you have uploaded to your Available Receipt pool. More 
information on how to upload receipts to your Available Receipts pool can be found below. 

 

 

 

 

 



5 
 

RECONCILING TRANSACTIONS 
Once you’ve accessed your P-Card expense report, you will notice a list of exceptions at the top of your 
expense report, as well as your P-Card transactions on the left side of your screen. 

 

To reconcile your expense report, you will need to clear all exceptions and attach a receipt for each 
transaction. Click on a listed expense on the left of your expense report to open the reconciliation page 
for that transaction. 

 

To reconcile your expense, you will need to complete all required fields marked in red. 

1. The Expense Type field. Concur will automatically assign an Expense Type based on the vendor 
category. However, you will need to verify that the Expense Type is accurate. If the Expense 
Type is not accurate, it can be corrected by selecting the correct Expense Type from the drop-
down menu. (Expense Types are tied to Banner account codes, these are listed in parentheses 
after the Expense Type description.) 
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2. The Index field. In Concur, every transaction needs to be assigned to a Banner Index. The Index 
field is a search field. You can search for an index by the index name, the index code, or both. 
You will need to search and select an index from the generated search list. 

• To search by text, select “Text” and type the name of the index you wish to search for. If 
Concur finds a match, the index will appear at the bottom of the search box. Assign the 
index by clicking the index. 

 

• To search by index number, select “Code” and type the index you wish to search for. If 
Concur finds a match, the index will appear at the bottom of the search box. Assign the 
index by clicking the index. 

 

• Selecting “Either” will allow you to search by both text and code. 
 
Note: Concur defaults to searching by Text. You will need to select “Code” or “Either” in 
order to search by the index number. If you type the index number in without changing 
the search parameters, Concur will not find your index. 

 
3. The Business Purpose field. Please provide a Business Purpose for the transaction. Due to 

limitations with Concur, you only have 64 characters for this field. Please provide as detailed a 
business purpose as possible in 64 characters or less. Keep in mind that the business purpose 
should answer the question “What was purchased?” and “How does this purchase benefit 
UVU?” For example, if you purchased basketballs for a club sports team, you would state 
something like “Basketballs for club sports team practices and games.” 
 

4. Sales Tax Field. You will be prompted to answer the question “Did you pay Utah Sales Tax?”. You 
will need to select either “Yes” or “No” to submit your Expense Report. 

• Choosing “Yes” in this drop-down menu will create a new required field asking you to 
specify how much Utah sales tax was charged for this transaction. Please itemize the 
amount of Utah sales tax here. If you choose “No” to the previous question, you will not 
need to fill out an additional box. 
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Note: If you were charged for another state’s sales tax, you do not need to answer yes 
to this question. We are not exempt from Out-of-State sales tax, and do not require you 
to itemize another state’s sales tax charges. 
 

5. Save the transaction. Concur will not remember your selections if you don’t save your changes. 
The Save button can be found at the bottom of the screen. 
 
Note: Now that your transaction is reconciled, the next step is to attach a copy of your receipt. 
For more information on how to Attach a receipt to your transaction, please refer to the 
Attaching Receipts section of this document. 

Index Allocation 

Occasionally you may need to allocate a single transaction to more than one Banner index. Concur 
allows you to do this while you are reconciling your expense report. 

1. To allocate your transaction, select the Allocate link at the bottom of the page. This will bring up 
an Allocations menu. 

 

2. You can choose between allocating by percentage or by dollar amount by selecting the Allocate 
By: link at the top of the page. 

• If you are allocating by percentage, type the percentage of the transaction you wish to 
charge to the first index in the field under Percentage. A second field will automatically 
generate below this field once you type a percentage in. This will continue until your 
percentages add up to 100%. 
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• If you are allocating by amount, type the amount you wish to charge to the first index in 
the field under Amount. A second field will automatically generate below this field once 
you type an amount in. This will continue until your amounts add up to the total 
transaction amount. 

 
3. Select which indexes you wish to charge for each Percentage or Amount. For information on 

how to search for and select an index, see the instructions above. 
 

4. Once you’ve assigned an index to each allocation line, you can finish your allocation by clicking 
Save. A box will pop up indicating that your allocations have been saved. 
 

5. Click Done to return to your expense. 
 

6. Your expense will only show one of the indexes you are allocating to. To verify your allocations, 
hover over the pie graph icon on the expense line to view your allocations. 

 

Note: Concur will display your allocations as a percentage here, even if you allocated by 
amount. 

Expense Types that Require Approval 

Some types of purchases require prior Executive-Level approval. When an expense type that needs 
additional approval is selected in the drop-down menu an additional field will be created. This field will 
be marked Approval Received and will allow you to select the type of approval you have received from 
the drop-down menu. 
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1. Annual (On File with P-Card Office.) Selecting this option in the drop-down menu will indicate to 
the P-Card office that you have received an Annual Extended Approval for purchases of this type 
and that this approval has been sent to the P-Card Office to keep on file. If your approval is on 
file with the P-Card Office, you will not need to upload a copy of your approval for this 
transaction. 
 

2. None (Will Result in a Violation). Select this option if you have not received an approval for this 
purchase. If you do not have an approval, you will be assigned audit points when the P-Card 
Office audits your expense report. 
 

3. One-Time (Attached to Receipt). Select this option if you have received an approval for a one-
time purchase or for a series of purchases over a short period of time. This approval will need to 
be uploaded with your receipt in Concur. 
Note: If your approval is an Annual Extended Approval but has not been sent to the P-Card 
Office to keep on file, you will need to attach your approval with your receipt. 
 

Attaching Approvals to an Expense 

To attach an approval to an expense, you will need to attach the approval as a second receipt. There are 
two ways to do this: directly to the expense, or though the Available Receipts pool. 

Whether you are attaching your approval through the Available Receipts pool or directly to the expense, 
you will use the same steps as attaching a receipt. However, when you attempt to attach your approval 
Concur will warn you that there is already an image associated with this expense. Selecting yes will allow 
you to attach your Approval. Concur will then combine your approval and your receipt to create one 
document. 
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Note: If you attach your approval before you attach your receipt, Concur will allow you attach your 
approval, but will warn you there is already an image associated with this expense when you go to 
attach your receipt. The P-Card Office has no preference which is attached first, as long as both 
documents are attached. 

 

Software Expense Type 

Selecting the Software or Software as a Service expense types will add additional fields for you to fill 
out. 

 

To reconcile a software expense, you will be required to fill out these extra fields for this purchase: 

1. Software Name. Please provide the name of the software that has been purchased. 
 

2. Description. Please provide a brief description of what the software does. If it is a subscription 
to a software service, please indicate what the service does. 
 

3. Number of Licenses. Please provide the number of licenses that were purchased. If there were 
no licenses issued, please put a zero. 
 

4. Is this a recurring subscription? If you are paying or will pay a recurring monthly or annual fee to 
use the software, please specify here by saying yes. If you paid a one-time fee for the software, 
then it is not a recurring subscription. 

Note: Because Concur allows us to gather this information while reconciling the transaction, you will no 
longer be required to register your software on the P-Card Software Registration Form. 
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ATTACHING RECEIPTS 
There are two ways to attach receipts to a transaction on your P-Card expense report in the Concur 
system: directly to the expense, or through the Available Receipts pool. 

Attaching Receipts Directly to the Expense 

You can scan receipts into your computer and attach them directly to an individual expense. 

1. Scan the required documentation and save the images to a folder on your computer. 
• Note: If a receipt was emailed to you, there’s no need to print it and re-scan it. Simply 

save the email as a PDF to a folder on your computer and proceed with these 
instructions. 

2. When you are ready to attach the images, select the expense you wish to attach a receipt to from 
the left side of your expense report. 

3. Select “Attach Receipt” located on the bottom of the report. A separate window will appear. 
4. Click Browse. 
5. Locate and select the receipt image you would like to attach and click Open. 
6. The selected receipt will then be listed under Files Selected for uploading. 
7. Once you have verified the correct file is listed, click Upload. 
8. Your receipt is now attached to your expense. 
9. As a best practice, you should review the attached receipt images to ensure they are readable and 

are the correct images for that expense. To do this, select the Receipt Image tab. 
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The Available Receipts Pool 

The Available Receipts pool is a feature within Concur that provides a document repository to which you 
can email or upload images. You can then use your Available Receipts pool to attach images to an 
individual expense. 

Note for delegates: You can view someone else’s Available Receipts pool if you were granted permission 
to view receipts when identified as his or her delegate. 

There are four ways to add images to your Available Receipts pool: 

1. Upload images directly to your Available Receipts pool. 
2. Forward emails of receipts (receipts can either be attached to the email or embedded in the 

email content) to receipts@concur.com.  
• Before forwarding an email to receipts@concur.com, you must first verify your email 

address. Information on how to verify your email address is found below. 
3. Use your mobile device to take pictures of receipts and email the pictures to 

receipts@concur.com 
4. Use the Concur Mobile App to take pictures of receipts, which are then stored in your Available 

Receipts pool automatically. 

Uploading Images directly to Your Available Receipts Pool 

Begin by scanning the required documentation and saving the images to an appropriate location on your 
computer where you can find them. 

When you are ready to upload the images, there are several ways to upload them. 

One way is to click Expense from the top menu and locate your Available Receipts pool at the bottom of 
the page. Click the +Upload New Receipt box, then click the Browse… link. Locate and select the image 
you would like to upload and click Open. You can upload up to 10 files – each file no more than 5 MB in 
size – at a time. Once all appropriate filenames appear for uploading, click Upload. The status of each 
file will change to Uploaded once it has been uploaded to your Available Receipts pool. 

Another way to upload images is to simply drag and drop files to your Available Receipts pool. (Drag and 
drop means to put your mouse over the file, hold down the left mouse button while moving the mouse 
to your Available Receipts pool, and drop the file by letting releasing the left mouse button.) 

 

mailto:receipts@concur.com
mailto:receipts@concur.com
mailto:receipts@concur.com
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Attaching Images to Individual Expenses Using Your Available Receipts Pool 

Select an expense from the list on the left side of your expense report. The details of that transaction 
will appear in your right-hand pane. Click the Available Receipts link. Attach the image by clicking on the 
green Attach icon in the upper left corner of the image thumbnail.  

You can view the image before attaching the document by opening the document using the blue View 
Image icon. 

Your Available Receipts pool will remain open as you select another expense. Repeat this process as 
many times as needed until all required documentation is attached to your expenses within your 
expense report. 

To close your Available Receipts pool, click the X in the upper right corner of your Available Receipts 
pane. 

No matter your method for attaching, you always want to review the attached images. 

One way to do this is to select an expense and click the Receipt Image tab above the expense’s details 
(along the top of your right-hand pane). 

 

 

Detaching Images from Individual Expenses 

Select the expense and click the Receipt Image tab above the expense’s details (alone the top of your 
right-hand pane, as illustrated above). Click Detach from Entry. 

Your detached image is returned to your Available Receipts pool, where it will remain until it is attached 
to an individual expense or deleted from your Available Receipts pool (see below). 
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Deleting Images from Your Available Receipts Pool 

Note: If a receipt image is attached to an individual expense, it must first be detached before you can 
delete it from you Available Receipts pool (see above). 

Click the Available Receipts link, if needed. Locate the appropriate image for deletion. Then, delete it by 
clicking the Delete link in the upper right corner of the image thumbnail. 

A confirmation message will appear; click Yes to delete the image from you Available Receipts pool, 
otherwise click No. 

 

Verifying Your Email Address 

Before sending emails to receipts@concur.com, you must first verify your email address. This is 
necessary for Concur to associate information sent from your email address to your Concur profile and 
upload into your Available Receipts pool. 

1. Select your Profile menu in the upper right corner of your screen, then click the Profile Settings 
link. 

2. Select Email Addresses from the menu along the left side of the screen. 
3. If the appropriate email address isn’t listed, click the [+]Add an email address link (right side of 

the screen). Enter the email address in the field that appears, indicate whether you want Concur 
notifications sent, and click the OK link. 

4. The email address now appears in the list with a status of Not Verified. 
5. Click the Verify link. 
6. A confirmation message appears; click OK. 
7. Open the Email Verification email sent from Concur. The email contains a code that you will 

need to enter in Concur. If you prefer, you can copy the code from the email by highlighting it 
and then pressing the copy shortcut (Ctrl+C) on your keyboard. 

8. Go back to Concur and enter the code. If you copied the code from the email, click in the field 
and then press the paste shortcut (Ctrl+V) on your keyboard. 

9. Click OK. 
10. The email address now has a status of Verified. You may now use this email address to send 

images to your Available Receipts pool. 
11. Repeat for additional email addresses as needed. 

 

 

 

mailto:receipts@concur.com
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Missing Receipt Affidavit 

An itemized receipt is required for every purchase made with a Purchasing Card. Concur will require you 
to attach a receipt to every purchase before you can submit your expense report. If you were never 
given a receipt, have misplaced your receipt, or are unable to secure another copy of your receipt, a 
missing receipt affidavit can be filled out for a purchase in Concur in order to proceed with submitting 
your report. 

1. Select the expense you wish to attach a Missing Receipt Affidavit for from the left side of your 
expense report. 

2. Select “Attach Receipt” located on the bottom of the report. A separate window will appear. 
3. Above the File Selection box, you will see a message indicating that you can create a Missing 

Receipt Affidavit by clicking a link. Click the word “here”. 

 
4. In the new window, select the expenses that you wish to create a Missing Receipt Affidavit for, 

and click “Accept & Create”. 

 

Note: Creating a Missing Receipt Affidavit will not prevent you from being assessed points for a missing 
receipt. You should still do your best to secure a copy of your receipt from the vendor before submitting 
a Missing Receipt Affidavit. The P-Card Office will treat a Missing Receipt Affidavit as admission that 
there is no available receipt and will assess you the appropriate points. 
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SUBMITTING YOUR EXPENSE REPORT 
Submitting an expense report certifies the expense report is accurate and appropriate, while sending it 
on for review by your Supervisor and Index Responsible Party. 

Though a delegate can prepare your expense report for you, only you can submit it. If a delegate has 
prepared the expense report for you, you will be notified when the expense report is ready for 
submission. 

How to submit an expense report 

Your expense report is ready for submission once all expenses have been reconciled, and all required 
documentation has been attached. 

1. Use the buttons located in the upper right corner of your Concur home page and select Open 
Reports. Click the name of the appropriate expense report. 

2. Your expense report appears. 
3. Review the details entered for each expense by selecting the expense on the left side of the 

screen. To review an expense’s allocation, hover your mouse over the pie-chart icon to the left 
of the expense and the Allocations pop-up appears. 

4. Click Submit Report (Upper right corner of screen). 
 
Note: If you are acting as a Delegate, instead of Submit Report the report will say Notify User. 
As a delegate you are unable to submit the report on behalf of another employee, but you can 
prepare the report and notify the cardholder to log in and submit. 
 

5. The Final Review window opens. Review the Electronic Agreement. 

 

 
6. If you agree to the User Electronic Agreement, click Accept & Submit. 
7. The Report Submit Status window will appear; click Close. 
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DELEGATES 
A delegate is an individual authorized to process expense reports in Concur on behalf of another person. 

Delegates are not report type specific – that is, as a delegate you can process both P-Card expense 
reports and Travel Reconciliation expense reports on behalf of the individual for whom you are a 
delegate. It is up to you and the delegating individual to identify which type(s) of expense reports you 
should actually process. 

Accessing Your Expense Delegates Page 

1. Select your Profile menu in the upper right corner of your screen and click Profile Settings 
2. Click Expense Delegates (left-side menu). If you already have delegates identified, they will 

appear here. 

 

 

Adding Delegates 

1. To add someone to act on your behalf, click Add. Search for the employee you wish to add as 
your Delegate. You can search by name, UVID, or email address. Then, select your delegate from 
the resulting list. 

2. Check the Can Prepare box. The Can View Receipts box will automatically appear checked as this 
gives your delegate the ability to view receipt images. 

3. If you would like your delegate to receive emails from Concur regarding your Concur tasks (such 
as status changes, reminder emails, etc.), also check the Receives Emails box. 

4. Click Save; a message will appear confirming your delegate has been saved. 
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Deleting Delegates 

To remove someone from your delegate list because you no longer want him or her to act on your 
behalf: 

1. Select the appropriate individual using the checkbox to the left of the individual’s name and click 
Delete. You will receive a pop-up message for verification. 

2. To remove the delegate from your list, click OK. A message will appear confirming your delegate 
has been removed from you list. 

 

Acting as a Delegate 

To view the expense reports of an individual you are a delegate for, you will first need to navigate to 
their profile in Concur. 

1. Select the Profile menu in the upper right corner. 
2. If you have been assigned as a Delegate, you will see the Acting as other user section. 
3. To act on behalf of someone else: 

• Use the drop down to search for and select the individual on whose behalf you need to 
act. Then click Start Session. A green box will appear in the upper right corner of your 
screen, displaying the name of the individual on whose behalf you are acting. 

 

Note: You will only be able to locate those individuals who have added you as their 
delegate. 

4. You will only see the areas you can access on the individual’s behalf. If you are a delegate, you 
can access the Expense tab, which will give you access to the individual’s expense reports, 
receipts, and available expenses. 

5. To end your delegate session: 
• Select the Acting as other user menu (green box in the upper right corner of your 

screen) and click Done acting for others 
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SUPERVISOR APPROVAL 
Expense reports that are submitted by a cardholder will go to their immediate supervisor for review. To 
access an expense report that has been submitted for your approval, access the expense report from 
your Concur Home Page. 

 

As an approver, when you view the expense report, you will see the expenses listed on the left. Clicking 
on an expense from the list on the left will pull up the transaction and reconciliation information for that 
expense and display it in the field on the right. 

 

When reviewing a cardholder’s expense report in Concur, Concur will allow you to send the report back 
to the cardholder, approve the expense report, or approve and forward the expense report. 
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Sending an Expense Report Back to the Cardholder 

When reviewing a cardholder’s expense report, you may find that a cardholder has incorrectly 
reconciled their expenses. If, for whatever reason, you feel the cardholder should correct the expense 
report, you can send it back to them before you approve it. 

1. Select Send Back to User in the top right of the expense report. 
2. A new menu will appear, indicating that you should provide a comment to explain why you are 

returning the report. Provide your explanation in the space provided. 

 

3. Click OK. A dialog box will briefly display, confirming that the report has been sent back to the 
user. 

Approving an Expense Report 

If the expense report is accurate, you can approve the expense report. 

1. Select Approve in the top right of the expense report. 
2. The Final Confirmation window appears. Review the Approver Electronic Agreement 

 

3. Click Accept to finalize your approval. 
4. A dialogue box will briefly display, confirming that the report has been approved.  

Approve & Forward 

There may be an occasion that you want someone else to view and approve the expense report. Concur 
makes it possible for you to approve the expense report and then forward it to another approver for 
review. 



21 
 

1. Select Approve & Forward in the top right of the expense report. This causes the Approve & 
Forward window to appear.  

 

2. Select a University Employee to forward the expense report to by typing their name into the 
User-Added Approver field. As you type, Concur will search for the approver and display a list of 
matches below. 
 
Note: You can only forward an expense report to someone who is already an approver. If a 
University Employee is not already an approver in Concur, you will not be able to find them in 
this list. 
 

3. Provide a comment in the Comment field, explaining why you are forwarding the expense 
report. 

4. Click Approve & Forward. 
5. A Final Confirmation window will appear. Review the Approver Electronic Agreement. 

 

6. Click Accept. 
7. A dialog box will briefly display, confirming that the report has been approved. 

 

 

 



22 
 

INDEX RESPONSIBLE PARTY APPROVAL 
After a supervisor approves an expense report, Concur will send the expense report to the index 
responsible party for each allocated index on the report. As the Index Responsible Party, when you view 
the expense report, you are checking to see if the expenses that have been allocated to your index on 
the report are accurate. After reviewing the expenses, you then need to approve the report. To access 
an expense report that has been submitted for your approval, access the expense report from your 
Concur Home Page. 

 

When you view the expense report, you will see the expenses listed on the left. Clicking on an expense 
from the list on the left will pull up the transaction and reconciliation information for that expense and 
display it in the field on the right. 
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If any of the expenses that are allocated to your index are incorrect or should not be allocated to your 
index, send the report back to the cardholder. If the expenses allocated to your index are correct, 
approve the expense report. 

Sending an Expense Report Back to the Cardholder 

When reviewing a cardholder’s expense report, you may find that a cardholder has incorrectly 
reconciled their expenses. If, for whatever reason, you feel the cardholder should correct the expense 
report, you can send it back to them before you approve it. 

1. Select Send Back to User in the top right of the expense report. 
2. A new menu will appear, indicating that you should provide a comment to explain why you are 

returning the report. Provide your explanation in the space provided. 

 

 

3. Click OK. A dialog box will briefly display, confirming that the report has been sent back to the 
user. 

Approving an Expense Report 

If the expense report is accurate, you can approve the expense report. 

1. Select Approve in the top right of the expense report. 
2. The Final Confirmation window appears. Review the Approver Electronic Agreement 

 

3. Click Accept to finalize your approval. 
4. A dialogue box will briefly display, confirming that the report has been approved.  
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CONCUR MOBILE APP 
The Concur Mobile app is a free app that provides access to the Concur Travel & Expense System from 
your mobile device. The Concur Mobile app can be used to take pictures of your receipts to upload to 
your Available Receipt pool. 

Note: Due to app limitations, you are currently unable to use the Concur Mobile app to attach receipts 
to your P-Card expense reports. You will need to reconcile your expense report and attach receipts on 
the Concur website. 

Mobile Registration 

Before you are able to use the Concur Mobile app, you will need to first create a PIN number to use as 
your password when logging in on your Mobile Device. 

1. Log in to Concur via MyUVU 
2. Select your Profile menu in the upper right corner of your screen and click Profile Settings. 

Then, select Mobile Registration towards the bottom of the page. 
3. Create a PIN in order to log in to Concur Mobile – enter you PIN in the Create PIN and Retype 

PIN fields and click Set PIN. 
4. Download the Concur Mobile app. 

• One way to do this is through your device’s app store. 
• Or, you can send an app link to your device – Use the Download the App button to 

enter your mobile phone number or email address and click Send Link. 
5. To use the Concur Mobile app, open the app on your phone and log in with your Concur 

Username (this is your UVID followed by “@uvu.edu”) and the PIN you just created. 

Note: To verify your Concur Username, click on Profile, Mobile Registration. Use the Forgot Mobile 
Password (PIN) link in the left-hand menu to update your PIN. 

Using the Concur Mobile App 

The Concur Mobile app will allow you take pictures of your receipts to be uploaded to your Available 
Receipts pool in Concur. However, when you first log in to the mobile app, your app will default to 
ExpenseIt, an expense tool used for Travel Expenses. To use the Concur Mobile app to upload copies of 
your receipts, you will either need to manually create a receipt, or turn off ExpenseIt. 

Manually Creating a Receipt 

1. From the App Home Screen, select Expenses. 
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2. In the Expenses page, select the + symbol. 
3. Select Add Receipt 

 

4. The Concur Mobile app will now ask you how you want to add a receipt. Select Camera 
Note: You can also select a photo from your device’s photo library. This will allow the Concur 
app to access your photos so you can select a photo to upload. 

5. Using your phone’s camera, snap a picture of the receipt. 
6. Review the photo you have taken. The app will attempt to detect which part of the photo is the 

receipt. You can adjust the selection by dragging the circles in the corners of the selection field. 
If the photo is not accurate or readable, click Retake to retake you photo. If the photo is 
satisfactory, select Done.  

 

7. Your receipt is now uploaded and should be listed as a receipt among your expenses. You can 
then access your receipt in your Available Receipts pool on the Concur website when reconciling 
your expense report. 

Turning off ExpenseIt 
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The Concur app comes with the ExpenseIt tool already turned on. ExpenseIt will create an expense for 
you when you take a photo of your receipt. This is helpful when you are creating a travel expense for a 
Travel expense report. However, ExpenseIt is not compatible with P-Card expense reports, since P-Card 
expenses are automatically created and attached to your P-Card expense report for you.  

If you will not be using the Concur app for travel expenses, or you feel that you will more frequently be 
using Concur for P-Card transactions, you can disable ExpenseIt in the app’s settings. 

1. Click the menu button in the top left corner of the app’s home page. 

 

2. Select Settings. 
3. Toggle off the ExpenseIt setting. 
4. Click Close. 
5. Check to see if ExpenseIt has been turned off by viewing the home page of the app. If Receipt is 

written below the camera icon, ExpenseIt has been successfully turned off. 

 

Note: If ExpenseIt is written below the camera icon, ExpenseIt is currently turned on. You can 
switch back and forth between ExpenseIt according to your Concur needs. 

 


