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Section 1: Permissions

Uploaded and Emailed Images

Section 1: Permissions

A company administrator may or may not have the correct permissions to use this
feature. The administrator may have limited permissions, for example, they can
affect only certain groups and/or use only certain options (view but not create or
edit).

If a company administrator needs to use this feature and does not have the proper
permissions, they should contact the company's SAP Concur administrator.

Also, the administrator should be aware that some of the tasks described in this
guide can be completed only by SAP Concur. In this case, the client must initiate a
service request with SAP Concur support.

Section 2: Several Guides about Imaging and Receipts

There are several ways for the user to manage receipts and receipt images -
depending on the needs and configuration of the client. There are several guides
about the different processes. Choose the appropriate guide based on your
company's configuration.

‘ Method ‘ Description Guide
Upload The user can upload an electronic receipt (for Expense: Receipt
example, a scanned image or a picture taken with | Handing - Digital
a mobile device) or a digitalized receipt (a Receipts Setup Guide

conformed original paper receipt that has
successfully been digitized) into Concur Expense.

Then, the user can:
« Attach it at the report level, if applicable.

« Attach it at the expense entry level, if
applicable.

e Save it directly to the Available Receipts
library (formerly Receipt Store), where later
the user can attach it at the expense entry
level.

NOTE: Images in the library cannot be
attached at the report level.

NOTE: The ability to digitalize a receipt
captured at the report level is not yet
available.

Concur Expense: Receipt Handling - Digital Receipts Setup Guide 1
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Section 3: Overview

‘ Method

Email

‘ Description

The user can email an electronic image (for
example, a scanned image or a picture taken with
a mobile device) to Concur Expense.

In Concur Expense, the image is automatically
saved to the Available Receipts library (formerly
Receipt Store), where later the user can attach it
at the expense entry level.

NOTES:

e Images in the library cannot be attached at
the report level.

e This feature is available only in Production -
not Test - sites.

Guide

Fax

The legacy fax feature is accessible to clients who
were onboarded before July 1, 2020. This feature
is not available to new clients.

NOTE: Faxed images are attached at the report
level - not the expense entry level.

Expense: Legacy
Receipt Handing -
Faxed Images Setup
Guide

CFDi

Digital CFDi files are in XML format to support the
digital format requirement for Mexico.

CFDi files:
e Are XML files - not images

« Can be attached only at the expense entry
level

« Cannot be saved to the Available Receipts
library

Expense: Receipt
Handing - Digital Tax
Invoice Setup Guide

Section 3: Overview

This Guide

Imaging is a free service hosted entirely by SAP Concur. It enables users to upload
and email images to Concur Expense. Once the images are received by the service,
they are displayed in PDF file format (using Adobe Reader) within Concur Expense.
This guide describes the upload and email processes - for users, delegates,

approvers, and processors.

This guide also describes the Receipt Digitalization feature, which provides the ability
to conform a paper receipt into a /egal digital copy according to a country's
regulatory or government authorities.

Concur Expense: Receipt Handling - Digital Receipts Setup Guide
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Overview

Section 3: Overview

There are several ways to obtain an electronic image of a receipt. For example, the
user can:

Scan a receipt
Take a picture of a receipt with a mobile device

Take a picture of a paper receipt and create a legal, digitalized receipt using
the latest version of the SAP Concur mobile app or Expenselt

Use an attachment sent via email

PDF an email or other document

The user can then:

Upload the receipt into Concur Expense and:
+ Attach it at the report level, if applicable
+ Attach it at the expense entry level, if applicable

+ Save it directly to the Available Receipts library (formerly Receipt Store),
where later the user can attach it at the expense entry level

Email an electronic receipt to Concur Expense; it is automatically saved to the
Available Receipts library, where later the user can attach it at the expense
entry level

NOTE: The ability to email receipts to the Available Receipts library cannot be used in

a Test entity. It is available only for Production entities.

Upload vs Email

If the configuration allows the user to upload and attach images, then they also have
access to the Available Receipts library — a repository that stores the user's images
or digitalized receipts until the user is ready to use them.

There are several factors that may determine which process the user uses, like:

If the user is currently creating or modifying an expense or report, the user
might upload and immediately attach the image to the report or expense
entry. In this case, perhaps there is no reason to have the image in the
Available Receipts library.

If the user is using the Receipt Digitalization feature, once the digitalized
receipt is conformed and certified through the digitalization process, the
digitalized receipt is automatically uploaded to the Available Receipts library
and displays as a "Certified" receipt.

If the user simply wants to store the receipt until later, then they might
upload or email it to the Available Receipts library.

The first step in the email process involves verification of the incoming email
address (described on the following pages). Until that verification is complete,

Concur Expense: Receipt Handling - Digital Receipts Setup Guide 3
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Section 4: Prepare to Use the Available Receipts Library

a user cannot email receipts to the Available Receipts library but they can
upload to it.

Report Level vs Expense Entry Level

Whether the user attaches a receipt at the report level or expense entry level can
depend on:

e Company policy/configuration may dictate where the receipt is attached. For
example, the client may not allow its users to attach it at the report level.

e If the receipt is in the Available Receipts library, it cannot be attached at the
report level; it must be attached at the expense entry level.

Section 4: Prepare to Use the Available Receipts Library

Once the Imaging service has been configured (as described in the configuration
section of this guide), users can begin uploading receipts and attaching them directly
to a report or expense entry (whichever is appropriate) or to the Available Receipts
library. However, before the user can email receipts to the Available Receipts library,
SAP Concur requires verification of the user's email address.

The user can register more than one email address with SAP Concur, but an email
address can be registered only once.

NOTE: The Available Receipts library contains receipts received by Concur Expense
within the previous 365 days. Older receipts will not be available.

Email Verification

To provide an email address for verification, the user clicks Profile > Profile

Settings.
Help -
Profile ~ .
L
Phil C Hill
| )1 Sign Out
Sub
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Section 4: Prepare to Use the Available Receipts Library

The user clicks Email Addresses in the left menu. The Email Addresses section of
Profile appears.

Go to top

Please add at least one email address.

p How do | add an email address?
P Travel Arrangers / Delegates
P Why should | verify my email address?
p How do | venfy my email address?
[+] Add an email address
Email 1 Contact?

philhil@randomverbs.com Not Verified Yes

The user clicks Verify. This message appears.

Verification Email Sent

An email has been sent to this email address. Copy the Verification
Code from the email and paste it into the "Enter Code" box below.

The user accesses their email, finds the email from SAP Concur, copies the
verification code, and then enters the code in Profile. The user clicks OK.

/\ IMPORTANT: The user should allow several minutes for the email to arrive
before clicking Resend. Otherwise, there will likely be confusion around multiple
emails and multiple verification codes.

NOTE:To verify the email address, the user must have the Expense User
role/permission activated, otherwise the verification button will not display.

Email 1 Contact?
philhill@randomverbs. com @ Check email for code Resend | Cancel Yes

Enter Code

Concur Expense: Receipt Handling - Digital Receipts Setup Guide 5
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Section 5: Guidelines for Uploads, Emails, and Digitalized Receipts

When the Verified message appears, the process is complete.

Go to top

Please add at least one email address.

p How do | add an email address?
P Travel Arrangers / Delegates
P Why should | verify my email address?
p How do | verify my email address?
[+] Add an email address

Email 1 Contact?
philhil@randomverbs.com l o Verified , Disable Verification Yes &

The user can now email receipt images from the verified address to

receipts@concur.com, using the information in Guidelines for Uploads and Emails in
this guide.

Delegates and Registration
R Refer to What the Delegate Sees in this guide.

Section 5: Guidelines for Uploads, Emails, and Digitalized
Receipts

About Emails and Uploads - General

Uploaded or emailed, the file format must be PNG, JPG, JPEG, PDF, TIF, or TIFF
files.

NOTE: Some PDFs may fail to process to an image because there are many types of
complex PDF file types. If you have multiple examples of a type of PDF that is
not processing, please contact SAP Concur support; we may be able to make
system adjustments to accept those types of PDFs.

B

Refer to Specifically About Digitalized Receipts in this section of this guide for
details regarding digitalized receipts.

Specifically About Uploaded Images

Note the following:

e When scanning, the images should be scanned at 300 dpi or lower to reduce
file size. For best results, scan or take a photo as a black and white picture
with no more than 1024 x 768 image resolution.

e There is a size limit for each image file; the Receipt Upload and Attach
window (shown below) displays that limit.

6 Concur Expense: Receipt Handling - Digital Receipts Setup Guide
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Section 5: Guidelines for Uploads, Emails, and Digitalized Receipts

Receipt Upload and Attach M

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.

Expense Date » Amount
| Dinner 01/05/2015 $62 63
Roadhouse

For best results, scan images in black & white with a resolution of 300 DPI or lower.
No Receipt? Create a missing Receipt Affidavit here.

@ck Browse and select a .png, .jpg. .jpeg, .pdf, .html, .tif or .&iff file for upload. 5 MB limit per ﬁle)

Files Selected for uploading: Browse... | Uizl

No files selected

Close

e No more than 10 files may be uploaded in a single session.

e To upload more than 10, simply upload the first 10 and then upload another
10, until done.

e Occasionally, we must recompress an image sent to us. If a non-PDF image
is over 1 megabyte or if a single page of a PDF is over 100k, we must move
the file to a queue for reprocessing. If we cannot manage the reprocessing
task within a reasonable time limit, we send the image "as is" to the user - in
an effort to not keep the user waiting. Some of these images may not be as
legible if the image background color too closely matches to the font color. In
this case, the user should save the original image again as a black and white
picture with no more than 1024 x 768 image resolution.

Specifically About Digitalized Receipts

When a user takes a picture of an original paper receipt in the SAP Concur mobile
app, or using Expenselt, the digitalization process occurs, which conforms the paper
receipt according to country-specific compliance rules. Once this process occurs, the

receipt is considered "certified". These receipts can then be used like any other
receipt on an expense.

Concur Expense: Receipt Handling - Digital Receipts Setup Guide 7
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Section 5: Guidelines for Uploads, Emails, and Digitalized Receipts

NOTE: The paper into digital process requires that only receipts originally issued on
paper are digitalized. The application that captures the receipt and transforms
it must be part of the certified solution. For this reason, pictures of receipts
from other phone apps or previously uploaded receipts in the Receipt Store
(not certified) cannot be conformed through the SAP Concur mobile
digitalization process.

NOTE:Electronic receipts are considered original receipts from an electronic source
and subject to different regulations around validation of the receipt.

Glossary of Terms

‘ Term

"Certified"

‘ Definition

Label applied to a digitalized receipt as displayed in Concur Expense.

Certification /
Homologation

The two words are similar in the context in this document, with
homologation being more specific (homologation is the process of certifying
or approving a product to indicate that it meets regulatory standards and
specifications by an official authority):

e For paper into digital in France, to be compliant SAP Concur adheres to
the Arrété du 22 mars 2017 fixant les modalités de numérisation des
factures papier en application de l'article L. 102 B du livre des
procédures fiscales in France.

o For paper into digital in Spain, to be compliant SAP Concur requires a
mandatory homologation granted by the tax authorities. Homologation is
granted by the Agencia Estatal de Administracién Tributaria (AEAT -
Spanish tax authorities).

Compliance Adherence to the set of rules or regulations published by a governmental
body; for example, SAP Concur’s compliance with the rules of how a receipt
must be digitalized.

Conform The process of applying the rules/regulations of a specific country regarding
converting a paper receipt into a legal digital copy (the process).

Digitalization | The end result of conformation of a paper receipt; a conformed receipt is
considered “digitalized.” A digitalized receipt in Concur Expense will have an
icon that displays “Certified.”

Rule / Applicable legislation relating to the conformation and digitalization of paper

Regulation invoices/receipts.

Validation In the context of data validation, any service or person that takes a value

and validates it against an internal or third-party source.

Concur Expense: Receipt Handling - Digital Receipts Setup Guide
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Section 5: Guidelines for Uploads, Emails, and Digitalized Receipts

Country Requirements

The SAP Concur business solution for capturing, consuming, storing, and retrieving
paper receipts and/or legal copies of paper receipts is currently only compliant to the
rules published in France and Spain. In all cases, clients should consult with their
own tax and/or legal authorities in their country to determine what is compliant in
their country or region.

‘ Country ‘ Requirements
France The solution will ensure an accurate and complete process of document
reproduction:
e Guarantee of no loss of information.
¢+ France legislation
« PDF format or PDF A/3 (ISO 19005-3).

e Converted file must include an electronic signature based on an
electronic certificate at least RGS*. The certificate provider must be part
of the EU or use of a Trusted Services Status List (TSL).

« Record the creation date of the electronic copy and identification of the
document.

o Audit of changes to the document post conversion.

Spain The solution will ensure an accurate and complete process of document
reproduction:

e Guarantee of no loss of information.
¢+ Spain legislation
¢ Spain homologation process
» PDF format or PDF A/3 (ISO 19005-3).

« Converted file must include an electronic signature based on a qualified
electronic certificate. The certificate provider must be part of the EU
Trusted Services Status List (TSL).

« Record the creation date of the electronic copy and identification of the
document.

¢ Audit of changes to the document post conversion.

« Homologation, or "certification" by the Spanish Tax Authority, Agencia
Estatal de Administracion Tributaria.

NOTE: For more information regarding homologated software, refer to the
AEAT website.

There are many countries that do not have published rules regarding legal digital
copies of receipts, like the United States. In those countries, SAP Concur strongly
advises that clients consult with their own authorities to ensure compliance with their
laws.

Specifically About Emailed Images

Note the following:

e Each email attachment is treated as a single image file — a single image file
with two receipt images within it is still treated as a single receipt image.
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Section 6: What the User Sees

An image embedded in the body of the email is treated as a single image file.

The system does not support a combination of attached image files along with
an image embedded in the body of the same email. In this scenario, the
embedded images are ignored.

NOTE: The ability to email receipt images to the Available Receipts library cannot be

used in a Test entity. It is available only for Production entities.

Specifically About PDF Files

There are several types of PDF files. The PDF files listed here cannot be
successfully uploaded as images:

Password protected: These files cannot be decrypted so they cannot be
stored by Concur Expense.

AcroForm PDFs: These PDFs may upload but the text in these Acrobat fill-in-
the-blanks forms will likely not be visible. In fact, this issue occurs only if
multiple AcroForms are uploaded; single AcroForms likely upload properly.
Best practice is to avoid uploading AcroForms since the results are not
reliable.

XFA PDFs: These XML-based PDFs collect information associated with
electronic forms. Since they are interactive, they cannot be successfully
uploaded.

There is another type of PDF file known as a Portfolio PDF. These "collection" PDFs
can contain files with various file types. Concur Imaging keeps any included file with

an acceptable imaging file type (PNG, JPG, JPEG, PDF, TIF, OR TIFF) and discards the
remaining files.

Section 6:

What the User Sees

This section describes a common user process. The user generally:

1.

2.

Completes the expense report as usual
Determines if receipts are required

If required:
¢ Attaches or uploads

¢+ Checks to ensure the attached receipts are clear and readable

Submits the report

10

Concur Expense: Receipt Handling - Digital Receipts Setup Guide
Last Revised: October 31, 2019
© 2004 - 2021 SAP Concur All rights reserved.



Section 6: What the User Sees

Determine if a Receipt is Required

The client defines when receipts are required, for example, for dinners over $50, for
all airline tickets, etc.

While the user has the report open, there are several ways for the user to determine
if receipts are required. The user can:

e Use the Receipts Required "/ icon
e Use the Receipts menu

e On submit
USE THE RECEIPTS REQUIRED ICON

If a receipt is required for an expense entry, the Receipts Required icon appears.

Sales Training

=+ New Expense =+ Quick Expenses Import - Details ~ Receipts - Print { Email *
Expenses (e (BEEE] [Copy) view r & | New
N Date ~ Expense Amount

Addi B

nner g
01/05/2015  Di $62.63 i
Roadhouse )

k th)

Receipt image required e
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Section 6: What the User Sees

USE THE RECEIPTS MENU

The user can also click Receipts > Receipts Required. The Receipt Review
window appears. The expense entries that require receipts are listed.

Sales Training

H = New Expense it == Quick Expenses i Import ~ Details » Receipts ~ Print / Email

| |
Expenses E==1] Check Receipts @

¥ Date - Expense

Available Receipts

Attach Receipt Images

= 011052015 Dinner [Type Transaction Date
Roadhouse View Available Receipts |01f05f2015
Missing Receipt Affidavit Purpose Enter Vendor Name
Roadhouse
i 1 b3
Receipt Review =

Reminder: Receipts Required!

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.

Altach Receipt Images View Receipts

Expense Date s Amount
Dinner 01/05/2015 $62.63
Roadhouse

Close

NOTE: The reminder instructions - shown below Reminder: Receipts Required! -
can be customized. Refer to the configuration information in this guide.
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Section 6: What the User Sees
ON SuBMIT

The user is also reminded in the Final Review window, when the user clicks Submit
Report. The expense entries that require receipts are listed.

Final Review

Reminder: Receipts Required!

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

m Attach Receipt Images View Receipts

Expense Date « Amount

Dinner 01/05/2015 $62.63
Roadhouse

Submit Report Cancel

NOTE: The reminder instructions — shown below Reminder: Receipts Required! -
can be customized. Refer to the configuration information in this guide.

Upload/View/Remove a Receipt at the Report Level

Upload - Report Level

The client may not allow its users to upload to the report level; the client may prefer
that the user upload for each individual expense. If the user is allowed to upload at
the report level, the user can:

e Upload while creating/editing the report
¢ Upload while submitting the report

The amount of time required to upload the receipt depends both on the size of each
file and the overall connection speed.
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Section 6: What the User Sees

UPLOAD WHILE CREATING/EDITING THE REPORT

With the report open, the user clicks Receipts > Attach Receipt Images.

Sales Training

== New Expense |

| =+ Quick Expenses Import - Details » Receipts = Print / Email »

Receipts Required

] )
Expenses Check Receipts L

v Date ~ Expense :
1052015 Di:ner | Attach Receipt Images “ !Type
Roadhouse View Available Receipts

Missing Receipt Affidavit Purpos|

The Receipt Upload and Attach window appears.

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.

Expense Date « Amount
O Dinner 01/05/2015 $62.63
Roadhouse

For best results, scan images in black & white with a resolution of 300 DPI or lower.
Mo Receipt? Create a missing Receipt Affidavit here.

Click Browse and select a .png, .jpg. .jpeq, -pdf, .html, .tif or tiff file for upload. 5 MB limit per file.

Files Selected for uploading: Browse. .

Mo files selected
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Section 6: What the User Sees

The user clicks Browse and locates the desired receipt.

Click Browse and select a .png, .jpg. .Jpeg, .pdf, .html, .tif or .4 file for upload. 5 MB limit per file.

Files Selected for uploading:

RoadhouseReceipt png Remove

\ Close \

The user clicks Upload and Close.
UPLOAD WHILE SUBMITTING THE REPORT

As described previously, when the user clicks Submit Report, the Final Review
window indicates if receipts are required.

Final Review

Reminder: Receipts Required!

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.

m Attach Receipt Images view Receipts

Expense Date « Amount

Dinner 01/05/2015 £62.63
Roadhouse

Submit Report Cancel

If so, the user clicks Attach Receipt Images in the Final Review window. Then,
the steps are the same as described in Upload While Creating/Editing the Report.
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Section 6: What the User Sees

View - Report Level

Once the upload is complete, to view the receipts in PDF format, the user clicks
Receipts > View Receipts in new window or View Receipts in current
window.

Sales Training

Import ~ Details ~ Receipts v Print / Email ~

] Receipts Required

uloys « Mo
ExPenseS l_] |— View Receipts in new window
] Date - Expense

View Receipts in current window

AL B T 2 Attach Receipt Images

- expen|
L] 01052015 D ise View Available Receipts the fiel
e page|
Missing Receipt Affidavit
Delete Receipt Images Use

Dinner

NOTE: While the receipts are uploading, Check Receipts appears instead of View
Receipts in new window or View Receipts in current window.

Sales Training

Import ~ Details » Receipts » Print / Email ~

] Receipts Required

Expenses [lilaiz - | |E1 ‘gn

Th

Date~ E .

L - YPEnse Attach Receipt ImangJ
] =
g w Ppenee View Available Receipts :
i il
L OVOSRDIS D e Missing Receipt Affidavit |4

Remove - Report Level

If the user uploaded the wrong receipt, they can delete it and try again. The user can
delete the receipt only if the report has not yet been submitted or if the report has
been submitted then returned to the user.
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Section 6: What the User Sees

The user clicks Receipts > Delete Receipt Images.

Sales Training

. = Quick Expenses | Import » Details + Receipts Print / Email =
) a Receipts Required
ovET (I
Expenses ;] View Receipts in new window
Date v EX|
L] e pense View Receipts in current window
(RO BT Attach Receipt Images
. expe
- 01/0512015 g';ar;rouse View Available Receipts grz .:.
Missing Receipt Affidavit ]
rﬂm Us

s
Dinner

Note the following:
e The entire set of receipts (PDF) will be removed from the report.
e For reports that have been returned to the user:

¢ Concur Expense creates an audit trail entry indicating that receipts have
been deleted.

¢ If Concur Expense had marked the receipts as received (in Processor), the
delete process will mark the receipts as not received.

Upload/View/Remove a Receipt at the Expense Entry Level

Upload - Expense Entry Level

The amount of time required to upload the receipt depends both on the size of each
file and the overall connection speed.

With the expense entry open, the user clicks Attach Receipt.

Sales Training
i =+ New Expense | =+ Quick Expenses i Import » Details + Receipts + Print / Email +
Expenses @ m View* & | Expense Available Receipts
¥ Date Expense Amount 7
= 010512015 Dinner $62.63 Expense Type Transaction Date
Roadhouse I Dinner | 01/05/2015
Business Purpose Enter Vendor Name
| Roadhouse
City Payment Type
[ casn
Amount Comment
I 62.63 usD
I™ Personal Expense (do not reimburse)
TOTAL AMOUNT TOTAL REQUESTED
$62 63 $62 63 E [ ltemize ] [ Allocate u [ Attach Rsr.eipl(j‘l—l,{ J:ancel ]
. .
Concur Expense: Receipt Handling - Digital Receipts Setup Guide 17

Last Revised: October 31, 2019
© 2004 - 2021 SAP Concur All rights reserved.



Section 6: What the User Sees

The Attach Receipt window appears, allowing the user to upload or to select a
receipt from the Available Receipts library (described later in this guide).

Attach Receipt X

Click Browse and select a .png, .jpg, -Jpegq, -pdf, .html, _tif or tiff file for upload. 5 MB limit per file.
Mo Receipt? Create a missing Receipt Affidavit here.

File Selected for uploading: Browse...  [AIICH
Mo file selected

Or choose an image from your Available Receipts.

Available Receipts | e, |

The user clicks Browse and locates the desired receipt.

Attach Receipt x

Click Browse and select a .png, .Jpg, .Jpeg, .pdf, .html, tif or .tiff file for upload. 5 MB limit per file.
No Receipt? Create a missing Receipt Affidavit here.

File Selected for uploading:

RoadhouseReceipt.png

The user clicks Attach. In the expense list, the Receipts Required icon becomes
the Receipts Received D icon.

View - Expense Entry Level

There are several ways to view expense entry level attachments:
e Use the Receipt Image tab
e Use the Receipt Received D icon

e Use the Receipts menu
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Section 6: What the User Sees

USE THE RECEIPT IMAGE TAB

With the entry open, the user clicks the Receipt Image tab.

Sales Training
i =+ New Expense | [ =+ Quick Expenses i Import » Details ~ Receipts + Print / Email ~
Expenses == B viewr « | Expense| | Receiptimage Available Receipts
4] Date Efpense Amount @ E G
[v] 01/05/2015 Dinner $62.63
Roadhouse
THE ROADHOUSE
161 MAIN STREET
ANYTOWN . NY
DINNER 42.62
DESSERT 7.95
COFFEE 3.00
TAX 9.06
TOTAL: $62.63
THANK YOU!
TOTAL AMOUNT TOTAL REQUESTED
$62.63 $62.63

The user can use the toolbar to zoom and rotate the image, if desired.

e (0 ¢J)
THE

NOTE: Rotating is not available for all image formats.

UsEe THE RECEIPT RECEIVED ) IcoN

The user hovers the mouse pointer over the icon. The image appears.

Receipt *
Salg e ¢
{ e
Expensd THE ROADHOUSE B
[ | oa 161 MAIN STREET
e ANYTOWN, NY Lounse
T e e
'ﬂ DINNER 42.62
O | % | pESSERT 7.95 | [pRecentyU
COFFEE 5.00 Dinner
Wits 9,96 Il Expense T
TOTAL: $62.63 Business Promoti
P———
THANK YOU!
Local Phone
Long Distance
Online Fees
Pager
“ompany Car Exp(
ity
‘Company Car Oi
Gompany Car Wi
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Section 6: What the User Sees

USE THE RECEIPTS MENU

The user can also view receipts using the steps in View - Report Level.

NOTE: Where the Receipt Image tab shows only the recipt attached to the selected
expense entry, using Receipts > View Receipts in new window or View
Receipts in current window shows all report level and expense entry level
receipts.

Remove - Expense Entry Level

If the user uploaded the wrong image, they can delete it and try again. The user can
delete the receipts only if the report has not yet been submitted or if the report has
been submitted then returned to the user.

The user can remove (detach) a receipt from an expense entry:

e Use the Receipt Image tab

e Use the Receipt Received O icon

Note the following:

e A removed/detached receipt is not actually deleted. It is moved to the
Available Receipts library — even if it was not originally housed in the
Available Receipts library.

e Once the receipt is removed/detached, the Receipts Received D icon again
becomes Receipts Required icon in the expense list.

e For reports that have been returned to the user:

¢+ Concur Expense creates an audit trail entry indicating that receipts have
been deleted.

¢ If Concur Expense had marked the receipts as received (in Processor), the
delete process will mark the receipts as not received.
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Section 6: What the User Sees

USE THE RECEIPT IMAGE TAB

The user clicks the Receipt Image tab and then Detach From Entry.

Sales Training
=+ New Expense =+ Quick Expenses Import » Details = Receipts = Print / Email
Expenses View~ & | Expense| \ Receipt Image ‘ Available Receipts
Date Expense Amount @
[v] 01/05/2015 Dinner $62.63
0 Roadhouse

THE ROADHOUSE
1861 MAIN STREET
ANYTOWN . NY

DINNER 42.62
DESSERT 7.95
COFFEE 3.00
TRX 9.06

TOTAL: $62.63

THANK YOU!
TOTAL AMOUNT TOTAL REQUESTED
$62.63 $62.63 ==
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Section 6: What the User Sees

UsE THE RECEIPT RECEIVED 2 IcoN

The user hovers the mouse pointer over the icon. The receipt appears. The user
clicks Detach From Entry.

Receipt x

Sald @0 ¢

| News

Expenss THE ROADHOUSE o

O o 101 MAIN STREET

s ANYTOWN, NY  once

BT pomae, click the ¢
‘ﬂ DINNER 42.62

O | % | DESSERT 7.95 | [PRecentyU
| /| coFFeE 3.00 | | oiner

TAX 9.06

Il Expense Ty

TOTAL: $6Z.B3 pusiness Promoti
Misc. Promotiong
THANK YOU! Trade Shows

[Communications

Cellular Phone
Local Phone

Long Dist:

Online Fees
Pager
=L ompany Car Exp|
Detach From Entry pany Car Mg
pany Car Mil
o~ — Company Car Oil
Company Car Wi

Attach/View/Remove a Receipt in the Available Receipts Library

Attach - Available Receipts Library
There are several ways to attach a receipt that is stored in the Available Receipts
library:
e Use the Attach ) icon
e Use drag-and-drop
e Use the Attach Receipt button

e With the line item selected, click Save to attach to line item

Note the following:

e Receipts in the Available Receipts library can be attached to expense entries.
They cannot be attached at the report level.

e The Available Receipts library contains receipts received by Concur Expense
within the previous 365 days. Older receipts will not be available.
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Section 6: What the User Sees

e Once the receipt is attached, the Receipts Required "' icon becomes the
Receipts Received @ icon in the expense list.

USE THE ATTACH ©) ICON

The user opens the desired expense entry and clicks Available Receipts.

Sales Training

i o New Expense

| =+ Quick Expenses Import » Details Receipls

Expenses
Od Date -
¥ 01052015

01/05/2015

Print / Email ~

(D (20 (@) v« | pence

Expense

Dinner
Roadhouse

Breakfast

Amount
$62.63 Expense Type
Dinner
$18.13 Business Purpose

Delete Report  [RETEEwe]

Available Receipts

Transaction Date
| orosioms

Enter Vendor Name
Roadhouse

In the Available Receipts window, the user clicks the Attach 9 icon on the desired

receipt.

Sales Training

+ New Expense i

Expenses
O Date ~
] 01/05/2015
[ 01/05/2015

Expense Amount
Dinner $62.63
Roadhouse

Breakfast $18.13

+ Quick Expenses Import * Details Receipts +

Expense
Expense Type
Dinner

Transaction Date
| 01/05/2015

Business Purpose
Enter Vendor Name:
Roadhouse

city

Payment Type
[ |

Print / Email =

|»

Delete Report Submit Report

Available Receipts x

Add receipts by emailing them to receipts@concur.com
Manage My Verified Emails

Delete

RoadhouseReceipt. png

In the expense list, the Receipts Required

icon.

USe DRAG-AND-DROP

icon becomes the Receipts Received Q

NOTE: Drag-and-drop is not available in all versions of all browsers, for example, it
does not work for older versions of Internet Explorer.
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Section 6: What the User Sees

The user drags-and-drops a receipt to an expense entry.

Sales Training

+ New Expense || = Quick Expenses |  Import » Details ~ Receipts - Print / Email +

Expenses View: & | NewExpense | Available Receipts [ Refresn | upicad Y
O Date - Expense Amount 21 Add receipts by emailing them to receipis@concur com
Adding New Expense Expense“ | Manage My Verified Emails
- To creale a new expense, click the appropriale =l
U 0170512015 g'onarzlirouse $6263 expense type below or fype the expense type in the DO i Delete
To edii an exisling expense, click the (d
i 3 THE ROKTAOUE|
[] 01052015  Breakfast (& Na L Delete |Melefisideolthepage. ”Ef.:f‘n- W sthéer
LA
Toe hebmouce n@ (mYa] fm Delete @
181 MAIN STREET - D1 NNER 2.k
A TOWYaY THE ROADNRRE DESSERT 7.95
COFFEE a8
e 0.6z Tax 9.5
SSER 5 TOTAL: 362,63
COFFEE [t N
e e -
TOTAL: 362,65 |ycn i .66 RoadhouseReceipt png
Fees i TOTALY 362.65
RoadhouseReceipt.png Promd o _
" RoadhouseReceipt png
motio
Trade Shows (B o) Delete
_ THE RORDMOUSE
101 WAIN STREET

Note the following:

e The desired expense does not have to be open. The user simply drags the
receipt to any expense in the expense list.

e In the expense list, the Receipts Required icon becomes the Receipts
Received @ icon.

USE THE ATTACH RECEIPT BUTTON

The user opens the desired expense entry and clicks Attach Receipt.

Sales Training -

| = New Expense | + Quick Expenses | Import Details ~ Receipts ~ Print / Email ~

Expenses View~ & | Expense ‘ Available Receipts
Date~ Expense Amount 7
i‘ 01052015 Dinner $6263 Expense Type Transaction Date
Roadhouse Dinner v l 01/05/2015 R
Business Purpose Enter Vendor Name
|\ | Roadhouse
City Payment Type
I Cash v
Amount Comment
I 62.63 usp | v
"7 personal Expense (do not reimburse)
TOTAL AMOUNT TOTAL REQUESTED I 3
$6263 $6263 Save [ Itemize ] [ Allocate u[ Attach Reoelplm }:anoel ]
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Section 6: What the User Sees

The Attach Receipt window appears, allowing the user to upload or to select a
receipt from the Available Receipts library.

Attach Receipt x

Click Browse and select a .png. .Jpg. .jped, .pdf, .html, .tif or .tiff file for upload. 5 MB limit per file.
No Receipt? Create a missing Receipt Affidavit here.

1

File Selected for uploading: Browse.. [ DAlECH
Na file selected

Or choose an image from your Available Receipts.

Available Receipts ey

Wik YiuE

RoadhouseReceilf RoadhouseReceif CaffeinePlanetRe:

The user selects the check box of the desired receipt and clicks Attach.

Or choose an image from your Available Receipts.

Available Receipts Attach

[+ L L

HE REALHELE HE RERHELE
B WAEH ETAEET B WAZH ETAEE

HRRE Y00

RoadhouseReceif RoadhouseReceif CaffeinePlanetRe:

In the expense list, the Receipts Required icon becomes the Receipts Received o
icon.

View - Available Receipts Library

The user can view receipts using the steps in View - the Expense Entry Level.
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Section 7: What the Delegate Sees

Remove - Available Receipts Library

The user can remove receipts using the steps in Remove - the Expense Entry Level.

Submit Report

Once the user ensures that the receipts are attached correctly, they submit the

expense report as usual.

Section 7: What the Delegate Sees

Delegate Configuration and User Profile

Whether or not a delegate can view, add, or remove receipts (either directly or in the
user's Available Receipts library) depends on two factors:

e If the client's delegate configuration allows it.

A Refer to the configuration information in this guide.

- and -

e If the configuration allows it, then whether the user allows it (as shown
below).

If the client configuration allows delegates to manage receipts, then the Can View
Receipts option is available in Profile for users to define the options available to
their delegates.

Expense Delegates

Delegates Delegate For

[ raa | save J Ocete

Delegates are employees who are allowed to perform work on behalf of other employees.

Expense and Request share delegates. By assigning permissions to a delegate, you are assigning pemissions for Expense and
Request.

Can Can Receives
Can Submit Submit | Can View |Receives Can Can Approve  Approval
Name Prepare Reports Requests | Receipts | Emails Approve Temporary Emails

Brown, Terry
temybrown@randomverbs.com

The user clicks Profile > Profile Settings and then Expense Delegates (left
menu). For the desired delegate, the user selects (enables) the Can View Receipts
check box.
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Section 7: What the Delegate Sees

NOTE: The setting says "view" but it includes view, add, delete, etc.

If the Can View Receipts check box is not checked, these are not visible/available
to the delegate:

e Receipts Received  icon and the Receipts Required icon
e Receipts menu

e Attach Receipt button (at the bottom of the expense entry)
e Available Receipts library

The remaining information in this section assumes that the Can View Receipts is
enabled.

Email Registration for the Available Receipts Library

To allow the delegate to email receipts into a user's Available Receipts library, the
user's email address and the delegate's email address must be verified in their
respective profiles.

First, the delegate verifies their own email address (as described in Prepare to Use
the Available Receipts Library in this guide).

Then, the user can verify their own email address or the delegate can initiate the
verification process on behalf of a user, but the delegate cannot complete it. To do
so, the delegate - while working on behalf of the user - clicks Verify in the user's
profile. Concur Expense sends the verification email to the user - not the delegate.
The user opens the email and enters the verification code into their own profile.
When the process is complete, the delegate can email receipts on behalf of the user
as described below.

Email Receipts to a User's Available Receipts Library

To email receipts for a user, the delegate:

1. Prepares an email to receipts@concur.com

2. Enters only the user's verified email address in the Subject: line
3. Attaches the receipts
4. Sends the email

The system:

e Confirms that both the delegate sending the email and the user in the subject
line (delegator) have verified email addresses

e Confirms that a delegate-to-delegator relationship exists between the sender
(delegate) and the user in the subject line (delegator)
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Section 8: What the Approver and Processor See

Then:

If both verification steps are found to be true, the receipt is added to the
user's repository.

If the sender is not the delegate of the user in the subject line (delegator),
the receipt is added to the delegate’s repository.

If the delegate does not have a verified email address, the email is discarded.

Upload, View, Delete Receipts; Use the Available Receipts Library

A delegate can - while working as a user - upload, view, and delete receipts either
directly or using the user's Available Receipts library. The delegate uses the steps in
What the User Sees in this guide.

Section 8:

What the Approver and Processor See

The approver and processor:

Can view receipts

Can upload receipts at the report level, if the configuration allows report level
attachments

+ If a receipt already exists at this level, then the approver/processor
attachment is appended to the original.

+ If there is not already an attachment, then the approver/processor
attachment is the only receipt.

Can upload receipts at the expense level (not from the Available Receipts
library)

+ If a receipt already exists at this level, then the approver/processor
attachment is appended to the original.

+ If there is not already an attachment, then the approver/processor
attachment is the only receipt.

Cannot remove a receipt, even if the approver/processor added the receipt

Cannot access or view the user's Available Receipts library

To upload and view, the approver and processor uses the steps in What the User
Sees in this guide.

If the processor or approver wants a receipt removed, they must return the report
the user (or delegate) to complete that task.
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Section 9: Manage the Available Receipts Library
This section provides additional information about the Available Receipts library,
including how to:
e Email receipts to the library
e Upload receipts to the library, if you are allowed to upload
e Delete receipts from library
e View, zoom, and rotate receipts

e Send receipts to the library via Chrome

Email Receipts to the Library

The user prepares the attachments using the information in Guidelines for Uploads
and Emails in this guide. Then, the user prepares the email to receipts@concur.com,
attaches the receipts, and sends the email.

Delegates

B For information about delegates sending receipts to the Available Receipts

library, refer to What the Delegate Sees in this guide.

Upload Receipts to the Library

From the Expense Home Page

The user clicks Expense on the menu.

- - LY
H H Delete Delete
] | ]
] 1 F Bi F
H H RE DCJIDNFEE .PUENNPEL ﬂ:NENTTEq Cattleman's Steakhouse
! ' REDMOND WA 100 West 5th Ave
1 1 Dallas Texas
: + i | COFFEE 5.62
' 1 DANISH (2) 6.21
i Upload New | | Corree wuc 9:EN | July 28 2011
! Receipt P Ll PFIME RIb SM ...vvievieenioresss: 32,00
i ) H TOTAL: $18.13 Prime Rib Ig...coieeieiriicriinnn... 42,00
1 Cl|ckheretos¢_=.le;1and upload new H PFIME RID 19100 veeveersverseennn. 42,00
i receipt images. i ek e New York Steak................... 18.00
. H = DESSErt..ccvieiiiieeriaeiniaennn..9.50
H H DESSErt. . cvvrineriiinsriisnniiinnni: 9,75
: : CaffeinePlanetReceipt.png CattlemansSteakhouseReceipt.png
\mmmeeemmmsmmsseesmssmsssm—e= ;
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At the bottom of the page, the user clicks Upload New Receipt. The Receipt
Upload window appears.

Receipt Upload

For best resulis, scan images in black & white with a resolution of 300 DPI or lower.
Click Browse and select a .png, .jpg, -jpeq, -pdf, .himl, .4if or .4ff file for upload. 5 MB limit per file.

Files Selected for uploading: Browse...

Mo files zelected

The user clicks Browse and locates the desired receipt. The user clicks Upload and
Close. The receipt is then available to be attached at any time.

From the Expense Entry

The user can open any report and click Available Receipts.

Administration » | Help ~

App Center
profic - @
-

CONCUR Requests Travel Expense Invoice Approvals Reporting ~

Manage Expenses View Transactions Cash Advances = Central Reconciliation + Process Reports Authorization Requests ~

Delete Report TR

Vendor Visit - LenDev

| % NewExpense | + QuickExpenses | Importv  Defalsv  Recepls*  Print/Email r
Expenses View® & | NewExpense Available Receipts
O Date ~ Expense Amount
Adding New Expense Expense

To creaic & new expense, click the appropriate expense type below or fype the expense ype in the fickd above. To edit an existing

expense, click the expense on the leff side of the page.

@ Recently Used Expense Types

The Available Receipts pane opens.

Delete Report [T LT

Vendor Visit - LenDev

"% How Expense || 4 Quick Exponses 3 Import Detais v Receipls Print / Email »
Expenses View® & | NewExpense Available Receipts Refesh x
| Date~ Expense Amount =1 Add receipts by emailing them to receipts@concur com
| AR EED B Verify My Email
To creste 2 new expense, click the appropriate expense type below or fype the
(LNa) Delete (D) Delete

expense fype in the fiekd above. To edit 5 existing Sxpenss, cick the expense
an the leff side of the page.

A ANET
oI CENTER
FEONOND ¥R

C
REDA, Cattieman’s steakhouse
1

00 West 5th Ave
Dailos Texas

@ Recently Used Expense Types

5.62

Dinner Room Rate S | uly 28 2011
g L8
Aifare Breakfast
TaTALs $t8.18
Office Supplies
G iptpng c

All Fvnance Tunac
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Section 9: Manage the Available Receipts Library

The user clicks Upload. The Receipt Upload window appears.

Receipt Upload x

For best resuliz, scan images in black & white with a resolution of 300 DPI or lower.
Click Browse and =select a .png, Jpg, Jpeq, .pdf, .himl, Aif or 4ff file for upload. 5 MB limit per file.

Files Selected for uploading: Browse. .

Mo files selected

Close

The user clicks Browse and locates the desired receipt. The user clicks Upload and
Close. The receipt is then available to be attached at any time.

Delete Receipts from the Library

Either at the bottom of the Concur Expense home page (in the Available Receipts
section) or in the Available Receipts library, the user clicks Delete on a receipt.

S T F e
RE DCF% NF[:I.: .TNUEN NPEL ﬂ:NELNT]' ER Cattleman's Steakhouse
REDMOND WA 100 West 5th Ave
Dallas Texas
COFFEE 9.62
E!FIPT’I_SH (23 6.21 July 28 2011
COFFEE MUG 4.58
i ke Prime Rib M ccvvvvvviiiniiiienes. 32,00
TOTAL: $18.13 Prime Rib Ig...cocoeevvinmeiiannnn. 42,00
Prime Rib Ig........coviviiinnenn, . 42,00
, H Mew York Steak................... 18.00
JHANKHOU! Dessert........ccviinviiineninnennn...9.50
1= === . «
CaffeinePlanetReceipt png CattlemansSteakhouseReceipt png

If the receipt is associated with a mobile expense (an expense generated on a mobile
device using the SAP Concur mobile app) or is an e-receipt, the user cannot delete
the receipt from the library.

e To delete a receipt associated with a mobile expense, the user must delete
the mobile expense.

e To delete an e-receipt, the user must delete it from the Available Expenses
area, providing the client's configuration allows deletions.
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View, Zoom, and Rotate Receipts

To view, either at the bottom of the Expense home page (in the Available Receipts
section) or in the Available Receipts library, the user clicks D ona receipt.

CRFFEINE PFLRANET
REDMOND TOWNE CENTER
REOMOND WA

COFFEE 5.62
DANISH (2} .21
COFFEE HU& 4.58
TRX 1.58
TOTAL: #18.13
CaffeinePlanetReceipt png

The window expands.

Available Receipts X

CaffeinePlanetReceipt.png

\(— Previous Deleie g ﬂ G Mext =¥

CAFFEINE PLANET
REDMOND TOWNE CENTER
REDMOND WA

COFFEE 5.62

Then, the user can:

e Use the toolbar to zoom and rotate.

NOTE: Not all image file types can be rotated.

¢ Use Next and Previous to navigate between receipts.

e Click the Gallery button to return to the gallery view.
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Sending the Receipt Image from the Chrome Browser

By installing the Concur Travel & Expense Web Receipts plug-in available from the
Chrome Web Store, the user can take screenshots of a receipt directly within the
Google Chrome browser, and that picture is sent to their folder within Available
Receipts library.

How It Works

The user first downloads the plug-in by typing Concur Travel & Expense Web
Receipts in the Search box:

~— chrome web store * rubythorne@gmail.com v

% Expense Web Receipts X

Extensions 1of 1extensions
« Home
(O Extensions r=-= & q
Receint Concur Travel & Expense Web Receipts
| Receip
O Themes Grab Offered by: www.concursolutions.com
-

Features I Capture and Attach Screen Create receipts for your online purchases in two clicks with Concur Tra
Image Receipts.

O Runs Offline e — .8 8 & 23 Productivity

The user agrees to the terms, and clicks Add extenstion:

(o, Add "Concur Travel & Expense Web Receipts"?

It can:
Read and change all your data on the websites you visit

Display notifications

Add extension |

l—l\r—'\-’l T%sf s ¥ ¥ wrns 1 \\J\-’\-‘.r—'\v\-’

The plug-in is downloaded and displayed as an icon in the upper-right corner of your
Google browser window:

Concur Travel & Expense Web Receipts
has been added to Chrome

Use this extension by clicking on this icon.

Manage your extensions by clicking Extensions in the

Tools menu.

Concur Expense: Receipt Handling - Digital Receipts Setup Guide 33
Last Revised: October 31, 2019
© 2004 - 2021 SAP Concur All rights reserved.


https://chrome.google.com/webstore/category/home?utm_campaign=en&amp;utm_source=en-et-na-us-oc-webstrhm&amp;utm_medium=et

Section 9: Manage the Available Receipts Library

Use the Plug-in to Capture Receipt Images

The user clicks the icon, then Connect to Concur Travel & Expense.

w O o

.| Connect to Concur Travel & Expense
C. Visit the Website {Ij

Close

&

The user logs in to SAP Concur using their credentials:

Sign In

Username

username@company.com

Remember me

Forgot Username?

Not a Concur user yet? Try Test Drive

The user clicks Create Receipt From on the right-click context menu, or clicks the
icon directly and selects the command from the menu.

The user positions the capture area as needed, and then clicks Capture. The image

is copied to your Concur Expense receipts folder and is available in the Available
Receipts library.
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Section 10: Other Considerations

Hold for Receipt Image Workflow Step

The administrator can add a step to the Concur Expense workflow that requires
receipt images to be attached to an expense report before the report can be sent to
the first approver. Once the Imaging service receives the receipts, they are attached

to the report in PDF format and the report can move to the next step in the
workflow.

| For more information, refer to the Expense: Workflow - General Information
Setup Guide.

Adobe Reader

Every client computer that utilizes the Imaging service must have the correct version
of Adobe Reader installed. SAP Concur recommends version 8.0 or newer. Concur
Expense does not provide Adobe Reader as part of Imaging. Adobe Reader is free to
install and can be downloaded at http://www.adobe.com.

NOTE: The first time an employee submits or prints a report from within Concur
Expense and Imaging has been activated, the system checks for the
availability of Adobe Reader on the employee's computer. To assist the
employee with the application installation, a link can be provided during
configuration of Imaging that will direct the employee to the Adobe website to

install the application, or to any other URL that is designated as the access
point for Adobe Reader.

Adobe Reader must be configured to display the PDF in the browser and not in a
separate window.

Compression

The Imaging service compresses larger PDFs. Images are not affected immediately;
however, if a user views a PDF later, the user may notice that the receipt image is
now grayscale and may not be quite as clear.
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Troubleshooting Receipt Image Uploads

The following table displays error messages or scenarios that the employee may
experience after attempting to upload receipt images to the Image Upload Server.

Error Message Description Solution

No files selected. There are no files to be Use the Browse button to
uploaded in the Files select files to upload.
selected for uploading list.

Completed. The file is successfully N/A.
uploaded.

File Exceeds Size Limit. The maximum file size is Save the file in a different
displayed in the Attach Files | format or rescan the file at
window. Refer to that 300 dpi or lower to reduce
information. the file size. For best results,

scan or take a photo as a
black and white picture with
no more than 1024 x 768
image resolution.

NOTE: Do NOT attempt to
compress the file using file
compression software.

File Format not Supported. The format of the file is not Save the file in the PNG,
supported by the Receipt JPG, JPEG, PDF, TIF, OR TIFF
Image Upload feature. formats only.

Also, refer to Specifically
About PDF Files in this guide.

Upload Error. The file was not successfully The upload process was not
uploaded for unspecified successful. You may attempt
reasons. to upload the file in a new

session. If this error
continues, consult your SAP
Concur Administrator for
further directions.

Session has expired. Please | The session has timed out Close and log in again.
log on to the application due to inactivity over 24
again. hours.

Unable to upload images at | The file was not successfully Open a new instance of
this time. There may have uploaded for a variety of Expense and try again to
been an error in the reasons. upload files.

application, or you may
have clicked the Refresh
button. Close this browser
window and retry the image
upload from within the
application.
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Section 11: Using the Missing Receipt Affidavit

Overview

When a user is required to provide receipt images but cannot locate them (for
example, they are lost or destroyed), the user can digitally sign an affidavit that is
submitted instead of the actual imaged receipts. This way, the report can be
submitted in a timely manner and, at the same time, comply with company policy on

receipt submission.

User, Delegate, and Proxy

The affidavit can be submitted only by the user - not the user's delegate or a proxy.

What the User Sees

The user requiring an affidavit clicks Receipts > Missing Receipt Affidavit.

Vendor Visit

Receipts » Print / Email »

Receipts Required
Check Receipts
Attach Receipt Images

View Available Receipts

ENSe

e

hte a new expense, clil

=+ New Expense = Quick Expenses Import ~ Details ~
Expenses e [
] Date~ Expense

Adding New Expense

] 01/06/2015 Dinner

ﬁﬂjecently Used EXx

Dinner

All Expense Types

The Missing Receipt Affidavit window appears.
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Missing Receipt Affidavit X

The client can add customized "explanation” text here.

To create an affidavit, choose from the Expense(s) below that require a Receipt

[+] Expense

v Dinner

Date « Amount
01/06/2013 $61.23

The client can add customized "acceptance” text here.

Accept & Create Cancel

NOTE: The client can add customized text above and below the expense list in the
Missing Receipt Affidavit window. The text can also be localized. Both
processes are described in the configuration section in this guide.

The user selects each entry requiring a receipt image where the original receipt has
been lost or is otherwise not available, and then clicks Accept & Create.

The system adds the O icon to each expense entry associated with the affidavit:

Vendor Visit

Expense
01/052015 Dinner

o

The system also creates an image of the affidavit statement, attaches it to the entry

or entries, and creates a record of the date, time, employee name, and other details
for review purposes.
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Section 11: Using the Missing Receipt Affidavit

The user can view the affidavit by hovering the mouse pointer over the O icon.

Vendaor Visit
- Missing Receipt Affidavit

Expense
O Dat
U o Retrievi@lmages

A%ﬁdavit Image Avalablemdges from Image Server. Please wait.......

Depending on the browser, the image may appear in a separate window.

Missing Receipt Affidavit - Dinner

Date of Expense:  01/05/2015
Amount:  $53.07

Chris Collins
01/11/2015
3:58 AM Greenwich Mean Time

NOTE:In addition, a flag is set that can be used for audit rules to identify reports
using the affidavit image type, as described in the configuration section of this

guide.

Delete the Affidavit

If the user later finds the receipt (before the report is submitted), they can delete
the affidavit and attach the receipt image. To do so, the user simply hovers over the

icon and clicks Detach From Entry.
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Additional Ways to Access the Affidavit Option

There are several ways to access the affidavit. They include:

The user clicks Receipts > Receipts Required. In the Receipt Review
window, the user clicks Attach Receipt Images. The Receipt Review
window expands. The affidavit option becomes available.

Receipt Review

Reminder: Receipts Required!
According to company policy, you must provide receipts for the expenses listed below.
“fou may attach scanned images to individual expenses or io the report.

m| RaCIHECE R MEaE= | View Receipts
Amount

Date =

0170672015 561.23

Expense
| Dinner

Receipt Upload and Atiach
To attach a file to an expense line item first select it, then choose and upload the file. Line tem attachment should be
used when the file is for a single expense line item. To attach a file to the Available Receipls, choose and upload up

to 10 files, without selecting an expense line item.
i i ¥ i olution of 300 DP or lower.

Mo Receipt? Create a missing Receipt Affidavit here.
Click Browse and select a .png, .Jpg, Jpeq, .pdf, himl, .tif or .4iff file for upload. 5 MB limit per file.

Browse...

Files Selected for uploading:

Mo files selected

Close
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Section 11: Using the Missing Receipt Affidavit

The user clicks Receipts > Attach Receipt Images. The Receipt Upload
and Attach window appears. The affidavit option becomes available.

Receipt Upload and Attach B %

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

To attach a file to an expense line item first select it, then chooze 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 ifem.

Expense

Date « Amount
| Dinner

01/06/2015 561.23

esolution of 300 DP1 or lower.

Files Selected for uploading: Browse...
Mo files selected
Close

In the Available Receipts window, the user clicks Upload. The Receipt
Upload window appears. The affidavit option becomes available.

Receipt Upload

For best resulis, scan images in black & white with a resolufion of 300 DPI or lower.
Click Browse and select a .png, .jpg, .jpeg, .pdf, .html, .tif or .Liff file for upload. 5 MB limit per file.
or-bes He—sear-images-ir-blaek-Scwhite-wi ezolution of 300 DP1 or lower.

Mo Receipt? Create a missing Receipt Affidavit here.

iles Selected for uploading:

Browse...

Mo files selecled
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Section 12: Japan E-Bunsho Receipt Timestamps

¢ When adding or editing an expense entry, the user clicks Attach Receipt.
The Attach Receipt window appears. The affidavit option becomes available.

Attach Receipt *

I, .tif or .4iff file for uplead. 5 MB limit per file.
No Receipi? Crealte a missing Receipt Affidavit here.

File Selected for uploading: Browse...

No file selected

Or choose an image from your Available Receipts.

Available Receipts Aitiach

O (]

A Tiee tECR P —
PN Wank Seh Ava
Do Twrwe

Iy 2 AT

........

CaffeinePlanetRe CatflemansSieakt

Cancel

Configuration

To configure the affidavit feature, refer to the configuration section below.

Section 12: Japan E-Bunsho Receipt Timestamps

The eBunsho Timestamp feature for Japan allows admins to configure timestamping
of receipts for groups of users.

Admins may use these timestamps in workflow rules and audit rules.

There is a validation process for monitoring received, pending, requested, and
ineligible timestamps. The validation process revalidates the successfully
timestamped images and displays counts and totals by date range for valid and
invalid timestamped images.

The new feature allows clients in Japan to maintain legal compliance to use images in
lieu of paper receipts, per the e-Bunsho regulations.
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What the User Sees

When creating expense reports, users see successfully timestamped receipts display
with a new icon (Q). Available Receipts display a valid timestamp or a status for

each receipt image.

NOTE: Users cannot append another image once an image has been timestamped.

E-BUNSHO ICON

[@concur | Travel | Expense

App Center
Manage Expenses Process Reports
Pacific Conference
Summary Details * Receipts * Print / Email *

Expenses View v & | Summary
Date~ Expense Type Amount Requested Report Summary
0681022017 Lunch $800.00 $800.00 Report Totals
0%,

e-Bunsho Timestamp
icon: ﬂ
TOTAL AMOUNT TOTAL REQUESTED
$800.00 $800.00

Amount Due Company
50.00

Help ~

Profile ~ &

Amount Due Employes
5800.00

RECEIPT WITH E-BUNSHO TIMESTAMP

11
11.08

$22.80

Delete e o
DINER
TOWN
USH
DINNER
DINNER
TOTAL:
THANK YOU!

( Timestamp: 06/14/2017 0235 @

Image Size: 3024x4032
Color Depth: 24

MNext =
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RECEIPT WITHOUT E-BUNSHO TIMESTAMP

I

v 5]

o
o= iz
@ -

o

m

i8]

15

L

E
x

Delete ° o (: Next =

DINER
TOWN

Ush

DINNER 11
DINNER 11.68

TOTAL: $22.88@

THANK YOU

Timestamp: Ineligible Image Size: 3024x4032
Color Depth: 24

POsSIBLE TIMESTAMP STATUSES

Status Description

Received The receipt has entered the system.

Pending The image is not yet queued for a timestamp.
Requested A timestamp has been requested.

Ineligible The image is not eligible for a timestamp because it is

less than 3.88M pixels.

NOTE: To be eligible for an e-Bunsho timestamp,
images must be more than 200dpi (scanner) or 3.88M
pixels (smartphone/digital camera) and at least 24-bit
color for RGB.

Invalid The image has failed a validation check.
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NOTE:

Timestamp statuses display to the user and are described in this guide;
however, validation statuses do not display to users and are available to
Concur Expense for troubleshooting purposes only. The validation statuses
are:

e ENTITY NOT FOUND

e NOT TIMESTAMP IMAGE

e INELIGIBLE IMAGE

e INVALID IMAGE ID

e IMAGE NOT FOUND

e DELETED

e TIMESTAMP NOT YET RECEIVED

e INVALID

e VALID

DELETING RECEIPT IMAGES

There are instances when the system disables a user’s ability to delete or remove a
receipt image:

In the Receipt Library, when a receipt image is successfully timestamped or if
the status is in pending, the user may not delete the receipt image.

On an expense entry, when a receipt image is successfully timestamped or if
the status is in pending, the user may not detach the receipt image from the
entry.

NOTE:

Deleting and detaching receipt images is permitted when the timestamp
status displays in red text, such as ineligible and invalid statuses, unless the
status is in pending.

What the Admin Sees

Admins see changes in the following places:

Group Configurations
Workflow Rules
Audit Rules

Receipt Rules

Tools

Process Reports
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Section 12: Japan E-Bunsho Receipt Timestamps

Group Configurations

On the Group Configurations page, from the Digital Compliance Country Rule
list, admins can select Japan e-Bunsho for groups of users.

Configuration for Group: X
Group: Global-Global- France
Group Name: Receipt Digitalization
Attendee List Form: v
- _ )
Digital Compliance v
Country Rule: .
Spain
For Expense France S
Assistant, allow Japan e-Bunsho ~
tugsnarﬁs;o optoutor | yone
AN J

Allow user to register Yodlee Credit Cards (This setting cannot be revoked
once granted)

Allow user to upload XML tax receipts.

Utilize rich card data for receipts handling

-

coe (D

| For more information, refer to the Expense: Group Configurations for Expense
Setup Guide.
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Section 12: Japan E-Bunsho Receipt Timestamps

Admins see Is Digitally compliant in Workflow Rules (and Audit Rules and
Receipt Handling).

Edit Condition x
Name: I GRDC
Force Evaluation:
Has Merchant Tax ID
Has Missing Receipt Affidavit
Data Object/Operator Field/Value Operation Has Request Entry
¥ Has Travel Reservation
Entry + ) Is Digitally compliant Has VAT
ANY, Equal Is a Company Card Entry
Value = Missing Tax Receipt
2 Number of Attendees
. Org Unit 1
Org Unit 2
Org Unit 3
Org Unit 4
Org Unit 5
Org Unit 8
Cancel

L1 For more information, refer to the Expense: Workflow - General Information
Setup Guide.
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Audit Rules

Admins can create restrictions on save of expense entries using Audit Rules.

Audit Rules

Custom || Random | Validation

1) AuditRule () Conditions (@

m Has Mileage Calculator -
Has Missing Receipt Affidavit

Has Mobile Receipt

v Has Request Entry

Has Travel Reservation

Data Object/Operator Field/Value Operation

Entry A
Has User-Attached Receipt Image
Has VAT
Has commute deduction

Value v

Hotel Location (Hotel E-Receipt)
¥ | Hotel Name (Hotel E-Receipt)

Is Billable

Is a Company Card Entry

Last Modifying Source

Missing Tax Receipt

Number Of Days (Car Rental E-
Receipt)

Number OF Units (Booked)
Number of Atiendees
Number of Rental Days

Number of days the vehicle was
rented

Ora Unit 4

Cancel <<Previous

L) For more information, refer to the Expense: Audit Rules Setup Guide or the
Expense: Workflow Setup Guide.
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Receipt Handling

Section 12: Japan E-Bunsho Receipt Timestamps

Admins can create limits using Receipt Handling.

Receipt Handling

1) General OCoancns

Data Object/Operator

Receipt Limits | Payment Hold Configurations || Scan Configurations Approved Senders

Has Merchant Tax ID -
Has Mileage Calculator
Has Missing Receipt Affidavit

Operation

\ v

| Entry

¥ | 1s Digitally compliant

| Value

Has Mobile Receipt
Has Request Entry
Has Travel Reservation
Has User-Attached Receipt Image
Has VAT
Has commute deduction
Hotel Location (Hotel E-Receipt)
Hotel Name (Hotel E-Receipt)
Is Billable
(Is Digitally comp\iam)
Is a Company Card Eniry
Last Modifying Source
Missing Tax Receipt

Number Of Days (Car Rental E-
Receipt)

Number OF Units (Booked)
Number of Atiendees
Number of Rental Days

Number of days the vehicle was
rented

Cancel <<Previous

-
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Tools

The E-Bunsho Timestamp validation tool allows the company to validate the
timestamps on a selected set of expense reports, usually done during the course of a
government audit. The tool displays counts of images submitted for validation during
a date range and can be used to view images that failed validation.

This tool is available to admins. The Digital Compliance Administrator role was
created to provide access to this tool.

On the Tools page, users can see the E-Bunsho Timestamp validation request

tool.
Administration = | Help ~
CONCUR Travel Expense App Center [}
Profile ~
-
Company Expense
Concur Classic Admin Payment Manager
Legacy Administrative Toel. Limited functions. Use Payment Manager to manage payments to employees, card
Company Card issuers, and vendors for approved expense reports and invoices
Manage Company Cards Cash Advance Admin
Attendee Admin Manage Cash Advances
Manage Attendees Import/Extract Administrator
Commuter Pass Admin Manage imports and extracts
Manage Commuter Pass Commuter Pass Import
E-Bunsho Timestamp Import Commuter Passes
Validation Request \-
w

F-Bunsho Timestamp Validation Request

Last Run Date Count of Images Validated Count of Penc

2017-06-08 1 1 7

2017-06-08 1 [+] [+]

2017-06-11 5 (] 5

2017-08-12 1 [+] 1

2017-06-13 4 1 o

3
Page 1| of1 [} Displaying 1 - 5 of &

The tool can be used to view the following information by date:
e Total Number / Count of Images
e Total Number / Count of Validated Images
e Total Number / Count of (images) Pending validation
e Total Number / Count of Failed images
+ Report Name
+ Expense Type
+ Vendor
¢+ Submit Date

¢+ Amount
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P To create a new validation request
1. Click Administration > Company > Tools.
2. Click E-Bunsho Timestamp.

3. Click New. The E-Bunsho Timestamp Validation Request page appears.

E-Bunsho Timestamp Validation Request
e

Start Date: | =

End Date: I | |

4. In the Start Date field, type a date or use the date picker button.

Cour [ o

Start Date:

End Date:

4 June 2017 =

5. In the End Date field, type a date or use the date picker button.

6. Click Submit. The report shows the total count of images, the number of
validated images, the number of pending images, and the number of failed
images.

Last Run Date | Countof Images | Validated Count of Pending | Failed

2017-08-11 = o =) o
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NOTE: Submitting a date multiple times does not create the appearance of
duplicate validations. Each image will display as validated in only one
run. The run history displays on the tool’s main window.

Last Run Date Count of Images | Validated Count of Pending | Failed

2017-D6-08 1 1 1] 0

2017-D6-08 1

=]

1] 1

2017-D5- 5 0 z -

2017-D5-12 1 0 1 o
201M7-05-13 4 1 3 0
20M7-05-15 1 D 1 0
2017-D5-20 1 1 0 0
Page 1| of 1 !":; Displaying 1 - 7 of

P View the details of failed validations

1. In the Failed column, click on a number. The details display in a Timestamp
Validation Failure window.

Last Run Date Count of Images | Validated Count of Pending | Failed
2017-05-08 1 1 o 0
2017-05-08 1 0 ]

2017-08-11 5 0 5 0

2017-05-12 = = s =

2017-06-13 Timestamp Validation Failure : 2017-06-08 *
2017-08-15
o Report Name | Expense Type | Vendor | Submit Date | Amount

2017-06-20
Test3 Lunch 2017-08-D8 S800.00

Page] 1] of 1 I Displaying 1 - 7 of

2. Click X to close the Timestamp Validation Failure window.

Process Reports
Users with sufficient permissions may create queries from the Process Reports
page using the timestamp fields:
o Digital Compliance validation date
o Digital Compliance Status
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Sufficient permissions in this instance means having one of the following:
e Expense Processor
e Expense Processor (Audit)
e Expense Processor Manager

Configuration/Feature Activation

To configure the e-Bunsho feature, refer to the configuration section below.

Section 13: Receipt Digitalization

Overview

The Receipt Digitalization feature allows clients in France or Spain or clients who
have employees or configurations in France in Spain to conform paper receipts into
legal digital copies per the country's regulatory and government authorities.

NOTE: This feature requires that users must be using the latest version of SAP
Concur mobile NextGen Expense. The entire company does not need to
transition to NextGen Expense. However, any users associated to a group
configuration for France or Spain, who want to use the Receipt Digitalization
feature, must transition to NextGen Expense.

| For more information, refer to the NextGen Expense guides and resources.

Receipt Digitalization for France and Spain

The Receipt Digitalization feature for France and Spain includes:

e Offering a solution audited and homologated by the Spanish tax authority,
Agencia Estatal de Administracion Tributaria (AEAT) (Spain only)

e Enabling the conversion of paper receipts into digital copies with legal value
e Configuring audit rules that look for expenses with paper receipts
» Viewing the "Certified" status of the digitalized receipt in NextGen Expense

B For more information regarding homologated software for Spain, refer to the
AEAT website.

B For information regarding legislation in France, refer to Legifrance
government website.

| For information regarding the SAP Concur quality management plan for the
Receipt Digitalization feature, refer to the SAP Concur Quality Management
Plan.
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Section 13: Receipt Digitalization

Capturing Legal Copies of Paper Receipts

To capture legal copies of original paper receipts, users must use the latest version
of the SAP Concur mobile app, and can use Expense It with the mobile app. The user
takes a picture of the paper receipt with mobile app. Once the picture is taken, the
digitalization process is applied to the image. Once the process is complete, a stamp
displays on the digitalized receipt in the mobile app confirming whether the receipt is
certified or not.

wl 7 9:41 AM 9:41 AM
Cancel Expense Expenses
& Certified % Business Meals 58.36\
XS COFFEE :
:Ig:lﬁ:g ;rIEIERVE ROASTERY & /
SEATTLE. WA
206-264-0173
Business Meals $10.62

CASHIER: CHK 662703
CUSTOMER: v
PURCHASE
1 LATTE (W)
1 AMERICAND (V)

Taxi-Shuttle-Train $24.42

$0.00..

NOTE: The ability to digitalize a receipt captured at the report header level is not yet
available.

Failed Digitalization of Receipts

If the digitalization process is interrupted, a message appears to the user that the
image is not certified and asks the user to try again. The SAP Concur mobile app
camera appears so the user can capture a picture of the receipt again.

If the picture is taken using Expenselt, the types of technical failure include:

e Image capture fail through Expense It due to low lighting or camera being too
far away

e Loss of internet connectivity
e Service processing error

In each case, a message appears in the app advising the user to either retake the
picture or wait for processing to complete.

| For more information, refer to the SAP Concur Mobile App User Guide for
Concur Expense.

Ll For more information, refer to Expenselt training videos on image capture
optimization and best practices.
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Section 13: Receipt Digitalization

What the User Sees

When creating expense reports, users see successfully conformed digitalized receipts
display with a "Certified" icon (Q). Digitalized receipts display for users in NextGen
Expense in Available Expenses, Available Receipts, and in the expense list.

Delegates can complete an expense report for a user once the user has taken a
picture of the digitalized receipt using the SAP Concur mobile app.

Users or admins who have permissions to open an expense report can go to any line
item with a digitalized receipt and download the digitalized PDF file. The PDF created
through the receipt digitalization process includes all information required for it to
have or evidential value.

Digitalized Receipt in Available Expenses

The following example shows receipts that are certified displaying in Available
Expenses. A "Certified" icon % displays for receipts that are certified.

AVAILABLE EXPENSES View: All Expenses v

Receipt  Payment Type Expense Type Supplier Details Date v Amount

=1
- Cash Parking Madrid, SPAIN 25/05/2019 EUR 58.00
9 ,
k Cash Parking Aylesbury, UNITED KINGDOM 25/05/2019 GBP 0.80
] .
N Cash Bus SAINSBURY PARKING 25/05/2019 NZD 0.80
| Fidens2013 SL ]
K Cash Lunch Madrd. SPAIN 18/02/2019 EUR 12.90

Digitalized Receipt in Available Receipts

The following example shows receipts that are certified displaying in Available
Receipts.

AVAILABLE RECEIPTS

Certify your recaipts by capturing them an the SAP Concur mabile app. @

&% CERTIFIED &% CERTIFIED & CERTIFIED
200> —
[+ .
Upload Receipt Image
SMB limit per file e
Concur Expense: Receipt Handling - Digital Receipts Setup Guide 55

Last Revised: October 31, 2019
© 2004 - 2021 SAP Concur All rights reserved.



Section 13: Receipt Digitalization

Digitalized Receipt in the Expense List

The following example shows receipts that are certified displaying in the expense list.

Trip to Spain $79.52

Not Submitted

Report Details v Manage Receipts v

Add Expense

Receipt  Payment Type Expense Type Supplier Details Date = Amount  Requested

Cash Parking Madrid, SPAIN 25/05/2019  EUR 58.00 56494
"j'?

Fidens2013 SL 210 4
Cash Lunch e 18/02/2019  EUR 12.90 $14.58

$79.52 $79.52

Deleting Digitalized Receipts

Deleting digitalized receipts is not currently supported. However, if the user deletes
the digitalized receipt from a report entry, and it was captured by the SAP Concur

mobile app within the expense entry, deletion of the report entry will delete the
certified image attached to it.

Downloading Digitalized PDFs

The PDF created through the Receipt Digitalization process includes all information
required for it to have probative value. Users and administrators who have
permissions to open an expense report can go to any line item with a digitalized
receipt and download the digitalized PDF file.

| Refer to Specifically About Digitalized Receipts in this guide for details about
the digitalized PDF file for each country.

What the Approver and Processor See

Approvers and processors view the "Certified" receipt status in the expense report
and expense list in the existing version of Concur Expense.

What the Admin Sees

Admins see changes in the following places:
e Group Configurations
e Workflow Rules
¢ Audit Rules
e Receipt Rules

e Process Reports
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Group Configurations

Section 13: Receipt Digitalization

On the Group Configurations page, in the Digital Compliance Country Rule list,
admins can select France.

Configuration for Group:

Group:

Group Name:

Attendee List Form:

Global-Global- France

Receipt Digitalization

__ | 1)
Digital Compliance
Country Rule: -
Spain
For Expense France S
Assistant, allow Japan e-Bunsho ~
users tooptoutor | oo
to use:
o J

Allow user to register Yodlee Credit Cards (This setting cannot be revoked

once granted)
Allow user to upload XML tax receipts.

Utilize rich card data for receipts handling

-

coe (D

| For more information regarding Group Configuration settings, refer to the
Expense: Group Configurations for Expense Setup Guide.

Concur Expense: Receipt Handling - Digital Receipts Setup Guide

Last Revised: October 31, 2019

© 2004 - 2021 SAP Concur All rights reserved.

57



Section 13: Receipt Digitalization

Workflow Rules

Admins see Is Digitally compliant in Workflow Rules (and Audit Rules and
Receipt Handling).

Edit Condition x
Mame: | Receipt Compliance
Force Evaluation Ld

m Has Comments -

Has Exceplions

Data Object/Operator Field/Value Operation Has Merchant Tax 1D
r Has Missing Receipt Affidavit
Eniry v Has Request Entry

Has Travel Reservation

Has VAT

Is a Company Card Enfry -
Missing Tax Receipt

MNumber of Attendees

Number of Rental Days

Org Unit 4

Org Unit 5

Org Unit & =

Cancel

| For more information, refer to the Expense: Workflow General Information
Setup Guide.
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Audit Rules

Admins can create restrictions on save of expense entries using Audit Rules.

Audit Rules

Custom || Random | Validation

1) AuditRule (@) Conditions (@

m Has Mileage Calculator -
Has Missing Receipt Affidavit

Has Mobile Receipt

v Has Request Entry

Has Travel Reservation

Data Object/Operator Field/Value Operation

Entry A
Has User-Attached Receipt Image
Has VAT

Value v Has commute deduction

Hotel Location (Hotel E-Receipt)
¥ | Hotel Name (Hotel E-Receipt)
5 Billable

s Digitally compliant

s a Company Card Enfry

Last Modifying Source

Missing Tax Receipt

Number Of Days (Car Rental E-
Receipt)

Number Of Units (Booked)

Number of Attendees
Number of Rental Days

Number of days the vehicle was
rented

Ora Unit 4

Cancel <<Previous

AUDIT RULES FOR RECEIPT DIGITALIZATION

The following table provides examples for configuring audit rules for receipt
digitizalization. These rules may help with establishing correct use from travelers, as
well as alert approvers and processors of non-compliance receipts.

Description Conditions Exception Comments
This rule will Expense | Is digitally The receipt attached to Clients
trigger an expense | Save compliant = NO | this entry is flagged as should
save if there is a AND non-digitally compliant. choose
receipt attached Has E-Receipts | If this is a copy of an whether to
(whether the = no AND original paper receipt, Create a
receipt has been please, capture the Warning or
added from SAP Has User- receint aqai ina th Blocking
Concur mobile or Attached b again Jsing the Exception.

. _ | compliant method.
NextGen Expense) Receipt Image = o _
to the expense Yes If this is a genuine
which is not electronic receipt, ignore
digitally compliant. this exception
It will not trigger
for Concur Expense
e-receipts.
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Description Conditions Exception Comments
This rule will Is digitally The receipt attached to Clients
trigger on expense compliant = NO | this entry is flagged as should
save if there is a AND non-digitally compliant. choose
receipt attached Has E-Receipts | If this is a copy of an whether to
(whether the = no AND original paper receipt, create a
receipt has been | h Warning or
Has Mobile please, capture the .

added from SAP receiot agai ing th Blocking

; Receipt = Yes pt.again using the E :
Concur mobile) .to compliant method. xception.
the expense which o )
is not digitally If this is a genuine
compliant. It will electronic receipt, ignore
not trigger for this exception
Concur Expense e-
receipts.

B For more information, refer to the Expense: Audit Rules Setup Guide or the
Expense: Workflow General Information Setup Guide.

Receipt Handling

Admins can create limits using Receipt Handling.

Receipt Handling

Receipt Limits | Payment Hold Configurations || Scan Configurations | Receipt Imaging || Approved Senders
1) General o Conditions
@ Has Merchant Tax ID -
Has Mileage Calculator
Data Object/Operator Field/Value Operation Has Missing Receipt Affidavit

Has Mobile Receipt
Has Request Entry

v

Entry ¥ | Is Digitally compliant Has Travel Reservation
Has User-Attached Receipt Image
Has VAT

Value v Has commute deduction

Hotel Location (Hotel E-Receipt)
Hotel Name (Hotel E-Receipt)

5 Billable

s a Company Card Entry

Last Modifying Source

Missing Tax Receipt

Number Of Days (Car Rental E-
Receipt)

Number Of Units (Booked)
Number of Atiendees

Number of Rental Days

Number of days the vehicle was
rented

Cancel <<Previous

L) For more information, refer to the Expense: Receipt Handling - Receipt Limits
Setup Guide.
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Process Reports
Users with sufficient permissions may create queries from the Process Reports
page using the timestamp fields:
o Digital Compliance validation date

o Digital Compliance Status

Auditor Digitized Receipt Search Report

The Auditor Digitized Receipt Search Report lists the digitalized receipt records that
have gone through the receipt digitalization process.

| For more information about the Auditor Digitized Receipt Search Report, refer
to Chapter 13: Folder — Market Specific Reports in the Standard Reports by
Folder guide.

Searching for Digitalized Receipts

This information will be coming soon.

Configuration/Feature Activation

To configure the Receipt Digitalization feature, refer to the configuration section
below.

Section 14: Configuration

This process is likely completed during implementation. If not, the client can contact
SAP Concur support for assistance.
The basic steps are listed here and described in detail on the following pages.
e Step 1: Enable the Concur-internal setting
e Step 2: Enable the Imaging Service
e Step 3: Create or modify a receipt imaging configuration
e Step 4: Assign the configuration to a policy
e Step 5: (Optional) Modify the receipt reminder text
e Step 6: (Optional) Modify the delegate configuration
e Step 7: (Optional) Hold for Receipt workflow step
e Step 8: (Optional) Enable the Missing Receipt Affidavit
e Step 9: (Optional) Enable e-Bunsho timestamps
e Step: 10 (Optional) Enable Receipt Digitalization

Concur Expense: Receipt Handling - Digital Receipts Setup Guide 61
Last Revised: October 31, 2019
© 2004 - 2021 SAP Concur All rights reserved.



Section 14: Configuration

NOTE: Some of these steps are completed by SAP Concur; some may be completed

by the client. The client and SAP Concur should work closely to coordinate
efforts.

Step 1: Enable the Concur-Internal Setting

In the Concur-internal management console, the Concur Admin sets the Allow
Image Upload option (on the Settings page) to Yes.

Step 2: Enable the Imaging Service

The Concur Admin enters the client's unique company ID and public key in Imaging
Settings.

B Refer to the Shared: Imaging Settings Setup Guide.

Step 3: Create or Modify a Receipt Imaging Configuration
P To create or modify a receipt imaging configuration:
1. Click Administration > Expense (on the sub-menu).

2. Click Receipt Handling (left menu). The Receipt Handling window
appears.

3. Click the Receipt Imaging tab.

Administration = | Help ~

[BCONCUR | Requests  Travel  Expense  Invoice  Approvals

Reporting v App Center

Profile ~ &

Company v  Request  Travel »  Locate ~  Expense Invoice

Expense Admin

Receipt Handling

Expense Admin Receipt Limits | Payment Hold Configurations || Scan Configurations | Receipt Imaging

Accounting Administration

Attendee Import Templates m

A“eT‘dEES Name « Adobe Reader Download URL Mark Receipts... | Display How To? | Enable Image...
Audit Rules

i ifovurue adob 2
Audit Workbench DEFAULT e o

Car Configuration

Allow Images. ..

Change Log
Company Info

4. Either:

+ Click the default row to edit the existing default configuration.

¢+ Click New to create a new configuration. A new row appears.

5. Complete the appropriate fields.
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6.

Field name

Name

Section 14: Configuration

Description/Action

Enter a unique name for the configuration. This name will
appear as an option when setting up policies.

Acrobat Reader
Download URL

Enter the link to the Adobe website where the employee can
download the software.

The link appears in the error message that displays when the
system checks to see if Adobe Reader is installed.

NOTE: The system checks to see if Adobe Reader is installed
when the employee clicks the Receipts menu.

Mark Receipts
Received?

Select (enable) this check box to have the system change the
Receipts Received flag in Expense Processor from No to Yes
when receipts have been received successfully.

Display How To?

No longer used.

Enable Image
Upload?

Select (enable) this check box to allow users to upload images.
If enabled:

« The Attach Receipt Images link appears on the Receipts
menu.

o With the expense entry open, the Attach Receipt link
appears at the bottom of the Expense tab.

e The user can upload to the Available Receipts library.

Allow Images on
Report?

Select (enable) this check box to allow users to attach an
image at the report level. If enabled, the user can attach at the
report level and the expense entry level.

NOTE: If the user is allowed to upload, the user can always
attach at the expense entry level, regardless of this setting.

Click Save.

Step 4: Assign to a Policy

P To assign an imaging configuration to a policy:

1. Click Administration > Expense (on the sub-menu).
2. Click Policies. The Policies page appears.
3. Either:
+ Click the desired policy and click Modify.
+ Double-click the desired policy.
The Modify Policy page appears.
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4. From the Imaging Configuration list, select the appropriate imaging
configuration.

Administration ~

CONCUR Requesis Travel Expense Invoice Approvals =-

Profile
Company ~ Request Travel ~ Expense Invoice

Expense Admin

Modify Policy: US Expense Policy
Expense Admin € cereral

Accounting Administration Scan Confguration: | pgpe
Attendee Import Templates

Attendees Cmagmg Configuration: | pEFAULT )
Audit Rules

Audit Workbench Expense Detail ViEw | Default Expense Detail View

5. Click Save.

| For more information about adding or editing a policy, refer to the Expense:
Policies Setup Guide.

Step 5: (Optional) Modify the Receipt Reminder Text

If desired, you can edit the reminder text that appears to the user in the Receipt
Review and the Final Review windows.

Receipt Review X

Reminder: Receipts Required!

According to company policy, you must provide receipts for the expenses listed below)

You may fax the receipts.
“pont- | viewRecepss

Expense Date « Amount
Dinner 01/06/2015 55813
Close

NOTE: The text can be changed but the Reminder: Receipts Required! title cannot
be changed.
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P To edit the receipt text:

1. In Policies (as described in the previous step), enter the desired text in the
Receipt Text field.

Adminisiration

CONCUR Requests Travel Expense Invoice Approvals

Prof|

Company - Request Travel ~ Expense Invoice

Expense Admin

Modify Policy: US Expense Policy

Expense Admin € cereral

Accounting Administration

Attendee Import TempI3195 Utilize rich card data TD;;?]EUE”IrEéS
Attendees :

Audit Rules Copy Down Unmatched Request
Audit Workbench Allocations

Car Configuration Receipt Text

Change Log

Company Info
Company Paid Travel Options

Step 6: (Optional) Modify the Delegate Configuration
You can grant or deny delegates the ability to manage receipt images for expense
reports they are preparing on behalf of another employee. If your company allows
delegates to manage receipts, individual users can still deny in Profile.
A Refer to What the Delegate Sees in this guide.
» To modify the delegate configuration:

1. Click Administration > Expense (on the sub-menu).

2. Click Delegate Configurations (left menu). The Expense Delegate
Configurations page appears.

Administration = | Help -

CONCUR Requests Travel Expense Invoice Approvals

=" Profile ~ &

Company - Request Travel ~ Expense Invoice

Expense Admin

Expense Delegate Configurations
22 £ ) ey

Expense Admin

Accounting Administration
Attendee Import Templates Can Noed
Attendees Can

Can Can Can Preview Resfrict Approver
Audit Rules Can Submit Submit Can Approve View CanUse For Delegates Role to  Applies to
Name Prepare Reports Requests Approve Temporary Receipts Reporting Approver to Group Approve Groups
itW
Audit Workbench Default Yes Yes Yes Yes Yes Yes No No Yes Yes Global
E0 CoEIEen Test Yes Yes No Yes Yes Yes No No Yes Yes Developmen|
Change Log Configuration

Company Info
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3. Either:

+ Click the desired configuration and click Modify.

+ Double-click the desired configuration.

The Edit Expense Delegate Configuration page appears.

Edit Expense Delegate Configuration:
[EREyp e

Delegate Configuration Groups this Cc¢
Delegate Configuration Name Employee Grou

Test Configuration Development

Maximum Time Period to Approve (Days) Marketing

Sales
Restrict delegate selection to user's group 4
Require approver role for approval delegation i

Restrict approvers to those with equal or higher authorized approver limit Groups Used i

Group
Name De
Delegate Settings For User Administrators and Employees Global D¢
User
Employee Administrator
Delegate can prepare reports/requests v v
Delegate can submit cash advances and reports v
Delegate can submit requests
Delegate can use Reporting
Delegate can approve cash advances and
repors/requests (any time)
Delegate can approve during specified period v
Delegate can preview report/request for approver
Delegate can view receipt images for reports v v )

4. Select (enable) the Delegate can view receipt images for reports check
box.

NOTE: The setting says "view" but it includes view, add, delete, etc.

5. Click Save.

Step 7: (Optional) Hold for Receipt Workflow Step

| For more information, refer to the Other Considerations in this guide.
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Step 8: (Optional) Enable the Missing Receipt Affidavit

Enable the Feature

» To enable the Affidavit feature and customize the text:

1.

2.

Click Administration > Expense (on the sub-menu).
Click Policies (left menu). The Policies page appears.

Either:

¢ Click the desired policy and click Modify.

+ Double-click the desired policy.
The Modify Policy page appears.

Select Missing Receipt Affidavit. When you do this, two additional text
boxes appear as shown in the figure below:

Modify Policy: US Expense Policy
© cenca

/_ Missing Receipt Afidavit [y |7 \1

Affidavit Explanation: | Tpe client can add customized "explanation” text here.

Affidavit Statement/Acceplance | | Tne client can add customized "acceptance” text here.

-

Cance' E

N /

Enter the explanation and acceptance text as desired.

NOTE: The affidavit text can be localized via Administration > Expense Admin
> Localization. Select the desired language. Select Policy Names in
the Category column. Then, modify the text for one or more policies.

Click Save.

Refer to Expense: Policies Setup Guide for more information.
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Affidavit Rule

The admin can use the entry field Has Missing Receipt Affidavit to detect expense
entries with affidavits. A sample audit rule is shown below:

Audit Rules

Custom || Random Validation
1| puditRule |2 Conditions |3 Exception

Insert

Data Object Field/Value Operator
* Entry + Has Missing Receipt Affidavit ANY, Equal
Value Yes % hd

Step 9: (Optional) Japan E-Bunsho Timestamps

Enable the Feature
To enable this feature, contact SAP Concur support.
» To configure a group to Use e-Bunsho Timestamps
1. On the Group Configurations page, select the group and click Modify.

2. On the Configuration for Group page, from the Digital Compliance
Country Rule list, select Japan e-Bunsho.

3. Click Save.

Step 10: (Optional) Enable Receipt Digitalization
An administrator with the Concur Expense Group Administration role can configure
the Receipt Digitalization feature in Group Configuration. Once configured, the
feature is available for all users in that group.

» To configure a group to use Receipt Digitalization:

1. On the Group Configurations page, select New. The Select Group window
appears.

NOTE:If you do not define a group, then it will inherit from the next level
that is defined. You always inherit the policy for undefined groups.

2. In the Select Group box, select the desired group.
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3. Click Done. The Configuration for Group window appears.

Configuration for Group:

to use:

Group: Global-Global- France
Group Name: Receipt Digitalization
Attendee List Form: v
Digital Compliance v
Country Rule: -

Spain
For Expense France [t
Assistant. allow Japan e-Bunsho e
users o optoutor |y oo

Allow user to register Yodlee Credit Cards (This setting cannot be revoked
once granted)

Allow user to upload XML tax receipts.

Utilize rich card data for receipts handling

-

e (D

4. On the Configuration for Group page, in the Group Name field, type in a
name for the group.

5. In the Digital Compliance Country Rule list, select the appropriate
country: France or Spain.

6. Click Save.

| For more information regarding Group Configuration settings, refer to the

Expense: Group Configurations for Expense Setup Guide.
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