Uploading receipts to Concur (How-to)

Step 1: Download the SAP Concur Mobile App (for Android and 10S)

Sign-in for mobile devices
Open the Concur app.

Enter $50 Company Code "JJRPN". Tap Next.

On Company Sign On screen, enter your UNT System EUID and password. Tap Sign In.

*Use the same login credentials you use for your MyUNT portal.
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Step 2: Add the receipt

SAP” Concur

Your Concur homepage should look like this:

Pcard Report for 08/04 - 09103

$25.53

Not Submitted

Any open reports will show at the top.

Tap the ‘Expenses’ tab at the bottom of the
screen. (o Drive T
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Now, tap the plus (+) sign at the top right.
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Now, it will show you three ways you can upload a receipt—by taking a photo of it
right then and there, uploading a photo you already took from your Photo Library, or
uploading a file document. Choose the one that fits your needs.
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If taking a photo, here is what this will look like.

Notice how it automatically fits the screen to
capture the receipt.

Now, it will pop up in your list of expenses shown
here. And... you’re done! @
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