
Enabling E-Receipts

Getting Started In Concur



What Are E-Receipts?

• E-receipts are an electronic version of receipt data that can be sent directly to SAP 
Concur to replace imaged paper receipts. The availability and content of e-receipts 
vary depending on the vendor.

• Some vendors require additional paperwork before they can send e-receipt data.
• You must opt-in from your Profile before e-receipts activate in Expense.
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How to Enable E-Receipts

• A message will appear on the SAP Concur home page, prompting you to sign up.
– Click Sign up here. The E-Receipt Activation page appears.

- or -
• Click Profile > Profile Settings > Other Settings > E-Receipts Activation
Note: One or both of the above options might be available to you. 
• Click E-Receipt Activation. The E-Receipt Activation and User Agreement appears.
• Click I Accept. The E-Receipts confirmation appears.
• Once you have accepted the user agreement, all of your corporate cards are 

opted-in. 
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Questions?

• AskConcur@udel.edu
• udel.edu/procurement
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