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Adding Receipts in MyExpense UCSF oo crer

This job aid describes how to add receipts to an Expense Report in MyExpense.

If you are not already logged into MyExpense, log into MyAccess. Scroll down to locate and select MyExpense from the applications menu. If you have set
MyAccess to display “Favorites”, you may need to change to “All Apps” or search for MyExpense. The MyExpense homepage will display in a new tab.

Ways to Attach Receipts to an Expense Report

You can attach receipts to your Expense Report in three ways. All three methods are accessible from the Expense Report entry screen as well as at Final Review.

Email Use this method to email receipt pictures (.(JPG or .PDF) from a computer, smartphone or tablet during travel making them
immediately available to attach to your Expense Report after your trip

Upload Image File Use this method to attach scanned receipts that are available on your computer

Fax Using Custom Cover Page | Use this method to create a custom cover page that identifies your faxed receipts with your MyExpense profile

Email Receipts to MyExpense as an Attachment

Before you can email receipts, you must verify your email address in MyExpense. From the Expense
Report entry screen: FU——
o Click the Available Receipts link on the right-hand side of the page; the Available Receipts pane
displays
9 Click the Verify My Email link; your profile page automatically displays the email verification section 5
9 Locate the line with your UCSF email address and click Verify. You will receive an email from
MyExpense (the email comes from donotreply@concur.com)
o Click OK on the Verification Email Sent pop-up and then check your email (not shown) ot vented 3 I
e Find and copy (CTRL + C or right-click > copy) the verification code in the body of the email you :
receive from MyExpense © Check email for code
(© nyour MyExpense profile, paste (CTRL + V or right-click > paste) the copied code into the Enter Code -“-f-'j-lﬁf’-ff’-f‘-ﬁ-L--’-IQ-T-L-’-I-Q-?‘-E-Q
Enter Code field
@ cilick ok

o If you do not receive an email from Concur, click the Resend link and try verifying again

Once your email address is verified, you can begin emailing receipts from your verified email address to the address shown in MyExpense. Attach receipt(s) to
the email and send; a subject line is not required. Emailed receipt images display in the Available Receipts menu within a few minutes and are retained until you
attach them to an Expense Report or delete them. See the section Attaching Available Receipts on page 4 for detailed instructions on attaching these receipts
to a specific report expense line.

If you plan to send receipts from other email addresses, repeat step o and then click the [+] Add an email address link to the right of your UCSF email address.
Enter the additional email address into the box that displays and then click OK. Repeat to add more email addresses. Follow steps 9 - 0 to verify each address.
A unique verification code is required for each email address. You can send email attachments to MyExpense from any of the verified email addresses.

Upload a Receipt Image File from Your Computer
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To upload scanned PDF images of receipts saved on your
computer; from the Expense Report screen:

o Click the Receipts drop-down menu:

9 Click Attach Receipt Images; the Receipt Upload and
Attach window display

e Expense lines from your report are displayed. Check the
box for the receipt. If a receipt contains multiple
click all appropriate checkboxes

Click the Browse button

o Use your computer’s file explorer to locate and select the
image file you want to upload (not shown)

o MyExpense only accepts files saved in the
displayed. .PDF format is preferred. The image
size must be 5 MB or less.

@ Click the Upload button to complete the transfer of the
receipt

@ The receipt image preview displays; click the X in the right-
hand corner to dismiss (not shown) or allow the preview to
expire and close automatically

The receipt image is now attached to the selected expense line
and a receipt exception icon displays as a blue checkmark
instead of an orange one.

10/8/2015 - Travel to UCSD

___________________________________________ 1
=+ New Expense ! + Quick Expenses Details = Print £ Email ~

3 Receipts Required
cXpenses «
PENSES Check Receipts

appropriate

Jet Blue, San Diego, California

For best results, scan images in black & white with a resolution of 300 DPI or lower. e

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

PAMF receipt.pdf Remove

] Date v Expense Type ﬁ expenses,
Addling New Expense . . . y
; View Available Receipts :
[ 10/08/2015 Gas for Rental Car v e
Costco Gas, Danville, California receipt
07
formats
| - X
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.
You may choose up to 10 files to attach to the request.
3 Expense Type Date » Amount
| Airfare 10/07/2015 $225.52

Files Selected for uploading:

Repeat this process as necessary, or use any combination of the other methods outlined in this job aid, until all required receipts have been attached to your
MyExpense report. Continue to select workflow options and submit the report using the steps detailed in the Submitting Your Expense Report job aid.
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Faxing Receipts Using the UCSF Custom Fax Cover Page

To fax physical receipts to MyExpense, from the
Expense Report screen:

o Click the Print/Email drop-down menu

9 Click UCSF Fax Receipt Cover Page; the Fax
Cover Page displays in a new window

Before you print:

e Use the highest resolution possible on your
printer

e Print the cover sheet on plain white paper

e Print in portrait orientation, not landscape

e After printing, check to ensure the printout is dark
and clear with no smudges, streaks, or marks

9 Print the cover page using Print button

Fax your receipts behind the printed cover page to the
number listed. Be sure you do not cover any of the
three bar codes on the cover page. These identify your
specific MyExpense profile and report.

We suggest you tape receipts to blank pages or use a
clear fax jacket to ensure receipts are not accidentally
damaged by the paper feeder. Be sure that all sheets
are facing the correct direction for your fax machine
(most often face down).

Wait a few minutes and then confirm the fax was
received by clicking the Available Receipts link. You
should see thumbnails of your faxed receipt images. Try
faxing the images a second time if the receipts do not
display.

Once your faxed receipt images are available, continue
to the Attaching Available Receipts section for
instructions on applying receipts to specific expense
lines.

Repeat this process as necessary, or use any
combination of the other methods outlined in this job aid,
until all required receipts have been sent to MyExpense,
and then continue to select workflow options and submit
the report using the steps detailed in the Submitting
Your Expense Report job aid.

10/8/2015 - Travel to UCSD :
)

Receipts ~ Print / Email -

e I-

UCSF Detailed Report

B

$25.74

Details =

Armour..

$25.74

Expense Type

Gas for Rental Gar
Costoco Gas, Danville, California

|: Date v
[ 10/08/2015 Expense Type

I Airfare

Show ltemizations
Fax to the
TOP TOP TOP number
(see instructions below)
— .
P — — - | Fax this page and your receipts to:
] . 866-428-9026 Inside US[Canada
—— @ —— mmmsm Report Summary
e L Report Name : 10/8/2015 - Travel to UCSD
— — —— Emp|0yee Name :
_ N .
— = Report Key : 290250
——————] I Report Id : CA447BA991704AD48CEA
Employee ID : (

———— O B ployee T2
—— — s Company 1D : 47714 Dt o sxpanss

I Report Total : 5251.26
_ _ — epo a lines requiring

Amount Due Employee : $251.26 gi r"-'ICEiP:‘S

[ ] I Amount Due Company Card : S0.00 1splays here
I I

I
—— . Receipts to Fax
] I .

10/07/2015; Airfare; $225.52;
; Adrfare;

_ —
_ﬁ = .
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Any receipt image added using the instructions in this job aid that have not been associated with an expense line
on a report will display in the Available Receipts window. To access and attach an available receipt to an

Expense Report, from the Expense Report window:
o Click the Available Receipts link on the right-hand side of the page; the Available Receipts pane displays receipts q Available Receipts

available as thumbnail images

. . 2 3
[ Move - ) Delete Jf Copy RETRBEEQN Avallable Receipts Refresh [l Upload (iR

Expenses

L — oo iis SO i Add receipts by emailing them to receipts@concur.com

I 10/08/2015 Gas for Rental Car $25.74 Manage My Verified Emails
Costoo Gas, San D

] 10/08/2015 Meals (Breakfast/L $25.00 Delete’ {2 G boets G Doloto
Denny's, San Diegc - - - ~

o A i it - TATICH ———

.L

10/08/2015 Taxi/Shuttle $75.00
Joe's Taxi, San Die

10/07/2015 Airfare Release the mouse
A Jet Blug, S button

g ,

Click the receipt image
you want to attach

Drag the image to the
desired expense line

—

g

receipt1.pdf air receipt.jpg receipt3.|pg

9 If you have faxed or emailed a receipt recently and it is not displayed, click the Refresh button to check again and repeat as necessary
9 If necessary, you can upload additional images from your computer by clicking the Upload button and following the steps in the Uploading a Receipt Image
File from Your Computer section of this job aid
There are two ways to attach an available receipt to an expense line:
€) Checkbox method:
o Click the checkbox for the expense line that requires the receipt
o Click the h} icon in the upper left-hand corner of the associated receipt image you want to associate with the selected line
OR

9 Drag and Drop method: Click the image of the receipt you want to attach and hold the mouse button, drag the image over the desired expense line, and
release the mouse button

Repeat the process as necessary to attach receipts to all required expense lines. Continue to select workflow options and submit the report using the steps
detailed in the Submitting Your Expense Report job aid.
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If you forgot to attach required receipts to an Expense Report before clicking Submit, you have — _ »
another chance to add them directly from the Final Review. You can use any combination of Final Review B
these methods:

o Click the Print button to add a faxed receipt and follow the directions in the Faxing By chcking the "Acoept & Subesif buthon, [ cerBfy that:
Receipts Using the UCSF Custom Fax Cover Page section of this job aid L Tris s @ Bue and accurate statement of expenses incurred by me, or b He indhidual for whaom [ am submitting

arequest on behalf of 25 the delegate, on oficial Uriversity business on the dates shown,
9 Click the Attach Receipt Images button and follow the directions in the Upload a Receipt
Image File from Your Computer section of this job aid

9 Click the View Receipts button and follow the directions in the Attaching from Available
Receipts section of this job aid

L There are ng expenses demed a5 reimbursable which relate o personal or unalliowable expenses.
3. All required receipt images have been attached to Bs report, induding any event or meeling agenda
4 Rembursement from any other source{s) for the expenses daimed was not receved.

5. In the event of cwerpayment, of if payment is recerved from another source for any portion of the expanses
damed, [, or the individual for whom [ am submitting 8 request on behalf of, wil assume responsiility for repaying

UC Ragants in ful for those sxpensss, 2
TN

Expense Dt » Amawnt

Ledging 1012014 45000

Ledging 12014 $3.000.00

'-.---——"‘L—.-——--.—.-.—-—ﬂ

Accounts Payable Helpdesk Center SCMAP@UCSF.EDU or (415) 514-4100
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