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How Do | Use Expenselt?

1. Once you’ve downloaded the app from either Google Play or the iOS App Store log in using your mobile id
(UIN@tamus.edu) and PIN.

a. If you have forgotten, or need to reset, your mobile PIN please visit the Forgot Mobile Password
(PIN) section of your Concur Profile.

Expenselt Pro

[UIN]@tamus.edu

L )
Expenselt is a premium service for Concur users. Your

company must purchase Expenselt in order for you to
signin.

Help with Sign In

2. Access the application settings menu

( E Account Settings

Automatically export
expenses to Concur E—

Email Notifications

Push Notifications

News and Updates

Sign Out


https://play.google.com/store/apps/details?id=com.expenseit&hl=en
https://itunes.apple.com/us/app/expenseit-from-concur/id681323605?mt=8
mailto:UIN@tamus.edu

a. Initially, leave the option to “Automatically export expenses to Concur” turned off. The reason for
this is to allow you to adjust the automatically selected expense types as needed. Expenselt will
“learn” your preferred expense types and change patterns and adjust its logic to select the
appropriate expense types on future expenses. Once you feel it is selecing appropriately you may
turn this option on.
b. Once turned on, you may skip to #14
3. Select which type of notifications you want to receive
4. You are now ready to capture receipt images to generate expenses
5. Tap the camera button

% Expenses

Capture your receipts with our built-in camera and then
export them to Concur once they have been analyzed




6. Capture the image of the receipt

7. Save the image, or select discard to recapture the image
8. The image will now show as “submitted for analysis”

% Expenses

Capture your receipts with our built-in camera and then
export them to Concur once they have been analyzed

Submitted for analysis
Add a Note




9. Once the image has been processed you will receive notification based on your notification settings you
set previously. Below is an example of the push notification received on the mobile device.

1 36 PM Thu, October 16
Q)

Screen

! Bluetooth
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\/ Auto

Notifications Clear

ﬂ Expenselt PI

10. The image is now ready to export
a. Even though the image copy isn’t perfect, and | have handwritten in the tip and total, it still picked
up the right amount, date, and vendor, and determined that it was a business meal.

% Expenses
4

Capture your receipts with our built-in camera and then
export them to Concur once they have been analyzed

Oct 12,2014

OCEANA GRILL

New Orleans, Louisiana
Business Meal

20.26 USD

11. If the wrong expense type was selected, you may change it.
a. Tap on the expense information or image
b. Click on the edit button



E Expense Detail 2

Oct 12,2014

OCEANA GRILL

New Orleans, Louisiana
Business Meal

20.26 USD

Add a Note

Receipt ID: 4304747
Sent for Analysis: 2014-10-16 11:30:07

c. Select the information you need to edit

Date

Oct 12,2014 0

Vendor Name

OCEANA GRILL
Location

New Orleans, Louisiana

A
Expense Type
Business Meal P
Amount
20.26 usD p
Add a Note

0/500



d. Correct the information

Select Expense Type

~Search for Expense Type

Individual Meals

Business Meal

Business Meal-Alcohol

Meals

e. Save the edited Expense

E Edit Expense

Date

Oct 12,2014 O

Vendor Name

OCEANA GRILL

Location

New Orleans, Louisiana

A
Expense Type
Meals P
Amount
20.26 uUsD p

Add a Note

0/500



12. You may now export the expense to Concur

13. You may choose to export a single expense, or all expenses.
a. To export a single expense, tap the expense to open it
b. Tap the exporticon

( E Expense Detail O

Oct 12,2014

OCEANA GRILL

New Orleans, Louisiana
Meals

20.26 USD

Add a Note

c. To export all expenses that are ready for export access the application menu and select Export All

% Expenses

Capture your receipts with our built-in camera and then
export them to Concur once they have been analyzed

Oct 15,2014

Royal Sonesta Hotel
New Orleans, Louisiana
Hotel

1,029.46USD

Add a Note

Oct 12,2014

OCEANA GRILL

New Orleans, Louisiana
Business Meal

20.26 USD

Add a Note

Export Al /

Settings

Help

14. Once exported, the expense will show up in Concur in the same area where credit card charges show up
for import onto a report.

15. When the University Travel Card is used Concur will automatically match the card charge to the expense
once received so they can be added to the report automatically as well.

16. To manually import an expense onto your report, click the Import button and select Charges & Expenses



CONCUR

My Concur  Request  Travel Expense | Reporting  Administration Profile  App Center

View Charges View Reports MNew Expense Report  View Receipt Store  Approve Reports  Process Reports  Ad

Expenselt Test Entries
(¥) New Expense | (¥) Quick Expenses Import = || Details v| Receipts v| Print / Emnail

-

Expenses Charges & Expenses || N vy - s New Expense
From File 1

D Date - Expense uested

- Expense

i Adding New Expense

E i To create a new ex)

17. Select the expense to import. Expenselt-generated expenses will be separated into their own section and

marked with a new icon,

St e

Expenselt Test Entries

(@) New Expense | (3 Quick Expenses Import ~ || Details -| Receipts «| Print/Email ~ |
Expenses Move = Deete  Copy | View | «|  Smart Expenses -
O Date + Expense Amount Requested [ All Cards v|| Import =| Match Unmatch Delete
Adding New Expense O Expense Detail Expense Date « Amount
No Expenses Found =l Expenselt Entries
OCEANA GRILL Meals $20.26
O Royal Sonesta Hotel Hote §1,028.46

18. Import the charges to the current report.

Expenselt Test Entries

Sui e
Print / Email ~ |

New Expense Quick Expenses || Import = | Details =| Receipts =

p P P p

Expenses Move v Deete  Copy  Wiew - ¢ Smart Expenses =
v|| Import ~| Match | Unmatch | Delete |

O Date ~ Expense Amount Requested All Cards
Expense Detail To Current Report e Date ~ Amount

To New Report

Adding New Expense

No Expenses Found = Expenselt Entries

(7] OCEANA GRILL Mezls 10/12/2014 520.26

Royal Sonesta Hotel Hote 10/15/2014 $1,029.46

19. Concur will import the selected expenses onto the current report along with the receipts, credit card

charge, and itinerary data where available.



20. It will also import over the itemization for hotels, saving you from having to manually itemize all the
nightly entries.

Expenselt Test Entries

(¥) New Expense || (¥ Quick Expenses Import - || Details -|| Receipts ~|| Print/Email -

[1  pate Amount  Requested
10/15/2014

0w @ﬂ " :S::IISunesta Hatel, New Crleans, Louisiana RLIELS RLIELS
| 10/12/2014  Hotel $289.00 $289.00
| 10/13/2014 Hotel $289.00 $289.00
[ 10/14/2014  Hotel §289.00 §289.00
|
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[
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| 10/14/2014 Meals §28.57 §28.57

10/12/2014
O @M gg;sNA GRILL, New Qrleans, Louisiana $20.26 $20.26
OUTSTAMNDING ADVAMCE TOTAL AMOUNT TOTAL REQUESTED

$0.00 © $1,049.72 $1,049.72




