Quick Reference Card — Attachments and Receipts

Concur - Attachments and Receipts

Process: Attachments and receipts can be added to Concur requests and expense
reports and can reviewed by individuals throughout the workflow process. Once the
expense report is posted in SAP, the attachments and receipts will be available for
users to access in SAP.

Request Attachments can be added to a request in Concur and will be
Attachments available for individuals in the workflow to review the documentation
associated with the travel request. Up to 10 files can be attached to
the request.
e Click on Attachments button in the upper right of the request.
Note that the attachments can be added when the user is on
any tab in the request (example Request Header or Segments

tabs).
e Click Attach Documents
Request 3363 [ tachmerts - | prn i =~ | cance

View Documents in a new window
Trip Name: 10/02/2020-Cincinnati

Attach Documents
Additional Information: To meat with John Doe

Request Header || Segments Expense Summary || Approval Flow | Audit Trail

Request Policy

v

Trip Name Destination City Trip Start Date Trip End Date

Trip Purpose Trip Type Traveler Type How wiill you book this fravel?
v v ~

Does this trip include personal travel? Personal Dates of Traveljy

Additional Information Comments To/From Approvers/Processors

To meet with John Doe

Logical System Company Code Cost Object Type Cost Object ID

Fund Statistical Order

e In the Document Upload and Attach box, click Browse.

Document Upload and Attach = %

‘You may attach scanned images.
‘You may choose up to 10 files to attach to the request

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

Click Browse and select a .png, .Jpg, .ipeg, .pdf, .tif or .tiff file for upload. 5 ME limit per file.

Files Selected for uploading:

Mo files selected

Close
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e Choose the file to attach to the request and click Open.

[
4 || « Endowments > Endowed Accounts > Karen > Concur > Testing v B D Search Testing
Organize » Mew folder = ~ [ o
[ This PC ~ Mame Date modified Type Size
J 2D Objects M@= Questions 062219 Microsoft Word D 143 KB
B Deskt = Questions 070419 113 KB
=aon B5 Questions 071719 52 KB
] Documents {2 Questions 081213 Microsoft Werd D... 93 KB
& Downloads - RE Field lengths - Assignment Field and ... Outlook Item 172 KB
D Music M=) Test Attachment 2 Microsoft Word D... 12KB
= Pictures Test Attachment 2 Adobe Acrobat D... 33KB
m Videos Test Attachment 3 Adobe Acrobat D... 66 KB
. Local Disk (C) Test Attachment Microsoft Werd D... 12 KB
<o 4 - (&) Test Attachment Adobe Acrobat D... 32KB
- i .ad. £
= treasuryS Ntreasurerad.uky.edu] est schedule A Adobe Acrobat D.. 712 KB
= spas (Wtreasurer.ad.uky.edu) () test schedule Adobe Acrobat D... 6420 KB
= spamanagementdata$ (\\treasure %] Testing Questions to Concur 062819 Microsoft Word D... 235 KB
== S (\treasurer.ad.uky.edu) (M:) %] Transaction Types Posted to SAP Microsoft Word D... 200 KB
= 3015 (\\treasurer.ad.uky.edu) (5) BZ Travel Expense Report Validation Microsoft Word D... 39KB
. . PR N S ancur Ralar Dar ane 20100221 o7 KR
File name: | AN Files v
e The file will now be available in the Document Upload and
Attach box. Click Upload and Close the box.
Document Upload and Attach X

You may attach scanned images.
You may choose up to 10 files to attach to the request

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, .tif or .4iff file for upload. 5 MB limit per file.

Files Selected for uploading:

Test Attachment 2 pdf Remove

Close

e To make sure the attachment was uploaded properly, click on
Attachments and View Documents in a new window.

Manage Reqguests New Request Quick Search

Request 3363

View Documents in a new window
Trip Name: 10/02/2020-Cincinnati
Additional Information: To meet with John Doe

Attach Documents

Request Header || Segments || Expense Summary || Approval Flow || Audit Trail
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e The attachment will appear for review. To
close the attachment, click on the “X” in the
upper right corner of the window.
@ Untitled - Google Chrome — m]
@ about:blank

-_________________________________________ N

RECEIPT FOR TESTING

Expense Report

Attachments and receipts can be added to an
expense report at the report level and at the
expense type level.

e Expense Report Level - Manage
Expenses Screen

o Use this feature if adding an
attachment that is applicable to the
entire expense report. Note that this
feature can also be used to view all
of the attachments associated with
the expense report.

o On the Manage Expenses screen,
click on Manage Receipts and then
Manage Attachments.

20200825AugustExp $2,981.36 @

Not Submitted

Report Details w Print'Share w Manage Receipts w Travel Allowance -

Add Expense Manage Attachmeants

Missing Receipt Declaration

[ ) P Mmoo L T Toremm M rmmman o Taaws
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Aftach to Report

o The Attach to Report box will appear.
Click on the Plus (+).

Upload Report Level Attachment
5MB limit per file

Mot seeing your attachment? Try again in a few minutes.

Organize * MNew folder

3 This pC
@ 3D Objects
[ Desktop
|= Documents
* Downloads
J’! Music
&=| Pictures

ideos

Local Disk (C:)
treasuryS (\\treasurer.ad.uky.edu]
spas (\\treasurer.ad.uky.edu) ()

M

spamanagementdata$ (\\treasure
r§ (Wtreasurer.ad.uky.edu) (M)
3015 (\\reasurer.ad.uky.edu) (52

v

HHHH

o Choose the file to attach to the
Expense Report and click Open.

~

Name
VANUALILN FIETATLIY ILerms

Validation Request Travel
Validation Uploads

‘War Room Input and Validation

Worldfow

concur JSON file Example 1

Fund questions 081319
|&] PRIORITIES for validation
Test Attachment 2

Test Attachment 3

Test Attachment

test schedule A

test schedule

UK-Detailed Report example
UK-Detailed Report example2
UK-Detailed Report example3

Tpe

rie e
File folder
File folder
File folder

File folder

Adocbe Acrobat D...

Adocbe Acrobat D...

JPG File

Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...

Adobe Acrobat D...

File name: | Test Attachment 3

> |

Size

Custom Files

Cancel
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o T

RECEIFT FOR TESTING - this is an

he attachment will appear.

» If this is the only attachment
to be uploaded to the report,
click on the “X” in the upper
right of the greyed out
attachment screen.

examiple for uploading during testing.

» If the wrong attachment was
uploaded, click on the Delete
button at the bottom of the
attachment screen.

» If additional attachments need
to be included with the
expense report, click on the
Append button at the bottom
of the attachment screen.

85A091E720A37BDDECO7CF.. 1 / 4 (&) L4 [ =]
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e Expense Type Level - Details Tab
o On the Details tab for the Expense
Type, click on the Plus (+) to attach
a receipt image.

> 1 Airfare $1,426.32

06/25/2020 Southwest Airlines Corporate Card
Details ltemizations Hide Receipt []
@ Allocate

Expense Type *

Airfare

Transaction Date

06/25/2020

Trip Purpose *

08. Recruiting v

Additional Information

Ticket Number

Destination City *
& w | Lexington, Kentucky
Amount

142632

Transaction ID

T78be22b1

* Required field

Trip Type *

Domestic v

Traveler Type *

05. Candidate/Future Employ ~

Vendor

Southwest Airlines v

Vendor Name

Southwest Airlines

Payment Type

TEST-University Procard

Currency

US, Dollar

Related Request/Expense Report @

[+

Attach Receipt Image




Quick Reference Card — Attachments and Receipts

Attach Receipt

o On the Attach Receipt box:

If there are receipts that have
previously been uploaded to
Concur but not attached to an
expense report, the available
receipts will appear. The user
can View the receipt or Attach
the receipt to the Expense
Type.

e

Upload Receipt
Image

EME limit per file

Example Attachment.pdf
Uploaded: 8/24/2020 1:27 PM

Attach View

Attach Receipt

If the receipt needed was not
previously uploaded to Concur,
a scanned copy can be
uploaded.

@

Upload Receipt
Image
EME limit per file

Example Attachment.pdf
Uploaded: 8/24/2020 1:27 PM

Attach View
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3 This PC
) 3D Objects
[ Desktop
@ Documents
; Downloads
J} Music
Pictures
Videos
Local Disk (T3]

B [

HHHHHAPF

treasury§ (\\treasurer.ad.uley.edu]
spal (\\treasurer.ad.uky.edu) (1)
spamanagementdata$ (\\treasur
fr§ (\treasurer.ad.uky.edu) (M:)

3018 (\\treasurer.ad.uky.edu) (5:) .

e Click on the Plus (+) to
upload a receipt image.

e Choose the file to attach
to the Expense Type and
click Open.

MName Date modified Type
Expenditure Policy File folder
Travel Policy File folder

bookstore receipt

car rental receipt

lab supplies receipt
miscellaneous receipt 2
miscellaneous receipt

repair for car receipt Adobe Acrobat D..

File name:

Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...

Adobe Acrobat D...

101 KE
121KE
99 KB

S0KE
45 KB

« | | Custom Files

e The receipt will now be
attached to the Expense
Type.
o If the wrong receipt was
attached, click Detach.
o If additional receipts
need to be attached,
click Append.

INVOICE

miscellaneous recei...

Detach

Open

Cancel
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Receipts

Details

@ Allocate

Expense Type *

Airfare

Transaction Date

06/25/2020

Manage Expenses

[\ Aerts: 7
2020082

Not Submitted

Report Details w

[0 Alerts | R

Southwest Airlines

o Click on the Save Expense button when
finished adding receipts and all required
fields have been completed on the Expense

Type.

> ) Airfare $1,426.32

Corporate Card

ltemizations
* Required field
~
Trip Type *
Nomestic v

e Expense Type Level - Manage Expenses
Screen

o On the Manage Expenses Screen,
click on the Plus (+) in the Receipt
Column of the Expense Type.

View Transactions

e

S5AugustExp $1,514.51 @

Print/Share w Manage Receipts w Travel Allowance w

Add Expense

Expense Type

eceipt  Payment Type

TEST-University Procard Airfare

Hide Receipt E|

INVOICE

A4

Copy Report Submit Report

Vendor Details Date = Requested
Southwest Airlines 06252020 $1.42§.32
temized

Lexington, Kentucky
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o The Attach Receipt box will appear.
» If there are receipts that have

previously been uploaded to
Concur but not attached to an
expense report, the available
receipts will appear. The user
can View the receipt or Attach
the receipt to the Expense
Type.

Attach Receipt

Example Attachment.pdf
Uploaded: 8/24/2020 1:27 PM

o

Upload Receipt
Image

EME limit per file

Attach View

» If the receipt needed was not
previously uploaded to Concur,
a scanned copy can be
uploaded.

Attach Receipt

Example Attachment.pdf
Uploaded: 8/24/2020 1:27 PM

&3

Upload Receipt
Image

S v e g

5MB limit per file

Attach View
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e Click on the Plus (+) to
upload a receipt image.

e Choose the file to attach
to the Expense Type and
click Open.

I This PC " Mame - Date modified Type

) 3D Objects Expenditure Policy File folder
[ Desktop Travel Policy File folder

E Documents bookstore receipt Adobe Acrobat D..
B Downloads car rental receipt Adobe Acrobat D...

lab supplies receipt Adobe Acrobat D..
J" Music miscellanecus receipt 2 Adobe Acrobat D..
| Pictures miscellaneous receipt Adobe Acrobat D...
m Videos repair for car receipt crobat D...
i, Local Disk (C:)
== treasury$ (\\treasurer.ad.uky.edu]
= spa$ (\\treasurer.ad.uky.edu) (1)
== spamanagementdatas (\\treasure
== fr§ (\\treasurer.ad.uky.edu) (M)
= 3015 (\treasurer.ad.uky.edu) (5:) .
File name: -

Report Details w

Add Expense

[0 Alerts

Print/Share w

Receipt

O A —

Payment Type

Manage Rec:

TEST-University Procard

e The receipt will now be
attached to the Expense
Type.

cipts w  Travel Al

Expense Type Vendor Details

Southwest Airlines
Lexington, Kentucky

Airfare

Size

Custorn Files

Open

Date ~

06/25/2020

Cancel

Requested

$1.426 32

Itemized

11
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e Click on the Receipt
Image to view the
receipt.
o If the wrong receipt was
attached, click Detach.
o If additional receipts
need to be attached,
click Append.

Company Name INVOICE
rissye. ey

]

miscellaneous recei...

Detach Append

e Close the attachment by
clicking on the “X” in the top
right of the greyed out image.

Company Name INVOICE

DATE | ndrbadin

WDICE
CUSTOWER 1B
U

]
[iEE]
DUE DATE | AiRA2880

12
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Printed Reports

On the Printed Reports in Concur, all of the attachments and receipts
related to the Expense Report can be seen at the end of the report.
e Open the report from the Manage Expenses
Screen by clicking on Print/Share and

choosing either of the reports in the drop
down menu.

20200825AugustExp $1,574.51 @

Mot Submitted

Report Details w Print'Share w Manage Receipts w

LULRST L TN “UK-Detailed Report

**Report - Detailed Report with Summary Data

Travel Allowance w

e When the report opens, click Save as PDF
to open a PDF version of the report.

“*Report - Detailed Report with Summary Data

Show Expenses | Show Hemizations

University of Kentucky Expense Report
Report Name : 20200825AugustExp

Cash Advance
Cash Advance Utilized Amount : $0.00

Cash Advance Returns Amount : $0.00

User Name : Test, Traveler2
User ID : 38002310
*Dept Number : TH500
Email Address : concurexpense@uky.edu
Default Approver : Test, Default Approver

Report Header

Policy : *UK-TEST USER-General Expenditure Policy
Report Date : 08/25/2020

ReportId : 187DDAF 116AB43A09482

3

13
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e If the report does not open automatically,
click on the “report” that appears in the
lower left of the screen to open the report.

Report Header
Policy : *UK-TEST USER-General Expenditure Policy
Report Date : 08/25/2020
Report Id : 187DDAF 116AB49A09482 -

13
e N

report (55).pdf -~

e Scroll to the end of the report to see all of
the attachments and receipts associated
with the Expense Report.

Expense X @ report(55).pdf x 4+

C @ File | C/Users/keboyd00/Downloads/report%20(55).pdf

Company Name INVOICE
[Street Address]

[City, ST ZIP) DATE 12/9/2019
Phone: [000-000-0000] INVOICE # [123456]
Fax: [000-000-0000] CUSTOMER ID [123]
Website: som edomain.com DUE DATE 1/8/2020
BILL TO

[Name]
[Company Name]
[Street Address]

[City, ST ZIP]
[Phone]

DESCRIPTION
[Service Fee] 230.00
[Labor: 5 hours at S7S/hr] 375.00
[Parts] X 345.00

e The printed report can be closed when the
review is finished.

14
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Approval Level

Attachments and receipts on Expense Reports can be seen at the
supervisor and cost object approver levels in Concur.

¢ Reports Screen — Expense Summary

o On any expense line with the icon, hover over the
icon or click on the icon to view the receipt for the
expense type.

08/05/20 LouisVille s e

Summary Details » Receipis » Print / Email ~
Exceptions
Expense Type | Date Arnount| Exception
Parking 06/21/2020 533.33 A\ WARN-This report
Expenses
| | Trangaction Da... | Expense Type
@ 08/05/2020 Daily Allowance
@ 08/05/2020 Persaonal Car Mileage
> 1 105} 080572020 Hotel
@ 08/04/2020 Daily Allowance

&e 062172020 Parking

08/05/20 LouisVille e raeer

sumn Receipt

Excef

Hotel Receipt

8/5/20

Receipt Image Available

$45.00

15
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e Reports Screen - Expense Type Details

o Click on the Expense Type so the detailed information
appears at the right of the screen. Click on the Receipt
Image tab to view the receipt associated with the
Expense Type.

08/05/20 Louisville e reen

Details * Receipts * Frint / Email *

Send Back fo User [YS—y—

@
@
> 08 08/05/2020 Hotel
®
a

. | Expense Type

Daily Allowance

Personal Car Mi

080472020 Daily Allowance

Q5. ez Parking

Canadian Pacif Louisville, Kentu__.  Paid by

1* & | Expense | Receipt Image

Enter Vendor N... | Additional Info... | City of Purchase | Payme

Total Amount: $45.00 | ltemized: $45.00 | Remaining: 50.00
Louisville, Kentu... Paid by

Paid by

Louisville, Kentu...  Paid by

Automobie Park TEST-L

o If an additional receipt needs to
be added to the Expense Type

Expense || Receipt Image

Click on the Attach Receipt
button on the Expense Tab

Total Amount: 345.00 | ltemized: 545.00 | Remaining: 50.00

Expense Type
Hotel

Transaction Date
08/05/2020

Trip Type
Diomestic

Trip Purpose

06. Meeting/Collaboration

Traveler Type
01. Employee

Additional Information

Vendor

City of Purchase
Louisville. Kentucky

Payment Type

-

Attach Receipt

Hide Exceptions
Excel 15 x
Expense Type | D Amount | Exception

Parking 061212020 53933 /) WARN-This report contains expense(s) outside of the trip dates, please review for accuracy

16
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Choose Yes to append an
image to the expense.

Flease Confirm

There is already an image associated with this expense. Choose Yes to app
Mo to cancel.

@

end a new image or

o Browse to choose an attachment

Attach Receipt x
Click Browse and select a .png, .jpa, .jpeg, .pdf, .tif or .tiff file for upload. 5 ME limit per file.
File Selected for uploading: Browse...
Mo file selected
Cancel
o Click on the attachment to be
Organize v New folder =~ [ 0
0 This Pe A Name Type Size 1
CApEnUILUTE FUNLY rue e
B 3D Objects Travel Policy 2 File folder
[ Deskto M Approver example 2 Microsoft Word D... 281 KB
p PP P
= 15| bookstore receipt 2/ Microsoft Word D... 125KB
[ Documents P
& Downloads bookstore receipt 2/ Adobe Acrobat D... 101 KB
J’ Musi £ Business Officer Concur Demo 2/ Microsoft Excel W... 15KB
usic
_ 1] car rental receipt 2113/ Microsoft Word D... 102 KB
] Pictures car rental receipt 2/13 Adobe Acrobat D... 121KB
B videos @ b supplies receipt 2113/ Microsoft Word ... 33 KB
PP P
“am Local Disk (T:) lab supplies receipt 2/13 Adobe Acrobat D... 99 KB
== treasury$ (\\treasurer.ad.uky.edu] M5 miscellaneous receipt 2 2/ Microsoft Word D... 19KB
= spa$ (\\treasurer.ad.uky.edu) () miscellaneous receipt 2 2/ Adobe Acrobat D... 39KB
- . e o v
= spamanagementdata$ (\\treasure M| miscellanecus receipt 2 Microsoft Word D... 29KE
[ i 2 Adobe Acrobat D... 50K
= 15 (treasurer.ad.uky.edu) (M) miscellanecus receipt Adobe Acrobat D KB
- 4 a5 M5 repair for car receipt rrh Microsoft Word D... 31KE
- it .ad. g 3
= (Vtreasurer.ad uky.edu) (5] " repair for car receipt 2/ Adobe Acrobat D... 43 KB .
File name: | v | [aiFies v

17
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o The Attach Receipt box will appear with the file selected
to be uploaded. Click the Attach button.

Attach Receipt x

Click Browse and select a .png, .jpg, .Jpeg, Jpdf, .tif or .4ff file for upload. 5 ME limit per file.

File Selected for uploading: m

mizcellanacus receipt pdf

Cancel

o The Expense Type will now have both the original
receipt added by the cardholder and the new receipt
added by the approver.

o Check on the Receipt Image Tab that all of the

necessary documentation for the Expense Type is
attached.

Expense || Receipt Image

Total Amount: 345.00 | ltemized: 545.00 | Remaining: $0.00

NNNNN u]

Company Name INVOICE

& r b
ri BERAE I 158
[ 2TC LRI EFEr S

18
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e Reports Screen - Printed Reports Review
o Click on the Print/Email menu option and choose one of
the reports from the drop down menu.
o Follow the directions in the Printed Reports Section
above to view the attachments and receipts.

08/05/20 LouisVille mes, raeen

Summary Details + Receipts + Print / Email ~

*UK-Detailed Report

E;;'; ;e T::-:: Date Amount **Report - Detailed Raport with Summary Data
Parking 06/21/2020 $39.33 i\ WARN-This report contains expenseis) outside of the irip dates. please ravisw
Expenses View s«
Transaction Da... | Expense Type Enter Vendor N... | Additional Info... | City of Purchase | Payme
@ 08/05/2020 Daily Allowance Louisville, Kentu... Paid by
@ 08/05/2020 Personal Car Mi... Paid by
> @ 08/05/2020 Hotel Canadian Pacifi... Louisville, Kentu... Paid by
@ 08/04/2020 Daily Allowance Louisville, Kentu... Paid by
&e 06/21/2020 Parking Automobile Park... TEST-L

e Reports Screen - Receipts
o Click on Receipts and one of the options below:

08/05/20 LouisVille e maeen

Summary Details - Beceipis = Print / Email -
= ; Receipts Required
cXCeptons . s .
View Receipts in new window
Expense Type Date
Parking 06/21/2021 View RC‘—.CEIptS in current window 5 expense(s) outside of the trip dates, please review f
Attach Receipt Images
E\:E"LE‘E View v &«
Trangaction Da... | Expense Type Enter Vendor N... | Additional Info... | City of Purchase | Payme
@ 08/05/2020 Daily Allowance Louisville, Kentu... Paid by
@ 08/0572020 Personal Car Mi._. Paid by
> @ 08/05/2020 Hotel Canadian Pacifi... Louisville, Kentu... Paid by
@ 08/04/2020 Daily Allowance Louisville, Kentu... Paid by
& e . 06/21/2020 Parking Automebile Park... TEST-L

19
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= Receipts Required — From this option, attach
scanned receipt images, view receipts or print the
receipts by reviewing the information and
attachments on the Printed Reports.

Receipt Review =

Reminder: Receipts Required!

You may attach scanned images or complete a Missing Receipt Affidavit (MRA).

m Altach Receipt Images View Receipls

Expense Type | Date | Arnount|

| Close |

* View Receipts in new window - opens a new
window to view the attachments.

https://www.concursolutions.com - Google Chrome — O X

# concursolutions.com

Parking Receipt
6/21/20
$39.33

* View Receipts in current window - opens a
window to the right of the expense details.

08/05/20 Louisville e rawen

Summary  Details v Receipls * Print / Email Hide Exceptions
Exceptions x
Expense Type | Date Amount | Exception
Parking 06/21/2020 $39.33 A\ WARN-This report contains expense(s) outside of the trip dates. please review for accuracy.

Expenses View* & | Expense || Receipt Image _»
Transaction Da... | Expense Type Enter Vendor N... -
Total Amount: $45.00 | itemized: $45.00 | R/
@ 08/05/2020 Daily Allowance
[:) 08/05/2020 Personal Car Mi Expense Type
> 0@ 08/05/2020 Hotel Canadian Pacifi Hotel
® 08/04/2020 Daily Allowance Transaction Date
08/052020
&Qe 0672172020 Parking Automobile Park
Trip Type
Domestic
Trip Purpose

20
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= Attach Receipt Images - allows the approver to
upload and attach new attachments or receipts.

Receipt Upload and Attach - X

fou may attach scanned images or complete a Missing Receipt Affidavit (MRA).

You currently do not have any expenses requiring receipts. You may choose up to 10 files to attach to the report.

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

Click Browse and select a .png, .jpg, Jpeq, .pdf, .tif or .1iff file for upload. 5 MB limit per file

Files Selected for uploading:

Mo files selected

Close

SAP

Attachments and receipts are uploaded to SAP with the Expense
Report. To view the documentation on the SAP document:

e Open the XC document (begins with 53*) on transaction FB03.
Note: To find the XC document number for an expense report,
refer to the Review Concur Expense Documents in SAP Quick
Reference Guide.

Doc.Type : XC ( Concur Documents ) Normal document

Doc. Number 5300000009 Company Code UKODO Fiscal Year 2021
Doc. Date 07/17/2020 Posting Date 07/17/2020 Period 01
Calculate Tax

Ref.Doc. 30

Doc. Currency USD
Doc. Hdr Text Procard Report 07/13/2020

Itm|Account Account short TEXt Amount|Cost Center |WBS slement |Fund Funds center Text
1|218100 Procard Payables 19.48- 0211371800 UPS*000000X5A183280
2( 530401 Freighte0th Transpor 15.48 (1012013010 0011002000|1012013010 UPS*000000X5A1E83280

e Click on the Services for Object menu option

@ ‘ Services for UbjectE g

21
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e Choose Attachment List

W8 Document Overview - Display

attachments.

Divew 8] % [@] 2 [0 2 @& | &] 7[5

ERIEEEER

AttachmentForUK0053000000092021

Icon | Title | Creatrivame

|created on 7| created.

B | Freight and other | ‘

[07/17/2020 [16:42:15 |

Expense Center X | @ MyReport (1).PDF

& & myukdev.uky.edu/WebView

OPENTEXT™ | Imaging Web Viewer

x BN ConcurEx

File Edit View Favorites Help

301 PETERSON SERVICE BUILDING
LEXINGTON, KY 40506-0001

~
Delivery Service invoice
iwvoceDate  July 11, 2020
Shipped from: Involce Number  0000XSA 183280
UNIV OF KENTUCKY Shipper Number X5A183
LYNN DAVE NPORT a
301 PETE RSON SERVICE BUILDING RM 30 Gontral ID 908R
LEXNGTON, KY 40508.0001 Pagel o3
Sign up for elecironic billing today!
0749A0000X5A1838 WVisit ups.comibilling
For quostions about your Knvoics, cal
800)911.1648
onday - Frasy
UNIV OF KENTUCKY &0 am. - 84 pm. ET
LYNN DAVENPORT

o wri;
ws
P.0. Box 72470244
PrilageIphia, PA 191700001

ing of

visit our rwoice quide and glossary of billng charges at

TR domey of g
ips.com For mare

~ B Thank you for using UPS.
Incentive Savings Summary of Charges
Tolal Incentive savings this period G = ==
‘Vour amost e this perod Ncloss Tese savings. e Outbound =
Seq Incentive summary sclion for detalls, .
Account Status Summary H "; s !'::"‘wm" churgs e
L Fmount due this period T4
Amount Due This Period Toan
Amount Dutstanaing (Frior Involces) 000 UPS payrment terms raquire paymant of this bill by July 20, 2020,
Total i uts! s Payments received late are subject (0 a late et fee of 8% of

9 s

Questions ahout your charges? 02 At Dus TS Period. (s TariiTembs and ConaRions of
To get a betier u the charges an your inveice. Service at ups.com for detalks)

Rote. Tts Irvoice mey contan & uet surcuge 2 OeCed ot

Plwase VISR ups.com.

&y Create.- " 8 % % choose | % save [T = Tax data Ei
=  Attachment list
Private Note
Do hormal document
pg Send ' lpany Code  UKOO Fiscal Year 2021
Do|  Relationships lLing Date 07/17/2020 Period aL
C&  workfow D
Re -
Da My Objects G
Do Help for object services 2020
QpenText Document Access
Itm|Account Account short text Zmount | Cost Center |WBS element |Fund Funds
1f219100 Procard Payables 158.48- 0211371800
2(530401 FreightsOth Transpor 1%.48 (1012013010 0011002000 1012C
* 0.00

e Double click on the attachment displayed in the list of

e The attachments and receipts related to the expense report will
open in the Open Text Viewer.
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Quick Reference Card - Attachments and Receipts

Notes

For specific receipt requirements on a travel expense report or
procard expense report, refer to the appropriate Business
Procedures Manual policy.

Note that certain Expense Types or Business Purposes require
documentation in addition to receipts. For information on the
documentation requirements of expenses, see the topical Concur
Quick Reference Guides, Travel Policy, or Purchasing/AP Quick
Reference Guide.

Some colleges/units require other documentation to be attached
to a request or expense report. For questions on these
documentation requirements, contact the college/unit business
office.

If a required receipt is not available for attachment to the Concur
expense report, see the Missing Receipt Affidavit Quick Reference
Guide.

Questions

Questions Contact Customer Service:

o Email - concurexpense@uky.edu
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