
ACTIVATING E-RECEIPTS
E-receipts are electronic receipt images sent to SAP Concur directly 
from participating vendors in the Concur network. This job aid is to 

provide step-by-step instructions to activate the E-receipt functionality 
that will help reduce paper receipts and make it easier to complete 

your Travel Expense Reports. 



In Concur, click on Profile then click on “Profile 
Settings.”

Under Profile Options, click on “E-Receipt Activation.”
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Click on “Enable.” Review the terms of E-Receipt 
Activation, then click on “I Agree.”
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You should see a confirmation that E-Receipt has 
been successfully enabled.
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