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TOPIC: Expenselt Is Here — Smarter Receipt Management in Concur
DATE: July 7, 2025

TO: Campus Business Partners, Deans, Associate Deans, Department Chairs,
Directors, and Managers

FROM: Sarah Hansen, Accounts Payable & Travel Manager

-t New for Travelers: Concur Expense Now Includes Expenselt. Available Now!

We’re excited to introduce Expenselt, a powerful Al-driven feature now available in
Concur Expense. Expenselt automatically converts your receipt images into expense
entries using advanced machine learning and optical character recognition (OCR). It
extracts key details like amount, date, currency, location, and vendor to create
your initial expense entries — saving you time and effort.

<’ Benefits for You

e Boost Efficiency: Expenselt automatically categorizes and matches your
expenses, streamlining the process.

e Go Paperless: Snap photos of receipts on the go — no more tracking paper.

e Automatic Entries: Receipts are turned into categorized expense entries and
sent to Concur for your review.

e Hotel Folio Breakdown: Hotel receipts are itemized into room rate, taxes, and
other charges.

o Easy Access: Entries created with Expenselt appear under ‘Available
Expenses’ in Concur.

What You Need to Do

1. Verify Your Email


https://youtu.be/ehESGAO01dc?si=qO8C_vbYIojXiqte

Make sure your email is verified in your Concur profile so you can send receipts.
This is required to use the mobile app.

2. Validate Expenselt is Enabled

Go to Profile Settings > Expense Preferences, select the Expenselt options,
and click Save.
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3. Download the App (Android / i0S)

Use the Concur mobile app to capture or upload receipt images on the go.

4. Review Resources
a. Check out the training materials and FAQs to get the most out of
Expenselt.

If you have questions after reviewing the training materials, please contact Accounts
Payable & Travel at x86476 or travel@csus.edu. We're here to help make your
expense reporting faster and easier!



https://play.google.com/store/apps/details?id=com.concur.breeze&hl=en-US
https://apps.apple.com/us/app/sap-concur/id335023774
https://www.concurtraining.com/toolkit/en/expense/expenseit/end-user
https://assets.concur.com/concurtraining/cte/en-us/FAQ_ExpenseIt_End_User.pdf
mailto:travel@csus.edu

