Creating an Expense Report — Missing Receipt Declaration

Lost Receipt?

* Lostareceipt? Concur allows you to submit a Missing Receipt Declaration for eligible expenses charged to a cost center.
1. Select the expense that you do not have the receipt for

2. Click Manage Receipts
3. Select Missing Receipt Declaration

= Y cConcur

< Expense Reports

Expense Testing $1,871.42

Not Submitted j
Report Details 9 Manage Receipts v~ § Travel Allowance v

View Available Receipts ‘

Expenses (15) | view: Standard (® Add Expense ~ || Edit | Delete Duplicate  Allocate Move v 4
Manage Attachments
-

@ Alerts [T Receipt [T Attributes Expense Type |T Vendor Details [T Payment Type [T Requested |T Actions

View Receipts in New Window ooer
(] e TR-Transportation : Out of Pocket $50.00

Auvgusta, Georgia
e Missing Receipt Declaration
(] ) TR-Incidentals Dallas, Texas Out of Packet $5.00
(] (%] 12/16/2026 TR-Mesl Per Diem Dallas, Texas Out of Pocket $22.00
(] %) 12/15/2026 TR-Incidentals Dallas, Texas Out of Pocket $5.00
(] ) 12/15/2026 TR-Meal Per Diem Dallas, Texas Out of Pocket $33.00
(] ) 12/14/2026 TR-Incidentals Dallas, Texas Out of Pocket $3.75
(] (%] 12/14/2026 TR-Meal Per Diem Dallas, Texas Out of Pocket $3.25
v 09/02/2026 f ‘I‘ TR-Transportation Uber Out of Pocket $77.00

a —_ P Augusta, Georgia ’
[ A naI74I2026 [—] ] TR-1 adging Sheraton Ontt of Pocket 21 956 00




Creating an Expense Report — Missing Receipt Declaration

Lost Receipt?

1. Selectthe expense for which you do not have a

. Create Receipt Declaration
receipt.
2. ClIC k Accept & Cl‘eate to ge nerate the M iSSing Areceipt is required for this expense. If you are missing your receipt please use this missing receipt affidavit.
Re Cei pt DeC la ratio n To create a Missing Receipt Declaration, select the expenses below that require a receipt.
3. The Missing Receipt Declaration will automatically Expense Type [T Vendor |1 Date |= Amount JT
be attached to the selected expense in your o e 0010212026 7700

expense report.
* Toview the declaration, select the

expense and it opens in the Receipt e Cancel

@ Acceptance: | certify that | lost my receipt and this is a valid business expense.
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Missing Receipt Declaration - TR-Transportation
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Date of Expense: 82126
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Amount:  77.00 USD
Cily:  Augusts, Georgia
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