How to Delete a Receipt in SAP Concur

This guide explains how to delete a receipt in SAP Concur when the wrong
receipt has been matched to a company card charge. This situation can occur
due to user error or because billing details changed after the receipt was
attached. The steps below walk you through reviewing, detaching, and re-
attaching receipts so your expense report reflects the correct documentation

before you submit it.
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Receipt pop-up displaying a scanned restaurant receipt over the SAP Concur expense report, with
no option to remove the receipt.
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‘Submitted & Pending Approval
&> DaveConcur Smith
a»
&> Available Expenses
Drag and drop files to upload a new receipt. Valid file types for upload are .png. .jpg. Jpeg, -pdl. .tif or il
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o find missing transactions: Card Transactions

Presenter in front of a "Kevin's Corner" street sign, with a blue box displaying
"community.concur.com” and "username: KevinD" for SAP Concur Community support.

Before you begin

2 Upload Receipt
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Understanding how receipts reach SAP Concur helps you troubleshoot

mismatches:

e Expense It Feature: You take a picture of a receipt, and the system
analyzes it, uploads it to Available Expenses, and matches it to the

corresponding credit card charge.
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e E-Receipts from Vendors: Vendors such as car rental agencies, hotels, and
airlines send e-receipts directly, which are automatically matched to
company card charges.

= EI7 Concur 2 @ x
€ Expense Reports
Travel Expenses - Demo $980.47 © viewaiens

MotSubmitted  Report number: PPZN6S

Report Details v PrintiShare v Manage Receipts v Travel Allowance v

Expenses (3) View: Standard ~ @ Add Expense +
Alerts {1 Date 47 Receipt T Amributes Expense Type T Vendor Details T Payment Type T Requested JT Actions
03/18/2026 ' l a Dinner ki B‘,‘m‘lg oy American Express $35.00
Chicago, lincis
a 01/16/2026 [=] Car Rental American Express $527.76
= " SpringHl Suites by Marriont
(-] 011672026 g w8 Hotel Ferleptan American Express. $47.71
5980.47

card charges, and you can see that under
receipt, there's an image on each of them.
However, let's

SAP Concur expense report listing Dinner, Car Rental, and Hotel charges, each showing a receipt
icon in the Receipt column alongside columns for Alerts, Date, Attributes, Expense Type, Vendor
Details, Payment Type, Requested, and Actions.

Before making changes, confirm the expense report has not been submitted yet,
since you will be editing expense items directly.
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Step 1: Review the expense report and its attached receipts
Open your expense report and check each company card charge for an attached
receipt. In the example report, three charges each display a receipt image in the
Receipt column: a Dinner charge, a Car Rental charge, and a Hotel charge, all paid

with American Express.

‘Submitted & Pending Approval
DaveConeur Seith

Available Expenses

(] i d these exp

Drag and drop files 1o upioad a new receipt. Valid file types for upload are png, jpg. Jpeg, .paf, .t or tff,

View:  All Expenses >

Receipt  Payment Typelf

e > —

-

P i

To find missing transactions: Card Transactions

added back to a report, with options to upload receipts and select expenses.

be piaced in a report for you. Leam More

Expense Source. Expense TypelT

Corporate Card Dinner
Expenseit Business Meal (attendees)
Expenselt Business Meal (attendees)

Corporate Card, Reservation, E-Receipt Aifare:

2 Upload Receipt

Vendor Details |

Pacific Beach Ale House
Cricago, llinois

GALLIER'S RESTAURANT

New Orieans, Lousiana

GALLIER'S RESTAURANT
New Orteans, Louisians

Alaska Alrines
Seattle Tacoma i

Bl Then Il need to find the correct receipts. I'll
cmm%c need to re-add the card charges to my report i
and then attach the

Available Expenses screen showing Dinner, Car Rental, and Airfare card charges ready to be

Datel®
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031612026

0311612026
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011612026
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§31580 -

$527.76 e

$527.76 e

The presence of a receipt image confirms that a receipt or e-receipt has already
been matched to that line item. If any of these receipts appear incorrect, you will

need to detach them before attaching the right one.

Step 2: Confirm that receipts cannot be removed while

attached to the report
Click the receipt image in the Receipt column for the expense in question. A pop-
up window opens showing the scanned image or photo for a physical receipt, or
the electronic receipt for an e-receipt sent by a vendor.

In either case, no remove option is available in this pop-up. This confirms that
receipts and e-receipts cannot be detached directly from within an active

expense report.
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Step 3: Delete the expense items from the report

To detach a receipt, you must first remove the expense item itself from the

report:

e Select the checkboxes next to the expenses you want to detach receipts

from, such as Dinner and Car Rental.
e Click Delete at the top of the expense list.

e Review the confirmation dialog, which explains that expenses will be

permanently deleted, while expenses from outside sources that cannot be
deleted—such as e-receipts or corporate card transactions—will be moved

to Available Expenses.
e Click Delete Expenses to confirm.

‘Submitted & Pending Approval
DaveConeur Seit

Available Expenses
Drag and drop files to upload a new receipt. Valid file types for upload are .png. .jpg. Jpeg. .pdl. .tif or il

[ ] Assistant and these exp be placed in a report for you. Leam More

View: Al Expenses - @
Receipt  Payment TypelT Expense Source Expense TypelT

J I American Express. Corporate Card, Expenseit Dinner
J | Cash / Out of pocket Expenselt Business Meal (attendees)
| american Express Corporats Card, Reservation, E-Receipt Aifare:

American Express. Corporate Card, E-Receipt Car Rental

o find missing transactions: Ca

2 Upload Receipt

Vendor Details | T

Pacific Beach Ale House
Chicage. llinais

GAL RESTAURANT
New Orieans, Louisians

Alaska Airlines

Seattle Tacom it

Henz
Chicago. llinois

ons
there are my available expenses. And now |

PmE——————— C2 1 Sce the car rental and that dinner expense
showing

SAP Concur expense report with two expenses selected and a confirmation dialog explaining that
e-receipts and card transactions will move to Available Expenses instead of being permanently

deleted.

Step 4: Locate the expenses in Available Expenses

Batel

03/1812026

031612026

021312026

011612026

After deletion, the selected expenses no longer appear in the report. Navigate to

the Available Expenses section to find them.

Each expense now appears with its source listed, such as "Corporate Card,

Expenselt" or "Corporate Card, E-Receipt," confirming that the card transaction

and the receipt have been moved there together.
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Step 5: Separate the receipt from the company card charge
For each expense with an incorrectly matched receipt, you need to split the
combined sources:

e Click the expense source link, such as "Corporate Card, Expenselt" for
Dinner or "Corporate Card, E-Receipt" for Car Rental.

¢ Inthe Expense Sources window that appears, review the combined
sources listed for the expense.

e Click Separate Expenses.

e |If prompted, confirm by clicking Separate again.

Submitted & Pending Approval
DaveConcur Smith

B Expense Sources
a | & Aosisted  PacficBeachAleHouse  March18,20%6 53500
a> Available Expenses 7
e s new recepe valflery | © Some recept daa coud not e rea, Consider entein tmanuay. Tips fortaking cea recetimages
G t
@ Enabla Expense Assistant and thesa sxpansss|  MUliple sources have been combined Into 2 single expense. You may use the Separate Expenses’bution to splt
them, in case this is not correct.
-] 1
View:  All Expenses ¥ Expense Sources (2) Stpalatﬁmsu i

- [ ] Receipt Payment Typelf qu Expense Source vendar Date. Amount ‘ Datels AmountlT

) [El]  mesancies B v i e ScHR Horee anazue, .00 ne 03/18/2026 43500 oo

] pr 240 ‘

& E’_] | Cash Out of pocket E.i v Expensent frimp ol hvald oanenpozs  sass  PANT o3/162026 $4054 | o

— = |

OB e B - | el e

[ ;-?ul American Express Corporate Card, E-Receipt Car Rental ; 0U16/2026 $527.76 v

To find missing transactions: Card Transactions

window here there's a separate option. Just

Py ® click separate expenses and then click %
separate again. And that's it.

Expense Sources dialog showing Corporate Card and Expenselt listed as two sources for a Dinner
expense, with the Separate Expenses button highlighted.

Repeat this process for every expense that has an incorrectly matched receipt or
e-receipt.

Once separated, the card charge and the receipt become individual items in
Available Expenses, letting you correctly match or remove receipts as needed.

Step 6: Re-add the card charge and attach the correct receipt
With the sources separated, you can now rebuild the expense correctly:

* In Available Expenses, identify each card charge by its Payment Type (for
example, "American Express"), Expense Source (for example, "Corporate
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Card"), Expense Type (for example, "Dinner" or "Car Rental"), and Vendor
Details (for example, "Pacific Beach Ale House" or "Hertz Rent-A-Car").

e Select the checkbox next to each card charge you want to add back to
your report.

e Click Add to Report (the button label may vary slightly depending on your
SAP Concur configuration).

e Once the expense is back in your report, click Upload Receipt or the receipt
icon next to the expense.

e Attach the correct receipt image or file.
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e Verify that the correct receipt is now matched to the appropriate card
charge.

= Expense - Travel Expenses - X+

25 us2.concursolutions.com/nuife

= EI¥ concur o ®

< Expense Reponts

Travel Expenses - Demo $980.47 © viewsiens (T -
Not Submitted Report number: PPZNES

ReportDetalls v PriniShare v Manage Receipts v Travel Allowance

Expenses (3) View: Standard ~ @ Add Expense v &
Alerts 1T Date |7 Receipt I Adtributes Expense Type T Vendor Detalls LT Payment Type JT Requested JT Actions
— [l B ome T S0

Chicage, lincis
Henz
a 01/16/2026 =] Car Rental American Express $527.76
Chicage, incls
& SpringHill Suites by Marriont
[x] 0111672026 B w8 Hotel o e American Express $417.71
5980.47
L

them from company card charges.This tends to
confuse users. There are occasions

A presenter stands in front of a background with a street sign reading "Kevin's Corner." A blue
overlay displays: "Kevin Dorsey, Director, SAP Concur Community Management & Engagement.”
Subtitle at the bottom reads: "Welcome back to Kevin's Corner. Today's topic was suggested by

two members of the SAP Concur"

+
25 us2.concursolutions.com/nui/expense a & Incognito (2)
= EZ7 Concur o @ ko
@ $455.23
Due Employes:
ar 50,00
Submitied
o
‘Submitted & Pending Approval
a DaveConcur Smith
a»
a» Available Expenses
Drag and drop files 1o upload a new receipt. Valid file types for upload are .png, jpg. .jpeg. -pa. tif or it
&>
@ Enable Expense Assistant and these expenses will be placed in a report for you. Learn More
e
e View:  All Expenses ” @ 1 Upload Receipt
i
P Receipt  Payment Typelf Expense Source Expense TypelT Vendor Details | Datel* Amount}t
'y >
Pacific Beach Ale H
J | American Express Corporate Card, Expenseit Dinner i Bcach Al time ou18i2026 $35.00
Cricag, lincis
I TAURANT
J | Cash/ Out of pocket Expenselt Business Meal (attendees) GALLEITE RESTALYANY 0311672026 $40.54
New Orleans, Lovisiana
| Amesican Express. Corporate Catd, Reservation, E-Receipt Airfare Alascs s 02132026 $315.80

Seattie Tacoma i

Amesican Express Corporate Card, E-Receipt Car Rental :"'i‘ o 0L1672026 $527.76

To find missing transactions: Card Transactions
there are my available expenses. And now |

PTEIs—————— C21 sce the car rental and that dinner expense %
showing

Available Expenses screen showing the Dinner and Car Rental expenses with their payment type,
source, and vendor details.
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What's next

After attaching the correct receipts to each card charge, review the full report
once more to confirm accuracy, then submit it for approval as usual.

If you have further questions, visit the SAP Concur Community at
community.concur.com, where you can search existing answers or post your
own question.
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