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This guide is intended for University Cardholders with access to SAP Concur. It covers 

how to enable receipt texting, so you can send a text message with a photo of your 

receipt, and it will upload it into your Concur profile for your expense report. 

 

Step 1 
Navigate to User Profile > Settings > Contact Information. 

 

Step 2 
In the Mobile Phone Country/Region field, select a country and enter a mobile phone 

number.  
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Step 3 
Click the Verify Mobile Phone button and then enter the 6-digit code texted to the phone 

number you entered. 

After you have entered the number, you will get another text message that says “you’re 

all set,” indicating your number has been verified and you can now text receipts and 

have them automatically uploaded into your Concur profile. 

 

 

 

 

 

 

 

 

Step 4: Optional 
1. Save this number in your contacts for future use.  

 

Text pictures of receipts to this number to have 

them uploaded into your Concur profile under 

Available Expenses. 


