
Combining & Separating Expense Receipts in Concur 

 

 

Users have the ability to merge or Combine Expenses when the two selected expenses are from different sources. For 

example, an e-receipt or user uploaded receipt can be merged with a credit card transaction in the user’s Available 

Expenses.   

  

To merge or combine expenses from Available Expenses:  

  

1. Log in to your Concur profile 
2. Scroll down to Available Expenses 
3. Click the selection boxes to the left of the receipt and card charge you wish to combine 
4. Click the Combine Expenses button 



 

  

The option to combine expenses will not appear if:  

  

• The expenses have been populated from the same source. For example, two credit card transactions cannot be 

merged together. 

• The two selected expense line items contain receipt images attached. (If receipts are attached, detach the receipts 

from the expenses and then try combining. The receipts can be added again after the expenses are merged.) 

To separate a combined receipt from a card transaction, please follow the steps shown below: 

1. Click within the body of the expense line of the expenses you wish to separate 



2. Click the Separate Expenses button 
3. Click the Separate button to confirm separation of combined expense and receipt 

 

 



 

 


