
How to attach the Missing Receipt Affidavit in Concur 

 

Receipts are required for all regular expenses over $10, and for ALL Billable expenses.   If a receipt is missing for an 

expense, the expense can be entered in Concur, and a Missing Receipt Affidavit attached.    

If the purchase was made using a Corporate AMEX card, the AMEX link must be deleted and not attached to the expense 

line before attaching the Missing Receipt Affidavit.  

**Note** The Missing Receipt Affidavit cannot be used for Airfare, Hotel, or Car Rental.   

1.  Enter the expense line and enter all fields in RED.  The Vendor Name must be entered. 

2. Save and then re-open the expense. 

3. Select Receipts, and from the drop down select Missing Receipt Affidavit 

 

4.  At the next pop-up box, check the box next to the Expense Type, and then click on Accept & Create. 

 

 

 The Missing Receipt is now attached to the expense line.  

 

 


