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The purpose of this job aid is to show how 
to activate E-receipts in Concur. 

E-receipts are electronic receipt images sent to SAP 
Concur directly from participating vendors in the Concur 

network

To access Concur Travel, log in to your ESS 
(https://ess.lausd.net/) using your SSO
(Single Sign On). 

Click on the Travel Management tile to open 
Concur.
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https://ess.lausd.net/


You will be directed to the Concur Travel 
home page. Display may look different 
depending on your view settings. 
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Click on your initials on the top right 
corner and select Settings. 



Click E-Receipt Activation.
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Click Enable.
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Review the terms of E-Receipt Activation  
Click I Agree.
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A message will appear to confirm the that 
E-Receipts have been successfully 
enabled. 
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