
 

To be able to use the mobile applications (Concur or ExpenseIt), you must create a mobile PIN. 
 
Go to your profile settings, under Mobile Registration. Click on Create a mobile PIN. 

 

Once on the Mobile Registration page, enter a new PIN in order to 

create it. Once you confirm your pin and click on Set PIN, you will 

then use this PIN to log in to the mobile applications on your 

mobile device. 

If you forget your mobile password, at any time you can access 

your profile via the web and click the Forgot Mobile Password 



(PIN). You will then be asked for your login ID (this is your full email address XXX@uottawa.ca, based on 

your Outlook Exchange Login info). An email will then be sent to you with instructions to follow in order 

to reset your PIN.    

 

 

 

 

 

How to use your ExpenseIt Mobile Application 
Turn your receipts into an Expense Report! The ExpenseIt app from Concur makes it 

even easier by automatically creating, itemizing and categorizing an expense entry, 

with the receipt image attached. 

1. Download the App on your mobile device. 

2. Access the application using your Concur user name and 

your mobile PIN created previously in your profile (see 

section on How to use your mobile device with Concur). 

 

 

 

 

 

 

 

 

 

Notification: 

Would you like to be notified once your receipts have been analysed either 

by e-mail or directly on your mobile device? 

 

*ExpenseIT Pro sends receipts for analysis using a combination of 

technology and a team that works together to create your expenses from 

your receipts. Once the receipt has been analyzed, you can make changes if 

necessary, either in the application directly or in Concur. 

 

Account Settings 

Automatically export expenses to 

Concur:  
ON: Expenses are automatically exported 

to your Concur account where you can 

make any necessary modifcations.  

OFF: Modify your expenses within 

ExpenseIt before they are sent to Concur 
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Taking photos of your receipts 

Follow these 3 easy steps to quickly submit your 

expense report: 

1. Open the application and take a photo of your 

receipt or upload the receipt from your 

receipt gallery 

2. Review the image to ensure that it is clear and 

and legible. 

3. Click « Use » 

Hotel Expense Itemization 

Submit your receipts as described above and ExpenseIt Pro will take care of your 

hotel itemization, separate the taxes, room charges and miscellaneous charges. 

 

 

 

 

 

 

 

 

 

Electronic Receipts 

You received receipts via e-mail? Forward them to receipts@expenseit.com. 

This is the fastest way to attach an electronic receipt such as a hotel receipt.  

 

Now that your expenses have been created, complete your expesne report 

within Concur mobile, or via the web.  
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