E-Receipts

E-receipts will be a copy of the final receipt given to a traveler by the vendor. The e-receipt is sent to PNC Bank along with the PCARD charge by the participating vendors. Only reservations and charges made on a University PCARD or other registered credit cards in the traveler’s profile can include e-receipts. 

E-receipts require folio data which is not currently available from every vendor through our PNC Bank feed. The tenatatvie date for adoption of folio data for all vendors is January 2010. 

E-receipts must be activated by each user. The e-receipt activation message that appears in the My Concur screen is shown below.
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If the above message is not displaying in My Concur e-receipts can be activated on the Profile menu of My Concur. Click on Profile. In the Other Settings section look for E-Receipt Activation. See screen shot below.
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Note: Once users activate e-receipts they cannot opt themselves out, but they can opt out specific cards.  They can opt out any card. If a personal card is registered in onLion the user can opt out that card from being fed into expense reports. Users can opt out all cards if they no longer wish to participate. Credit cards can be added or opted out in the Credit Cards link in the Your Information section of My Profile. See screen shot above.
The Credit Card section will list all cards set up in onLion. See screen shot below.
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The Transportation Security Authority (TSA) requires us to transmit nformation collcted from you. Providing information
is voluntary, however, ifit s not provided, you may be subject to additonal screening or denied transport or
authorization. TSA may share information you provide with law enforcement o inteligence agencies or others under its
records notice. For more on TSA privacy polices or to view the records notice and the privacy impact assessment, see the
TSAs web site at WWW.TSA.GOV.
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To opt a card out, click on the [image: image4.png]


 icon to open and edit the card. Uncheck the “Receives e-receipts for this card” checkbox. See screen shot below. Be sure to save the change.
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The user profile page identifies which cards are opted into the program (defaults
to all cards once you opt in):

If you edit a card, there is a "Receive e-receipts for this card" setting for the
individual card:

Edit Credit Card

Edft your credit card information as necessary and cick Save Changes when finshe. All fields are required.

Display Name (e.g., My Corporate Card) Your name as it appears on this card
fest visa ot S

Card Type Credit Card Number Expiration Date
VISA 0000000001 1 w0 v
Use this card 3¢ the default card for:

Plane Tickets [ carRentals (] Hotel Reservations

Ereceive ereceipts for this card:

User Administrators can opt a user out of the program — however, they cannot
opt a user into the program, since the user must accept a legal agreement to
participate. The user could opt all of their cards out of the E-receipt program if
they no longer wish to participate.

There is an “Enable E-Receipts” setting on the User Detail screen for an
individual user:





Viewing e-Receipt

In the Expense List click on the expense to open it. 
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On the right side of the screen click the E-Receipt tab to review e-receipts.
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E-receipt vendors

Participating vendors will be identified as E-Receipt Enabled when searching for a vehicle or hotel in onLion:
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E-receipts will be imported automatically into Smart Expenses when users have activated them in their profile. They will be listed in the Smart Expenses pane. The trips with e-receipts are distinguished by the e-receipt icon next to the card charge and trip icons:
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Participating E-Receipt Vendors:

· Hertz (Worldwide)
· Enterprise (U.S., Canada, UK, Ireland and Germany)
· Avis/Budget (vendor requires participants to sign-up directly with them)
· National/Alamo (U.S. and Canada locations)
· Intercontinental Hotel Group (U.S., Canada, Australia)
· Choice Hotels (U.S. and Canada)
· Hilton (all properties in the U.S., some in Canada and Mexico)
· Starwood (Worldwide)
· Marriott (U.S. and Canada)
· La Quinta (U.S.)
· Taxi Magic (locations listed at www.ridecharge.com) 
