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Receipts
Attaching a Receipt to a Transaction
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• Vendor Name

• Date of Purchase

• What was Purchased

• Price and Quantity of Item/Service

• Taxes and Fees

• Total Amount

• Paid in Full

Additional information needed for online orders: 

• Shipping fees, if applicable

• Email notification that order has shipped

• If the shipping confirmation does not have all the required 
information, attach other receipt(s), as needed

Receipts
For a receipt to be valid, it must contain the following:

3



WellsOne Training  
Receipts

4

Receipts
Invoice as a 
Receipt
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Receipts
Order Confirmation
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Receipts
Image of a Receipt
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There are three ways to upload your receipt to the Image Library:

1. Upload an image from the files on your desktop and attach it directly to 
a transaction.

2. Email the image to the WellsOne library using the unique email address 
available through the image library.

3. From the mobile app, take a picture and upload the image.

The how-to videos on attaching a receipt can be found in the Class Financial 
Procedures (CFP) in Chapter 4, Section F, and Chapter 5 for the Mobile App. 

NOTE: WellsOne only accepts receipts in pdf, jpg, or jpeg.

Adding Receipts to Expenses

7



WellsOne Training  
Receipts 

THIS COMPLETES THE VIDEO TRAINING ON RECEIPTS
The next video: 

Uploading Receipts Directly to WellsOne
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