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Uploading Receipts Directly to WellsOne
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Uploading Receipts Directly to WellsOne

To Access This Feature:

•  In the Coding Window, Click Link receipt

• Then Click Image Library
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Uploading Receipts Directly to WellsOne 
• When Image Linking window opens, click Upload. This will open the files stored 

on your computer.
• Choose the file you would like to attach and click Open. 
• The receipt will be added to the Image Linking window and this links the receipt 

to the expense.

4



WellsOne Training  
Receipts 

THIS COMPLETES THE VIDEO TRAINING ON 
UPLOADING RECEIPTS DIRECTLY TO WELLSONE

Continue to the next video on: 

Uploading Receipts by Email to WellsOne
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