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Uploading Receipts Directly to WellsOne

WellsOne® Expense Manager

Usps Po 0569360111

Amoun: Dete Issuer Merchant category group [{]
210 USD 04/25/2024 WellsOne Visa (9739) M Government Services
Home ACCOUNIE  EXpENses  Approvals
Link receipt v
Coding Details e

3

[ Spend Wizard ‘ Expense template ‘

Expenses Expenses
Aroureiod = GL Code + |
Select all [# Code selected expenses — [=]
::;A v ‘ A required code is missing.
Ao Amazon Mktpl 26.50usp o [ uso |
| | L 4 required code is missing.
— B= WF Visa 9738 (8815) | 06/17/2025 o
¥ spiic Lrersoral [ ] s & |
A required code is missing.
amn . |
A required code is missing.
Vendor ID & |
A required code is missing,
Invoice Number iy |
A required code is missing. N
Invoice Date

A required code is missing.

Supplier Details
Purchase Usps Po 0569360111

i .
Business Purpose
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Uploading Receipts Directly to WellsOne

Usps Po 0569360111

e e e -
Coding Details .
] To Access This Feature:
= 5) oo * In the Coding Window, Click Link receipt
‘;33 ,,,,, l Department . ]
B i | « Then Click Image Library
Usps Po 0569360111
. —-| Amount Date Issuer Merchant category group E]
B 2.10 USD 04/25/2024 WellsOne Visa (9739) M Government Services
= Link receipt w
Coding Details e ———
Supplier Details -
PurchaseUspsPaOSSQZfO‘wH |mage lerary -
Business Purpose i b
l Spend Wizard ‘ ‘ Expense template Receipt Submitted?
N/A .
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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

i —
Image Linking
Linked Images
WellsOne Visa (9739): 08/14/2023 Amount: §1.26 USD
L J
& Upload I Upload via Email ﬁ Open X
§ - T « Desktop » Bicknen expenses earch Bicknell Expenses -l
Organize « MNew folder = o | 0
3 . Dﬁk‘lw Name tatus UDate modihied Type
& Manpower 03.31.24 §56.93 @ 4/8/2024 12:18 PM Adobe Ac

» | Documents

£| Manpower 01.28.24 $107.02 © obe
Microsoft Teams Chat Files et ‘—}r -
& Manpower 02.04.24 $105.16 Type Adobe Acrobat Document M obe
> I Pictures Size: 15.4 KB
& Manpower 02.11.24 $105.16 Date modified: 4/5/2024 10:12 AM be
Recordings Avallability status: Available on this device
4 ()] 4 10,09 AM obe
Whiteboards & Manpower 02.18.24 $110.54 @ 1 b
:I = Manpower 02.25.24 $103.50 @ obe
IMG_1122 jpe: | @l Desktop » & Manpower 03.03.24 $103.50 ® obe
4 Downloads * £ Manpower 03,10.24 $107.02 @
File name|| I Custom files

Open

Cancel
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THIS COMPLETES THE VIDEO TRAINING ON
UPLOADING RECEIPTS DIRECTLY TO WELLSONE

Continue to the next video on:

Uploading Receipts by Email to WellsOne




	Slide Number 1
	WellsOne Training  �Receipts
	WellsOne Training  �Receipts
	WellsOne Training  �Receipts
	WellsOne Training  �Receipts 

