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Uploading Receipts by Email
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Uploading Receipts by Email

To Access This Feature:

•  In the Coding Window, Click Link receipt

• Then Click Image Library
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Uploading Receipt by Email

• Click Upload via Email

• Click the unique email address (blue 
text) which is linked to your WellsOne 
Expense Manager account.

• This will bring up an email message to 
attach your receipt to.

Tip: You can forward this email to the 
person that is holding the receipt that is 
needed.

Email the image using the unique email 
address available through the image library.
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THIS COMPLETES THE VIDEO TRAINING ON 
UPLOADING RECEIPTS BY EMAIL TO WELLSONE

Next Video

Upload a Receipt with the WellsOne Mobile 

Go To:

Class Financial Procedures (CFP) 

Chapter 5: WellsOne Mobile App
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