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WellsOne Training
Receipts

Uploading Receipts by Email

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

i usp GL Code + |
Select all [# Code selected expenses : ‘ ‘
Tax o ‘ A required code is missing.
NFA
D men
B Amazon Mktpl 26.50usp e [wo] * |
e L A required code is missing.
— B WF Visa 9739 (8815) | 06/17/2025 o
¥ spiic Lrersoral [ ] s & |
A required code is missing.
Program + |
A required code is missing.
Vendor ID e |
A required code is missing.
Invoice Number + |
A required code is missing.
Invoice Date

A required code is missing.

Supplier Details
Purchase Usps Po 0569360111

i .
Business Purpose




Amount Date Issuer
2.10 USD 04/25/2024

WellsOne Visa (9739)

Merchant catagory group
M Government Services

Usps Po 0569360111

Coding
‘ Spend Wizard ‘ Expense template ‘

Ameunt ine

‘2.10 ‘ usp ‘ GL Code

Tax

‘ N/A v ‘
Department

Tax amount

‘o.co ‘ usD ‘

Y Split Lrersonal [ | ] class
Program
Vendor ID
[ Numbe

Supplier Details

Purchase Usps Po 0569360111

i .
Business Purpose

WellsOne Training
Receipts

Uploading Receipts by Email

Details

To Access This Feature:
* In the Coding Window, Click Link receipt
« Then Click Image Library

Usps Po 0569360111

i Amount Date Issuer
e 2.10UsSD 04/25/2024 WellsOne Visa (9739)

s Coding

I Spend Wizard H Expense template

Merchant category group E]
M Government Services

Link receipt v
b

S

N/A ¥

Details
Image Library

Receipt Submitted?




WellsOne Training

Receipts
Uploading Receipt by Emai image Linking
D raage Liking - Work - Micsarolt | Wells Ona Visa (9730 09742003 Amount: 51 29 LSD : ”
Email the image using the unique email s/ /welbcoeemensen | gy Uicad _
i i i Image Linking L —
address available through the image library. i misimesh — [ et [
[+

* Click Upload via Email e
* Click the unique email address (blue

text) which is linked to your WellsOne

Expense Manager account.
e This will bring up an email message to i }

attach your receipt to. | Upload via Emi « |
Tip: You can forward this email to the e Ww = |
person that is holding the receipt that is T S
needed.




WellsOne Training
Receipts

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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