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WellsOne Training
Receipts

Unlink or Remove a Receipt

WellsOne® Expense Manager

Usps Po 0569360111

Amoun: Dete Issuer Merchant category group E:]
210 USD 04/25/2024 WellsOne Visa (9739) M Government Services
Home ACCOUNE Expenses
Link receipt v
Coding Details LA

i Spend Wizard ‘ Expense template ‘

3

Expenses Expenses

’Z‘_'BV"“"‘ usp GL Code + |
Select all [# Code selected expenses : ‘ ‘
Tax v ‘ A required code is missing.
N/A
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 + I
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




WellsOne Training
Receipts

Unlink or Remove a Receipt

A receipt can be unlinked or removed from a

transaction before it is approved. R )
Amount Date Issuer -
7.58 USD 11/30/2024 WellsOne Visa (9739) (0798) ‘ .
« Open the transaction, click on Manage T —l
. . £ Retail <
on the receipt image. —
— i
* Click Image Library to open the image. Recelptsubmitted? 7
Yes h

e Click on the green paperclip.

Image Linking
Linked Images Image Library
WellsOne Visa (9739): 11/30/2024 Amount: $7.58 USD

e C(Click the Unlink button to remove the

& Upload Upload via Email
re Ce I pt . & Upload Upload via Email
|
A |
\ -
L Vil
' it TR ”
sata 14
Vi e one X
e . MBL-0077b7eb-d971-4593-aea2-56b6980f83¢
S Q
o ® POFIU A wosthe
YOU CRAD WFE ENDED. ‘:,‘5‘@5?}'_; B Date Summary Amount
B wiolipe fa RS T 113012024 Walgreens #7138 7,58 (USD)

=) [ b
MBL-0077b7eb-d971-4593-aea2-56b69801

@ Unlink *

. YD) PR DOPFIND A1 WALDE
2 vk PANED M KDY .‘).i
08 5 b

- R T i Y
MBL-0077b7eb-d971-4593-aea2-56b6980f83a8
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Unlink or Remove a Receipt

A receipt can be unlinked or removed from a
transaction before it is approved.

- ‘

* Click the Image Library button to
select a different receipt.

| T wan
) 1 Sh

* Click on the correct receipt to attach,

. i MBL-0077b7eb-d971-4593-aea2-56b6980f83z -
then click on it.

) ) ) ) S @ O C
* Click the Link button in the window,
then close it. i Potential Match |
Amount 758
.] Date 11/30/2024

@ Link © Delete




WellsOne Training
Receipts

THIS COMPLETES THE VIDEO TRAINING ON
UNLINKING OR REMOVING A RECEIPT
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