UVAFinance

Attaching Receipt Image from Within a
Report

Once you have entered the required header information for a new expense, simply click
anywhere in the BROWSE FILE TO ATTACH section in the lower right-hand corner to browse
for an image on your device. This will attach a receipt to the report header.
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o ~ N Report Name Training Conference - December, 2016
DATE EXPENSE SPENT PAYME & B A

Pay Me In USD - US Dollars

Report Type Domestic

Business Purpose Conference/Training

Travel Start 12/0512016

Travel End 12/09/2016

Primary Dest Chicago, IL

Comments (0)

Add Comment

Expense Report Total Pay Me Amount Q Srowse File to Attach
010015691054 0.00 usp f

At the bottom of the screen, you will see a thumbnail image of each receipt attached, and the
total number of receipts attached will be shown in parentheses. If you uploaded a single PDF
containing multiple receipts, these will appear individually.



= CHROMERIVER + New L Jack Jensen

Expenses For
Jack Jensen

Images

&

Training Conference - December, 2016 Report Type Domeslic A
Business Purpose Conference/Training
Travel Start 12/05/2016
Travel End 12/09/2016
Primary Dest. Chicago, IL

Comments (0)

Attachments (3)

< ) Browse File to Attach

Expense Report Total Pay Me Amount
010015691054 0.00 uso

Tapping on a thumbnail will bring up a preview of the receipt. The three icons above the preview
allow you to reduce, enlarge and rotate the receipt image. The paper clip icon in the upper left
corner will allow you to remove the receipt from the report.
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