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1.
Click the Edit Pencil of the transaction you want to view

Add a receipt

2.
Click ‘Add Receipt’
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3.
Select a photo of the receipt to upload to the transaction

Note: You will only be able to upload Jpeg, PNG or PDF.

View a receipt

4.
The photo of the receipt will show up in this box with three options:

1st Button - View
2nd Button - Download
3rd Button - Delete
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5.
Click the View button

6.
The pop-up view of the receipt should show. You can download or delete the
receipt here also.
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7.
Click the close button in the top right corner

Add notes to the transaction

8.
Click ‘Type your comments...’
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9.
Type in your comments and then click ‘Save’

10.
You can then close the transaction by clicking the button in the top right
corner
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11.
Once a receipt is uploaded the icon will turn green
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