Receipt Bank — How To Guide

1) Uploading Receipts
e Open receipt bank and click “Add info”. You will then be taken to the “review
receipt screen on the right.
e Receipts which have been received via email can be forwarded to receipt bank using
a personalised email address (i.e. simon.french@receiptbank.me). However, you
will need to log in to receiptbank to access the “review receipt section”

Review Receipt Add info Cancel Review Receipt

DETAILS

Category None
Receipt Date 12 Dec 2019
Customer None
Project Belrose Project

Receipt Description

RECEIPT IMAGE

2) Entering receipt details

Project
Enter the project where the

expense was incurred

Was this receipt paid by you m
Yes and requires reimbursement? -

word "reimbursement”

Under "receipt description™
write your name and the ‘¢I Was the receipt for fuel? I$| Yes |

Under “Category" either:
1} Fuel-Motor Vehicles (Utes)
2) Fuel-Excavators & Machinery
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Press "Save" and then
"submit for processing”
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