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End User Learning Map

KEY TASKS AND LEARNING AREAS

* COMPLETE YOUR ACCOUNT DETAILS
* ADD RECEIPTS & EXPENSES

* EDIT & SUBMIT EXPENSE REPORTS

1 First-Time Introduction

Understanding Expense Professional
Getting Started
New User Setup Wizard

Create & Submit Expenses

Managing Your Wallet

Working in your Wallet
Deleting an Item
Editing Items
Merge Items
Reviewing Items
Creating Expenses from
Credit Card Transactions

Review Your Expense Report

Edit Expenses
Editing with the Cleanup Wizard
Splitting Expenses

Edit Receipts
Adding Additional Images
Attach to an Expense Line

Using the Link Receipts Wizard

Add Mileage
Create a Mileage Expense Line
* Add a UK Mileage Expense

System Administrator
When to Contact

- * Password

Reset
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) Complete 'My Account'

Configuring Your Account
Account Details
* Adding Your Credit Card
Adding Your Phone Number
Enter Direct Deposit Details

Change Default Language
Add an Additional Email Address

Download Emburse Professional Mobile
Install on Your iPhone

Install on Your Android
Connect Certify and Uber

User Delegation
Act as a Delegate User
Assign a Delegate Yourself

Add Receipts & Expenses

Emailing & Uploading
Emailing Receipts
Uploading From Your Computer

Sending to Another User

Add Receipts & Expenses on the App

* Adding Expenses on the App
Adding Receipts on the App

Add Receipts from your Photo Gallery,
Using Autofill

Submit

* Expense Reports

Recalling Reports

Inquiries
Replyingto an Inquiry

Emburse Academy
www.emburse.com/learn/training

Submit Your Expense Report


https://help.certify.com/hc/en-us/articles/115000799773-Getting-Started-with-Certify-Expense
https://help.certify.com/hc/en-us/articles/202898690-New-User-Setup-Wizard
https://help.certify.com/hc/en-us/articles/202659764-Creating-a-New-Expense-Report
https://help.certify.com/hc/en-us/articles/115002601353-Submitting-an-Expense-Report
https://help.certify.com/hc/en-us/articles/204325280-Editing-Account-Details
https://help.certify.com/hc/en-us/articles/203102644-Adding-a-Credit-Card
https://help.certify.com/hc/en-us/articles/205033234-Adding-a-Mobile-Phone-Number
https://help.certify.com/hc/en-us/articles/360003061473-Entering-United-States-Direct-Deposit-Account-Information-for-Certify-Payments
https://help.certify.com/hc/en-us/articles/209105707-Setting-a-Language-Preference
https://help.certify.com/hc/en-us/articles/205033264-Adding-an-Additional-Email-Address-
https://help.certify.com/hc/en-us/articles/204482570-Installing-Certify-Mobile-iPhone
https://help.certify.com/hc/en-us/articles/204282574-Installing-Certify-Mobile-Android
https://help.certify.com/hc/en-us/articles/218199857-Uber-Receipt-Integration
https://help.certify.com/hc/en-us/articles/218483707-Acting-as-a-Delegate-User
https://help.certify.com/hc/en-us/articles/204787414-Assigning-and-Managing-Delegate-Users
https://help.certify.com/hc/en-us/articles/202556954-Editing-Expenses-Using-the-Cleanup-Wizard
https://help.certify.com/hc/en-us/articles/203520920-Splitting-an-Expense
https://help.certify.com/hc/en-us/articles/115006501248-Adding-Multiple-Images-to-an-Expense-Line
https://help.certify.com/hc/en-us/articles/202852150-Attaching-Receipts-Using-the-Link-Receipts-Wizard
https://help.certify.com/hc/en-us/articles/202852150-Attaching-Receipts-Using-the-Link-Receipts-Wizard
https://help.certify.com/hc/en-us/articles/226173908-Creating-a-Mileage-Expense-with-Commuter-Miles
https://help.certify.com/hc/en-us/articles/360047021713-Adding-a-UK-Mileage-Expense
https://help.certify.com/hc/en-us/articles/202852240-Emailing-Receipts
https://help.certify.com/hc/en-us/articles/202557024-Uploading-Receipts
https://help.certify.com/hc/en-us/articles/204091080-Send-Selected-Receipt-as-a-Delegate
https://help.certify.com/hc/en-us/articles/203329460-Adding-Expenses-using-Certify-Mobile
https://help.certify.com/hc/en-us/articles/203102674-Adding-Receipts-using-Certify-Mobile
https://help.certify.com/hc/en-us/articles/203102684-Adding-Receipts-from-your-Photo-Gallery
https://help.certify.com/hc/en-us/articles/205076144-AutoFill-Tips-Tricks
https://help.certify.com/hc/en-us/articles/202852240-Emailing-Receipts
https://help.certify.com/hc/en-us/articles/115000438014-Deleting-Receipts-Expenses-from-the-Wallet
https://help.certify.com/hc/en-us/articles/115005260847-Editing-Receipts-Expenses-in-the-Wallet
https://help.certify.com/hc/en-us/articles/115000435773-Using-Merge-Items-in-the-Certify-Wallet
https://help.certify.com/hc/en-us/articles/202557034-Reviewing-Receipts-Expenses-in-Your-Certify-Wallet
https://help.certify.com/hc/en-us/articles/115002641934-Creating-New-Expenses-from-My-Imported-Credit-Card-Transactions
https://help.certify.com/hc/en-us/articles/115002641934-Creating-New-Expenses-from-My-Imported-Credit-Card-Transactions
https://help.certify.com/hc/en-us/articles/115002601353-Submitting-an-Expense-Report
https://help.certify.com/hc/en-us/articles/115002601353-Submitting-an-Expense-Report
https://help.certify.com/hc/en-us/articles/115002601353-Submitting-an-Expense-Report
https://help.certify.com/hc/en-us/articles/203102784-Recalling-an-Expense-Report-
https://help.certify.com/hc/en-us/articles/203102784-Recalling-an-Expense-Report-
https://help.certify.com/hc/en-us/articles/203102784-Recalling-an-Expense-Report-
https://help.certify.com/hc/en-us/articles/203102794-Replying-to-an-Inquiry
https://help.certify.com/hc/en-us/articles/115000551233-How-and-When-to-Contact-Your-Certify-Administrator
https://help.certify.com/hc/en-us/articles/203329390-Resetting-your-Password

