
 

WORKS Training 

How to upload receipts as a cardholder in Finance & Operations Effective July 1, 2020 

 
• Login using your username and password 

If you don’t have this information, please contact Lynn Crawford in Procurement (crawfo5@clemson.edu) 

 

• You will see the charges pending receipt uploads listed as TXN files 

 

 

• To reorder/remove specific columns (i.e.- document, account ID, vendor, etc.) click & hold the specific column 
you want to reorder, or press the drop-down located beside Columns to add/remove columns 

o It is recommended to add the Receipt column.  The receipts status will change from ‘Unknown’ to ‘Yes’ 
with a successful upload. 



 

 

• Select the desired TXN file, then choose the ‘Manage Receipts’ option 

 

 

• Press the drop-down arrow located beside ‘Add’ and select ‘New Receipt’ 

 

 
 
 

• Select Browse, and locate your scanned documents 



 

• Once you locate your desired file, select the file and click OPEN to upload the receipt into WORKS 

 

  

 

• As you are uploading your receipts, if you receive this error message, it means the file is too large.  

You must: 

o Select cancel 
o Rescan the document 2-3pgs at a time 
o Save each document with your desired file name along with a number identifying the order it was saved 
o Example:  ANDA $1,258.57 1 

ANDA $1,258.57 2 



ANDA $1,258.57 3 
 

 

 

 

• Leave Receipt Date and Description blank 
• Select OK 

 

 
 
 

• You will receive confirmation that you have successfully added a receipt 



 

 

• Notice that your Receipt status has changed to ‘Yes’ 
• Proceed to the next TXN file, and follow the same steps for uploading receipts 

 

 

 

 


