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To add receipts to your Certify Wallet: 

If a receipt is required, you can add it to your Certify account by uploading it into your Certify Wallet using one of the 
following methods: 

�x Mobile: Download the Certify mobile app on your mobile device. 
�x Email: Email your receipt(s) to receipts@certify.com 
�x Upload: Upload a picture or pdf file of your receipt(s) by using your Certify account online. 

 
Helpful Hints:  

�x Take care to upload receipts only once; duplicate receipt uploads should always be deleted following submission of a 
trip reimbursement. Wallet should only contain valid pending receipt transactions.  

�x For travel, receipts are not required for purchases $75.00 and under.  Receipts are required for hospitality and other 
reimbursements that are not travel related. 

�x Receipts must be scanned individually per page and must be legible. Illegible receipts and documentation may cause a delay with 
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