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Step 1: Upload electronic receipts 

Open an already recorded trip in the menu “Travel management/Travel expense reports”. 
The instruction titled “ Create multi-day trips ” informs you about how to create a new travel 
expense report. In the menu “Attached receipts”, you can attach your scanned receipts in 
PDF format. Click on the button “Attach” or drag and drop your files in the upper area. 

 

 

Step 2: Edit electronic receipts 

The scanned receipts are now shown in the overview. You can open and review the attached 
receipts via the shortlist in the upper area. In order to rotate the attached receipt to improve 
readability, click on the button “Rotate left/Rotate right”. In case a false receipt has been 
attached, the file can be deleted or renamed via right-hand click. The attached PDF file can 
be opened in a new tab, if required. 

 

HRworks GmbH | Konrad-Goldmann-Str. 5b | 79100 Freiburg |  +49 761 47954-0  | www.hrworks.de 
2 

https://hrworks-production-productdocumentation.s3-eu-west-1.amazonaws.com/TravellerCreateExtensiveTrip_EN.pdf


 

 

Step 3: Create reports with electronic receipts 

In the menu “Reports”, you can print your travel reports with or without the scanned receipts. 
If the accountant's department is still requiring the original receipts, you need to print at least 
one of the selectable reports. Click on the button “Create PDF with attached receipts”. 

 

 

Step 4: Use collection view  

As an alternative, you can find a collection view of all files that have not been attached yet in 
the menu “Travel management/Electronic receipts”. Here, all scanned receipts can be 
collected and allocated to all open trips. Click on “Attach” and select all PDF files to be 
uploaded with pressed Control key (CTRL) in the subsequent selection window. Click on 
“Open” to start the upload. The attached receipts will appear on the right-hand side of the 
mask and can be relocated into the desired trip via drag and drop. 
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