
Uploading Receipts to a Transaction in GCMS 
 
Before you begin 
• You can upload all of your receipts into the first transaction. Size limit is 4 MB per transaction. If you 
have more receipts, attach them to the second transaction. 
 

1. On the Transaction Summary screen, click the Upload icon   in the Additional 
Information column of the transaction. 
 

 
 
 
  



2. Browse for your image. 
• The image size limit is 4 MB (if you exceed this size then attach the rest of your receipts to the 

second transaction). 
• Images must be .jpg, .png. or PDF. 

 
 
3. Click Add. 

 
 
 

4.  Icon will change to this once attached:   
 
 
 
 

Viewing a Receipt Attached to a Transaction 
 

1. On the Transaction Summary screen, click the View Receipt icon   in the Additional 
Information column of the transaction. 
 

 
 
 
 



 
 
 
2. Click View then wait for the image to appear in the View Receipt window. 
 

______________________________________________ 
 

Printing a Receipt 
 

1. On the Transaction Summary screen, click the View Receipt icon   in the Additional 
Information column of the transaction. The image appears in the View Receipt window. 
 

 
 
 
 

  



2. Click View 

 
 
 

3. Click Print. 

 
______________________________________________________________________ 

 
Deleting a Receipt 

 

1. On the Transaction Summary screen, click the View Receipt icon  in the Additional 
Information column of the transaction.   
 

 
2. Click Delete. 

 

 


