
Receipt Scanning Helpful Hints 

Preferred:  

• Please review your scan for clarity and quality before you email it to 
CNRFiscal@uidaho.edu for processing. 

• Please identify the following for each receipt or invoice: 
o Budget number 
o What you purchased 
o How the purchase is related to your project scope of work 
o Identify if the purchase was on a UI Purchase Card, personal 

reimbursement needed or if the invoice requires payment.  If UI 
purchase card was used, please name card holder. 

• Please make sure all information is visible which may require repositioning 
a smaller credit card receipt on the invoice. 

• It’s okay to cut a longer receipt into sections for scanning but please don’t 
destroy any information in doing so. 

Please avoid: 

• Please do not scan multiple receipts on one sheet.  It is acceptable to send 
multiple pages in one scan. You can use the P-Card Scan Sheet available on 
the CNR Fiscal Services website. 

• Please don’t overlap information.  Please make sure all information is 
visible, which may require multiple pages. 

• Please avoid taping over the print on the receipt.  This is important for 
thermal receipts because it erases the information. 

• Please do not use a highlighter to identify information on a receipt; please 
use a check mark instead. Some highlighters produce blacked out 
information when scanned. 
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Incorrect! 

Taping over receipts may cause print to 
disappear 



Incorrect! Please don’t scan multiple receipts on one page 

  

 

 

 
 



Correct! Separate each receipt with justification. 

  
 



Incorrect! Please make sure all information is visible which may require 
repositioning a smaller credit card receipt on the invoice 

 

 



Correct! Repositioned credit card receipt so not to obstruct invoice 
information

 

 

 


