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Logging Into Certify for the First Time

When a company releases Certify to new users, you will receive your login instructions directly from your 
company. If not directed otherwise, you will be sent a Welcome Email with your email address and a 
temporary password to use for your first login. This article shows you how to login to Certify for the first time 
using your Welcome Email. 

Step 1: To begin creating your Certify account, select the link from your email.
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Step 2: The link takes you to the Certify website. Enter the login credentials you received in your Welcome to 
Certify email into the Email and Password fields, and click login. 

Step 3: On the next page, you are prompted to create a new password. The strength of your new password is 
evaluated as you type it. Click Submit.
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Step 4: On the Security Question Profile page, you are prompted to provide answers to three security 
questions. These questions provide an extra security layer when you log into your Certify account. 

Step 5: Click Submit after you have entered answers to the security questions in the fields provided.
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Getting Started with Certify Expense
Is it your first time using Certify or maybe you need a refresher? This article will lead you through Certify's best 
practices for creating and submitting expense reports.

Add Receipts using the Certify Mobile App

Step 1: Download the Certify Mobile app on your iPhone, Android or Windows mobile device.

Step 2: Login to the app with your Certify username and password.

Step 3: Tap the yellow Add Receipt button and take a photo of your receipt.

Step 4: Tap the Autofill button, and then enter the remaining expense details. Tap Save.

Step 5: Tap the Sync button in the upper left-hand corner of the homepage. Receipts will now be available in 
your Certify Wallet.  
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For a more in-depth guide on using the Certify Mobile app, please see our article Adding Receipts Using 
Certify Mobile  

Adding Receipts using Certify Mobile

You can use the Certify Mobile app to easily upload receipts to your My Certify Wallet from your mobile 
device. The Certify Mobile app works with most devices including Windows Phone, Android, BlackBerry and 
iPhone.

This article shows you how to add receipts in the Certify Mobile app and sync them to your My Certify 
Wallet.

Step 1: Open the Certify Mobile app on your mobile device. Log in with your Certify Username and 
Password. Your username and password for Certify Mobile are the same as your login credentials you use to 
log into www.certify.com.
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Step 2: On your Certify Mobile homescreen, tap Add Receipt.



8

8

Step 3: Select a photo resolution to open the camera screen on your mobile device. Photo resolution options 
include:

 High / Medium – Recommended
 Low – Use only if your device is short on storage
 Gallery – Use to add a receipt image from your mobile device’s photo gallery

Please Note: To add multiple receipts at a time to your Certify Wallet, use the Upload or Email options 
available in your online Certify account at www.certify.com.
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Step 4: The camera screen opens. Hold your camera 6 to 12 inches away and focus the camera screen on your 
receipt. Make sure the receipt fills the screen. Once the receipt looks clear and centered, tap the Photo button to 
capture the receipt image.
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Step 5: On the next screen, tap Use Photo to save the receipt image.
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Please Note: The average Certify Mobile image size per photo resolution is:

 High Resolution:               200 – 325 Kilobytes (KB)
 Medium Resolution:         100 – 200 Kilobytes (KB)
 Low Resolution:                10 – 100 Kilobytes (KB)

Step 6: On the next screen, tap AutoFill to scan the receipt image and populate the expense detail fields. See 
AutoFill Tips & Tricks to maximize this feature.

Need to replace with EOI configuration pictures
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Need to explain fields  and do with all categories that different

Step 7: If needed, make edits to the expense data by tapping the field you want to edit, entering the data, and 
tapping Done to save your edits.
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Step 8: Tap Save to save the receipt information.
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Step 9: On your Certify Mobile homescreen, tap Sync to upload the receipt and add it to your My Certify 
Wallet.

Please Note: If you find you uploaded a receipt in error, you can easily delete it from Certify Mobile

Step 1: From your homescreen, tap Receipts in Certify.
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Step 2: A list of the receipts stored in your My Certify Wallet displays. Tap the receipt you want to remove.

Step 3: On the next screen, the receipt detail displays. Scroll towards the bottom and tap Delete.

Step 4: A warning message displays asking you to confirm that you want to delete the receipt. Tap Yes to 
delete the receipt from your My Certify Wallet.

Please Note: Once a receipt has been deleted, it cannot be recovered.
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Step 5: The receipt is deleted from your My Certify Wallet.
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Create your Expense Report

Step 1: In your Certify account on the web, view your Receipts and Expenses in your Certify Wallet.

Step 2: On the Certify homepage, click the New Expense Report button. 

Step 3: Select the option to Add all items to a new expense report. 

Step 4: Enter an expense report name and date range. Click Next. 

Step 5: On the next page, click Finish to see your new draft expense report. Certify will automatically merge 
receipts and credit card expenses with the same date and amount. 
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For a more in-depth guide on creating your expense report, please see our article Creating a New Expense 
Report

Edit your Expense Report

Step 4: Add mileage expenses in the Add Expense box. 

Step 5: Use the Other Actions menu to split expenses (itemize). 
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Submit for Approval 

Step 1: Verify that everything on your expense report is accurate.

Step 2: Click Submit for Approval.

Step 3: Enter optional comments for your Approver, and click Submit. 
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Step 4: Review your expense report status in the Pending Approval folder.


