Vejledning til upload af bilag i e-conomic

Der er tre mader at overfgre bilag til e-conomic pa:

1.

Send via e-mail tilinbox

Send bilagene til den e-mailadresse, der er tilknyttet jeres e-conomic inbox
(format: XXXbilagXXXXXXX@e-conomic.dk).

Adressen findes nederst til hgjre, nar du klikker ind pa inbox ikonet i e-conomic.

Vedhaeftede filer i e-mailen overfgres automatisk til systemet og bliver tilgeengelige i
inboxen.

Upload direkte i e-conomic

Log ind i e-conomic og klik pa ikonet gverst til hajre for upload.

Treek og slip filerne direkte fra din computer eller fra en e-mail til vinduet.

Bemeerk for metoderne 1 og 2:

Systemet understgtter kun filformaterne PDF, JPG, PNG og GIF.

Word-, Excel- og HEIC-filer skal fagrst konverteres til PDF eller JPG, far de uploades.

e-conomic mobilapp

Download e-conomic-appen, tilknyt den til jeres aftale og tag billeder af bilag og
kvitteringer.

Billederne sendes direkte ind i systemet.
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Guide to Uploading Documents in e-conomic
There are three ways to transfer documents to e-conomic:
1. Send Documents via Email to the Inbox

e Sendyour documents to the email address connected to your e-conomic inbox
(format: XXXbilagXXXXXXX@e-conomic.dk).

e The email address can be found in the bottom-right corner when you click the "Inbox"
(Inbox) icon in e-conomic.

e Anyfiles attached to the email will automatically be transferred to the system and
become available in the inbox.

2. Upload Directly in e-conomic

Login to e-conomic and click the upload icon in the top right corner.

Drag and drop files directly from your computer or from an email into the upload
window.

Note for Methods 1 and 2
e The system only supports the following file formats: PDF, JPG, PNG, GIF.

Word, Excel, and HEIC files must be converted to PDF or JPG before they can be
uploaded.

3. Using the e-conomic Mobile App

Download the e-conomic app and connect it to your agreement.

Use the app to take photos of invoices, receipts, and other supporting documents.

The images are sent directly to the system.



