Syssero® Solution Packet

Expenses - Email Receipts Setup




Solution Overview

This is an instructive guide on how to set-up Expense Receipt Email Ingestion in Workday.

1. Search ‘Innovation Services Opt-In’
a. You will want to check the ‘Email Ingestion’ Service on the “Cross Application
Services’ tab.
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2. Once you have opted into the service, you will need to enable and assign View/Modify
access to the ‘Set up: Inbound Email’ domain.
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3. Next, go to the task ‘Create Email Ingestion Receiving Domain’
a. You will need to provide a subdomain and domain
i. Please note that the subdomain must be unique to the tenant, so if you test
in a lower level tenant first you will want to use a different subdomain than
is what will be used in Production. For example Preview Subdomain might be
‘expensestest’ then Production would just be ‘expenses.’

ii. Example Subdomain/Domain combo (Subdomain: expenses; Domain:
syssero.com)

Create Email Ingestion Receiving Domain X
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4. The next screen will show the DNS Record for the Receiving Domain. Take a screenshot of
this and provide the information to the clients IT department. They will need to add the
information into the company’s DNS provider configuration. Once they add this
information, there will be a 48 hour waiting period before the next step.
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5. After the Domain information has been added to the company’s DNS provider
configuration, and the 48 hour waiting period has passed, run the task ‘Verify Email
Ingestion Receiving Domain.’

a. You will select the domain you created previously and click OK.

b. A refresh screen will appear. Give it a minute or 2 and click refresh. Once it is done it
will say if the Domain is verified or not. If it fails verification, give it another day and
try again. If it fails verification twice, reach back out to the IT group and confirm
that everything was set up\ correctly with the DNS provider configuration.
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6. Once the Receiving Domain is verified, run the task ‘Configure Email Ingestion Settings.’
a. For Type’ select ‘Expense Receipt’
b. Under ‘Receiving Domain’ you will select ‘Use Customer-Provided Receiving Domain
i. Select your newly created Receiving Domain.
c. Under Allowed Senders, leave it blank
i.  This functionality currently is only available for Supplier Invoice
d. Check the ‘Acknowledge’ box and click OK
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7. Once that step is completed, it is ready for use!

a. Users can email receipts to any email address at that domain/subdomain combo
and it should work. Best practice is going to be to use an email like the following
“receipts@expenses.syssero.com”

b. When a user emails the receipts they will show under quick expenses when they go
to create a new expense report.

8. If you need to run a record of what email receipts have been processed in the system, the
report ‘Expense Receipts Email Ingestion By Date Range’ can be ran.
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