Instructions for Expense Reimbursement Requests

1. Goto:
-Employee Access
-Expense Reimbursement
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2. Click “Submit Request” to begin a new request.
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Click “Add”
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Note: Any field that has an asterisk* must have data entered before the program will allow
you to save the screen and move on.

2. Enter Expense date(s) and the Purpose for Reimbursement (ie conference).
Click “Save”.
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qeimbursement For: SCHULZ, DOROTHEA A

* Expenses From:[05/10/2013_|[57] = To: [o5/10/2013 |[5]

"‘ Purpose for Reimbursement:|Mileage to Skyward Conference

Reimbursement payment option: Paid wia AP ACH. If AP ACH is not setup you wil receive a Paper Check.
District Payment Reimbursement information:

Asterisk (*) denotes a required field




Add any attachments as necessary (receipts from meals, parking etc.).

Once receipts and notes are attached, Click “Add”.
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Expense Reimbursement Request Maintenance

Expense Reimbursement Information
Reimbursement For: SCHULZ, DOROTHEA A
Expenses From: 05/10/2013 To: |05/10/2013 1 Day

Purpose for Reimbursement: Mieage to Skyward Conference

Total Reimbursement Amount: $0.00

Reimbursement payment option: Paid via AP ACH. If AP ACH is not setup you will receive a Paper Check.
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Notes
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Expense Reimbursement Detail Lines
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There are no records to display; check your fiter settings.
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4. Enter Date and Reimbursement Type from the drop down arrow.

Expense Reimbursement Request Detail Maintenance

Expense Reimbursement Information

Expenses From: | 05/10/2013 To: | 05/10/2013 1 Day
Total Reimbursement Amount: £56.50

Add Expense Reimbursement Detail Line

Line Mumber: 1 [ Receipt Attached [ birect Bily Do not Reimburse

* Date:[05/10/2013 || Friday

* Reimbursement Type: | Mileage | = | Mileage
Category: Mileage Reimbursement

The mileage reimbursement rate is 0.565 per mile.

Enter the Quantity, Amount (if applicable) and Description. The mileage rate is already
entered in the amount field.

Quantity: 100.00|
Armount: £0.5650

‘ Total Amount: £56.50
* Description/Customer:| Mileage to and from WI Dells

You will need to enter an account distribution. Generally this will be employee travel
which is an object “342”. If you have any questions regarding the account number,
check with your building secretary or principal or you can always call Jessica Miller at
x1905.

Detail Line Accounts

* Account Account Selection [7] Amount Percent
‘ 10 E 800 342 252000 000 - GENERAL FUND/EMPLOYEE TRAVEL/FISCAL/ Rl 56.50]] 100.00 More

Total: 56.50 100.00




5. After all the expense items are complete, Click “Save”
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Expense Reimbursement Request Detail Maintenance

Expense Reimb t Infor:

Expenses From: 05/10/2013 To: |05/10/2013 1 Day
Total Reimbursement Amount: $56.50

|_ Save

Add Expense Reimbursement Detail Line
| Back |
Line Number: 1 Receipt Attached Direct Bilf Do not Reimburse R

& Date:El Friday
* Reimbursement Type: | Mileage
Category: Mileage Reimbursement
The mileage reimbursement rate is 0.565 per mile.

|+ Mieage |

Quantity: 100.00|
Amount: £0.5650

Total Amount: $56.50
* Description/Customer:| Mileage to and from WI Dells

Detail Line Accounts

* Account

|10 E 800 342 252000 000 - GENERAL FUND/EMPLOYEE TRAVEL/FISCAL/ [~} |
Total: 56.50 100.00

Account Selection [?] Amount Percent
100,00/ More |

Asterisk (*) denotes a required field




6. Once the Expense Reimbursement is complete, Click “Submit for Approval”
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Purpose for Reimbursement: Mieage to Skyward Conference Attachments

Reimbursement payment option: Paid via AP ACH. If AP ACH is not setup you will receive a Paper Check.
Total Reimbursement Amount: $56.50
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The request is now pending approval from your supervisor/building principal.



