
Instructions for Expense Reimbursement Requests 
 
 
 

1. Go to: 
-Employee Access 
-Expense Reimbursement 
 

 

 
 
 
 
 
 
 
 
 
 

2. Click “Submit Request” to begin a new request. 
   
  

 
 
 
 
 
 
 
 

 



1.  Click “Add” 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



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”. 

 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

3.   Add any attachments as necessary (receipts from meals, parking etc.).   
 Once receipts and notes are attached, Click “Add”. 
 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 



 
4. Enter Date and Reimbursement Type from the drop down arrow.   

 

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

 
 
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. 
 
 

 

 
 
 
 



 
5. After all the expense items are complete, Click “Save” 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 

6. Once the Expense Reimbursement is complete, Click “Submit for Approval” 
 
 
 

 
 
 

The request is now pending approval from your supervisor/building principal. 


