
Instructions to submit employee reimbursement expense

Employee Access

Expense Reimbursement Tab

Add If you receive this message contact AP:

The first window that pops up is your ‘cover sheet’ or summary of your expenses. For this example, we will enter an out

of town training reimbursement request. Enter dates of expense and as much detail as possible in the notes section. Click

Save (Individual expenses will be listed on next screen)

On the next screen you will see your summary in the top section of your screen and will add individual expenses in the

bottom section of your screen. Click Add for each expense.

Select Correct Date, select correct reimbursement type from drop down, enter quantity, amount, and details of expense.

Select coordinating account. (If you have account questions, contact AP) Then save.



Continue adding expenses until all are entered for this trip or reimbursement.

Attach Receipt for lodging (or other applicable expenses) – click attachment, add file, enter note, choose file, save.

After all receipts are attached, click back. Then submit for approval.



All reimbursements will be reviewed by AP prior to being submitted to your supervisor. Once AP and your supervisor

have approved your reimbursement, your funds will be directly deposited into the account you have set up for payroll.


