EMPLOYEE ACCESS
Employee Expense Reimbursement Approval

1. Go to your districts Employee Access (Skyward) website:
A. Login: Enter your User Name
. Password: Enter your Password

B
C. Select “Employee Access” from the Login Area menu.
D. Click “Sign In”

SKYwarp

Your District Name Here

LoginiD: |  Enter User Name

Password: Enter Pagssword

Sign In

Forgot your Login/Password?
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Login Area: | Employes hccess bl
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EMPLOYEE ACCESS
Employee Expense Reimbursement Approval

1. Select the Employee Access tab at the top of the screen
2. Select the Expense Reimbursement button
3. Select the Approve Reimbursement button
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User Name: YOUR USERNAME HERE

y. Sep 2nd, 2010
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4. The approval screen allows you to do the following:
a. Select View to view the details regarding the request. You can also click on the +
sign to expand the details associated with the request —-OR- See below
Select Edit to make changes to the request (depending on District policy) — OR-
Select Notes or Attach to view the notes or attachments associated with the
request —-OR-
e. Select the Approve or Deny boxes to individually approve or deny requests —OR-
f. Select All to mass approve all requests —OR-
g. Select Requests Awaiting Lower Level Approval in the event a lower level
supervisor is unable to approve requests.

oo

Number of Expense Requests Approved: 1 Total Amount Approved: $21.00 Submit
CALCULATED FIELD APF‘"’;B‘E
an
Number of Expense Requests Denied: 0 Total Amount Denied: $0.00 Dhirgihs

Filter
Options

Expenses ses Reimbursement
Dale Entered & ‘Appm\.‘e ‘Deny | From Amount | Purpose Entered By
[= 09/02/2010 Thu O 08/01/2010 09/02/2010 21.00 | SUMMER SESSION IN YAKIMA DEPARTURE: 12:30 P.M. RET

Expand All Collapse All Show Details In New Window Modify Details (displaying 4 of 4)
[+ Expense Reimbursement Information

[+ Detail Lines

[+ Category Summary

N R Requests
[+ Approval History Awaiting

Lower Level

Approval
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EMPLOYEE ACCESS
Employee Expense Reimbursement Approval

a.
Reimbursement History - Skyward Default Y o E

Date Entere
09/02/2011 Fri
09/13/2011 Tue |WIP | 08/01/2011 | 08/31/2011 | 6.02| 0.00 6.02 |MILEAGE |casTRO
Collapse All Show Details In New Window Modify Details (displaying 5 of 5)
pense Reimbursement Information

Last Name

Reimburzement For: CASTRO, TINA MARIE
Reimburzement Number: 0000000057
Expenses From: 08/01/2011 To: 08/31/2011
Purpose for Reimbursement: MILEAGE
Reimburzement Payment Option: Paper Check
Total Reimbursement Amount: $6.02
Check Number: Check Not Yet Processed
Check Date:
Reimburzement Submitted to: MARTIN, CHRISTY L
=] Detail Lines
* Designates accounts that are over budget
Line Date Type Description/Customer Qty/Pct Amount Total D C R
1 08/01/2011 MILEAGE - AD TO GEORGE SS5-INR 11.1000 50.5100 55.66 G
10 E 530 0100 21 2100 000 0000 0000 100.00% $10.20
2 08/01/2011 MILEAGE - 55 TO QHS test 0.7000 £0.5100 $0.36 G
* 10 E 530 2100 26 8600 000 0000 0000 100.00% $0.36
[=| Category Summary
Category Amount
Lodging 50.00
Meals 50.00
Wilzage Reimbursement 36.02
Other 50.00
=] Approval History
Expense Reimbursement Level Approvals
Approval
Date Time Status Level Name/Note
Request Not Submitted Level 1 CHRISTY L MARTIN

=] Business Related Time Off
| Mo details available. |

Please remember to click on “Expand All” to check that account codes are correct. If
they are not correct you need to deny the expense reimbursement with a comment to the
employee as to why this was denied.

5. Select Submit Approvals and Denials.

C:\Users\chery\Desktop\Expense Reimbursement Approval.doc



