
1. If this is your first expense claim in Skyward, you will need to email Michelle Napoleon in Financial 

Services to be set up. Please include your assigned site along with your request email. Once you are 

set up, you will be notified that you can proceed with your claim.  

2. In Skyward, go to the Employee Access. Select the Expense Reimbursement tab, then “Submit 

Request”. 

 

3. Click “Add” to start a new claim. 

 

4. Select the date range for your claim and add a purpose (e.g. August 2021 expenses - if you are 

claiming for the entire month or more specific if you are claiming for a specific event/purchase). 

Tabbing through each field helps insure you don’t miss one. Watch for asterisks – these are required 

fields. 

 

 
 

mailto:michelle.napoleon@tumwater.k12.wa.us?subject=New%20User%20-%20Expense%20Reimbursements


 

 

5. Add detail lines of items being claimed:  

NOTE: If there is an option to submit your claim to more than one person (Submit To:), please select 

the appropriate person that should be receiving and coding your claim (this will most often be your 

department Office Professional/site Secretary). 

 

6. After clicking “add” to add detail (step 5 above), select the date of the detail (e.g.: date of purchase 

or date driven) and select the *Reimbursement Type from the drop down list: 

  



7. Select the type of expense: 

 

➢ Breakfast/Dinner/Lunch – must be a valid meal claim not served by your hotel or conference 

➢ Mileage – be sure the date entered is/are the actual date/s driven to insure the proper 

mileage rate is reimbursed. Quantity will be the number of miles. Describe reason for miles 

claimed. If claiming miles for more than one or two days, please keep track on an Excel 

Spreadsheet (one is available on the Financial Services web page). If using a spreadsheet, 

there is no need to enter each day in Skyward. Select one day in the month (the last day of 

the month driven is a good choice). Enter your total mileage for the month on that one date. 

Attach the Excel spreadsheet in Excel format (not PDF) for the detailed documentation.  

 

 

➢ Miscellaneous - If adding a miscellaneous expense (any expense that is not a meal or mileage) 

you will need to attach a detailed receipt.  When attaching a receipt, check the “Receipt 

Attached” box

.   

Select an account code from the drop down menu - any account is fine. Your claim will route to 

your approving Office Professional who will then select the actual account code to use. 

 

Once all detail line information has been input, click the “Save” button. 

 

2021%20-%202022%20Mileage%20Reimbursement%20Worksheet.xls


8. Attach receipts if required (all miscellaneous claims). Click on the “Attachments” button: 

 
Then click “Add File”: 

 

Select the type of attachment (“Attachments” or “See Receipt”) and add a description. Choose the 

file (e.g. the scan of your original, detailed receipt or excel mileage document), then click save. Keep 

original receipts until you have received payment for reimbursement. Once payment is received, 

receipt can be discarded. 

 

9. Once all details are entered, click “submit for approval” to submit your claim for approval. If “Submit 

for Approval” is not an option on your screen, you have missed a field.  If updating your claim 

throughout the month, click save and finish later to add to your claim throughout the month. 

 

If you have any questions or need assistance, please contact Michelle Napoleon 360-709-7017 or 

michelle.napoleon@tumwater.k12.wa.us 


