How to Submit an Employee Expense Reimbursement

1. Loginto ERMA and click on the Expense Reimbursement tab at the top of the screen
2. Select Submit Request
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3. Select - 2% onthe right-hand side of the screen.

4. Select the period of time you are requesting expense reimbursements for. Enter a description for your expenses. Please
note: You'll be adding eWense separately which will give a more detail thamial description.
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Save

Add Expense Reimbursement Requegt
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Reimbursement Foyy |AUNE, HEATHER C_(COS) — =

* Expenses From: [03/01/2015 | * To: [03/31/20i5— T[]

* Purpose for Reimbursement: | Expense Reimbursement quwns

Reimbursement payment option: |Reimbursement Pa nt made via AP ACH
District Payment Reimbursement information: | please indyderall locations of travel and mileage.

Asterisk (%) dean
5. Click Save.

6. The screen shown below will appear. If you do not know what budget code to use, select the pre-verifier in your building

(please select your appropriate administrative assistant from the drop down menu). This person will be able to edit the
budget code for your request.
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Expense Reimbursement Information

Reimbursement For: JAUNE, HEATHER C (COS) Edit Master

Save and
Finish Later

Expenses From: [03/01/20]5 To: [03/31/2015 | 31 Days MNotes

Purpose for Reimbursement: Expense Reimbursement for March 2015 Attachments

Reimbursement payment option: [Reimbursement Payment made via AP ACH
Total Reimbursement Amount: $0.00
Optional Pre-verifier:[ *No pré-verification needed v

Expense Reimbursement Detail Lines

Views: [General v | Filters: [*Skyward Default v|

e Date Type Description/Customer Quantity Amount Total Amount
There are no records to display; check your filter settings.
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7. Select =¥
8. The screen below will appear.
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Expense Reimbursement Information

Expenses From: [03/01/2015 To: [03/31/2015 31 Days
Total Reimbursement Amount: $0.00

Save

Add Expense Reimbursement Detail Line
Line Number: 1 Receipt Attached
= Date:[03/01/2015 || Sunday

* Reimbursement Type:
Category: |Other

Back
[ birect Bill/Do not Reimburse SN
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“Amount:[ o $0.00]
Total Amount: $0.00

* Description/Customer:

Detail Line Accounts

* Account Account Se\ectiopm Amount Percent
l Pl 0.00/| 0.0/ Mors
0.00 0.00
If the expense you are ljsting is ot attach a receipt. For all'others, you will and the box should be

description. Example “Su d of just “supplies”.
If you know the accou i count”. If you do not know what budget code should be used, click the
drop down and seléct the first code: 01 A 000.00. Make sure that you chose a pre-verifier if you are selecting this generic

code.

More

If you are using multiple codes, Select and another account field will appear.
Click Save.
This will bring you back to the Expense Reimbursement Request Maintenance Screen. Here you can verify that you have

selected a pre-verifier if needed, attach receipts, or add more items.
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Reimbursgment For: MILLER, DANIEL D (ADM) Edit Master

L

Expensks From: | 10/17/2017 To: 10/17/2017 Notes

nt: Mileage test

1 Day
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Purpose for Reimburs Attachments

Reimbursement payment option:\ Reimbursement Payment made via AP ACH
Total Rein Amount: 30,00
Optional Pre-verifier: [ CHRISTINE K HEMAN v

Expense Reimbursement Detail Lines
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Amount Total Amount | C R D

Views: [General | Filters:[*Skyward Default |

#a Date Type Description/Customer

There are no records to display; check your filter settings.
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To attach receipts, select “Attachments” and a new window will appear. Click - 2%



19. For Type, select “Attachments”, add a description that can be as simple as “receipts” and click browse to find your scanned
receipt file. Click Save. Click Back.

Entered Date: [03/27/2015
Entered Time: | 3:00 PM

Entered By: |HEATHER C AUNE

* Description: |Receipts /

* Attached File: Browse... X

Expense Reimbursement Request Attachménts [ Ry
Add Expense Reimbursema&ﬂ Request Attachme/u/ -ty
* Type: [AttachmentsY v | Expense Reimbursement Request |  Bak
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Asterisk (*) denotes a required fisld

To add another expense, either select =% or 29 if the expense is similar (for example, multiple mileage
expenses).
Submit For
When you are finished entering expenses, select either Al o submit it to the pre-verifier or your supervisor.
Save and
Finish La}er

Or select if you want to add more expenses before submitting for reimbursement.



