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From the Me page find the Expenses icon
and click into it. You may need to scroll
down to find it.

QUICK ACTIONS

Clicking on the Expenses icon will take you
to the Expenses Workbench

Expenses

Panding Approval Pending Approval Pending Approval Pending &pprowval Pending Approval nding
= + MIDC_EXP_00050T32118 MIDD_EXNP_ 000060792875 MIDD_EXP_M00S0645001 SICD_ENP_ 00057074302 MIDD_EXP_ 000053411716 hAICD_EX
IJ—Ej Test-MoReciept Test-0000-510037ToCBAnd W TEST Test-Multiple Designations Test-Valids 3
“HI':E .ﬂflmlt Assigned to auditor 15 days ago Assigned to Grace Spatafora (Grace), .., Assigned to Grace Spatafora (Grace], C Assigned to auditar 33 days ago Assigned to manager 3% days ago
35,00 u=c 500.00 uso 200.00 vsc 10,000.00 uso 1,000.00 vsc I iten
Available Expense ltems (1)
Bctions || =+ Create Item | [ ] 1
ol Date - Type Amount Marchant Location Descnption Aftachments
Cash and Credit Carc se ltems (1)
{"j 11-Feb-2025 Emiployes Travel - Meals - 50,050 } Kir Uips Middlebury, ¥T *Add attachmen t
* 1 To create a reimbursement click on + Create Item
dlebury Qe P @
eltem @ e 2 Select the date of the expense. EEEEN EEEN EXEOREE
~a o NOTE: the defaulted date may be in the wrong
" Type | Employes Travel - Seals w °® 3 year’ SO always Ch eCk

¥ Expends Location | Middissuany, Addson, VT, Unils | w

e 3 Select the type of expense from the pull down
menu that best matches. Once you select your
expense type, the rest of the form will appear

e 4 Enter the amount to be reimbursed

* 5 Enter a description of the expense and the
reason for the expense

* Amiant | USD 50,00

Description [

" Werchant Mams | Mr Ups



Submitting a Reimbursement

How to submit your reimbursement in Expenses

dlebury ':1 D 1:1’ p "..j’
e 10
clom & I T I
“ pate | 11-Fat-2025 b Attachments
o 7
IType | Employes Trave - Meals L Y Dirzg Sles rve or chick te add sthachmant
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i -
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Fecsipt missing
0 Mkn | - =
BRCTIMHN | ey Aocounl | 394-3303-55002-10-0000M-00000-00 | 52 8
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Account

EHW.'- Segmerns
9

Enmlity | 314 w | Cenbral Adrin

e Oa

Departmment | 3300 w | Condrolars OMos

Oibject | &Aooz v | Buthed B

Restiction | 10 w  Unresincied
Deshgnation | GO0 w | Cumant Linrasiniches
Eactivity | OO w | Oulaui
Inlercompany | G0 w | Mone

Furared | O w | Dad=k

e 9¢c

* 6 Enter the Merchant Name, match the seageh || Rznet | | | 0 || cancel

name on the receipt
e 7 Add an invoice or receipt by either drag and dropping it into

the square or clicking on the green text. An invoice should

include the date, name of the vendor and the amount charged to

your card. Preferred file types are .pdf or .jpeg
* 8 View and change the Account (or EDORDA) by clicking on the blue icon. A

pop up box with detailed information will appear (fig. 8)*
o 8a If your EDORDA has a designation be sure to enter the designation

here as well
* 9 The Account pop up box breaks out each part of the EDORDA. Common

items to edit are:
o 9a The Department, especially if you enter expenses for more than
one department.
o 9b The Object can be edited to better reflect or narrow down the
category of this expense

o 9c Click OK once your EDORDA is correct
e 10 Once you have verified that your information is correct click Save and

Close
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Expense Reports

=

e 12

Create Report

e 11

Date «

19-Feb-2025

Available Expense Iltems (1)

= Create Item

Type Amount Merchant

Cash and Credit Card Expense ltems (1)

250.00 UsD

Purchase — Equipr v

Ace Hardware

Location

Description

e 11 Check the box next to your expense to add it to an expense report
e 12 Click on the big + to create and submit your expense report

= |%E| Middlebury

Creale Expense Report 3

- Purpose  Team Dinner

Attachmands  MNona =

Expense Items (1)

Actions <+ Creabs Hem

e 13

Report Total

50.00us
i 14

Middietaury, VT Limner

and accapl tha corperahs fraval and axp

Attachments

Add attachment

Original receipt
required

QnNwhBh @

e 15

Attachiments

e 13 Use the Purpose field to call out that this is a Reimbursement by writing the

WOrdQG

Reimbursement in this field.

e 14 Check I have read and accept the corporate travel and expenses policies
e 15 Click on Submit

If you have any questions or need any assistance,

please contact Accounts Payable at:

ap@gmhec.org



