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[bookmark: _ic0e8t1z8dt5][bookmark: _khvhv46swaqa]Travel Reimbursement Request
· [bookmark: _tzd22xmydhdb]Submit an Internal (In-County) Travel Reimbursement Request
· Step 1: Navigate to Employee Self Service > Employee Requests > Travel Reimbursement
· Step 2: Select Authorization from drop down with Travel Type of Internal
· Step 3: Review funding, 
· Change funding if needed via the Account Strip Widget
· Step 4: In the Internal Travel Mileage section under Cost enter the Date, the From and To Location, Reason for Travel, Number of Miles, Miles from Home and Exempt from Miles from Home.
· Create one line for each day of travel
· Start from Home and end at Home
· Comment the sites you travelled to that day as part of the “Reason for Travel” field
· Input the total miles in the “Number of Miles” field
· Input the roundtrip miles from Home to Work in the “Miles from Home” field
· Focus will calculate the reimbursement for that day
· If the day requested is for a Non-Working Day, Holiday, or Mandatory Close Day, please mark the “Exempt from Miles from Home” box.
· Step 5: Hit Enter to save
· Step 6: Repeat Step 4 & Step 5 to enter as many travel dates as needed.
· Step 7: Provide comments, if needed
· Step 8: Attach Files, if needed
· Step 9: Submit Request
· [bookmark: _9h8m57woq532]Submit an Out-of-County or Out-of-State Travel Reimbursement
· Step 1: Navigate to Employee Self Service > Employee Requests > Travel Reimbursement
· Step 2: Select Authorization from drop down with Travel Type not Internal (only travel with dates that have passed will appear on dropdown)
· Step 3: Review funding, 
· Change funding if needed via the Account Strip Widget
· Step 4: In the Travel Expenses section under Cost, enter the Actual Cost and check Reimburse, if seeking reimbursement.
· If you do not see a field to input a particular cost, that field was not put as an estimate on the initial Travel Authorization request and will need to be revised.
· Step 5: Provide comments, if needed
· Step 6: Attach Files, such as Agenda, Leave Form, Receipts (except for meals), and Mileage Log (if needed)
· Step 7: Submit Request
· [bookmark: _9bt3mjnbiajq]Review status of Travel Reimbursement Request
· Step 1: Navigate to Employee Self Service > Employee Requests > History
· Step 2: Hover over Status column
· [bookmark: _bz2ljfj51vds]Make changes to Submitted Travel Reimbursement Request while Pending Approval
· Step 1: Navigate to Employee Self Service > Employee Requests > History
· Step 2: Click on View
· Step 3: Scroll to the bottom 
· Step 4: Click on Return to Draft
· [bookmark: _ks8588po0o0m]Cancel Travel Reimbursement Request while Pending Approval
· Step 1: Navigate to Employee Self Service > Employee Requests > History
· Step 2: Click on View
· Step 3: Scroll to the bottom 
· Step 4: Click on Cancel Request
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