
Online Expense Reimbursement Instructions 
 

1 

 INSTRUCTIONS FOR SUBMITTING ONLINE EXPENSE REIMBURSEMENTS 
 

Employee expense reimbursement requests are now submitted online through Skyward (with the 

exception of taxable meals). Follow the directions below on how to submit a request for expense 

reimbursements. Meals for one day trips cannot be claimed via the online reimbursement process since 

they are ran through the payroll system. Please fill out the tan ‘one day trip expense reimbursement’ 

form, attach your receipt and send to Payroll to be reimbursed.  

 

 

First you need to log into Skyward. You can access this from the Selah School District home page. Click 

‘Skyward’.  

 

Then log in using your username and password. If you have trouble logging in, please contact the District 

Technology Department.  
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Once you have logged into Skyward, a screen should pop up with the top tool bar that looks similar to 

the one below. Make sure that you are on the Employee Access page. If your screen is not on Employee 

Access, use the drop down arrow next to the ‘Home’ tab to select Employee Access.  

 

 

Click on the ‘Expense Reimbursement’ tab and the ‘Submit Request’ link to begin the submission 

process.  

 

The next screen should look like the one below. Click the ‘Add’ button on the right side to add a new 

expense reimbursement request.  
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If the below message pops up after you click the ‘Add’ button, please contact 

Diana (ext 8013) or Justin (ext 8012) to get you set up.  

 

This screen should then pop up.  

 

Select the correct date or date range for which you incurred the expenses that you are submitting a 

reimbursement request for. Also include a brief description of what the reimbursement is for. Then click 

‘Save’. ***PLEASE NOTE: This is NOT the area where you enter your reimbursement detail and dollar 

amounts. That information is entered in the following steps.***  
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The entry screen below will then pop up. To add a reimbursement item click the ‘Add’ button. If you 

are submitting mileage, you can add a line for each trip you made even if for different dates.  

 

 

The below screen will then pop up to enter the details of your request.  

 

 

If you are located at multiple buildings 

please select who will be approving your 

expense reimbursement (the building 

secretary).  
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First, double check the date is correct (the date you incurred the expense). Then you will need to select 

the Reimbursement Type from the drop down arrow.  

Types of reimbursements are classified as:  

1. Mileage  

2. Miscellaneous Supplies (will need a detailed receipt) 

3. Lodging (will need a detailed receipt) 

4. Parking (will need a detailed receipt) 

5. Over Night Meals (breakfast, lunch or dinner – no receipt needed) 

6. Conference Registration (will need a detailed receipt) 

Please Note: one day meals (taxable meals) are not ran through the online reimbursement system. 

Please fill out the tan colored ‘Expenses Claimed for Pre-Approved One Day Trips’ form located in your 

buildings and return to Payroll with your receipt. These expense reimbursements are paid through 

payroll.  

Once a reimbursement type has been selected, information and instructions about that type will display 

in the blue box below it. An example is shown below for a mileage reimbursement.  

 

 

Please use code assigned to your building.  

 

Automatically calculates 
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After selecting your reimbursement type please input the number of miles, quantity, dollar amount, etc. 

in the corresponding fields related to your request. The system should calculate the total for you after 

this information has been input (blue shaded fields). Please note that you cannot edit the blue fields.  

Provide a detailed description of what your request is for in the description/customer field. For mileage 

reimbursements include your starting location and destination(s).  

Next you will need to select the account code you want to charge your expenditure to. Most teachers 

and para educators are set up to have access to only one default account code assigned to your building 

and/or program to simplify it for staff. Once you submit your request for approval your building 

secretary will edit the account code and select the correct one. The default codes are shown below. If 

you do not have access to the account code assigned to your building please contact Diana (ext 8013).  

BUILDING/PROGRAM ACCOUNT CODE 

John Campbell Elementary 10 e 530 0100 27 8000 105 2000 

Selah Intermediate 10 e 530 0100 27 8000 208 4000 

Selah Middle School 10 e 530 0100 27 8000 310 4000 

Selah High School 10 e 530 0100 27 8000 415 4000 

Selah Academy 10 e 530 0100 27 8000 516 4000 

Food Service 10 e 530 9800 44 8000 098 

Transportation 10 e 530 9900 52 8000 099 

Preschool/Federal Programs 10 e 530 8609 27 8000 001 

Special Education 10 e 530 2100 31 8000 001 

  

Once all the above information has been entered click ‘Save’. This will bring you back to the previous 

screen and list all of your detail lines for your reimbursement request as shown below.  



Online Expense Reimbursement Instructions 
 

7 

 

From here you can add another line, clone a line already created, delete a line or edit a line.  

An example of a situation in which you could use the clone function is if you make the same trip multiple 

times during the month. You can clone the line for that trip and use it for a different day.  

Once all line items are entered and you want to submit your request, click ‘Submit For Approval’ at the 

top right. This will send notification to your supervisors and AP approvers of your request. You have the 

option of adding multiple lines on the same request and submitting it once a month, or you can submit 

each time you have an expense you want to be reimbursed for.  

IMPORTANT:  

For all reimbursements (except for mileage and overnight meals) you must submit the receipt to 

Accounts Payable at the District Office. Your request will not be approved until the hard copy of the 

original receipt has been received by Accounts Payable.   

If your request is approved, the request will be paid through accounts payable and you will receive a 

reimbursement check at the end of the month. Accounts Payable will pull all approved reimbursement 

requests for payment around the 15th of each month. If your request is not approved by the 15th of that 

month it will be submitted for payment the following month. Therefore, it is recommended that you 

submit your request(s) for approval prior to the 15th of the month so it may be approved by your 

supervisor and processed for payment for that month. 

If you need help completing your online expense reimbursement request please contact your building 

secretary, Accounts Payable Specialist or the District Accounting Specialist.  


