
DEM Session:
Reimbursement/Travel 
Policy Refresher Training

Office of the Vice Provost
Kelly Layton, Divisional Financial Manager



Reminders
• Ask Questions!

• Raise your Hand
• Chat
• Unmute and ask a question
• Wait for Question Section
• Ask Kelly after the meeting



Road Map
• What to Know Before You Go

• Pre-trip planning 
• Tax-exempt information
• Airfare, vehicle usage, and lodging policy
• Per diem allowance for lodging and meal/incidentals
• Receipt requirements 
• Payment options

• System Access 
• Driver Authorization
• Concur
• Fleet
• Corporate Card Application
• E-Reimbursement

• Creating an Expense Report
• Business Purpose
• Attachments 
• Expense lines 
• Location Details 
• Submission Deadline



Pre-trip Planning
• Team members should always work with supervisors prior to planning or 

booking University Business travel. 
• Each unit has different internal requirements for submitting travel 

requests/proposals. Please consult with your departmental travel contact 
for more information about your unit’s specific requirements.

• Real ID Reminder: In less than one year, you will need either a Real ID 
or passport to board an airplane for all flights, including domestic. If you 
are attempting to board a plane on or after May 3, 2023 with a non-Real 
ID, you WILL be turned away by TSA. Compliant Real IDs have a star 
located on them (upper right corner of WI IDs).

Link to additional information about the Real ID: Learn more on the WI DMV Website

Departmental Contacts:
Mallory Oller-OAR 
Angie Rieves-RO
Jeff Pfund-OSFA 
Kelly Layton-OVP

https://r20.rs6.net/tn.jsp?f=0018-AGABPf3oBdOiqxh44BUM9-9R1NCcx_KncX1JEUh0n-aVJyrBnv9qRMOqvgfMtKI2zU1vo9D3PltCg1TOu59NBRiXryRSA5lw8XlbfnpDuqi-9c_ffnz1GFg4FLDz4GB_tYTM2uNkwR13N67XpBWARNqkHM8bNvG4j4yILhd0dnByq3cznBiT-Lt0-QRwO0xKZQyVG53Abar8HFjYgGzwAN3CRzvzlJ&c=_UxyFYeQ-J3EQdKbyZum985EEPitXVSHobWYJegF2_1FJlfcQkGumg==&ch=cbgFIFMiRKkMTpOCVAhM4LeXRJAoFrmjehRsGvIkfQlM-KMKAMr8Mw==


Pre-trip Planning
Considering the best travel plan options
• Team members are expected to use the most cost-effective means of travel to a 

location. (e.g. flying vs. driving, Fleet, or vehicle rental vs. personal vehicle usage 
over 300 miles round-trip). 

• Exceptions can be made for taking a less cost-effective method. Cost comparisons 
are required prior to booking from Travel,Inc agent, or by obtaining a cost 
comparison from Concur and reimbursement is limited to the cost-effective method.

• Please do not wait until the last minute to book travel! Arrangements should be 
made as soon as possible to avoid paying more!  

Available Modes of Transportation
• Airfare 
• Vehicle (personal, fleet, rental) 
• Local Transportation (bus, taxis, rideshare, or train)

Travel Policy:
https://policy.wisc.edu/library/UW-3015

Travel Planning and Booking: 
https://businessservices.wisc.edu/travel-reimbursement/planning-a-trip/

Note: UW-Madison has 
specific systems and booking 
tools you must use to book 
your travel to be policy 
compliant and reimbursement 
eligible 

https://policy.wisc.edu/library/UW-3015
https://businessservices.wisc.edu/travel-reimbursement/planning-a-trip/


Pre-trip Planning
Traveling to a Foreign Country
• Travelers are responsible for determining passport and visa documentation 

requirements. When required for travel, visa fees are payable/reimbursable by UW-
Madison. Passport origination and renewal fees are payable/reimbursable when 
the need to obtain/renew a passport arises as a result of UW business travel.

• Foreign currency conversion and transaction fees are payable/reimbursable.
• Vaccinations that are required for travel and not covered by insurance are 

reimbursable. 
• The purchase of COVID tests for re-entry into the U.S. after foreign travel are 

reimbursable if not covered by insurance. 
• As of Jan. 1, 2022, Cultural Insurance Services International (CISI) will be required 

for all employees traveling abroad for university purposes. For more information on 
this requirement, see the CISI Insurance enrollment and reimbursement memo, 
issued November 1, 2021.

• Be sure to check the CDC guidelines COVID-19 guidelines and testing 
requirements for the country you’re traveling to as well as re-entry requirements. 

International Travel Policy:
https://policy.wisc.edu/library/UW-3022
Travel Planning and Booking: 
https://businessservices.wisc.edu/travel-reimbursement/planning-a-trip/traveling-to-a-foreign-country/
Link to CISI insurance application/information:  
https://businessservices.wisc.edu/managing-risk/insurance-programs/risk-management-while-
traveling/international-medical-travel-and-security-insurance/

https://internationaltravel.wisc.edu/wp-content/uploads/sites/255/2021/11/memo-CISI-Insurance-enrollment-and-reimbursement-11-1-21.pdf
https://policy.wisc.edu/library/UW-3022
https://businessservices.wisc.edu/travel-reimbursement/planning-a-trip/traveling-to-a-foreign-country/
https://businessservices.wisc.edu/managing-risk/insurance-programs/risk-management-while-traveling/international-medical-travel-and-security-insurance/


Tax Exemption Information
• UW-Madison is tax-exempt in WI. In addition, we are exempt from tax in a few 

other states as well. 
• Some states outside of WI do not honor tax exempt certificates unless paying 

with a UW issued Purchasing card  and sometimes a Corporate card. The 
recommendation is to contact the hotel/vendor to see if they accept our state 
specific tax-exempt forms.   

• Your tax-exempt status will not automatically be known to hotels you are 
traveling to, or vendors you are using. 

• You are responsible for producing appropriate tax documentation prior to 
payment, or upon check in. Tax is not payable/reimbursable. 

• UW-Madison was issued an updated tax identification number in June 2021. 
We are required to present the updated tax identification information.   

• The old tax-exempt number is included on Purchasing Cards issued by U.S. 
Bank. New purchasing cards will not be issued at this time.  

• Please ensure accounts that have your tax-exempt status saved in them are 
updated as well (e.g. Amazon, Panera, etc)

WI state exemption forms:
https://www.wisconsin.edu/travel/policies/wisconsin-sales-tax-exemption/.
Other state exemption forms:
https://www.wisconsin.edu/travel/policies/sales-tax-exemption-from-other-states/
Tax Exemption Policy:
https://policy.wisc.edu/library/UW-3033

https://www.wisconsin.edu/travel/policies/wisconsin-sales-tax-exemption/
https://www.wisconsin.edu/travel/policies/sales-tax-exemption-from-other-states/
https://policy.wisc.edu/library/UW-3033


Airfare Policy
• All airfare must get booked using either the Concur self-booking tool or by calling an 

agent at Travel, Inc the University contracted travel agency. 
• Please do not wait until the last minute to book travel! Flights should get booked several 

weeks in advance to ensure we get a fair price.  
• Any flights booked outside of those two methods are considered policy 

violations and will not be eligible for reimbursement.
• Registration is required to access Concur. It can take 1-3 business days to activate your 

account. Concur registration form: Concur self-registration form. It is important to store a 
personal credit card or corporate card in your Concur profile to pay for flights and travel 
agent fees. Only a purchasing card holder can store their own Pcard in a Concur 
profile.

• It is not allowable to store a purchasing card (Pcard) in a profile that does not 
belong to a purchasing card holder. If a  Pcard holder is a travel arranger on behalf 
of another employee, use of the Pcard to purchase flights or pay fees is allowable.  

• The Concur self-booking tool is not allowable for personal use. The negotiated rates on 
flights only apply to University Business Travel.

• Airfare is limited to the lowest-cost, logical, non-refundable, coach/economy class fare, 
unless the traveler has been granted an American Disability Act (ADA) exemption by 
our Divisional Disability Representative (DDR), Ann Bradshaw. If you need an 
exemption, please reach out to Ann Bradshaw (ann.bradshaw@wisc.edu). 

• It is an international flight with eight hours or more of total flight time, including domestic 
segments (allowable upgrade to Premium Economy class only).

• Arrival 1 day before the start of business and return 1 day after is allowable if business 
is conducted early on the first day, and into the early afternoon on last day where 
returning home on the same day isn’t possible/reasonable.  

Air Travel Policy: 
https://policy.wisc.edu/library/UW-3016

https://www.concursolutions.com/nui/signin
https://www.wisconsin.edu/travel/
https://www.concursolutions.com/registration/register_form.asp?regcode=C01W73FWTCT
https://policy.wisc.edu/library/UW-3016


Airfare Policy (continued)
• Reimbursement for airfare prior to a trip is allowable. 
• Baggage fees, seat assignment, travel agency fees for using Concur or Travel Inc, are 

payable/reimbursable. Please note, most invoices for travel agent fees come as a 
separate PDF emailed to you after your flight gets ticketed. This final PDF receipt is the 
required document for your reimbursement claims. 

• Cancellation fees are also payable/reimbursable, if they have an approved business 
reason.     

• Conference brochure or any additional supporting documentation is required in receipt 
packet for reimbursement claim. 

• Trips that combine personal and business-related travel are required to have a cost 
comparison from a Travel, Inc agent, or in Concur prior to booking, but at the time 
booking. Travel must get booked within 24hrs to ensure prices are still accurate. 

• Reimbursement will be limited to the most cost-effective option for the University. The 
cost comparison documentation is required to be submitted with the reimbursement 
claim. The comparison should include both the business-only trip as well as the 
business + personal trip details. 

• Cost comparisons obtain via Concur must include screenshots of departure and return 
location, date of travel, and price options.  

Air Travel Policy: 
https://policy.wisc.edu/library/UW-3016

https://policy.wisc.edu/library/UW-3016


Cost Comparison Example
• Conference in Puerto Rico Monday – Thursday
• Stayed in Puerto Rico for vacation, returned on Sunday

Actual (Sunday – Sunday) flight = $1,000

If comparison flight (Sun-Fri) = $800, reimburse $800
If comparison flight (Sun-Fri) = $1,200, reimburse $1,000



Concur Login: NetID@wisc.edu
Or first.lastname@wisc.edu

Concur Registration Screenshots
Concur self-registration form

mailto:NetID@wisc.edu
mailto:name@wisc.edu
https://www.concursolutions.com/registration/register_form.asp?regcode=C01W73FWTCT


Concur Sign In (after registration complete)
Sign In to Concur: Concur

https://www.concursolutions.com/default2.asp


Concur Screenshots



Concur Screenshots



Concur Screenshots
• Your default search setting should be Policy-Most Compliant.



Concur Screenshots
• If you see a yellow triangle warning symbol you are not booking a compliant flight 
• In some cases, flights with the warning symbol might be the only available option that 

meets your travel need. 
• Flights with the warning should only get booked if no other options are available that meet 

your business need.



Vehicle Usage-Driver Authorization
• Prior to operating any vehicle (Personal, Fleet, or Rental), on official University Business, 

you must be authorized in the Driver Authorization system. 
• Driver Authorization https://businessservices.wisc.edu/managing-risk/driver-authorization-

and-insurance/driver-authorization/#become
• Register with the Department of Administration Enterprise Fleet Management System (if you 

have not already) REGISTER

• Have the following items prepared for this process (without these completed your Vehicle Use Agreement will not be processed) :
• Your NetID and password
• Your driver’s license number
• Your supervisor’s name and email address (or other local authority such as Department Chair, Advisor).
• The UDDS code for your department (e.g. UA050200 for OVP). Please check with your travel coordinator for the appropriate UDDS 

code. 
• Out-of-state license holders will need to upload a PDF copy of their driving abstract/driving record and a legible copy of their license 

(front only) via the portal (there are two upload buttons for this purpose in the Out of State section). Cost for the driving record is 
reimbursable. 

Must have a valid driver’s license. Note – per Wisconsin Law new residents to Wisconsin 
must obtain a WI driver’s license within 60 days of residence.

Vehicle Use Policy: https://policy.wisc.edu/library/UW-3019

https://businessservices.wisc.edu/managing-risk/driver-authorization-and-insurance/driver-authorization/#become
https://fleetportal.wi.gov/
http://wisconsindot.gov/Pages/dmv/license-drvs/how-to-apply/ooslicense.aspx
https://policy.wisc.edu/library/UW-3019


Vehicle Use-Fleet Policy
Fleet Vehicle: https://fleetportal.wi.gov/Dashboard
• University-owned vehicles available for rent. Rates include fuel (refueling card 

available in car), and base mileage included per day. 
• Prior registration is required to access the Fleet reservation system: 

REGISTER
*You will need to work with your office travel coordinator to obtain your T# prior to 
booking a Fleet Vehicle 

Vehicle Use Policy: https://policy.wisc.edu/library/UW-3019

More information about the Fleet program, including rates can be found here: 
https://transportation.wisc.edu/fleet/

Departmental Contacts:
Mallory Oller-OAR 
Angie Rieves-RO
Jeff Pfund-OSFA 
Kelly Layton-OVP

https://fleetportal.wi.gov/Dashboard
https://fleetportal.wi.gov/
https://policy.wisc.edu/library/UW-3019
https://transportation.wisc.edu/fleet/


Fleet- Sign in/VUA/Reservation 
Fleet Vehicle: https://fleetportal.wi.gov/Dashboard

https://fleetportal.wi.gov/Dashboard


Vehicle Use-Personal Usage Policy
Personal Vehicle Usage:
• Travelers are reimbursed at the federal government rate for business use of

their personally-owned vehicle. That rate accounts for gasoline and vehicle wear
and tear. Additional reimbursement for gasoline is not allowable.

• For trips over 800 miles round-trip, a flight cost comparison is required and 
reimbursement will be limited to the most cost effective option. 

• A Google Map PDF is required as supporting documentation for round-trip mileage 
reimbursement requests.

• Mileage requests are based on the distance from headquarter location (work) or 
home to destination. The lesser of the two is payable.

• Business-related mileage which occurs on a day when the traveler would not have 
otherwise been expected to be at their assigned work location (e.g. weekends, 
legal holidays) is fully reimbursable. No reduction is made when traveler departs 
from/returns to their home.

• Other allowable vehicle-related expenses:
• Parking is a payable/reimbursable expense for personally owned, fleet, or rental 

vehicles when incurred outside of a traveler’s primary worksite.
• Tolls are payable/reimbursable.

• Unallowable expenses:
• Traffic citations, Toll violation fees, personal vehicle insurance, and parking at the 

assigned workplace, are not payable/reimbursable.

Vehicle Use Policy: https://policy.wisc.edu/library/UW-3019

https://policy.wisc.edu/library/UW-3019
https://policy.wisc.edu/library/UW-3019


Vehicle Use-Rental Policy 
All vehicle rentals must get booked using either the Concur self-booking tool or by calling an 
agent at Travel, Inc the University contracted travel agency.

• Vehicle rentals are limited to mid-size SUV vehicle classes and below unless a documented business
need requires a larger class of vehicle.

• UW-Madison has negotiated contract rates that we are expected to use anytime we book vehicle
rentals. These rates are part of the Big Ten contract with Enterprise and National. If Enterprise and
National do not serve the location of travel, the State of Wisconsin contract with Hertz must be
used. Collision Damage Waiver (CDW) and Liability Damage Waiver (LDW) are included with rental
contract vendors.

• If neither of these is available, a non-contract vendor may be used. Documentation is required!
Please provide a screenshot from Concur showing the contract vendors are not available. Due to a
nation-wide shortage of rental vehicles, this may be more prevalent than in past years. CDW and LDW
insurance must be purchased when renting from non-contract vendors.

• The cost of gasoline for a rental vehicle is payable/reimbursable. Travelers are responsible for
refueling the rental vehicle prior to returning it. The cost of vendor refueling of rental vehicles or
prepay fuel packages will not be paid or reimbursed. Receipts are required for all gasoline
reimbursements. Double check your receipt before you leave to ensure you weren’t charged for
insurance, refueling, or any other service that is out of policy!

• Other equipment and services (e.g. satellite radio, roadside assistance protection) are not contracted
for and will not be paid or reimbursed by the University. GPS is out of policy, but an exception can be
granted for use. The exception will require prior approval from me, and a business justification is
required.

• Personal use of the Big Ten Alliance contract is permitted, but reservations must be made through
the Enterprise Personal Use Booking Link. The daily and weekly rates are the same, but travelers
must pay additional costs for insurances.

Vehicle Use/Rental Policy: https://policy.wisc.edu/library/UW-3019

https://www.concursolutions.com/nui/signin
https://www.wisconsin.edu/travel/
https://www.wisconsin.edu/travel/policies/ground-transportation/enterprise-national-car-big10-rates-procedures/
https://www.wisconsin.edu/travel/policies/ground-transportation/state-of-wisconsin-naspo-hertz-contract-procedures/
https://partners.rentalcar.com/sugarmaple
https://policy.wisc.edu/library/UW-3019


Lodging Policy
• Location based rates are established for lodging reimbursements. Prior to travel, use the Per Diem 

Calculator to determine what your location based per diem maximums are. Where you stay the night is 
the location that should be used in the calculator for the rates. 

• The Concur self-booking tool can be used for booking lodging accommodations as well, but it is not a 
requirement. The University has contracts with various lodging suppliers across the country. UW contract 
rates are only offered within Concur. In addition to booking with Concur, or an Agent at Travel, Inc., you 
may book directly with the hotel, or using AirBnB.

• Booking with a third-party site (e.g. Orbitz, Hotels.com, etc) is considered a policy violation and will not be 
eligible for reimbursement. 

• Payment/Reimbursement is limited to the maximum nightly rates for that date and location. Allowable 
exceptions for exceeding lodging maximums are conference hotels, the total after taxes/fees (when 
applicable) exceed the maximum, or no other lodging facilities were available within the maximum nightly 
limit. 

• Documentation is required when hotels are unavailable. Major events in a city can also drive the price up. 
Make sure to provide screenshots any time a maximum is exceeded if you wish to have it fully reimbursed. 

• For AirBnB rentals, the cleaning and service fees must be considered when determining the nightly lodging 
limit. Security deposits are not payable/reimbursable.    

• Negotiated rates for conference hotels tend to be higher than Concur negotiated rates. Check Concur 
before booking a hotel on the conference website.

• The University is exempt from paying WI State Taxes. Booking a hotel in Concur, under a contract 
negotiated price does not automatically apply your tax-exempt status. You must come prepared to present 
tax-exempt information upon check in.  

• Pre-payment for an entire stay is only allowable if required by the lodging facility. 
• Fees for safe are not reimbursable. Double check your receipt before leaving to ensure that you weren’t 

charged for tax or anything else that is out of policy!  
UW System Hotel Directory: https://www.wisconsin.edu/travel/policies/lodging/uw-system-hotel-directory/

Lodging policy: https://policy.wisc.edu/library/UW-3017

https://portal.sfs.wisconsin.edu/psc/sfs/EMPLOYEE/ERP/c/UW_EX_CUSTOM.UW_EX_PDCALC.GBL
https://www.concursolutions.com/nui/signin
https://www.sabrehotelrfp.com/directories/View/7326/a7cfdf820c37b64325c7f1a808f6f867
https://www.wisconsin.edu/travel/booking/book-with-an-agent/travel-incorporated/
https://www.airbnb.com/
https://www.wisconsin.edu/travel/policies/lodging/uw-system-hotel-directory/
https://policy.wisc.edu/library/UW-3017


Meal and Incidental Rates/Policy
• Location based rates that are determined by where you spent the night. The Per Diem Calculator

should get used to determine your reimbursement rates prior to travel. Any applicable taxes and tip 
up to 20% are included in the rates. 

• Everyone should pay for their own meal; unless a hosted business meal is approved in advance, 
and appropriate documentation is provided. Separate rates apply to hosted meals.

• Receipts are not required for individual meals. 
• Per diem is pro-rated to 75% first/last day.
• Any provided meals need to be documented and excluded from per diem. A conference location 

being unable to meet an allergy restriction is an allowable reason not to claim a meal, a dietary 
restriction is not. 

Meal and Incidentals Policy: https://policy.wisc.edu/library/UW-3018

https://portal.sfs.wisconsin.edu/psc/sfs/EMPLOYEE/ERP/c/UW_EX_CUSTOM.UW_EX_PDCALC.GBL
https://policy.wisc.edu/library/UW-3018


Meal and Incidental Rates/Policy (continued)
• The Incidental portion of Meal/incidental per diem includes tips for hotel staff, transportation to 

obtain meals, phone calls, personal internet fees, laundry, bottled water, mailing, or other expenses 
associated with filing reimbursement claims.

• Day-trip meal reimbursements are $15/day regardless of length of trip. These reimbursements are 
automatically considered tax reportable to the employee. 

• The incidental amount is $5/day.
• That amount is prorated to 75% on the first/last day of travel ($3.75/day)
• It is important to document your meal per diem even on days when all meals are provided to get 

the incidental amount. 

Meal and Incidentals Policy: https://policy.wisc.edu/library/UW-3018

https://policy.wisc.edu/library/UW-3018


Receipt Requirements 
Documentation Requirements. All required supporting documentation must be attached 
electronically to the expense reimbursement. Electronic receipts must be clear and legible. Efforts 
should be made to scrub any sensitive information from receipts in order to comply 
with HIPAA and campus privacy policy.
• Receipts are always required for:

• Airfare
• Currency processing/foreign transaction fees
• Vehicle Rentals
• Gasoline for vehicle rentals
• Hosted meals/events
• Internet for business use while in travel status
• Lodging
• Long-distance train or bus fares
• All non-travel expenses

• Receipts are required when the expense exceeds $25 for:
• Local transportation (taxi, limo, bus, rail, etc.)
• Parking
• Tolls

• Receipts are required when the expense exceeds $30 for:
• Baggage and seat fees

• Receipts are never required for individual meals.
• A conference brochure or agenda which shows the dates of the conference, which meals were 

provided and which hotel(s) is/are listed as the “conference hotel(s)”
• Email correspondence or other documentation to support the circumstances surrounding an 

airfare cancel/change fee, if available

Expense Reimbursement Policy: https://policy.wisc.edu/library/UW-3024

https://compliance.wisc.edu/hipaa/
https://www.wisc.edu/privacy-notice/
https://policy.wisc.edu/library/UW-3024


Payment Options
Payment Methods
• Purchasing Card
• My Corporate Card
• Getting Reimbursed
• Purchasing Card- Departmental credit card held by office managers, travel 

coordinators, or team leads. Can be used to pay for registration fees, supplies, 
airfare, rental cars and hotels by purchasing card holder themselves. Use of a 
purchasing card by any other individual is not allowable. A travel arranger can use 
their purchasing card to pay for things they arrange on behalf of the traveler. 
Individual meals cannot be charged to a purchasing card. 

• Purchasing Card Policy: https://policy.wisc.edu/library/UW-3013
• Please contact your supervisor if you think a Purchasing card would be the right fit for yourself or another 

team lead. 

• My Corporate Card- Personal liability credit card issued by U.S. Bank to UW-
Madison employees, for business use only. Expenses billed to the Corporate Card 
and reconciled by submitting an expense reimbursement report after a pre-trip 
purchase is made (registration, flights,) or after the conclusion of a trip. Personal 
meals should never be charged to a corporate card. Separate meal/incidental 
amount are reimbursed to the traveler.  

• Corporate Card Application: https://businessservices.wisc.edu/travel-reimbursement/my-
corporate-card/

• Corporate Card Policy: https://policy.wisc.edu/library/UW-3014
• Reimbursement- Payment for policy compliant, business-related expenses that 

were covered out of pocket by traveler. These requests are submitted in the 
expense reimbursement system. Please note: it is not allowable to cover costs for 
another employee except for a room-share agreement, vehicle used by several 
UW-employees for business-related travel, or an approved hosted meal.  

• Reimbursement Policy: https://businessservices.wisc.edu/travel-reimbursement/getting-
reimbursed/#WhatCanIGetReimbursedFor

https://businessservices.wisc.edu/purchasing/purchasing-card/
https://businessservices.wisc.edu/travel-reimbursement/my-corporate-card/
https://businessservices.wisc.edu/travel-reimbursement/getting-reimbursed/
https://policy.wisc.edu/library/UW-3013
https://businessservices.wisc.edu/travel-reimbursement/my-corporate-card/
https://policy.wisc.edu/library/UW-3014
https://businessservices.wisc.edu/travel-reimbursement/getting-reimbursed/#WhatCanIGetReimbursedFor


System Access
• Driver Authorization

• https://fleetportal.wi.gov/Dashboard

• Fleet
• https://fleetportal.wi.gov/my.policy (only accessible after approved driver authorization)

• Concur
• Concur self-registration form (registration for first time users)

• Concur (returning users)

• Corporate Card Application
• https://businessservices.wisc.edu/travel-reimbursement/my-corporate-

card/

• E-Reimbursement
• https://businessservices.wisc.edu/travel-reimbursement/getting-

reimbursed/

https://fleetportal.wi.gov/Dashboard
https://fleetportal.wi.gov/my.policy
https://www.concursolutions.com/registration/register_form.asp?regcode=C01W73FWTCT
https://www.concursolutions.com/default2.asp
https://businessservices.wisc.edu/travel-reimbursement/my-corporate-card/
https://businessservices.wisc.edu/travel-reimbursement/getting-reimbursed/


Expense Reimbursement Overview
• E-Reimbursement is primarily used for travel-related expenses
• Non-travel expenses are reimbursable through e-Reimbursement, but often there is a better 

way (Shop@UW, P-Card, DP, External Req., etc.)
Expense Reimbursement System: 
https://portal.sfs.wisconsin.edu/psc/sfs/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_LANDINGP
AGE.GBL

Creating a New Expense Reimbursement
Click the Expenses tile. To create a new Expense Reimbursement, click Create Expense 
Report. To view pending, returned, or in-process Expense Reimbursements, click My Expense 
Reports.

Expense Reimbursement Policy: https://policy.wisc.edu/library/UW-3024
Non-Payable/Non-Reimbursable Expense Policy: https://policy.wisc.edu/library/UW-3026

https://portal.sfs.wisconsin.edu/psc/sfs/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL
https://businessservices.wisc.edu/travel-reimbursement/getting-reimbursed/how-to-create-modify-and-resubmit-an-expense-reimbursement-in-e-reimbursement/#ModifyAndSubmitInProcessExpenseReimbursements
https://policy.wisc.edu/library/UW-3024
https://policy.wisc.edu/library/UW-3026


Expense Reimbursement Overview Contin…
General Information

1.Back Button
2.For Alternates – click the green arrow, then “Change Employee” to create the Expense Reimbursement for someone else. This must 
be done first.
3.Business Purpose – Choose the one that best describes the reimbursement.
4.Description – Brief description that will show in emails and your e-Reimbursement queue.
5.Default Location – Primary location of your trip. Choose your headquarter city for non-travel Expense Reimbursements.
6.Reference – Select in-state, out-of-state, or foreign, based on where the destination is in relation to your headquarter city. For non-
travel Expense Reimbursements, select Not a Travel Related report.
7.Date of departure/return – Dates of your business travel. Do not include personal days.



Expense Reimbursement Overview Contin…
General Information

8. Attachments – it is required to attach receipts and other supporting documentation to Expense 
Reimbursements.
9. Accounting Defaults – funding changes made here will apply to all expense lines on the Expense 
Reimbursement. To change the accounting defaults:

1. Click Accounting Defaults.
2. Add or remove funding lines using the plus and minus buttons to the left of the funding string. 

Split the report between multiple funding strings using the percentage field (first column).
3. To enter project funding, click the Project ChartFields tab.

10. Justification – business Purpose for expenses. Notes can be added by travelers, alternates, 
approvers, and auditors.



Expense Reimbursement Overview Contin…
• Justification: This is the business purpose for the trip. Details why an expense is 

necessary, reasonable, or an appropriate use of University funds. It should include the 
purpose for the expense. Stating you attended ABC conference is not a sufficient 
business purpose. You need to detail out why you attended this specific conference. 

Sample Business Purposes: 
After a trip justification: I was a presenter at the National Association for College 
Admissions Counseling (NACAC) HR Beginners Conference in New York, NY July 20th-
25th. I attend the conference to gain knowledge of policy, and best practices in the HR 
field, for my role as back-up HR representative in the Vice Provost Office. 
Before the trip has taken place: I will be attending the College Board Forum 11/6-11/8 in 
Washington DC. The forum brings together professionals from K-12 and higher ed to 
discuss concerns about education. It is also a chance to network and attend professional 
development seminars.
NOTE: All acronyms need to be spelled out

Expense Reimbursement Policy: https://policy.wisc.edu/library/UW-3024
Non-Payable/Non-Reimbursable Expense Policy: https://policy.wisc.edu/library/UW-3026

https://policy.wisc.edu/library/UW-3024
https://policy.wisc.edu/library/UW-3026


Expense Reimbursement Overview Contin…
General Information

11. Expense Report Action drop-down menu:
Add Expense – add a single expense line.
Add from My Wallet – add a Corporate Card charge or Quick Expense from My Wallet. 
Quick-Fill – add multiple expense lines.

1. Update the dates to match the dates of the trip
2. For the needed Expense Types, select either “One Day” to enter a single expense line, or “All 

Days” to add one expense line for every day. Click “Done
Copy Expense Report- create an expense report by making a copy of a previous expense report 
12. Custom Funding – displays your default funding. You can add funding strings for future use while on 
this screen by clicking “Use Custom Values”. If submitting an Expense Reimbursement for a different UW 
college, the business unit and funding must be modified using Custom Funding. 



Expense Reimbursement Overview Contin…
Expense Entry

1.The pencil/notepad icon returns you to the General Information screen.
2.Expenses can be added, deleted, or filtered using the buttons above the left panel.
3.Navigate between expense lines using the panel on the left. Expenses are displayed in chronological order.
4.Expense line errors display above the expense details. Expense Reimbursements cannot be submitted until these errors have been 
addressed.
5.Enter the date of the expense.
6.Enter the Expense Type. Additional information may be required based on the Expense Type chosen.
7.Enter a description of the expense. This is required for certain Expense Types.
8.Enter the payment type:

1. Personal funds – Out-of-pocket expenses to be reimbursed to the traveler.
2. Prepaid Purchasing Card – Expenses paid on the Purchasing Card.
3. US Bank Corporate Card – Expenses paid on your Corporate Card. These expenses will be paid directly to US Bank.

9.Enter the amount. There is a currency converter available in e-Reimbursement. It is recommended travelers manually convert the 
amounts and enter only US Dollars in this field.



Expense Reimbursement Overview Contin…
Expense Summary

1.Fix any errors to clear the red flags prior to submission.
2.Review the Expense Report Summary to ensure the proper payment types were chosen.

1. Total – total amount of the Expense Reimbursement.
2. Non-Reimburse – expenses marked as Non-Reimbursable.
3. Prepaid Expenses – expenses paid on the Purchasing Card.
4. Due to Employee – amount to be reimbursed to employee.
5. Due to Supplier – amount to be paid to US Bank (Corporate Card expenses)

3.If applicable, assign related Cash Advances or Travel Authorizations to the Expense Reimbursement. For more information on 
working with Cash Advances, see Policy 321
4.Users can enter Justification Notes on the Expense Summary page. This takes you to the same screen as the Justification box on the 
General Information page.
5.Click View Printable Report for a pdf report summary. Disable your pop-up blocker to view this report.
6.If necessary, click the Update Details button to return to the Expense Entry page.

1. When the Expense Reimbursement is complete, click Submit.
2. Review the Submission Confirmation, and click Submit.

https://businessservices.wisc.edu/documents/321-cash-advances/


Submission Deadline
• Expense reimbursements must be submitted within 90 days of:

• The end of the trip (for travel-related expense reimbursements)
• The date of the purchase (for non-travel-related expense reimbursements)
• The end date of the course (for tuition or job training expense reimbursements)

• Expense reimbursements sent back to the traveler for correction must be 
resubmitted within 90 days of being sent back.

• Travelers may seek reimbursement for airfare, registration fees, lodging, and 
vehicle rental reservation guarantees at the time payment is made. All other travel 
expenses are reimbursable after the trip is complete.



Expense Reimbursement-Process Map

Presenter Notes
Presentation Notes
Spend more time on this later.



Expense Reimbursement Overview
• Walkthrough (with videos):

• https://mediaspace.wisc.edu/media/Expense+Report/0_lzaleyqh

• How to guide for creating, modifying and resubmitting an expense 
reimbursement: 

• https://businessservices.wisc.edu/travel-reimbursement/getting-reimbursed/how-to-
create-modify-and-resubmit-an-expense-reimbursement-in-e-reimbursement/

• Campus Reimbursement Training:
• https://www.talent.wisc.edu/Catalog/Default.aspx
• Select Expense Reimbursement for the full list of available trainings

Expense Reimbursement Policy: https://policy.wisc.edu/library/UW-3024
Non-Payable/Non-Reimbursable Expense Policy: https://policy.wisc.edu/library/UW-3026

https://mediaspace.wisc.edu/media/Expense+Report/0_lzaleyqh
https://businessservices.wisc.edu/travel-reimbursement/getting-reimbursed/how-to-create-modify-and-resubmit-an-expense-reimbursement-in-e-reimbursement/
https://www.talent.wisc.edu/Catalog/Default.aspx
https://policy.wisc.edu/library/UW-3024
https://policy.wisc.edu/library/UW-3026


Questions, Comments, Curiosities?
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