
 

 
 
 
 
 
 
 
 

Employee Expense 
 

Other 
Reimbursements 



 

 

• Start the request in the Munis Self Service 
(same place where your paycheck 
information is located). 

 
 
 

 



 

 

• Fill out the required fields (*) and click 
Continue 

 
 

 



 

 

 
 
 
 
 

• Add expenses 
 
 
 
 

 



 

 

 
 
 
 

Enter expense information (see below) 
 
 
 

 



 

 
 
 
 
 

• Attach receipts or other supporting 
documents 

 
 

 

 



 

 

• Verify for accuracy and click “Submit Claim” 
 
 
 

 



 

 
 
 
 
 

• The claim will automatically be transferred to 
MUNIS. 

• Your department will be responsible for 
processing your claim. They will review and 
approve it for payment. 

• Approved expenses will be reimbursed to 
you through Payroll and will appear on 
your paycheck. 


