
Go to NEISD website – Launchpad – Sign in

Go to Employee Web Links – Employee Portal – Sign in



Go to Travel Expense Reimbursement



Create a new request

If one of the listed departments is paying for the reimbursement be sure you choose the correct bullet 
so that the reimbursement request is routed through the correct approval process



It’s best to enter the travel ID number so that the system will pull all their information over for you.



When you enter their travel ID, the travel event details will be pulled over from the travel system – 
otherwise you’ll have to enter it manually.



This is where you begin the reimbursement and breakdown lodging, meals, mileage, parking etc. day by 
day – the “Other” column is used only for registartion reimbursment or parking

The dates entered need to match the dates from the travel request – one line for each day.  Do not lump 
it all together on one line.



Depending on what you’ve entered for reimbursement, the system will tell you what back up is needed.  
This is very important!  Any back up missing delays the reimbursement.

**If requesting meals, an agenda MUST be included in the backup and we need to know how lodging 
was paid.  Lodging statement can be indicated on the first line of your request.  For example, “Lodging 
paid by PCard” “Lodging paid by SAF/CAF’ “Lodging paid by Athletic Dpt”**

If you have other days to add, do not hit continue until all lines are added but the check boxes of 
ackowledgement need to be checked.



Continue to add your days – once complete you can then hit continue

The system again will tell you about the back up needed



Enter your campus/department travel budget code using 6411 or 6412 (used only if traveling with 
students)



This is how the completed request will look like.  When you submit the request, it will go to the next 
person for approval (budget manager).  Typically we want the employee to enter their own request so 
that you’re the second check, the budget manager is the 3rd, and finally to Accounts Payable for final 
approval.

 


