
 Employee Expense Reimbursement Procedures   
 
 

• In-District Travel 
• Submit monthly 
• Must attach a mileage log documenting each day’s travel with origination and destination 

(please refer to district mileage chart for mileage between buildings) 
• Out-Of District Travel 

• Must attach mileage verification from Google Maps or MapQuest (screenshot) 
• If traveling by air, flight itinerary must be attached 
• Meeting/Workshop/Conference agenda or registration must be attached to confirm 

dates, location and meal (if any) provided by the conference registration 
• Meals are only reimbursed if overnight stay is required and if meals are not provided by 

conference registration fee. Eligible meals do not require receipts and are reimbursed at 
the per diem rate for the specific city. Contact Ardis Lohff alohff@sdb.k12.wi.us for each 
city’s meal rate. 

• When requesting reimbursement for multiple meals such as three lunches, use Quantity 
of 3 rather than three different entries.  

• Reimbursement for items or services (such as taxi’s or supplies) other than those mentioned 
above require receipts to be attached.  The district does not reimburse sales tax.  A copy of the 
tax exempt certificate can be provided by building secretary or Ardis Lohff. 

• Denied entries must be corrected. Log back into Skyward, select Expense Reimbursement, select 
Submit Request, highlight the entry that needs correction, click on Notes button. Descriptions of 
any necessary corrections are documented. Make the necessary corrections and click on Submit 
for Approval. 
 

Directions for Entering an Expense Reimbursement in Skyward 
 

1. Go to School District of Beloit home page. Click on Sign In. Enter network user name and 
password. Click Sign In. Click on Staff. Click on the link for Skyward Business/Student EA. 
 

 
 
 
 

2. Log into Skyward. 

3. On the right side, click on Employee Access.  



 
 

4. Click on Expense Reimbursement.  
 
 

 

5. Select Submit Request.  
 
 

 

6. Select Add.  If a screen comes up indicating you are not set up as an ACH vendor, 
contact alohff@sdb.k12.wi.us and you will be set up. 
 
 

7. Complete screen with appropriate information. For Purpose for Reimbursement, enter name of 
conference and location. For other types of reimbursement, enter brief description such as In 
District Mileage. Click Save. 

 
 

8. Add Reimbursement Detail Lines by clicking Add on the middle right side.   

 
 



9. Enter or adjust the Date of the Expense. For Reimbursement Type, click on the down arrow for 

options.  
 
 

10. Select Expense Type. 
 

  
 

11. Complete the screen by adjusting the “Quantity” and entering a “Description”. If you are 
requesting three lunches, enter 3 as the Quantity rather than making three entries. Tab to the 
“Account” line and enter the account number to be charged. If a receipt is required, click 
“Receipt Attached”. Click Save. See Hints at the beginning of this procedure for required 
documentation. 
 

  
 

12. To attach a receipt, click on Attachments.  Click on Add File.  
At “Type” click on down arrow and select “Attachments (Expense Reimbursements 

Attachments)”. Add “Description”. Click on Browse… Select the document to be 

attached. Click Save. In the next screen, click Back.  



  

    
 

13. If you have more than one Expense Type for the same day/conference, click Add.  
Contiue until all expenses have been entered. When adding another expense, at the Add screen 
you can choose Clone. Make the changes for the new expense; you won’t need to reenter the 
account number. Then click Save. 
 

 
 
 
 

14. If you need to leave this process before finishing, click Save and Finish Later. If you have 
completed your expense reimbursement request, click Submit For Approval. 

 
 
 
 
 
If you have any questions, please email/call Ardis Lohff at alohff@sdb.k12.wi.us or 361-4116.   
 


