
 
Travel: Reimbursement Instructions 

How to get Reimbursed 
After your travel is authorized and you have 
expenses: 
 
Go to My Travel > Create a Travel 
Reimbursement Request 
 
 
 
 
 
 
Select the TRIP LOCATION from the list of 
authorized trips. 
 

 
 

 
 

 

Claiming per diem 

 

 

  



Claiming other expenses 

 

 

 



 

 

Printing the reimbursement form 

 

Tip: It is always a good idea to make copies/save scans of your receipts for your own records. 



 

 

What now? 
We generally have a one-week turnaround on processing reimbursements. 

After your reimbursement is processed, you will receive an automated email from Ariba 

Administrator(ariba_apps@uw.edu) with “ACTION REQUIRED” in the subject line. 

 

Open the “ACTION REQUIRED” email, click the link and approve the Expense Report via the green approve 

button—doing so correctly generates an additional email. (Sometimes you will need to click the link more 

than once to get the green approve button to show up.) 

 

If your reimbursement is incorrect, click the Deny button and contact the preparer to correct. 

Your reimbursement will be paid via direct deposit or check within a week. (If you are paid via direct deposit, 

you will be reimbursed the same way.) 

 

 


