
Travel Expense Report Instructions 

1.  Log on to www.uwlax.edu 

2. Click on A-Z Index (Upper Right Side) 

3. Scroll down until you find Accounts Payable on the left, click on Accounts Payable 

4. Click “Sign Into E-Reimbursement” 

5. Select University of Wisconsin – La Crosse, then click Select 

6. Enter your User Id (First Initial and Last Name) 

7. Enter your Password, Click Login  

8. You should now be on the E-Reimbursement Page, Click on “Create”. 

 

 

 

You should now be looking at a blank Expense report.  We are now going to create a report using an 

existing report.  Using the drop down arrow select Existing Report, click GO. 

 

 

 

 

 

 

 

http://www.uwlax.edu/


 

You should now see a screen similar to this: 

 

Click on Select.  This should bring your Previously Submitted Travel Expense Report to a full screen.  

From here, we will simply update the Report Name, Expense/ Travel Justification, Travel dates and miles 

driven. 

1. In the Report Name field change to Mileage for (Month). 

2. In the Expense Travel justification Field Change the month of travel  

3.  Update your Date Depart and Date Return  

The updated Information should look similar to this: 

 

  



 

Under the Details section we will update the miles driven for the month.  You can simply add up all of 

the miles driven within the state and claim one large total.  Click on Detail 

 

1. For the expense date, make sure you use the last day of the month (As Long as that day has 

passed.  The expense Date can’t be in the future) 

2. In the drop down menu for Transportation ID select  Standard Rate 

3. Click on Cal Mileage 

4. Finally Select Return to Expense Report 

a. IMPORTANT:  DO NOT USE BACK ARROW BUTTON IN INTERNET BROWSER 

  

  



If you have out of state miles, you will need to enter that information on a separate line.  Click on Detail 

and enter the total miles for the month that were traveled out of state: 

 

 

 

 

 

 

 



Now we have to add your mileage log as an attachment. 

1.  Click on Attachments 

 

2. Click on Add Attachment 

 

 

 

 

3.  Look for your attachment and click Open 

 

 

 

 

 

 



 

4.  Then Upload 

 

 

Then Click OK.   

 

 

 

 

 

 

 

 

 

 

 

 



When you are done you will notice that it shows 1 attachment.  You have now completed the travel 

report and you can click on Submit! 

 

 

 

 

 


