How to Request Reimbursement in EMA ; ’w

Steps for Submitting a Reimbursement Request For Students

Below are the new steps for submitting a Reimbursement request. EMA now helps streamline your reimburse-
ment requests by automatically pulling details from uploaded receipts or invoices. If any information is missing
— like proof of payment or provider license details — EMA will prompt you to add it, ensuring your submission is

complete.
Let's get started!

Step 1: The Reimbursements Section

First, sign into your EMA account and then select the Reimbursements tab on the left side of your dashboard.
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Step 2: Making a New Request

The Reimbursements section displays. Select NEW.
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Step 3: Select Your Student

Use the drop-down menu to choose the student you're submitting a reimbursement for.
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Step 4: Continue to the Receipt/Invoice Upload Tool

Once your student is selected, the CONTINUE TO RECEIPT/INVOICE button will turn blue and become active.
Select this button.
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Step 5: Upload Your Receipt or Invoice

Upload your receipt or invoice by either dragging and dropping the file or clicking Browse to select it.

Note:
e  Submit one reimbursement per receipt and/or invoice.

e The file type must be PNG, JPG, JPEG, or PDF.
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Upload a receipt or invoice for Green Bruce.

Upload an original, unaltered receipt or invoice from the vendor or provider. The type of information required on the receipt or invoice may differ from one expense category
to another and is outlined in the Parent/Guardian Handbooks. Please submit one reimbursement per receipt or invoice.

\ Drag and drop file here or Browse to select file.
' Upload a document up to BMB, no passwords. Accepted: PNG, JPG, JPEG, PDF.
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Step 6: Review Your Receipt or Invoice

You will see a preview of the receipt or invoice for you to review. When you are ready, select CONTINUE TO

ITEM/SERVICE SELECTION to move forward.
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Note: If the receipt and/or invoice is difficult to read, please upload a clear copy or a different document, if you

have one.

We were not able to detect items or services on your document.

We were not able to detect descriptions and amounts for the items and/or services on your document. We recommend you upload a different document to

help expedite the approval process or you can choose to proceed with this document.
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Step 7: Select Items for Reimbursement

This is where you choose the items you want to be reimbursed for. You can select individual items or choose Se-
lect All to request reimbursement for everything listed on the receipt.

When you are ready, select CONTINUE TO ITEM OR SERVICE DETAILS to move forward.

Step 8: Complete the Details for Your Item(s)

Fill out the required fields for each item. If you need to add another item to your reimbursement, select ADD
ITEM.

Once all items are added and the required fields are complete, select CONTINUE TO ADDITIONAL DOCU-
MENTS to move forward.

Step 9: Add Your Additional Documents

If you have any additional documents to upload, such as proof of payment if it is not included on your receipt or
invoice, or provider credentials if the provider is not listed in EMA, please upload them here.

Want to add additional documents?
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continue to the Summary.

Drag and drop files here or Browse to select files.

Upload a document up to SMB, no passwords pted: PNG, JPG, JPEG, PDF. Max 50 files

If you do not have any additional documents, select CONTINUE TO SUMMARY to move forward.




Step 10: Review Your Purchase(s)

Please take a moment to review the purchases you are requesting reimbursement for.

Review your purchase(s) for Mo Donna.
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If everything looks correct, you can continue by selecting SUBMIT FOR APPROVAL.

Step 11: Your Confirmation Number

You will receive confirmation of your reimbursement request, along with a reimbursement number for your re-

cords.

Thank you! We have received your reimbu tr t for Reimb t #60000131.

One of our team members will review your request soon. You will receive a notification via email once your reimbursement has been processed or you can check back here for status updates.
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REQUEST ANOTHER REIMBURSEMENT

Check the status of your reimbursement requests
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From here, you can choose REQUEST ANOTHER REIMBURSEMENT or check the status of an existing reim-

bursement.




