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NAVIGATING TO
EMBURSE

ACCESSING & NAVIGATING EMBURSE

Step 1: Login to Raiderlink & select “Employee” on the left side.
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Step 2: Select “Emburse
Enterprise”.
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View All

Submitted

o wesneims| Step 3: After
B ek clicking “Emburse
i Enterprise” you
will be brought to
this home page.

PROCUREMENT CARD WEBSITE: http:/www.depts.ttu.edu/procurement/departments/procurement
ard

TRAVEL WEBSITE: https://www.depts.ttu.edu/procurement/departments/travel-services




ACCESSING & NAVIGATING EMBURSE
ENTERPRISE

UPLOADING
RECEIPTS

OPTION 1: Uploading receipts on computer

Step 1: Select “Receipts”.

® Michaela Gabrielle Crumpler v

= [ emburse enterprise
Texas Tech University
? Procurement Services

Unused Items
6 Credit Card Contacts

35 Receipts
VIEW ALL 41 UNUSED ITEMS

For PCard & Travel expense management and processing assistance, please contact
B Expenses Create

Procurement Card Support (806) 742-3844 purchasing.pcard@ttu.edu
View All Travel Services Support  (806) 742-4517  travelservices@ttu.edu
Submitted
PCard
© Pre-Approval Create PROCUREMENT CARD WEBSITE: _http://www.depts.ttu.edu/procurement/departments/procurement
ard.
View All Travel
Submitted
TRAVEL WEBSITE: https://www.depts.ttu.edu/procurement/departments/iravel-services.

Step 2: The below screen will appear on the right side. You can drag and
drop receipts into this screen or select “Upload” to import receipts.

eWallet is — Upload X
All
Sort ~
Trips

You can email your receipts directly to your eWallet by forwarding them to

[} i a " :
Offiine O receipt@cai.chromeriver.com from your work email. You can also set up your X
. = personal email to do the same by adding an alternate email address in your account
® Credit Card i
settings.
Travel Advances
D D D D D

Recycle Bin

eReceipts LI B

LA A S ¥ 144

® Receipt Gallery
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OPTION 2: Download Mobile App & Scan Receipts

Step 1: Download the mobile app.

g Emburse Enterprise A
Step 2: After logging in with your eraider,
click on the camera icon to scan your

receipt. This will upload it to your Emburse
account.

Disclaimer: Keep copies of all receipts in case of errors in the app or if the scans are
blurry or cut off.
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ADDING A DELEGATE

Travel reimbursements and P-Card reconciling is managed by the
department business manager. The business manager must be added as a
delegate to access your Emburse account to process travel reimbursements
and reconcile P-Cards.

Step 1: In the right corner, select the drop-down arrow next to your name.

= [ emburse enterprise (@  Michaela Gabrielle Crumpler v
= Texas Tech University
el TEXAS TECH UNIVERSITY
Procurement Services

Unused Items
6 Credit Card Items Contacts

35 Receipts
VIEW ALL 41 UNUSED ITEMS

PCard
PROCUREMENT CARD WEBSITE: http://www.depts.ttu.edu/procurement/departments/procurement
ard
View All Travel
Submitted
TRAVEL WEBSITE: htips://www.depts.ttu.edu/procurement/departments/travel-services.

Step 2: Click on “Account Settings”

W Account Settings Step 3: On the left side, select "Delegate
\ Setting” then select “Add New Delegates” to

search and add the business manager.
Logout

Michaela Gabrielle Crumpler My Delegates

Program Manager / R119096
A "Delegate” is someone who has full access to your account.
< Sheryl Ann McCool

Preferences Settings Analyst / R11901713 / Sheryl.McCool@ttu.edu

Delegate Settings

« Kyla Fawn Gonzales
Notification Settings Assistant Director / R12000351 / Kyla.Gonzales@ttu.edu

o Add New Delegates

Privacy Policy
About Emburse Enterpr )
My Approval Delegate
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APPROVING A
REIMBURSEMENT

After the business manager has submitted your travel reimbursement, you will
receive an email similar to the one below requesting your approval. Please
review the submission before approving.

Expense Report for Michaela Gabrielle Crumpler [Program Manager / R11909600 /
Michaela.Crumpler@tty.edy)

Kyla Fawn Gonzales

4/1/25 PCard Crumpler
Submi Date 04/23/2025
Expense Dates 02/17/2025 - 04/20/2025
Total Expenses 734.69 USD

Reason for Assignment

Cardholder review and approval is required for Pcard reports submitted by delegate

Business Purpose

Account Summary Amount (USD
T-16K001- FUND: College of Ag ORGN: Ag Education and 545.69
B51003-100 tura tions / Pl

T-24G9)

B51003-400

Expense Summary Amount (USD
ST_Computer Related Equip / Supplies 39

ST _C espar O

ST_Departmental Event 189.00
ST_Otr

You can approve or return the submission by clicking on the links in the email or
by going to the expense report in your Emburse account.
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RETURNED
REIMBURSEMENTS

Travel pre-approvals or reimbursements may be returned for a number of
reasons and you will receive emails such as the below. These emails are also
sent to all individuals listed as a delegate on your account.

No action is required unless contacted by the business manager. Please
do not forward these email or make edits within the report. If additional
information is needed, the business manager will contact you via email.

Report Name
ACTIONREQUIRED _ Crrome rver| [l IECRTEE
The following Pr ) < been retur -
Created By Michaela Gabrielle Crumpler
Retumed By Auto Bot (Budget Checker)

resubmit this P al Request ¥ you still need these expenses p od
Pre-Approval Request For
Report Name
Pre-Approval ID Report Notes

Submit Date 07/31/2025
Expense Dates 07/16/2025 - 07/19/2025 09/06/2024  Auto Bot Returmed- T-21A673-B51555-780020-200-- 824.77
Total Expenses 1,266.00 USD

Notes
7131 /202¢ Auto Bot (Budget

Item Notes
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REIMBURSEMENT
COMPLETED

Once your reimbursement is completed and approved, you will receive a email
notifying you of the direct deposit.

|exas |ec“ Umversﬁy = KCCOUHES Faya5|e BII’GCE Deposn
Advice
O Intellecheck No-Reply

To: © Crumpler, Michaela

e receipt.pdf
e | 14.6 KB

Download All « Preview All

Attached is your Direct Deposit Advice.

The direct deposit file was sent to our bank today, so it will be received by your bank within two to three business days
from the date of this email.

NOTE: The attached file is in an Acrobat Reader PDF document. If you cannot read this document, please download the

FREE Acrobat Reader at https://nam04 safelinks.protection.outlook.com/?
url=http%3A%2F%2Fget.adobe . com%2Freader%2F&data=05%7C02%7CMichaela. Crumpler%40ttu.edu%7Cfe6b37cal 2

If direct deposit for reimbursements (separate from your paycheck direct
deposit) is not set up, your reimbursement will be issued as a check and can
be picked up at the payroll office. To set up direct deposit for reimbursements,
complete the following steps:

Step 1: In Raiderlink, go to the Employee tab and then select “Update Direct
Deposit”.

tx— TEXAS TECH UNIVERSITY
HJ Raiderlink

Home

MyTech

2 My Texas Tech Information
Employee

News/Events

Advisor

Available Budget w

Faculty o ST \
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Verify Your Identity

Two-Factor Authentication is the best way to keep
your account secure. It ensures you're the only person
who can access your account, even if someone knows
your password. A code will be sent to your phone
(either by SMS Or Voice) and you will enter that code
in the provided box.

Step 2: Complete steps to verify your identity.

Please select how to receive your verification code.
The phone number is (***) ***.9709

Voice Call
Text Message

Step 3: Select “Employee Reimbursement Account”.

Employee Payroll Accounts Employee Reimbursement Account

<

Step 4: Select “Change Bank Account Information”.

Employee Payroll Accounts Employee Reimbursement Account

I authorize Texas Tech University/Texas Tech University Health Sciences Center to collect and use
account password in accordance with institutional security policies. For tips and information to hell

Rout. # Acct. # Bank

Add An Account Using The Form Below

Checking Account Savings Account

Lo

Add or Update Bank Account

Enter information to update this account.

Step 5: Provide all requested

. . . « . Bank Routing Number: 9
information and click “Submit”.
Bank Account Number: O
Account Type Savings

Cancel




