
NAVIGATING TO
EMBURSE

Step 1: Login to Raiderlink & select “Employee” on the left side.

Step 2: Select “Emburse
Enterprise”.

Step 3:  After
clicking “Emburse
Enterprise” you
will be brought to
this home page.
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UPLOADING
RECEIPTS

Step 1: Select “Receipts”.

OPTION 1: Uploading receipts on computer

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.
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Step 1: Download the mobile app.

OPTION 2: Download Mobile App & Scan Receipts

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.



ADDING A DELEGATE

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

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 2: Click on “Account Settings”
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Step 3: On the left side, select “Delegate
Setting” then select “Add New Delegates” to
search and add the business manager. 



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. 
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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.



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.
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REIMBURSEMENT
COMPLETED

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



ACCESSING & NAVIGATING EMBURSE
ENTERPRISE

Step 2: Complete steps to verify your identity.

Step 3: Select “Employee Reimbursement Account”.

Step 4: Select “Change Bank Account Information”.

Step 5: Provide all requested
information and click “Submit”.
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