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What is B emburse spend ?

Emburse Spend is the application tool used to process
Non-employee HHMI-related business expenses.

Two methods:

1. Submit Reimbursable Expense request
— for users with U.S. bank account

HHMI-related business expenses must be submitted and processed within 60 days
from the date the expense is incurred or the end of the event.

2. Emburse Card (virtual payment card)
— for users with no U.S. bank account

All Emburse card transactions require a receipt uploaded within 10 days from the
date the expense is incurred.



Emburse Spend

Roles and Process Overview

End user Event Attendee or Non-HHMI Employee

Manager HHMI Event Organizer, Lab Manager or
Science Operations Team member

2"d |evel Approver HHMI Event Organizer, Lab Manager or
(If applicable) Science Operations Team member

Admin HHMI Accounts Payable Team member



Embu_rse Spend _
Reimbursable Expense — Process Overview

Account Set Up

Event Organizer/Science Ops Accounts Payable End user receives Emburse

submit AskAP ticket to invite new (Admin) uploads Spend invite email and sets up
users to Emburse Spend, includes user data file into user account and enters bank
template .CSV file to upload Emburse Spend information

Submit Reimbursable Expense

End user Manager reVieWS and ACCOUI’\tS Payable Bank Team runs
submits approves request (Admin) reviews End user Ad hoc Bank

expense If applicable, 2nd and approves paid Transactions
request into Workday

request approval follows after

» End user receives email notification when expense is submitted, approved, and awaiting payment.
» Approver (Manager, Admin) receives email notification when expense is pending their approval.
» Expense must be fully approved daily for non-employee end user to be paid in 7-10 business days.



Account Set Up

h h mi Howard Hughes
Medical Institute



Account Set Up

1. Receive emalil invitation to _E;J!EI@;_

Emburse Spend

has invited you to join Howard Hughes Medical Institute's Emburse

Spend account.
ACCEPT INVITE
Or click the link below:

https://spend.emburse.com/activate/vhtowpjzdk24pkfAdogvkims

2. Click on Accept Invite

Thanks!
Team Emburse Spend



Account Set Up

B emburse spend
3. In blank field, Create Password
4. Click on checkbox Join your organization
for Terms and Privacy Policy Youve been invited to join Howard Hughes

Medical Institute on Emburse Spend.

5. Click on Get Started

ooooooooooo

. By activating your account, you agree to the
Emburse Terms, and Privacy Policy



Account Set Up

E emburse spend

6. Select preferred Two-Factor
Auth e nti Cati o n m eth Od With Two-Factor Authentication enabled, you will need both your

password and a verification code to log in. Select your preferred

(S M S o r E mai I Ve rifi Cation ) method for receiving a verification code.

® SMSs Verification
Th e n CI iCk S E N D C O D E A code will be sent to the number below.
] Standard messaging rates apply.

O Email Verification

A code will be sent to your email address.

Mobile Phone Number



Account Set Up

B emburse spend

7. Enter Verification Code
fro m S M S teXt Or E m a i I We texted a G-digit_'-.-jerif cation code to your mobile number. It may

take a minute to arrive

Then, click Enable SFA Verfication Code

850050 ‘

Enable 2FA



Account Set Up

B emburse spend

8 . CI |Ck on You've successfully enabled Two Factor Authentication. Copy your
backup code so you can access your account in the event that you

CO N TI N U E TO E M B U RS E S P E N D cannot receive access codes. You can close this when you are

finished.

|QbK4AWZH2

Y COPY

CONTINUE TO EMBURSE SPEND

Take a screenshot, or copy your backup code to complete
two factor authentication setup.



ACCO U nt Set U p B emburse spend

C Personal Information
9. Inthe Emburse Spend application, .. .couyourser
enter your account information
First Name * Last Name *

10. Click on Finish Setting Up R

Providing your home address helps us verify your identity.

City * State *

Country *

Zip / Postal Code United States

Phone Number *

Date of Birth *

Providing your birthday helps us verify your identity.



Account Set Up

11. Click on Bank Account

12. Click on
+CONNECT BANK

13. Enter your US-based
Bank Account information

14. Click on ADD ACCOUNT

Connect Bank

CANCEL ADD ACCOUNT




Account Ready for Use

Your account set up is done and you are now ready to submit

reimbursable expenses from the dashboard.
[ 1) e~

= E emburse Spend @ Howard Hughes Medical Institute ==
MANAGER PERSONAL
. Your Dashboard
(@ PDashboard
® Transactions T
Cards @
Do not click Cards == & Cards Do not click
to set up bank {® Reimbursements Request New Card.
accountinfo. E Not used by HHMI.
A Trips
Receipts
You don't have any connected cards. Request or connect a
@ spend Policy card feed to view real-time budget details and transactions.

Needs Attention

)y
»A

There are no items to review at this time!
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Submit Reimbursable Expense

New Reimbursable Expense X

1.Click + NEW REIMBURSABLE
EXPENSE

2. Enter expense details

Amount * Merchant/Mileage
Category * Note * Date

Amount*

$ 3.56 usb
Merchant / Mileage

Starbucks

Category

Breakfast

Date

01/10/2023

Business Purpose
Science Meeting Jan 10-13, 2023

3. If expense $50 or more, attach
receipt .
T+ SLIT/ITEMIZE

4. Click Create

5. Receive email when expense is
Submitted * Approved * Awaiting Payment o




Email Approval/Payment

Expense Approved Payment: Bank Transfer Started

Emburse Spend <hi@spend.emburse.com> #f ©® « i Emburse Spend <hi@spend.emburse.com> r ©® &

tome tome v

o Moo | hh
A | s m
A e e .
Medical Institute

2 of your expenses have been approved

You should receive payment for any reimbursable expenses by Jul 18th at the very latest,

but it'll likely be before then!

$1.69 - Barwood
Meeting-Scenario 5

$1.39 - Dunkin'

Note: Expense must be fully approved daily for non-employee end user to be paid in 7-10 business days.

$4.37 transfer started

From

Howard Hughes Medical Institute

Destination

CAPITAL ONE, NA - 00000

Expected Arrival

Tomarrow - Friday, July 15th

Credits started before 7PM ET on business days arrive the next business day. Business days are Mon - Fri, excluding

bank holidays.



Review Transactions

1. Click Transactions to view your expenses in each status.

2. Click on a transaction to view details, including its
PROGRESS in the process.



Create Trip (Category)

Optional

Create Trip

1. Click on Trips on left-side menu
2. Enter Trip Name and dates
3. Click on CREATE TRIP

Note:
Click Trips to manage all your trips (categories).



Link Expense to Trip

Optional

1. On Transaction detail’s view,
click on Add Detail

2. Click on Trip
3. Select Trip

dd Detail v Sp Science Meeting - Jan 16

4. When expense details are “ >
completed, click on Send a

STARBUCKS Store #301
1912 Pike Place
Seattle, Wt (208) 448-8762
CHK 657775
01/10/2023 07:14 AM
1965634 ODrawer: 2 Reg: 2

Sh #¥ht Mocha 3.25

Visa 3.56

ERRRRRRRRRNS |

Subtotal $3.25

Tax 9.5% $0.31

Total $3.56
Change Due $0.00
----------- Check Closed --------=-snum-

01/10/2023 07:14 AM



Need Assistance?

B emburse Spend Howard Hughes Medcal Institute !:!'!:.!‘1‘

= Cards
P Reimbursable Expenses & exporT
o - JORNCT™

F Receipts Searct Q All categories - = ADVANCED FILTERS

(S spend Policy

1. On Emburse Spend desktop application,
a. Click on the help icon @ at the top right to access Emburse Spend user guides, or

b. Click on Chat with us! on left menu and type your question.

2. Contact your Event Coordinator or HHMI Contact.
For Host Institutions, contact your Science Operations Manager.

3. For any system issues,
20


https://issues.hhmi.org/issues/servicedesk/customer/portal/7
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