
Submit Reimbursable Expense 
– End-user Experience
Using Emburse Spend, a Non-Employee Expense Application



What is                                   ?
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

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

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



• End user Event Attendee or Non-HHMI Employee

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

• 2nd Level Approver HHMI Event Organizer, Lab Manager or
(If applicable) Science Operations Team member

•  Admin HHMI Accounts Payable Team member

Roles and Process Overview
Emburse Spend



Bank Team runs 
Ad hoc Bank 
Transactions 
into Workday

End user 
paid

Accounts Payable 
(Admin) reviews 
and approves 
request

Manager reviews and 
approves request

If applicable, 2nd 
approval follows after

End user 
submits 
expense 
request 

End user receives Emburse 
Spend invite email and sets up 
user account and enters bank 
information

Accounts Payable 
(Admin) uploads 
user data file into 
Emburse Spend

Event Organizer/Science Ops 
submit AskAP ticket to invite new 
users to Emburse Spend, includes 
template .CSV file to upload

Submit Reimbursable Expense

Account Set Up

• 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.

Reimbursable Expense – Process Overview
Emburse Spend



Account Set Up



1. Receive email invitation to 
Emburse Spend

2. Click on Accept Invite   

Account Set Up



3. In blank field, Create Password

4. Click on checkbox 
for Terms and Privacy Policy

5. Click on Get Started   

Account Set Up



6. Select preferred Two-Factor 
Authentication method 
(SMS or Email Verification) 

 Then, click SEND CODE

Account Set Up



7. Enter Verification Code 
from SMS text or Email 

 Then, click Enable SFA

Account Set Up



8. Click on 
CONTINUE TO EMBURSE SPEND

Account Set Up



9. In the Emburse Spend application, 
enter your account information

10. Click on Finish Setting Up 

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 

Account Set Up



Your account set up is done and you are now ready to submit 
reimbursable expenses from the dashboard.

Account Ready for Use

Do not click 
Request New Card. 
Not used by HHMI.

Do not click Cards 
to set up bank 
account info.



Submit Reimbursable Expense



1. Click + NEW REIMBURSABLE 
EXPENSE

2. Enter expense details
Amount  Merchant/Mileage  
Category  Note  Date 

3. If expense $50 or more, attach 
receipt

4. Click Create

5. Receive email when expense is
Submitted  Approved  Awaiting Payment
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Submit Reimbursable Expense
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Email Approval/Payment
Expense Approved Payment: Bank Transfer Started

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



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

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

Review Transactions



Create Trip (Category)

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).

Optional



Link Expense to Trip

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

2. Click on Trip

3. Select Trip

4. When expense details are 
completed, click on Send

Optional
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Need Assistance?

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, submit an AskAP ticket.
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https://issues.hhmi.org/issues/servicedesk/customer/portal/7
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