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Employee Expense Reimbursement
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• The process described herein is for employees to submit Travel and Miscellaneous Business 
expense per Operating Procedure 10-10. (instructions to access the policy is on the next slide)

• It does not a substitute the requirement to obtaining all of the necessary approvals prior to 
traveling or signing up for training.

• Each invoice has to be attached together with proof of payment (receipt).

• Back up justification must be scanned and uploaded as part of each Payment Request.

• This process should not be a substitute for appropriately procuring goods and services through 
the Purchasing Department.
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Review Operating Procedure 10-10
http://hhcinsider.nychhc.org/Pages/Default.aspx

http://hhcinsider.nychhc.org/Pages/Default.aspx


Employee Reimbursement PeopleSoft access
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PeopleSoft Access is required to access the employee data to submit the Employee Reimbursement Request
If you do not have access to PeopleSoft, please submit a Service Now Ticket to obtain access

To log on to PeopleSoft: http://hhcinsider.nychhc.org/Pages/Default.aspx

Please note access to EMP01 in PeopleSoft is also 
required – the access identifies you as an active H+H 
employee.  
If you currently do not have access to EMP01, please 
email the Enterprise Service Desk to request access 
to EMP01 

To Access PeopleSoft Finance/Supply Chain
Under:
 APP LINKS
Click: 
PeopleSoft Financial/Supply Chain

Sign in

http://hhcinsider.nychhc.org/Pages/Default.aspx
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Employee Reimbursement PeopleSoft entry
Menu to access Employee Self-Service for EMP

Steps: Click the following menu options to go to the Payment Request Center for Employee Reimbursement

1

2

3 4



FYI – if you already have the below Payment Request Center on your 
homepage, the link will not work for Employee Reimbursement Requests.  
You will need to go through the steps on the previous slide
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Save as Favorite
If you save this navigation as a favorite in the future you can just navigate to your favorites
Click on the 3 dots and then click Add To Favorites

The below appears. Then Click the Add button

Employee Reimbursement PeopleSoft entry
Menu to access Employee Payment Request Center
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Employee Reimbursement PeopleSoft 
Entry-Payment Request Center
Creating the Employee Reimbursement

5

Click on the Create button
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Fill out the
Required Fields
• Business Unit: EMP01
• Invoice Number (date 

the expense was incurred – 
formatted MMDDYYYY (ex. 
06072022)

• Invoice Date: the date 
the expense incurred 

• Request Type: 
Employee Expense 
Request

• Cost Sub-Total 
• Attachments

Click the Next button

EMP01 is the required BU to use for 
Emp Reimbursement.

Must choose Employee Expense Request

Employee Reimbursement PeopleSoft 
Entry-Payment Request Center – Summary Information tab

Add/include attachments (required forms and  all receipts)
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Supplier ID: Choose 
your credentials-
Supplier ID is the 
employee’s tkid
Supplier Name is the 
employees name

Option 1
Click on magnifying 
glass
Option 2
Click Search button

Click Next

Option 1: Click on the magnifying glass 
to look up Supplier ID

Pop up: Click on your supplier ID
Option 2: Click Search

Pop up: Click on your Supplier ID

Employee Reimbursement PeopleSoft Entry-Payment Request Center
Supplier Information tab = employee information

Note: If your Supplier ID does not populate. Do not manually 
enter. Please email empreimburse@nychhc.org for further 
instruction or submit request to ESD to troubleshoot the error .

Click the next button

mailto:empreimburse@nychhc.org
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Click: Add Lines
Add a New Line by filling out required fields:

Description, Quantity (1), Unit (EA) and *Line Amount (total 

amount requesting for reimbursement)
Accounting Details 

• *Amount (total amt requesting for reimbursement)
• *GL Business Unit (your facility BU)

For the following required fields, please validate with the 
facility budget department.
• Account – Most used.  If you are not sure check with your 

facility budget team
8990100 General Direct Exp E
7860100 Employee Travel E
8950100 Outside Training Sessions E

• Department ID (the department id where the expense is being 

charged)
• Fund Code: 05
• Operating Unit
This should complete the process.
If your Expense Reimbursement is charged to a grant or 
capital, please obtain the detail for the following:

• PC Business Capital CAP01 or Grants GRT01 
• Project ID 
• Activity
• Source Type

                                    Click Ok > Next

Click Add Lines

Pop up: Add a New Line

Scroll to the right 
to continue 

Note: Please contact your local Budget department if you are uncertain what Account and Dept ID to use.

Employee Reimbursement PeopleSoft 
Entry-Payment Request Center – 
Invoice Details tab
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Review and 
Submit for 
approval

Employee Reimbursement PeopleSoft 
Entry-Payment Request Center
Review and Submit Tab
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A Voucher ID confirms your 
request was approved

No Voucher ID means your 
request is still pending 

approval

Employee Reimbursement PeopleSoft 
Entry-Payment Request Center – additional information

Note: AP will only see your request once it is approved and ready for payment

Once Final Approval is complete in 
PeopleSoft, a voucher id will appear

To check why a request was denied

Comments will provide the reason and next steps
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Employee Reimbursement PeopleSoft Entry- 
Approval Process
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Employee Reimbursement PeopleSoft Entry- 
Approval Process

The approval workflow is as follows:
1. Employee’s supervisor
2. Cost Center Manager
3. Accounts Payable Team
4. Central Office Accounting Team

Questions or issues, please contact AP via phone 646-614-3434 or email at empreimburse@nychhc.org

If you deny the request, please add approver 
comments as to why the request is denied

mailto:empreimburse@nychhc.org

