
How to Reconcile Travel
In Emburse



To reconcile your Travel, log into Emburse and 
chose 
Create on the Expenses bar



Chose Import Pre Approval
There must be an approved Pre-Approval 
before you can submit a claim.

Click on Select a pre-approval report



Chose from the drop down, the 
corresponding Pre-Approval for the trip 
you’re trying to reconcile

Click Import



Chose
Report Type-Travel

Fiscal Year

Click Save 



Chose a line to adjust your request for reimbursement, 
or/and update the pricing to match the actual/receipt.

To adjust the claim for meals, click on Meals-per Diem



You can edit a single entry 
or Chose View in Wizard to 
edit multiple days

Make your adjustments 
and click apply



You will return to this screen to chose your next item to 
adjust. You must correct any items with a 
If an item was paid with a pcard, attach the receipt and 
adjust the dollar amount to $0. In the warning box type
“paid with pcard”



If an item was paid with a pcard, the amount needs to 
be $0 on the travel claim form
To adjust this registration to reflect a pcard payment 
click on the Registration line it and then Edit 

Typical items for this type of adjustment are registration fees, hotel bills, 
airfare, Enterprise, Groome/shuttle services paid by Pcard or the Business 
Office.



Change the amount to $0

Attach the hotel folio

Click Save

In the warning box type
Paid with Pcard
And then Post 

Now the registration shows $0 and a     
you can now choose the next item to 
adjust.



We will correct the airfare line in this example
Click on Airfare
Chose Edit

Adjust the amount for the 
actual amount spent and 
complete the missing items 
Click Save
If paid by Pcard follow the 
previous steps to make the $0



If this warning flags, 
scroll down to the 
attachment button.
You can search your 
computer or drag and 
drop.



Once all red warning triangles are completed, 
and receipts are attached the green submit 
button will appear click that and then click 
submit again, and you’re done!

This amount should equal 
what you are owed.






