


 

Travel Expense Reports (formally Travel Reimbursements) will be filled out within 5 business days 
after the trip has been completed. 

1. Select the box next to ER 
2. Enter traveler’s Name and myWSU ID 
3. Enter the Business Purpose of the trip and list the name of the event you went to (ACT Conference, 

TRIO Training, etc.) 
4. 


