EAP CBA Section 5.4.1 Personal Property Protection

Step 1: Log into Employee Online

Step 2: Open Accounting Webforms
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Step 3: Access Expense Claim (Mileage and Other Reimbursements) from the Request Type dropdown
menu.
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Step 4: Click +ADD EXPENSE (see above)


https://employeeonline.everett.k12.wa.us/BusinessPlus/account/login

Step 5: Complete Add Expense and Save
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Talk to your office manager
or administrator to get
these numbers/items.




