
Travel 
Reimbursement 
This feature is available exclusively as an add-on 
for the Requisition | Purchase Order Module Modern.

Workflow Modules Modern for MIP Fund Accounting®

Daily imports of live bank transactions!s!

Streamlines the submission, approval, and 
reimbursement of travel expenses, reducing 
manual paperwork and enhancing efficiency!
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Submit expenses on-the-go via a web app, 
capturing and uploading receipt images for 
instant and accurate reporting.



Key Benefits 
This feature enhances efficiency, ensures compliance, and simplifies travel expense management across devices.
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Seamless Accounting Integration – 
Directly connects with MIP Fund 
Accounting, ensuring accurate and 
error-free data transfers.

Workflow Modules Modern for MIP Fund Accounting®

• Automated Expense Management – 
Streamlines the submission, approval, 
and reimbursement of travel expenses, 
reducing manual paperwork and 
increasing efficiency.

• Receipt Management – Users can 
capture and upload receipts instantly 
via a web app, ensuring expenses are 
accurately documented before 
reimbursement requests are submitted. 

• Categorized Travel Entries – Easily 
record daily travel and classify 
expenses under preset categories 
like Flight, Miles, Meals, Rental, 
Lodging, and Miscellaneous.

• GSA Per Diem Compliance – 
Implements federal per diem rates 
for lodging and meals, promoting 
compliance with regulations and 
reducing audit risks.

Mileage Tracking – Integrated Bing 
Maps allows users to calculate 
travel distances by entering start 
and end addresses or using 
odometer readings. Works across 
multiple devices for real-time 
tracking.
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Travel Reimbursement 
Workflow Process 

Workflow Modules Modern for MIP Fund Accounting®



Steps Involved 1-4

4

2. Navigate to  
Travel 
Reimbursement  
and click on it.

3.   Click on New
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1. Log in to Workflow 
Modules Modern

4. Select from the preset 
categories to record   daily 
travel 

Travel Reimbursement 



Preset Category Forms
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❑ Flight
❑ Lodging 
❑ Meals
❑ Rental 
❑ Supplies 

Click on Upload Receipt to Attach receipts directly using 
smartphone cameras to capture receipt images, 
scanners connected to PCs or networks files from local 
storage

Categorize expense reimbursement into designated 
expense

Travel Reimbursement 



Preset Category Form Cont.  
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❑ Mileage

Using integrated Bing 
Maps, calculate the 
distance traveled by 
inputting a Start and End 
address. 

Alternatively, users can 
provide their odometer 
reading
Works across multiple 
devices, allowing users to 
initiate, track, and 
complete mileage tracking 
from smartphones, 
tablets, or laptops

Travel Reimbursement 



GSA Per Diem Rates
Fixed federal travel rates for lodging and meals, ensuring compliance, cost control, and simplified expense reporting.
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How to Process Travel Reimbursement 
Selected items will generate a document in "My Document," ready for review and approval submission
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5.  Select Workflow  

1. Log in to Workflow 
Modules Modern

2. Navigate to  
Travel 
Reimbursement  
and click on it.

3. Click on 

Process

9. Click on 

Process.  

4. Optional 

6. Distribution Code  
(if applicable) 

7. Enter Description 



How to find my document and submit for approval 
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1. Log in to Workflow 
Modules Modern

2. Navigate to  
Requisition Purchase 
Order drop down  list 

4. Optional 

3. Click on My 
Document  list 

4. Locate 
document and 
double click to 
open 

5. Enter Reason 
Justification 

6. Submit for 
Approval 

Review entire document  for missing information 

Travel Reimbursement 



Overview of the Approval Process  
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Email notifications are sent to an approver based on the workflow routing process. The email includes detailed 
information about the invoice, expense coding, budget, and previous approvers

Selected approvers can approve directly from a 
mobile device, tablet, or PC using our HTML approval

•Provide approvers the ability to modify the expense code or reject the invoice with a reason. 
The rejection note is communicated to the requester via email

•Review the invoice alongside a copy of the original PDF to ensure accuracy

•Implement a system to sort invoices based on their priority level

•Examine the document's audit trail to identify any alterations made prior to the invoice's 
receipt



Example: Final Approval before transferring to MIP Fund Accounting®
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Transfer Options 

Click on Process. 

Note: The final step is to log in to 

MIP FA. The AP session is ready to 

be posted in MIP Fund Accounting.
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 Get in Touch
For a live demo, quote request, or any inquiries, 
reach out to us at sales@microix.net. Our team is 
ready to connect you with your MIP/Microix reseller.

 Exclusive Feature
This feature is available exclusively as an add-on for 
the Requisition | Purchase Order Module Modern.

 Explore More  Visit us at www.microix.net

 Email: sales@microix.net 

 Call: 1-866-MICROIX (642-7649)

http://www.microix.net/
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