Brief Directions to enter a reimbursement request in FileMaker.
Full directions are below.

1. In a web browser, go to the Chemistry Department FileMaker page:
http://chem-acct-svr.chem.rochester.edu/fmi/webd
Note: Do not use Firefox, as it will cause errors.

2. Sign In as Guest, click on the icon for Chemistry FM Database, and Sign In as Guest
again.

3. Follow standard log-in procedure.
4. Click on New Travel / Employee Expense button. Blue boxes contain instructions.

5. Complete the form and Submit.

Full Directions to enter a reimbursement request in FileMaker.

Purpose: To reimburse employees and students for travel and other employee
reimbursements for local purchases.

Documents:
Start by scanning in all your paper receipts to create a PDF. You will need to upload
them during the input section. Please make sure they are legible.

User Information:

1. In a web browser (not Firefox) go to the Chemistry Department FileMaker page:
http://chem-acct-svr.chem.rochester.edu/fmi/webd

2. Click on Sign In as Guest. Click on the icon for Chemistry FM Database.
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could be compromised. Learn More
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Sign In as Guest
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3. Click on Sign In as Guest again.

iccount Mame
& This cennection is not secure. Logins entered here
could be compromised. Learn More

w0 hemith3o
ceres.ur.rochester.edu

View Saved Logins

Sign In as Guest

4. If you are an existing user, you can log in now after clicking on Existing User.

Existing User New User

If you have never used the system, click on New User.
a) Existing user: put in your user name and password and click Login.
Note: enter your username with only lowercase letters

Username

Password

Login New User

b) New User: Putin your desired user name and click on the green Check
Availability button. You will be notified whether the username has already been
used or is available.

If the username is not available, you will need to choose a different username.

If the username is available, you will be prompted to enter a password. Click on
Continue.

Fill in the information, then click Finished Creating User Account.

New Users must wait for their supervisor to approve them before they can place

an order. Requests for reimbursement may be entered right away.
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Enter a Reimbursement Request:

1. Click on the green Enter New Travel / Employee Expense button. You will be taken
to the Input layout. Blue boxes contain instructions.

Enter New Travel /
Employee Expense

2. Fill in the Brief Description next to your name. This is required. Keep it brief. Fill in
the General Justification field with a more detailed description. Need only the
pertinent facts. See examples on the form.

3. Fill'in the fields:

a)
b)
c)

d)

Date of the receipt.

Expense Category (drop-down field — click on the down arrow).

Click on the box under the CB column if the General Justification applies to that
line item.

Business Purpose is a required field. A description of the expenses. See
examples on the input form.

Amount of this receipt.

Repeat a through e as needed for multiple receipts.

When you have completed all fields, click on Update Total. Scroll down.

Fill in the Notes field if you want to add more information, i.e., include locations
and a list of attendees for group meals.

Click on the Add Receipt or Backup button. This is where you will upload PDFs,
JPEGs, Word or Excel documents of all receipts. Also, upload the Mileage Log
Form and/or the Missing Receipt Form if necessary.

Under Accounts to be charged, fill in:

1.  The 6-digit account number.

2. The Spend Category (drop-down list. Click on the down arrow).

3. The dollar amount being charged to that account

When finished, click on the green Update Total button.

Fill in the dollar amount of any monies received in advance.

In Payment Method, please choose one: Check or Direct Deposit.

The next section says it is mandatory for students. However, you can ignore this,
as it was for our old HRMS system.

Read the statement; you will be certifying this when you submit your request.

4. Make sure everything is correct and click on the green button at the bottom of the
page labeled Submit and Return to Main Page.

5. If you are having any problems with the input layout, you can click on the bright red
button: Click here if you are having problems with this input layout. It will bring up an
email message. Please fill in the details of your problem and click Send.
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Chemistry Employee Business Expense Reimbursement Site

[BlUE boxes contain instructions.

BarbSmith [Example: San Franciso ACS Mtg ]
Firsthame LastName * Required: Brief Description for Searches etc
Example: ACS Meeting to
General present research from my MSF
Justification Grant XYZ
[Choose from the drop-down lists to putthe expense in the correct category. ] EEUserNumber 465
CourseExpenses SeminarExpenses InstrumentExpenses OtherExpenses 170

Note: Check the "CB” Box ifthe "General Justification” in the text box above applies.
The specific Business Purpose below needs to filled out.

Row Receipt
#

Date Expense Category CB Business Purpose Amount
| 1 ” | | ” | O ~ g%h!gcléﬁp%%lf%ﬁ%g’l:rplotse:.expla:ation of
B I 5 RN T M e
Individual meal - Dinner while at the XJ0(
| 3 ” || N | U EQPI?JS”.CS;'SJ?'SQEM during trip to XYZ
| ” | | | 0 conference in Charlotte
4 .
H| | o
- Reimbursements for Mileage must
CL_ = [ ]|t e epomadacio
L dls [ ] |semmreneiomesng e
completed. Print, sign, scan.
2] | o
W
Total A t
Add More Lines Update Total s Click to find Forms

Choice for Payment Method is only available for employees.
Payment Method = | | Students will have checks sent to the address in HRMS unless you fill
out the section below to have checks sent to the Department.

watne fif At
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Motes (if any)

Accounts to be Charged

Leave
Blank 204 (ex 512345) Spend Category Amount
"
W
AccountMumberObligatedTotal
[Add More Accts} [ Update Total J
Less Total Advance of
Balance Due from University to Employee
; Scan and upload all receipts along with the "Mileage Log Form" andior
Add RePﬂP‘ or _Ba_(:kup the "Missing Receipt Form” if appropriate.
(Only i you DO NOT upload Google Maps. Just give the mileage and mention you
need to do an upload) used Google Maps on the "ﬁileage Log Form™.
Mandatory for Students

Fill outthis section with the address listed in HRMS. Checks will be sentto the mailing address
on file in HRMS. If you wish your check to be sent to the Chemistry Department, put. Business
Office, Room 408, Hutchison Hall, Chemistry Dept.,, 120 Trustee Road, Rochester, NY 14627

Address1
Address2
Address3
City

State

Zip
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By Clicking on "Submit" below, You are certifying the following:

As a signer, | certify that the expenses were incurred by me for University business and
that no expenses claimed for reimbursement relate to personal or unallowable expenses. |
also certify that | did not receive and will not seek reimbursement from any other source(s)

for the expenses claimed. In the event of an overpayment, or if payment is received from
another source for any portion of the expenses claimed, | will repay the University of

Rochester the amount of any such overpayment or reimbursement. Furthermore, each

signer certifies, to the best of their knowledge that (a) the above expenditure is a valid

University business expense, allowable to the accounts charged. fair, reasonable, and in

the best interests of the University, (b) no conflict of interest exist per the University's

policies with respect to thiﬁ %Enﬁ&fﬁ ﬁﬁw%g)rgivﬁqgmég%t,ract exists for expenditures

Receipts need to be uploaded above or brought to the Business Office.

You MUST click the Green button to submit the form.

Submit and Return to Main Page
(Initial Input Complete-send to Gancel and Retum
Business Office) g

FileMaker Reimbursement Directions

Revised: 8/18/2026
Page 6 of 6





