
Adding a Reimbursement to Payroll 

In CTAS, click on the Accounting tab, Claims icon, and then the Add Claims tab. 

Enter the claim number and date.  Select the Employee Reimbursement box.  Selecting this box 
will limit the “Pay to the order of” box to only list employees that have been entered in the 
Payroll module.  Regular vendors will not be listed. 

 

With the Employee Reimbursement box checked, a new option will appear below it labeled 
“Process in Payroll after Approval”.  When this is checked, the claim will be available in the next 
few steps of the claim process (Print Claims, Claims List for Appr, and Approve Claims).  Once 
the claim is approved, it will no longer be available to be processed the rest of the way in the 
claims process in the Claims module.  Instead, it will show up when a payroll is created in the 
Payroll module to be added to the check, the check printed, and posted to disbursements.  If 
you wish to pay an employee but do not want to process it in payroll/don’t use the payroll 
module, leave the Process in Payroll after Approval box unchecked to finish processing that 
claim in the Claims module with the rest of the vendor claims.  This portion of the process is 
unchanged from previous versions of CTAS.  

 

 

 

 

 



 

To have the reimbursement claim added to the payroll check, click the Process in Payroll after 
Approval box. 

 

With the Employee Reimbursement and Process in Payroll after Approval boxes checked, select 
the dropdown arrow in the Pay to the order of field.  The dropdown will now display active 
employees from the payroll module.  Select the employee associated with the reimbursement.  
Fill in the remaining claim information and save it. 



 

Once all claims have been entered, click on the Claims List tab.  As in the past, all the claims 
entered will be listed here.  An additional column has been added (boxed) that shows which 
claims were selected as being processed in payroll after approval.   Follow the claims process. 

 

 



The claims list for approval will include all claims (vendor claims and employee reimbursement 
claims - both those selected to be processed in payroll and those not selected to be processed 
in payroll) for the Board to approve. 

 

With board approval, approve the claims in the CTAS program.  When printing checks you will 
notice that only vendor claims and employee claims not to be processed with payroll will be 
printed.  Reimbursement claims that are to be processed with payroll will not be printed.  Those 
claims will be processed in payroll and associated with checks posted from payroll. 

After the claim checks have been printed, select the Enter Check #’s button in CTAS.  Notice that 
in this example Claim 4 is not listed, as it is an employee reimbursement and will be processed 
in payroll. 

 



Enter the claim verification, date, check numbers and save.  Post the claims to complete the 
process for these claims. 

To complete the employee reimbursement claims that need to be processed in payroll, go to the 
Payroll Module (Payroll tab, Payroll icon, Add a payroll tab). Fill in the Payroll Period Ending 
Date, Description, and Check Date and click Save.   

 

Follow the Payroll Processing steps. 

 



With the payroll saved and payroll roster created, select the Enter Hours/Edit Payroll Check 
button. Notice in the Payroll Check Information box, if an employee is associated with a 
reimbursement, it will be listed under the Reimbursements heading.  In this section there is a 
column labeled “Process” with a checkbox.  If you check the box, the claim will be added to the 
Reimbursements box on the right (circled) and added into the check total.  If the box is not 
checked, the reimbursements will not be included in this payroll.  It will continue to show up in 
future payrolls. 

 

Enter the employee hours worked and check the process box in the Reimbursement section to 
process the reimbursement in this payroll. 



 

To see the detailed account coding behind the reimbursement, select the Acct. Dist (F7) tab.  
This account coding is filled in based on the coding that was entered on the claim in the Claims 
module.  This is displayed as information only here.  To change the coding, go back to the Claims 
module (Accounting tab, Claims icon, Claim List tab), locate the claim, open it, update the 
coding and save it. 



 

Continue with the Payroll process. View the Payroll Register. Notice the reimbursement has 
been added to the check total. 

 

Print the Paycheck or Stub, reimbursements will now display on these reports. 



 

 

 

Continue to complete the payroll process by entering the check numbers, printing the payroll 
register and the net pay acct. distribution report, and then post the payroll. 

Once the payroll is posted, you will see the claim will now display as posted back in the Claims 
Module in the Claims List tab (Accounting tab, Claims icon).  It will also list the check number 
that was entered in payroll. 



 

The Disbursement List tab in the Disbursements module (Accounting tab, Disbursements icon) 
will display the entire check amount and the check number as entered in payroll. 

 

 

 

 

 



When you View/Edit the disbursement, it will display the account coding detail, which includes 
the regular payroll and the reimbursement account coding. 

 

 


