Travel Expense Reimbursement Instructions

College Community Schools will reimburse employees for travel expenses for which you have personally paid.
A detailed receipt MUST be attached for all claimed expenses. The travel expense reimbursement policy can
be found in the Business Office Procedures Manual. You can submit your claim by following the directions
below.

1. Log into the Employee Self-Serve (ESS) www.vista-iowa.com/ess/Login.cfm?dist=1337
2. Click on the “Claims” tab on the left hand side of your screen.
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13 Claims
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4. Enter the date of the purchase in the “Date” field. Select the appropriate expense from the
Category drop down. Enter the amount of your expense. Click on the “Browse” button to add
a detailed receipt.

Date 1 Category 1 Description 1 Amount 1

02/06/2026 ] Meals ($50.00/$0.00/50.00) * v S 50.00

Overnight 1 City/State 1 Receipt(s) 1 eceipt Description 1

1A v Add a Receipt Document Browse

5. Scroll down to the bottom of the page and click on “Submit Claims for Approval”. Your claim
will be submitted to your supervisor for approval. Reimbursements will be made to your bank
account through an ACH payment.


https://www.crprairie.org/app/uploads/2025/08/25-26-Business-Procedures-Manual.pdf
http://www.vista-iowa.com/ess/Login.cfm?dist=1337

