
 

 

 

• Select HOME 
• Select EMPLOYEE SELF SERVICE 

 

 

 

 



• Select PAYROLL 

 

 

• Select ADDITIONAL PAYROLL SETTINGS 

 

 

• Select EMPLOYEE EXPENSE REIMBURSEMENT from the top left of screen 

 

 



 

 

 

 

 

 



• Verify your information and click SUBMIT 
• If you receive payroll payments via direct deposit your account information 

will populate below, but all employee expense reimbursements will be 
paid out as a paper checks. 

 

• Click OK 
 

 



 

 

 

• New Vendor IDs will be active IMMEDIATELY 
• Access to the TeamWorks Travel and Expense system (TTE) may take up to 48 hours to 

be granted 

 
 
***PLEASE NOTE… 
 

• Employees will not have access to CONCUR until they 
have registered for a Vendor ID! 

 

 

 

 



To change Employee Expense Reimbursement contact 
information: 
 

• Log into TeamWorks/ESS/Payroll/Additional Payroll Settings/Employee 
Expense Reimbursement 

• Select EDIT 

 

 

• Make changes to contact information 
• Select SUBMIT 

 

 

 


