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1. Click Start Proxy – search for student 
2. Create a New… (If you are reimbursing yourself start from Step 2) 

3. Document title: Finance Code followed by event name

Reimburse Students
Proxy Reimbursements on Infor (Part I)
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Reimburse Students
Proxy Reimbursements on Infor (Part II)

4. Click “Out of Pocket” then Expense Type 
 
 
 

5. Complete section 1: Standard information. Be sure to select Cash/Personal Card under 
payment type
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Reimburse Students
Proxy Reimbursements on Infor (Part III)

6. Complete section 5: Upload receipt – Itemized bill not credit card slip 
7. Click Save 
8. Repeat Steps 4-7 if you are reimbursing the same student for another expense that 

is part of same event code 
9. Click Submit: You do not need to re-upload your receipts


