
1. Employee enters expense reimbursement and 
attached receipts/backup and submit for approval.  

2. Workflow Approval  Each 
approver will receive an email 
notification and will review 
each request, along with the 
backup and review or complete  
coding and approve. 

3. Final Approver
(Accounting /Finance)  

4. Flows to MIP in an 
unposted session to 
post and get paid as an 
AP check.
(Accounting/Finance)

5. Reports

Microix Requisition/Purchase order/Invoice Module for Expense Reimbursement  

Microix Requisition/Purchase order/Invoice Module can handle expense reimbursements that can go through a 
workflow approval and flow into the MIP Fund Accounting system to cut the check. Each employee can put in a 
request, attach their backup, code or submit for approval and have the coding done at a higher level. Then the 

request will flow to MIP to get paid as an AP check. We have 3 methods we will discuss further, but here is a 
diagram for a quick overview. 
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Option 1- Use Microix A/P documents to save all expenses related to the reimbursement

(Each user can customize their own template and reuse by using the copy feature however, 
longer setup time & each user must create their own template)

Save all expenses related 
to the reimbursement

Reuse by using this copy 
feature going forward 

Who should 
provide the coding?

Attach backup/receipts for your 
approvers to review. 

(Please Note: PDF viewer only 
available for on-premise) 
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Use Shopping cart to save 
all expenses related to 

the reimbursement 

Attach backup/receipts for your 
approvers to review. 

(Please Note: PDF viewer only 
available for on-premise) 

Option 2- Use shopping cart to save all expenses related to the reimbursement

(Easy setup for all users. Shopping items do not require a distribution code, they can use N/A and code the entry 
manually on the PO or if using shopping cart to build the PO, they can still use N/A as distribution code.)



Option 3- Summarize the expenses on a Microix A/P document and attach an excel 
worksheet detailing the travel log 

(Requires no setup and little training if you are already using Microix however, approvers have to open the 
attachment to review.)
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Attach an excel worksheet 
detailing the travel log 

Summarize the 
expenses on a Microix 

A/P document



The ATTACHMENT FORM allows users to attach electronic documents (PDF, HTML, Word, Excel, TXT,JPG, BMP, etc.) that are 
stored locally on your PC or a network location.

The AUTO-ATTACHMENT feature allows employees to email receipts to a general mailbox and Microix will auto-attach to 
their Microix Documents. Microix Help Desk - Configure and Test the Auto-Attachment Feature - Knowledge base

LITE PHONE APP that will allow users to create AP/ PO’s, take pictures of receipts and submit for approval.  COMING SOON!  

Microix BATCH SCANNING is a feature allowing a user to easily upload multiple attachments to a document.  
Prerequisite: the local PC must be connected to a working scanner that is compatible with Windows 7 or higher 
Note: Batch Scanning is not compatible with MIP Cloud as it cannot read the customer’s scanners through rdp session.  An 
alternative is to use our scan to email feature AUTO-ATTACHMENT that can automate the attachments when using MIP 
Cloud.  (In other words, If referring to customer being able to scan directly from a connected flatbed scanner and attach to 
Microix, it is available for on prem but not for MIP hosting. We are looking into this option for MIP cloud but no ETA yet)

Here are ways employees can attach their backup/receipts

https://microix.info/helpdesk/KB/View/27233-configure-and-test-the-auto-attachment-feature

