
Welcome to 
Procurify

STEP BY STEP INSTRUCTIONS 

FOR BUSINESS EXPENSE REIMBURSEMENT



1.To begin a new request, fo l low the arrows above.  For day to day 
mileage submissions select “Expense”.  

*Travel  wi l l  be used for  professional  development pre -approval  and 
re imbursement inc lusively,  and not for  day to day mi leage. 



2. Enter  the per iod of the mi leage c la im, locat ion and department.  To 
begin c l ick on “Add Expense I tem”. 



3. Click on el l ips is “…” to add the f i rs t  entry.



4. Click on “Edi t  Expense Line”.



5. Click on “Other” to toggle between mi leage, meals, other,  etc.  



6. Enter your name and date of  t ravel .   
Based on the travel type, select one of 
the three travel  codes:

62000 – Travel  re lated to any c l ient 
care such as home vis i ts ,  point  of  
service del ivery,  etc.

62400 – General  day to day travel  
such as s i te to s i te,  meet ings, etc.  

62401 – Travel  re lated to professional  
development.



7. Enter  notes re lated to t ravel  and distance in k i lometers.   Cl ick save.



8. To add next entry c l ick “Add Expense I tem” and select e l l ips is “…”
and fol low steps as out l ined in pr ior  s l ides. 

New Row



9. “Save Draft”  a l lows you to enter  your day to day travel  as i t  occurs.  
Once your monthly expenses are completed c l ick “Submit” for approval .



Help and Support

Several resources are available within Procurify for 
additional help which can be accessed at the top right hand 
corner of the home screen. 

It includes the following:

❑ Knowledge-Base Articles

❑ Liftoff Video Training

❑ Technical Support

*For all other inquiries a procurement helpdesk ticket 
must be submitted within the weCHC internal staff portal.*


