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What can | do with the Expense Reimbursement Tool?

The Expense Reporting function in ExponentHR allows you to submit expenses
for reimbursement online. Once approved your expenses will be reimbursed on the
next reimbursement cycle. Throughout the process you can view the status of your
reimbursement request.

How do | access the Expense Reimbursement Tool?

NAVIGATE: Time and Pay > Report Expenses
= On this page, you can see a summary of your expense reimbursements and their
status. To make an edit to an existing reimbursement click the Edit Icon h .

Note : If the expense request is in submitted, approved, or posted status you will
not be able to make edits to the request.
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@R Dpashboard
Submitted Since: | 02/01/2019 [
e My Info .
Status: All -
@ Time and Pay
Sort by: Date Submitted -
282 Company Ascending ® Descending
@ Benefits Submitted  RequestID® g:gg;": Purpose Date(s) Incurred  Status
4/11/2019 001176 $198.99 Training in Florida 03/18/2019+  Canceled ﬁ
* Quick Links
4/11/2019 001177 $652.56 Training in Florida 03/25/2019+  Submitted E
3/7/2019 001168 $900.00 HR Training Summit 03/07/2019 Approved E
2/12/2019 001164 $804.50 Travel to NYC 02/12/2019 Posted E
2/8/2019 001163 @ $405.00 Jan-2019 Expenses 01/06/2019+  Rejected E

How do | Create a New Expense Reimbursement?

NAVIGATE: Time and Pay > Report Expenses > New Expense

= In the top right-hand corner, click the New Expense button

Note: A single expense may include multiple charges incurred for the same
purpose. In ExponentHR, you add all expenses incurred for a single purpose in
one request.

= On the Expense Request page, enter in a purpose as well as any needed
comments.

= Next Click on the plus sign next to Add Expense

Expense Reimbursement
Employee Job Aid

= Enter the Receipt Date and Dates Incurred.

= Select a category and type for the expense from the matching dropdown boxes.
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= In the Payee text box, type the Merchant of the expense (e.g. hotel, car
company)

= Provide the description and enter in the Total Amount.
= Click on the Add File button in the button right hand corner to add a receipt.

= |f you've been instructed to allocate your expense to a location or department
then assign the expense to the allocation options at the bottom of the page.

= |f you have more expenses to add, click Add Another in the top right-hand
corner or click Save and Exit if you are done.
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= When you are done with the entire Expense Request, click Submit.

Mileage Expense

= |f you have a mileage expense, make sure you enter in the Receipt Date, so the
system knows which rate to apply to the calculation.

= Put in your name as the Payee since you are the one being reimbursed.

How Can | Get Additional Help?

If you need further assistance with any part of the ExponentHR website, please
contact ExponentHR Client Services at (866) 612-3200 or support@exponenthr.com.
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