Good afternoon,

Starting June 1% the ADP expense module will be live. This module is specifically set up for all expense

reimbursements to be input into and paid out of the ADP system. Your reimbursement will now be paid
out in conjunction with your paycheck.

To enter your expenses into the system please follow the steps below:

1. Click on the “Myself” tab

a. Click the “My Timecard” tab

My Information

Employment Pay Time & Attendance
Profile Organizational Chart Calculators
Benefits

My Documents

Payment Options
Enroliments Surveys Tax Withholdings Mot edled
Employee Discounts - LifeMart Time Off

Pay & Tax Statements My Schedule
My Time Off

Holiday List

Attendance

2. Click Supplemental Pay Codes

‘
Timecard Totals

Schedule Supplemental Pay Codes

Time Off Balances

3. Add Expenses

Select
Pay Date Supplemental Pay Code Entered Amount Final Amount Department
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4. Click the magnifying glass to see drop down of expense types.

Supplemental Pay Code

AIRFARE

5. Click Save
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To Load Receipts into the System:

1. Click the Myself Tab
a. Click “My Documents”

My Information Employment Pay Time & Attendance
Profile Organizatiang| Chart Calculators My Time Entry
Benefits Payment Options My Timecard
Eniolimaiits e Tax Withholdings Actual vs Scheduled
Employee Discounts - LifeMart Time Off Pay & Tax Statements My Schedule
My Time Off Holiday List
Attendance

2. Upload Documents

Documents (0)
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Please reach out if you have any issues.



