Entering Reimbursements in SMARTeR: Home My Payroll About Me

1. From the homepage: Select “My Requests” from b

the top tool bar.
“ . ” . . Previously saved reimbursements with a Not Routed status are
2. Select Re|mbu rsement Entry ), it W|” defaUIt to Fields with a colored background need to be entered before sa

the Current Reimbursements tab.

€ Close
3. Select: + Add New
Fields in red will be required. Request Date El
. . . Fiscal Year 0
4. Enter the Purpose in the first portion and select ) —:]

“Save and Enter items”. The date here will default
to today’s date. Examples: Mileage, Meals,
Supplies.
5. In the next window enter and choose the specific
items you are requesting to be reimbursed and attach the supporting documentation.
** The supporting documentation should be saved in PDF format and have a
corresponding name, ex: training lunch
e If the reimbursement is for mileage enter to and from information in the
Comments field. For example: GCED to Cannon Falls to GCED. No attachment is
needed.
e If the reimbursement is for meals, put the actual cost in the “Amount” field. If the
cost is greater than the allowed reimbursement, the system will produce a
warning message letting you know that the reimbursement will default to the
allowable reimbursement. Alcoholic beverages are never reimbursed.
Reasonable cost for tips is allowed. Copies of the receipts must be attached.
Receipts must show the details of what was purchased, not just the slip showing
the credit card charge.
e The “Account Code” field can be left empty.
6. When all the information has been entered, Select “+ Add Save Row”.
7. If you have multiple items for reimbursement then you can complete another line with
the information and select the +Add/Save row. The rows will save towards the bottom of
the screen below the blank line.

Purpose [Tra ining in Owatonnal ]

Comments | |

+/ Save and Enter ltems

' Save € Close 0 Delete

Status Not Routed Reimb # 1

Request Date ‘D3a'21-'2-223 ‘E Created By

Fiscal Year ‘2623 ‘ Reimbursement Total 0.00

Type Reimbursement

Purpose [Training in Owatonna ]

Comments ‘ ‘

New Row to be Added

+ Add/save Row Expense Date Category Miles Limit Amount Description Account Code File

(0310572023 |5 (Mileaze 3] 30| @ [ 0655 [ 196 [Miles to training a ““e“’“\;’ig"e“ Chooses file or dreg 1L here

Comments

2 "Dist |




8. Once all lines have been entered, select “Save” at the top of the entry.

9. It will take you back to the Current Reimbursement screen. You can either “Edit” your
entry or select “Sign”. Sign off on your reimbursement entry and verify identity with your
current password and last four of your SSN.

- I declare under penalty of law

Ef,“'.'.-_l.|:|'|||:!|||:~||'|:.|'||| = Close

10. Next, select “Route” for your reimbursement.
11.The status of your reimbursement will show as Routed.

Mileage Reimbursement Table

From GCED or RWHS to:

Cannon Falls................. 27 miles
Goodhue.........ccveveeneee. 12 miles
Kenyon......ccceeveeveeenne. 37 miles
Lake City...coovevveeeienene 17 miles
Zumbrota.......cceeeeenen. 20 miles
Mazeppa.....ccooeveeeenean. 27 miles
ColVill.uoeiiieiiee 3 miles
TBMS...ooiiiieeeeeeeee, 2 miles
Sunnyside.......ccooeeveeee. 3 miles
Burnside.......cooevenennnne. 8 miles
Tower Vlew........coun.. 9 miles
Brainerd.......cccooveuen.... 192 miles
Rochester (SSQ)........... 49 miles
Quora (Little Canaday.......... 54miles
ZED. e 44 miles

From Cannon Falls to:

Goodhue.......ccoocvvveeeaee. 22 miles
Kenyon......cvveieenene. 22 miles
Lake City.cooveeereeeeee. 39 miles
Zumbrota......cccceeeveee. 23 miles
Mazeppa......ceeeene.e. 30 miles
GCED/RWHS................ 27 miles
Rochester (SSC)........... 50 miles
ZED..oeeeee 37 miles

From Goodhue to:

Cannon Falls................. 22 miles
KenyonN......cceveeeeeennan. 26 miles
Lake City..cooeveieveirenne, 21 miles
Zumbrota.....cceeeeeennne. 15 miles
Mazeppa.....coeveeveeennn.. 9 miles
GCED/RWHS.................. 12 miles
Rochester (SSC)........... 37 miles
ZED..oiieieeeeen 31 miles

From Kenyon to:

Cannon Falls................. 22 miles
Goodhue.......ccceeveuennn. 26 miles
Lake City..coooveeeeirereinn, 43 miles
Zumbrota........ccceeeeneane. 17 miles
Mazeppa.....ccooeveeeennn. 25 miles
GCED/RWHS................. 37 miles
Rochester (SSQ)........... 45 miles
ZED. oo 24 miles

From Lake City to:

Cannon Falls................. 38 miles
Goodhue.......cccccevennnn. 24 miles
Kenyon.......ccceeveveeennnn. 45 miles
Zumbrota........cceeeeene. 27 miles
Mazeppa......ccoevveeenrnnn. 21 miles
GCED/RWHS.................. 17 miles
Rochester (SSC)........... 45 miles

From Zumbrota to:

Mazeppa....ccoceeeeeeennnnn. 8 miles
Goodhue.......ccoveuveuen. 15 miles
Cannon Falls................. 23 miles
Kenyon.......cceeeeeeeennane. 17 miles
Lake City..ocooevevereeenen. 26 miles
GCED/RWHS................. 20 miles
Rochester (SSQ)........... 29 miles
ZED..oiiieieeee, 24 miles

From Mazeppa to:

Zumbrota......cceeeeveneenen. 8 miles
Goodhue.......ccovevevennnn. 9 miles
Cannon Falls................. 30 miles
Kenyon.......ceevevveeennae. 25 miles
Lake City.ooevveeeeeeenee. 20 miles
GCED/RWHS................. 27 miles
Rochester (SSQ)........... 28 miles
ZED. oo 28 miles



