Submitting Expense Reports in Certify

A. Getting Started:

Visit https://www.certify.com/Login.aspx to login
If you are experiencing account or expense report issues, e-mail Certify@PTSolutions.com
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Once you have successfully accessed your account, you will need to ensure your Banking Information is added before
submitting your first expense report. *Navigate to the right-hand side of the screen and select account settings:

@ & Kacy Martin ~

PT Solutions.
USERS
+/  Kacy Martin
a» Manage Delegates

‘\ Account Settings

E Logout

Here is where you will add the Direct Deposit information:
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*Please double check your deposit information, if your reimbursement fails, you will have to create a new report from
scratch and resubmit!

B. Adding Receipts:
Now you can navigate back home.

Next, you will want to upload the receipts you are seeking reimbursement for. All reimbursable expenses need to be
accompanied by a valid receipt.
*If you are submitting mileage only, you can skip this step
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There are several ways you can load receipts into Certify:
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Certify Mobile allows you to easily manage your Just send the email from Browse to select receipt images to upload to your
Certify Wallet on the go. kacy.martin@ptsolutions.com and receipts will be Certify Wallet.
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Once you upload receipts they will show up in your wallet. There are multiple ways to add a receipt to a report.

Here is one option.
From your wallet, click the item count at the bottom:
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Next the receipt(s) will need to be added to an existing expense report or create a new one.

My Certify Wallet 24! F C
Receipts
|:| Source  Receipt Date Category/Details Vendor Description Amount
g 9/8/2022 > Employee Race Reimbursem...  Active Climbing Competition Reimbursement. pdf $97.57
1 ITEM
Expenses

There are no expenses in your wallet.

Imported expenses will appear here.

Add to Report Send ltems Delete

In this scenario, there is not an existing report, we will proceed with a new one

Imported Expenses

What would you like to do?
@ Add these expenses to a new expense report

O Add these expenses to an existing expense report

Back Next

Next you will want your report to reflect the appropriate dates for your expenses as well as a brief description:
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Enter expense report information

Expense Report Name |Aug!5ept 2022 Expenses

Start Date 8/1/2022 i
End Date 9/8/2022 EE
Description Race reimbursement and mileage

C. Adding Personal Car Mileage:

Add Expense

Date 8/10/2022 H

Department | Finance & Accounting i |
Category | Personal Car Mileage V|
PT Location Override | v |
Business Line Override | ~ |
From |Cedarc rest |
To |Am0r‘th |

| Maplt!

Make sure you input the Date of Travel & From and To locations.
If your location is not preloaded into the system, simply enter the physical address and the system will automatically
calculate mileage for you.
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Then select Mapit!
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The system automatically assumes roundtrip! If this is one way, uncheck the box for the appropriate reimbursement.

Department: Should not be touched unless directed by your manager

PT Location Override: This will be charged to the location you are going TO

Business Line Override: Should not be touched unless directed by your manager
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D. Expense Allocations:
Your expenses should be listed in your report. All with an itemized receipt.

It is important that you choose the most appropriate category.
Work with your supervisor or reach out to Certify@ptsolutions.com if you are not sure which category to choose.

PT location Override should only be used when directed by your manager or submitting mileage to a clinic outside of
your home clinic.

E. Approval Workflow and Reimbursement

Once receipts have been uploaded and allocated against individual expenses on the report, the report can be submitted
for approval. The system will display the individual who the report will be routed to for approval. Certify will
automatically notify the approver that the report is ready for review.

Once approved, the report will be routed for payment. Payments are processed once per week via direct deposit. It's
very important to ensure that your banking information is setup correctly.
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