tics
Travel wellet Analy!
Home

Contact | Terms | erhacy Bloz | Roadmap

MILITARY

}




CERTIFY

Account Settings

Follow the steps below for how to set up your account settings in Certify.

Click the Link icon on the KC > Certify Expense Reporting

Home Culture

Company News

LINCOLN MILITARY HOUSING

Benefits & Lincoln Charities ¥

Regions ¥

9 Welcome to the Knowledge Center Kyle Smith

COVID-19

Policy & Risk Management v

Updates, Policies & Protocols

Vendors

Enter your Email > Password > click Login

Benefits and Growth

Resources

Anniversaries

Company Links
Ask Your RVP
BI- Military

Current Openings
Dayforce (Payroll, Benefits, etc)
Dayforce Time Entry
Docusign

EmpHour

Entrata

Halogen

icIMS

Incident Reporting
IDEdwards

Knowledge Base
LeaseLabs

LMH Elevate Setup Request
LMH Online Store

LMH Policy Manuals

LMH Team Feedback
Lincoln Charities

Lincoln Check

Lincoln Gmail

LMH Lincoln Messenger
Lincoln RECP Website
LincolnMilitaryHousing.com

LMHMaintenance.com

Bright Horizons (Daycare, Education Resources, Family Support)

Get Support

4

pose Statem

Policy Manuals LMH

Current Openings!

Calendar

9

adges

emburse

certify

PRODUCTS

CUSTOMER HAPPINESS

RESOURCES

Account Login

COMPANY

System Status: @ Happy and healthy

SUPPORT LOGIN

Email
o |
Password
@ | - ®

LOGIN

Recover your password

GET STARTED
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Account Settings

Follow the steps below for how to set up your account settings in Certify.

Once logged in, click your Name > Account Settings

= @ecertify v

Home.

_r. Kyle Smith v

Lincoln Military Group.

Welcome to the new Certify navigation experience! X USERS
B AddReceipts We've updated our navigation to unify your experience across Certify and other Emburse products .
Learn More about the changes we've made.
B wallt
2%  Manage Delegates
New Expense Report
) Account Settings
. wy certty walle © | nyopense Repors
/ oufts
57721 Mileage Reimbursement (MP) 513182 [N — Drafts o View my company’s Travel and 5] Logout
May Expenses Expense polices
e Pending Approval @ pensep
R pending pending Payment @
Archived (-] What's New In Certify
April Expenses 1 1mEm
Read the Certify Blog
JBLM Expenses Browse the Release Notes
View the Roadmap
1l Reporting Add Receipts Schedule Expense Reports
Spendsmart™
,]\ ReportExecutive™ is off,
8 LN Meet your fully automated Chigodle , Clairment Me..
Organized
MoBILE EMAIL UPLOAD expense repor. &
Eupedia, Albary
Configure ReportExecutive™ Easy booking
woRe wemHoDs
Apple Spce, San Ancont..
Awesome food.
Ratings & Reviews
Enter your Commute Miles > Email Address > click Save
= certify v ® KyleSmith

Add Receipts

wallet

mm >

New Expense Report

7 Drafts
May Expenses
R pending

April Expenses

JBLM Expenses

Reporting

Home My Account  account settings

Email Notifications

Use this page to make changes to your account settings and preferances,

User Information

Reportekecutive

Account Settings

Ratings Profile

Nerme lesmin [—
Email Address kysmith@lpsicom Use Multiple o
Employee ID 472926 Currencies
Mobile Phone 18053382142 UsevAT/GST o
Use PST/QST
Department MiLProp @ o
Use HsT ]
Location SDFH Ph IV GMO (63401)
Certify Role Employees —o tles

Add Email Address femi)[kysmith@lpsi.com]|

Password Reset

old password

L]
L]

New Password

Confirm Password

Manage Attendees

Add Attendees
Manage Attendees
Add Groups
Manage Groups

Direct Deposit Accofnt

Add Account Information

Lincoln Military Group.

NOTE:

The commute distance
you enter, is the 1 way
distance from your home
to your Home District
(Business Unit) .

LIBZERTY

MILITARY HOUSING




CERTIFY

Account Settings

Follow the steps below for how to set up your account settings in Certify.

Click Add Account Information

E @ m »

N

(2]

certify

Home
Add Receipts

Wallet

New Expense Report
Drafts.

May Expenses
pending

April Expenses

JBLM Expenses

Reporting

v

My Account  account settings Email Notifications

Use this page to make changes to your account settings and preferances,

User Information

Name Kyle Smith
£mail Address kysmith@lpsi.com
Employee 1D 472926

Mobile Phone
Department MiL-rop

Location SDFH Ph IV GMO (62401)
Crtify Role employees

Password Reset

Old Password [
New Password —
Confirm Password —

Account Security

Enable Multi-Factor Authentication

Manage Attendees

Account Settings
Default Currency

Use Multiple
Currencies

Use VAT/GST
Use PST/QST

Use HT
Commute Distance

Add Email Address

Direct Deposit Account | Add Account Information

ReportExecutive | Ratings Profile

United states Dollars v

Ooo0oo

X kysmith@Ipsi.com

@

Kyle Smith v
Lincoln Military Group.

Fill in the Required Fields for your Direct Deposit Account Information > click Save

E @ m »

\'

certify

Home
Add Receipts

Wallet

New Expense Report
Drafts

May Expenses
pending

April Expenses

JBLM Expenses

Reporting

— Name on Account

Direct Deposit Account Information

Enter your bank account information to enable direct deposit for reimbursements,
Be sure to enter address information that is associated with the bank account.

All fields are required.

@ Account Type
Bank Routing Number [ ]
confem [

Bank Account Number

Confirm

Address
city

state AK - Alaska
2P Code

A Telephone

i

Reset.

IHHHHH

Bank Routing Number and Bank Account Number

owre

0128

BANK NAE
GITY. STATE 2P

ron

BANK NAE
RopmEss
G siate 2

¥O1Z3ILSETAE 0B23LEPBADLZIC

KV SETAE 0hIEETBTZN D32
Bank Routing Bank Account Check
Nomoer Nambor " Numbor
e
B
P,
R

o
-
$

T T
Bank Routing  Bank Account
Number

@

Kyle Smith v
Lincoln Military Group.
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Mileage Reimbursement

Follow the steps below to submit a mileage reimbursement for travel beyond your normal commute

distance.

Click the Link icon on the KC > Certify Expense Reporting

LINCOLN MILITARY HOUSING

Home Culture Benefits & Lincoln Charities v Vendors Benefits and Growth Resources

9 Welcome to the Knowledge Center Kyle Smith

Regions ¥ Policy & Risk Management v

COVID-19

Updates, Policies & Protocols

Company News

Anniversaries

Company Links
Ask Your RVP

BI- Military

Bright Horizons (Daycare, Education Resources, Family Support)

Current Openings
Dayforce (Payroll, Benefits, etc)
Dayforce Time Entry

Docusign

EmpHour

Entrata

Halogen

iCIMs

Get Support

,f

pose Statem

Incident Reporting
IDEdwards

Knowledge Base
LeaseLabs

LMH Elevate Setup Request
LMH Online Store

LMH Policy Manuals

LMH Team Feedback

Lincoln Charities

Lincoln Check

Lincoln Gmail

LMH Lincoln Messenger
Lincoln RECP Website
LincolnMilitaryHeusing.com

LMHMaintenance.com

Current Openings!

Calendar

9

@ Enter your Email > Password > click Login
E:rnebF-rEiefy PRODUCTS CUSTOMER HAPPINESS RESOURCES COMPANY SUPPORT LOGIN

Account Login

System Status: @ Happy and healthy

Recover your password

Email
o |

Password
PO ®

LIBZERTY

MILITARY HOUSING




CERTIFY

Mileage Reimbursement

Follow the steps below to submit a mileage reimbursement for travel beyond your normal commute

distance.

Click New Expense Report

Home

Add Receipts

Wallet

mm >

New Expense Report

Drafts

N

April Expenses

2]

pending

Wl Reporting

= certify

v

Welcome to the new Certify navigation experience!

We've updated our navigation to unify your experience across Certify and other Emburse products

Learn More about the changes we've made.

My Certify Wallet o]

My Expense Reports

Your wallet is empty

Add receipts or expenses to your Wallet.

omEws

Add Receipts

0 = &

MoBILE

UPLOAD

MORE METHODS

New Expense Report prafts

pending Approval
Pending Payment

Archived

Schedule Expense Reports

B ccooocecnen soft

Mestyour fully automated

expense report,

Configure ReportExecutive™

© 06000

® Kyle Smith v
Lincoln Military Group.

Travel & Expense Policy

View my company’s Travel and
Expense policies

What's New In Certify

Read the Certify Blog
Browse the Release Notes
View the Roadmap

SpendSmart™

Chipotle, Clairmont Me...
Organized

Expedia, Albany
Easy booking

Apple Spice, San Anconi...
Awesome food.

Ratings & Reviews

Enter your Expense Report Name > Start Date > End Date > Description > click Next

= certify

A tHome
B AddReceipts
B walet
New Expense Report
/ orafts
May Expenses
R pending
il Reporting

v

Uil

Create a New Expense Report

Enter expense report information

Expense Report Name | Mileage Reimbursement

illable to Client O

Start Date

End Date

Description Mileage reimbursement for offsite

meating.

L

® Kyle Smith ~v
Lincoln Military Group.
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Mileag

e Retmbursement

Follow the steps below to submit a mileage reimbursement for travel beyond your normal commute

distance.

@ i

in the Required Fields (A-F) > click Mapit!

certify ~

Home

© Certify, Inc. Contact | Terms

® Kyle Smith v
Lincoln Military Group

f .
Add Expense My Certify Wallet
B Addreceipts
Date =
G wallet Department | MIL-Pr v
P: [ roP | Your wallet is empty.
New Expense Report @ Category [ Mieage Remoursement - Dedct 1 Day of Commute Mis (MF) v Click the upload icon above to pload now.
/7 Drafts
From [s2 San Jacinto R, Oceanside, ca 92058 |
May Expenses To 10300 Yorktown Dr San Diego A 22124 | @
- - : Mapit: I
Round Trip Add Segment
B pending
Reason
il Reporting 4
Reimbursable | I paid for this, please reimburse me. v
Billable 0
Receipt Select

privacy | Blog | Roadmap

©

Date - Enter the Expense Date

®

Department - Select MIL-Prop

©® @

MIL-Prop - Select your Business Unit

From - Enter your Home Address

© ©

To - Enter your end Destination

Category - Select Mileage Reimbursement - Deduct 1 Day of Commute Miles (MP)

LIBZERTY

MILITARY HOUSING



CERTIFY

Mileage Reimbursement

Follow the steps below to submit a mileage reimbursement for travel beyond your normal commute
distance.

@ Enter your Reason for the commute > click Save

— i Kyle Smith v
= v v
(3 certify (I
A Home .
Add Expense Receipt Image @
B Addreceipts
Date
One-Way Distance:
G wallet Department | MILProp v Gk .
One-Way Commiiité Distance: 11.8 mi e, cerie
il Evpersseipest Category | Mizage Reimbursement - Deduct 1 Dy of Commute Mies (MP) v Oce: Vista
@
. MiL-Prop | EDSON DISTRICT- 63184 v/ iy
2/ Drafts
From (o8 san Jacinto Rd, Oceanside, ca 92058 ] ESC%"‘W
"
May Expenses To [10300 Yorktown Dr San Diego CA 2124 |
Mileage Reimbursement Miles Mapitt S Rancho i
SantaFe
Round Trip Solang Bhoch
B pending o4 ® Poway
—@ reason Mileage reimbursement for offsite meeting
il Reporting 4
@
Reimbursable | 1 paid for this, please reimburse me. v
&) Lakeside:
Billable O Eeentee
@
Receipt e £ Cajon
gle 9 L2 Nitap data 2021 Google,
_“ Cancel
e a H ¢

| privacy | Blog | Roadmap

Click Submit for Approval

= certify v ® Kylesmith v

Lincoln Military Group

A Home Expense Report Print Report
Bl AddReceipts [/} Report Name Mileage Reimbursement Submit for Approval

Dates 5/3/2021 - 5/2/2021
B walet
New Expense Report

Expenses
/" Drefts

Expense Date Department Category Details Amount Reim.  Billable Receipt Reason =

May Expenses & 532021 Mi-prop Mileage Reimbursement - Deduct.. 8] 2811 Yes No g 0]
Mileage Reimbursement Total Non-Reimbursable 50.00
Total Reimbursable s22.11

R pending v
ils  Reporting

Add Expense My Certify Wallet S

Department | MiL-Pro; v .

P [ ° | Your wallet is empty.
category | v Click the upload icon above to upload now.
Reason
4

Reimbursable [ 1 paid for this, please reimburse me. v

Billable [m]

Receipt Select

“ Concel
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Mileage Reimbursement

Follow the steps below to submit a mileage reimbursement for travel beyond your normal commute

distance.

Check the box “I certify this expense report is true and accurate” > click Submit

NE R m o»

certify

Home
Add Receipts

Wallet

New Expense Report
Drafts.

May Expenses

Mileage Reimbursement

pending

. Reporting

v

Submit Expense Report for Approval

curacy. Upon submission your expense report will be sent

Expense Report Details

Submitter  Kyle Smith (kysmith@lpsi.com)
Expense Report Name  Mileage Reimbursement
Dates  5/3/2021 - 5/3/2021
Non Reimbursable Total 50,00
Reimbursable Total ~ $28.11

Total  $28.11

Approver [ Luis Lopez (uislopez@ipsi.com) o showall

® Kyle Smith v
Lineoln Military Group

Comments (optional)

|—@ [ ! certfy this expense report is true and accurate.

NOTE:
Please ensure
the correct
approver is
listed before
submitting.

LIBZERTY
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CERTIFY

Mileage Detail

Follow the steps below for how to complete the Auto Mileage Expense Detail.

Click Policy Manuals LMH on the KC

LINCOLN MILITARY HOUSING

Home Culture

Benefits & Lincoln Charities ¥ Regions¥  Policy & Risk Management ¥ Vendors ~ Resources¥  Calendarv  Departments ¥ Help v

Yardi LMH

) Y YARDI
Welcome to the Knowledge Center Kyle Smith

EmpfHour

119/0/3(8 )

HOURS COMPLETED
Through May 8

a il
wned

e about ESO =

Elevate

RMIS

FHAMK
o J!

Enter Expense in the Advanced Search Field > click Go

!
i " = D19 adges

Get Support Current Openings!

4

Purpose Statem. Calendar

LINCOLN b
MILITARY Advancedsearch | expense
HOUSING & SelectLanguage | ¥

Every Mission Begins at Home®

Index of Manuals

Number of manuals 11

# D Name

1 O  Accounting/On-site Baokkeeping
2 O | Flag/GOQ/Executive Homes
3 O | FomsManual

4 O | JobDescriptions

5 [ | Leasingand Marketing

6 O | Lincoln Check

7 O | Maintenance

8 O | Management and Operations
9 O  Personnel

10 (O Risk Management

1 O saety

@ LMHEmployees ] Lincoln Military Housing C-Lal im m

Print
Print
Print
Print
Print
Print
Print
Print
Print
Print

Print

10

Certify - Maintenance Technician




Mileage Detail

Follow the steps below for how to complete the Auto Mileage Expense Detail.

O Click SOP 1506 Expense Report

LINCOILN
LITARY
HOUSING

Every Mission Begins at Home®

AdvancedSearch  Search here

G Select Language | ¥

Accounting/On-site Bookkeeping

SOP 318 | Expense Reports (16)
SOP 333 | PAYscan Invoice Approval and Processing (9)
SOP 310 | Expense Advance - 310 (6)

SOP 325 | Capital Expenditures (3)

SOP 316 | Purchase Cards/P-cards (2)

SOP 374 File Retention - California Only (1)

Forms Manual

SOP 1506 | Expense Report (3)

SOP 1808 | Check Request (1)
Lincoln Check

SOP 418 | Quick Check Procedures - Civiians (1)
Management and Operations

SOP 751 | Fair Housing Act (FHA) / Americans with Disabilities Act (ADA) / R bl and
SOP 717 | Key Control (2)
SOP 998 | Purchasing/Expense Control - 998 (1)

for Residents (5)

Personnel

SOP 1162 | Expense Reimbursement (35)
SOP 1165 | Expense Report - How to Complete (12)

SOP 1156 | Employees Living On-Site - Designated Employee Units (2)
SOP 1196 | Employee Relocation (2)

SOP 1112 | Arbitration Policy (1)

SOP 1132 | Educational Benefits (1)

SOP 1141 | Family and Medical Leave Act - FMLA (1)

SOP 1207 | Code of Ethics (1)

SOP 1253 | Termination - Involuntary (1)

SOP 1309 | Employee Fraud and Theft (1)

@ LMHEmployees (2] Lincoln Military Housing 3+ Log Out

Click the Download icon > Exp Rep 2021

Exp Rep 2021 (1)xs ~

LINCOIN
LITARY
HOUSING

Every Mission Begins at Home®

AdvancedSearch  Search here

G Select Language | ¥

Manuals / Forms Manual / Expense Report

Related policy: EXpense Reports

Attachments
Description

Expense Report - 2021

Melissa Bertram

Mileage rate updated to $0.56.

31712021

@ LMHEmployees [Z] Lincoln Military Housing G+ Log Out

Go

Expense Report

Last Updated 01/08/2021 11:21 AM ET

Showall | X

LIBZERTY

MILITARY HOUSING
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CERTIFY

Mileage Detail

Follow the steps below for how to complete the Auto Mileage Expense Detail.

Click Detail Auto Mileage (2nd Page)

Exp Fp 2021 (1)ds [Compatibility Mode] - Excel Kyle Smith
Horme Insert Draw Page Layout Formulas Data Review View Aciobat  Q Tellmewhat sou want to do
“D ¥ o Arial T O ab = El z - p
o B - ) ) L e A -~
° & Format Painter B I U A $- % £ 3 ° ° " @ Clear- Select-
Clipboard E Font Alignment Number styles cels Editing ~
a2 - BUSINESS EXPENSE REPORT ~
A 8 c 0 3 3 s H s K L u o (Formule Ban P a R s T v v w x D
1 LINCOLN MILITARY HOUSING
2 BUSINESS EXPENSE REPORT
: [
: OVERRDE PROJECT @ TAXIOR ENPLOYEE HEALS ENTERTANMENT (4] | AUTO (8) MISC EXPENSE GRAND
8| oame | emvisrae CODE CHARGE (1) DESCRPTION /BUSINESS PURPOSE Lovene | renrcar | ameame | cooe) | awounr |roon/eev| omer | mieace | cove(s) | awount | TOTAL
s j
0 -
1 -
2 -
3 -
1 -
15 -
16 -
id -
18 -
19 -
E -
2 -
2 -
2z -
= TOTAL EXPENSES - - - - - - - - -
2 DN-8S from Addl Schedhl !
- Expense Report | Expense Report (2nd Page) | Detail Section |  Detail Entertainment (2nd Page) | Detail Ato Mileage (2nd Page) I ® « ,
- = o o x

Exp Rep 2021 (1)axls [Compatibiity Mode] - Excel Kyle Smith

I ot Dow  Pagelyout  Fomuss  Data  Review  View  Hep  Acobat  Q Telmewhatyouvantiodo

o e
& an Al e - o ab D3 p

E: . .
B Copy . Insert Delete  Format [ i Find &

B I u A $- % o 0 - .

Paste

~ Format Painter & Clear~
Clipboard [ Font. Alignment Number Styles cells Editing S

AL - LINCOLN MILITARY HOUSING ~

D
LINCOLN MILITARY HOUSING

AUTO MILEAGE EXPENSE DETAIL
DATE _|PLACE (Name of Business) susiiess puRpoSE sEGNNIG wies | awounr =

12 Certify - Maintenance Technician



Mileage Detail

Follow the steps below for how to complete the Auto Mileage Expense Detail.

@ Fillin the Required Fields (A-G)

- e April Exp Rep 2021 xs: [Compatibility Mode] - Exce

[CWCMN Inset  Draw  Pagelayout  Formulas  Data  Review  View  Help  Acobat & Tell mewhat you want to do

& cu Avial . O ab General

B3 Copy -

~ Format Painter e b u 2 $-
Clipboard [ Font Alignment Number
G5 o f || =F5*0.56
A B c D E F I3

1 LINCOLN MILITARY H2USING
3 Q @ AUTO MILEAGE F_XPENTAIL @ ® @
4 | DATE |PLACE (Mame of Business) BUSINESS PURPOSE BEGINNING ADDRESS OR ODOMETER ENDING ADDRESS OR ODOWETER MILES | AMOUNT=
5| aso1 |eosoneatss Mileage for personal vehicie use 1003221 1003396 175 9.80
6| 721 |edsoneates Mieage for personal vehicie use 100350.2 1003812 11 6.16
7| eme1 |Edsoneates Mieage for personal vehicie use 1003718 100389.9 18.1 1014
8| 4m21 |Edsone3tes Mikeage for personal vehicle use 100400.5 1004157 152 851
9 4/10/21__|[Edson 63184 Mileage for personal vehicle use 100426.3 1004359 136 7682
10 | 41421 |Edson 63184 Mileage for personal vehicle use 100450.5 1004536 131 734
1 4115721 _|[Edson 63184 Mileage for personal vehicle use 1004742 100487 6 134 750
12| 41621 |Edson 63184 Mileage for personal vehicle use 100498.2 100509.4 112 6.27
13| 417/21  |Edson 83184 Mileage for personal vehicle use 100520 1005428 226 1266
14| 4721121 |Edson 63184 Mileage for personal vehicle use 100553.2 100581.2 28 1568
15| 4;2r1 |Edson 63184 Mileage for personal vehicie use 1005918 100807.1 153 8.57
16 47321 |Edson 63184 Mileage for personal vehicie use 1006177 1006289 112 6.27
174421 |Edson 63164 Mileage for personal vehicie use 1006395 1006543 148 8.29
18 4;am1 |Edson 63184 Mieage for personal vehicie use 100664.9 1008893 a4 2.46
19| 4;or21 |Edson 63184 Mikeage for personal vehicle use 100679.9 1008336 137 767
20 | 4/30/21 |Edson 63184 Mileage for personal vehicle use 100704.2 100716.5 123 6.89
21
22
23
24
25

Date - Enter the Travel Date

®@ ©

Place (Name of Business) - Enter your Business Unit

Business Purpose - Enter Mileage For Personal Vehicle Use

©® @

Beginning Address or Odometer - Enter your Odometer Reading at the start of the day
Ending Address or Odometer - Enter your Odometer Reading at the end of the day

Miles - Enter your Miles Driven for the day
(beginning odometer reading - ending odometer reading = miles driven)

@ © @

Amount - The dollar Amount will automatically populate (.56 x miles driven = reimbursement)

LIBERTY i3

MILITARY HOUSING



CERTIFY

Mileage Detail

Follow the steps below for how to complete the Auto Mileage Expense Detail.

April Exp Rep 2021 xls [Compatibility Mode] - Excel

Inset  Daw  Pagelayout  Formuls  Data  Review  View  Help  Aciobat @ Tell me what youwant to do
- - . ab 5
Avial n H General
¢ B I u A $- % o
¥ Format Painter
Clipboard [ Fant Alignment Number
&5 > £ || =F570.56
A B c [} 3 F (3

1| LINCOLN MILITARY HOUSING

2

3 AUTO MILEAGE EXPENSE DETAIL

4| DATE [PLACE (Name of Business) BUSHESS PURPOSE BEGINNING ADDRESS OR ODOMETER ENDING ADDRESS OR ODOMETER MLES | AOUNT =
5| aemt |eosonense Mileage for personal venicie use 100322.1 1003386 175 9.80
8| amm1 |Edsoneats Mileage for personal vehicie use 1003502 100361.2 11 6.16
7| wmo1 |edsonestse Mieage for personalvenice use 1003718 00388.9 181 1014
8 | amoi Mileage for personal vehicie use 1004005 008157 152 851
9 | snoei |edsoncats Milzage for personalvehicie use 1004263 100438.9 136 7.62
10| anem1 |essone3atss Mileage for personal venicie use 1004505 1004636 134 734
11| anse1 |Edson 63184 Mileage for personal vehicie use 1004742 1004676 134 7.50
12| anem1 |essone3tss Mieage for personalvenice use 1004882 100508.6 112 6.27
134t Mileage for personal vehicie use 100520 005426 226 12,66
14| 42121 |Edsonsats Milzage for personalvehicie use 1008532 100581.2 28 15.68
15| a1 |essone3tss Mileage for personal venicie use 1005818 1006071 153 857
18| 4part |Edson 63184 Mileage for personal vehicie use 1008177 00628.9 112 627
17| ape1 |Edsoneatss Mieage for personalvenice use 1008308 008543 148 8.20
18 B Mileage for personal vehicie use 1008645 A00689.3 44 248
19| o1 |Edsonsaiss Milzage for personalvehicie use 1006798 1006926 137 7.67
20| 43021 |eosonsates Mieage for personalvenice use 1007042 1007185 123 6.89

‘ Click Save As

April Bxp Rep 2021.xls [Compatibility Made] - Exc

Info

April Exp Rep 2021

Documents
Compatibility Mode Properties
L Some new features are disabled to prevent problems when working with previous Sie e
Save As Fern versions of Office. Converting this file will enable these features, but may result in
nver Jsyout changes. Title Add atitle
Save as Adabe Tags Add atag
Categories Add a category
Protect Workbaok
Related Dates
[E7 One or more sheets in this workbook have been lacked to prevent unwanted
e, Protect e e Last Modified  Today, 2:09 AM
Workbook~ e Unprotect Created 571171099 833 AM
Share Expense Report (2nd Page) s Last Printed 4/26/2021 414 PM
Detail Section Unprotect
Export Detail Entertainment (2nd Page) Unprotect Related People
Detail Ato Mileage (2nd Page) Unprotect
Publish St .
PB  Paige Bouchard
Close = Inspect Workboaok Add an author
p== Before publishing this file, be aware that it contains: Last Modified By B (o smith
Check for Document properties, printer path, author's name, related dates and absolute ke S
Account = patt
ez Related Documents
Feedback Hidden rows
Content that cannot be checked for accessibility issues because of the current sl
Options file type.

Show All Properties

’_Ij Manage Workbook
Q foday, %:09 AM (autorecovery)
/1172021 2:43 PM (autorecovery)
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Mileage Detail

Follow the steps below for how to complete the Auto Mileage Expense Detail.

O Click Documents

Save As
@ Recent

Current Folder

April Exp Rep 2021 xls [Compatibility Mode] - Excel

Pin folders you want to casily find later. Click the pin icon that appears when you hover over a folder.

Documents.
s
) OneDrive Pinned
EI;I This PC Today
Save a5 Adobe
PDF Downloads
#k  AddaPlace
Vesterday
print Browse

Share

Export

Publish

Close

Account.

Feedback

Options

2021 Training Hours Reporting
Documents » 2021 Training Hours Reporting

Documents.

Older
Old

Documents » 2021 Training Hours Reporting » Old

January Reporting

Documents » 2021 Training Hours Reporting » January Reporting

Resources

C:» Users » kysmith » Creative Cloud Files » MAINTENANCE TRAINING CONTENT » Make R.

Active Employee List
o 021 Training

Resources

C:» Users » kysmith » Creative Cloud Files » Golden Hour » Halogen for Team Members Erm...

Schedule

C:» Users » kysmith » Creative Cloud Files » MAINTENANCE TRAINING CONTENT » Mainte.

Trackers
Documents » Trackers.

Kyle Smith

Enter your File Name > change the Save as type to PDF > click Save

Save As
1 > Libraries 5 Documents >

Organize - New folder
& Downloads
o Music
= Pictures
B videos
. Local Disk (C)
- Google Drive File Stream (G:)
T Libraries
£ Camera Roll
4 Documents
# Documents
& Music
£ Pictures
< Saved Pictures
& videos
@ Network
comp_core_log

COVID-19 Prevention Plan_CA 02.10.21

@ File name:  April Exp Rep 2021.pdf
@ Saveas type: PDF (“pdf)

Authors: Paige Bouchard

Opti

ize for: @ Standard (publishing
online and printing)

Q Minimum size
(publishing online)

Options...

v 0 O Search Documents

Name

2021 Training Hours Reporting
Adobe
Custom Office Templates
Make Ready
MS Managing MR
My Articulate Projects
On-Boarding
RingCentral
RingCentral Classic
RingCentralMestings
RMD Call
Trackers
Video Scripts
Yardi
@ April Exp Rep 2021.pdf
@ Benefits.pdf
@ Lemoore Structure pdf

@ Make Ready ChecklictV? ndf
<

Togs: Add atag

pen file after
publishing

T FOTReT

: Save I Cancel
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CERTIFY

Monthly Mileage Reimbursement

Follow the steps below for how to submit a mileage reimbursement when using a personal vehicle.

Click the Link icon on the KC > Certify Expense Reporting

LINCOLN MILITARY HOUSING

Company Links
Ask Your RVP

BI- Military

Bright Horizons (Daycare, Education Resources, Family Support)

9 Welcome to the Knowledge Center Kyle Smith Current Openings
Dayforce (Payroll, Benefits, etc)

Dayforce Time Entry

Home Culture Benefits & Lincoln Charities ¥ Regions ¥ Policy & Risk Management ¥ Vendors Benefits and Growth Resources

Docusign
EmpHour
Entrata
Halogen
icIMS

COVID-19

IDEdwerds
Knowledge Base

Updates, Policies & Protocols

Leaselabs

LMH Elevate Setup Request
LMH Online Store

LMH Policy Manuals

LMH Team Feedback pose Statem.
Lincoln Charities

Lincoln Check

Lincoln Gmail

LMH Lincoln Messenger
Lincoln RECP Website
LMHMaintenance.com D1

Company News

o el A
. Y YARDI

&

Incident Reporting Get Support Current Openings!

Calendar

9

adges

@ Enter your Email > Password > click Login

emburse
i PRODUCTS CUSTOMER HAPPINESS RESOURCES COMPANY SUPPORT  LOGIN GET STARTED
certify [ cersmarreo |

Account Login

System Status: @ Happy and healthy

L ]
:
3

L

LOGIN

Recover your password
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Monthly Mileage Reimbursement

Follow the steps below for how to submit a mileage reimbursement when using a personal vehicle.

Click New Expense Report

= @ecertify v ® KyleSmith ~

Lincoln Military Group.

Home
Welcome to the new Certify navigation experience! X

Add Recelpts
P We've updated our navigation to unify your experience across Certify and other Emburse products

Learn More about the changes we've made.

mm >

Wallet

New Expense Report

. My Certify Wallet o My Expense Reports Travel & Expense Policy
rafts

New Expense Repart prafts
April Expenses Your wallet is empty

Pending Approval

N

View my company's Travel and

Expense policies

Add receipts or expenses to your Wallet.

© 00660

R pending pending Payment
‘Archived What's New In Certify
il Reporting
0ITEMS Read the Certify Blog
Browse the Release Notes
View the Roadmap
Add Receipts Schedule Expense Reports
Spendsmart™
8 (LN Meetyour fully automated Organized
MOBILE EMAIL UPLOAD expense report.

Expedia, Albany

Easy booking
Configure ReportExecutive™

MORE METHODS Apple Spice, San Antoni...
Awesome food.

Ratings & Reviews

Enter your Expense Report Name > Start Date > End Date > Description > click Next

— i KyleSmith v
= M
= certify (I i
A Home Create a New Expense Report
B addReceipts Enter expense report information
B walet
|——@  ExpenseReport Name | Mileage Reimbursement
New Expense Report Billable to Client O
N @ startDat
/ Drafts arepate
l——@ EndDate
May Expenses
fe@  Description [Monthly mileage reimbursement for
Mileage Refmbursement personal use vehicle while at work.|
A
B Pending
April Expenses —“
JBLM Expenses
1l Reporting

LIBERTY 47
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CERTIFY

Monthly Mileage Reimbursement

Follow the steps below for how to submit a mileage reimbursement when using a personal vehicle.

Click the Upload icon

= certify

Home

Add Receipts

@ m >

Wallet

New Expense Report

Drafts

N

May Expenses
Mileage Reimbursement
Mileage Reimbursement

B pending
April Expenses
JBLM Expenses

I,  Reporting

v

Expense Report

[} Report Name Mileage Reimbursement

Dates 47172021 - 413012021

Add Expense

prft Report

There are no expenses in this report yet.

Enter the details of the new expense or click on an item in your Certify Wallet to add it to the report.

My Certify Wallet | & I(}

Department | MIL-Prop v
Your wallet is empty.
Category | v/
Click the upload icon above to upload now.

Reason

4
Reimbursable | I paid for this, please reimburse me. v/
sillable [m]
Receipt Select

“ Ganeel

@) Kyle Smith ~
Lincoln Military Group.

@ Select your completed Expense Report > click Open

= certify

Home

Add Receipts

mm >

wallet

New Expense Report

Drafts

\'

May Expenses
Mileage Reimbursement
Mileage Reimbursement

B rending
April Expenses

JBLM Expenses

Reporting

v

€ Open
4 4 } ThisPC > Documents >

Organize = Newffolder
\ Favorites
& Links
MicrosoftEdgkBackups
o Music
‘a OneDrive
= Pictures
Recent

1 Saved Game:

v O £ Search Documents

MS Managing MR }l' My Articulate Projects
On-Boarding RingCentral

L E 4
RingCentral Classic . RingCentralMeetings

Jo Searches E RMD Call Trackers

B videos

= This PC Video Scripts =~ Yardi

3D Objects g

I Desktop 1H Overviewxisx April Exp Rep 2021.pdf

% Documents Microsoft Excel Worksheet Microsoft Edge PDF Document
2021 Trainirn Houirs Ranartina jz6Ke — v
Fferrem® April Exp Rep 2021.pdf | Al Files () v

: Open I Cancel

® Kyle Smith v
Lincoln Military Group.

NOTE:
Certify can
only accept
JPEG, PNG,

or PDF
formats.
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Monthly Mileage Reimbursement

Follow the steps below for how to submit a mileage reimbursement when using a personal vehicle.

@ Click Add

— i Kyle Smith
= v
= certify (O, v
A Home Expense Report Print Report
B AddReceipts [%) ReportName Mileage Reimbursement
Dates 4112021 - 473072021
G walet
New Expense Report
/' Drafts
There are no expenses in this report yet.
May Expenses Enter the details of the new expense or click on an item in your Certify Wallet to add it to the report.
Mileage Reimbursement
Mileage Reimbursement
R pending Add Expense My Certify Wallet & C
April Expenses Date Date Category Description Amount
Department | MIL-Proj 2
JBLM Expenses P \ P \ T B 5721 April Exp Rep 2021.pdf
Category | v/
il:  Reporting
Reason
4
Reimbursable | 1 paid for this, please reimburse me. v/
gillable [m]
Receipt select

Click the Edit icon

— i KyleSmith v
v v
(9 certify (. v
A Home Expense Report Cleanup Wizard Print Report
B AddRecepts [ ReportName Mileage Reimbursement Submit for Approval
Dates 4112021 - 473072021
B walet
New Expense Report
Expenses
7 Drafts
Expense  Date Department Category Details Amount  Reim.  Billable Receipt Reason
~
May Expenses —. 5772001 MiL-Prop Unknown 8] 000 Yes No g
Mileage Reimbursement Total Non-Reimbursable 50.00
Total Reimbursable 50.00
Mileage Reimbursement -
B rending
Add Expense My Certify Wallet S
April Expenses
BLM B
JBLM Expenses Department | MILProp v
Your wallet is empty.
il:  Reporting Category | v
Click the upload icon above to upload now.
Reason
4
Reimbursable [ 1 paid for this, please reimburse me. v
Billable [m]
Receipt Select

LIBERTY 1o
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CERTIFY

Monthly Mileage Reimbursement

Follow the steps below for how to submit a mileage reimbursement when using a personal vehicle.

@© Fillin the Required Fields (A-H) > click Save

NSE R Mo

certify

Home
Add Receipts
Wallet

New Expense Report

* Drafts

Mileage Reimbursement

Mileage Reimbursement

pending

April Expenses

JBLM Expenses

. Reporting

v

Q@@©

Expense Report

[} Report Name Mileage Reimbursement

Dates 47172021 - 413012021

Expenses

Expense Date Department

~
4 B) 572021 MIL-Prop

Edit Expense

Date

Category

Unknown

Cleanup Wizard

Submit for Approval

Print Report

Details Amount Reim.  Billable Receipt Reason
> 000  Yes No B
Total Non-Reimbursable 5000
Total Reimbursable 5000
Receipt Image «

Department [miLprop

Category | Mieage Rembursement (P)

MiL-Prop | EDSON DISTRICT- 63184

From [310lis Biva, Oceanside, ca 92058
To [310€lis 8ivd, Oceanside, ca 92058
Miles. Mapltt
RoundTrip (] Add Segment

Reason

[work

[Monthly mileage reimbursement for personal use vehicle while at

Reimbursable | | paid for this, please reimburse me.

sillable m]

Receipt Change

“ caneel

@

Kyle Smith ~
Lincoln Military Group.

@ ©

©® @

® @ © ®

Date - Enter the Expense Report Date

Department - Select MIL-Prop

Category - Select Mileage Reimbursement (MP)

MIL-Prop - Select your Business Unit

From - Enter your Business Unit Address

To - Enter your Business Unit Address

Miles - Enter the Total Miles from your Detail Auto Mileage (2nd Page) spreadsheet

Reason - Enter “Monthly mileage reimbursement for personal use vehicle while at

work”
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Monthly Mileage Reimbursement

Follow the steps below for how to submit a mileage reimbursement when using a personal vehicle.

‘ Click Submit for Approval

— - Kyle Smith v
= v v
(3 certify (. v
A Home Expense Report Print Report
Bl AddReceipts [} ReportName Mileage Reimbursement Submit for Approval
Dates 4172021 - 473012021
B wallet
New Expense Report
Expenses
/2 Drafts
Expense Date Department. Category Details Amount Reim.  Billable Receipt Reason
May Expenses 0 57202 MiLProp Mileage Reimbursement (MP) Bl 13182 Yes No B 8]
Mileage Reimbursement Total Non-Reimbursable $0.00
Total Reimbursable $131.82
Mileage Reimbursement <
B pending
Add Expense My Certify Wallet & C
April Expenses
JBLM Expenses
| Department. | Nirop ¥ Your wallet is empty.
il,  Reporting
category | v Click the upload icon above to upload now.
Reason ‘
)
[ 1 paid for this, please reimburse me. vl
Billable O
Receipt select.

@ Check the box “I certify this expense report is true and accurate” > click Submit

= [@ecertify ~ ® KyleSmith

Lincoln Military Group.

A Home Submit Expense Report for Approval
B AddReceipts Please review your expense report details for accuracy. Upon submission your expense report will be sent

tothe approver you choose below.
B walet

Expense Report Details
New Expense Report

NOTE:

7 Drafts Submitter  Kyle Smith (kysmith@Ipsi.com) o

Expense Report Name  Mileage Reimbursement

P Please ensure

Dates  4/1/2021- 4/30/2021
Mileage Reimbursement

Non Reimbursable Toul 5000 the correct

Reimbursable Total $131.82
B rending Total  $121.82 a p p rover |S
Approver [ Luis Lopez (luislopez@ipsi.com) v| showall .
listed before
JBLM Expenses

Mileage Reimbursement

April Expenses

Comments {optional)

|—@ [ 1 certity this expense report is true and accurate.
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