
New Hire Orientation: 
Time and Expenses

Rob Scott
Accounts Payable Specialist

PROFESSIONAL, FLEXIBLE, EXPERT SOLUTIONS



Agenda

1. Learning Objectives

2. Credit Card & Expense Guidelines

3. Resources 

4. Timecards

5. Expenses

6. Expectations

7. Company Credit Cards

8. Wrap Up
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Learning Objectives

1. Relate how Credit Card and Expense Guidelines apply to you.

2. Apply your knowledge to correctly enter timecard information.

3. Apply your knowledge to correctly enter new expense claims an/or receipts.

4. Identify resources when entering timecard and expense information.
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Time and Expense Expectations
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1. Ensure that you are familiar with all Associate 
handbook regarding time and expense policies.

2. Ensure that you understand the credit card & 
expense guidelines and able to apply them. 

3. Adhere to all deadline for submitting time and 
expenses.

4. Understand the negative impacts for failure to 
comply with guidelines.  
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Time and Expenses Access and Resources

Mobile Job Aid

Laptop Job Aid

https://appriver3651000933.sharepoint.com/sites/CompanyShare/Accounting%20Team/Accounts%20Payable/Job%20Aids%20-%20Roles%20and%20Responsibilities/AP%20Standard%20Operating%20Procedures%20-%20Expenses/Acumatica%20Time%20App%20JA%20Final%2009.23.19.pdf
https://appriver3651000933.sharepoint.com/sites/CompanyShare/Accounting%20Team/Accounts%20Payable/Job%20Aids%20-%20Roles%20and%20Responsibilities/AP%20Standard%20Operating%20Procedures%20-%20Expenses/Acumatica%20Time%20JA%20Final%2009.23.19.pdf
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SELECTING CODES

1. RG – Default for all entries.  **Need to change if coding to OH ID # or 
coding PD (time over 40 hours worked and billed) **

2. DL – Supervisor Approval Only

3. HL –Payroll Manager will send company wide email.  

4. OH – Time not billed to a project/client. 

5. PD – Billing Premium Rate (nothing to do with payroll, only billing) – Ask 
manager about use.  

6. SK – Sick Time

7. TR –Training event for professional growth. Project ID should be 
NBTRAIN.

8. VL – Vacation

9. XHL – Floating Holiday
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Company Wide Email Reminder – Please pay attention and enter exactly as outlined

HOLIDAY TIME
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OH Coding Situations

OVERHEAD – Time not associated with project.    

Common Examples for Non-Corporate Associates

1. New Hire Training 

2. Lunch with your SMG Team (not client team luncheons)

3. Attending a training event for yourself/professional development

4. Meeting with your supervisor for performance discussions



Project Drop Down Selection

1. Overhead IDs are assigned based on your department.  

2. Project IDs are assigned based on job responsibilities. 

3. If you are unable to locate your project ID, please reach out to one of the following for assistance. 

1. AEP – Send email to workorder@safetymanagementgroup.com 

2. All other clients: Please send email to benkleyla@safetymanagmentgroup.com

1. Backups (SMG Billers)

1. Kathy – Manufacturing, Construction and Health and Pharma

2. Amy – Insights, SMG University

3. Theresa – Utilities Non-AEP
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mailto:benkleyla@safetymanagmentgroup.com


Project Task

1. EXP – Bills the client and a Project ID # must be selected.

2. NBEXP – Does not bill the client and a Project ID# or Overhead ID must be selected.  (Even if a client is not being 

billed, but there is a project ID, it should be used to track the cost against the project.)

3. TRN – Used for attending training events for professional growth – This will be used for all expenses related to your 

training event. (i.e., travel, food, hotel, conference fee, etc.)

4. 01- (Overhead) – Utilized whenever coding to an Overhead ID #
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Timecard Deadlines

Submission of properly completed 

Weekly Time Reports is to occur by 

noon (EST) each Monday. 



Premium Differential
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1. As a salaried, exempt associate, you are not due any extra 

pay for hours worked more than 40 hours per week.

2. As a benefit, SMG has adopted a policy of compensating 

you for billable hours over 40 hours otherwise referred to 

as Premium Differential.

3. It is a form of profit sharing of the revenue you create by 

working these hours.

4. There is no special entry needed on your part for these 

hours, the system will automatically calculate which hours 

should be included.

5. Premium Differential only applies to hours charged to a 

project more than 40 hours a week.

6. You must work more than 40 hours (not including holiday, 

sick time, etc.) to receive the Premium Differential.
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Timecard Entry Review

1. Ensure you have the correct week when entering time.

2. Ensure a minimum of 40 hours are accounted for within the week. (Full Time Associates)

3. Only select OH ID#s when there is not a project ID that fits best with the event.

4. Make sure you code all expenses related to training events as NBTRAIN.

5. Only select OH coding when the event is specific to SMG event (i.e., team meeting, time at Corp 
Office, etc.)

QUESTIONS?



Logging into Phone App
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Logging into Phone App (continued)
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Logging into Phone App (continued)
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Logging into Phone App (continued)
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Logging into Phone App (continued)
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Entering Time Hands On Activity

Using job aids, enter time for orientation. 

Earning Type – OH (Overhead)

Project – Dept Overhead ID#

Project Task – 01 (Overhead)
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Expenses 

20
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Detailed Receipts

A. Listed throughout the expense guidelines

B. Must have the details 

C. May have to ask for detailed receipt

D. May have to ask for supervisor if server cannot 

help

E. Success in calling, speaking with supervisor and 

getting one after the fact.
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Deadlines for Submitting Expenses

1. Preferred Best Practice - Weekly

2. Must be submitted within 5 days past the month of the 

incurred expense at the latest

3. Company Credit Cards

1.1 REIMBURSEMENT CLAIMS Corporate credit card 

expenditures must be reconciled and submitted with 

original, itemized receipts to the SMG Finance Department 

within 5 business days of the last day of the month for which 

a transaction was completed. Cardholders who have not 

reconciled and submitted all their monthly expenditures 

within this period will be asked to reconcile and submit 

their monthly expenditures immediately. All 

unreconciled expenditures could be subject to the 

employer recovering these monies from the Associate 

cardholder and repeated non-conformance to this policy 

will result in the cancellation of the corporate credit card 

privileges for the offending Associate.
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https://appriver3651000933.sharepoint.com/sites/CompanyShare/Accounting%20Team/Accounts%20Payable/Expenses/Expense%20Policy%202024.pdf


Common Expenses

1. Mileage: 

1. Only mileage used for work

2. Does not include miles back and forth from home to 

work.

3. Must have a map attached as backup documentation 

(receipt).

4. See SMG Associate Handbook for additional context

2. Per Diem

1. Per diem reimbursement must be submitted via 

Acumatica. A separate entry for each day is required 

and should include a description of “Per Diem 

mm/dd/yyyy”. Per diem is to be paid current or in 

arrears (no future payments) and will be reimbursed in 

conformance with the SMG Associate Handbook.
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https://appriver3651000933.sharepoint.com/sites/CompanyShare/Accounting%20Team/Accounts%20Payable/Expenses/Expense%20Policy%202024.pdf


Type of Expenses
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Types

1. New Expense Claim – Manual

2. New Expense Receipt - System Downloaded – Company 
Credit Card



New Expense Claim - Manual
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• One (1)  expense report per week – Should include all expenses on one report (Monday-
Sunday)

• Description – Free format, simple.  Examples below.

*02/10/2025 – 02/16/2025 Expenses
*02/10/2025 – 02/16/2025 Per Diem and Expenses



Expense Item Selection

27

Select the appropriate Expense Item from the drop down by hitting the hourglass.



Expense Item Selection (Continued)

• There are currently 115 options to choose.  This can be 

confusing.  

• Important to select the correct one so expenses are 

reported properly.

• Common IDs – See image to the right
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Selection Exercise Scenarios
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1. You get fuel for your vehicle while working with a 
client and have a project ID # assigned to the 
client.

2. You attend a training session using your annual 
training budget and rent a car to drive there and 
back.

3. You take your company vehicle into the shop for 
an oil change and work at the corporate office.

4. You ship items to a current client, and they have a 
project ID #

5. You ship items to a potentially new client without a 
project ID #.

6. You work with a client that pays for the mileage 
you submit.  

7. You work with a client that does not pay for the 
mileage you submit.  



Per Diem Expense Items
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Per Diem – This is assigned based on several factors during the hiring process.  This could be different for 

each person, see Supervisor for questions.

Claiming Per Diem

• Receipts not submitted.  

• Per diem have maximums.  Expenses above amount are typically not reimbursed.

• If you have expenses above your per diem amount, please speak with your supervisor.

• A separate entry for each day is required and should include a description of “Per Diem 

mm/dd/yyyy”.

• Per diem is to be paid current or in arrears (no future payments) and will be reimbursed in 

conformance with the SMG Associate Handbook. 

• We typically pay the per diem for the previously completed week.  

• The job is run on Tuesdays and paid out on Friday.  



Fuel, Mileage and Meals for Non-Per Diem Situations
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Fuel or Mileage:

• Only can claim fuel or mileage, not both.

• Fuel – Must have a receipt or a picture of the pump. 

• Mileage – Must attached a map (i.e., Google) as a receipt.

Meals :

1. Individual Meals – This is how you code meals for yourself when traveling for business.  

2. Team Meals – SMG Supervisors will use this when having lunch meetings with their SMG team.

3. Business Meals – Multiple People – SMG associates, potential clients, existing clients, combo, etc.  



Company Credit Cards

• Different process for claiming expenses purchased with credit card (see next slide)

• Billing address: 8335 Keystone Crossing Suite 103 Indianapolis, IN 46240

• Issues with Credit Card Purchases – Reach out to Shannan Watt (Operations Support Manager)

• Lost/Stolen Credit Cards

Hold Expense – Place your expense on hold in Acumatica – make a detailed note.

Inform Others – Immediately send email to report it and cc your supervisor.  

Travis Spotts (CFO) travisspotts@safetymanagementgroup.com

Shannan Watt (Operations Support Manager) shannanwatt@safetyamanagementgroup.com  
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Company Credit Card Receipts/Expense Reports

1. Utilize the job aid to the right to claim 

credit card expenses for the week.

2. Only one expense report per week, 

please.  
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https://appriver3651000933.sharepoint.com/sites/CompanyShare/Accounting%20Team/Accounts%20Payable/Job%20Aids%20-%20Roles%20and%20Responsibilities/AP%20Standard%20Operating%20Procedures%20-%20Expenses/Acumatica%20App%20-%20Expense%20JA%2011.06.19.pdf


Wrap Up

1. Review Objectives

1. Relate Credit Card and Expense Guidelines and how they apply to you.

2. Apply your knowledge to correctly enter timecard information.

3. Apply your knowledge to correctly enter new expense claims.

4. Apply your knowledge to correctly enter new expense receipts.

5. Identify where to locate resources when entering timecard and expense information.

2. Answer Outstanding Questions

3. Next Steps – Take A Ways

1. Email from Rob – Summary and link with resources – able to save in your email file folder
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PROFESSIONAL, FLEXIBLE, 

EXPERT SOLUTIONS

Thank You!
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