
Claims

Locate the navigation bar at the top and 

click on Claims.

● Get approved in 1 - 2 days

● Get reimbursed automatically via 

payroll reimbursements.

WAYS TO SPEND



Submitting a claim

● Make sure to keep the receipts of 

your eligible expenses

● Enter the cost, transaction month, 

vendor name, and a few other 

fields on the form.

● Only items purchased on or after 

the effective program start date 

will be approved

● The team is going to review the 

claims within 1-2 days and you’ll 

get a noticed once the results are 

in.

CLAIMS FORM



Reimbursement Plans

For large, pre-paid expenses like pre-paid gym memberships and sports equipment.

● Follow the same process as a regular reimbursement claim. 

● Enter the total amount - which will be larger than your balance - the following should pop up 

and trigger a recurring reimbursement. 

REIMBURSEMENT PLANS



REIMBURSEMENT PLANS (Example)



HOW TO SUBMIT A CLAIM PRIOR TO ELIGIBILITY

If you purchase an eligible gym membership or subscription prior to the effective start date or your hire date, 

you will need to submit your eligible membership with the prorated amount 

● From the Claims page, click on File a New Claim

● Enter in all pertinent information.

● In the Amount section, enter in the prorated amount, not the full receipt amount

● Under the Description, write out the breakdown of the claim.

Example:

If you start with “Company” in May 2022, but purchased a gym membership in January 2022 for 400. You would 
take the 400/12 = 33.33/month. The program start date is January 1st so the 33.33 would be eligible for 8 
months (May through Dec). 33.33 x 8 = 266.64. 
You would submit the receipt, add 199.98 in the total, and in the description state "gym membership purchased 
Jan 2022 for 400. Only eligible for 266.64 to be reimbursed."



CLAIMS STATUSES


