


���&�"�$�������!���"���!�(�������������•�:�v�•�•�:�”�’�‘�:�’�’�‘�•

HOW DO I OBTAIN MY ACCOUNT DETAILS?

WEBSITE
�(�b�v�b�|���‰�‰�‰�:�Y�o�u�;�v�‘�“�•�:�1�o�l���-�m�7
�t�o�]���b�m���†�v�b�m�]�����-�u	ž�1�b�r�-�m�|�����	���o�u
�&�v�;�u�����-�l�;���-�m�7���r�-�v�v�‰�o�u�7

MOBILE APP
Download our mobile app 
from your app store

PID & PASSWORD 
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���������$�� �������!������"���� FAQs
FREQUENTLY ASKED QUESTIONS
HOW CAN I SUBMIT A CLAIM?�����t�-�b�l�v���l�-�‹���0�;���†�r�t�o�-�7�;�7���|�o���‹�o�†�u��
�-�1�1�o�†�m�|���o�m���o�†�u���r�-�u�|�b�1�b�r�-�m�|����t�o�u�;�v�‘�“�•���)�;�0�����o�u�|�-�t�7��
�‰�‰�‰�:�=�t�o�u�;�v�‘�“�•�:�1�o�l�7���o�u���†�v�b�m�]���o�†�u����t�o�u�;�v�����o�0�b�t�;���-�r�r�:���+�o�†���l�-�‹���-�t�v�o��
�v�†�0�l�b�|���‹�o�†�u���u�;�t�†�;�v�|���=�o�u���u�;�b�l�0�†�u�v�;�l�;�m�|��via fax or mail, if you prefer. 
Please note that all claims must be �u�;�1�;�b�ˆ�;�7���0�‹���|�_�;���=�b�t�b�m�]���7�;�-�7�t�b�m�;���=�o�u��
�|�_�;���-�r�r�t�b�1�-�0�t�;���r�t�-�m���‹�;�-�u���b�m���‰�_�b�1�_��your expenses were incurred.

WHAT MUST BE INCLUDED ON RECEIPTS?��All receipts for 
reimbursement must include the following �b�m�=�o�u�l�-�|�b�o�m�9���	�-�|�;���o�=���v�;�u�ˆ�b�1�;�7��
�	�;�v�1�u�b�r�|�b�o�m���o�=���"�;�u�ˆ�b�1�;�7�����†�|�J�o�=�J���o�1�h�;�|�����o�v�|�7�����u�o�ˆ�b�7�;�u�����-�l�;�7���-�m�7�����-�|�b�;�m�|��
���-�l�; �:

WILL I HAVE A DEBIT CARD?�����o�v�v�b�0�t�‹�:�����=���‹�o�†�u���r�t�-�m���o�=�=�;�u�v���|�_�;���7�;�0�b�|��
�1�-�u�7�7���‹�o�†���1�-�m���†�v�;���‹�o�†�u����t�o�u�;�v�����;�m�;�=�b�|�v�����-�u�7���-�|���|�_�;���r�o�b�m�|���o�=���r�†�u�1�_�-�v�;�:��
�!�;�l�;�l�0�;�u�� �|�o���h�;�;�r���-�t�t���o�=���‹�o�†�u���u�;�1�;�b�r�|�v���b�m���1�-�v�;���|�_�;�‹���-�u�;���u�;�t�†�;�v�|�;�7���=�o�u��
�u�;�ˆ�b�;�‰�:

�	������ ���������	 ���$�����!���ƒ�����!���� �������� ���$������������ ���$�� �������!������"����
EACH YEAR?���+�;�v�7���‹�o�†���l�†�v�|���u�;�J�;�m�u�o�t�t���‰�b�|�_���;�-�1�_���m�;�‰���r�t�-�m���‹�;�-�u�:�����t�;�1�|�b�o�m�v��
�7�o���m�o�|��rollover from year to year.

WHEN WILL I HAVE ACCESS TO THE FUNDS IN MY 


