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INTRODUCTION:

e This document is intended to support you with submitting expenses into the Global Associate Mobility
Engine (GAME) system. The following contains step by step instruction with images to ease yoursystem
experience. To locate a particular subject or term, simply click (Ctrl + F) on your keyboard to open asearch
bar.

¢ Please note that instructions for submitting expenses from a mobile device begin on page 8.
First Steps:
Upon login into GAME, the Expense Management Gadget will be displayed in your Homepage.
As a relocating associate you are responsible for submitting all travel expenses in GAME, i.e. Pre-Move meals, Final

Move mileage, etc. All other expenses need to be submitted to your relocation consultant. i.e. Renter One Month, U-
Haul

Walmart recommends that you have electronic versions of receipts or documentation
available before you begin entering a new Expense Report.

1. Click the Create New Expense Report button to open a new blank Expense Report where anew
reimbursement can be requested.
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2. Select Report Name from Dropdown that best describes the expenses incurred,
i.e. Pre-Move Trip

Back to Main
Expense Upload Form
Please fill out all fields and upload suppoerting documentation for each line item. Click on the benefit detail link for an explanation of the benefit
and policy information. When you are finished, click on Submit for approval. If you have guestions, please contact the Corporate Relocation
Customer Relations Team at 1-800-643-3766
Click Here for Help
Report 68795305 Source: Form Entry
r_port Name Submitted Date  Submitted Amount  Approved Amount  Check Number  Status Print All Backup
|[(select) [v] $0.00 $0.00 New

Expense Line 1 Delete |:|
Benefit Incurred Date  Amount Tax Urgent Exception Status Upload Docs (0)
[iselect) [v] | | [so.00 uso [ [ 1 New

Reason for

Expense

- Benefit Detail

Mew Expense Line Save and Finish Lats

3. Select the Benefit from the drop list that corresponds with the expense incurred.
i.e. Pre-Move Meals
4. Fill out an Expense Line by selecting the corresponding Benefit from the dropdown. The benefit detail will
display the policy and back up documentation needed to submit for reimbursement. The following fieldsare
required. Please Note: there should only be one expense line per benefit.
a. Incurred Date — date you incurred the cost
b.  Amount — amount that you are asking to be reimbursed
c. Benefit worksheet — some benefits will require additional information in order to submit. In this example,
you enter the date you began and ended your trip. Total days will auto populate. Also enter the number
of people on the trip including you.

Back to Main

Expense Upload Form
Please fill out all fields and upload supporting documentation for each line item. Click on the benefit detail link for an expl ion of the benefi

and policy information. When you are finished, click on Submit for approval. If you have questions, please contact the Corporate Relocation
Customer Relations Team at 1-800-643-3766 Walmart's Accounts Payable system will be performing scheduled maintenance from 5/13 to 5/16. This

maintenance may cause a slight delay in reimbursement processing.
Click Here for Help

Report 68795303 Source: Form Entry

Report Name Submitted Date  Submitted Amount  Approved Amount  Check Number  Status Print All Backup
Pre Move Trip e | $200.00 $0.00 New

Expense Line 1 4 él @ Delete [ ]
Zenefit urreu Date unt Tax Urgent Exception Status Upload Docs (0)
| [Pre Move Meals - 101.7 v] l6/3/2016 | [s200.00 uso 4 [ O New
Peason for lExpe.—.,es for my meals
Expense
- Benefit Detail
Daily limit $40.00 ger person for five days, limited to one ifip for two pecple, ossociate ono one houddlo memper. Required aocumentoion-1) Receiors.

- Benefit Worksheet

Begir Cace 5/1/2016

End Date 5/5/2016

Total Days 5

Number oi Fccple on Pre Move Trip, including self 1

New Expense Line Save and Finish Lat

3 Walmart Stores, Inc.



5. Click on “New Expense Line” to add additional lines in expense report.

Expense Upload Form
Please fill out all fields and upload supporting documentation for each line item. Click on the benefit detail link for an explanation of the benefit
and policy information. When you are finished, click on Submit for approval. If you have questions, please contact the Corporate Relocation
Customer Relations Team at 1-800-643-3766 Walmart's Accounts Payable system will be performing scheduled maintenance from 5/13 to 5/16. This
i e may cause a slight delay in r pr ing.
| click Here for Help |

Report 68795303 Source: Form Entry

Report Name ted Date ted A Approved A Check Numb Status Print All Backup
Pre Move Trip v | $200.00 $0.00 Saved

Expense Line 1 Delete ||
Benefit Incurred Date  Amount Tax Urgent Exception Status Upload Docs (3)
[Pre Move Meals - 101.7 V] |6/32016 | [s200.00 usp & [ | saved

Reason for |Expenses for my meals

5/1/2016

5/5/2016
Total Days 5
Number of People on Pre Move Trip, including self 1

Sevesnd i o

6. Click on save and finish later

Expense Upload Form
Please fill out all fields and upload supporting documentation for each line item. Click on the benefit detail link for an expl ion of the benefi
and policy information. When you are finished, click on Submit for approval. If you have questions, please contact the Corporate Relocation
Customer Relations Team at 1-800-643-3766 Walmart's Accounts Payable system will be performing scheduled maintenance from 5/13 to 5/16. This
maintenance may cause a slight delay in r processing.
| Click Here for Help |

Report 68795303 Source: Form Entry
Report Name Submitted Date  Submitted Amount Approved Amount  Check Number  Status
Pre Move Trip | v $200.00 $0.00 Saved
Expense Line 1 Delete [ |
Benefit Incurred Date Amount Tax Urgent Exception Status
[Pre Move Meals - 101.7 [v] |6/32016 | [s200.00 usp @ [ O Saved

R for |Exp for my meals

Expense

- Benefit Detail

~nn

Dally fimit 540.00 ger persc iare 0no one hou documentoion-1) Receipts.
- Benefit Worksheet
Begin Date 5/1/2016
End Date 5/5/2016
Total Days 5
Number of People on Pre Move Trip, including self '

Sove and Finih Lo
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7. Click on “Upload Docs’.

Back to Main
Expense Upload Form
Please fill out all fields and upload supporting documentation for each line item. Click on the benefit detail link for an explanation of the benefit
and policy information. When you are finished, click on for app . If you have questions, please contact the Corporate Relocation

Customer Relations Team at 1-800-643-3766 Walmart's Accounts Payable system will be performing scheduled maintenance from 5/13 to 5/16. This

maintenance may cause a slight delay inr pr 8-
Click Here for Help

Report 68795303 Source: Form Entry
Report Name Submitted Date  Submitted Amount  Approved Amount  Check Number  Status
Pre Move Trip V] $200.00 $0.00 New
Expense Line 1 netete [
Benefit Incurred Date Amount Tax Urgent Exception Status Upload Docs (0)
[Pre Move Meals - 101.7 V] [6/3/2016 | [s200.00 uso M [ ] New

Reason for  |Expenses for my meals

Expense

- Benefit Detall
Daily limic $40.00 ger perssn for five doys, fimited 1o orie irip for o people, 0ssociate 0no one housenold member. Reguired documentoion-1) Receiors.

P 4
- Benefit Worksheet

Begin Date 5/1/2016
End Date 5/5/2016
Total Days 5
Number of People on Pre Move Trip, including self 1

Save and Finish Lat

8. Click on “Upload New Document” in pop up window.

Expense Documentation X

File Date Description
Upload New Document

9. Click on “Browse”.

Doc Type

| | |(select] D

10. Hold down CTRL on keyboard to select more than 1 document. Click on “Open”.
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@ Select file(s) to upload by walmart.ga.servicengine.com @
Lool in: I || Test Files j a ? o '
=) Marme . Date modified Type
e .
Hecm‘gaces = Rece?pt 1 7/5/201611:55 AM Text Docu
) _ Receipt2 1/5/201611:56 AM Text Docu
| _ Receipt 3 7/5/201611:56 AM  Text Docu
Desktop
EZ
Libraries
LY
—
Computer
Metwark
4 | I | 3
File name: I j Cpen
Files of type: | Allowed File Types | Cancel |
p

Documents will be automatically uploaded into the screen. You can see the progress by the green bar underfile.

Doc Type
Receipt 1.txt |{select] ‘ | 0
Receipt 2.txt |{select] ‘ | 0
E— | I

11. Select a document type that closely represents the document uploaded. For example, Pre-Move Meals you
would select “Meal Receipt’.

Upload Documentation

Upload Multiple Documents

|Rel:eipl:1 | Receipt 1.t [Itemized Meal Recei| w | n
|Rel:eipl: 2 | Receipt 2.bit | Itemized Meal Ilecel 0
|Receipt 3 | Receipt 3.txt Itemized Meal Rece] n
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12. Click “OK”.

Expense Documentation X
Upload Docs Documents m

File Date Description
Receipt 1 Ti52016
Receipt 2 Ti5/2016
Receipt 3 Ti5/2016

Upload Mew Document

13. Expense form will populate the number of documents uploaded into expense report.

Expense Upload Form
Please fill out all fields and upload supporting documentation for each line item. Click on the benefit detail link for an explanation of the benefit
and policy information. When you are finished, click on Submit for approval. If you have questions, please contact the Corporate Relocation
Customer Relations Team at 1-800-643-3766 Walmart's Accounts Payable system will be performing scheduled maintenance from 5/13 to 5/16. This
maintenance may cause a slight delay inr processing.
Click Here for Help |

Report 68795303 Source: Form Entry
Report Name Submitted Date  Submitted Amount  Approved Amount  Check Number Status Print All Backup
Pre Move Trip v | $200.00 $0.00 Saved
Expense Line 1 Detcic l__||
Benefit Incurred Date Amount Tax Urgent Exception Status Upload Docs (3) |
[Pre Move Meals - 101.7 V] |6/3/2016 |  [s200.00 uso 4 [ O Saved

R for |Exp for my meals

Expense
- Benefit Detail
Dally iimit 540.00 ger person for five days, limited 1o one tip for two peopie, 0ssociate 0no one household member. Reguired documentoion-1) Receipts

- Benefit Worksheet

Begin Date 5/1/2016

End Date 5/5/2016

Total Days 5

Number of People on Pre Move Trip, including self 1

Soveana i o

14. Once complete click on “Submit”.

Message from webpage

4% You are about to submit this Expense Report, no further modification
¥ can be done,

| ok || Concel

Click on “Back to Main” or “Home”.

7 Walmart Stores, Inc.



MOBILE INSTRUCTIONS

GAME is accessible from an internet browser on a mobile device. The link is
https://walmart.servicengine.com/mobi_login.aspx. That's an underscore between mobi and login.

Upon login into GAME, you will see your form menu to update GAME with yourinformation.

As a relocating associate you are responsible for submitting all travel expenses in GAME, ie. Premove meals, final
move mileage, etc. All other expenses need to be submitted to your relocation consultant. i.e. Renter One Month, U-
Haul.

Please avoid using the native Back button on your mobile device. Use the Home button, Save and Return to
Summary, and View Expense Main Page buttons to navigate through the Payment Information, Household Members,
and Add Expense Report screens.

Walmart recommends having electronic versions of receipts or documentations available before entering a
new expense report. Associates now can take a picture and upload it from a mobile device. Please note
GAME allows the following electronic versions: txt, bmp, jpg, tif, pdf, tiff, joeg, docx, msg, rtf, and doc.

eeoee ATRT T 8:12 AM 7 100% 50 4 ®0000 ATRT 7 10:44 AM 7 54% W)

a& walmart.qa.servicengine.com (&) & walmart.qa.servicengine.com ¢

Servicengine Home Servicengine Mobile Home

Report Report Submitted Submitted Submitted

: D Name By Date Amount St

Select Item to View Final Move
68861407 Trip (unassigned) $0.00 Sav
Personal Action List (PAL) 68861406 TNalMove  esigned) $0.00 Sav

nj

68861405 Home Sale (unassigned) $0.00 Sav

Expense Management Exception -
68861404 Misc (unassigned) $1,000,000.00 Sav

Allowance
Tutorials 68861403 Pre Move Trip (unassigned) $0.00 Savi

Temporary
68861402 Housing
Lump Sum
Miscellaneous Hubler,
Lump Sum Jacob

hidbler, 9/21/2016  $1,000.00  Proc
Jacob

68861401 9/21/2016  $2,291.67 Proc

Payment Information

( Household Members

\ W W, W

;’%j Add Expense Report

< h m o < h m O

1. Select “Expense Management” to navigate to your expense main screen.
2. Completing your payment information prior to submitting an expense report will ensure yourrelocation
payments can be deposited directly to your bank account (rotate your device to see entire form).
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3. Toadd a new expense, click on the “Add Expense Report” button.

&
S

1.

essee ATRT 7 4:27 PM 88% W) @ eeeee ATRT T 4:29 PM } 87% mm)

& walmart.ga.servicengine.com ¢

Create a New Report

l (select)

_—

Create Report

Cancel

& walmart.ga.servicengine.com

Cancel

Save and return to summary

m m @ Save and add a New Line

Select your report name keeping in mind that any non-travel relocation expenses will be submitted by your
relocation consultant.

2. Click “Create Report” and wait for next screen to load.

3. Once screen has loaded your expense information:

a.

aoo

Sa —~o

Select travel “Benefit” used

Enter “Incurred Date”

Select “Urgent” if expense reimbursements are time-sensitive

“Exception” will be automatically checked if the same benefit has already been submitted or
the benefit worksheet information indicates you're submitting for reimbursements outside of
your relocation policy

Enter “Amount”

Enter “Reason for Expense”

Additional fields will appear in the “Benefit Worksheet” section based on the selected “Benefit
“Upload Receipt” will allow you to use a photo in your device’s photo library or take a picture
of your receipt

Click “Save and return to summary”

]
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eeeee ATRT 7 2:40 PM 7 99% .

& walmart.qa.servicengine.com ¢

Report to Work Trip
102.06 USD

Benefit
10/4/2016

Report To Work Mileage

102.06 USD

Documents

Mobile Receipt (1)

~——

Add New Line
Submit Report

View Expense Main Page

)

)

)

< > M m O

1. Review report summary in this section.

eeeee ATRT & 2:40 PM 7 99% .

& walmart.ga.servicengine.com ¢

Report to Work Trip
10/10/2016

102.06 USD Submitted

Expense Line 1

Benefit Report To Work Mileage
10/4/2016

102.06 USD

Mobile Receipt (1) Download

View Expense Main Page

2. Click “Submit Report” to send your report to the G-CRSS team for processing.
3. Click on “View Expense Main Page” to return to your expense management tab.
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