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Notices 
© 2024 TreeRing Workforce Solutions, Inc. All Rights Reserved. 
 
TREERING WORKFORCE SOLUTIONS, INC., 4780 Ashford Dunwoody Rd, Suite A-145, Atlanta, GA, 30338 
 
TreeRing Time, TreeRing HRIS, TreeRing Payroll and TreeRing Visitor are either registered trademarks or trademarks of TreeRing Workforce Solutions, Inc. in the United 
States and/or other countries. 
 
Information in this document is subject to change without notice. Without limiting the rights under copyright, no part of this document may be reproduced, in 
whole or in part, without the express written permission of TreeRing Workforce Solutions, Inc. 
 
Unless otherwise noted, the example companies, organizations, and employees depicted herein are fictitious and no association with any real company, 
organization, or person is intended or should be inferred. 
 
TreeRing Workforce Solutions, Inc. makes no representation or warranty, either expressed or implied, by or with respect to the TreeRing Time software or anything 
in this manual or reports created in, but not limited to warranties or merchantability and fitness for a particular purpose 
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Employee Expense System Overview     
 
You can track employee expenses in TreeRing Time including when they relate to specific job 
codes. 
 
Going paperless is the right move for your business and the environment. We are here to tell 
you about leveraging TreeRing Time for expense reimbursement. 
 
Collecting reports, tracking employee hours, all of those manual administrative tasks are being 
made easier by software. Expense reimbursement is no different. Managing remote employees 
and their expenses is particularly challenging because of the natural strain on communication. 
Software lessens that strain and will solve your problems, sometimes before they present 
themselves. Expense report tracking software that tracks all outgoing spend from a single place 
including travel expenses. 
 

Note: Employees log expense claims via intuitive mobile (TreeRing Time Employee Application) or 
desktop (eTimeClock) applications.  Managers can approve or deny employees expense claims via 
TreeRing Time’s web or mobile application. 

 
 

Admin Setup for Expense Tracking    
 
To use the Expense Tracking feature, you need to set up pay types and expense groups, and 
assign employees to the appropriate expense groups. 
 

Setup Pay Types   
 
In TreeRing Time top level menu, go to Configuration tab, select Company Setup, and then select Pay Types. A list 
of pay types displays. 
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Click Add New Pay Type  
 

 
 

Enter Code, Description, Select Other Entry for Punch Type and check active 
 
 

 
 
 
 

Note: Typical expense related punch types can be the following: Hotel, Car Rental, Parking, Mileage, 
Meals, Air Tickets, etc. 
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Setup Expense Group and Assign Employee to Expense Group    
 
In TreeRing Time top level menu, go to Configuration tab, select Expense Groups. A list of expense groups displays. 
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Click plus to add a new expense group  
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Enter Code, Description, select appropriate Expense Codes from list and select required levels 
from list 
 

 
 
 
Click on human icon to assign employees  
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Either type if card id or click filter to see list of employees  
 

 
 
Select appropriate employees and click confirm  
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Entering Expenses via eTimeClock  
 
Employees log expense claims via intuitive mobile (TreeRing Time Employee Application) or 
desktop (eTimeClock) applications.   
 
 
To enter expenses through eTimeClock, log into eTimeClock, click top hamburger menu, select 
Expense Tracking 
 

 
 
To add a new expense item click Add New Expense Request  
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Fill expense form as required and click Save 
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Note: At this point a managers can approve or deny employees expense claims via TreeRing Time’s 
web or mobile application. 
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Entering Expenses via Employee Mobile Application  
 
To enter expenses through Employee Mobile Application, log into Employee Mobile Application 
click top hamburger menu, select Expense Tracking.  Click plus sign to add a new expense item  
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Fill expense form as required and click Save 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: At this point a managers can approve or deny employees expense claims via TreeRing Time’s 
web or mobile application. 

 
 
 


