Spot Bonus Form (For Manager Use ONLY)

1. Navigate to the “My Team” icon.
2. Click on “People Assist.”

3. From here, click on the “Create request” button in the upper right-hand corner of the web page.
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4. A new web page will open, click on the “Payroll” tab on the left-hand side.

5.Navigate to “Forms” on the right-hand side of the page and click on “Spot Bonus Form.”

Q. Search forms (enter at least 3 characters)
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6. The form will open. You will fill out all required sections (blue asterisk).

7. Select the Region of the Location that should be charged.

Select the Region

Location you

‘ Choose option
want to

charge: ﬂ}:\ear:ﬁ options for more values

—

O Central
O Corporate

O Enterprise

Q MNortheast

8. Type in and choose the Location you want to charge.

R ocation

Choose option

Search options for more values

QO Allentown-PA-STR-1
O Armonk-NY-STR-1
O Avenel-NJ-5TR-1
QO Bristol-CT-STR-1

O Bristow-VA-STR-1

9. Verify the address is correct.

Select the Region

Location you

want to | MNortheast

charge: )
Location

[AIIentown-PA-STR-1

Address

| 1460 Eck Road, Allentown, PA 18104




10. Enter the Associate’s First and Last Name, Employee ID, Associate’s Title, Associate’s Manager Name
and Associate’s Manager Title.

Associate's
First and Last
Name *

Employee ID *

Associate's
Title *

Associate's
Manager
Name *

Associate's
Manager
Title *

Please note the approval levels for the form:

Award Amount Approval Level

$0 - $250 Level I - Territory Manager/Director

$251 - $500 Level II - Vice President

$501 - $2500 Level III - Sr. Vice President

Above $2500 Level IV - Sr. Vice President, Human Resources

Please make the relevant parties aware before they receive the request via the system.




11. Enter the spot bonus amount, the timeframe start and end dates and reason for spot bonus.

Award e.q. $250
Amount ¥

Please enter the award amount in dollars.

Timeframe MM/DDAYYYY
Start *

Timeframe MM/DDAYYYY
End *

Reason for Add any other comments in this section as well
Spot Bonus *

12. Once you are finished, at the bottom of the page, click “Create request” to submit and send the form
to the next level of approval or click “Cancel” to start over.

Create request Cancel

13. You are done!



Wingman Bonus

If the bonus you’re submitting is for a Wingman, check the “Is this a Wingman Bonus?” box. Then select
if it’s the First or Second Wingman Bonus.

Is this a Wingman Bonus?

Please check if this is a Wingman Bonus.

Is this the First or QO First Bonus

rd
Second Bonus? (O second Bonus

For the First Wingman Bonus, include:
e Amount: $100
e Trainee’s Name
e Trainee’s Employee ID
e Completed Driver Training Checklist (pgs 12-13 in the New Driver Participant Guide)

Is this the First or First Bonus

¥d
Second Bonus? o Second Bonus

Trainee's First and
Last Name *

Trainee's Employee
ID*

Attach Driver Choose file
Training Checklist
from Participant
Guide *

For the Second Wingman Bonus, include:
e  Amount: $100
e Trainee’s Name
e Trainee’s Employee ID

Is this the First or Q First Bonus
7
Second Bonus? Second Bonus

Trainee's First and
Last Name *

Trainee's Employee
1D *




The Approver

1. After completion, Payroll will receive and assign the request to the appropriate approver. The
approver will then receive the following email:

[EXTERNAL] [Pods] You've been assigned to the request: "Spot Bonus Form"” (#3618)
@ no-reply@natif.hrsd.ultipro.com ‘ O Reply | € ReplyAll | = Forward ||E

To @ Marilyn Schneider Thu 5/15/2025 9:39 ANY

(i ) This sender no-reply@notif.hrsd.ultipro.com is from outside your organization.

f there are problems with how this message is displayed, click here to view it in a web browser.

This email originated outside of PODS. Please verify sender before clicking links or opening attachments!

New assignment

You have been assigned to the request "Spot Bonus Form™ (#3618)
Click here to view the request: https://pods. requests. hrsd.ultipro.com/manager/irequest/3618/

2. If you are the approver, you will see your form assigned to you under your requests in “People Assist.”

1

Assigned to me

3. If you created the request, you will see your form under Status:New under your requests in “People
Assist.”

1

Status: New

Here you will also see the status of the request.



4. Click on the request to Approve, Deny, edit, or write a message to the approver or Payroll.

Create a request

= REUEStS
1 o] 1 o] 1 ~
Assigned to me Status: New Status: In progress Overdue All open requests Closed Requests
E5* columns =1 Last update (newest first) = | Q,  Search requests (minimum 3 characters) ‘ Yy o ‘
- D Subject Category Requested for Assignees Created on Due date Priority Status
] 3619 Spot Bonus Form payroll 5 e May 15, 2025 Medium ) In progress =
- pending TM/Dir Review ]

5. New page will populate
then click Submit.

, click on Approve or Deny and/or enter a comment under Internal Message,

INTERNAL MESSAGE

The employee will not see your message

& Upload a file

I} Use an answer template

A notification will be sent to Dan CIRWINSKI, Melisa GONZALEZ, Cindy OZGA and Anna ROSTOVSKAIA

SUBMIT

& Save as answer template




Completed

1. After approval, Payroll will Set to Complete.

2. The creator will receive the following email:

FW: [EXTERNAL] [Pods] Your 3618 Spot Bonus Form has been marked as Complete.
&) ReplyAll | — Forward (71

From: no-reply@notif.hrsd.ultipro.com <no-reply@notif.hrsd.ultipro.com:

Sent: Thursday, May 15, 2025 9:48 AM
To: Daniel Cirwinski <dcirwinski@pods.com>
Subject: [EXTERNAL] [Pods] Your 3618 Spot Bonus Form has been marked as Complete.

This email originated outside of PODS. Please verify sender before clicking links or opening attachments!

Hello Dan CIRWINSKI,

Your 3615 Spot Bonus Form has been marked as Complete by the Payroll Team.

Should you have any more guestions please reach out to the Payroll team.

. L € Repl .
Daniel Cirwinski ©@ | O Rerly
o To @ Marilyn Schneider Thu 5/13/2025 9:30 £

3. Payroll will add the spot bonus to the following payroll.




