
Mileage can be submi�ed by Participants, Common Law Employers 

(CLEs), and Service Support Professionals (SSPs).

There are two methods to submit mileage in the PA ODP program. 

Submi�ing Your 
ODP  Mileage Log

Only one option should be used for each submission.

1. Email the mileage log as an attachment to PPL directly, and the Invoice team will 
process it on your behalf. The email address to submit the mileage form to is: 
PAODP@PPLFIRST.COM

 a. If this is the chosen option, the submission should only be emailed once and  
     should not be entered via MyAccount. 

2. The participant, CLE, or SSP, can enter the mileage directly into the MyAccount 
system. The submission must include the mileage log document.

 a. If this is the chosen option, the submission should only be entered via   
     MyAccount and not also emailed to PPL.

Submi�ing Mileage in the PA ODP Program



Below are the steps to submit mileage invoices via MyAccount for a participant/CLE:

Select My Reimbursements from your enrollment dashboard.

Participant/CLE Steps to Submit Mileage in MyAccount

Next, select  Reimbursement Entry, then Click Create Reimbursement.

Fill in the required information on the screen. Be sure to include the mileage log by clicking 
Attach Files. The log should be in a PDF, WORD, or JPEG format. Click the submit button once you 
have filled out the form. PPL will then process and pay out the mileage on the next payday.



Below are the steps to submit mileage invoices via MyAccount for an SSP:

SSP Steps to Submit Mileage in MyAccount

Select My Invoices from your enrollment dashboard.

Next, select Create New Invoices.

Next, select the participant’s name from the Individual DDD dropdown. Then, click Add a New Line.

Fill in the required information on the screen. Be sure to include the mileage log by clicking Attach 
Files. The log should be in a PDF, WORD, or JPEG format. Click the submit button once you have 
filled out the form. PPL will then process and pay out the mileage on the next payday.


