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Welcome & Session Overview

1. Online Expense Overview

2. Online Review/Approvals Overview
3. Online Expense Case Study

4. Question and Answer Period
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Learning Objectives

Participants will be able to:

» Understand how to create/modify/submit
expense

* |dentify and correct common errors

* Understand how to review and approve
expense claims
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1. Online Expense Overview

Create new expense claim
Add expense lines

Save expense claim

Error checking

Submit expense claim
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Expense Report Navigation

1. Travel and Expense Centre

Main Menu

Expense Reports

iation you have and click Search. Leave fields blank for a list of all values

EXCELLENCE

There are now two ways to access Travel and Expense menu items:




Create an Online Expense Report

r
Expense Report

S ‘M

Create a New Claim:

Modify a Pending Claim:
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To create a new claim, navigate to...
¢ Add a new value here from the tab or

* here.... From the link at the bottom
If you have a report that you started that needs to be edited or submitted, you can find
it by clicking

*  modify a pending claim here from the tab or

¢ here... from the link at the bottom




Create Online Expense Report

Enter Accounting (Speed Code) before entering lines

Western gy

Create Expense Report

33573 Taylor Marsh

“Business Purpose “Defautt Location

“Report Descrigtion

Heterence

| Create Expense Report
Accounting Defaults
Report ID NEXT

Accounting Summary Set Personalizations | Find | ) B8 First & 101 & Last
% *GL Unit d Cod Fund Dept Program PC Bus Unit Project Activity
100.00 | [UWO l“ q [421040  |Q Q, Q Q a =
Add ChartField Line Load Defaults User Defaults
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CLICK Accounting Defaults
CLICK Account Default Fields display and SpeedCode Highlights
CLICK Ok




Create Online Expense Report

» Enter expense lines (receipts)

Desargton [Payment Tyve
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CLICK Date

CLICK Expense Type

CLICK Description

CLICK Amount and Currency
CLICK Add / subtracta line




Save Online Expense Report

Save your expense report often !l
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Create Expense Report

S573 Tayioc Matsh

“Business Purpose|

“Repor Descrption

Reterenco

Once saved, errors must be corrected before claim will submit:
Modify Expense Report

012345678 Taylor Marsh | ¢

Purposel Conference v

*Report Description AUSOD 2018

Reference Q

Expenses v

Expand All | Collapse All Add: | [ My Wallet (0) | 57’ Quick-Fill
o *Date *Expense Type .
PERELl | 7] e i s - Western
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* As you enter the header information on your expense claim, BEFORE adding your
receipts, you MUST enter your accounting information in the Accounting Defaults
link — this is where you enter your speed code. Does everyone know what a speed
code is? If you enter your speed code here, you do not need to do it on every line.
This will save you lots of time and likely avoid errors that will prevent you from
submitting your claim.

* To ensure that you don’t lose all your hard work - be sure to save often by clicking
on the Save for Later button in the top right hand corner.

By saving your work, you will also see any errors that will prevent you from completing
your claim
* Avredflag nextto the expense line indicates an error. Common errors are:

* Missing required information (indicated by a *) next to the field.
* Missing accounting information

DON’T FORGET — you MUST save and correct ALL errors BEFORE submitting your report.
If you try to submit your expense claim and exit without saving, you may lose your
entire claim if there is an error.




Most Common Error

-/Expense Report Line Errors

“r | p o al*-
Please enter or update the following information:

Combo error for fields FUND_CODE/ ACCOUNT/ DEPTID/ PROGRAM_CODE/ PROJECT_ID in group
UWOFUNDS. fa0

o

/

* Accounting Details (7

Chartfields YAT Amounts  1»
G D ST R e wose ret O oot L
00000

0 CADT 00000000 1040000 a |Fsie q |1 a a2100 a

Q A 4! -
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Summary/Submit Online Expense Report

Add notes to explain any additional details related to the expense
claim (dates of travel, conference name, location, etc.)

Expenae Notes

— e = o
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Before submitting your expense report, add additional information and explanations to

assist your Reviewers and Approvers, click on the Notes link located in the header of
the claim.

Another window will pop up where you can enter details such as documenting your

relationship to the PI for research grants, or noting the dates and location of your
conference.

Note — you must click Add Notes for your note to be saved. Once you click Add Notes,

you will see your note saved in this box, along with your name, role, and the date and
time you created the Note.

Click OK to get back to the main page of your expense report.
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Submit Online Expense Report

12345878 Toykst Marsh

Actons | Choows n Acsn v %
“Business Purpose | &

*Description

Reterence Q

Totals

Employes Expenses (¥ Line) 0% CAD Non Rewbursadie Exponses 000 CAD Employee Creans

Supplier Credits

Cash Advances Apphed 000 CAD Prepaid Expenses 000 CAD

Amount Due to Employes 30.00 CAD Amount Due to Supplier 0.00 CAD

:mu-g-moo._mmwm-mmnm-ummmmmmmmnmwwml«
Iniversity solased activities and are i accordance with Western's Travel and Expense Poiicy MAPP 216
and associated procedures. and that externafly funded expenses comply with funding agency Quidelines,
40 IHal | Raye D% DONGOUSSY TeCHvEd nT Will| COCEIVE HEQAIALS rEIMEGISEMONt 1rom ancther SOUTCY for

oes this clam,
| Submit Experse Reort l

012245672 Laytor Marsh
I Your expense report £0201270 has Deen sabTIed for SDOTVAL l

Actions | Chooms an Ackon ¥ %0

Totals

Emptoyes Expanses (1 Line) Noo-Remnburssble €xpanses 000 CAD Employee Crocas 0.00 CAD

Cash Advances Appeed 000 CAD Prepaid Expenses 000 CAD Suppier Cress 000 CAD

Amount Due to Employee 30.00 CAD ‘Amount Due to Supplier 0.00 CAD
. By checking thes bos, | cortily fhat expenses sutautted of this chaim are for smounts pasd by myset for
University (vloted sctVIBes and sre in ScCOrBEnce with Western's Travel and Expanse Policy MAPP 2.16
4G 8880CISteY PrOCETUIeS, and TNt wxzernally hundert expenaes COmPly wiih funding agency guidelmes.
a1 that | Rave HOLRISVIOUSYY 16CeIved N0F Wl | TECHTYE LDATaLY FeIbUTSEMent tom Amother EowrCa for
charges Sutvnittod on thes claim,
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To submit your expense claim, CLICK on the checkbox on the Summary and Submit
page, and then CLICK on the submit expense report button.

If your expense report was actually submitted, you will see this confirmation in the top
left corner of the screen. If you don’t see this, your report hasn’t been submitted. If you
are kicked back to your expense details instead, you have an error that has to be fixed
before submitting. If you’re unable to correct the error without assistance, save your

report and exit until you can get assistance. You will not lose any of your work unless
you fail to SAVE!!!
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2. Online Review/Approval

» Finding items in your approval queue

* |dentify information on the Approval pages
- Summary vs. Details

* |dentify information on the expense cover
page
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Review/Approval Queue

Navigation:

Main Menu = Manager Self Service > Travel and Expense Centre > Approve Transactions
- TIP - Save this page in your FAVOURITES!

Overview | Expense Rogons | Casn Advances
b Sesich Pending Transactions 4

b Change Sor Order 7

W seect At [T Crear AS Asorove Revewea Refresn List Buoget Check
Transactions 1o Approve Persoratze |Vew A0 | 21 I Fewt 4 vesot1e B Lam
Select Ervor Transacton Type Totsl Ut Name Employes 10 Descrption Transachion 0 Dete Subwnitied Status Rurke
2 | Expenss Report 714,47 CAD Marsh, Taylor 012345678 Tew E 2 =3 022017 Su Department Manager
Expense Report 50,00 CAD Jones, Bridgette 123456789 7 Submtied for Aopoval  Department Manager
Expense Repon 111,00 CAD Cooper, Bradiey 123456799 joqy 01002018 AppeovalsinProcess  Depariment Manager
0 Expense Report 55,50 CAD Marsh, Taylor 012345678 ¢ 01002013  Submitied for Approval  Department Manager
Expense Regort 50.00 CAD Jones, Bridgette 250518451  test 01092018  Submited fof Approval  Departmant Manage!
0 Expense Report S000 CAD OB SRy | ey et 01092018 Submitted for Approval  Dapariment Manager
0O Expense Report 278 CAD Jones, Bridgette 123456789  growg 0TDN2018  Submitied for Approval  Deparntment Manager
0 Expense Report 101490 CAp Cooper Bradley 123456799 oonpwence 01102018  Submitted for Approval  Department Manager

PERATIONAL —~
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* You can also find the claims awaiting your review of approval by navigating Main
Menu > Manager Self Service > Travel and Expense Centre > Approve
Transactions. For quick access, save this to your Favourites.

* You can click on the expense link to go into the report to review the information and
approve, deny, or send back for revision
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Review/Approve - Summary

* View the following on Summary page:
Approve Expense Report - Expense Summary

012345675 Taylor Marsh Actions |-Choose an Acton v|| 60
Business Purpose Conterence
Description AUSOD 2018
Reletence
Accounting Date 0111072018 Accounting Template CANADIAN
T Siatus ot Budgel Crecked  Buaget Opbons
= & View Prntatie Verson
Totals & View Anatycs [;, Event Details and Research Documentation
[Empioyee Expenses 7 Lines) 1910 cao | Non Reimbursable Expenses 0.00 CAD Employee Credits 000 CAD
Prepait Expenses 000 CAD Supplier Credits 000 CAD

Amount Due to Supplier 0.00 CAD
@B 0 =
Taylor Marsh o Sapme
— r— — —
Suomites Emoiopee s i DID2018 1120540 l
[0 4
Aporove Send Back Hoid. Deny Save Changes
EXCELLENCE UNIVERSITY - CANADA 4GV

When you click on the expense claim from your Approval List, you will be taken to the
Summary Page when you will see this information:
Claimant

Summary information

Total of all expense lines

Cash advances applied to claim

Total to be reimbursed to employee

Notes

Link to print expense cover page

Approval history

. Approval actions

10. Link to toggle between Summary and Details pages
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* View the following on Details page:

xpense Report - Expense Details

Review/Approve - Details

| R ——

Poyment Yype Persons Payment
I Eachange Rate 100000000 "  Detaot Rate

[P —
Bane Cumency 0 WAL
Locaton Canasa -
Numoe of Nghts. &
Moccham e
= Accounbg et
Chateis (— )
Mt GLUNE Aoty it ST SOy ety i D [LSm———
p @ A 1 50000000 845000 ' 268 w0om
N0 Traesson- Omer C0io008 e - et 90 F w2 oo "
25 e g
Payment Type Presons Payment
. Exhengefate 10000000 T + Dotaun Rote
g Type kaarrn
Base Currency 40 s Rueskisraaite
Originating Location. Canata Amount e Awoalgd

Location Canaas
— - ———— " -

You can view the receipts claimed by navigating to the Expense Details page where you

can view ...

Claimant

Summary information

Notes

Link to print expense cover page
Total of all expense lines

Expand or Collapse all expense lines

Expense line details
. Accounting information
10. Link to toggle between Summary and Details pages

©ONOU AW R

Expand or Collapse all expense lines and accounting information
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Online Expense Cover Page
Expense Report Western
Name Taylor Marsh Business Purpose AUSOD 2018
Employee ID 012345678 Description Conference
Submission Date 20181114 Reference

Originator Taylor Marsh
Expense Details
WISJMEIWW
Line Date Expense Type Loc  Merchant Receipt Amount  Cumrency | | Amount in CAD
1 20101104 Accom - hotel CAN Holday Inn 18344 CAD 18344
2 20101104  Transpont - auto 4m CAN 12420 CAD 12420
alowance
e 55
Cash Advances Applied 000
Total Due to Employes 307 64
Accounting Information
Business Unit Fund. Department Program Project Account Amount
uwo 1 421040 00000 845000 Fs1e 3074
018 )
Approval Routing and Report Distribution
Approval Type Name
Approver  Jamie Jones
Notes
LAUSOD, Toronto TaylorMarsh
EXCELLENCE bbb da it

This is the printable expense cover page that pops up when you click the View Printable
Version link shown on the last slide. It will show you...

Claimant and summary information

Claim number

Expense line details

Expense line amount in original currency

Expense line amount in CAD equivalent

Total expense lines, advance applied, due to employee

Accounting information summarized by speed code/account

Approval routing — caveat!! This queue is not 100% accurate and is being worked on
by Financial Systems. Use information in PeopleSoft to see approval queue

9. Notes entered on expense claim

Nk wNE
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3. Online Expense Case Study
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4. Questions

1. What do you find challenging about the

claims you work on?

2. What have you done to simplify or

streamline your process?
3. Other questions?

é{.
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Useful Links and Resources

* Preparing To Travel
http://uwo.calfinance/procurement/preparing to travel/index.html

+ Creating a Travel or Expense Claim User Guide
http://uwo.calfinance/training reference/content/accounting/docume
nts/creating-a-travel-and-expense-claim-user-guide. pdf

* Online Expense Claim Frequently Asked Questions (FAQs)
http://uwo.calfinance/training reference/content/accounting/docume

nts/FAQs.pdf

+ Creating a Cash Advance Video
http://uwo.caffinance/training reference/content/accounting/creating
cash advance/story.html

PERATIONAL -
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* These next couple of slides provide links to useful information, including the step by
step video | mentioned about how to submit an online expense report.
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Useful Links and Resources

+ MAPP 2.16 Policy & Procedures for Travel and
Expenses

http://www.uwo.ca/univsec/pdf/policies procedures/section2/mapp216.pdf

http://www.uwo.ca/univsec/pdf/policies procedures/section2/mapp216 pro

cedure.pdf

« Broader Public Sector Expenses Directive

http://www.ontario.ca/document/broader-public-sector-expenses-
directive

Fttp://www.ontario.ca/document/expense—ruIes—broader—public—sector

« Campus Alcohol Policy

h'étfp://www.uwo.ca/univsec/pdf/policies procedures/section1/mapp133.
pat

» Safe Disclosure Policy

hg?://www.uwo.ca/univsec/pdf/policies procedures/section1/mapp143.
pat
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Other Links and Resources

* From uwo.ca/finance

RESOURCES AND SERVICES

PERATIONAL
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In addition to the links we just looked at, | want to show you where you can find other
links that might be useful to you: from our home financial services homepage, if you
scroll down to the bottom you will find links to

- forms,

- training materials, and

- policies and procedures

Take some time to explore each on your own.
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Quiz Information

Instructions will be emailed to you
10 questions in OWL

Successful completion requires 7/10
correct responses

Completion will be noted in your Human
Resources Electronic Training Record
(updated monthly)
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After the session, you will receive an email requesting that you join the this course in
OWL and complete the quiz.
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Thank you & Evaluation

Jessica Claeys,
Functional Systems Specialist

jclaeys2@uwo.ca

Justin Riedstra
Manager — Accounts Payable and Travel

jriedstr@uwo.ca

Cory Hammond

Financial Assistant
rhammo@uwo.ca
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