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Expense Reimbursement Direct Deposit (ERDD) on the Web: Create, Save,
Submit and Post

When to Use:

To create, save and submit expense reimbursement claims, through the use of a web enabled form/process, for
appointed and ERDD eligible non-appointed employees who have personally paid for authorized expenses related to
University business. Employees with posting authorization may also use this process to post expense reimbursement
claims submitted by appointed Uof T staff.

Using this process eliminates the need for “double entry”’, i.e. completion of a hard copy form (either paper or
spreadsheet) and subsequent keying of data into FIS.

ERDD on the web requirements*:

- Claimant must have a valid personnel number and an active appointed/non-appointed (i.e. casual**) status in
HRIS

« Expensereimbursement claim is for CAD (Canadian) currency only

 Reimbursements are deposited directly to the employee bank account; bank information used for ERDD is the
same as the payroll direct deposit account in HRIS and cannot be re-directed.

* For claims not meeting ALL of the conditions above, completion of the Expense Report/Accountable Advance
Settlement form is required. Please refer to the Expense Reimbursement: Single Currency guide for more information.

** For Non-appointed (i.e. casual) employees, a vendor number must first be created using the Expense Reimbursement
Direct Deposit Create process before a claim can be posted using ERDD on the web. See Appendix 1 for more
information.

GTFM Policy Compliance Requirements:

< Original receipts/proof of payment to support claim

- Expenses are reimbursable in accordance with the terms of the funding source used to process the claim

- ERDD form is signed by both the claimant and the Chair/Department Head or other authorized approver

« ERDD form and supporting receipts/documentation are filed in accordance with the University of Toronto
file plan

Steps:

1. Loginto the ERDD on the Web through the Employee Self-Service (ESS) Portal using your UTORIid and
password.

Create far Others

2. Select the appropriate tab:

3. Completethe ERDD web form:
3.1 Claimantand travel information
3.2 Expense Report; all amounts must be entered in Canadian currency
(Hint: use the Foreign Exchange Worksheet, if a currency conversion is needed)

4. Cancel, Save, Print or Submit/Post** the ERDD Web form
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1. Logintothe Expense Reimbursement from the Employee Self Service portal.

Access the transaction using the following URL: https://ppm-wd.utoronto.ca/irj/portal
Logon using UTORIid and Password.

UTORId [/ JOINid
Password

Tip: The web application will timeout after 10 minutes of inactivity.

To protect the security of your data, this application will automatically terminate in 03:59:26. Unsaved work will be lost.

My HR Self-Service | Expense Reimbursement I_
Landing Page

Welcome > Landing Page Full Screen

To access individual services please select the relevant application from the tabs above.

Planned Downtimes

ESS & MROL
From 6:00PM Tuesday March 26, 2019 to 7:00AM Wednesday March 27, 2019
for Bi-Weekly pay

From 5:00PM Friday March 29, 2018 to 7:00AM Monday April 1, 2019 for
Processing of FIS Month end.

Pop-ups must be enabled for My Research.

My Research

Need Help? Please see Help Desk Info
No planned downtimes for the week.

The "Designate™ function in MRA, MRAP and MRHP is not available during payroll periods.

Microsoft Edge users, testing has revealed compatibility issues with this browser. Edge is not being supported at this time
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2. Select the appropriate tab

2 Expense Reimbursements Direct Deposit
@. (ERDD)

Division of Business Affairs, Financial Services Department

Mark McGugan - 82072 Log-off

Use the Tabs above to access ERDD on the Web Services.
Mote: Original receipts are required for expense reimburseme . . .
These tabs remain active and displayed at the top

‘When you are finished, please Log-off using the Log-off link on t of the page while in an ERDD session

If you need immediate assistance,
please contact the FAST Team

A University Web Service desi and maintai by the
D of ini: i Systems

ERDD Home Home Screen

New ERDD Web form and populates the default fields based on your

Create Own . .
employee information.

New ERDD Web form without any default information. This option allows the
completion of a form for another employee. The personnel number of the
employee is required to populate the screen (e.g. a Business Officer creates
and completes the form for a Principal Investigator).

Create for Others

Allows users to view or make changes to claims they have created; after a
claim is “submitted”, all users may view their claims, but only those with
posting access can make changes.

Display fEdit Clain
Note: If ERDD on the web claim has “submitted to AMS ”status, the ERDD
document can only be displayed.

Allows users to check the current status of the claim in the ERDD process. It
)= s e e | also allows the deletion of any claim which has not yet been “submitted to
AMS for Direct Deposit”.
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3. Complete the ERDD Web form

The ERDD on the Web form is similar to the Expense Report/Accountable Advance Settlement form and
requires the same information to be completed. The Web form facilitates the entry of required data by
automatically populating information such as, Personnel #, Name, Department, G/L accounts, etc.

Note: ERDD on the web does not contain a “search” function for finding account assignmentinformation such
as, G/L account, Funds Centers or Cost Centers.

See Steps 3.1.a and 3.1.b for information on completing the Claimant and Travel Information and Expense Report
sections, respectively.

3.1 Claimant and Travel Information
a. Create Own

Enter Expense Report

Claimant Infermatien Some fields are populated based on the
he=cnelinan=y il | [FE R . information in HRIS. Other fields must be
Department Financial Advisary Sendoae & COITipIET.Ed ITIE.I"IUE.”‘;'

Address [Strest) 215 Huron Sirae .
City/Prov Toranka ON Telephone
Country/Postal Cd|Canada M5S 142 Fax

Dept Contact

Travel Informaticn

Period of Trawvel (ddmmyyyy) to

Location

Reason for Claim, if not travel e.g..team lunch

Purpose and Relevance o University Business (maximum 250 characters)
Claim Typea (Seiact) Emplayes Fled Tip ¥ |Default G/L accts depend on Claim Type Ciick 10 gel dafault Gl acels If Purpose ks changed

Field Name Required/ Description

Optional/
Conditional

Telephone Required Departmental telephone number

Fax Required Departmental fax number

Dept Contact Required Departmental business officer

Period of Travel Required Enter the dates during which the expenses were incurred using

the
dd.mm.yyyy format.

Location Required Indicate the principal location where the expenses were incurred.

Reason for Claim, if not | Conditional Reason for the claim if not travel-related (10 characters max.)

travel

Purpose and Required Enter the purpose (maximum 250 characters) and select the

Relevance to Claim Type from the drop down list.

University Business
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If the Purpose has changed, remember to “Click to get default G/L accts if
Purpose is changed”

3.1 Claimant and Travel Information
b. Createfor Others

Enter the Personnel # of the employee for which the ERDD is being completed.

Create for OthersW Cisplay/Edit Claimf Check Status/Delete

ERDD Home

Create Cwn

Expense Reimbursements Direct Deposit on the Web

Please enter the Personnel# of the employee for whom expense reimbursement is being entered; then click on the IOl button
below.

Personnel# |
Continue

Enter the appropriate personnel number

ofl[J'@ Continue

3.2 Expense Report Section

All amounts must be entered in Canadian dollars. (Hint: Use the Foreign Exchange Worksheet)

Submit Access View will not automatically display
GfL, Tax, CostCtr, Order, Fund, CFC, Clim fields, to
display click here.

\

Claim Type (Selctj | Smplyes e Tig ¥ |Default GIL sccts depend on Claim Type Cllck 10 gel oafault GiL aocisY Purpose i changed
Expense Report \

Enter expenses in Canadian funds. A Foreign Exchange calculation Worksheet is provided for convenience. | Ciick for Worksheet |
You can enter Cost Center, Order, Fund, Fund Canter and Assignment on the first line and  Ciek nana to cogy down to unfllizd Inss

Tax Code Summary Talke
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After completing the firzt line, the accounting information can be
Claim Type (Select) [EmployzeflzdTp ¥ |Default GIL accts depend on Claim Type Clck 1o gl dafault BL accis I Purpose ks copied o all lines not contsining accounting information.

Expense Rﬁpu“. . . . . . ) . Thp: If caly 1 or 2 linez will have different coding, complefe these
Enter esspenses in Canadian funds. A Foreign Exchange caboulstion Workshest is provided for convenience. | Sick fr W ] lines first then use the copy funclion
*fou can enter Cost Center, Order, Fund, Fund Center and Assignment on the first line and _Ciick hers to copy down to unfillzd Fhes

Amount (Cdn$) GIL  Tax CostCir Order  Fund FC Cltm Aszsignment
Airfara Travel within Canads | Il saoin|  ER| Il Il Il TRAWEMAL| | |
Atach proofof  Travel to USA from Ontario | Il saooin]  EE) Il Il Il Il TRAWEMAL| | |
pRyment &PM0T 4l cther Airfare I I Travewel | |
Accommedstion O (13%HST) Il (| Trevems| |
PEI, NS, NF. MB {15%HST) Il (| Trevems| |
Al other provinees | teritories | Il 401zl EE| Il Il Il Il TRAWEMAL| | |
USA  ntemstiona | _som| E0[ || I | 00| |
Allowsance Per Diam: In Canada USAlnternational  Press Enter for results
“Taxcodesused  #of Braskfasts |:| €51 ua,r|:| xS1Eu:Ia'3,r [ TRewema|
for Allowsnces  #of Lunches iz 2 Il TRAWEMAL| |
=5 follows: # of Dinners : T ?::;n::::lafcg:tﬁi:: Ameunt coltma Il TRAEMRL| |
EA=InCanads OR U Jaasy | sy [ Trewemr|

ED = USA/Int] 2 of days
#ofkiometers| | x3054km
Rail { Bus Travel within Canads
Travel outside Canada
Public Transit Travel within or outside Canads
Car Rental ON (13%H5T)

TRAEMEL| |
TRAEMRL| |
TRAEMRL| |
TRAVEMEL| |
TRAVEMEL| |

Aftach detsiled  PEI, NS, NF, NB (15%HST) Il Some of the accounting informeation is TRAVEMEL| |
. if required. For example changing the Glim from

ik | TRAVEL to EXP-UTFA or SPECIALL. TRAFEMEL|

Mealz OM [128HET) Il TRAWEMAL| |

Attach detsiled  PEI, NS, NF, NB {15%HST) TRAEMEL |

|
|
|
|
| | .
receipt & contract All other provineas | taritories | ” sutomatically populated but may be ovenwrittan TR.-’.'uLEM:'_l |
|
|
|
|
|
|

itemizad receipts All other provinces / territories Il TRAEMEL| |
USAJ Infernationsl Il TRAEMEL| |

Taxd ON (12%HST) Il s4si0d|  ER| Il [l Il || z=rTRansey| |
PEI, NS, NF, NB {15%HST) || z=rTRansey| |
All other provinces / territaries L Bt e e e e || szR-TRANsRY| |
U5 rersins = o v e

Others | e — I |
| — | I I
Enter# of sddifional lines | | Cleicto Aga Lines

Total Expenses for Reimbursement Click for Sum Use the Cick for Sum link to LFd;ﬂE the total Dfﬂ'nEEq:lEl'E-E

reimbursement claim. This step may be repested as many times as

neaded. The sum is recalculated every time the link is used.
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Complete the following as required:

Required/ Description

Field Name Optional/
Conditional

G/L Account Required A six digit code used to provide detail on the type of financial activity
incurred {e.g. grants, donations and computer supplies). Instructions
on how to create a list of G/Ls and descriptions.

Tax Required Tax code category thatidentifies the applicable tax rate. A list of
frequently used tax codes.

CostCtir Required A five or six digit code that represents an organizational unit or
program and tracks activity on a fiscal year basis. Financial
transactions post to EITHER a Cost Center OR an Internal Order but
NOT both.

Order Required A six digit code that represents an organizational unit or program and

tracks activity on a non-fiscal year basis, i.e. short term or ongoing
basis. Financial transactions post to EITHER a Cost Center OR. an
Internal Order, but NOT both.

Fund Optional A six digit code, starting with “3" or *4” used to record the funding and
spending transactions for financial activity which typically spans more
than 1 fiscal year (e.g. conference and research)

FC Required A six digit code, starting with “17 or *2” used to record the funding and
spending transactions for financial activity reported on a fiscal year
hasis, (e.g. ancillary and principal investigator (P13).

Clim Required Defaulis based on G/L Account and ggn he gvenyritten. An alphabetic
code used to (1) group similar G/L Accounts for summary reporting
purposes (e.q. Supplies) and (2) segregate budget dollars for special
purpose spending (i.e. EXP-UTFA and SPECIALS within a Funds
Center or Fund).

‘p When using the “Others” expense category, ensure the
comm itm ent item field is blank before entering a G/L account.

Note: If the "Others”GI/L account is changed after the "Click to Sum”
button has been used, the commitment item will NOT be updated
unless the Cltm field is blank.

Assignment Optional A text field that can be used to track and report on line item postings. If
left blank, this field will populate in FIS with the ERDD audit number.
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4. Cancel, Save, Print or Submit/Postthe ERDD Web form

After completing some or all of the information on the ERDD Web form, the following options are available

to those with Submit access:

Cancel | Save, can come backto this later | Formatted Print | POF Print | Submitto Business Office for Payment

Posting access options are the same, with the exception of the

Postto Fl button:

Action

Cancel

Description

Delete all financial information from the ERDD Web form.
@ This does not delete a previously saved ERDD web form.

Save, can come back to this later |

Saves the currentinformation so that changes may be made to the
documentat a later date. The next screen requires a name for the
document. Use an appropriate name for the claim as there is no
further opportunity to make changes once saved.

Expense Reimbursements Direct Deposit on the Web

r ERDD Claim Form and click on the button below
displaying a list of all your claims

Please enter a NAME for yo
This name
(maximum 20 charac

ERDD Claim Form Name:|

Click Continue

,

Your claim for Expense Reimbursement has been saved

You can continue to make changes on this claim form by clicking the [SfJi{liIff3 button below
OR you can perform any other processing by clicking on the tabs above

You can make changes to this claim form in the future by clicking on the SIEIIENISINSIE] tab

The ERDD Audit # is 2009006331
ERDD Claim Form Name: DIMITRIADIS UTSC4/09

Record the system generated ERDD Audit #

Formatted Print

Prints the form to a printer as a hard copy. Ensure that all changes
are “Saved” prior to printing to ensure that the most current version
is printed.

Note: A hard copy of the completed and signed form is required by
University policy. Receipts and other documentation should be
attached to this copy. This copy is used for the document approval
process.
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PDF Print

The soft copy PDF document may be used for e-mail, as well as
saved to a local file.

Submitto Business Office for Payment

Returns the following screen and forwards the ERDD to the
“Business Officer” for further processing as follows:

The audit number can be used to determine

whether a claim has been posted to AMS.

ERDD Home

Expense Reimbursements Direc

Create for Others Check Status/Delete

Deposit on the Web

Your claim for Expense Reimbursement has been submitted

Please print your ERDD claim.
Then give the printed copy to your §

Mske siite reselnts ate altached. Display the claim after submitting. Only

users with Post authorization may make
changes after submitting.

The ERDD Audit # is 2011010429

To avoid delays in processing the claim, ensure that the printed

ERDD form, along with the appropriate back up documentation is
forwarded to the Business Office for processing.

Postto Fl ‘

(Only available to users with
Posting authorization)

Post the ERDD transaction to FIS.

@ All appropriate authorizations must be obtained prior to posting
the transaction and a reminder message will appear:

x|
2 ) Has this been authorized by the Chair/Department Head?

Click "Cancel' if authorization(s) is missing or "OK” to post
the document to FIS.

Record the system generated FIS document document
number on the printed and signed copy of the form.
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Display/Edit Claimlf Check Status/Delete

Expense Reimbursements Direct Deposit on the Web
Post Expense Reimbursement

Document 2350109094 was posted in company
Click “°""nu€ ‘g view and/or print the
completed/posted Expense Report.

The ERDD Audit # is 2009006322
ERDD Claim Form Name: DIMITRIAR

All printed copies of the ERDD Web form must be filed with the supporting documentation in accordance with the
University of Toronto File plan.

Appendix 1:

If processing a claim is for a casual employee and a Vendor# not found for Personnel# message is received,
a vendor number must be created for the employee. The vendor number must be created through the ERDD
transaction in AMS before the claim can be posted. This vendor number creation process only needs to be
completed once.

ERDD Menu Path:
Accounting = Financial Accounting - Accounts Payable > Document entry > Employee Expense
Reimbursement D.D.

Transaction code: ZERO1

Enter the ERDD transaction.
Enter the employee personnel number in the Personnel no. field.

Click & CreatefUpdate Vendor

The system will generate and populate the Vendor field for the employee.
Return to the ERDD on the web window.

Click Postto FI

o g rw NRE

| to complete the transaction.
Note:

The ERDD on the web transaction is posted as a regun ERDD transaction and therefore will be subject to the
same parameters; i.e. $10,000 limit for appointed employees or $5,000 limit for non-appointed employees and e-
mail notification when the funds are released for payment.

Reference Guides:

ERDD on the Web: Check Status, View, Edit or Delete Saved Document:
http://www.finance.utoronto.ca/Assets/Finance+Digital+Assets/qrg/ap/erddwebedit. pdf

ERDD on the Web: Using the Foreign Exchange W orksheet:
http://www.finance.utoronto.ca/Assets/Finance+Digital+Assets/qrg/ap/erddwebfx.pdf
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