'\v FLEMING

EXPENSE FORM SUBMISSION INSTRUCTIONS
Employee Learning & Development — Tuition Reimbursement

Upon successful completion of each semester of study, the Tuition Reimbursement —
Expense Form and supporting documentation must be submitted via the Expense

Module in PeopleSoft.

Approved reimbursementrequests will be deposited directly into the same bank account
as your regular pay.

1. Navigate to Evolve - My Self-Serve - Travel and Expenses - Expense
Reports 2> My Expense Reports
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found on the Help tab.
Absence Totals - View current and past absence totals.

. . Did you know?
Careers - Careers Fluid for internal employee

The Help page contains useful information on printing from Evolve, setting up your

Course Cutlines
favourites, navigating, and how to contact Infermation Technology Services (ITS).

Lo " Mo L o ool

NavBar: Navigator

Fluid Forms

L s
‘ @ ‘ My Self Service

General Ledger
Recent Places g Time Reporting

| ¢ ‘ Travel and Expenses ‘ @« | Expense Reports

My Expense Reports

" Expense Reports

Payroll and Compensation

Navigator

My Links

E HR Reports

MAPS - Academic Planning

Manager Self Service

My Self Service

Payroll for North America

Purchasing

Records and Enroliment

Recruiting

Benefits

Learning and Development

Recruiting

Career Planning

Travel and Expenses

Student Center

Travel Authorizations

User Preferences

Review/Edit Profile

Delete Expense Report

Expense Report History

Employee Learning & Development

Tuition Reimbursement — Expense Form Submission Instructions

Page 1 of 6




2. Clickon “Create Expense Report”
< Home My Expense Reports N P @

Human Resources Main

Returned 0

Not Submitted

Not Submitted
There are currently no Expense Reports with this status

Awaiting Approval (]

Create Expense Report
Pending Payment 0
View All 0

3. Complete the information in the following fields:

< My Expense Reports Expense Report CATIAL

S

Report NEXT

General Information

Business Purpose = General Travel & Expense v & Attach Receipt N

*Description
& Accounting Defaults >
“Default Location Q

Creation Date 02/27/2023 | NN

Updated on 02/27/2023

Reference Q

Expense Details

Expense Report
Action

e Business Purpose: Leave as “General Travel & Expense”.
e Description: Type “Tuition Reimbursement”.

e Default Location: Click on the magnifying glassq and selectthe campus
where you work, or primary location your job is affiliated with.
1. Sutherland Campus
2. Frost Campus
3. Cobourg Campus
4. Haliburton Campus

e Expense Report Action: Use the drop-down menu to select “Add Expense
Lines”.
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4. Complete the information in the following fields:

@

< Expense Report Expense Entry ﬁh ﬂ
Tuition Reimbursement | [#] Review and Submit
Last Saved 02/27/2023 1:04PM
Total (1 ltem) 0.00 CAD Tuition Reimbursement - 02/27/2023
|T| ‘ ™ | v |_| “Date 0212712023
Add Detete Filter Mare “Expense Type |Tuition Reimbursement Q]
= Monday, February 27, 2023
. . 2
Tuition Reimbursement 0.00 “Description
CAD y

Payment Details
*Payment = Out of Pockst «
*Amount | 0.00 cAD Q
Calculated VAT

Override VAT

Additional Information

*Billing Type | Internal

@& Altach Receipt (Required) b Mo Receipts >
|2 Accounting 1
Ef Receipt Spit
Exceptions
Personal Expense | No
No Receipt | No
No VAT Receipt | No

e Date: Click on the calendar == and inputtoday’s date.

e Expense Type: Click on the magnifying glass Q. and search for “Tuition
Reimbursement’.

e Description: Include a description of whatthe reimbursementrequestis for.

Please include information on the semester of study and whatcourse(s) were

completed.
e Payment: Leave this as “Out of Pocket”

e Amount: Include the amountyou’re requesting to have reimbursed. This

amountwould have been determined on your Program Application. Employees

are eligible to receive a maximum of 50% reimbursement.

e Attach Receipts: Yourexpense report mustinclude the following attachments:

o A completed “Tuition Reimbursement— Expense Form”
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o Afee breakdown issued by the institution
o Proof of payment
o Proof of successful course completion

e Exceptions: Leave all as “Off”

5. Click “Review and Submit”

< Expense Report Expense Entry

Tuition Reimbursement| # |

Total (1 ltem) 0.00 CAD Tuition Reimbursement - 02/27/2023
|T| |?| v |_| “Date | 02/27/2023
Add Delete ERieg =0 *Expense Type |Tuition Reimbursement Q.I
= Monday, February 27, 2023
. . B
Tuition Reimbursement 0.00 *Description
CAD 4

Payment Details
*Payment = Out of Pocket v
“Amount  0.00 cAD Q
Calculated VAT
Override VAT
Additional Information

“Billing Type  Internal ~

& Attach Receipt (Required) b Mo Receipls >

6. Review the summary of your submission. If you need to make changes, clickon
“Update Details”. If the information looks correct, click “Submit”.

< Expense Entry Expense Summary o O

| Update Details
d dve - v

Tuition Reimburﬁement| [#

] et
Expense Report Summary Approval Status
Total (1 Item) 483.63 CAD Report 1D 0000000903 Pending
Due to Employee 483.63 CAD

Additional Information

i), View Analytics 3
E Notes »
;:- View Printable Report 5
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7. Yourexpense report has now been submitted and will go through the necessary
levels of approval. During the review process, you will receive an email letting
you know the outcome.

If your submission requires editing (i.e.: changes to information in the report,
additional supporting documentation is needed, etc.), you will receive an email
that looks like this:

The following expense report has been sent back for revision:

Employee 1D: |
Employee Name: |
Submission Date: 2023-02-15

Report Description: Tuition Reimbursement
Report ID: |
Business Purpose: General Travel & Expense
Total Amount: 483.63 CAD

Reimbursement Amount: 483.63 CAD
You can navigate directly to the page for more information by clicking the link below:

https://intranet.flemingc.on.ca/psp/FPPRD/EMPLOYEE/ERP/c/EX ADMIN EXPENSE FL.EX EXP SHEET FL.GBL?
Page=EX SHEET SUM FL&Action=U&SHEET ID=0000000849& Process|D=ERApproval&TRANSFER TO EX=5

Follow the link to go back into Evolve, make the necessary updates, and
resubmit your expense report. There will be more information in Evolve letting
you know why your submission was sentback to you and what edits need to be
made.

If your submission is approved, you will receive an email that looks like this:

The following expense report has been approved for payment:

Employee ID: |
Employee Name: |
Submission Date: 2023-02-15

Report Description: Tuition Reimbursement
Report ID: |
Business Purpose: General Travel & Expense
Total Amount: 483.63 CAD

Reimbursement Amount: 483.63 CAD
You can navigate directly to the page for more information by clicking the link below:

https://intranet.flemingc.on.ca/psp/FPPRD/EMPLOYEE/ERP/c/EX ADMIN EXPENSE FL.EX EXP SHEET FLGBL?
Page=EX SHEET SUM FLEAction=U&SHEET ID=0000000849& ProcessID=ERApproval&TRAMNSFER TO EX=5
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8. When the expense report is paid out, you will receive another email notification
with a receipt. Yourreimbursementwill be deposited into the same bank account
as your regular pay.

Name |
Employee ID |

Payment Amount (483.63 CAD
Payment Date February 23, 2023
Payment Method |EFT

Bank Name

Bank Account FREXRARRAAKK 1234

Expense Report ID | Amount Description

_ 483.63 CAD |Tuition Reimbursement

Expense Reports

The Payment Date listed above reflects the date the payment was transmitted.

Please reach outto PD@flemingcollege.ca if you need more information or assistance.
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