Easy step by step manual
How to submit an expense claim

IMPORTANT — Always use CHROME as your internet navigator to have the best results with the portal.

On the left side, you have several tabs
Under the “Rapports/Reports” tabs
Find “A recevoir/Due”

Then you will find the following:
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5. This page will appear once you click on one of the expense claims
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6. You will need to choose one of the links in blue
and

7. An Excel sheet will appear on the left bottom corner
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8. Click on it and you will have this Excel sheet/Expense claim that you will be able to complete and SAVE in your computer
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9. You will then return in your portal and attach this Excel sheet by clicking on the green “+” sign in the box DOCUMENTS

10. You will then take each invoice, tape them on a white sheet by chronological order and scan this sheet. Don’t forget to SAVE it in your
computer.

11. You will then add this sheet the same way you added the Excel sheet, “+” in the box DOCUMENTS
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12. To be able to submit your expense claim you will need to “agree” and “sign” the form.
a. To do so, you will need to press on “EDIT” on the top of the page
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Then scroll down to click on the agree box and type your name for your signature
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a. Then press “SAVE”
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Once you have done all that you are ready to SUBMIT your expense claim
13. SUBMIT button can be found on the Top RIGHT side of your portal
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Should you have further questions regarding the portal, please do not hesitate to contact me (Catalina Chew) at support@trudeaufoundation.ca.
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