FONDATION E—
PIERRE ELLIOTT
TRUDEAU T
FOUNDATION

How to Submit an Expense Claim

Easy step-by-step manual

For assistance, please e-mail :


mailto:support@trudeaufoundation.ca

IMPORTANT — Use Google Chrome as your internet browser for best results in the portal.

1. After logging into the portal, find the “Rapports/Reports” header in the left hand menu.
2. Click on “A recevoir/Due”
3. A list of your current reports will display.

FONDATION L
PIERRE ELLIOTT
TRUDEAU I
INFORMATION FOUNDATION
Bienvenue / Welcome
COORDONNEES / CONTACTS Bienvenue sur le portail de candidature et de nomination
& Portal

€ Mes renseignements / My Information
$'il s'agit de votre premiére visite, veuillez cliquer sur « Coordonnées / Contacts » dans la partie gauche pour mettre & jour vos coordonnées.

SOUMISSIONS / SUBMISSIONS
Ebauche / Draft
A modifier / To edit
A rexamen / Under Review
Soumission Passé / Past Submissions

If this is your first time logging in, please click on “Coordonnées / Contacts” on the left to update your contact information.

Si vous avez besoin d’aide, veuillez communiguer avec assistance@fondationtrudeau.ca
For assistancs, contact suppont@trudeaufoundation.ca

Concours de bourses d'études doctorales 2019
2019 Doctoral Scholarship Competition

Date limite - 22 février 2019 a 23h59 (HNP)
Deadline: February 22, 2019 at 11:59 (PST)

FINANCEMENT / AWARDS
En oours / Active
Solde des dépenses / Active
BExpenses

Eochu / Closed

RAPPORTS / REPORTS

A recevoir / Due
Soumis / Submitted

PAIEMENTS / PAYMENTS
Prévus/ Scheduled
Payés / Paid

Instructions frangaises

A partir de ce portail, vous pouvez...
« Soumettrs une candidaturs;

Mattre a jour vos coordonnéss;

Suivrs e traitsment de vos demandes;

Consultsr votre boursa/prix de recherche/mentorat en cours &t Jes dates de ramiss dss rapports;
Transmettra das rapports;

Suivra le paisment de votre boursa/prix da recharche/mentorat

Comment utiliser le potrail
En cliquant sur chacune des sous-sections dans le manu da gauche, vous pouvez accéder 2 ca qui suit:
Information

Bienvenus / Welcome
Renssignements généraux sur I'utilisation du portail Fluxx.

Coordonnées / Contacts ]




4. Choose the expense report that is due next to open it.

== Search Edit |'3,

) DEMANDE DE REMBOURSEMENT / EXPENSE CLAIM
Demande de remboursement / Expense claim FONDATION PIERRE ELLIOTT TRUDEAU FOUNDATION
Test ScholarApplicant | Test University

(D /Due: 6/30/2019)

State: New
INFORMATION
Bi e /Wi Nom / Name: Test ScholarApplicant
. . /30/2019
COORDONNEES / CONTACTS Da/Due: 20
© Mes renseignements / My Information
SOUMISSIONS / SUBMISSIONS ¥ English Instructions
Ebauche / Draft
Available hers
A modifier / To edit
A I'examen / Under Review = X B
Politique sur les déplacements (directives)
Soumission Passé / Past Submissions
Comment soumettre une demande de remboursement.
FINANOEMENT / AWARDS Formulaires de remboursements
En ocours / Active Rapport de dépanses 2018
Solde des dépenses / Active
BExpenses Accords de financement

Directives pour les lauréats 2015
Directives pour les lauréats 2014
Directives pour las lauréats 2013

Eohu / Olosed

RAPPORTS 7/ REPORTS

A recevoir / Due

= Du 1% septembre au 8 décembra 2017, sauls les documents en format PDF seront acceptés.
Soumis / Submitted

PAIEMENTS / PAYMENTS
Prévus/ Scheduled
Payés / Paid

Documents ®

Travel Policy (Directives)

How to submit a request for reimbursement.
How to complete the Excel shest for my expenss claim

Expense claim forms
Expense Report 2018

Funding agreement

Guidelines for 2015 fellows
Guidslines for 2014 fellows
Guidslines for 2013 fellows




5. Click on the expense report template in either French or English.
6.  An excel form will download and appear in the bottom left of your screen.

T

INFORMATION

Bienvenue / Welcome

COORDONNEES / CONTACTS

© Mes renseignements / My information

SOUMISSIONS / SUBMISSIONS
Ebauche / Draft
A modifier / To edit
A 'examen / Under Review
Soumission Passé / Past Submissions

FINANCEMENT / AWARDS
En cours / Active

Solde des dépenses / Active
BExpenses

Eohu / Closed

RAPPORTS 7/ REPORTS
A recevoir / Due
Soumis / Submitted

PAIEMENTS / PAYMENTS
Prévus/ Scheduled
Payés / Paid

Expense report Ra...xlsx

Search

Demande de remboursement / Expense claim

Test ScholarA | Test University
(D /Due: 6/30/2019)
State: New

1-10f1

DEMANDE DE REMBOURSEMENT / EXPENSE CLAIM
FONDATION PIERRE ELLIOTT TRUDEAU FOUNDATION

Nom / Name: Test ScholarApplicant

DG/ Due: 6/30/2018

¥ English Instructions

Available hera

Politique sur les déplacements (directives)
Comment soumetire une demande de remboursement.
Formulaires de remboursements

Rapport de dépenses 2018

Accords de financement

Diractives pour les lauréats 2015
Directives pour les lauréats 2014
Directives pour les lauréats 2013

Du 1% septembre au 8 décembra 2017, sauls les documents en format PDF seront acceptss.

Documents

Travel Policy (Directives)

How to submit a request for reimbursement.
How to complete the Excel sheat for my expense claim

Expense claim forms
Expenss Report 2018

Funding agreement

Guidslines for 2015 fellows
Guidslines for 2014 fellows
Guidelines for 2013 fellows

Edit

Soumetire / Submit

Show all

i}

X




7. Click on the downloaded excel file and it will open as below.
8. Complete the form and save it to your computer in a place you will be able to locate it.

Table Tools Expense report Rapport de dépenses 2018.xlsx - Excel
File Home Insert Draw Page Layout Formulas Data Review View Help Acrobat Design £ Tell me what you want to do

S

Llj & Cut Calibri ~|8 ~ |REAR A = = = v ?E) Wrap Text General hd ﬁ @ Normal

pate B Copy - Conditional Format as

z o ) B I U~ - & A- == = = = B#H $ - % 9 % 38 Formatting~  Table ~
< Format Painter
Clipboard [F] Font 1] Alignment ] Number 1]
F10 o S
A B | C | D | E F G H | J K
1 The Pierre Elliott Trudeau Foundation / La Fondation Pierre Elliott Trudeau
2 Expense Report / Rapport de dépense T
3 Nom: Signature :
4 |Date: Approuved by / Approuveé par :
5 [PIP or Research / PIP ou Recherche : Date of approuval / Date d'approbation :
6 [Country/ Pays: 0 ota A
7 Description : b-tota Prepaid ota
8 For accounting only/i\ I'usage de la comptabilité
0 of the d
9 éro de facture Date pe de dépense Descriptio devise d'origine Devise du jo otal CAD Ezpenses summary / Sommaire des dépense
10 1 v - s A fare ! Billets d'avion $
11 2 - S Train fare ¢ Billets de train $
12 3 - 5 Tasifare ! Frais de Tasi -8
13 4 - S Frais d $
14 5 - S Personnal car ¢ Voiture personnelle S
15 6 - S Rental car f Location de voiture $
16 7 - S Travelinsurance { Assurances voyage o 53
17 8 - $ Per diem $
18 9 - $ Accomodation { Hébergememt - %
19 10 - $ Dependant care ! Frais de garde $
20 11 S i iption ¢ Frais d - 3
21 12 - S Language training fees ! Frais de formation linguistique $
22 13 - S Conference fees ¢ Frais de conférence - 8
23 14 - s Others  Autres 3
24 15 = 5 Total -8
25 16 = (IS
26 17 - s
27 18 = 'e
28 19 - =
29 20 = §
30 21 -8
31 2 = §
32 23 = G

7 ‘ Event 1 ©)



9. Once you have completed and saved the excel file, return to the portal..

10. Make sure all of your receipts are scanned as PDF files.
11. Find the “Documents” box and click on the Gree(+)

IMPORTANT — All receipts must be in PDF format.

f— Search Edit [:

DEMANDE DE REMBOURSEMENT / EXPENSE CLAIM

s deteminurscment [Exspetse clamn FONDATION PIERRE ELLIOTT TRUDEAU FOUNDATION

Test ScholarApplicant | Test University
(Di /Due: 6/30/2019)

State: New
INFORMATION
Bienvenue / Welcome Nom / Name: Test ScholarApplicant
COORDONNEES / CONTACTS DR/ Due: st
€ Mes renseignements / My Information
SOUMISSIONS / SUBMISSIONS ¥ English Instructions
Ebauche / Draft
Available here
A modifier / To edit
A 'examen / Under Review 2 s o
Politique sur les déplacements (directives)
Soumission Pazsé / Past Submissions
Comment soumetire une demande de remboursement
FINANCEMENT / AWARDS Formulaires de remboursements
En cours / Active Rapport de dépenses 2018
Solde dos dépenses / Active
Expenses Accords de financement
Eohu/ Directives pour les lauréats 2015
Diractives pour les lauréats 2014
Dirsctives pour les lauréats 2013
RAPPORTS / REPORTS
A recevoir / Due
ey ; Du 1% septembre au 8 décambra 2017, seuls les documents en format PDF seront acceptés.
umis / Submitted
PAIEMENTS / PAYMENTS Documents
Prévus/ Scheduled
Payés / Paid
Travel Policy (Directives)
How to submit a requaest for reimbursement.
How to complets the Excel shest for my expsnss claim
Expense claim forms
Expenss Rsport 2018
Funding agreement
Guidelines for 2015 fellows
Guidslines for 2014 fellows
Guidelines for 2013 fellows
From 1 September to 8 December 2017, only documents in PDF format will be acceptad. _

1-10of1 Soumettre / Submit




Drag your receipts and the saved excel file from the location you saved them onto the text that says “Drag Files Here”.
Click “Start Upload”.

Upload files
Select or drag files then start upload

Filename

Drag files here.




14.

When all files show a status of 100%, you can click the X to close the documents box.

Upload files
Select or drag files then start upload

Filename

Expense report Rapport de| Format électronique des publications / Elect ¥ |
dépenses 2018.xlsx

Upload Complete!

Size Status

30 KB 100%




15. 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

T

INFORMATION
Bienvenue / Welcome

COORDONNEES / CONTACTS

© Mes renssignements / My Information

SOUMISSIONS / SUBMISSIONS
Ebauche / Draft
A modifier / To edit
A I'examen / Under Review
Soumission Passé / Past Submissions

FINANCEMENT / AWARDS
En cours / Active

Solde des dépenses / Active
Expenses

Echu / Closed

RAPPORTS / REPORTS
A recevoir / Due

Soumis / Submitted

PAIEMENTS / PAYMENTS
Prévus/ Scheduled
Payés / Paid

Search

Demande de remboursement / Expense claim
Test ScholarApplicant | Test University

(Da /Due: 6/30/2019)

State: New

Edit

Funding agreement

Guidelines for 2015 fellows
Guidslines for 2014 fellows
Guidslines for 2013 fellows

From 1 Saptember to 8 December 2017, only documents in PDF format will be accepted.

Generate PDF Snapshot

Documents B®

EI Expenss report Rapport de dépanses 2018.xlsx

Format § que des I verslons of
Adosa by Partner Admin &t 5:01 PM on June 11, 2010

J'atteste que les renseignements fournis sont @ ma connaissance vérdiques, exacts st complats.

Je confirme que j'ai encouru cas dépensas, qu'alias sont conformes aux politiques de la Fondation st qu'alles n'ont pas &1 remboursées par un
tiers.

Je m'angags & consarver toutes les pidcss justificatives originales appuyant ma demands ds reamboursemant pendant uns périods d’au moins six
ans afin de las soumettra pour fins d’axamen de |a part dss instances gouvernementalss ou de la Fondation Pierrs Elliott Trudeau. De tellss

piécas, sans g’y limitar, comprannent les regus, iss factures, les cartes d’'embarquemant, les copies de chéques et les relevds bancaires ou de
cartes de crédit.

| certify that the information provided is trus, correct and complsts to the best of my knowledge.

1 heraby cartify | have incurred thess expenditures, that they are in compliance with Foundation policies and that | have not asked that they be
reimbursad by a third party.

| undertaks to retain all original documentation supporting my request for reimbursement for a pariod of at least six years in the event that | am
askad to submit it to government authoritiss or to the Pierre Elliott Trudeau Foundation for review. Such documents, without limitation, include
raceipts, invoices, boarding passas, copies of chequss, and bank or credit card statements.

A J'accspts / | agres must be checkad
A Signaturs is required

J'accepte / | agree:

Signature:

i



15.
b. Then scroll down to the bottom to the signature section.
C. Click the checkbox and type your name to sign.

16. Once you have signed, click “Save”.

J'attaste que les ranseignements fournis sont 2 ma connaissance véridiques, exacts et complats.

Ja confirma que J"al ancouru ces dépansas, qu’elies sont conformas aux politiquas ds la Fondation et gu’ellas n’ont pas &té rambourséas par
un tiers.

Je m’engage 2 conserver toutas las pigcas justificatives onginales appuyant ma demands de remboursament paendant une péricds d’au moins
six ans afin de les soumattre pour fins d'examen de ia part des instances gouvernementales ou de la Fondation Piarre Elliott Trudeau. De telles
pidceas, sans s'y imiter, comprannent les regus, les factures, les cartas d'embarguement, les copies de chéques at les relevés bancaires ou de
cartes de cradit.

| cortify that the information provided is truse, correct and complate to the best of my knowiedgs.

| haraby certify | have incurred thess expendituras, that thay are in compliancs with Foundation policies and that | have not asked that they be
reimbursed by a third party.

I undartake to retain all original documentation supporting ny requast for reimbursemant for a pariod of at least six years in the event that | am
asked to submit it to government authorities or to the Pierrs Elliott Trudeau Foundation for review. Such documents, without limitation, include
racaipts, invoices, boarding passes, copies of cheques, and bank or credit card statements.

A Jaccopte /| agres must be checked
A\ Signaturs is required

) J'accepte / | agres

Signature

Cancel Il r' ’ Save II



17. Finally, click “Submit” to send your expense claim to the Foundation.

INFORMATION
Bienvenue / Welcome

COORDONNEES / CONTACTS

€ Mos renssignements / My Information

SOUMISSIONS / SUBMISSIONS
Ebauche / Draft
A modifier / To edit

A 'examen / Under Review

Soumission Passé / Past Submissions

FINANCEMENT / AWARDS
En cours / Active

Solde des dépenses / Active
Bxpenses

Echu / Closed

RAPPORTS / REPORTS
A recevoir / Due
Soumis / Submittad

PAIEMENTS / PAYMENTS
Prévus/ Soheduled
Payés / Pad

Search.

Demande de remboursement / Expense claim

Test P | Test Uni y
(D /Due: 6/30/2019)
State: New

1-10f1

Edit

DIV LU S B I TYUTOL IS DI S D

How to complsts the Excel shest for my expense claim

Expense claim forms
Expense Report 2018

Funding agreement

Guidelines for 2015 fellows
Guidelines for 2014 fellows
Guidelines for 2013 fellows

From 1 Saptember to 8 Dacember 2017, only documents in PDF format will be accepted.

Documents ®

Jatteste que les renssignements fournis sont 2 ma connaissance véridiques, exacts et complats.

Ja confirme que j'ai encouru ces dépensss, qu'slies sont conformes aux politiques de la Fondation st qu'slles n'ont pas 416 rembourséas par un
tiers.

Je m'engage & consarver toutss les pigcss justificatives originales appuyant ma demands de ramboursement pendant une périods d’au moins six
ans afin de les soumettrs pour fins d’examen de |a part des instances gouvernementales ou ds la Fondation Pierra Elliott Trudeau. De telles

pidcas, sans s’y limiter, comprannent les regus, les factures, les cartes d’embarquement, les copies ds chaques ot las relevés bancairss ou de
cartes de crédit.

1 certify that the information provided is trus, correct and complats to the best of my knowiedge.

1 heraby cartify | have incurred thess expenditures, that thay are in compliancs with Foundation policiss and that | have not asked that they be
reimbursed by a third party.

1 undertaks to retain all original documentation supporting my request for reimbursemant for a period of at least six ysars in the event that | am
askad to submit it to government authoritias or to the Pierre Elliott Trudeau Foundation for review. Such documents, without limitation, include
raceipts, invoices, boarding passas, copiss of chequas, and bank or credit card statements.

A J'accapts / | agree must be checkad
A Signature is required

J'accepte / | agree:

Signature:

Soumettre / Submit

=





