
To process claims for one of the following: 

Background Information 
The following 3 links provide background information that may be useful for processing your 
on-line travel claim. 

1. Travel (Conference and meeting travel) for eligible and non-eligible expenses go to:  

https://policiesonline.ualberta.ca/PoliciesProcedures/Procedures/Travel-Expense-Procedure-Appendix-
A-Schedule-of-Allowable-Expenses.pdf 

2. Expense (example: books) for eligible and non-eligible expenses go to:  

https://policiesonline.ualberta.ca/PoliciesProcedures/Procedures/Travel-Expense-Procedure-Appendix-
A-Schedule-of-Allowable-Expenses.pdf 

3. Professional Expense ($1400 per year) for eligible and non-eligible expenses go to:  

http://www.hrs.ualberta.ca/en/Learning/Funding/PER/EligibleExpenses.aspx 

Travel Claim 

To process your travel claim  

Go to: 

www.financial.ualberta.ca/ 

Add:  CCID and password 

Choose:   People soft financials 

Select: Create Expense claim 

Your ID will appear 

Select:  Add 
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Select one of the following: 

• Travel 
• Expense( all non-travel, example: books) 
• Professional expense($1400 per year – this amount is renewed July 1 of each year. Unused 

amounts accumulate) 

After you have chosen one of the above you will see a list of expenses.  You can check off the ones you 
will be claiming using the checkbox. 

Choose : Ok 

Description field:  Add the name of the city you went to and the date you went. For Professional 
Expense add: PER 

Details:   This is where you add the name of the conference and the dates. 

Accounting default:  This is where you add your speed code.  For Professional Expense there is no 
speed code to add.   

Listing your expenses:  For each individual receipt you will add the date that is on the receipt, 
type, amount, currency and description.   For parking, meals and ground transportation you let it 
populate the GST.  All others you choose GST from receipt.  If it does not say GST on the receipt you 
leave the GST amount blank.   

If you have more expenses than you have chosen, use the Add button to give you a line for a 

separate expense.  To add a second speed code, go to the far right on the claim and choose the 
magnifying glass.  This gives you a box to add a second speed code.   

If you don’t have time to complete your claim because you have questions, you can save it and then use 

modify to go back to it at a later time. It is important to Save, otherwise all of your data are lost. 

When you have completed adding all the expenses, choose Save and Submit and OK 

Print claim and bring in your original receipts to Debbie for processing.   

**Note:  Expense reimbursement for visiting speakers, an d non employees (i.e) undergrad student 
need to complete a non -employee expense claim form which is located on the Psychology website 
under resources. 

 


