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To: Employee’s who have a Travel Advance Outstajndin
[Memo emailed to ECS Contacts & posted at the EG®&iPage]

From: Glenn White, Manager, Revenue Control
Date: July 26", 2011
Subject: Expense Claimsinvolving a Travel Advance arenow cleared using ECS

ECS (Expense Claim System) now allows a Claimanotdar an outstanding Travel Advance within the
ECS system. While Travel Advances are rarely dswhere the conditions warrant and an advance has
been issued, the advance can now be cleared uSiSgMaen recording all the expenses related to the
outstanding advance.

All employees completing a Travel Claim, that ird#s an outstanding Advance, mostv use ECS to
complete their expense claim — rather than usiagttidated excel form.

We believe that you will find this new feature eagd follow, than the outdated excel form, and EQ&w~s
a user or Department Contact to query on outstgnatiivances, by using the Advances Tab. We expatt th
all expense claims that involve an advance wiligraion to ECS by the end of the summer.

Note; the process to request a Travel Advance bashanged; print off the manual form availablet@ t
Travel / Expense Claim website and complete wighassistance of your departmental travel contact.

If you have a Travel Advance outstanding or recently submitted a Travel Advance request; when
preparing your expense claim; you must clear your travel advance via ECS by following the steps
below:

How to Submit a Travel / Expense Claim that involvesa Travel Advance

1. Log onto ECS using your Central Login ID and pagsiwo

2. Select the Claims tab and click on the “Add New &nge Claim” or Edit an already existing claim
3. Note - If there is an Advance outstanding, a systessage will pop-up notifying you that an
advance is available to be cleared.

Select the advance to be cleared from the drop doemu.

If you select an Advance by mistake, you can easibelect it as well.

Continue to fill out the claim as you would nornyalbave Validate& select Final Submission

Print off your travel claim by clicking on the PDdon. Verify that the Advance that you are clearing
is displayed on the PDF Cover Page for your Tralzm.

Follow the normal steps to complete the claim; Gedoessary approvals, attach receipts, and then
submit to Revenue Control
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For a complete list of Travel and Business Expémgemation and links, please refer to the
Travel / Expense page at: http://www.fin.uogue ph.ca/departments-ser vices/r evenue-contr ol /tr avel expense-claims

For any questions; please email the ECS suppart @a&cs@uoguelph.ca. Alternatively you can call Gabi
Matteis @ 52840, Charin Rivet @ 52866, Glenn W@t&2863 or Guillaume Girouard @ 53996.
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