
Accounts Payable Processing 
Part 2

Course 3  in Standard Curriculum

Expense Reimbursements



Learning Objectives
o Understand what are Expense 

Reimbursements
o Understand the methods used to process 

Expense Reimbursements
o Process Expense Reimbursements for 

Employees
o Process Expense Reimbursements for non-

Employees 

Link to Course Material

https://finance.utoronto.ca/course-3-accounts-payable-processing-part-2-expense-reimbursements/


Housekeeping – 
All FIS Courses and Workshops

Expectations for FIS Courses:

• Must be able to complete all assigned exercises in SAP Concur. 

• If you are having technical issues, and cannot complete the 
exercises in class, you have 1 week to complete them. If 
extensions are necessary, please contact me.

• The instructor will review all exercises. 

• Must attend most of the class. If you miss 20 minutes or more of 
class you will not be eligible for course credit.  

All FIS courses are recorded and will receive a copy of the recording 
for their record.



Reimbursements - Definition and Scope
Reimbursements refer to payments to individuals for out-of-pockets costs 
they have incurred while doing business on behalf of the University. 

The individual could be an:

• Employee

• Student

• Visitor (e.g. guest speaker)

• Anyone else who incurred a legitimate expense

Learn more in the 
GTFM Policy

External service providers, such as consultants are excluded from 
receiving reimbursement since they have a contract/agreement that is 
typically inclusive of all expenses related to the advisory services they 
provide. 

Visit the Procurement Services website to learn more.

https://finance.utoronto.ca/policies/gtfm/travel-and-other-reimbursable-expenses/
https://finance.utoronto.ca/policies/gtfm/travel-and-other-reimbursable-expenses/
https://www.procurement.utoronto.ca/about-procurement/consulting-services


Methods of Payment

Claimants pay for expenses using the following options:

• Personal funds/credit cards

• UofT Travel & Hospitality Card

• Cash Advance

Regardless of the method of payment, claimants are expected 
to submit original receipts and supporting documentation.

Check out the Expense Reimbursement Checklist for a summary of 
required receipts and supporting documentation.

https://finance.utoronto.ca/expense-reimbursement-checklist-template/


Processing Expense Reimbursements
Processing reimbursements differs based on:

• whether or not the claimant is an ACTIVE employee. 

• the currency the claim is to be issued. 

Based on these factors, the reimbursements can either be issued via 
cheque OR direct deposit. 

Who can receive the reimbursement through direct deposit?

Reimbursing claimants through a direct deposit is only available for staff (appointed 
or casual) of the University who would like to be reimbursed in CAD. 

All other reimbursements would be via cheque/draft or in rare situations, wire 
transfers. Read this article to learn more about wire transfers.

https://finance.utoronto.ca/knowledgecentre/outgoing-wire-transfers/
https://finance.utoronto.ca/knowledgecentre/outgoing-wire-transfers/


How can you Process Expense Reimbursements?

There are two applications that can be used to process expense 
reimbursements:

• FIS (Used to process student claims and employees in non-CAD)

• Concur 

NOTE: In some circumstances, a wire transfer may be the only option. 
Please see the table for more information.

Learn more about Expense Reimbursements on 
the Documentation & Support page 

https://finance.utoronto.ca/fast/support-documentation/financial-accounting/accounts-payable/reimbursements/


Where do you process claims?
Claimant Type Currency System

Employee CAD Concur
Employee Non-CAD FIS (FB60)
Non-Employee CAD & USD Concur (processed by an 

employee)
Non-Employee EUR, HKD, JPY SGD FIS (FB60)
Non-Employee All other currencies Wire Transfer
Students 
(non-employee)

CAD, USD, EUR, HKD, JPY 
SGD

FIS (FB60)

Students 
(non-employee)

All other currencies Wire Transfer



Processing 
Reimbursements 

in Concur



What is Concur?
Concur is our new expense reimbursement tool accessible to employees 
and was launched throughout 2025.

Features include:
• Prepare and submit expense reports on the go with a user-friendly mobile app.
• Optical character recognition (OCR) that translates digital receipts images to text.
• Uses UTORid login.
• Transparent progress tracking.
• Compatible with the new T&H Credit Card. 



Employees included 
in Concur

• Appointed 
Employees

• Non-Appointed 
Employees 
(Including Student 
Employees)

NOTE: They may need a 
vendor account in FIS.

In short: anyone with an 
active HRIS record can use 
Concur.

Non-Employees included 
for Wave 3 
Divisions/Faculty

• Visitors

• Retirees

If this applies to you, please 
contact your business office.

Groups that are not 
included in this 
implementation 

 Students without an 
active HRIS record

Who Can Use Concur?

Presenter Notes
Presentation Notes
If you need to process an expense reimbursement for a non-employee (e.g., visitors, including external academic reviewers, guest lecturers, keynote speakers, etc.), you can now do so through Concur. However, non-employees cannot log in to Concur directly. As a result, you will need to create a profile for them in Fiori, assign yourself as a delegate, and then prepare and submit the expense report on their behalf.
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Web application

Mobile 
application
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How to Submit your Expense Report using Concur

Depending on your current process, either:
1. Log into Concur on your mobile or web application and 

submit your expense report OR
2. Assign a delegate to prepare your expense report on 

your behalf, which you will then submit.

What is a delegate? A delegate is someone who has been granted permissions to prepare an 
expense report in Concur on behalf of someone else. Only the claimant can submit the expense report.



 Simple and flexible options for claimants 
to add receipts.

 Options include:
 Mobile – take a picture or upload a 

receipt
 Web – email back up directly OR 

upload files into the Concur site

Click here for articles and simulations 
related to Concur.

Receipts and Backup Documentation

https://utoronto.sharepoint.com/sites/finsv-concurtravel


Clarity for Documentation in Concur
• Boarding passes are generally not required

o Unless there is no other indication that the travel was 
completed. Normally travel or meal at destination is 
adequate proof of flying.

 Credit card statements are generally not required
o Except when the exchange rate charged on the credit 

card varies materially (and a warning flag in Concur 
appears).

 Claimants are not required to submit documentation 
with their expense claim to demonstrate that they paid 
the expenses themselves. The original invoice with the 
claimant’s name on it and proof of payment is sufficient. 



Concur includes various tips and links for claimants, 
such as:
 Policy reminders
 Relevant links (e.g., airmilescalculator.com)
 Field specific definitions and guidance. 

Policy Reminders and Tips



Roles in Concur
Claimant In Concur, the clamant will be restricted to employees who have personally 

incurred expenses, or on their corporate T&H card related to University 
business

Reviewer/Business Officer Each employee and department will have staff designated as 
reviewers/Business Officer who will perform the first level review of expense 
reports. 

They will verify that all supporting documentation has been attached, all FIS 
accounts are entered correctly and add any additional approvers to the 
workflow.

One-up Approver The claimant’s supervisor in the HR organizational structure.

Central Processor 
Reviewer/Accounts 
Payable

In some circumstances, the workflow directs expense reports to obtain 
additional approval from Accounts Payable in Financial Services. 

These scenarios include when an expense report is over the thresholds (i.e. 
$10K for a non-appointed staff, or $20K for appointed staff).



Appointed Staff – Expense Report Workflow



Click here for simulations related to expense 
reports for Non-Appointed employees.

Non- Appointed Staff – Expense Report 
Workflow

https://utoronto.sharepoint.com/sites/finsv-concurtravel


Exercise 1 – Create an 
Expense Report in Concur

Instructions (approx. 15 minutes)
Login into the Concur application and verify 
your email address. 

Reference Guide for the 
exercise 

https://finance.utoronto.ca/course-3-accounts-payable-processing-part-2-expense-reimbursements/
https://utoronto.ancileuperform.com/#/content/1.11.2533
https://utoronto.ancileuperform.com/#/content/1.11.3008
https://utoronto.ancileuperform.com/#/content/1.11.3008


Exercise 2 – Create an 
Expense Report in Concur

Instructions (approx. 15 minutes)
Login into the Concur application and verify 
your email address. 

Reference Guide for the 
exercise 

https://finance.utoronto.ca/course-3-accounts-payable-processing-part-2-expense-reimbursements/
https://utoronto.ancileuperform.com/#/content/1.11.2533
https://utoronto.ancileuperform.com/#/content/1.11.3008
https://utoronto.ancileuperform.com/#/content/1.11.3008


Reviewing and 
Approving Expense 

Reports



If you are a reviewer (e.g., Business Officer) or one-up manager for a claimant, you can review an 
expense report in both the website (both Non-Appointed & Appointed claimants), or mobile app 
(Appointed staff only). 

Reviewer/Approver Role

During the review, you 
can edit:
• Expense lines 

(can add or 
remove)

• Amounts 
• Financial account 

codes
• Text
• Add attachments



Exercise 3 – Approve an 
Expense Report in Concur

Instructions (approx. 15 minutes)
Login into the Concur application and verify 
your email address. 

Reference Guide for the 
exercise 

https://finance.utoronto.ca/course-3-accounts-payable-processing-part-2-expense-reimbursements/
https://utoronto.ancileuperform.com/#/content/1.11.2533
https://utoronto.ancileuperform.com/#/content/1.11.3008
https://utoronto.ancileuperform.com/#/content/1.11.3008


Processing 
Reimbursements for 

Visitors and Non-
Employees



1. Create/modify a profile for the visitor in FIORI, 
identifying their address, payment currency and 
delegate. 

Please allow for up to 24 hours before attempting to 
create the expense report.

2.    Act as a delegate and create the expense report in 
Concur on their behalf.

What do you need to do as the Delegate/Business Officer?

Visit the visitor documentation page for resources.

https://ams-wd.utoronto.ca/sap/bc/ui5_ui5/ui2/ushell/shells/abap/FioriLaunchpad.html?sap-client=010&sap-language=EN#Shell-home
http://uoft.me/concur
http://uoft.me/concur
https://utoronto.sharepoint.com/sites/finsv-concurtravel/SitePages/Non-employeesGuides.aspx?web=1


Visitor Expense Report Workflow

IMPORTANT! Visitor expense reports will be issued via cheque in CAD OR USD.



Concur Manage Visitor App in Fiori

Click here for a video on how to create a profile for a visitor in FIORI.

Similar to the current process, non-
employees will be paid via cheque. 

However, since visitors, students and 
other visitor don’t have any address 
information or a Concur profile, a 
delegate (e.g., Business Officer) will 
need to create a profile for them in 
FIORI. 

NOTE: ONLY the Business Officer, and their delegates (who have AMS access) can access the 
Concur Manage Visitor app.

https://utoronto.ancileuperform.com/#/content-direct/2b58588f9ecf4e76af86d90c5edc39dc_en-US?match=simulation/html&replace=sim_auto_playback.htm
https://ams-wd.utoronto.ca/sap/bc/ui5_ui5/ui2/ushell/shells/abap/FioriLaunchpad.html?sap-client=010&sap-language=EN#Shell-home
https://ams-wd.utoronto.ca/sap/bc/ui5_ui5/ui2/ushell/shells/abap/FioriLaunchpad.html?sap-client=010&sap-language=EN#Shell-home


• Email Address
• First Name and Last Name: Please use their legal name as this will appear on cheques.
• Reimbursement Currency: This defaults to CAD – you can change the currency to the 

non-employee’s home currency.
• Contact Number
• Cheque Mailing Address: Refer to the mailing address article for help with entering PO 

Box, international or campus addresses.
• Delegate(s): Must add at least one to access Concur.
• Faculty/Division and Department: Must include at least one U of T Department, 

Faculty/Division to generate a Concur profile.

Key Information Required

https://finance.utoronto.ca/knowledgecentre/making-mistakes-addressing-cheques-receiving-cheques-returned-due-incorrect-processing/


FIS – FB60 (Enter Vendor Invoice)

FIS vs. FIORI 
FIORI – Visitor Profile



Delegates for Visitor
FIORI – Visitor Profile
The delegate for the visitor is a staff member in the department (e.g. Business Officer), who will have the permissions to prepare and submit 
the expense report on behalf of the visitor.



Please allow for up to 24 hours before attempting to create the expense report.

Once the profile is loaded into Concur, the delegate can log into their own profile, 
and delegate into the visitor.

Read this guide to learn how to prepare and submit an expense report for a visitor.

Creating the Expense Report for the Visitor

https://utoronto.sharepoint.com/sites/finsv-concurtravel/SitePages/How-to-Use-Concur-for-Non-Employee-Expense-Reimbursements.aspx


Completing an Expense Report in Concur – Report Header
In the Report Header:
1. Select the Division and Department that expense report is related to. 
2. In the BO Approval Required? field:

Select Yes if a Business Officer needs to review. Concur will prompt you to add a one-up approver. Can’t find the approver 
in the system? Contact concur.travel@utoronto.ca.

Select No if you are a BO preparing the expense reimbursement for the visitor.

mailto:concur.travel@utoronto.ca


Email Confirmation from Visitor Claimant

To obtain the visitor claimant’s signature/certification, the delegate must email the expense report and 
request that the visitor respond back to the email agreeing to the certification. 

Steps:

1. Email the expense report to the visitor claimant with the certification text below. They should respond 
back to the delegate’s University email. Click here for instructions on how to email the expense report 
and receipts from Concur.

Please respond back to this email to rames.paramsothy@utoronto.ca agreeing with/certifying the 
following below:

I certify that:

1. I have incurred the expense claimed and they are in compliance with University policies and 
procedures, all sponsor terms and conditions (if applicable). 
2. Expenses have not been claimed through other sources. 
3. All required receipt images and/or missing receipt declarations have been attached to this report.

2. Once the delegate receives the reply from the visitor claimant, PDF the email response.

3. Attach the PDF email response to the expense report at the Header level in Concur. Click here for 
instructions.

https://utoronto.sharepoint.com/sites/finsv-concurtravel/SitePages/PrintPDFemail.aspx?web=1
https://utoronto.sharepoint.com/sites/finsv-concurtravel/SitePages/PrintPDFemail.aspx?web=1
https://utoronto.sharepoint.com/sites/finsv-concurtravel/SitePages/DownloadReceipts.aspx
https://utoronto.sharepoint.com/sites/finsv-concurtravel/SitePages/DownloadReceipts.aspx


DEMO Visitor 
Process



Learning Objectives
o Understand what are Expense 

Reimbursements
o Apply the Accounts Payable Business 

Process to Expense Reimbursements
o Understand the methods used to process 

Expense Reimbursements
o Process Expense Reimbursements for non-

Employees

Link to Course Material

https://finance.utoronto.ca/course-3-accounts-payable-processing-part-2-expense-reimbursements/


Exercise 4 – Create an 
Expense Report in FIS 
(Optional)

Instructions (approx. 15 minutes)
Login into FIS (QT1-Hana). Watch the video 
lesson and demo here, then complete the 
exercise. 

Reference Guide for the 
exercise 

https://finance.utoronto.ca/course-3-accounts-payable-processing-part-2-expense-reimbursements/
https://utoronto.sharepoint.com/sites/FAST/SitePages/AP-Part-2.aspx?source=https%3A%2F%2Futoronto.sharepoint.com%2Fsites%2FFAST%2FSitePages%2FForms%2FByAuthor.aspx%3Fovuser%3D78aac226%252D2f03%252D4b4d%252D9037%252Db46d56c55210%252Ckrista%252Eounpuu%2540utoronto%252Eca%26OR%3DTeams%252DHL%26CT%3D1776189454074%26clickparams%3DeyJBcHBOYW1lIjoiVGVhbXMtRGVza3RvcCIsIkFwcFZlcnNpb24iOiI0OS8yNjAzMTIyMzAyMCIsIkhhc0ZlZGVyYXRlZFVzZXIiOmZhbHNlfQ%253D%253D
https://utoronto.sharepoint.com/sites/FAST/SitePages/AP-Part-2.aspx?source=https%3A%2F%2Futoronto.sharepoint.com%2Fsites%2FFAST%2FSitePages%2FForms%2FByAuthor.aspx%3Fovuser%3D78aac226%252D2f03%252D4b4d%252D9037%252Db46d56c55210%252Ckrista%252Eounpuu%2540utoronto%252Eca%26OR%3DTeams%252DHL%26CT%3D1776189454074%26clickparams%3DeyJBcHBOYW1lIjoiVGVhbXMtRGVza3RvcCIsIkFwcFZlcnNpb24iOiI0OS8yNjAzMTIyMzAyMCIsIkhhc0ZlZGVyYXRlZFVzZXIiOmZhbHNlfQ%253D%253D
https://utoronto.ancileuperform.com/#/content/1.11.2533
https://utoronto.ancileuperform.com/#/content/1.11.3008
https://utoronto.ancileuperform.com/#/content/1.11.3008


Contact Information & Additional Resources
o FAST General Mailbox – fast.help@utoronto.ca
o Concur Mailbox – concur.travel@utoronto.ca
o Faculty FAST Team Representatives List

We are always looking for ways to improve.
Click here and take a moment to complete our course 
evaluation. 

o Knowledge Centre
o Documentation & Support
o Interpretive Guidance Bulletin

mailto:fast.help@utoronto.ca
mailto:concur.travel@utoronto.ca
https://finance.utoronto.ca/fast/fast-team-contacts-and-faculty-representatives/
https://finance.utoronto.ca/fast/fast-team-contacts-and-faculty-representatives/
https://finance.utoronto.ca/fast/fis-training/course-evaluation-fis-training/
https://finance.utoronto.ca/fast/fis-training/course-evaluation-fis-training/
https://finance.utoronto.ca/knowledgecentre/
https://finance.utoronto.ca/knowledgecentre/
https://finance.utoronto.ca/fast/support-documentation/financial-accounting/general-ledger/
https://finance.utoronto.ca/fast/support-documentation/financial-accounting/general-ledger/
https://utoronto.sharepoint.com/sites/FAST/SitePages/University-of-Toronto---Financial-Services-Interpretive%20Guidance.aspx?isSPOFile=1&xsdata=%3D&sdata=aXgrd1FhcXpFY0kzUC9HUm9uOE9UZHh3UXgwRGp6aitucko0UDNGTjhyYz0%3D&ovuser=78aac226-2f03-4b4d-9037-b46d56c55210%2Ckrista.ounpuu%40utoronto.ca&OR=Teams-HL&CT=1776189451048&clickparams=eyJBcHBOYW1lIjoiVGVhbXMtRGVza3RvcCIsIkFwcFZlcnNpb24iOiI0OS8yNjAzMTIyMzAyMCJ9
https://utoronto.sharepoint.com/sites/FAST/SitePages/University-of-Toronto---Financial-Services-Interpretive%20Guidance.aspx?isSPOFile=1&xsdata=%3D&sdata=aXgrd1FhcXpFY0kzUC9HUm9uOE9UZHh3UXgwRGp6aitucko0UDNGTjhyYz0%3D&ovuser=78aac226-2f03-4b4d-9037-b46d56c55210%2Ckrista.ounpuu%40utoronto.ca&OR=Teams-HL&CT=1776189451048&clickparams=eyJBcHBOYW1lIjoiVGVhbXMtRGVza3RvcCIsIkFwcFZlcnNpb24iOiI0OS8yNjAzMTIyMzAyMCJ9
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