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• What is the ERDD – Web Application?

• What has changed?

• What has not changed?

• Navigating the New Interface

• Saving and Posting Expense Claims 

• Searching for Saved Claims

• DEMO

• Contacts and Additional Resources

Agenda



The Expense Reimbursement Direct 
Deposit (ERDD) – Web Application 
enables University staff to enter, save, 
post and review expense claims using a 
user friendly, and accessible interface. 

What is the ERDD - Web 
Application?

Accessed through the Employee Self-Service 
portal, the ERDD – Web application is a convenient 
tool for staff to enter claims without utilizing FIS. 



• New modernized and simplified user 
interface

• Improved accessible user 
experience for entering, locating and 
posting expense reimbursements

• Convenient and efficient search 
functionality

What has Changed?
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What Has Not Changed
• Accessed through the Employee Self-Service (ESS) portal 

• Access/authorization is based on user profile (e.g., Business Officer status with AMS 
Posting access VS Non-Business Officer status with no posting access).

• Claimants must still notify Business Office(r) of the claim outside of the ERDD – Web 
Application (i.e. via email/message)

• Relationship between ERDD – Web Application and AMS is still one way street (i.e. 
can post to AMS, but any changes to the ERDD after posting must be made in AMS)

• Expense categories have not changed, and align with the Expense Reimbursement 
form



Accessing the ERDD – Web Application

ERDD will still be 
accessed by 
clicking the 
Expense 
Reimbursement 
tab in ESS



What’s New – Improved Search Functionality
Users can now easily search for saved and posted claims on the main ERDD – Web Application 
landing page using one of the many search features.

List of claims that 
users are authorized 
to view. 

If a claim does not 
appear, you can 
search by:
• Audit Number
• FI Doc Num.
• Claim Name
• Personnel Num.
• Claimant Name
• Status



Creating a Claim
ERDD will still be 
accessed by clicking the 
Expense 
Reimbursement tab in 
ESS

Select whether you are 
creating the ERDD for 
yourself or another staff 
member (e.g., PI).



Improved Layout of Expense Catogories
Expense Categories are now organized into dropdowns. 

OLD NEW





FIS
For detailed reference guides, simulations and articles 
related to the updated ERDD - Web Application, please visit 
our Documentation & Support page.

If you have any questions/issues, please contact your 
FAST Team Representative or email 
fast.help@utoronto.ca

Where can I learn more?




