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HOW TO PROCESS AN 

EXPENSE REPORT

Here is What You Can Learn

Step-by step instructions on how to 
submit an expense report

Travel policies and procedures

Tips and tricks

Prepared by Jennifer Marleau

WHAT IS AN EXPENSE REPORT?

An expense report is submitted for expenses that 

you have incurred and/or reconcile a travel 

advance.

For example: An expense report can be 

prepared for all the costs related to attending a 

conference/meeting/seminar/workshop (i.e. 

conference registration fees, airfare, 

accommodations, meals, etc.)

WHAT IS AN EXPENSE REPORT?

Each trip requires a single and complete expense report 

with all expenses included and all travel advances 

reconciled.

An expense report is prepared AFTER the trip takes 

place and all receipts/documents have been prepared 

and collected.

If you received a Travel Advance, an expense report 

must be submitted no later than 30 days from the 

return date.
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THINGS TO KNOW

All advances and expense reimbursements to 
Employees and Students will be made through direct 
deposit in Canadian dollars.

Ensure your banking information in Minerva is up to 
date.

Claimants are notified of the direct deposit, by e-mail, 
on the day the Central Travel Desk processes the 
advance or expense report request. Direct deposits 
appear in bank accounts within 2 business days of the 
processing date.

THINGS TO KNOW

Keep all ORIGINAL receipts with proof of payment.

Credit card sales slips, credit card statements, 

canceled cheques, airline itinerary confirmations 

or fare quotes are not acceptable receipts for 

travel-related expenses.

THINGS TO KNOW

For conferences/workshops: print and attach the 
conference program/prospectus to your expense report.

For a meeting: attach the meeting agenda or email 
communication as supporting documentation.

For a talk: a poster is acceptable.

 If you are a presenter: it’s preferable that you print the 
page with your name and title of your presentation along 
with the conference program/prospectus.
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THINGS TO KNOW

If you received a Travel Award, a copy of your 

award letter must be submitted with your expense 

report and the amount will need to be deducted 

from your expenses.

Example: GREAT Award and GEF Award

Bring an envelope with you on your trip and put all 

your original receipts in it.

THINGS TO KNOW
All original receipts need to indicate “paid” or have a “zero” 

balance.  If indicated and paid by debit/credit card, include 

your debit/credit card statement as proof of payment (black out 

all personal information and the primary account number (PAN) 

except for the last 4 digits).

Exchange rates for USD, GBP and Euro are automatically 

populated – you may override it.

If the expense was paid by credit/debit card, enter the 

exchange rate as indicated on the statement.

To search for an exchange rate, click on the hyperlink for 

the Bank of Canada website.

THINGS TO KNOW

For restaurant and hotel receipts, be sure to keep 

the Detailed Itemized Receipt.

Any receipts in a foreign language must be 

accompanied by an explanation of the item, in 

English or French, on the claim or receipt.

Make a photocopy of the receipt and write the 

translation on the photocopy.

Airfare must be claimed in economy class.
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THINGS TO KNOW

Avoid paying on behalf of other fellow students; every student 
should be paying for their own expenses and should be submitting 
their own expense report.

Exception: 

 If sharing an Airbnb and only one person pays for the full amount, 
make sure to indicate the student’s name, ID number and 
expense report number on your expense report.  

 If each party is claiming their own portion of the Airbnb, you will 
need to reference each others name, ID number and expense 
report number along with proof that you paid your part.

TRAVEL ADVANCES

Travel advances are requested to attend conferences or 

meetings. In cases where more than one payment is 

required in advance of a trip, multiple advance requests 

(and types) may be requested at different intervals 

prior to the trip.

You can see Chelsea Briand-Pitts in the Chemistry main 

office and she will process your travel advance.

RECONCILING TRAVEL ADVANCES

All advances must be cleared by submitting an expense 

report 30 days following the return date of the trip.

Advances not reconciled 30 days following the return 

date of the trip are considered overdue.

Once an advance is considered overdue, no additional 

advances may be requested, nor will any expense report 

be reimbursed to the Claimant until the overdue 

advance is cleared.
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RECONCILING A TRAVEL ADVANCE

 If you requested a Travel Advance prior to your trip, you will 

have to enter the receipts corresponding to that advance as an 

item in your expense report. 

Examples of Travel Advances: Conference registration fees, airfare, 

accommodations.

 You will have to reconcile the Travel Advance at the end of your 

expense report. (This will be explained later in the presentation). 

PERSONAL EXTENSIONS

 Should you decide to extend your trip for personal reasons, you cannot claim 

expenses (such as lodging, meals and transportation) during that portion of the trip.

 You will need to indicate the dates of your personal time in the description of your 

expense report.

 For airfare, you will need to obtain a quote before your departure with the dates 

had you not extended your trip. The quote needs to be included with your expense 

report.

 Example: If you are attending a conference held from July 10-15, you would 

obtain a quote for July 9-16.  

If the quote is lower than the airfare you paid, you are only eligible to claim 

the amount of the quote.  If the quote is higher than the airfare you paid, you 

can claim the amount you paid.

STEPS TO SUBMITTING AN EXPENSE REPORT

 Log into Minerva
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STEPS TO SUBMITTING AN EXPENSE REPORT

 Select the Student Menu option (for employees, select the Employee menu)

STEPS TO SUBMITTING AN EXPENSE REPORT
 Select the Expense Reports Menu

STEPS TO SUBMITTING AN EXPENSE REPORT
 Select Submit an Expense Report
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STEPS TO SUBMITTING AN EXPENSE REPORT
 Select Submit an Expense Report for Yourself

STEPS TO SUBMITTING AN EXPENSE REPORT
 Enter the Destination city, Province/State, Destination country, Start and Return dates, Describe 

purpose, Default Fund Code, Claimant Affiliation

TIPS FOR SUBMITTING AN EXPENSE REPORT

 Select the Purpose for the expense report

Type Explanation

Travel

Participant Fee

Field Trips

Expenses incurred while attending conferences or meetings -

transportation, lodging, meals and conference registration.

For research studies – compensation given to participants for undergoing 

experimental testing.  

Expenses incurred while doing research over an extended period of time, 

off campus or at a remote location.

Other Personal 

Reimbursements

Small item purchases made on behalf of the Department/Unit.
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TIPS FOR SUBMITTING AN EXPENSE REPORT

 Enter a detailed Description (Describe purpose) for the expense report

Describe the trip/nature of the expenses in detail so that anyone reading 

the expense report can understand the reason for the incurred expenses. 

Include persons or organizations visited, full name of the 

meeting/conference/workshop/seminar (no acronyms), duration and 

location of the conference. If you stayed longer for personal reasons, also 

indicate this in your description.  You cannot claim expenses during this 

time.

 If you are not claiming certain expenses, specify it in the description.

Example: No meals will be claimed with this expense report.

Example: Flight paid for by the conference organizers.

Example: No other expenses will be claimed on this expense report.

EXAMPLE OF A DESCRIPTION

 I am Dr. Green’s Graduate Student.  I traveled to Los Angeles, 

CA to attend the 34th Annual Meeting of the Canadian Society 

for Chemistry held on May 12-16, 2018.  I took a personal trip 

to Boston after the conference and therefore arrived in 

Montreal on May 22nd.  Attached is a comparable quote 

indicating how much a flight would have cost had a direct 

flight been booked from LA to Montreal.  Only the airfare for 

Montreal – Los Angeles – Montreal will be claimed ($790.15).  I 

received a GREAT award of $700 which has been deducted from 

this claim.  No other expenses will be claimed.

TIPS FOR SUBMITTING AN EXPENSE REPORT

Enter the Default Fund Code to charge 

For students, ask your supervisor which fund 

they want you to use.

You will be able to split FOAPALs and to override 

this fund code when entering in individual expense 

items on the next screen.
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STEPS TO SUBMITTING AN EXPENSE REPORT
 If needed, complete the Third Party payments section

STEPS TO SUBMITTING AN EXPENSE REPORT
 Click on Continue to proceed to the next screen

STEPS TO SUBMITTING AN EXPENSE REPORT
 Enter the Receipt date
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STEPS TO SUBMITTING AN EXPENSE REPORT

Select the Expense Item category from the drop down 

menu which best describes the expense to be claimed

TIPS FOR EXPENSE ITEMS

 Poster Printing – select “Other” and change the account code to 700010

 VISA Fees – select “Other” and change the account code to 700512

 Metro Tickets – select “Train/Bus” 

 Ferry Fee – select “Train/Bus”

STEPS TO SUBMITTING AN EXPENSE REPORT
 Enter a detailed Description of the receipt
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STEPS TO SUBMITTING AN EXPENSE REPORT
 For mileage ONLY, enter the # of kilometers/miles being claimed

 A google map will need to be provided with your expense report to show the location and how 

many km/miles it takes to reach the destination

 57 cents per kilometer, or 91 cents per mile (Effective June 1, 2012).

STEPS TO SUBMITTING AN EXPENSE REPORT
 Enter the Transaction amt $ (total amount of all items on the receipt, including 

taxes and tip in the currency to which it was paid)

STEPS TO SUBMITTING AN EXPENSE REPORT
 If you received a Travel Award, this is where you would deduct the amount(s).

 If personal expenses are included on the receipt, enter the total amount of the personal expenses, 

including taxes, to be deducted from the receipt total in Deduct non-McGill expense including taxes 

and press tab

 Examples include alcohol, dry cleaning services, movie rentals, airfare related to personal time 
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STEPS TO SUBMITTING AN EXPENSE REPORT
 Press tab after you entered your transaction details = Allowable Expense amt$

STEPS TO SUBMITTING AN EXPENSE REPORT

 Select the appropriate Currency of the receipt, if not Canadian

STEPS TO SUBMITTING AN EXPENSE REPORT

 If needed, enter the Currency exchange rate
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STEPS TO SUBMITTING AN EXPENSE REPORT
 Press tab after you entered your exchange rate = Allowable Expense amt CDN$

STEPS TO SUBMITTING AN EXPENSE REPORT

 If needed, update the Purchasing location

STEPS TO SUBMITTING AN EXPENSE REPORT
 If needed, modify the displayed GST/HST and QST amounts to match your receipt

 When calculating airfare, taxes are not automatically calculated, enter $0.00
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STEPS TO SUBMITTING AN EXPENSE REPORT
 To enter more receipts, click on Add New Item and repeat the steps above

TIPS FOR SUBMITTING AN EXPENSE REPORT

Individual Receipts

Expenses must be claimed:

In the correct currency

Receipts must be entered in the same

currency and amount to which it was paid.

TIPS FOR SUBMITTING AN EXPENSE REPORT

Taxi Receipts

Select “Taxi – Travel” if your claim is for travel outside of 

Montreal.

Select “Taxi – Local” when claiming taxi receipts in Montreal 

for a trip that did not involve an overnight stay.

Lodging Allowance

A $20.00/night lodging allowance is given if someone is away 

and stays with friends or family instead of a hotel/motel.
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TIPS FOR SUBMITTING AN EXPENSE REPORT
 Meals

Each receipt needs to be entered separately.  The receipt needs to show 
all the items that were consumed (itemized receipt) and proof of 
payment.  

Alcohol is not allowed and will have to be deducted (including taxes) if 
consumed.  

Meals cannot be claimed when the meal is included in the conference or 
airfare.

Meal receipts or per diem cannot be claimed for conferences held in 
Montreal.

 If you are entertaining, include the name of the attendees if 10 people 
or less.  If more than 10 people, indicate the description and number of 
people that attended.

 If you do not have receipts, the per diem amount will be applied.

Per Diem Amounts

In Canada - $54/day CAD Outside Canada - $70/day CAD

Breakfast: $10.00 Breakfast: $12.00

Lunch: $16.00 Lunch: $21.00

Dinner: $28.00 Dinner: $37.00

 You can claim both meal receipts and per diem amounts as long as each meal is only 

claimed once.

 Meal per diems are claimed in Canadian currency.

 For the per diem amounts, include a table of all the amounts you will claim and add 

it as one item on your expense report.

 The per diem chart can be found on the Department of Chemistry website.

PER DIEM CHART
Eligible Per Diem

Based on Departure/Arrival Time

Departure date: 

Return Date:

Per Diem Amounts

Date Breakfast (CDN $10/INT $12) Lunch (CDN $16/INT $21) Dinner (CDN $28/INT $37)

$                                               - $                                       - $                                           -

TOTAL $                                           -
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MEAL RECEIPT SCENARIO
 You went to a restaurant and purchased alcohol as part of your meal.  You will be 

claiming the receipt however, alcohol is not allowed.

 Example: You went out for dinner, the total amount with tax and tip came out to 

$40.00 and you purchased alcohol for $12.00.

In the “Transaction Amount” field, enter $40.00

In the “Deduct non-McGill expense” field enter $12.00 (includes taxes).

Press tab and the system will calculate $28.00 as the allowable expense 

amount which is the amount you are allowed to claim.

 Note that you always have to include the TOTAL amount on the receipt as the 

transaction amount and then deduct any expense that is not allowed or will not be 

claimed in the “Deduct non-McGill expenses including taxes”.

STEPS TO SUBMITTING AN EXPENSE REPORT
 Once you have entered all your receipts Click on Save and View to verify the 

request

STEPS TO SUBMITTING AN EXPENSE REPORT
A summary of the entered expense report is displayed
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STEPS TO SUBMITTING AN EXPENSE REPORT
 Click on Complete – Submit request

 If you clicked on Complete – Submit Request, and there are outstanding 

accountable advances associated with the Claimant/Responsible Person, they 

will be listed on this screen. Otherwise, the completed expense report is 

displayed. 

STEPS TO SUBMITTING AN EXPENSE REPORT

 If you requested a Travel Advance prior to your trip it will 

appear now.  You will select (click the small box) the 

appropriate advance and select continue.  

STEPS TO SUBMITTING AN EXPENSE REPORT
 Click on Print and mail hard copy to above address.

 You will not receive an email confirming that the expense report was successfully submitted. Each request is 

assigned a unique reference number that may be used to track its status. The Reference # assigned to the 

expense report is displayed near the top of the screen.

 When you print your expense report ensure that the reference # and the amount owed to you is listed at 

the top of each page.
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STEPS TO SUBMITTING AN EXPENSE REPORT

 Ensure the appropriate individuals sign the request.

Claimant = Student signature

Approver = Supervisor signature

STEPS TO SUBMITTING AN EXPENSE REPORT

 Tape small receipts on a paper, number your receipts to match the 
item numbers on your expense report.

 Attach a copy of all the receipts/documentation and bring the 
completed expense report to Otto Maass, room 224.

 Note that any claim under $2.00 will not be reimbursed.

 If you have a balance owing, a cheque made out to McGill 
University will need to be attached to the expense report.

REFERENCES AND USEFUL LINKS
 Student Checklist:

 https://www.mcgill.ca/chemistry/department/forms

 Per Diem Chart:

 https://www.mcgill.ca/chemistry/department/forms

 Procedures for Travel and Other Reimbursable Expenses:

 https://www.mcgill.ca/financialservices/travel

 How To’s for Minerva-Minerva Advances and Expense Reports Menu Options & Instructions 
(Finance, Employee and Student Menus):

 https://www.mcgill.ca/financialservices/travel/howto#EXR

 Step-by-step tutorial on how to submit an expense report:

 https://www.mcgill.ca/financialservices/files/financialservices/how_to_submit_an_exr_
for_yourself_tutorial.pdf

 Bank of Canada currency converter:

 https://www.bankofcanada.ca/rates/exchange/currency-converter/

https://www.mcgill.ca/chemistry/department/forms
https://www.mcgill.ca/chemistry/department/forms
https://www.mcgill.ca/financialservices/travel
https://www.mcgill.ca/financialservices/travel/howto#EXR
https://www.mcgill.ca/financialservices/files/financialservices/how_to_submit_an_exr_for_yourself_tutorial.pdf
https://www.bankofcanada.ca/rates/exchange/currency-converter/
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CONTACT DETAILS

 POD 3 Office: Otto Maass, Room 224

Edith Salifou– Accounts Administrator, Tel: 514-398-3275

 Jennifer Marleau – Research Accounts Administrator, Tel: 514-398-3769

 Juan Li – Research Accounts Administrator, Tel: 514-398-5288

 We can be reached via email at: sciencefinancepod3@mcgill.ca

QUESTIONS

mailto:sciencefinancepod3@mcgill.ca

