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Electronic Submission – Best Practices & Process

Shared Drives Email to FSD Inbox 
(fsd.utsc@utoronto.ca)



Electronic Submission Best Practices: Submission 
Format

Procedure:

For each transaction, please consolidate all required forms with accounting 
information, approvals/signatures, and any other supporting documentation, into one PDF file.

Benefits:

• Easy file management (sharing, submission, etc) 
• Organized departmental records for quicker retrieval, review, and approval
• Allows for more efficient processing

Recommended Software: Adobe Acrobat Pro

• Can edit PDF files, annotate with accounting information & important notes, merge and 
combine multiple files into one, rearrange order of pages, add electronic signatures



Electronic Submission Best Practices: Shared Drive

Procedure:

• When submitting documents for processing, create one folder per day labeled with the 
date of submission. 

• FSD Team will download the files for processing the next business day from the date on 
the file folder.

• Please do not add additional submissions in the previous day’s folder on the next business 
day. 

• For urgent submissions that need to be processed the day of submission, create a new 
folder and mark it “Urgent” and send an email to the FSD inbox. 



Electronic Submission Best Practices: Shared Drive

Procedure:

• If there are additional non-urgent submissions, a second file can be created for the same 
date. This set of submissions will be downloaded by the FSD team the next business day

• When the submission files have been downloaded by the FSD team  the pre-fix “DONE”
is added to the file folder.  This labeling only means that the files have been downloaded 
and place in queue for processing. It does not mean the submission have 
been processed.

• If a submitted file has not been processed within two week of submission, please first 
check in FIS and then follow up with the FSD team by submitting an email to the FSD 
inbox. 



Electronic Submission Best Practices: Email

Procedure: This is only applicable for departments that do not have a shared drive 
folder

• Send an email to the FSD inbox (fsd.utsc@utoronto.ca) with the submission(s) for 
processing attached. 

• For each transaction, please consolidate all required forms with accounting 
information, approvals/signatures, and any other supporting documentation, into one PDF 
file

• For urgent submissions, identify the submission(s) that are urgent in the body of the email 
along with an “Urgent” label in the subject line of the email. 

• If a submitted file has not been processed within two week of submission, please first 
check in FIS and then follow up with the FSD team by submitting an email to the FSD 
inbox



Electronic Submission: Invoice

1. Invoice received from vendor with complete accounting information noted on the front 
page of the invoice:

•GL
•Tax Code
•CFC
•CC or IO
•Fund (if applicable)
•Amount to be paid

2. Wet signature or E-signature approval provided directly on invoice or include page of 
an email indicating clear & explicit approval for the invoice(s)

3. Any additional supporting documentation
4. Ensure there is payment remittance information (payee name and cheque mailing 

address)
5. Ensure that the “Bill To” section on the invoice is addressed to UTSC

Items to Include (merged as one file):



Electronic Submission: Invoice Examples

Example 1: 
Full 
Payment

Example 2: 
Partial 
Payment



Electronic Submission: Invoice
Special Considerations for Invoices:

• For Hospitality/Business Entertainment expense related invoices (ex. catering, team 
building, gifts for special occasions). The supporting documentation should include:

• Documentation of the business purpose for the expense and how it supports U of T 
business 

• The list of attendees (where applicable)
• The appropriate pre-approvals as per the UTSC Guidelines for Business Entertainment & 

the UTSC Alcohol Policy 

• Foreign currency invoices should be paid using drafts when the vendor’s domestic 
currency and the currency denoted on the invoice is the following active currencies in FIS:



Electronic Submission: Invoice
Special Considerations for Invoices Cont’:

• Wire transfer payment can be used when the vendor‘s domestic currency and currency 
denoted on the invoice differ or if the invoice is denoted in a currency other than the 5 
active currencies in FIS

• For utility and telecommunication invoices with a credits included in the bill, the net 
amount to be paid should be clearly referenced on the invoice. Unless it is the final bill 
where the department may receive a cheque from the vendor for the credit balance. 



Electronic Submission: Invoice
Special Considerations for Invoices Cont’:

• For any invoices from a vendor that will be a one-time vendor, please make a note that this 
invoice will be an “OTO payment” on the front page of the invoice.  

• If a vendor account needs to be set-up, please also make a note on the front page of the 
invoice. 



Electronic Submission: PO Invoice

1. Invoice received from vendor with the relevant information referenced on the front 
page of the invoice:

•PO# 
•The relevant PO line items

As FIS accounting information was already provided to set up the PO in FIS, additional 
coding of the PO invoice is not required.

2. Wet signature or E-signature approval provided directly on invoice or include page of 
an email indicating clear & explicit approval for the PO invoice

3. Any additional supporting documentation

Items to Include (merged as one file):



Electronic Submission: PO Invoice Examples

Pg 1 of Submission File Pg 2 of Submission File



Electronic Submission - InvoiceSpecial Considerations for PO Invoices:
• If the PO invoice(s) differs from the PO that has been set-up in FIS, departments are 

responsible for ensuring that the PO in the system has been updated prior to 
submitting the PO invoice to FSD for processing. 

• Change in unit price 
• Change in quantity
• Additional taxes or freight costs

• For purchases > $10,000 (pre-tax), please ensure the University's Procurement Policy 
has been applied

• Our UTSC contacts for Procurement inquiries are :
i. Sheila Baker - Procurement Officer she.baker@utoronto.ca

Electronic Submission: PO Invoice



Electronic Submission - Invoice

Note: The University has started an EFT Payment project, with a limited set of 33 
vendors where their payment terms are net 25 days

University Payment Terms 

Vendor FAQ 
• https://www.utsc.utoronto.ca/financial/vendors

EFT Project
• https://finance.utoronto.ca/electronic-funds-transfer-eft-initiative-fis-documentation/



Electronic Submission: Cheque Request

1. Completed Cheque Request Form with required accounting information

2. Wet-signature or E-signature approval provided directly on Cheque Request or include 
page of an email indicating clear & explicit approval for the cheque request

3. Any other additional supporting documentation

Forms for Processing in FIS: Cheque Request
• http://finance.utoronto.ca/forms/processing/

Items to Include (merged as one file):



Electronic Submission: Cheque Request Example



Electronic Submission: Wire Transfer

1. Outgoing Foreign Payments Wire Transfer Request Form with all required accounting 
information

2. Wet signature or E-signature approval provided directly on wire form or include page of 
an email indicating clear & explicit approval for the wire transfer

3. Approved Invoice, ERDD, or cheque request that we are sending a wire payment for
4. Documentation showing that the payee receiving the wire payment specifically requested 

for the payment to be deposited to the certain bank account, if it is not displayed on an 
invoice/contract 

• An email from the recipient confirming that the banking and payee 
information is correct

• An email which includes an attachment of the form completed by the 
recipient 

5. Any other additional supporting documentation

Forms for Processing in FIS: Outgoing Foreign Payments Wire Transfer Request
• http://finance.utoronto.ca/forms/processing/

Items to Include (merged as one file):



Electronic Submission: Wire Transfer Example

Pg 1 of Submission File Pg 2 of Submission File



Electronic Submission - Invoice

Electronic Submission: Wire Transfers

• Wire Transfers for North American vendors are not allowable unless wire transfer is the only 
method of payment accepted by the vendor. For such requests, a justification for payment 
via wire transfer should be provided with the package.  

Special Considerations for Wire Transfer



Electronic Submission: Bank Deposit Report

1. Completed Bank Deposit form with all required accounting information
• GL
• Tax Code
• CFC
• CC or IO
• Fund (if applicable)
• Bank account number (UTSC General account or department specific account) in the text 

field
• Date of deposit 

2. Wet signature or E-signature approval provided directly on the bank deposit form 
or include page of email indicating clear & explicit approval for the bank deposit

3. Copy of cheques if applicable 
4. Copy of remittance information for wire transfers
5. Copy of Bank Book Slip for cash/cheque deposits
6. Copy of merchant statements/settlement reports for card payment deposits

Forms for Processing in FIS: Direct Bank Deposit
• http://finance.utoronto.ca/forms/processing/

Items to Include (merged as one file):



Electronic Submission: Bank Deposit Report
Example 1:



Electronic Submission - Invoice

Electronic Submission: Bank Deposit Report

• Departments are responsible for submitting the banking report  for deposits made to the  
bank safe within the same week

• Departments with card payment deposits, the banking report submitted monthly is based on 
Net Sales (Gross Sales less Refunds)

• For net refund deposits or when one of the payment methods (VISA,MC or Amex) is in a 
refund position. The posting key in the banking report for the bank account GL and the 
revenue GL need to be adjusted

Special Considerations for Banking Report



Electronic Submission - Invoice

Electronic Submission: Bank Deposit Report

Special Considerations for Banking Report Cont’



1. Completed Journal Entry form with all required accounting information
2. Wet signature or E-signature approval provided directly on the Journal Entry or include 

email approval
3. Any other additional supporting documentation

• For corrections or recoveries, please reference the FIS Doc # of the original posting(s)

Forms for Processing in FIS: Journal Entry Instruction
• http://finance.utoronto.ca/forms/processing/

Items to Include (merged as one file):

Electronic Submission: Journal Entry 



Electronic Submission - Invoice

Electronic Submission: Journal Entry

• For journal entries for payroll corrections and reallocations, the original GLs used by Payroll 
cannot be used. The table below lists the allowable GLs for payroll reallocations: 

Special Considerations for Journal Entry



1. Completed Accounts Receivable form with all required accounting information
• GL
• Amount 
• Tax Code
• CFC
• CC or IO
• Fund (if applicable)
• Customer Contact Information
• UTSC customer number (100837) or department specific customer number
• Itemized break down of charges

2. Any other additional supporting documentation

Forms for Processing in FIS: Accounts Receivable Instruction 
• http://finance.utoronto.ca/forms/processing/

Items to Include (merged as one file):

Electronic Submission: Accounts Receivable  



Electronic Submission: Accounts Receivable
Special Considerations for Accounts Receivable:

• Departments are responsible for ensuring issued AR invoices are settled in a timely 
manner. Departments can run the Dept: A/R Open Item Aging Report in FIS to determine 
the status of the issued AR invoices 

• The GTFM recommends the following actions related to outstanding AR invoices: 
• Departments should follow-up on with delinquent customers if the AR balance is outstanding 

for 45 days since the invoice 
• A final demand notice should be issued for balance outstanding for 60 days

Accounts Receivable, Collection Responsibilities and Uncollected Amounts
• https://finance.utoronto.ca/policies/gtfm/revenues-and-expense-recoveries/external-

revenues-and-external-expense-recoveries/accounts-receivable-collection-
responsibilities-and-uncollected-amounts/

ZFRR007 Dept: A/R Open Item Aging Report Reference Guide
• https://finance.utoronto.ca/wp-content/uploads/2015/09/AROpenItems.pdf



1. Completed ERDD form with required accounting information.
2. Wet signature or E-signature approval from the one-up approver provided directly on the 

expense claim form or include the email approval
3. Attach all associated documentation as one file.
4. If the claimant cannot sign the ERDD form, claimant can also confirm the declaration via email.

Claimant Declaration: I certify that I have incurred the expenses claimed, they are in compliance 
with University policies & procedures, all sponsor terms and conditions (if applicable), & have not 
been claimed through other sources.

5. If receipts are missing attach missing receipt form.  Note: The missing receipt form must be signed 
by both the claimant and the approver.

6. Summary sheet itemizing the expense included in the claim

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

Electronic Submission: Expense Reimbursement  



Standard Documentation For Each Expense Item:

1. An original itemized receipt
2. Proof of payment

Proof of Payment 
A receipt that confirms the payment method (i.e. method of payment, name of payer and amount paid).

Receipt paid by cash
Write on the itemized receipt

Receipt paid by debit or credit card
Itemized receipt should reference the last 4 digits of the credit card/debit card used (e.g. VISA XXXX)

If an itemized receipt does not contain last 4 digit of the credit card/debit card used, the claimant is required to provide either 
additional receipts from the vendor (e.g. payment confirmation emails or card payment slip) that displays the last 4 digits of the 
card used or they can provide a credit card statement/transaction record highlighting the charge. Any other non-relevant 
information on the credit card statements can be redacted for privacy.

Electronic Submission: Expense Reimbursement  



Electronic Submission - Invoice

Electronic Submission: Expense Reimbursement

• Business Purpose documented in the ERDD should be clear and understandable by a third 
party reviewing the claim 

Special Considerations for Expense Reimbursement

Clear Business 
Purpose

• Purchased books, computer equipment and other 
research supplies for the ABC project

• Travel mileage claim for Alumni event at XYZ 
university

• Team Lunch to celebrate end of year 
accomplishments

• EFG Conference in San Francisco from June 1-
5,202x

Unclear Business 
Purpose

• Purchased research supplies 
• Travel mileage for event
• Team Lunch
• Conference



Electronic Submission - Invoice

Electronic Submission: Expense Reimbursement

• For Hospitality/Business Entertainment expense related claims (ex. Team lunch, meetings 
with collaborators team building, gifts for special occasions). The supporting documentation 
should include:

• Documentation of the business purpose for the expense and how it supports U of T 
business 

• The list of attendees (where applicable)
• The appropriate pre-approvals as per the UTSC Guidelines for Business Entertainment & 

the UTSC Alcohol Policy 
• The most senior person attending a hospitality event that includes a meal should pay for the 

meal and submit the claim 

Special Considerations for Expense Reimbursement Cont’



Electronic Submission - Invoice

Electronic Submission: Expense Reimbursement

• For travel expense claims, where the claimant combines business travel and personal 
travel in one trip, costs associated with the business portion will be reimbursed:

• For trips with  multiple stops or an extension of a trip for personal reasons, an 
airfare quote for the “business portion only”, taken at the same time as the actual 
airline booking, should be included in the package. 

• The airfare quote for the business portion of the trip will be the reimbursable 
amount, if this amount is lower.

Example:

Special Considerations for Expense Reimbursement Cont’



Common Errors Caught by Internal Audit
Internal Audit is mandated to assess departmental compliance with policy on a random basis.

Common Reimbursement Errors:

• Missing Expense Report Form
• Missing itemized receipts or supporting documentation (i.e., too much reliance on Missing 

Receipts form)
• Receipts in foreign languages without descriptions and clarifications of expense
• Ineligible support documentation (e.g., email correspondence, research notes)
• Lack of "one-up" approval, particularly for upgrades to Business Class Travel
• Ineligible expense claims (e.g., AMEX late payment charge)
• Inaccurate calculations:

• Incorrect per diem
• Difference between AMEX and supporting invoices
• Difference in amount claimed vs. supporting invoices

• Incorrect tax code used
• Untimely settlement of accountable advance (e.g., more than 3 weeks)
University of Toronto Policy: Internal Audit Policy
• http://www.internalaudit.utoronto.ca/About_Internal_Audit/Internal_Audit_Policy.htm



Resources: Knowledge Centre

Knowledge Centre - https://finance.utoronto.ca/knowledgecentre/



Resources: FAST training 

FAST training - https://finance.utoronto.ca/fast/support-documentation/



Resources: UTSC FSD Available Resources

FA Training Session from December 2022 https://www.utsc.utoronto.ca/financial/training



Resources: UTSC FSD Available Resources

UTSC Business Officer – FIS Reference Page 
https://finance.utoronto.ca/utsc-business-officer-fis-
reference-page/



Resources: Financial Services Department Contacts 

• For General University financial polices and procedure inquiries and for submission, 
please email fsd.utsc@utoronto.ca 

• For Research financial polices and procedure inquiries please email 
fsd.research.utsc@utoronto.ca

• For Procurement inquiries and procedures, please email Sheila Baker - Procurement 
Officer she.baker@utoronto.ca



Q&A Session


