
2026UWinsite Finance 
Expenses

Functions & Tasks: 
Purchase Orders / Invoices

Overview:  
Personal Profile / Banking 

Information 

AGENDA 

1. Overview of the System
2. Banking Information
3. Expenses / Travel Advances Overview
4. University Credit Cards
5. Workflow and Approvals
6. Research Grant Management

If you have any questions during the 
presentation, please let us know by raising your 
hand by clicking the icon above

Presenter Notes
Presentation Notes
Presenter: Paige
Notes: Review Agenda and discuss expectations
�We do have the ability to take questions throughout the presentation, please raise your hand in the chat and will do our best to answer your questions.



UWinsite Finance Overview : The Basics 

All faculty members and staff are automatically 
assigned basic access to UWinsite which provides 
access to Expense Reports

Access to Self Service Procurement is available 
upon request through Finance Team Dynamix Ticket 

Service - UWinsite Finance

Students do not have access to expense module 
and must be refunded through payment requests  

Presenter Notes
Presentation Notes
Presenter:  paige
Notes: Access to self-service procurement – can be requested through a Team Dynamix ticket, if further training is required for this, we can arrange
Discuss the use of tickets for requesting additional access through licenses and the activity between placing the ticket and having security set up

https://uwindsor.teamdynamix.com/TDClient/1975/Portal/Requests/ServiceDet?ID=32684
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/Requests/ServiceDet?ID=32684
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/Requests/ServiceDet?ID=32684


UWinsite Finance Overview : The Basics 

Security is unique for each module of the system

Firefox is the preferred web browser when using 
UWinsite Finance

Multiple windows of UWinsite Finance can be opened 
in the same browser - this tip is useful when working on 
multiple tasks

Avoid clicking “back” or “refresh” in your browser, use 
the home icon instead

  

Presenter Notes
Presentation Notes
Presenter:  Paige
Notes: Access to self-service procurement – can be requested through a Team Dynamix ticket, if further training is required for this, we can arrange



UWinsite Finance Overview : The Basics 
Employee information is provided to UWinsite from UWinsite 

People via HR
 
All expense reports must be approved by your one-up manager 

as well as the cost center manager or project manager if the 
expense charges a project

Human Resources is the data owner and source of truth for 
employee data. UWinsite mirrors the employee/manager and 
cost center relationships from UWinsite People

R.A. Scholarship students need to be reimbursed through 
purchase requisitions

Presenter Notes
Presentation Notes
Presenter:  Paige
Notes: Any errors can be reported by submitting a Uwinsite Finance ticket for correction. Please note employee changes and new hires, it can take up to 1 week for the new charge account to be active



UWinsite Finance Overview: How to Access

USE YOUR UWIN ID 
& PASSWORD TO 

LOGIN!

WWW.UWINDSOR.CA/UWINSITEFINANCE

Note that once MFA is enabled on your UWin 
Account, the secondary authentication will be 
required only when accessing MFA protected services 
and apps from a non-trusted location.

TEXT MESSAGE
CALL TO  PHONE NUMBER
MICROSOFT AUTHENTICATOR 

MOBILE APP
MFA TOKEN (HARDWARE)

USE MFA TO LOGIN

More information on MFA here

Presenter Notes
Presentation Notes
Presenter: Paige
Notes: Reminder, always use the Company Single Sing on button to logon. 

http://www.uwindsor.ca/UWINSITEFINANCE
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/?CategoryID=16992


UWinsite Finance Overview : Banking Information

From UWinsite 
Finance 

Navigator or 
from the Home 
Screen click ME 
Then Expenses

1

Click on the (+) 
to add bank 
account and 
enter in all 

Bank Account 
Information

3

Highlight the 
desired account 

to set as 
Primary – 

designated with 
checkmark

5

From the Travel 
and Expenses 
page, click the 
Gear Icon and 
select Manage 
Bank Accounts

2

Once all the 
information has 

been added, 
click Save and 

Close

4

UWinsite Finance is NOT the Payroll/HR system. 
Bank accounts must be added to the Expenses Module in order to be reimbursed. 

DOCUMENTATION ON HOW TO UPDATE BANKING INFORMATION

All Canadian dollar claims are reimbursed by Electronic Funds Transfer (EFT).  
The University does not reimburse travel and non-travel expenses in US or foreign currency. All 

expense reports will be converted to Canadian dollars and paid in Canadian dollars.

Presenter Notes
Presentation Notes
Presenter: Isabel
Notes: In order to be reimbursed
Banking information must be set up before you can create your first expense report. Please ensure your banking information is accurate.
If you change banks, make sure to update your banking information in UWinsite as soon as possible. Payroll and Expenses are separate.

https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=68948


UPDATING YOUR BANK ACCOUNT 

Presenter Notes
Presentation Notes
Presenter: Isabel
To update your bank account, login to Uwinsite finance, under Me select expenses, then click on the gear icon on the far right hand side, right click and select manage bank accounts. Your bank account that is uploaded to payroll should be listed. If you wish to add another bank, select the plus icon, add the bank details and select primary.
All payments are rendered in CAD funds via direct deposit.

https://www.uwindsor.ca/
https://www.uwindsor.ca/
https://www.uwindsor.ca/
https://efhc.fa.ca2.oraclecloud.com/


WHEN TO USE EXPENSES

 You have travelled, incurred travel expenses on a personal credit card or the UWindsor 
travel card, and need to be reimbursed 

 You have incurred non-travel expenses on behalf of the University and paid for on a 
personal credit card, and need to be reimbursed

 You have incurred travel costs in advance of a trip, charged to your UWindsor travel card, 
and would like a travel advance

 Please ensure you have received written approval to travel or make the purchase you wish 
to expense.

 Quick Link:
 Forms, Policies and Reference Guides | Finance Department

Expense Report Documentation 

Presenter Notes
Presentation Notes
Presenter: Isabel
Notes: When to use expense? Travel related claim or non travel related claim. Prior to making any purchase or travel arrangements, ensure you have received written pre- approval from the authorized approving officer. The Authorized Approving Officer must have authorization over the account(s) being charged when approving reimbursement requests and cannot be the individual seeking reimbursement. Please also familiarize yourself with the procurement policy's to ensure compliance. This includes Travel Policy, Procurement policy, Hospitality policy, and Mobile devise policies. The link included on this slide provides you with the most current Board approved policies.
Forms, Policies and Reference Guides | Finance Department

https://www.uwindsor.ca/finance/glossary-policies-procedures-forms
https://www.uwindsor.ca/finance/glossary-policies-procedures-forms
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=47558


TRAVEL ADVANCE

Presenter Notes
Presentation Notes
PRESENTER: ISABEL

Travel advances can be submitted by those individuals who have been issues a University of Windsor Scotia Bank Travel Card. 
Once you have received the approval from your supervisor or Dean to travel, you may make the purchases for such items as airline tickets, train tickets, accommodations and conference registration on your travel card. You can submit a travel advance by submitting a claim within the advance section of the expense module. You will need to submit all receipts and a copy of the Scotia Bank Travel statement or Centre Suite transactions confirming the purchase. Once approved your payment will be made on our regular AP runs biweekly. You can then pay the advance travel on the card. Following the completion of the travel you will submit an expense claim to clear the outstanding travel advance. You use the same receipts and must include all additional boarding passes and itinerary/agenda to support the claim.

https://efhc.fa.ca2.oraclecloud.com/


1. Trip Overview
•☐ Travel Itinerary (flight/train details, dates, destinations)
•☐ Trip Agenda / Purpose of Travel (meetings, conferences agenda, site visits)

2. Transportation Air / Rail / Bus receipts
•☐ Boarding Passes (all legs of travel)
•☐ Ticket / E-ticket Receipt (showing fare and payment)
Car / Ground Transportation
•☐ Taxi / Ride-hailing Receipts (Uber, Lyft, Grab, etc.)
•☐ Car Rental Agreement & Receipt
•☐ Fuel Receipts (if applicable)
•☐ Mileage Log (if claiming personal vehicle use including a google map of the 
kms travelled)

3. Accommodations
•☐ Hotel Invoice / Folio (itemized, showing stay dates)
•☐ Proof of Payment (if not shown on invoice)

TRAVEL EXPENSE CLAIM CHECKLIST

Presenter Notes
Presentation Notes
Isabel
Discuss the list briefly, we have a PDF list available we can share with all staff



4. Meals & Incidentals
•☐ Meal Receipts (not required if claiming per diem amount outlined in the WUFA 
agreement)

•☐ Incidentals Receipts, such as:
• ☐ Baggage fees
• ☐ Internet/Wi-Fi charges
• ☐ Business calls
• ☐ Dry cleaning

5. Other Expenses (if applicable)
•☐ Conference / Event Registration Receipt
•☐ Visa Fees & Supporting Documents
•☐ Travel Insurance Receipt

6. Foreign Currency Charges
☐ Currency Conversion Details (Oanda.com or credit statement)

TRAVEL EXPENSE CLAIM CHECKLIST CONTINUED

Presenter Notes
Presentation Notes
Discuss list briefly, checklist available in PDF



WHEN TO EXPECT REIMBURSEMENT
 Once the approvals reach Accounts Payable, an audit is done to ensure expenses are 

compliant with policies and all documentation required is attached to the expense claim

 Once approved by Accounts Payable, it is ready to pay in the next payment run. Payment 
runs occur biweekly on Wednesdays and run through an accounting payment audit.  All 
payments are part of these runs including invoices

 Once all levels of approvals are obtained, the file is uploaded to the bank and the expenses 
are reimbursed.  Depending on volume of transactions, the process can take between 2-4 
weeks for reimbursement from the time it is received in Accounts Payable.

 Common reasons for delays in payment include:
 Improper or missing documentation
 Expenses claimed are not in compliance to policies
 Improper tax coding
 Improper manual changes to GL string when charging projects

Presenter Notes
Presentation Notes
Presenter: Isabel
Notes: Once the approvals reach Accounts Payable, an audit is done to ensure expenses are compliant with policies and all documentation required is attached to the expense claim
Once approved the claim is paid on the payment run. Please note we do run every two weeks.
Common reasons for delays in payment include:
Improper or missing documentation
Expenses claimed are not in compliance to policies
Improper tax coding
Improper manual changes to GL string when charging projects






REMINDER

The expense module is to be used to request 
reimbursement for approved expenses you have 
made on behalf of the University

As an example, Honorariums are not to be paid 
out of pocket and submitted for reimbursement

Expenses reimbursements should be submitted 
within fifteen (15) working days from the 
completion of the trip

Presenter Notes
Presentation Notes
Presenter: Isabel
Notes: The expense module is to be used to request reimbursement for approved expenses you have made on behalf of the University
As an example, Honorariums are not to be paid out of pocket and submitted for reimbursement
Expenses reimbursements should be submitted within fifteen (15) working days from the completion of the trip




1. From the UWinsite Finance home screen, click on Expenses
2. From the Travel and Expenses page, click the on the Gear Icon and select Manage 

Delegates
3. The Delegates and Permissions page, click the plus symbol (+) to add a delegate
4.  In the Person field, type in the delegate’s first and last names in CAPITAL LETTERS. A 

list will be displayed, and the appropriate individual can be selected
 From the search list, select the individual and then click OK.

5.  Click Save and Close
       

DELEGATION OF EXPENSE REPORTS

DELEGATING EXPENSE REPORTS DOCUMENTATION

Presenter Notes
Presentation Notes
Presenter: Isabel
Notes: We encourage all faculty and staff to submit their own claims. In the event you need assistance, delegation can be setup. Please remember that you are responsible to ensure you are following policy regardless if you have any assistance with claims.

https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=96766


UNIVERSITY CREDIT CARDS

To open a University Pcard 
or Travel card complete a 

TDX Uwinsite Finance 
ticket with 1 up approval, 

and funding account 
details attached. 

The Benefits of Utilizing these Cards:
• You do not have to pay for 

University expenditures with your 
own personal funds, or on your own 
credit card

•  Vendors are paid instantly, versus 
having to have them set up as a 
supplier

• For travel expenditures, you can 
apply for a travel advance when 
charged to a University Travel Card

Presenter Notes
Presentation Notes
Presenter: Lili
Notes: 

https://met.uwindsor.ca/quizzes/purchasing_card/
https://met.uwindsor.ca/quizzes/purchasing_travel/
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/Requests/ServiceDet?ID=32684
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/Requests/ServiceDet?ID=32684
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/Requests/ServiceDet?ID=32684


UNIVERSITY CREDIT CARDS

• To be used for University-related 
business travel expenses such as 
airfare, hotels, car rentals, meals, etc. 

• The Cardholder submits a travel 
expense report for reimbursement.

• The Cardholder must pay off the 
balance on a monthly basis.

• The Cardholder is responsible to pay for 
any interest charges personally if there 
is a delay in payment.

• The monthly transaction limit is 
$15,000.

Purchasing Card Travel Card

• To be used for low-value items 
without having to involve the 
Procurement Department.

• The cardholder is responsible 
for allocating the expenditure 
to the correct program/project 
through CentreSuite.

• The University pays off the 
balance monthly.

• The individual transaction limit 
is $5,650 (including HST).

• The monthly transaction limit 
is $10,000.

For general credit card inquiries, contact Procurement at pcard@uwindsor.ca

Presenter Notes
Presentation Notes
Presenter: Lili
Notes: 

https://met.uwindsor.ca/quizzes/purchasing_card/
https://met.uwindsor.ca/quizzes/purchasing_travel/
https://www.centresuite.com/Centre/Public/Logon/Index?ReturnUrl=%2fCentre%3fsite%3d319632&site=319632
mailto:pcard@uwindsor.ca


APPROVAL WORKFLOW

You create 
a claim

Your one-
up 

approver 
approves

The budget 
cost centre 

owner 
approves

AP Audits 
and 

processes

Expense 
Reports 
Charged to Your 
Department/Fa
culty:

Expense 
Reports 
Charged to 
Your Research 
Grant:

You create 
a claim

Your one-
up 

approver 
approves

Research 
Finance 

approves

AP Audits 
and 

processes

Delegate 
Submits    a 
Claim on Your 
Behalf:

Delegate 
creates your 

expense report

You approve 
their work

Process 
continues as 

above

All of this routing happens automatically in the system.  
You are emailed when your approval is required.  

Presenter Notes
Presentation Notes
Presenter: Paige
Notes:



Important Differences for Projects Processing

Access to Transact Against 
Grant Accounts

• Unique security exists
• Users charging grants who 

are NOT the PI must be 
approved by the PI (required 
for Tri Council compliance)

• Set up by Research Finance 

Action:  
If you will be charging grants 
where you are not the PI, or a 
current Project Team Member, 
Submit a Finance Ticket to be 
added as  Project Team Member

Only use the Project Number box on 
Purchase Orders and Expense Reports

Add Project Team Member Documentation

Presenter Notes
Presentation Notes
Presenter: Isabel 
Notes: PLEASE DO NOT CHANGE THE NATURAL ACCOUNT POPULATED.

-Is the grantee relationship field required when charging projects? Yes, all grant accounts being charged must include the project # field and task # field. You must be added to the grant prior to making the expense claim submission.
-Must be approved by the PI in advance so that their security allows them to charge.  
Explain how workflow routing works, ie., if the project box is empty this will not route to the project manager, it will route to the cost center manager.
Only update the account if you have specifically been advised to as you are charging PDF – if not, you will get inaccurate results. Usually resulting in a workflow error, with no payment being able to be processed.



https://uwindsor.teamdynamix.com/TDClient/1975/Portal/Requests/ServiceDet?ID=32684
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=97445


PROJECT EXPENSES APPROVALS

What Research Finance Checks For: 

 Is there funding available?

 Is there evidence of PI approval?
If none, the workflow will be re-rerouted to the PI for their approval

 That there is supporting documentation for the purchase

 The grant allows that type of expenditure 
Example: Travel expenses or equipment

Where we Rely on the PI’s Expertise to confirm the expenses: 

 Contributes to the direct costs of the research/activities for which the 
funds were awarded

Be effective and economical

Not result in personal gain for members of the research team

Presenter Notes
Presentation Notes
Presenter: Paige
Notes: 



What is the Fastest Way for me to Master 
UWinsite Expenses?

Connect with your Project 
Manager! 

Handy Handouts
There are many one-page 
handouts online to help

Expenses
1. Add Banking Information
2. Submit an Expense Report
3. Withdraw an Expense Report
4. Add a Project Team Member

Book a Meeting
Expense Claim Online Training
Expense Claim In-Person Training
Travel Advance Online Training
Travel Advance In-Person Training

Purchasing (Additional Access Required)
1. Request Modification to Access 
2. Set Up Deliver to Location
3. Submit a Payment Request
4. Submit a Purchase Order
5. Request a New Supplier 

Presenter Notes
Presentation Notes
Presenter: Isabel
Notes: 
Most frequently used documentation linked


https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=68948
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=68948
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=47558
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=47558
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=96759
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=96759
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=97445
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=97445
https://outlook.office.com/book/BudgetsandFinancialServicesBookings@uwindsor.ca/s/Xy6063YOT0WEFKseNYlMkw2?ismsaljsauthenabled
https://outlook.office.com/book/BudgetsandFinancialServicesBookings@uwindsor.ca/s/594B4KOcIkGjdk1DY9CIsQ2?ismsaljsauthenabled
https://outlook.office.com/book/BudgetsandFinancialServicesBookings@uwindsor.ca/s/594B4KOcIkGjdk1DY9CIsQ2?ismsaljsauthenabled
https://outlook.office.com/book/BudgetsandFinancialServicesBookings@uwindsor.ca/s/594B4KOcIkGjdk1DY9CIsQ2?ismsaljsauthenabled
https://outlook.office.com/book/BudgetsandFinancialServicesBookings@uwindsor.ca/s/mHkd68bqLkivrLnNZOhbOw2?ismsaljsauthenabled
https://outlook.office.com/book/BudgetsandFinancialServicesBookings@uwindsor.ca/s/ELZFxjDJsEWydBw5oH2VUg2?ismsaljsauthenabled
https://outlook.office.com/book/BudgetsandFinancialServicesBookings@uwindsor.ca/s/ELZFxjDJsEWydBw5oH2VUg2?ismsaljsauthenabled
https://outlook.office.com/book/BudgetsandFinancialServicesBookings@uwindsor.ca/s/ELZFxjDJsEWydBw5oH2VUg2?ismsaljsauthenabled
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/Requests/ServiceDet?ID=32684
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/Requests/ServiceDet?ID=32684
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=62683
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=62683
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=97423
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=97423
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=97422
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=97422
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=52466
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/ArticleDet?ID=52466


ACTION LIST
Expenses
 Sign up for a Purchasing Card if you plan to make small purchases 
 Sign up for a Travel Card if you plan to travel on behalf of the University
 To apply for a Purchasing or Travel Card, please submit an TDX Service ticket 

under Request Form - UWinsite Finance BTA/Travel Card/PCard/New Card 
Request

Learning the System
 Check out our Knowledge Base Articles and brief handouts
 Learn who the “expert” is in your Department and chat with them via Teams
 Submit a finance ticket with details of the task/function you require 

assistance with – our finance team will review it and assist you

Using the System
 Use Firefox and favourite our UWinsite Finance Website

www.uwindsor.ca/uwinsitefinance

Presenter Notes
Presentation Notes
Presenter: Isabel
Notes: To apply for a PCARD or Travel card you must submit a TDX Service ticket. Link included on the slideshow. Once application is approved you will receive the card from the Procurement team. Please ensure all purchases are approved in writing prior to making any travel/non-travel purchase.

https://uwindsor.teamdynamix.com/TDClient/1975/Portal/Requests/TicketRequests/NewForm?ID=bHoHwW6JUOQ_&RequestorType=Service
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/Requests/TicketRequests/NewForm?ID=bHoHwW6JUOQ_&RequestorType=Service
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/Requests/TicketRequests/NewForm?ID=bHoHwW6JUOQ_&RequestorType=Service
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/KB/?CategoryID=9151
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/Requests/ServiceDet?ID=32684
https://uwindsor.teamdynamix.com/TDClient/1975/Portal/Requests/ServiceDet?ID=32684
https://www.uwindsor.ca/finance/345/uwinsite-finance
http://www.uwindsor.ca/uwinsitefinance
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