Electronic EMPLOYEE EXPENSE CLAIM Process

Employees wishing to claim for reimbursement of expenses should click the URL link below:

https://forms.sd58.bc.ca/Forms/Expense Claim

W Sign in to Laserfiche 4 + =
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Your own Notes:
network
username 1. If unable to sign in, contact your IT Department to verify that you have been granted
Username a license and permitted access to this Laserfiche Forms Business Process.
sd5@drichardson 2. My email address is drichardson@365.sd58.bc.ca. Therefore, my Username to login
is, sd58\drichardson
i ngmmmm] 3. Your password is the same password that you use to sign into your computer and/or
email.

your 4. The electronic form should open and look like this
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5. Below are a series of screen shots that guide you through: 1) how to fill out the
expense claim, 2) how to submit multiple expense items within the same claim and,
3) how to submit your expense claim. Questions regarding HOW to fill in the form
should be directed to: Dylan Richardson, Laura Rusnjak, Rani Lali

Employee Information

Employee Information

User Display Name

Dylan Richardson

Full Name

Dylan Richardson

First Name

| Dytan |

Last Name

Richardson

Employee ID
Email* Number*

Phone Number®

digits only, example: 2503785161 *
Are you a Teacher?*
(O Education Assistant / School Secretary

() Teacher
(O All Other Employment Roles




Expense #1 - Mileage

Employee Expenses

Expense Title* From* To*

|out of district travel to the BCPSEA Symposium | | 10172024 |ET 1053172024 =
School Year

2024-2025 [N

*

Category * From location * To location

k7 | Auto Mileage

Date *

1171172024

V‘ ||'U"|E?I"I'iﬂ | ‘VBI'ICOUVEI'

KM Driven®  Mileage Rate Trip Total
| [s50 $ 0.70 $ 385.00

Purpose / Supplemental Information*

BCPSEA Symposium

GL Code (7]

GL MASK: #8228 & 4t sensy 2oy
(example: 49-0000-0-00-3 Description

Add Expense Item

Mileage - Supporting Documentation

Click here to upload your supporting documents

Odometer fracking or other documents that suppert your expense claim

Expense #2 — Hotel Receipt




by

Date® Category * Vendor* Cost*(?)

1111112024 |E7] | Lodging v| |Best westem | $|189.12

Purpose / Supplemental Information * Upload Itemized Receipt*
| Hotel for BCPSEA Symposium || Browse

Hotel Receipt.p 16.52KB X

GL Code (7}

GL MASK: (g fHHH 3 JHHE FHi
{example: 49-0000-0-00-33200-2) GL Description

GST

(if shown on

Add Expense Item

Submitting Your Expense Claim.

Expense Summary

Expense Total
% 385.00

Comments or Details

Annual attendance to the BCPSEA Symposium in Vancouver. You can provide additional information about your expense claim here that will be helpful for ‘

those that are reviewing your expense claim.

N T




Expense Categories.

Airline tickets
Auto Mileage
Books
Lodging
Field trip expenses (student meals, admissions)
Luggage fees
Breakfast Per Diem (myself)

Lunch Per Diem (myself)

Supper Per Diem (myself)

Meals (group)

Meeting expenses (coffee, snacks, catering)
Miscellaneous

Professional fees/dues

Public Transit

Parking

Reagistration fees for conferences

| Supplies (Classroom, office, program)




