
SumTotal Expense FAQ - 1 - October 2014 

 

SumTotal Expense Frequently Asked Questions 

 

Table of Contents 

 

1.  CAN I ACCESS SUMTOTAL EXPENSE SOFTWARE FROM MY HOME COMPUTER? .... - 2 - 

2.  WHAT DO I DO WITH MY SUPPORTING DOCUMENTATION? ........................................... - 2 - 

3.  WHAT TYPE OF SUPPORTING DOCUMENTATION IS REQUIRED?................................... - 3 - 

4. WHAT IF I EXPERIENCE PROBLEMS PRINTING THE EXPENSE REPORT? .................... - 3 - 

5.  WHAT IF I CLICK ON A DROP DOWN LIST BUT NOTHING HAPPENS? ........................... - 3 - 

6.  HOW DO I CONTACT THE SUMTOTAL SYSTEM ADMINISTRATOR? .............................. - 3 - 

7.  WHAT SHOULD I INCLUDE IN THE REPORT NAME? ........................................................... - 3 - 

8.  WHAT FINANCIAL CODE DO I CHOOSE? ................................................................................. - 4 - 

9.  HOW DO I CHARGE ONE EXPENSE TO MULTIPLE FINANCIAL CODES? ....................... - 5 - 

10.  WHEN ENTERING A CLAIM, DO I HAVE TO FILL IN ALL THE FIELDS? ...................... - 5 - 

11.  IS THE REGION WHERE I PURCHASED THE ITEM OR WHERE THE ITEM COMES 

FROM? ...................................................................................................................................................... - 5 - 

12.  WHERE CAN I VIEW OR CHANGE THE TAX INFORMATION? ......................................... - 5 - 

13.  CAN I CHANGE THE EXCHANGE RATE IF I AM CHARGED A DIFFERENT RATE? .... - 5 - 

14.  IS THERE A QUICK METHOD TO APPROVE CLAIMS? ....................................................... - 6 - 

15.  HOW CAN I VIEW THE STATUS OF MY ON-LINE CLAIM? ................................................ - 6 - 

16.  MY CLAIM HAS BEEN REJECTED.  HOW DO I VIEW THE APPROVER’S 

COMMENTS?....... ................................................................................................................................... - 6 - 

17.  MY CLAIM HAS BEEN REJECTED.  DO I HAVE TO SUBMIT A NEW CLAIM? .............. - 7 - 

18.  I NEED TO CHARGE EXPENSES TO A FUND AND I CAN’T SEE IT UNDER MY 

FINANCIAL CODE SELECTIONS.  HOW DO I GET ACCESS TO A NEW FINANCIAL CODE?..

 .................................................................................................................................................................... - 7 - 



SumTotal Expense FAQ - 2 - October 2014 

1.  Can I access SumTotal Expense software from my home 

computer? 

 

Yes, if your home computer is connected to the internet and uses the web browser 

Internet Explorer (version 6.0 or greater) or Firefox (version 1.5 or greater).  The 

online claim system can be accessed through the Bridge; 

https://www.uleth.ca/bridge/twgkwbis.P_WWWLogin 

 

Mac Users must use Firefox (version 20 or greater). Contact the Help Desk (329-

2490 or help@uleth.ca) for assistance. 

 

2.  What do I do with my supporting documentation? 
 

Financial Services does not require a hard-copy of the expense report, but you must 

submit your receipts.  A previously submitted claim can be viewed on-line in the 

claim history, making printed copies unnecessary.  See question 15 for details. 

 

When you have finished adding expenses to your report, click on ‘Complete 

Report’, and then ‘Submit’.  Your claim number is the last four digits of the 

number at the top right-hand side of the screen.  Write this claim number on a 

receipt submission envelope, available in your department.  Place your receipts and 

any other supporting documentation in the envelope and use a separate envelope for 

each expense report.  Combine your expenses on one report whenever possible.   

 

If you did not record the number from the screen at the time of submission, from 

the SumTotal Expense welcome screen click on ‘Review History’.  From the list of 

expense reports, click once on the claim you wish to open, and then click on 

‘Open’. Click on ‘Print’ which will open another window.  The claim number 

(Document number) will appear in the top right of this window. 

 

Where applicable, the envelope containing the receipts is to be given to the 

individual within your department who normally collects receipts and reviews 

claims (financial officer or administrative support personnel).  These individuals 

will forward the receipts to Financial Services after reviewing the claim.  In all 

other cases, forward the envelope containing your receipts directly to Financial 

Services. 

 

Reimbursement cannot take place until the receipts have been received in Financial 

Services, and all approvers have gone into the system and approved your claim.  

Receipts are not required for per diem amounts or mileage. 

 

https://www.uleth.ca/bridge/twgkwbis.P_WWWLogin
mailto:help@uleth.ca
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3.  What type of supporting documentation is required? 
 

Submit original supporting documentation detailing the transaction, including the 

name of the vendor, a description of the goods or service, the purchase amount and 

the GST amount.  Examples include a detailed cash register receipt, invoice, credit 

card receipt with an item description, boarding pass, printed on-line order 

document or conference registration.  Include a conference agenda or some other 

documentation which lists the presentations, if you were one of the presenters.   

Proof of payment must be clearly indicated on the document or provided as a 

separate document.  Examples include a credit card statement, money order receipt 

or cancelled cheque.  Proof of payment without transaction detail is not acceptable.  

 

4. What if I experience problems printing the expense report? 
 

Pop-up blockers may interfere with printing.  Look for a pop-up blocker message 

somewhere on your screen, such as an information bar appearing in a toolbar at the 

top of your screen.  Right click on the information bar and choose ‘Always allow 

pop-ups from this site’, or from the Tools menu select ‘Pop-up Blocker’, and then 

‘Turn Off Pop-up Blocker’.  

 

The steps to disable a Pop-up Blocker will vary depending on the type (Google, 

Chrome, Firefox, etc.)  Contact the Help Desk at 329-2490 or help@uleth.ca .  If 

you continue to experience problems printing, contact the system administrator (see 

question 6 below). 

 

5.  What if I click on a drop down list but nothing happens? 
  

Pop-up blockers may be the cause.  Refer to the instructions in question 4 above.  

 

6.  How do I contact the SumTotal system administrator? 
 

To contact the system administrator, send an e-mail to finance.expense@uleth.ca.  

Alternatively, you can phone Financial Services at (403)329-2206. 

 

7.  What should I include in the report name? 
  

The report name should be meaningful to you, unique to each expense report, and 

should reflect the reason for the claim. The name you choose may be used in the 

future to distinguish the report from a list of several reports, so include details. See 

the table below for report name examples. 

 

 

Expenditure: Format: Example: 

Travel Event, location EDAC conference, 

Edmonton 

mailto:help@uleth.ca
mailto:finance.expense@uleth.ca
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Book Title or subject HTML book 

Course Course name Project management 

course 

Goods Description Fax toner 

Research travel Name of grant, 

location 

SPIRE, Paris France 

 

8.  What financial code do I choose? 
 

If you are using the same financial code for most of your expense claims you can 

set this code as your default.  To do this, click on ‘Edit User Preferences’ from the 

SumTotal Expense home page.  Next, choose the ‘Defaults’ tab.  Click on the drop 

down arrow to the right of the Financial Code field and click on a financial code to 

select.  Once you have made your selection, click on ‘Save’.   

 

Note: you may change the allocation for each individual expense by clicking the 

‘Allocation’ button on the ‘Add Expense’ screen. 

 

The financial codes available are specific to each user.  For instance, if you are the 

Chair of your department the code you select will be followed by ‘-Chair’.  To have 

a code added contact the SumTotal system administrator (see question 6). 

 

The following explanations will assist you in choosing the correct financial code, to 

avoid unnecessary delays in the processing of your claim. 

 

a) Research accounts are generally displayed as the initials of the grant holder, 

and the last name of the grant holder or a description of the grant, followed by the 

fund number. 

i. The principal investigator of a particular grant will use the financial code 

that includes ‘- PI’ or ‘-Princ Inv’ 

ii. Assistants or other individuals will use the financial code that does not 

include ‘- PI’ or ‘-Princ Inv’ 

 

b) If you have been granted faculty travel, choose the financial code, 

‘_Department Name ULeth Travel Fund’ or ‘_Department Name ULeth Travel 

Fund-Position.’  If you have been granted Arts & Science faculty travel, the code is 

‘_A&S Faculty Travel’. 

 

c) To charge an expense to professional development, choose the financial code 

‘_Department Prof Sup’.  Again, the code is specific to your current position.  For 

example, ‘_Department-Chair Prof Sup’. 

 

If you are still unsure which financial code to use, contact the financial officer for 

your faculty or the SumTotal system administrator (see question 6).   
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9.  How do I charge one expense to multiple financial codes? 
 

To split an expense between more than one financial code, enter each share as a 

separate expense.  For example, to charge 40% of the expense to one code and 60% 

to another, add the expense but enter only 40% as the spent amount.  Click on the 

‘Allocation’ button to select the appropriate financial code.  Add another expense 

and enter the remaining 60% as the spent amount.  Again, click on the ‘Allocation’ 

button to select the appropriate financial code. 

 

10.  When entering a claim, do I have to fill in all the fields? 
 

No.  Required fields are indicated by a red asterisk to the right of the field.  The 

fields that appear onscreen are dynamically updated based on the expense type.  For 

example, daily per diems require the number of units (days) and car rental requires 

a merchant.   

 

Fields without a red asterisk are optional, with the exception of the description 

field.  Although no red asterisk appears next to description, this is a required field. 

 

11.  Is the region where I purchased the item or where the item comes 

from?   
 

The region you choose drives the GST and PST automatically calculated by the on-

line expense system.  

 

For instance, if you purchase a book on-line from your home in Alberta and the on-

line confirmation shows that you were charged GST but not PST, the region is 

‘Alberta’.  If the purchase is from the U.S. and no GST was charged, the region is 

‘United States’.  See question 12 below for more information. 

 

12.  Where can I view or change the tax information? 
 

Applicable taxes are calculated for each expense item depending on the region you 

choose.  For instance, if British Columbia is the selected region, the system will 

automatically calculate GST and PST.  In some cases, such as meals, airfare and 

accommodations, the GST may not be calculated correctly.  You can change the 

amount of GST by clicking on the ‘Tax Info’ tab while in the ‘Expense View’.  

Highlight the contents of the GST field and type in the correct amount.  Click on 

‘Tax Info’ again to close the window and return to the expense. 

 

13.  Can I change the exchange rate if I am charged a different rate? 
 

Yes.  The SumTotal Expense exchange rates are updated on a regular basis by the 

system administrator.  If the exchange rate that appears varies from what you paid, 
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you can override the default rate.  To change the rate, highlight the contents of the 

exchange rate field and enter the actual rate.  

 

14.  Is there a quick method to approve claims? 
 

Approvers will be contacted by e-mail when a claim is awaiting approval.  On the 

SumTotal homepage, under the heading ‘Management Actions’, choose ‘View 

Documents to Approve’.   

 

There are two methods of approving claims.  The quick method of approval can be 

used when the approver is familiar with the submitter’s expenditures.  The 

‘Approval Items’ are listed in order of date submitted and the related expenses will 

be shown below.  To approve a claim using the quick method, check the box to the 

left of the report you wish to approve.  Then click on ‘Approve’.   

 

A box will appear that allows you to enter a comment.  Comments are not required 

for approved claims.  Alternatively, you may reject a claim by clicking the ‘Reject’ 

button.  In this case, a comment is required.   

 

If you wish to review an expense in greater detail check the box to the left of the 

report and click on the ‘Open’ button.  Click on the individual expense items to 

view them in detail.  Once you are finished, click ‘Done’.  You then have the 

option to ‘Complete Approval’. 

 

15.  How can I view the status of my on-line claim? 
 

To view a previously submitted claim, click on ‘Review History’ from the home 

page.  Click on the report you wish to view.  Next, click on the ‘Event History’ tab.  

The event history displays the date and action performed at each step in the 

approval process.  To view an action in greater detail, click on the plus sign to the 

left of the date.  Using ‘View History’, you can identify which step in the approval 

chain your claim has reached. 

 

Approvers can view a previously approved claim by clicking on ‘View Documents 

to Approve’ on the home page, and then on the ‘Approval History’ tab.  

 

16.  My claim has been rejected.  How do I view the Approver’s 

comments? 
 

To view comments related to a rejected claim, click on ‘Review History’ from the 

home page.  Highlight the rejected report you wish to view.  Next, click on the 

‘Event History’ tab.  Click on the plus sign to the left of the action ‘Rejected at 

level’.  If necessary, use the scroll bar to the right to scroll down to view the 

comments. 
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17.  My claim has been rejected.  Do I have to submit a new claim? 
 

No, you do not need to submit a new claim.  The rejected expenses should either be 

deleted or modified and then resubmitted.  From the home page, click on the 

rejected document under ‘Select Document to Complete’ or click on ‘Review 

History’, highlight the rejected report and click ‘Open’.  To modify, click on the 

expense under included expenses on the view summary tab.  Make the necessary 

changes and click on ‘Save Changes’.  To delete, check the box to the right of the 

expense under included expenses on the view summary tab and click on ‘Delete’. 

Click on ‘Submit’ to resubmit the modified and/or deleted expenses. 

 

18.  I need to charge expenses to a fund and I can’t see it under my 

financial code selections.  How do I get access to a new financial 

code?   
 

If you need access to a new financial code, send in a request to the Administrator 

(see question 6).  The FOAPAL will be added to your financial code selections, and 

the Administrator will notify you when the change has been made.  You can then 

use the new code to charge expenses against. 
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