
 

 
Now that you have completed itemizing all your expenses and have attached your 
receipts, along with any necessary missing receipt affidavits, you are ready to submit. 
Before you submit, review any exceptions that need attention. Click on the Show 
Exceptions button. (If you do not have any exceptions, you will not see the Show 
Exceptions button and you can skip this step.) 

 
Yellow icons: This is a warning message regarding a specific expense. The system will 
allow you to submit even if you have this warning message. Review yellow icon items to 
see if a change should be made based on policy.  
Red icons: These items must be fixed before your report can be submitted. All red 
icons must be cleared before the system will allow you to submit successfully. 
 

 
The University requires you to submit a hard copy of your expense report along with all 
original receipts and supporting documentation.  
 

 Click on Print/Email > Ottawa Detailed Report. 

 Your approver needs to be able to see the details of your expense report. Make 
sure you click on the check box beside Show itemizations. 

 Review the details. 

 Click Print. 
 

If your supervisor would like an emailed copy of the expense report, click 

Email. You also have the option to save your report as a PDF. 
 
 

 



 
 

 Click the Submit Report button located in the top right corner. 

 The Final Review window will open. Review the information for accuracy and 
make any necessary changes.  

 You can Print, Attach Receipt Images and View Receipts. 

 Click Accept & Submit. 
 
If your report cannot be submitted successfully, a message will appear notifying you of 
any exceptions or errors that need to be fixed. Correct errors and try to resubmit. If 
further help is required, contact your E-Travel Office.  
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