
                                                                                                                                                                                                           

   
 

 
Graduate Travel/Research Materials Expense Claim – Receipt Submission Process  

 
You will need to log into the Western Financials website. (https://finance.uwo.ca/psp/fsprdweb/)  
 
Once you log into Western Financials, select the ‘Expense Reimbursement’ �le. 
 
A�er you have selected ‘Expense Reimbursement’ your screen will look similar to this: 
 

 
 
For submi�ng receipts for your Graduate Travel funding, always enter your informa�on by selec�ng ‘Guest/Student Expense Claims’. 
Do not select the option for ‘Faculty/Staff/Grad Expense’. 
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The first �me you go into the system, you will be guided to set up/ensure all your banking informa�on is accurately reflected. Correc�ons can be made/added if 
necessary, then you can skip this step the next �me through.    Accurate bank info means faster reimbursement. 
A�er you have selected the ‘Guest/Student Expense Claims’ op�on, your screen will look similar to the screenshot below and  

you should select  + New Student Expense Claim. 
 

 
  



   
 

   
 

A�er you’ve selected to start a new Student Expense Claim, your screen will look similar to this.  
There is the op�on towards the top of the page to ‘Click here to show writen instruc�ons’ for informa�on on how to complete the form. 
 
Be sure to scroll all the way le� and right and up and down to ensure you’ve completed all the fields on the page. 
 
Make sure to atach any conference agenda/i�nerary.   Finance requires proof of you atending an event (lanyard, leter from organizers thanking you). 
If flying or taking a train, include itemized receipt showing your name, proof of payment method, class of �cket, along with boarding pass.  
If claiming mileage, atach screenshot a Google Map route with start/end loca�ons to reflect total kilometers.    
Addi�onally, include a pdf of the award approval email from the Graduate Program, as Finance wants to know the purpose of this travel/type of expense. 
 

 
  



   
 

   
 

In the sec�on for “Select your University contact’s user ID” enter   finelb   to ensure your receipts are sent to Elisa Kilbourne. 
 
If the system asks for a speedcode/account, leave this blank, as Elisa will fill this in. 
 
 
Make sure to hit the “Submit” buton when you’ve completed everything and added all the documenta�on to the claim page. 

 


