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1. Login

Access the online expense claim portal at http://rimborsi.usi.ch
The preferred browser is Google Chrome.
Enter your Netid credentials in the pop-window (example):

SWITCH edu-ID Hep  EN

Log in to: Piattaforma rimborsi usi o

Service description:
Piattaforma rimborsi usi

E-mail:

Password: ®

Cr‘eat’e accuunt “

SWITCH

Select the language (ENG/ITA) from the main menu on the header of the platform:

@ Forms ¥ Rules ¥ (@ Instructions

2. Expense claim process

Creating a
new expense
claim

Drop the expense
claim and orginal
receipts in the mail
box in room 350

Print the PDF
version

Submitting the
form

Filling in the
form

2.1. Creating a new expense claim

To create a new expense claim, click on “Request new reimbursement”


http://rimborsi.usi.ch/

pagina 4 /11

2.2. Filling in the form
1.

Requested b ente Caofunding (if an
H (mm/dd/yyyy)] " y P p—— 0 g (if any)
Please select the reimbursement + | A -
Mario rossi — —
- 8/28/2015 Reason, destination (city, state), from || SER/AMM/SER INF -
IT staff T |- to dates
: B =
2
Add new expense line Before adding new expense lines, please verify that you selected the correct role and reimbursement type.
Attach PDF
SUBMIT SAVE Cancel
1. Requested by Select from the menu the position? held at the time of the expenditure
2. Type, reason, A. Select the type of reimbursement?from the menu
destination, date(s) B. Indicate in the text field the details of the travel, as mentionned

(event title/travel reason, city and State, start/end dates)

3. Cost centres

S . e Choose from the drop-down menu the cost centre where the expenditure
is to be allocated (personal fund, research, or corporate budget)

SN = o If the cost centre is not available, but the expenditure is to be allocated to
FNS:click “FNS” indicate the project name or number in the relevant field.

Other, - e If the cost centre is not available: click “Other...” and indicate the name in

the relevant field.

4. Cofunding If the expenditure was co-financed, indicate the name of the organisation

2.3. Adding expense lines

To add the first expenditure click on "Add new expense line"
Once the line has been filled in, click on "Save" and continue filling in of the other lines (see
example below).

Receipt Expense date

T () Expense type Exp. description Transportation type km Nights Amount Currency Notes
1 11/1/2018 Accommeadation (conference) Conferance Hotel, Hatel Zdrich - 2 320.00 CHF
2 10/17/2019 Conferance rag. Canferance registration CHR o 120.00 CHF
3 11/2/2018 Entertainment sxpenses Gift for Mr. John Smith, Head of CHR, collaborative session - 70.00 CHF
4 11/1/2019 Mezls (conference) Lunch {1.11.19) = 35.00 CHF
5 11/1/2019 Meszls with quests Dinner {1.11,13) with Mr. John Smith, collaborative session o 100.00 CHF
£ 11/1/2018 Transportation (conferance) UZI - Lugano station Bus 2,50 CHF

Expense description

In the description field, always enter all the required details and the nature of the
expenditure.

The amounts entered must be in the original currency.

Do not add up expenses: each line must correspond to a single receipt.

If the field "Other" is selected, specify the type of expenditure.

2.4. Adding travel segment / leg

For travel by plane and/or train it is necessary to follow the following steps:

Fill the expense line

07.062019 [ | Transportation v |tugano-Llendon | pon, o . = 200, 2 CHF ~




2.

3.
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Then click “Add new travel segment” to insert the travel information (see next step)

6/7/2019 [ Transportation (¢ v |Lugano - London | Fiight  ~ = o 2013 [leHI>

4

This type of transportation requires the insertion of at least 1 travel

2 Q R segment (insert more if this expense refers to multiple segments)
;‘ S 0 S TI'\ _> Add new travel segment

think about it W Save Cancel

Once the line is completed, click on “Save” and continue adding the other segments / legs,
as appropriate.

Flight number Departure date Origin Destination Class Actions
Edit Delete
1X2903 7/6/2019 Lugano / Agno (LUG) Zurich (ZRH) Second / Economy
Copy
Edit Delete
X460 7/6/2019 Zurich (ZRH) London, England (LCY) Second / Economy
Copy
2
Edit Delete
X465 7/9/2019 London, England (LCY) Zurich (ZRH) Second / Economy
Copy
LX2914 7/9/2019 Zurich (ZRH) Lugano / Agno (LUG) Second / Economy v Save ] Cancel
® This type of transportation requires the insertion of at least 1 travel
Q o segment (insert more if this expense refers to multiple segments)
g S 0 S T’\ Add new travel segment
think about it wWw Save  Cancel
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4.  Finally, click “Save” to save the expense line.

m/ddlyyyy) Requested by expense) Cost Center Cofunding (i

Conference

Mario Rossi )
7/23/2019 | T staff ISSTA 2042, London - UK, 6-9.7.2042 INFO/AMM/CORPORATE
2
xpense date Transportation
am/dd/ ) Expense type Exp. description tipe km Nights Amount Currency Notes Ac
Accommodation Edit

7/6/2019 (conference) hotel 3 nights - 3 100.00 CHF c

2019 [ Transportation (¢ v Luganc -London Flight — ~ 2 S 200/2 cHI ~
V4 Vz

t number Departure date Origin Destination Class Actions
X2903 7/6/2019 Lugano / Agno (LUG) Zurich (ZRH) Second / Economy Edit Delete Copy
LX460 7/6/2019 Zurich (ZRH) London, England (LCY) Second / Economy Edit Delete Copy
LX465 7/9/2019 London, England (LCY) Zurich (ZRH) Second / Economy Edit Delete Copy
X2914 7/9/2019 Zurich (ZRH) Lugano / Agno (LUG) Second / Economy Edit Delete Copy

This type of transportation requires the insertion of at least 1 travel

Q .— segment (insert more if this expense refers to multiple segments)
g S 0 S TI\ Add new travel segment

link about it Save
xpense line /

Once the expense claim is completed, click on "Save".

At this point the expense claim will be visible in the drafts folder, from where you can still
make changes.

4 My reimbursements (8) Request new reimbursement

=0

i Submitted (1) @y reimbursements >> Drafts - |
i Authorized (1)
W e |1 |[»H
Legenda
Request date Type, reason, destination, date(s) (of
= i “ T the expense)
Submitted ; ;
Mario Rossi ISSTA 2042, London - UK, 6-9.7.2042
T authorized 10028321 4/12/2018 (IT staf) tf:nnference]
\ View details Edit SUBMIT )

~— —7
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Submitting the form

Once the form is complete with all the information, remember to attach the pdf of all the
receipts (see imagel at the bottom of the document) and click on “Submit” to submit it
through the online portal.

Important: once the form is submitted you can no longer make any changes.

The expense claim is now visible in the submitted folder.

4+ My reimbursements (8)
. Drafts (5)
Submitted (2)

- Authorized (1)

Now print the form in pdf version by clicking on the corresponding icon and don’t forget to
sign, attach the receipts, have the teacher sign when necessary and deliver by mail box.

; Mario Rossi ISSTA 2042, London - UK, 6-9.7.2042 300.00
10028321 4/12/2019 (IT staff) (Conference) INFO/AMM/CORPORATE CHF
S

View details
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3.1. Attachments

Important:

Number the original receipts in the same order as the receipt number on the form.
Original receipts must be attached (stapled or clipped) to the form and in numerical order.
(see image?2 at the bottom of the document)

The user is responsible for the care and handling of his/her receipts. Expense lines that are
not duly justified by original receipts will not be considered by the Administration.

Collect the signature of the direct manager / director, as appropriate.

Drop the expense claim and orginal receipts in the designated mail box OUT/RIMBORSI
SPESE in Palazzo Canavee and Vignetta for ISA, or hand it to our mail box RIMBORSI
SPESE in villa Argentina

Please allow up to 40 days from the form submission to processing.
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Review process, evaluation and
authorisation

During the validation process, expense claims remain visible in the "Submitted" folder of the
platform.

At the end of the process, the expense claim will appear in the "Authorized" folder.

By clicking "View details" on the individual claim will show the status of the authorized costs
and any notes from the revisors.

All users are invited to check the status of their expense claims regularly.

Authorised reimbursement may no longer be changed.

Contact persons

e Christiane Schroeder, Amministrazione del personale (personale.me@usi.ch)
o llaria Ferreira, Viaggi e contabilitd (contabilita.me@usi.ch)

Administrativel Other expenditures?

Assistant® Other travel (project meetings, general meetings off campus)?
Staff member! Conference

Faculty! Training courses?

Researcher! PhD courses?

Summer / Winter school?
Travel with / for USI staff2
Business travel?

Study travel?

Home-work commute?
Workshop?


mailto:personale.me@usi.ch
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Image 1: pdf attachment

. i Aegnemen TRY, ke, FEEA, dRatn) (OF 1S Wpenes) EPREREne (/)

(mm/dd/yyyy)

. SISP (Societa Italiana di Scienze Politiche) 2019 conference - Lecce (IT),
10030188  9/23/2019 (PhD assi ) 12th-14th September 2019 ACC/FNR/177286 (6/30/2020)
(Conference)
Note nmbarso (visibile
solo ai revison)
date (mm/dd ‘a. m". NS K Nightas Amosat Amount i : S PR
Nom. Iyvyy) Cast Cantor type Corency " (ciir) 7 e (HF) “rotes
Conference reg. 49.67
1 6/24/2019 31720 Conference registration - 45.00 EUR Change: The registration includes by default the sodal dinner 45.00 49.67
ACC/FNR/177286 1.1037
Transportation 72.49
2 7/25/2019 (“;':;;3“) Rysaslc Glaht from iiane Walpsnan Flight 6568 | EUR | Change: 6s.68 72.49
ACC/FNR/177286 :
hfommod.ﬁ;n 79.94 ¢
conference . o 72.43 79.94 (CHF x
3 9/4/2019 3:7/20 2 nights in AirBnB room in Lecce. 2 72.43 EUR C‘h:gg;x (289.93) tte: 39.97)
ACC/FNR/177286 .
Meals (conference) Please find attached (Dinner-SISP.pdf) both my personal receipt (32,20 EUR) and the collective
9/11/2019 31720 Dhorrer i Lacos. g‘”‘m‘;‘;.““;::“h: of 2 3220 | CHF 32.20 | fiscal receipt (193 EUR for € people). For technical it vas ble to have a te  32.20 32.20
FNR/177286 o S fiscal raceipt.
274
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Image 2: example receipts attached to the printed form
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