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First-Time Registration 
The new Ricoh Expense submission process will utilize web forms that will require you to register 

yourself prior to being able to continue submitting expenses.  This is a one-time registration process. 

After registering, you will no longer be required to go through this step to submit future expenses. 

To start, you will simply access the Expense Submission web form at either of the following addresses: 

https://expenseweb.ricohcloudecm.ca/forms/expensesubmission 

 

Enter your Ricoh credentials in the following format, and then click “Sign in” 

username: ricohcanada\YourWindowsUsername (e.g. ricohcanada\smithj) 

password: Your Network password 

f 

Upon login, the expense form will recognize that you have not registered your Ricoh account as of yet.  

You will see a prompt indicating to click on a link to continue the registration process.  Follow the link. 

 

A new browser tab will open, providing you with two fields that you will need to fill out to complete the 

registration process.  Simply enter your last name, and your Employee HRMS number in the appropriate 

fields, and then click on “Validate Your Info”. 

https://expenseweb.ricohcloudecm.ca/forms/expensesubmission
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The web form will proceed to confirm that your credentials are correct.  When it successfully finds your 

information, you will see the following message: 

 

IMPORTANT: You must click on the “Complete Registration” button that appears after successful 

validation in order to finalize the registration. Failure to click on this button after validating your 

credentials will require you to go through the registration process again. 

 

You have now successfully registered your Ricoh account with the Laserfiche Forms.  You may proceed 

to close the browser tab, and access the Ricoh expense form once again.  It may still be open for you, in 

which case you would  refresh the web browser window in order for the form to recognize your newly 

registered account. 

Submitting Expenses 
Ricoh employees are now able to submit expenses online through the use of a web form.  To access the 

form, open a web browser and enter either of the following addresses in the address bar: 
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https://expenseweb.ricohcloudecm.ca/forms/expensesubmission 

 

You will be prompted to log into the form.  Enter your Ricoh credentials in the fields provided, and then 

click on “Sign in”. 

username: ricohcanada\YourWindowsUsername (e.g. ricohcanada\smithj) 

password: Your Network password 

 

 

If you haven’t already registered, you will receive a message stating that you will have to go through a 

quick registration process. This is detailed in section 1. 

After successful login, the system will return your employee information; including your name, manager, 

branch, cost center, and “company” (for internal use).  Review and make sure the information is 

accurate before continuing.  If any of the information is incorrect or out of date, please contact your 

manager for further investigation. Please note the information returned comes from the company 

HRMS system. 

 

If you have been assigned as a designate to submit expenses on behalf of another employee (presently, 

for Executive Assistants only), you’ll be able to submit their expenses by selecting “On behalf of 

someone else” under “I am filling out the expense form”, and then proceed to select the person you’re 

submitting for from the drop-down menu. 

https://expenseweb.ricohcloudecm.ca/forms/expensesubmission
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Employee Expenses 
If you are submitting any items relating to an expense occurred other than a Vehicle Expense Report, 

then select “Employee Expenses” under the Expense Type drop-down menu. 

 

Doing so will reveal a list of fields where you can begin entering your expense item information. 
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We recommend you create an expense title for each expense report you create. This field is optional but 

will help you to identify expenses for a particular trip or a particular month’s expense submission. 

 

 

Next, enter the “From” and “To” dates that the expenses were incurred.  You can simply click on the 

fields or calendar buttons to reveal a pop-up calendar to help you select your dates. Expenses must be 

submitted within 30 days of incurring them. 

 

 

If one or more of your expenses were incurred outside of Canada, select “Foreign” under “Travel Type”.  

You can submit a mix of both foreign and domestic expenses  in the same expense report, but selecting 

“Foreign” will allow you to specify an exchange rate and currency  to be used for converting to Canadian 

funds. The exchange rate is applied to all the items in the expense form and it is not possible to 

individually assign exchange rates to each line. Alternatively, you may also key in an exchange rate of 

1.00 and enter the amount incurred in Canadian Dollars if the expense was charged to a Canadian Credit 

Card. In such cases, you will also have to attach a copy of your credit card statement (in addition to the 

itemized invoice).  If all expenses incurred were within Canada, keep the Travel Type as “Domestic”. 
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If any of your expense claim is for mileage reimbursement, under “Auto Mileage” select “Yes”.  This will 

allow you to specify what rate you are to be reimbursed for your kilometers.  If you are unsure of your 

allowed rate, please contact your manager or refer to the Corporate Travel Policy. Any kms mileage you 

enter in following step will be calculated by this rate. 

 

Entering Your Expense Details 
You’re now ready to begin entering your individual expense items.  Each expense requires certain 

information to be entered into an appropriate field.   

 

Date: The date that the expense occurred. This should be the date on your receipt. Province: Select the 

province where the expense was incurred.  If the expense was incurred outside of Canada, select “EXT”.   

Category: Select the type of expense that was incurred. Selecting “Mileage” will enable the “KM Driven” 

field to allow you to enter the mileage driven. 



Employee Expense Submission Guide: Ricoh Expense Submission 2.3 

9 
 

Vendor: Enter the name of the establishment or company from where the expense was incurred.  

Cost:  Enter the total amount of the expense (including any taxes paid) for the item you are submitting.  

Enter the amount as shown on your receipt, not adjusted for exchange.  The expense amount will be 

converted to Canadian with the exchange rate entered in the header.  

Purpose/Supplemental Information: Enter a reason or description of the expense.  If your expense is for 

entertainment of a customer, include the customer account name and the names of all who attended 

the function being paid for.  The names of all attendees for meals and entertainment must be listed. 

KM Driven: Enter the kilometers you had driven for this expense, if you had chosen “Mileage” as the 

Category. 

Adjusted Cost: This field represents the calculated amount of your expense item.  This box will be 

populated with either the converted mileage reimbursement amount or the Canadian equivalent of your 

foreign expense if chosen.  

IMPORTANT: If your receipt includes expense items that fall under multiple categories (such as 

a hotel bill which includes parking and meals), you must separately list each of the expenses 

and create separate entries in the form, picking the appropriate Category for each. 

 

 

 

When satisfied with the information entered for an expense item, you may proceed to enter an 

additional expense if applicable by clicking on “Add Expense Item” below the last item entered. 

 

 



Employee Expense Submission Guide: Ricoh Expense Submission 2.3 

10 
 

 

  



Employee Expense Submission Guide: Ricoh Expense Submission 2.3 

11 
 

At any time, you can remove an item from your list of expense items by clicking on the “X” button on the 

right of the item. 

 

 

As you enter additional expense items, the total sum of the expense report will be displayed under 

“Expense Total”. 

 

 

You may enter any comments you’d like to relay to your manager or to the Finance staff under the 

Additional Comments field. This step is completely optional. Please note these comments are not to be 

used with the intent to assign allocation or re-class any entries by Finance. 

 

 

  



Employee Expense Submission Guide: Ricoh Expense Submission 2.3 

12 
 

Attaching Receipts 
You will be required to upload images of all receipts that you have claimed on the expense form.  To 

upload the receipts to the expense form, you can either click on the “Choose Files” button under 

“Attach Receipts” to browse for your files, or drag-and-drop the file(s) from your desktop into the space 

on the form.  You can select multiple files from your computer at the same time to attach as well. 

You will have to upload itemized receipts to back up your expense claim. These could be images of 

individual receipts or a collection of all the receipt in one file, like a PDF,  TIFF or a JPG. Credit card 

statements are not acceptable as backups. However, they can be used to back up the foreign exchange 

rate. 

 

 

You will not be required to send hard copies of your receipts to Finance. However, you are required to 

hold onto original receipts for a period of 12 months from your submission date. Please ensure you keep 

your receipts in a safe place in the event you are asked to provide them at a later date for audit 

purposes. 

If you’d like print the expense form prior to submitting, you can do so by simply clicking on the “Print” 

button near the bottom of the form. 

When you are satisfied with your form, you can complete the submission process by clicking on the 

“Submit” button at the bottom of the form. 

 

  



Employee Expense Submission Guide: Ricoh Expense Submission 2.3 

13 
 

Saving your Progress for Later 
At any point during the creation of your expense report, you may choose to save your form without 

submitting it in the event you would like to continue filling it a later time, or would prefer to continually 

build your expense form as you are incurring your expenses.  To accomplish this, check the “Save 

unfinished form to complete later” box which will prompt you to enter your email address and specify a 

password.  After doing so and clicking “Save”, you will be sent an email to the address specified with a 

link to retrieve your form at a later date.  As a word of caution, if you forget the password you entered, 

there is no way to retrieve the unfinished form and you will have to re-enter the items over again. 

 

 

 

Making Changes to a Submitted Expense Form 
If either your manager or Accounts Payable have found an error with your expense submission, whether 

it be incorrect information, a missing receipt, or a receipt is illegible, they may ask for you to make 

corrections.  This communication will come via email from the expense system, with a link to access 

your form and instructions as to what needs to be corrected. 

Clicking on the link will open up your web browser, and ask you to log into Laserfiche Forms.  Enter your 

Ricoh credentials into the username and password fields (as you did when you first submitted your 

expense form), and you will be presented with the expense form you had originally submitted. 

Make the corrections as necessary.  All fields are available for revision at this point. You can change 

categories, dates, costs, and attach or remove receipts at the bottom of the form.  Make the 

appropriate changes, and then proceed to re-submit the form for approval. 
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Submitting a Vehicle Expense Report (VER) 
For employees who are responsible for submitting a VER instead of itemized employee expenses, you 

will instead choose “Vehicle Expense Report” under “Expense Type” in the header of the form.  The VER 

submission process is slightly different than the standard itemized Employee Expenses, as you are still 

required to fill out your VER Excel document as you have been doing previously.  The expense form is a 

new means of capturing the data and submitting the form for approval. 

First, select “Vehicle Expense Report” from the “Expense Type” drop-down menu located at the top of 

the web form. 

 

 

Here it will default to the current month (which you can change if needed), and you will need to specify 

whether you are submitting the expense for an ARI Vehicle. 
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Proceed to enter in the appropriate field information that is found in the VER spreadsheet for the 

current month you are submitting. 

 

 

After entering the appropriate information, you will need to confirm that you acknowledge the 

information you entered matches what is in the VER spreadsheet. 
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Next, proceed to upload your VER spreadsheet by clicking on the “Choose Files” button under the “VER 

Spreadsheet” heading.  Browse to find your VER spreadsheet, and attach it to the form. 

 

 

Any receipts relating to your VER submission can also be uploaded to the form by clicking on the 

“Choose Files” button under “Receipts”. 

 

 

IMPORTANT: In order to successfully submit your VER, you will need to select the consent checkbox.  

You are required to acknowledge that you are responsible for any expenses incurred that are not 

business expenses. 

 

 

You may add any comments to your submission by entering them into the Comments – VER field near 

the bottom of the form. 

 

 

When you’re satisfied with your VER expense form content, you can click on the “Submit” button to 

complete your submission. 



Employee Expense Submission Guide: Ricoh Expense Submission 2.3 

17 
 

References 
Links to the system (for users) 

Employees: 
URL: https://expenseweb.ricohcloudecm.ca/Forms/expensesubmission/ 
username: ricohcanada\YourWindowsUsername (e.g. ricohcanada\smithj) 
password: Your Network password 
 

Managers: 

Either click on the link in the email you receive when an employee submits an expense 

- OR -  

URL: https://expenseweb.ricohcloudecm.ca/Laserfiche/ 

username: ricohcanada\YourWindowsUsername (e.g. ricohcanada\smithj) 

 

Corporate Travel Policy 

http://myportal.ricohcanada.ca/EN/Corporate%20Travel/default.aspx 

Historic Expenses 

https://expenseweb.ricohcloudecm.ca/Forms/form/Landing?friendlyname=ExpenseHome 

 

https://expenseweb.ricohcloudecm.ca/Forms/expensesubmission/
https://expenseweb.ricohcloudecm.ca/Laserfiche/
http://myportal.ricohcanada.ca/EN/Corporate%20Travel/default.aspx
https://expenseweb.ricohcloudecm.ca/Forms/form/Landing?friendlyname=ExpenseHome

