Accounts Payable moving to Direct Deposit for ALL employees.
We are excited to announce that the Accounts Payable department will be moving all Canadian Dollar
payments to employees to Direct Deposit beginning Wednesday, January 21st.
What does this mean for you?
Your Expense Claim/Travel Advance forms will all be directly deposited into the bank account you have
on record with TRU Payroll. Please see the FAQs below for answers to many of the questions you may
have.
If you have other questions, please email financehelp@tru.ca
Q: How long does it take to be deposited into my bank account?
A: Generally deposits can take up to 2-3 business days however timelines can vary by bank.
BMO – up to 1 business day
Other Big Banks i.e. CIBC, Royal Bank, etc. – up to 1-2 business days
Credit Unions & Other Financial Institutions – up to 2-3 business days
We will generally be running the direct deposit file on Wednesdays so that most people should receive
their payments by Friday.
Q: How do I know I have been paid?
A: When your invoice and payment has been processed by Accounts payable, you will receive an email
with the following in the subject line. “Direct Deposit Payment # !000000x”. Please note that all direct
deposit payment numbers will start with an exclamation point “!”. You will receive this email once TRU
has transmitted the payment to the bank. At this point, you will receive the money in your account
within 1-2 days depending on which bank you deal with.
Q: How do I know which claim has been paid?
A: When you invoice and payment has been processed by accounts payable, you will receive an email with
the following in the subject line. “Direct Deposit Payment # !000000x”. In the body of this email it will
tell you the total amount of the deposit as well as a table listing each invoice that is included.

Q: What if I have expenses that are not in Canadian dollars?
A: All expenses will be converted to Canadian dollars using the rate provided by you (based on credit card
or other actual rate) or the bank rate at the start of your trip. Amounts can only be direct deposited in
Canadian funds.
Q: What if I have more than one bank account set up in payroll?
A: The default will be to use the bank account that the highest % of your pay goes into. If you would like
to change the bank account used for accounts payable, please complete the “Electronic Deposit
Information” form located on the Finance website and return to Finance (Payroll Department)
http://www.tru.ca/__shared/assets/electdep_payroll6728.pdf
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Q: I look after the travel expenses for another person, how can I tell if the invoice has been
processed?
A: There is no way to know if an invoice has been received in Finance until it has been entered into the
system. Once it is entered you can see it in FAST Finance. To look up invoices for a specific person, click
on Invoice Query under desired option on the main screen of FAST Finance.

Click enter then fill in all or part of the last name of the person you want to look up. Ensure the date
range is the current year and click enter.

Alternatively, you can ask the other person to set up a rule in their mailbox to forward the message to
you that contain the phrase “Direct Deposit Payment #”. This will ensure that you also receive the
emails.

