INSTRUCTIONS TO CERTIFY AN EXPENSE REPORT IN TREX
WITHOUT THE EMAIL

Sign into the Travel and Expense System (TREX) using this url: trex.Ibl.gov (or just type trex in your browser)
Log in using your LDAP User ID and password (same as your LBL e-mail)
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Navigate through the screens reviewing that the information is correct and clicking the Next button
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From the Expense Report Entry screen the Traveler can Certify the Expense Report
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Click the Printable View, and there click in ‘File’ and “Print’ to print the report to send to the Travel Office with
the original receipts
Click the Certify and Submit button

Add: | Mew Expense v| OKl Copy Selected Expense(s). Delete Selected Expense(s)

Check Far BIMors | poregnal Days and Meals Provided  Trip History  Travel Currency Converter  Apply Cash Advance(s)

Expense Report Totals

Employee Expenses: 181200 USD Due Employee: 1,162 00 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 650.00 USD Definition of Totals Update Totals
Cash Advances Applied: 0.00 USD

Save For Later | SelectApprover! Certify And Submit |l Printable View

Current Approval Status

Routing Name Status Date
Criginator Pecoraro, Aurora Submitted

Division Approver 4 Axthelm Charles A

Pre-Pay Auditor

Approval Detail Find | View All First 1] 1 072 I L ast

Hame: Axthelm, Charles A
Comment:

Make sure you go through the next page and Click OK in the Certification page
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Employee Expenses: 181200 USD Due Employee: 1,162.00 USD
Non-Reimbursable Expenses: 0.00 USD
Prepaid Expenses: 650.00 USD Definition of Totals
Cash Advances Applied: 0.00 UsSD

V Click OK to submit, or click Cancel to return to the expense report without submitting.

Note

By clicking the OK button below, | am cerifying that:

*This is an accurate report of travel expenses incurred to accomplish official Laboratory business
on the dates indicated.

* All required receipts have been submitted to the Travel Office

*| have not received reimbursement from another source(s) for any expenses claimed.

*In the event of overpayment or if payment is received from anather source(s) for any portion of the
expenses claimed, | assume responsibility for repaying the Laboratory in full for those expenses.

*The expenses being claimed are allowable under Contract 31 and in compliance with LBMNL
Travel palicy
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Once you Certify the Expense Report goes to the Division Approver.



