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Traveler Certification

.

The traveler will receive an email notification when an 
arranger submits an Expense Report. An example of this 
email notification is shown at the right. To complete 
Certification, click on the hyperlink at the bottom of the
email.

This takes you directly to the specific Expense Report. 
Sign into TREX using your LDAP ID as shown at the right.

The Certification window is shown for the traveler to certify 
that the expenses incurred are in compliance with business 
that was conducted on behalf of LBNL.

At this point, you must click on the Certify and Submit 
button.

The Submit Confirmation window appears. To finalize the
certification process, click OK.

Why Certify?

Travelers must certify their Expense Reports prior to being 
submitted for payment. Travelers must certify that the travel 
was required for business purposes and that the expenses 
were incurred as a results of that business


