
1

How to submit your travel reimbursement request 
directly in the Campus Reimbursement System for Library staff!

January 2019

1. Log into the reimbursement system
• Go to https://reimburse.berkeley.edu.

• Choose "Go" at the top of the page.

• Log into the system with your CalNet ID and
passphrase.

2. Choose "Create New"
• A "General Instructions" page will pop up, which includes

details on what to do before you begin, how to complete the
report, and tips for using the system.

• When ready, choose "Let's Begin" at the bottom of the page.

Exciting Trip 2018 - Last Name - XXXX

BEFORE YOU BEGIN
• Prior to creating a reimbursement request, you are required to

complete the pre-approval process in the Library Travel System.
• Remember to submit your request within 30 DAYS of returning

from your trip.
• Review Procedures for Funding Approval Requests on the LAS

website to confirm that the Campus Reimbursement System is
where you should document your expenses.
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https://www.lib.berkeley.edu/Staff/las/lbs/travel/procedures-for-funding-approval-requests
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3. Enter your traveler information

Traveler Info

Last, First
E012345678

email@berkeley.edu

Select KPADM for the "Home Department" 
and Annie Somthida as your "Preferred 
Approver."

Traveler's info is pre-populated

Get help text for entire page

• Your name, vendor ID, and email will be automatically populated.*

• Choose your Home Department from the drop down list. As Library travelers, you will select KPADM.

• Choose your Preferred Approver. As Library travelers, you will select Meilin Huang.

Somthida, Annie

*If you are preparing a report for someone else, click "edit vendor" and search for the correct payee.

Change payee

KPADM
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Trip Info

Describe your trip's 
business purpose. (This 
field is limited to 200 
characters.)

Get help text for entire page

Enter information on the length of 
your trip, your destination, and your 
departure/return details.

4. Enter your trip details
• A TRV number will be automatically generated for your report.

• Enter a brief business purpose for the trip.

• Enter information about your trip's destination and duration.
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5. Enter your location expenses

Location Expenses

Choose from a list of commonly used "Transportation Types" to enter flight, 
vehicle, or ground transportation information. If you incurred parking expenses, 
baggage fees, or airfare change fees, include them here by selecting "Other, 
explain in remarks" and adding a description in the "Remarks" field.

When 'Airfare' is selected, the 
system will ask if your airfare was 
paid via Direct Bill. If so, check the 
box and enter your Direct Bill ID# 
along with your airfare total.

Enter other expenses into "Misc. Expense Types" by choosing an expense 
type from the drop-down menu and adding a description in the "Remarks" 
field. Wifi and membership are examples of expenses that would be reported 
by selecting "Other Business Expenses, explain in remarks." 

Get help text for entire page

• Enter your transportation information by selecting from a list of commonly used
"Transportation Types" and entering your flight, vehicle, and/or ground transportation
information.

• Indicate if your airfare was direct-billed. If so, enter the airfare total and Direct Bill ID.

• Enter any miscellaneous expenses and include details in the "Remarks" field.

• Please note that receipts are required for airfare, registration, membership,
rental cars, and lodging, as well as any expense of $75 or more.
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Special Circumstances

6. Indicate any special circumstances
• Indicate if you have no special circumstances.

• Indicate if you need to report special circumstances related to meal expenses for others or lodging.

• Indicate if you need to report special circumstances related to mixed business and personal days.

• Indicate if any travel expenses were paid by a third party.

• If you're indicating special circumstances, write a brief explanation in the box provided.

• If you are completing a report for an international trip, you will select, "Actual, itemized, out-of-pocket, business related," from the drop-
down menu and enter your destination's meal and lodging reimbursement daily limits based on the Federal Per Diem Rate.

Check either or both of the  
special circumstances boxes if your trip 
involved any of the listed expenses/
situations.

If the first special circumstances box is 
checked, it will enable fields on the next 
page for entering entertainment or group 
meal expenses.  

If you hosted an entertainment meal while 
on travel status, include the following in 
the explanation field: the business 
purpose of the event, meal type (breakfast, 
lunch, dinner, or light refreshments), total 
number of attendees, and the attendees' 
names and relationship to the university. 

Get help text for entire page

Indicate if there are no special circumstances being reported.

https://aoprals.state.gov/web920/per_diem.asp


For international travel...

If you selected "International or Off Shore U.S." from the drop-down menu for your Trip 
Destination, there will be an additional fields on the Special Circumstances page.

Please select "Actual, itemized, out-of-pocket, business related" as your Expense 
Reporting Method. In the fields on the next line, enter the per diem values for your 
location.

To find the per diem value 
for your location, search 
the State Department's 
website.
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For Off Shore U.S. travel...

You will also select "Actual, itemized, out-of-pocket, business related" as your Expense 
Reporting Method. In the fields on the next line, enter the per diem values for your 
location.

The link in the system will 
take you to the GSA site 
and then reroute to the 
Defense Travel 
Management Office site to 
find your per diem rates.

Unlike the State Department site, the rates for Local 
Meals and Local Incidentals are listed separately. Add 
these two rates together and enter the total in the 
Meals & Incidental field. 
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7. Detail your daily expenses

Daily Expenses

The lodging option for the final day of the 
trip is grayed out because it is the day you 
departed to your next location or returned 
home. 

Get help text for entire page

• Enter your daily expenses, and the system will automatically calculate the totals.

• If you've indicated that you have special circumstances involving entertainment, you will be able to
fill out your expenses on this page.

Enter actual expenses for lodging, meals, and 
incidentals for each day on business travel.

The system will automatically 
calculate totals.

The option to enter entertainment meal expenses will 
only show up if the first of the two special circumstances 
boxes was checked on the previous page.
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If you record lodging expenses that exceed the 
domestic, nightly limit you will be asked to 
confirm your room rate and provide an 
explanation to justify the overage.
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8. Save & Continue

Totals

TRV000391574; Last Name

This section will be completed by an 
LBS Analyst based on the funding 
information provided in your Pre-
Approval Request. 

Please leave these fields blank. 

Get help text for entire page

• No action required on this page. Click "Save & Continue"
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9. Submit your reimbursement request

• When you click "Save & Continue" on the "Totals" page, there will be a pop-up with the message below.
• Click 'OK.'
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Submit

• On the "Confirm & Submit" page, click the "Upload Receipts" button to upload your receipts to the travel 
report. You can only upload one file at a time, so consider compiling all required documentation into a single 
document. Review campus policy on receipts to ensure your documentation will serve as sufficient proof-of-
payment.

• When your report is complete, and your documentation has been uploaded, click the button that says, "Save 
this report, return to Main Menu."

• Search your email for your Pre-approval Request and reply with your TRV Report ID to request 
reimbursement.

Save report

Upload and submit your receipts 
directly in the system

KPADM

IMPORTANT NOTE ON RECEIPTS: 
Be sure to redact any personal information 
from your documentation before uploading 
any files. Learn more about the Library's 
Data Security Policy on the LAS website. 
The system does not allow you to delete 
files. If you want to remove a file from your 
report because it requires editing, please 
send a request to the Campus Travel Office 
at travel@berkeley.edu.
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https://travel.berkeley.edu/understand-policy/travel-policy-nutshell
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Reply to your Pre-approval Jira ticket with this TRV#. This is how the LBS Analyst will be able to access your request when it is ready for funding information and approval. 
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*If you are preparing a report for someone else...

• Because the traveler is not submitting the report, the expenses must be certified by the traveler
outside of the system. After completing the report and returning to the Main Menu, click "Edit
or Submit."

Last, First Important
research

XXXX

• Under your "Saved" reports, find the report that requires the traveler's certification and click
"View" under the "Report" column. The report will open in a separate window.

• Download this report and send it to the traveler to sign. Once the 
report has been signed, click "Edit" to return to your report in the 
system,upload the signed document with the trip's receipts, and 
click the button that says, "Save this report, return to Main Menu."

• Search your email for the corresponding Pre-approval Request 
and reply with the TRV Report ID.

Questions? Email lbs@berkeley.edu.
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