Travel Claims

Accountant Approver — How to Approve Travel Claims

Step 1 — Beqgin the Accountant Approver Process

Once the Secretary approves a claim, the Accountant will receive an email
notification with a link to the Laserfiche (LF) Inbox to review and approve.

1.1 From your LF Inbox, click Claim Review (Accountant).

« ¢ M 2% docuforms.kern.org/Forms/Home/Tasks#7poolGroup=tasks&pool=tasks_owned&viewFrame=%78"showHeader":true,"fullScreen":false,"sho
Laserfiche Forms Inbox  StartProcess Reports Design Manage  Monitor
My Tasks ~ Team Tasks
< Q

Open Tasks B

Drafts ] Task T Instance

Unassigned Tasks 4 ~ Today (7/14/2026) (1)

Completed Tasks 0O . . .

Claim Review (Accountant) Travel Claim 355572: MICHAEL PIZARQ (07/14/2026 Travel)

Step 2 — Accountant Review Page

21 The Accountant shall review the Account Details for the Claim.

. Accountant Review | Claim Summary | Trips | Stops | Days Click here for Travel Guidelines.

Account Details

Program Account Code(s)

Percentage (Optional) Amount Available Balance
o \ $[100000 $ 274031 x
G ) ) T — - .
e | $[s %0 $ 1096822 %
Fiscal Year Total Percentage Total Amount Allocated
2% 000 $ 1,138.90

Amount Discrepancy

$ 000
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2.2  The Accountant can adjust the Program Account Codes, as needed. The
Account Code field will show Account Codes based on the Fiscal Year of the
Claim in the Financial System.

Account Details

Enter the account code(s) below (required)

Program Account Code(s)

[5200 |
01-001-0000-0- 5200 .00-3500-8100-00-0000-000 '
01-001-8150-0- 5200 .00-0000-8100-00-0000-000
01-006-0000-0- 5200 .00-8600-2100-00-0000-000
01-008-0000-0- 5200 .00-8600-2100-00-0000-000

When Account Codes are changed on the page, or when the page is loaded, the
Available Balance listed is pulled from the Financial System.

It may take a few hours for the Available Balance on the form to update, after changes
are made in QSS. Claims that are in progress do not encumber or apply to the Available
Balance. Only when the transfer is complete in QSS will the available balance change.

The Laserfiche Travel Claims process does not facilitate any Budget Transfer requests.
Any existing procedures for Budget Transfers are still in effect and should be followed
accordingly.

Email your budget transfer request to businessoffice@kern.org. Although there are
insufficient funds, you can continue with the claim process. It is recommended to have
advanced knowledge of which account codes to charge for this claim.

2.3  The Accountant can adjust the Amounts as needed. The Accountant can
also use the Percentages field to auto-calculate the Amounts.

Program Account Code(s) Percentage (Optional) Amount Available Balance
$|2134 $ 347.00

The Accountant cannot proceed unless the Amount Discrepancy is $0.00.
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Step 3 - Comment History Section

3.1 If the claim has Comments, the Accountant can view all the previous
correspondence here.

Comment History

Accountant (Michael Pizaro) - Correction (7/7/2026 5:12 PM)

Can you check if 01-375-1000-0-5200.00-8600-7200-00-0000-000 is correct, o 01-331 instea d

Secretary (William Shackleford) - Response (7/8/2026 8:18 AM)

Yes, we will use both 01-375 and 01-331. Thank You.

Step 4 - Approve Claim Section

4.1  Select Approve Claim (there are no issues to resolve before submitting
claim for reimbursement)

4.1.1 Agree to the Terms
4.1.2 Open the Signature Field and Sign
4.1.3 Press the “Approve Claim” button

Approve Claim

I Would Like To
® Approve Claim

Refer Claim Back to Secretary

Signature

I have reviewed and agreed that the account information is appropriate and accurate for this specific travel claim submission.

Signalure*

Honenar

Approve Claim

After the Accountant Submits the Claim, it will be routed to the Supervisor.
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4.2 Select Refer Back to Secretary (if there is a correction required)
4.2.1 Select Refer Back Claim
4.2.2 Enter reason for correction in the Comments field
4.2.3 Click on Refer Back to Secretary button
4.2.4 The claim will route to the Secretary for corrections

Refer Back to Secretary

If the Accountant needs the Claim to be corrected, or wants to ask for
more information, the Accountant can refer the claim back to the
Secretary. (Ex: Question about Budgets, Wrong Accountant Chosen, etc.)

The Secretary can adjust Budgets, choose another Accountant, or refer
back to the Employee/Submitter for any other corrections to the claim.

Step 5 — Claim Summary Section

51 The Accountant can also review the details of the claim.

CLAIM REVIEW (ACCOUNTANT) - KCSOS

County Superietendent of

Click here for Travel Guidelines.

Claim Info

vvvvvvvvvv

Total Reimbursement

Total Reimbursement

This tab shows the Claim Info, and Claim totals. The amount of trips on the claim is
listed as “Total Trips”, and the totals are for ALL Trips on the Claim.
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Step 6 — Trips, Stops, and Days Tabs

6.1  The Accountant can review the Claim information from the Trips, Stops,
and Days Tabs.

Trips

Click here for Travel Guldelines.

TTTTT

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘

uuuuuu

Dinner

This tab shows the Trip Info, amount of Stops per Trip, totals per Trip, Start and End
Dates/Times and more.

If there are multiple Trips on the Claim, they will be listed here as well.

To view more detailed information such as Stops, and Mileage (Per Stop), review the
Stops tab.

To view more detailed information such as Day Expenses, Misc Expenses, and Lodging
Attachments, view the Days tab.

Stops

STOPS

Depart Time  DepartLocation

.....
Resorts World Las Vegas, South Las Vegas Boulevard, Las Vo 112

Depart Time Depart Location Time

Ll Ll

Bold - Cvermight Stag

This tab shows information per stop. The Depart Date, Time, and Location, the Arrive
Date, Time, and Location, as well as the mileage between each.

If an Arrive Location is Bold, this indicates the overnight stay.

If a Miles field is Orange, this indicates custom mileage was used (Instead of the
mileage provided by Google Maps).

MKCSsos

Kern County Superintendent of Schoods ReV. 7/1 5/26

5|Page



Click here for Travel Guidelines.

Conference

DAILY EXPENSES

MISC EXPENSES

LODGING ATTACHMENTS

Description

Toward the top of this tab you can navigate through the multiple Trips in the Claim.

For each Trip, this tab displays each date of the trip, as well as the Breakfast, Lunch,
Dinner, and Lodging Expenses. The total Misc Expense Amount, Miles, and Mileage
amount for that day is shown as well.

Misc Expenses are listed, and if a Receipt is provided, can be viewed by clicking the
“View Receipt” Button.

Lodging Attachments are listed as well and can be viewed by clicking the “View
Attachment” Button.

Step 7 — Submit Claim for further Approval

Once the claim is approved by the Accountant, it will move forward through the approval
process by the Supervisor, and Final Review by Accounts Payable.

7.1 As the claim moves through the approval process, it may be returned for
further corrections. If so, an email notification will be sent to the appropriate
parties for correction and resubmission.

7.2 Once no further action is required, the claim will be processed for
reimbursement by the designated deadlines determined by the Business Office.
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Step 8 — Comment/Correction Mode

8.1  Final Review may return the Claim to the Submitter, Employee, Secretary,
or Accountant for Corrections or Comments.

8.2  Final Review may also return the Claim to the Supervisor for Comments.

Correction Mode

CLAIM REVIEW (ACCOUNTANT) A
LSO

Click here for Travel Guidelines.

When a Claim is referred back to the Accountant for Corrections, a “Correction” Banner
will appear at the top of the screen.

A new Comment Tab will be visible, this is where the Accountant can view and respond
to the Comment from Final Review.

Comment History

Comments

In Correction Mode, the Accountant can still make all the necessary changes they
normally would when approving the claim. This includes changing the Account Codes.

8.3  The Accountant will need to add a response and send the Claim back to
Final Review.

Raturn to Final Review No Comctions)

If the Amount on claim has not changed, the Claim will return directly to Final Review.

mmmmmmmm

Subimit with Carrections

If the Amount on claim has changed, the Claim will proceed to the Supervisor.
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Comment Mode

CLAIM REVIEW (ACCOUNTANT) ‘: KCSOS

Kern County Superintendent of Schoals

Comments | Accountant Review | Claim Summary | Trips | Stops | Days Click here for Travel Guidelines.

This Claim is in Comment Mode
Review the Comments section for more information.

When a Claim is referred back to the Accountant for Comments, a “Comment” Banner
will appear at the top of the screen.

In Comment Mode, the Accountant cannot change the Account Codes or make any
changes.

A new Comment Tab will be visible, this is where the Accountant can view and respond
to the Comment from Final Review.

Comment History

Comments

Response

The Accountant can add a response and send the Claim back to Final Review.

Final Review (Michael Pizaro) - Comment (7/8/2026 3:03 PM)

Can you please do a budged transfer and respond when complete?

Comments

Response
Hello, the budgel transfer s complete, and | am seeing the updaled balances in Laseriche

Return to Final Review (Comments)
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