Travel Claims

Employee and Submitter on behalf of — How to Submit Travel Claims

Step 1 — Build a Travel Claim

1.1 Select option that applies
1.1.1 Employee = For myself
1.1.2 Submitter = On behalf of employee
1.1.3 Submitter = On behalf of substitute

CLAIM INFO

Enter the information for the employee.

=

KCSOS

Kern County Superintendent of Schools

This travel claim is being submitted.... *
O For myself

O On behalf of another employee

O On behalf of a substitute

1.2 Enter Employee ID number
1.2.1 If the vendor number needs updating or the employee does not have a
vendor number, a pop-up message will appear prompting you to request
a vendor number. You will not be able to move forward with the claim
until a new or existing vendor number has been created.

1.3 Click Proceed button
1.3.1 If the Proceed button does not appear at the bottom of your screen, the
employee profile maintained by Human Resources may require
updating. Email If-support@kern.org for further assistance. You will not
be able to move forward with the claim until the information has been
updated.
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1.4 After you click the Proceed button, a pop-up message will appear with a link.
Click on the docuforms link. It will redirect you to your Laserfiche Inbox.

Thank you!

Your Travel Claim has been started.

Please click link below to access your Laserfiche Inbox to continue the Travel
Claim Process.

https://docuforms.kern.org/

1.5 Click on Build Claim in your Laserfiche Inbox

Laserfiche Forms™ Inbox  Start Process Reports Design Manage

My Tasks  Team Tasks

4

Open Tasks m
Drafts O Process T Task T
Unassigned Tasks ~ Today (7/7/2026) (1)
Completed Task
ompleted Tasks Travel Claims [AFA/IBS] - Edits Build Claim

Step 2 - Begin building your travel claim

2.1 Click Add New Trip button
2.1.1 Quick Notes:
Enter your trip details. Each leg of your travel should be entered as a
separate stop. A trip is defined by leaving and returning to your assigned
worksite. If your trip spans multiple days, you must select “Overnight”.
Be sure to check the overnight box for the stop where you stayed
overnight. You must press Save and Continue to save your Trips.

2.1.2 The Depart Location will always begin from your assigned Kern County
Superintendent of Schools (KCSOS) worksite, and your final destination
(Arrive Location) will end at your assigned KCSOS worksite.

2.1.3 To Add or Delete stops, use the (+) or minus (-) buttons. If you need to
edit a stop, delete it, then re-add it with the correct details.
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2.1.4 When naming your Trips, you must use a different name for each trip
you create.

TRIPS (Use a different name for each trip you create)

Trip Desc/Purpose

2.1.5 Add locations by lookup (type the name of the place) or address (enter
the physical address).

2.1.6 There are instances when the lookup address does not populate a zip
code, therefore you must enter the physical address. To switch to enter
the physical address, in the “Add Locations by:” section, select Address,
then enter your physical address.

BUILD CLAIM = KCSOS

Kern County Superintendent of

Click [rere/for Travel Guidelines.

To Add or Delete stops, use the plus (+) or minus (-) buttons. If you need to edit a stop, delete it, then re-add it with the correct details.

TRIPS (Use a different name for each trip you create)

2.2 Click Add New Trip button

2.2.1 Begin entering your Trip and Stops

2.2.2 Name your Trip Description

2.2.3 Enter the first leg of your travel in the Stop Name field

2.2.4 Select the Depart Date/Time

2.2.5 Enter Depart Location: the first leg of your departure will always begin
from your assigned Kern County Superintendent of Schools (KCSOS)
worksite

2.2.6 Select Arrive Date/Time

2.2.7 Enter Arrive location
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2.3 Select the Green (+) button to add the next stop
2.3.1 Continue to populate the fields for each Stop within the same Trip.

2.3.2 If your next stop is your final destination, then you will enter your
assigned KCSOS worksite in the Arrive Location field.

2.3.3 Once you’ve completed entering the Trip(s) and Stops, Click the Save
and Continue button. Reminder — to ensure you do not lose the
information you entered, you must click Save and Continue before
exiting the page.

BUILD CLAIM

Click here for Travel Guidelines.

Enter your Trip Detalls. Each leg of your travel should be entered as a separate stop. A trip can include multiple stops If they M your trip days, you must select "Overnight™. Be sure to check the overnight box for the stop where you stayed overnight. You must press

To Add or Delete stops, use the plus (+) or minus (-} buttons. If you need to edit a stop, delete it. then re-add it with the correct details.

TRIPS (Use a different name for each trip you create)

Trip Desc/Purpose Stop Name Depart Depart Address — Arrive Arrive Address . .
711126 - Site Visit reenfield USD |\12026  (9)|08:3000 | [AMv| 1300 171h St, Bakersfield, CA 93301, USA 712026 (9] 085000 | |AMv 1624 Fairiew Rd, Bakersfield, CA 93307,
Stop Name Depart Depart Address 3 Arrive Address - .
Retum to KCSOS 72026 (|[11-00.00 | [AM | 1624 Fairview Rd, Bakersfeld, CA 93307, L 7112026 (8 [112000 | [AM~ 300 17th St, Bakersfield, CA 93301, USA

Add Locations by:
Lookup @ Address

Cancel Claim

Save and Continue B

2.3.4 If your Trip consists of an Overnight Stay, based on the dates entered,
the Overnight box will appear. Be sure to select the Overnight box for
the stop where you stayed overnight.

Trip Desc/Purpose  Stop Name Depart Depart Address — Arrive Arrive Address . .
ABC Conference To Saciamento [ri2026 8 |[0s.00.00 | [am~ 300 171n Streel, Bakersfield. CAS3301 | 762026 (B[ 10.00.00 | [amt~ 1782Tribute Rd. Sacramento. CA 95815 il

Stop Name Depart Depart Address 3 Arrive Arrive Address
T 11112026

-]
Retum KCSOS 112026 & |[or0000 | [P~ 1300 171n Sreet, Bakersfiei, CA 93301 B .

) [os00o0 | [u~]  [17sTrouse Ra, sacramento, cassers |

Add New Trip

Add Locations by:

Lookup ® Address

Cancel Claim

Save and Continue B
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Below is an example of one claim with multiple Trips:

BUILD CLAIM

= KCSOS

Kern Caunty Superistendent of Schools

Click here for Travel Guidelines.

Enter your Trip Details. Each leg of your P A trip can in ¥ ol on If your trip spans. ipl

Save and Continue to save your Trips.

To Add or Delete staps, use the plus (+) or minus () buttons. If you need to edit a stop, delete it, then re-add it with the carrect details.

TRIPS (Use a different name for each trip you create)

Trip Desc/Purpose  Stop Name Depart Depart Address — 3 Arrive

7i1126 - Site Visit eld USD 2026 (D)o AM~v|  [1300171n St, Bakersheld, CA 93301, USA | [7r2028~ @3 ][08 50.00
Stop Name Depart Depart Address
Return 1o KCSOS 7112026 [][11:00:00 | [AM~]  [1624 Fairview Ro, Bakersfieis, CA 93307, L|

Trip Desc/Purpose  Stop Name Depart Depart Address

ABC Conference TI62026 o o | [am~] (1300 17in Strcet, Bakersheis, ca szt | B 100000 | [Am+]
Stop Name Depart Depart Address
Retum KCSCS rivzoze (9o Pav|  [1782Tnbute Ro, Sacramento, CASSE15 | & 070000

Per Diem s calculated based on your overnight travel location

Add Locations by:

Lookup ® Address

Arrive Address

w Ra, Bakersheld, CA 93307, L|

Arrive Address

1300 17th 51, Bakersfield

93301, USA

Arrive Address

1782Tribute R, Sacramento, CA 95815

Arrive Address

1300 17th Strest, Bakersfield, CA 83301

“Overnight”. Ba sure to check the avernight box for the stop where you stayed avernight. You must press.

p—- ] |

O overnight

Save and Continue B

2.4 After you Save and Continue. You will be taken to the Review Mileage page.

REVIEW MILEAGE

= KCSOS

Kern County Superintendent of Schools

herd for Travel Guidelines.

Review miles for accuracy. To enter custom mileage, click on the Edit Mileage button, To make changes to trips/stops, click on the Return to Build Claim button.

TRIPS

Trip Desc/Purpose Stop Name Depart Address

711726 - Site Visit To Greenfield USD Av 1300 17th St, Bakersfield, CA 93301 06:50.00 AM v
Stop Name Depart Address Arrive
Retum to KCSOS 1:00.00 AM v 1624 Fairview R0, Bakersfield, CA 9 712026 112000

Trip Desc/Purpose Stop Name Depart Depart Address Arrive

ABC Conference To Sacramento 767006 050000 A~ 1300 171h Street, Bakersfeld, CA 93 > eaos 10000
Stop Name Depart Depart Address Arrive
Retum KCSOS 1712026 030000 PM v 17827Tribute R, Sacramento, CA 95 11712026 07:0000 PM v

View Locations by:

Lookup @ Address
<« Return to Build Claim Edit Mileage

2.4.1 Review this page for accuracy.
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Arrive Address

1624 Fairview Rd. Bakersfield, CA9

Arrive Address

171 St, Bakersfield, CA 93301

Arrive Address
1782Tribute Rd, Sacramento, CA €

Arrive Address
1300 17th Street, Bakersfiek, CA 93

Miles

530

Miles
277,94

Miles
27175

Total Miles
566.32

Save and Continue >
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2.4.2 On this page you can edit mileage, only by clicking the Edit Mileage
Button. The mileage self populates, but if the mileage requires a custom
entry, select the Edit box next to the mileage you wish to customize.

EDIT MILEAGE ‘: KCSOS

Kern County Superintendent of Schools

Click here for Travel Guidelines.

Check the Edit box to enter custom miles. You must press Save and Continue to save your Changes.

TRIPS
Trip Desc/Purpose Stop Name Depart Time Depart Address Arrive Time Arrive Address Miles
7 fe Visit To Greenfield USD 70112021 08 1300 17th St 56 LG 08:50.0¢ v 1624 Fairview Rd, Bake 3
Stop Name Depart Time Depart Address Arrive Time Arrive Address Miles
g 2 2 R =7 S
Trip Desc/Purpose Stop Name Depart Time Depart Address Arrive Time Arrive Address Miles
ABC Confet T m 71812026 06:00.00 - 1300 17th Street, Baker 7162026 10:00.00 AM v 1782Tribute Rd, Sacra 27784 O Edit
Stop Name Depart Time Depart Address Arrive Time Arrive Address Miles
leturn KCSOS 70712026 03.00.00 v 1782Tribute Rd, Sacran 7172026 07:00.00 v 1300 17th Street, Bakes 7 Edi
View Locations by:
® Addres
Return without Changes

If you need to make a correction to Trip/Stops other than the mileage, click on the
Back to Build Claim button.

You will return to the Build Claim page. If you need to edit a stop, you must delete
the stop, then re-add the correct details using the plus (+) or minus (-) buttons.

Once the information is reentered, click the Save and Continue button to proceed to
the Review Mileage page.

2.4.3 If no further edits are required, press the Save and Continue button.
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2.5 Review Expenses page

o

REVIEW EXPENSES

Kern County Superinter

Click here for Travel Gui

Use"Next Trip" to navi iple trips. Confirm you i i Add i applicable.

ABC Conference

DAILY EXPENSES (Click "Edit Expenses” to add daily lodging and delete meal per diem expenses.)

Date Breakfast Lunch Dinner Lodging Mise Miles Mileage
162026 $ 18.00 $ 2000 $ 3100 $ 000 $ 0.00 26.43 $ 2061
Date Breakfast Lunch Dinner Lodging Misc Miles Mileage
MR $ 1800 $ 2000 $ 3100 $ 000 $ 000 2824 S 2047

= CustomRed = Over allowed Lodging Purple = Advance woval Form Required
Edit Expenses v o .

MISC EXPENSES
No miscellanecus expenses reported.

Add Misc Expense

LODGING ATTACHMENTS
Nolodging attachments reported.

Add Lodging Attachments

« Return to Mileage Review Proceed b

2.5.1 On this page you have an opportunity to review Daily Expenses, add
Misc Expenses and/or Lodging Attachments.

2.5.2 Quick Notes: if your claim includes multiple trips, use the “Next Trip”
button to navigate between multiple trips. Confirm that you are on the
correct trip before editing. Review and edit daily expenses as needed.

2.5.3 Add miscellaneous and lodging expenses if applicable.

REVIEW EXPENSES :|KCSOS

Kem County Superintendent of Schools

Click here for Travel Guidelines.

Use "Next Trip” to navigate between multiple trips. Confirm you are on the correct trip before editing. Review and edit daily expenses as needed. Add miscellaneous and lodging expenses if applicable.

m ABC Conference
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2.5.4 To make edits to meal per diem expenses or add lodging expenses
(only if your lodging expense was incurred on your personal credit
card), click on the Edit Expense button in the Daily Expense section:

DAILY EXPENSES

Date Breakfast Lunch Dinner Lodging Misc Miles Mileage
7162026 $ 2200 $ 23.00 $ 36.00 $ 0.00 $ 2000 277.94 $ 20151
Date Breakfast Lunch Dinner Lodging Misc Miles Mileage
7712026 $ 2200 § 2300 $ 3800 $ 000 $ 000 27775 § 20137

Edit Expenses = Custom Red = Over allowed Lodging Purple = Advance Approval Form Reguired

2.6 Edit Expenses
2.6.1 To Edit Expenses, check the edit box next to the field you want to edit.

2.6.2 Enter in the custom amount for that field.

2.6.3 Press the Save and Continue button to save your changes.

1
EDIT EXPENSES = KCS

Kern County Superintend

Click here for Travel Guidelines.

Enter the daily t (total gl divided by nights stayed). Treat each hotel stay separately and divide by its own nights.

ABC Conference

12026 6:00AM - 07/07/2026 M)

Trip Daily Expenses

Date Breakfast Lunch Dinner Lodging
B $ 2200 Edit $ 2300 Edit $ %000 Edit $.000 Edit
Date Breakfast Lunch Dinner Lodging
S $ 2200 Edit $/000 Edit $ 36,00 Edit S Edit

Save and Continue
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2.7 Misc Expenses Section
2.71 To add Misc Expenses, click the Add Expense

MISC EXPENSES
No miscellaneous expenses reported.

Add Misc Expense

2.7.2 You will be directed to the Add A Misc Expense page:

ADD A MISC EXPENSE - KCSOS

Kern County Superintendent of Schools

Click here for Travel Guidelines.

ABC Conference

(07/06/2026 6:00AM - 07/07/2026 7:00PM)

Current Expenses

Mo miscellaneous expenses detected.

Add Misc Expense Save and Continue

2.7.3 Confirm you're on the correct Trip
2.7.4 Click Add Expense button
2.7.5 Follow the prompts

2.7.5.1 If you have multiple miscellaneous expenses, each description
title must be different.

2.7.6 Areceipt is required for miscellaneous expenses of over $5.00. Select
Upload to add your receipt. Note: each receipt must be uploaded
individually.

2.7.7 Click Add Expense button

2.7.8 If you have multiple miscellaneous expenses, repeat the above steps
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ADD A MISC EXPENSE : KCSOS

Kern County Superintendent of Schools

Click here for Travel Guidelines.

ABC Conference

(07/06/2026 6:00AM - 07/07/2026 7:00PM)

Current Expenses

No miscellaneous expenses detected.

Add Misc Expense

Select a Day

762025 V]

Date Expense Misc Description Attachment *
71612026 5 \zo 00 \ ‘Parking \

‘You have reached the maximum
file limit: 1
Test_Receipt.pdf 66.13KB X

Miscellaneous Expenses over $5 require a receipt

Cancel Add Expense

2.7.9 Review the Miscellaneous expense and receipt. If there are no
changes, click Save and Continue

an
ADD A MISC EXPENSE = KCSOS

Kern County Superintendent of Schools

Click here for Travel Guidelines.

ABC Conference

(07/06/2026 6:00AM - 07/07/2026 7:00PM)

Misc Expenses

Date Expense Misc Description

7612026 $ 20.00 Parking View Receipt

Add Misc Expense Save and Continue
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2.8 Lodging Attachments

2.8.1 If you incur lodging expenses on your personal credit card and/or require
an Advance Approval Form or Authorization to Attend an Educational Activity
form, you will upload the documents in this section.

2.8.2 Click the Add Lodging Attachments button.

Reminder: before adding the attachments, ensure you’re on the correct Trip.

LODGING ATTACHMENTS

Noloingattacvmants repartacd

ADD LODGING ATTACHMENTS :“.:.KS_S__Qé

Click here for Travel Guidelines.

ABC Conference

LODGING ATTACHMENTS

Add Lodging Attachment Save and Continue

2.8.3 Enter the description of the form or receipt. Add receipt.
2.8.4 Click Add to Trip to continue.

Note: you may add the attachments individually or as one document. You are not
required to upload the documents individually.

ADD LODGING ATTACHMENTS :' KCSOS
o Coumy S S

Click hara for Travel Guidelines.

ABC Conference

LODGING ATTACHMENTS

ADD LODGING ATTACHMENT

Description®
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2.8.5 Click Save and Continue

ADD LODGING ATTACHMENTS

- KCSOS

Kern County Superintendent of Schools

Click here for Travel Guidelines.

AddaLodging Receipt for stay. If applicable, combine the ad I form with the receipt in ane file before uploading.

ABC Conference
(07/06/2026 6:00AM - 07/07/2026 7:00PM)
Lodzging Total: $0.00

LODGING ATTACHMENTS

Description

Advance Approval Form View Attachment

Add Lodging Attachment Save and Continue

2.8.6 If no further action is required, click the Proceed Button.

REVIEW EXPENSES : KCSOS

K County Supsrinterent of Schooks

Click here for Travel Guidelines.

eded.

Use "Next Trip™ W ting. Review and edi

ABC Conference

DAILY EXPENSES (Click "Edit Expenses” to add daily lodging and delete meal per diem expenses.)

Date Breakfast Lunch Dinner Lodging Misc Miles Mileage
762026 $ 1800 $ 2000 $ 3100 $ 000 S 000 243 S 2061
Date Breakfast Lunch Dinner Lodging Mise Miles Mileage
MmR0% $ 1800 $ 2000 $ 3100 $ 000 S o w2 S 2047

= Custorn Red - Over allowed Lod; Pus = Advance Approval Form Required
Edit Expenses ging Purple

MISC EXPENSES
No miscellancous expenses reported.

Add Misc Expense

LODGING ATTACHMENTS

N lodzing attachments reported.

Add Lodging Attachments

« Return to Mileage Review Proceed b
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Step 3 — Claim Review — Employee/Submitter
3.1 After you click Proceed from the Review Expenses page, you will be redirected
to your Laserfiche Inbox.
3.2 Click on Claim Review (Submitter or Employee)

Laserfiche Forms Inbox  Start Process Reports Design Manage

My Tasks  Team Tasks

Open Tasks m

Drafts O Process T Task T
Unassigned Tasks « Today (7/7/2026) (2)

Completed Tasks O  Travel Claims [AFA/IES] - Main Claim Review (Submitter)

3.3 Review the Claim Review page.

CLAIM REVIEW (SUBMITTER)

Review claim info using tabs below. For general gquestions please contact your department secretary. For technical support please contact If-support@kern.org.

Claim Summary | Trips | Stops | Days

3.3.1 The first tab is Claim Summary. This page provides the total claim
reimbursement.

3.3.2 From this page you can route the claim to a different Secretary
Approver, as well as a different Supervisor Approver, if necessary.

3.3.3 You would also Submit the Claim from this page.
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CLAIM REVIEW (SUBMITTER)

- KCSOS

Ker County Superintendent of Schools

Claim Summary Click here for Travel Guidelines.

Claim Info

Claim ID Total Trips

353535 2

Name Vendor Number

CHRISTINA FABRIZIO

Normal Work Site Location Job Title

CITY CENTRE EXECUTIVE SECRETARY |

Total Reimbursement

Total Breakfast Total Lunch Total Dinner Total Lodging Total Misc Total Miles Total Mileage
$ 4400 $ 46.00 $ 7200 $ 000 $ 2000 566.32 $ 41059

Total Reimbursement

$ s02.50
Department Secretary Routing
Department
Fiscal Support
Default Secretary Approver Default Secretary Email

1 would like to route my claim to a different secretary Christina Fabizio chfabrizio@kem org

Supervisor Routing

Default Supervisor Approver
Jonathan Medina

Default Supervisor Email
jomedina@kem.org

I would liketo route my claim to a different supervisor

Submit Claim

1 Would Like To
Submit Claim
O Cancel Claim
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3.4  The Submitter/Employee can review the Claim information from the Trips,
Stops, and Days Tabs.

Trips

Click here for Travel Guidelines.

Claim Summary | Trips | Stops | Days

TRIPS
Trip Desc/Purpose Tripid Stops start Time End Time
Weetng wilh CE ar4 2 o2 --
Breakfast Lunch Dinner Lodging Misc Miles Mileage Expense Total Expense
$ 000 $ 000 $ o $ oo $ 000 5 $ 414 $ar
Trip Desc/Purpose TriplD Stops Start Time End Time
Breakfast Lunch Dinner Lodging Misc Miles Mileage Expense Total Expense
$ 4 $ 500.0 $ 2500 566.19 $ 41048 $ 100748

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.

Click here for Travel Guidelines.

STOPS
Trip Desc/Purpose  Stop Name Depart Time Depart Location Arrive Time Arrive Location Miles
ing with CE Go To Wasco s2202 e County Superintendent of Schools, 17th Sreet, Bakersfiekd > 0 0 Ch, L 8.
Stop Name Depart Time Depart Location Arrive Time Arrive Location Miles
Retum 8212026 400PM Wasco High School, Tth Strcet, Wasco, G4, USA G- 500PM Kem Cox hools, 178 2640
Trip Desc/Purpose  Stop Name Depart Time Arrive Time Arrive Location Miles
Conlerence: o Hole! 81512025 10.00 AM > usems eoorw 3850 S Las Vegas Bivd, Las Vegas, NV 88109, USA
Depart Time Miles
8162026 > Vegas, NV,
Depart Time Arrive Location Miles
61612026 430 PM > Resorts World Las Vegas, South Las Vegas Boulevard, Las Ve 2
Stop Name Depart Time Arr Miles
Retum Home 81712026 .00 AW > Ken 26232

View Locations by:

® Lookup O Address

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).
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Use Mot T tam -
Conference
DAILY EXPENSES
Date Breakfast Lunch Dinner Lodging Misc Miles
5 J $ $2 $ 28000 $ 000 95
Date Breakfast Lunch Di Lodging Misc Miles
$ s $ 28000
Date Breakfast Lunch Dinner Lodging Misc Miles
’ H H $ a0 5
MISC EXPENSES
pate Expense Description
LODGING ATTACHMENTS
Description
Ri ‘View Attachment

Click here for Travel Guidelines.

Mileage
$ 2026

Mileage
$3

Mileage
$ 204

Custom Red = Over allowed Ladging Purple = Advance Approval Form Required

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.
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3.5 Submit or Cancel Claim

3.5.1 To Submit the claim
3.5.1.1 Select Submit Claim button
3.5.1.2 Signature section — agree to the terms
3.5.1.3 Click Signature button to provide a digital signature
3.5.1.4 Click Submit Claim
3.5.1.5 The claim will go through the approval process. If there
are corrections required, the claim will be returned for
corrections.

Comment Mode - The Comments Tab will show the Comment History (Contains all
comments throughout the Claim). The Comment History will be collapsed by default,
and can be expanded to view all Comments.

Comment History

Comments

Response

3.5.2 The employee, secretary, and supervisor will receive an email notification
prompting further action throughout the approval process.

Submit Claim

| Would Like To
® Submit Claim
Cancel Claim

Signature

| agree that all information submitted on this travel claim is true, accurate, and adheres to the approved travel claim guidelines.

signature ™
| Sign

Submit Claim
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3.5.3 In the event you need to cancel the claim, select Cancel claim. You will be
prompted to provide a reason for cancellation. Then submit the cancellation.

Submit Claim

Muliple irp= can be added o the claim throughowt the month. Submil daim when all tips are added

I Would Like To
2 Submit Claim
® Cancel Claim

This Claimwill be Canceled, and no Reimbursement will be Processed. Please add a Cancellation Note below.

Cancellation Reason

Additional Notes:

You can start a claim and continue to add trips and stops to the same claim prior to
submission. Reminder - you must click the Save and Continue button on the Build Claim
page when you add or delete a trip or stops. The claim will remain in your Laserfiche
Inbox, until you submit the claim for approval.

What happens next:

Whether the employee created their own travel claim or the secretary submitted a
claim on behalf of, the employee would receive an email notification with a link to
the Laserfiche Inbox to review and submit the claim with their digital signature.

Laserfiche Forms™ Inbox  Start Process Reports Design  Manage

My Tasks  Team Tasks

Open Tasks m
Drafts O Process Y Task Y
Unassigned Tasks ~ Today (7/8/2026) (1)
| T -
e O  Travel Claims [AFA/IBS] - Main Claim Review (Employee)
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Step 4 — Claim Review — Employee

CLAIM REVIEW (EMPLOYEE) L:j KCSOS

Review claim info using tabs below. For general questions please contact your department secretary. For technical support please contact If-support@kern.org. Kem County Superintendent of Schools

Click here for Travel Guidelines.

4.1The employee shall review the details of the claim for accuracy

4.2If applicable, the employee can assign a different secretary and/or
supervisor to route the claim for approval

4.3 Digitally sign the claim and submit claim

4.4 The claim will route for approval and final review by accounts payable
for reimbursement.

Step 5 — Submit Claim for further Approval

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

5.1  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.

5.2  Once no further action is required, the claim will be processed for
reimbursement by the designated deadlines determined by the Business Office.

Step 6 — Comment/Correction Mode

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

6.2 Final Review may also return the Claim to the Supervisor for Comments.
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Correction Mode

CLAIM REVIEW (SUBMITTER) 2 KCSOS

Review claim info using tabs below. For general questions please contact your department secretary. For technical support please contact If-support@kern.org. ern County Superintendent of

Click here for Travel Guidelines.

Comments | Claim Summary | Trips | Stops | Days

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

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

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

Comment History

Comments

In Correction Mode, the Employee/Submitter can still make all the necessary changes
they normally would when approving the claim. This includes changing Adding Stops,
Misc Expenses, Lodging Receipts, choosing a Secretary, choosing a Supervisor, etc.

6.3 The Employee/Submitter will need to add a response to the corrections.

Comments

ent, and select a response below

Submit with Corrections

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

CLAIM REVIEW (SUBMITTER) = KCSos

or general ontact your de Supp org. Kem County Superintendent of Schools

Click here for Travel Guidelines.

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

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

In Comment Mode, the Employee/Submitter cannot edit the claim, or make any
changes.

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

Comment History

Comments

Response

The Submitter/Employee can add a response and send the Claim back to Final Review.

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

Can you please do a budget transter and respond when complete

Comments

Response
Hello, the budgel ranster s complete, and | am seeing the updated balances in Laseriche

Return to Final Review (Comments)
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