How to Submit an Expense Report for Service Center Council Reimbursement

A. Mobile version
1. Use this link: sccmemberexpense.cta.org or type it on your web browser.
2. Select your Service Center Council from the drop down list (see next page).

™ sccmemberexpense.cta.or T-
o sccmemberexpense.cta.org ] P 9 o
@ CTA Member Expense
Previous Create New Report Next
Create New Report Next

* Indicates a required field.

Service C~—*—- -

* Indicates a required field.
Select Meeting

Service Center Business F
Imperial County SCC

" *
Business Purpose ;
Event Star Merced/Mariposa SCC

Oct 7,20 Orange SCC

Event Start Date
Redwood SCC v

Oct 7, 2025
San Diego County SCC
Qan Garannin arr
Cancel OK
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https://sccmemberexpense.cta.org/

3. Enter the Business Purpose/Meeting for your expenses and the date of the expense or the
start date of the meeting.

o) 7
= T S B R M o sccmemberexpense.cta.org i)
® CTAMeiber Experise @® CTA Member Expense
Previous Create New Report Next Create Hew Ropor o

% 3 5 * Indicates a required field.
* Indicates a required field. -

. Service Center Redwood SCC ~
Service Center Redwood SCC ~
Business Purpose
Business Purpose
. : Monthly planning meetin

Monthly planning meeting i - -

Event Start Date
Event Start Date

Sep 14, 2025
Oct 7, 2025

Cancel Done

Sep 14 2025
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4. Enter your Personal Information.

o) sccmemberexpense.cta.org (i}
® CTA Member Expense
Previous Create New Report Next

Member Information

* Indicates a required field.
First Name
Andrew
Last Name
Bogut
EMail (A link will be sent to this address):
mlamuth@cta.org
Re-enter Email
mlamuth@cta.org
Street
1705 Murchison Dr
City
Burlingame
Zip

94010

Page 3 of 25



5. Review your entries in #s 1 and 2 below before creating your expense report. The App will send
an email notification to the email address you entered.
6. To make corrections, go to the previous screen and edit your entries. Otherwise, click on “Create

New Report”.

s CEEEEED -+

o sccmemberexpense.cta.org t
@ CTA Member Expense
Previous Create New Report

Reveiw[Create

Meeting Details

Redwood SCC
Monthly planning meeting
Sep 14, 2025

Member Information

Andrew Bogut

1705 Murchison Dr
Burlingame, CA 94010
mlamuth@cta.org

Create New Report
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7. You will receive an email confirmation when you create a report (and another email when you
submit it — see #14 below).

3:49 all ¥ EE
<

New Member Expense Report For Redwood
SCC

o noreply_ServiceCenterMember
Expense@cta.org
To You

3:28PM

The expense report you created can be accessed by
clicking on the link below. You will need to submit
your expense report to receive reimbursement.

Warning: Expense reports that are not submitted
within 60 days of the date they were created will be
deleted and no reimbursement will be paid. If you
would like to get a faster and more secured payment

for your reimbursement, please reach out to

accounting@cta.org to sign up for ACH direct
deposit.

Member Expenses for Redwood SCC on 9/14/2025

. “ v Rep]y ET '@' Egt n.- o
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8. You may start adding items to your expense report by click on “Add Expense”.

o sccmemberexpense.cta.org th

@ CTA Expense Report - Redwoc [ >
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9. The Date of the expense will default to the Date you entered when you created the expense
report. You can make changes to the date at this time.
10. Select the Expense Category from the drop down list.

ol sccmemberexpense.cta.org M ® sccmemberexpense.cta.org t

Category

Airfare

2eC Mileage

'S parking
Portage

Duplication

Postage
Cancel Done
Cancel

Sep 14 2025
Oct 15 2024

MNOoV A6, 2023
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11. Upload the receipt — refer to available option on the middle screen shot below.
You can also click on the missing receipt box and provide an explanation is you are unable to
provide a receipt. This should be used sparingly - per the IRS accountable plan, reimbursements
without receipt could be considered taxable income.

- — . — 3
. R @ D - @ (D =

O T- s e : T
o) sccmemberexpense.cta.org & &) sccmemberexpense.cta.org t ) sccmemberexpense.cta.org k)
Edit Expense Close Edit Expense Close Edit Expense Close
Amount 100 Date of Expense Sep 14, 2025
Date of Expense Sep 14, 2025 Description Monthly meeting supplies Category Other
Cat [ - i 5 :
=iEgony Missing Receipt Amount 100
Amount 100 _— . y
Description Monthly meeting supplies
Description sMenthlymesting suppliess Receipt File
— TAKE OR UPLOAD A PHOTO, OR UPLOAD A PDF FILE,
ISSIng ece1p OF THIS EXPENSE'S RECEIPT.. - - =
Receipt File i
Receipt File

TAKE OR UPLOAD A PHOTO, OR UPLOAD A PDF FILE,
OF THIS EXPENSE'S RECEIPT..

Photo Library
Take Photo or Video

Choose File B

Google Drive 8

NO @AGE (o)
D
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12. You can add more expenses using the “+” icon at the bottom of the screen or go to the next
step by clicking on the right arrow at the top right corner of your screen.

- sccmemberexpense.cta.org (k]

) CTA Expense Report - Redwoc [ > )

Expenses on Sun, Sep 14th
& o9na Other $100.00
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13. Comments may be added if you would like to provide more information for your Service
Center Chair and Treasurer related to the expense report. For group meal, use the comments
section to provide the names of the individuals included in the group meal.

o sccmemberexpense.cta.org P (0] sccmemberexpense.cta.org th e sccmemberexpense.cta.org h
Review/Submit Close Review/Submit Close Review Report

CTA Expense Report CTA Expense Report is Report Has Bee
Redwood SCC Redwood SCC Submitted
Monthly planning meeting Monthiviplapring mesting Emails will be sent to mlamuth@cta.org to notify you
Sep 14, 2025 Sep 14, 2025 of updates.
Total Expense Amount: $100.00 Total Expense Amount: $100.00 Click button below if you wish to create a new report.
Member Information Me . CTA Expense Report
Submit Report

Andrew Bogut Andre Are you sure you want to submit this Redwood SCC

17051 tEpocty Monthly planning meeting

1705 Murchison Dr

Burlingame, CA 94010 Burlin Sep 14, 2025
mlamuth@cta.org

mlami Cancel Submit Status: Pending Treasurer Approval
Total Expense Amount: $100.00

Total Adjustments: $0.00
Total Due Member: $100.00

Comments (optional) Comments (optional)

Enter comments

Member Information

Andrew Bogut
1705 Murchison Dr
Burlingame, CA 94010

Create New Expense Report ‘

Submit Expense Report
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14. You will receive a confirmation email upon submission of your expense report.

<

Member Expense Report For Redwood SCC

o noreply_ServiceCenterMemb

erExpense@cta.org
To You

Your CTA Member Expense Report has been
submitted. You can view the status of this report by
clicking on the link below.

Member Expenses for Redwood SCC on 9/14/2025

Redwood SCC

Monthly planning meeting
9/14/2025

Total Expensed: $100.00
Total Adjustments: $0.00

Total Due Member: $100.00

Expense Summary:

Attachment Category Amount Adjustment

e e o ia Adnnes

4 v Reply &8 W & -"'_ o
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B. Desktop version

1. Use this link: sccmemberexpense.cta.org or type it on your web browser.
2. Select your Service Center Council from the drop down list (see next page).

. CALIFORNIA
Service Center Member Expense M\ TEACHERS

ASSOCIATION

Create New Expense Report

1. Enter Event Information 2. Enter Your Information 3. Review and Create New Report
* Indicates a required field. * Indicates a required field.
Service Center * First Name *
[
Business Purpose * Last Name *
Event Start Date EMail *

10/01/2025 =

Alink will be sent 1o this address

Re-enter EMail *
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https://sccmemberexpense.cta.org/clientmui/index.html

Service Center Member Expen

Creat

Alcosta SCC

Bay Valley SCC

Capital SCC

Central Coast Counties SCC
Channel Islands SCC
Chico SCC

Delta SCC

Feather River SCC
Fresno Madera SCC
Golden Gate SCC

High Desert SCC
Imperial County SCC
Merced/Mariposa SCC
Orange SCC

Redwood SCC

San Diego County SCC
San Gorgonio SCC
Santa Clara County SCC
Service Center One Council
Shasta Cascade SCC
Sierra SCC
Southeastern SCC

Stanislaus SCC

2. Enter You

* Indicates a e

First Name *

Last Name *

EMail *

A link will be sent

Re-enter EMail *

Street *

City *

Zip*
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3. Enter the Business Purpose/Meeting for your expenses and the date of the expense or the start
date of the meeting.
4. Enter your Personal Information in #2 below.

CALIFORNIA

1 A TEACHERS
Service Center Member Expense m ASSOCIATION

Create New Expense Report

1. Enter Event Information 2. Enter Your Information 3. Review and Create New Report
* Indicates a required field. * Indicates a required field.
Service Center * First Name *
Alcosta SCC -
Business Purpose * Last Name *
Event Start Date EMail *
" ao/01/2025 [
A link will be sent te this address
October 2025 ~ < >

Re-enter EMail *

2 3 4 Street *

City *
12 13 14 15 16 17 18

19 20 21 22 23 24 25
Zip*

26 27 28 29 30 31
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5. Review your entries in #s 1 and 2 on the screen before creating your expense report. The App
will send an email notification to the email address you entered.

6. To make corrections, click on the “x” and edit your entries. Otherwise, click on “Create New
Report”.

Review New Expense Report

Event Information

Service Center: Alcosta SCC
Purpose: Steering Committee
Start Date: Sep 02, 2025

Member Information

1705 Murchison Drive
Anna Dilig
Burlingame, CA 94010
adilig@cta.org

CREATE NEW REPORT
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7. The App will automatically send an email confirmation with a link to your expense report.

New Member Expense Report For Alcosta SCC

<
o noreply_ServiceCenterMemberExpense@cta.org |©‘ 3 Reply ‘ © Reply Al ‘ 7 forward |

To @ Dilig, Anna

&) (-]

Wed 10/1/2025 8:01 AM

The expense report you created can be accessed by clicking on the link below. You will need to submit your expense report to receive reimbursement.

Warning: Expense reports that are not submitted within 60 days of the date they were created will be deleted and no reimbursement will be paid. If you would like to get
a faster and more secured payment for your reimbursement, please reach out to accounting@cta.org to sign up for ACH direct deposit.

Member Expenses for Alcosta SCC on 9/2/2025
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8. You may start adding items to your expense report by clicking on “Add Expense”.

Service Center Member Expense

Expenses

Attachment

Date of Expense

Category

Amount

Delete

CALIFORNIA

ASSOCIATION

Member Information /

Anna Dilig

1705 Murchison Drive
Burlingame, CA 94010
adilig@cta.org

CTA Expense Report 7

Alcosta SCC
Steering Committee
Sep 02, 2025

Total Expense Amount: $0.00

B ADD/EDIT COMMENTS

SUBMIT EXPENSE REPORT
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9. The Date of the expense will default to the Date you entered when you created the expense
report. You can still make changes to the date at this time.
10. Select the Expense Category from the drop down list.
11. Upload the receipt by clicking on the highlighted upload icon below.
12. You can also click on the missing receipt box and provide an explanation is you are unable to
provide a receipt. This should be used sparingly - per the IRS accountable plan, reimbursements
without receipt could be considered taxable income.

Edit Expense
Date of Expense

Breakfast

[J Missing Receipt Lunch
Dinner

Receipt File Lodging
RideShare/Taxi
Airfare [

Mileage

Parking
Portage l |
Duplication ‘
Postage

Other

NO IMAGE

§ DELETE
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13. Mileage reimbursement will be calculated automatically when you enter the # of miles.
Screenshot of Google Map may be required depending on your Service Center’s Rules of

Operations.

Edit Expense

Date of Expense S

09/02/2025 o Mileage

Screenshot of Google Map

§ DELETE

# of Miles

100

b

Amount

$70.00

$0.70/mile

CLOSE
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14. The red paper clip icon indicates that a receipt has not been uploaded.

15. You will also receive a message that the expense report is out of compliance.

16. You need to upload the receipt before you can submit the expense report, unless you click on
the missing receipt noted in #12 above.

m CALIFORNIA
hber Expense g ASSOCIATION
Expenses © ADD EXPENSE Member Information Vg

Attachment Date of Expense Category Amount Delete Anna Dilig
1705 Murchison Drive

Expenses on Tue, Sep 2nd Burlingame, CA 94010
adilig@cta.org
09/02 Dinner $50.00
09/02 $70.00

Mileage

CTA Expense Report /7

Alcosta SCC
Steering Committee
Sep 02, 2025

Total Expense Amount: $120.00
Warning: Out of Compliance Expenses
All required receipts must be uploaded or Missing Receipt

Forms completed before submitting report.

* Some expenses were missing receipts and contained
incomplete missing receipt statements.

B ADD/EDIT COMMENTS

SUBMIT EXPENSE REPORT
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17. Click on the expense item and upload the receipt by clicking on the upload icon. The App takes
PDF or images.

Edit Expense X
a
Date of Expense Category Amount
09/02/2025 n Dinner v 50

Receipt File

Starbucks #
fott Marmer Center
Store # THH53
21650 Owracd St
Woodland Wille , CA 91367
(@R BR7-4800
TEES3007 Cocllim

O 137
9/26/2025 1:25 MM

To Go
1 PLAIN BAGEL 3% b 4

@ DELETE
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18. With the receipt uploaded, the red paperclip icon will change into an image icon. You should
now be able to submit your expense report.

19. Comments may be added if you would like to provide more information for your Service
Center Chair and Treasurer related to the expense report. Click on the notepad icon just above
the “Submit Expense Report” button shown below.

| CTA &
Service Center Member Expense L Woms W
Expenses © ADD EXPENSE Member Information /7
Attachment Date of Expense Category Amount Delete Anna Dilig
1705 Murchison Dr
Expenses on Tue, Sep 2nd Burlingame, CA 94010
___ adilig@cta.org
- 09/02 Dinner $50.00 a
09/02 Mileage $70.00 %]
CTA Expense Report /7

Alcosta SCC
Steering Committee
Sep 02, 2025

Total Expense Amount: $120.00

B ADD/EDIT COMMENTS

SUBMIT EXPENSE REPORT

I ——
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Additional Scenarios:

A.Submitting group meal: Enter the name of individuals in the Comments section highlighted
below. You will receive a warning that you have exceeded the daily limit, but you would still
be allowed to submit the report.

Expenses © ADD EXPENSE Member Information /
Attachment Date of Expense Category Amount Delete Anna Dilig
_ o 1705 Murchison Dr
Expenses on Thu, Oct 2nd Exceeds daily meal limit of $90.00 Burlingame, CA 94010

adilig@cta.org

m 10/02 Dinner $120.00 ]

CTA Expense Report /

Santa Clara County SCC
supplies for steering committee meeting
Oct 02, 2025

Total Expense Amount: $120.00

Warning: Out of Compliance Expenses

Submitted expense reports that are out of compliance will delay
reimbursements.

* Meals exceeded daily limit of $90.00 on 10/02.

‘B ADD/EDIT COMMENTS
SUBMIT EXPENSE REPORT
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Member's Comments

Dinner on 10/2 included Anna Q,L'lfl Kate Durham, and Erika Jones.

CLOSE
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B. Submitting expenses for supplies or expenses that do not fall under any of the specific
categories: Select the “Other” Category and provide a description of the expense.

Edit Expense X

Category

Date of Expense Amount

10/03/2025 (3 ~Other - 60

Supplies for General Meeting

Receipt File [x]

B DELETE CLOSE
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