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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). 

 

                                 

https://sccmemberexpense.cta.org/
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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. 

                         
 



Page 3 of 25 
 

4. Enter your Personal Information. 
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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”. 
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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). 
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8. You may start adding items to your expense report by click on “Add Expense”. 
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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. 
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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. 
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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. 
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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. 
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14. You will receive a confirmation email upon submission of your expense report. 
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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). 

 
 

https://sccmemberexpense.cta.org/clientmui/index.html
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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. 
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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”. 
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7. The App will automatically send an email confirmation with a link to your expense report. 
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8. You may start adding items to your expense report by clicking on “Add Expense”. 
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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.
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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. 
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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. 
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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. 
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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. 

 
 



Page 23 of 25 
 

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.  
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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. 

 
 


