
INSTRUCTIONS TO CERTIFY AN EXPENSE REPORT IN TREX 
WITHOUT THE EMAIL 

 

Sign into the Travel and Expense System (TREX) using this url: trex.lbl.gov (or just type trex in your browser)   
Log in using your LDAP User ID and password (same as your LBL e-mail) 
 

Navigation 
 

- Berkeley Lab Travel and Expenses 
- Manage Trips 

 

 
 
Select Action Request – Expense Report – Modify 
Click GO 

 
 
Select the Expense Report to be Certified, by clicking the Select box 

 



 
 
Navigate through the screens reviewing that the information is correct and clicking the Next button 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
From the Expense Report Entry screen the Traveler can Certify the Expense Report 
Scroll to the bottom 
 

 

 
 
 
 
 
 



 
 
Click the Printable View, and there click in ‘File’ and ‘Print’ to print the report to send to the Travel Office with 
the original receipts 
Click the Certify and Submit button 
 

 
 
Make sure you go through the next page and Click OK in the Certification page 
 
 

 
 
Once you Certify the Expense Report goes to the Division Approver. 


