
   

  

 

Travel Expense Reimbursement Guide for Requestors 

The Travel Expense Reimbursement application is meant to streamline the SCPMG research 
presentation and GME travel expense reimbursement process. 

The purpose of this document is to provide you with some guidance on the overall process and how to 
use the new software application to request travel expense reimbursement.   

Overall Process Workflow 

  
 
 

1. You can get to the travel expense reimbursement information by visiting this web page:  
https://www.kp-scalresearch.org/research-presentation-and-gme-travel-expense-reimbursement/    
 

 
 

2. After reading the text to ensure clarity of the process, click on the “Travel Expense 
Reimbursement Request Form” link to access the software application. 

https://www.kp-scalresearch.org/research-presentation-and-gme-travel-expense-reimbursement/
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3. The above link will take you to the software application Home page.  
 
NOTE: You must be inside the KP Network to access this application. 
 

Please note the actions you can take on this page. 
a. Submit a Request, 
b. visit the FAQ & Other Resources 
c. revise a DENIED request or  
d. finish a DRAFT if any exist.  

 
 

4. Click on “Submit a Request” to fill out a travel expense request. 
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5. You should see your information, name, phone etc. in the General Information section.  
Fill out the Travel Expense Reimbursement Request Form by answering all the required 
questions. 

 
 

6. When you have completed answering all the required questions, Click the “SUBMIT” button on 
the lower right-hand side of the screen. 

 
 

7. Click “Ok” button to complete your submission and to note the request number. 

 

 IMPORTANT NOTE: You will need to add a backup approver for the Local Chief and the 
Area Medical Director.  If there isn’t one available, then just add the same Local Chief and the 
same Area Medical Director in both fields.  
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Helpful Tips  
Request Status | People Search | Calendar Selection | Presentation Date | Upload Docs 
______________________________________________________________________ 

Tip #1! Request Status Example 

To see the status of your request follow the below steps. 

1. Click on the link to view your request. 

 
 
OR 
 
If you are already in the application, Click the “Request” button to see the 
list of your requests. 
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2. Once in the request, Click “Status History” 

 
 

3. You will see the list of statuses for your request. 

 

Tip #2! People Search Example 

If you get a question that asks for a name, then follow the below steps. 

1. Click the "Search for employee by NUID or First and Last Name" field. 

 
 

2. Start typing in the NUID or First or Last Name 
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3. Select the correct name from the drop-down. 

 
 

4. Once the name is selected the app will automatically pull in the NUID, Name 
and Email information. 

 
 

Tip #3! Calendar Selection Example 

If a question asks for a date, such as start and end date, then follow these steps. 

1. Click the calendar icon on the right of the field. 

 
 

2. Select the date on the calendar and it will be added to the field. 
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3. To go to another month, click the left-hand side for the new month. 

 
 

Tip #4! Presentation Date Selection Example 

1. Click “Add new” button. The app will automatically put in the first day of your 
conference, but you can change it by clicking the calendar icon (see Tip #2) 

 
2. Add the start time of your presentation including AM or PM. 

 
 

3. Click the “Add” button. 
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4. To make any changes Click the “Edit” button to change the presentation 
time or “Remove” button to delete your entry and start over. 

 
 

 

Tip #5! Upload Document Example 

If a question asks you to upload a document, then follow these steps. 

1. Click the “Choose File” button. 

 
 

2. Select your file. 

 
 

3. Ensure that you see the file uploaded. 
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4. To download the file click the download button (Maybe you are unsure you 
uploaded the correct document and want to check.). 

 
 
 

5. Click the trashcan button, to delete the file and upload a different one. 

 
 

 


