
 

   

          
        

 

 

 

 

 

 

City Tech Guide for OneRF Travel Reimbursement 

Prior to submitting for travel reimbursement please complete a RFCUNY travel expense voucher and create one PDF with signed voucher, 
travel receipts and proof of payment. For conference travel, you may also need a copy of the conference agenda and your conference badge. 

https://www.rfcuny.org/rfwebsite/media/1861/rf-041-e-payment-travel-expense-voucher.pdf


 

 

  
 

 
 

 

 

 

Your name here, this is for your 
reimbursement only 

For Memo: add reference info e.g. ABC 
conference Texas Dec 2025 or Research Travel 
Germany Nov 2025 

Change date to first date of  travel

Business Purpose = Travel 

Search and add your grant # if it 
does not appear. 
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In Attachments section- click Edit and in next 
screen (below) upload the conference agenda, 
badge or any other non-financial documents and 

SAVE.



 

 
 

 

   

   

  
 

A PDF document with travel expense voucher form, receipts and credit card 
statements must be uploaded in Expense Lines section. 

Enter first date of travel if not auto populated

Select travel, domestic travel or foreign travel 

In total amount enter total $ 
amount of reimbursement. If 
unit and unit cost appears add 
1 to unit and total to unit cost 

Click submit and a pop-up window will appear 
with View Details and you must click approve 



 

      
      

 

 

 

 

In OneRF search bar type My Expense Report to view the expense report 
after submission or to edit if Save for Later was selected. 



 

 

 

 

 
 

You should see your expense report on a list in 
this format. 



 

 
  

If not submitted, you can edit by clicking Edit Expense 
Report. Edit as needed, Submit and Approve. 




