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1) Go to  ARC eForms - Travel 
Authorizations (losrios.edu)  

 
2) Select > Travel  
Authorizations  
 

3) Select > Initiate Travel  
Authorization  
 

ARC TRAVEL AUTHORIZATION PROGRAM 

QUICK GUIDE 

QUICK GUIDE 

The Travel Authorization and Reimbursement Claim is to be used to obtain  
authorization to travel and for reimbursement of travel expenses incurred during 
the performance of district business. All reimbursements are made pursuant to  
District Regulation 8341. 
 
 

All authorizations must be obtained prior to time designated for departure. All  
requests must be submitted two weeks prior to departure. If a cash advance or  
prepaid registration is requested, form should be submitted four weeks prior to 
departure at the campus level. 

https://apps.arc.losrios.edu/ARCeForms/TravelAuthorizations
https://apps.arc.losrios.edu/ARCeForms/TravelAuthorizations
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ID Input for submission: 
• Travel Authorization can be  
initiated by Administrative 
Assistant for employee 
• Supervisor is required 
• Administrative Assistant is 

NOT required 
 

4) Complete:  Initiate Travel 
Authorization—Step 1 
for travel information and 
estimated expenses. 

Select “Yes” for each section 
to display in order to enter  
estimated expenses. 

QUICK GUIDE 

5) Select “Save & Submit” to 
submit Travel Authorization 
 
 

Select for more information 
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After attendance at conference 
or return from travel: 
 
6) Log into ARC eForms - Trav-
el Authorizations 
(losrios.edu)  
 
NOTE: Request for  
reimbursement should be  
submitted no later than three (3) 
days  
 
 
7) Select “View” to complete  
Step 2 
 
 
 

QUICK GUIDE 

 

8) Under Step 2 of 2: Request  
for Reimbursement, 
Select “Go to Step”   

https://apps.arc.losrios.edu/ARCeForms/TravelAuthorizations
https://apps.arc.losrios.edu/ARCeForms/TravelAuthorizations
https://apps.arc.losrios.edu/ARCeForms/TravelAuthorizations
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QUICK GUIDE 

9) Complete: Travel Authorization 
—Step 2 for actual expenses. 

Select “Yes” for each section 
to display in order to enter  
actual expenses. 

10) Select “Save & Submit” to 
submit Travel Authorization 


