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Staff Development – Instructions to Applicants  

How to Submit your Receipts for Reimbursement 

 

1. You will receive an email after 
your application has been 
approved 

 
2. Once you have completed the 

activity proceed to submit 
your receipts 
 

 
 

 

2. Start by browsing to the SA’s 
web page 

 
www.cbestaffassociation.ab.ca 
 
3. Click on the Member Login 

link 
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4. Enter your CBE Employee number 
in the Member Number box 

 
5. Enter the password you created 

 
  
6. Click on the Login button 
 

 
 

 

 

 

7. Locate the completed 
activity in the Activity 
area. Click on the + sign 
if necessary 

 
8. Open the application 

details by selecting it 
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9.  You will need to enter 
the actual costs in the 
Actual Column 

 
10. Next click on the 

Browse button to 
locate your receipt.  
Please note you can 
only load PDF and JPG 
files with a maximum 
size of 2MB 

 
 

 

 

11. The selected file will 
be displayed in the 
Browse box 

 
12. Click on the Upload 

link to upload the file 
to the server 
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13. To confirm that your 
file has been uploaded, 
click on the drop down 
box. The file will be 
displayed 

 
14. Click on the Submit 

button to complete the 
submission 

 
 

15. Click OK on the warning 
message 

 
 

16. An email will be sent to 
you once your submission 
is received 

 

 
 

 


