
How to find TREX: Travel and Expense reimbursement application 
 
1. Open the BWDSB Staff Portal. 

a. From your teacher laptop, click the “Staff Portal” icon on the 
desktop.  

b. From a personal computer, go to www.bwdsb.on.ca, scroll to 
the bottom of the page, and click on “Staff Portal.” (You may 
need to log in with your current BWDSB login and password.) 

2. Under “BWDSB Applications,” click on the green “TREX” icon.  
3. If this is your first time using the TREX application, please click 

on “Getting Started,” where you can find instructions, training 
videos, and FAQs.  

4. Click on “New Claim” and follow the instructions to submit your 
expense claim.  

 
Technical support for the application is available through ICT by 
submitting a HEAT ticket.  
 
For specific questions related to a claim, please contact 
travel@bwdsb.on.ca.  
 
 
 


