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Introduction to TRAC




This guide has been published to assist individuals traveling on official Department of Education (DOE) business
to complete a new interactive electronic form in order to:

» Get Reimbursement for Local Travel
» Request Out of Town Travel
» Get Reimbursement for Out of Town Travel

TRAC replaces all of the previously used Travel and Conference forms:

Application to Attend Meeting, Conference or Convention Outside of NYC — OP221
Authorization to Use Personal Car

Business Expense Report — OD-7

Exceptions to Regulations for Reimbursement

Small Item Payment Process (SIPP) (former Imprest Fund Expenditure)

Local Travel/Authorization for Imprest Fund Expenditure — Carfare

 The TRAC however does not replace the

which must be used when a non-governmental entity offers to pay for or defray the cost of
official activities engaged in by DOE employees.

V VV V VY VY

* Travelers are asked to review all of the rules and regulations governing travel on official DOE business
by reading the Standard Operating Procedures (SOP) chapter on


http://schools.nyc.gov/NR/rdonlyres/8670218B-20FF-49E2-BDFF-CE0B8F9D3A94/0/TravelRelatedExp.pdf
http://schools.nyc.gov/NR/rdonlyres/CE4213B5-4627-4603-B584-0E7A539463A3/0/SOPTravelandConferences.pdf

TRAC Welcome Screen

TO ACCESS THE WELCOME SCREEN PLEASE CLICK ON THE FOLLOWING
LINK OR PASTE IT ON TO YOUR INTERNET BROWSER:

HTTPS://DFOFORMS.NYCENET.EDU/TRAC/LOGIN.ASPX



https://dfoforms.nycenet.edu/TRAC/LOGIN.ASPX

Education

TRAC | HELE

Welcome to the Travel! Reimbursement Approval Certification (TRAC) form. This must be used to submit a request for:

Application to Attend Meeting, Conference or Convention Outside of NYC-OP221
Authorization to Use Personal Car

Business Expense Report-OD-7

Exceptions to Regulations for Reimbursement

SIPP (former Imprest Fund Expenditure]

Local Travel/Authorization for Imprest Fund Expenditure - Carfare

For assistance with TRAC:

School personneal should call their BFSC

Cenfral Employees should call the Central Business Office at (718) 935-2652

District 75 employees should call Wally Luke at (212) 802-1589 or Jorge Rivera at (212) 802-1508
Click here to Download a copy of the quick reference guide.

Please enter your e-mail id: I:l @schools.nyc.g
Password (natwerkloutioo [ ]| @isgnin]

01 Certify that I am the actual raveler or authorized appr
(To insure proper internal controls, TRAC must be initi

by the actual traveler)




TRAC Travel Options




TRAC Travel Options

When conducting official DOE business and after transportation, lodging and meal eligibility is determined,
reimbursement requests and travel requests must be initiated via the TRAC system. TRAC allows the traveler to request

permission for travel from their approving authority and apply for reimbursement of eligible travel related expenditures
electronically.

Local Travel Reimbursement

» Local travel is considered to be all travel within, or to a destination within, the boundaries of NYC'’s five boroughs.
Only transportation costs will be reimbursed.

Out of Town Travel-Request
» Travel outside the five boroughs of NYC.

» Overnight travel may be incurred in connection with training, education, professional conferences or other official
DOE business (see Travel and Conferences SOP- Overnight Lodging for details).

o The traveler’s written travel request must describe how this travel provides a specific educational benefit that
cannot be gained in any other manner or within NYC or another local travel destination.

Out of Town Travel-Request (International)

» Travel outside of the United States that require overnight travel and lodging (see Travel and Conferences SOP-
Overnight Lodging and Travel Outside the United States for DOE Personnel-International Trips for details).



TRAC Travel Options

Out of Town Travel-Reimbursement

» Employees must use TRAC to initiate transportation, overnight lodging and meal reimbursement requests after
engaging in a qualifying activity on behalf of the DOE.

o Payment or Reimbursement for out of town/overnight travel expenses are permitted whenever authorized in
accordance with the SOP.

Request for Use of Personal Vehicle

» Utilized if you intend to use your personal vehicle for official DOE business.
o Utilize only if alternate means of transportation is not practical.
o Should not be used due to preference.

Exception Request
» Utilized when lodging and/or meal rates exceed GSA limits.
o Approval will be required by not only the initial approver but the executive director of the DFO.



Local Travel Reimbursement




TRAC
User
Options

DN

-

Department of
Education

Pending Approval | [lsshuwchart

Information TRAC - USER OPTIONS

Please click here to access the "Request for
Use of Personal Wehicle.” This form must be
completed PRIOR to using your personal
wvehicle for DOE business. An approved form is

®) Local Travel Reimbursement E E
and Conferences by clicking ol ) Out OF Town Travel-Request E good for a period not to exceed 31 days. A E

) out Of Town Travel-Request

following link: . new form must be completed for each 31 day
g (International) cycle. Once the form is completed and
approved, a number will be assigned for
tracking purposes (Tracking Number].

http://dfoapps.nycenst.edu/SOP/Defaultaspx?
c=1159

() Dut Of Town Travel-Reimbursement

() Edit Rejected TRAC




Employee
Details
Screen

E?:Iucation

Tnfarnaati

TRAC - EMPLOYEE DETAILS

Save TRAC | Load TRAC

local and Out
travel reque
the search feature
(Click on the
magnifying glass) if
vou must retrieve your
reference number.
Once the reference
number is entered and
"Retrieve” is clicked
the employee's name
will be =elf populated.

Employee Name :

Employee Reference N

L

--Selact State-- W

10



FAMIS Lookup Screen

Employes

Enter Employee Info:

{First Name / Last Mame / 1D #

11



FAMIS Lookup Screen

Employee

Mumber of Results found: 24

Enter Employes Info:
[First Name / Last Mame / ID =)

PMSID LastName |"°.  FMC Location Title
MName
; ' 46 | oooo SREPP
' [ | 31 | RP31 TRTRQ
| T 08 | x117 TRTRQ
| | 54 | DFo1 10124
| q 40 | M1oH CTRTN
' [ | 11 | xi80 SYSYQ
| 1 24 | goo7 TRTRQ
B | 51 | oooo CTRTN
' T 24 | gois TRTSQ
' [ | 28 | qoss TRTRQ




Employee
Details
Screen

Education

Information

TRAC - EMPLOYEE DETAILS

Flezse entar:

e traveler must

r the information
aring on the right.
screen is for both

trieve” is clicked
employee's name
be self populated.

Employee Reference N b

= TRAC | Load TRAC

Employee Name :

Telephone

--Selact State-- W

13



Travel
Details
Screen

Uepartment of

Education

|

Information

TRAC - TRAVEL DETAILS

FPlease enter:

The Traveler must
enter reasons and
justifications for the
trip. This screen is
used for both local and
out of town except that
the out of town screen
will show both a start
date and end date.For
out of town travel the
traveler will be able to
choose the city and
ctate hefzhe is
traveling to. For local
travel, the traveler will
only be able to choose
within the 5 boroughs
of NYC. More travel
dates may be used by
clicking on "Add Maore
Dates (Fragmented
Travel).”

In narrative form give
a detailed description
of your trip:

Reasons And
Justifications
Travel Destination :

Travel Dates :

ocad TRAC

| --Select Reason-- "Vl

[y

W | --Select City-- V|

Date

Add More Dates (Fragmented Travel)

v If greater than 2 participants from one Office/Division plan to attend an external retreat, mesting, or
conferance, the Leadership member must have DOE Chief Operating Officer (or designee] approval to

Mote:

attend.

| & Back || & Next |
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Travel
Details
Screen

Department

Education

——————————————————————————————————

Information

TRAC - TRAVEL DETAILS

Save TRAC | Load TRAC

Please enter:

The Traveler must
enter reasons and
justifications for the
trip. This screen is
used for both local and
out of town except that

the out of town screen
will shrw hnth o etart

In narrative form give
a detailed description
of your trip:

only be able to choose
within the 5 boroughs
of NYC. More travel
dates may be used by
clicking on "Add More
Dates (Fragmented
Trawvel)."

+ If greater than 3 partic

Mote:

Conferences (DOE Sponsored)
Conferences (Externally Sponsored)
Continuing education

Home Visit

Meeting (DMOE Sponsored)
Meeating (Externally Sponsared)
Mentoring

Seminars

Site Visits

Task forces

Training

Workshops

—

ltend an external retreat, meeting, or

conferance, the Leadership member must have DOE Chief Operating Officer (or designee) approval to

attend.

| & Back || ¢ Next |




Travel
Details
Screen

Department of

Information

Save TRAC | Load TRAC

TRAC - TRAVEL DETAILS

FPlease enter:

The Traveler must
enter reasons and
justifications for the
trip. This screen is
used for both local and
out of town except that

traveler will be able to
choose the city and
ctate hefzhe is
trawveling to. For local
travel, the traveler will
only be able to choose
within the 5 boroughs
of NYC. More travel
dates may be used by
clicking on "Add Maore
Dates (Fragmented
Travel)."

In narrative form give
a detailed description ~
of your trip:

W

Brooklyn
Bron:x
| Manhattan
Staten Island
Queens

Mote:

v If greater than 3 participants from one Office/Division plan to attend an external retreat, meeting, or
conferance, the Leadership member must have DOE Chief Operating Officer (or designee) approval to
attend.

16



Travel
Details
Screen

Education

Information

TRAC - TRAVEL DETAILS

Save TRAC | Load TRAC

Flease enter:

The Traveler must
enter reasons and
justifications for the
trip. This screen is
u=ed for both local and
out of town except that
the out of town screen
will show both a start
date and end date.For

raveling to. For loca
trawvel, the traveler will
only be able to choose
within the 5 boroughs
of NYC. More travel
dates may be used by
clicking on "Add More
Datez (Fragmented
Travel)."

In narrative form give
a detailed description .
of your trip:
W
;iga:_annsnr:is [--select Reason-- v|
: [ | [ --selact city-- |
Date
A <]

Mote:

+ If greater than 3 partici
conferance, the Leaderd
attend.

1 October, 2016

Su Mo Tu We Th Fr
25 26 27 28 29 30
2 3 4 5 8§ 7
o 10 11 1214
16 17 18 19 20 21
23 24 25 26 27 28
30031 1 2 3 4

Today: October 13, 2016

3
Sa
1
3
15
22
20
5

an to attend an external retreat, meeting, or
ef Oparating Officer (or designee) approval to

| & Back || & Next |
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Travel

Details

Screen

Education

Version 3.0

Information

Save TRAC | Load TRAC

TRAC - TRAVEL DETAILS

Please enter:

The Traveler must
enter reasons and
justifications for the
trip. This screen is
used for both local and
out of town except that
the out of town screen
will show both a start
date and end date.For
out of town trawvel the
traveler will be able to
choose the city and
state he/she is
traveling to. For local
travel, the traveler will
only be able to choose
within the 5 boroughs
of NYC. More travel
dates may be used by
clicking on "Add More
Dates (Fragmented
Travel)."

In narrative form give
a detailed description Y
of your trip:

Reasons And
Justifications
Travel Destination : | MY

| Conferences (DOE Sponsored) Vl

v || --select City-- V|

Travel Dates : Date

What is your role (Check all that apply):

I:‘ Attendee

I:‘ Speaker

I:‘ Presenter

|:| Panel Participant

Have you submitted for approval your meeting presentation materials to your Executive Director
and/or the designated head of the unit and for office:

D‘r’es DND

Mote:

lan to attend an external retreat, meeting, or
Diaf Operating Officer (or designee) approval to

+ If greater than 3 participants from one Office/
conferance, the Leadership member must had
attend.

18



Travel
Details
Screen

Education

Information

TRAC - TRAVEL DETAILS

Save TRAC | Load TRAC

Plazse anter:

The Traveler must
enter reasons and
justifications for the
trip. This screen is
used for both local and
out of town except that
the out of town screen
will show both a start
date and end date.For
out of town travel,the
traveler will be able to
choose the city and
ctate he/she iz
traveling to. For local
travel, the traveler will
only be able to choose
within the 5 boroughs
of NYC. More travel
dates may be used by
clicking on "Add More
Dates (Fragmented
Travel)."

In narrative form give a detailed
description of your trip:

Reasons And Justifications
Trawvel Destination :
Trawvel Dates :

| Conferences (DOE Sponsored)

| Y V| | Brooklyn

Date

[1o/13/2018 |

What is your role {Check all that apply):

Have you submitted for approval your meeting presentation materials to your Executive Director and f or the designated head

of the unit and f or office:

In narrative form give a detailed
description of your trip:

Reasons And Justifications
Trawvel Destination :
Trawvel Dates :

Add More Dates (Fragmented Travel)

Note:

+ If grester than 2 participa
Leadership member mus

Attendes

I:‘ Speaker
D Presanter

I:l Panel Participant

@Ye& DNG
~
W
|--Se|e1:t Reason-- V|
[nr | [--select city-- V|
Date

Delete Date (Fragmented Travel)

e Office/Division plan to sttend an external retreat, meeting, or conferance, the
ief Operating Officer (or designee) zpproval to attend.

| & Back || & Next |
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Expense
Details
Screen

Education

Save TRAC | Load TRAC

Information TRAC - EXRESE “TAILS

These fields are for
Local Travel Only.
Flace cursor over

itermns with '?' to ge

description

Expense Details for Travel Dates :

Click here to access GSA Rates

For more information to visit
edrocms.com

? personal vehice mieage: [ ]

O Actual Milzage O Minimum Milzeage

Actual Expenses

Tolls ¢ $0.00
Parking : $0.00
Ground Transportation : £0.00
Mass Transit : $0.00
Dther: $0.00
Total

2 5 8

20


http://www.gsa.gov/portal/content/104877

Approver
Details
Screen

BTy o=t Y =1 ]
Deps

Education

TRAC - APPROVER DETAILS

!

Save TRAC | Load TRAC

[ —

Approver Email:

Approver Name :

Title:

| @schools.nyc.gov M

Middle Last Name

Optional: Copy
to another

|

person by

entering their

Copy To Email: {Optional)

Title:

5 start Over

| @schools.nyc.gov ﬁ

Middle Last Name

Email, First
Name, Middle

LI

Initial, Last

Name and Title

—_—

o kL v | CliccNext| |

21



Email
Lookup
Screen

Search Criteria:

Search String:

All

First Name
Last Mame
| Email

22



Documents
Screen

Information

TRAC - DOCUMENTS

Save TRAC | Load TRAC

Flezse enter:

This convenient upload
feature will allow you
to attach receipts,
agendas, itineraries,
credit card statements,
bids, etc. and
document types such
as .docg, .docx, .xls,
xlex,.pdf, .jpg, .ipeg,
.gif, .tiff and .zip.
These documents will
be reviewed by your
Approving Officer for
appropriateness of the
travel expenses. You
will still be expected to
submit original receipts
for payment
reimbursement
purposes.

No Receipts available for this TRAC,

| Upload

* ¥ou must upload supporting documentation

(Only .doc. .docx, .xls, xlsx,.pdf. jpa. Jpeg. .gif. .pn
Total file(s) size cannot be maor

zip files are allowsad)

| & Back || & Next |
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@v b Libraries » Documents »

- | 3 | | Search Documents

Organize - Mew folder BE ~ Eil o
¢ Favorites N Dﬂcuments ||brary Arrange by Folder =
j Downloads Includes: 2 locations
R t Pla
5l Recent Places | Pending Items AP
Bl Desktop
| Outlook Files
= | My PaperPort Documents
Librari
E 'D'E"'E . My Data Sources
Jp e | Custom Office Templates
Musi
Hsie || CheckPPFiles
[ Pictures L5
B videos
Lol Computer

&L, Local Disk (C)
= Local Disk (D:)
£ APPSS (\ESOOAPPOO) (L)

ol AL e ————

File name:

S |

- [ml Files (*.%)

Open

24



Documents
Screen

~N—

N

Department of

Education

Sawve TRAC | Load TRAC

Please enter:
This convenient upload
feature will allow you
to attach receipts,
agendas, itineraries,
credit card statements,
bids, etc. and
document types such
as .doc, .docx, .xls,
xl=x,.pdf, .ipg, .jpea,
.gif, .tff and .zip.
These documents will
be reviewed by your
Approving Officer for
appropriateness of the
travel expenses. You
will still be expected to
=submit original receipts
for payment
reimbursement
purposes.

Document Name

test.docx

Size

0.05 MB

| Browse... || Upload

* You must upload supporting documentation

(Only .doc, .docx, xls, xlsx.pdf, Jjpa. Jpea. .gif. .png. .tiff and .zip files are allowed)
Total file(s) size cannot be more than 5 MB

25



Confirm
and
Certify
Screen

Eﬂucétion '

Information

TRAC - CONFIRM AND CERTIFY

Save TRAC | Load TRAC

Please confirm your
information.

I

Review page to
ensure all
information
previously
entered is correct.
Click Edit to make
any changes to
TRAC Employee
Details and

Expense Details

TRAC - EMPLOYEE DETAILS

% Edit

Employee Reference Number: l |

Employee Name :

Middle Last Name

Location Code

| DFo1 |

First Name

l Il
Telephone l o |
Gty I |
state/provine —

Employee Email : L

IHAC - EXPENSE DETAILS

% Edit

Expense Details for Travel Dates : 051972016 To 05/19/2016

Click here to access GSA Rates

For more information to visit Fedrooms.com

7 Personal Vehicle Mileage:

]

Py ™
' Actual Mileage '_’) Minimum Mileage

? Mileage Cost:

Tolls :

Parking :

Ground Transportation :
Mass Transit :

Other :

Total

Grand Total

Actual Expenses

23 8

26



Confirm and Certify Screen

Review page to
ensure all
information

previously

entered is correct.

Click Edit to make
any changes to
Approver Details

and Documents

TRAC - APPROVER DETAILS L;} Edit

Approver Email: @schools.nyc.gov

Approver Name : First Name Middle Last Name

Title:

Copy To Email: (Optional) @schools.nyc.gov

Name : First Name Middle Last Name

Title:

TRAC - DOCUMENTS L;} Edit

No Document Name Size
4 0.05 MB

* You must upload supporting documentation

{Only .doc, .docx, .xls, .xlsx,.pdf. .jpag. .jpeg. .gif. .png, .Liff and .zip files are allowead)
Total file(s) size cannot be more than 5 MB

I certify that I am the actual traveler. I will also keep supporting original documentation for my reimbursement reguests.
Click here to acknowledge this certification |:|

\
- Click Submit

/\
O

Click “Click here to
acknowledge this certification”

27



TRAC
Progress
Screen

An email has been sent to the approver. You will be notified as the
TRAC Tracking ID generated is : TR160000643

(& New ]

28



Out of Town Travel-Request




TRAC
User
Options

Education

Version 3.0

Pending Approval | Dsshuwchart

Information TRAC - USER OPTIONS

Please click here to access the "Request for
Use of Personal Vehicle.” This form must be
completed PRICR to using your personal
wvehicle for OE business. An approved form is

OﬂutﬂfTuu'nTr R t ! good for a peried not to exceed 21 days. A |

Please Select an option.
O Local Travel Reimbursement

@ DOut Of Town Travel-Request

new form must be completed for each 31 day
(International) cycle. Once the form is completed and
approved, a number will be assigned for
tracking purposes (Tracking Number].

http:ffdfuapps.nycenet.edufSCI.'IPfDEﬁuIt

c=1159 ) Qut Of Town Travel-Reimbursement

) Edit Rejected TRAC




Employee
Details
Screen

Save TRAC | Load TRAC

TRAC - EMPLOYEE DETAILS

Employee Reference Number: ﬂ

Employea Name : First Name

local and Out | |

travel reque!

the search féature Telephone [ |

(Click on the Add

magnifying glass) if | |
you must retrieve your City | |

reference number.

Once the reference State/Province
number is entered and

"Retrieve" is clicked Zip I:I

the employee's name
will be self populated. Employee Email :




FAMIS Lookup Screen

Enter Employee Info:

{First Name / Last Mame / 1D #

32



FAMIS Lookup Screen

Employee

Mumber of Results found: 24

Enter Employes Info:
[First Name / Last Mame / ID =)

PMSID LastName |"°.  FMC Location Title
MName
; ' 46 | oooo SREPP
' [ | 31 | RP31 TRTRQ
| T 08 | x117 TRTRQ
| | 54 | DFo1 10124
| q 40 | M1oH CTRTN
' [ | 11 | xi80 SYSYQ
| 1 24 | goo7 TRTRQ
B | 51 | oooo CTRTN
' T 24 | gois TRTSQ
' [ | 28 | qoss TRTRQ




Employee
Details

Education

Screen

Information

TRAC - EMPLOYEE DETAILS

Flease enter:

The traveler must

r the infermation
aring on the right.
screen is for both

trieve” is clicked
employee’s name
be self populated.

Employee Reference Numb

we TRAC | Load TRAC

Employee Name :

Telephone

--Select State-- W
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Travel
Details
Screen

Department of . 2

Education

R RRRRRRRRORRRREEREER———————————————————————

Load TRAC
Information TRAC - TRAVEL DETAILS
Flease enter:
The Traveler must In narrative form give
enter reasons and a detailed description ~
justifications for the of your trip:
trip. This screen is L¥)
used for both local and
out of town except that
the out of town screen mﬁ | --5elect Reason-- Vl
will show both a start L
date and end date.For Travel Destination : | --Select State—- VH --Selact City-- Vl
out of town travel the Travel Dates : Start Dat End Dat
traveler will be able to
choose the city and | | | |
state hefshe is
traveling to. For local
only be able to choose
within the 5 boroughs Note:

of NYC. More travel
dates may be used by
clicking on "Add More
Dates (Fragmented
Travel)."

v If greater than 3 participants from one Office/Division plan to attend an external retreat, meeting, or
conference, the Leadership member must have DOE Chief Operating Officer (or designee) approval to
attend.

35



Travel
Details
Screen

Department

Education

R RRRRERRRRRRSS=S——————SSSS——————————————————

Information

TRAC - TRAVEL DETAILS

Save TRAC | Load TRAC

Flease entar:

The Traveler must
enter reasons and
justifications for the
trip. This =creen iz
used for both local and
out of town except that

the out of town screen
srill_mhimae bbb = ek

only be able to choose
within the 5 boroughs
of NYC. More travel
dates may be used by
clicking on "Add More
Dates (Fragmented
Travel).”

In narrative form give
a detailed description
of your trip:

i+ If greater than 3 partic

Mote:

Conferences (DOE Sponsorad)
Conferences (Extarnally Sponsored)
Continuing education

Home Wisit

Meeting (DOE Sponsored)
Meeting (Externally Sponsored)
Mentoring

Seminars

Site Visits

Task forces

Training

Workshops

E—

tend an external retreat, meeting, or

conference, the Leadership member must have DOE Chief Operating Officer (or designee) approval to

attend.

| & Back || @ Next |
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Travel
Details [pave=yere=

Uepartment or

Screen Education
Sawe TRAC | Load TRAC
Information TRAC - TRAVEL DETAILS
Please enter:
The Traveler must In narrative form give
enter reasons and a detailed description Fs
justifications for the of your trip:
trip. This screen is L¥)
used for both local and
out of ED'A;HL except that R ns And | e — Vl
[--Select City-- |
End Date
choose the city and |
state hefshe is
traveling to. For local
trawvel, the trawveler will - ates (Fragmented Travel)
only be able to choose
within the 5 boroughs Note:
of NYC. More travel v If greater than 3 partic e/ Division plan to attend an external retrest, meaeting, or
dates may be used by conferaence, the Leader] GA ave DOE Chief Operating Officer (or designee) approval to
clicking on "Add More attend. HI
Dates (Fragmented 1A
Trawvel)." iE
IN
S start Ove o ifhaBace Liboiiost,
LA
MA
MD
ME
MI
MM
MO
MS
MT
NC W
MO




Travel
Details
Screen

DN

-

Department of
Education

I ———)|

Information

TRAC - TRAVEL DETAILS

Save TRAC | Load TRAC

Please enter:

The Traveler must
enter reasonz and
justifications for the
trip. This screen is
used for both local and
out of town except that
the out of town screen
will show both a start
date and end date.For
out of town travel,the
traveler will be able to
choose the city and
state he/she is
traveling to. For local
travel, the traveler will
only be able to choose
within the 5 boroughs
of NYC. More travel
dates may be used by
clicking on "Add More
Dates (Fragmented
Trawvel)."

In narrative form give
a detailed description
of your trip:

i rore s

v If greater than 3 participants from one Offic
conference, the Leadership member must h

Mote:

attend.

| --Select Reason--

v

[ca vi

Start Date

Bakersfield / Ridgecrest M

Contra Costa County
Death Valley
Eureka

Fresno

Los Angeles
Mammoth Lakes
Marin County
Monteray

Napa

Cakhurst

Cakland

Palm Springs

Point Arena / Gualala
Redding
Sacramento

San Bernardino
San Diego

San Francisco

San Luis Obispo
San Mateo

Santa Barbara
Santa Clara County
Santa Cruz

Santa Monica
Santa Rosa

South Lake Tahoe
Stockton

Tahoe City

wternal retreat, meeting, or
cer (or designee) approval to

| Back || ¢ Next |
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Travel
Details
Screen

~NTU—

Uepartment or .
Education

Save TRAC | Load TRAC

Information TRAC - TRAVEL DETAILS

Flease enter:

The Traveler must In narrative form give
enter reasons and a detailed description s
justifications for the of your trip:
trip. This screen is L
used for both local and

out of town except that

the out of town screen | --Select Reason-- “
will show both a =tart -
date and end date.For | CA 'VH ~—-Select City-- I|\"'l
Start Date End Date
I %] | |
4 October, 2016 3
trEll‘u'EL; thebltraVElﬁr will Su Mo Tu We Th Fr Sa |Gl =)
only be able to choose
within the 5 boroughs Note: 25 26 27 28 29 30 1
dDF NYC. MEFE tra‘éeg v If greater than 2 partici 2 3 4 5 6 7 & lanto sttend an external retreat, mesting, or
ates may be used by conference, the Leaderd ef Operating Officer (or designee) approval to
clicking on "Add More attend. #1011 12 14 15
Dates (Fragmented 16 17 18 19 20 21 22
Travel). 23 24 25 26 27 28 29
= 30 31 1 2 3 4 5
Eﬁ art Owve w M
Today: October 13, 2016




Travel
Details
Screen

Department of
Education

e

Information

TRAC - TRAVEL DETAILS

Save TRAC | Load TRAC

Please enter:
The Traveler must
enter reasons and

justifications for the

In narrative form give
a detailed description
of your trip:

trip. This screen is L'
used for both local and
out of town except that

Reasons And

thglluu; of Euy:: Sgtef-? 3 |'ﬁn5|' ns | --Select Reason-- W

will show both a sta L

date and end date.For Travel Destination : | CA I‘*"H —-Select City-- 'V"|

out of town travel,the Travel Dates : Start Dat End Dat
traveler will be able to

choose the city and | | | s 7 xl

state hefshe is

traveling to. For Iuca_l 1 October, 2016
tralvellz: thiltravelﬁr will FELRATEETEY Sy Mo Tu We Th Fr
only be able to choose

within the 5 boroughs Note: 25 286 27 28 29 30
duf Y C. MErE tra';&g v If greater than 3 participants from one Office,/O 2 3 4 5 6 7 B8 [al retreat, mesting, or

ates may be used by conference, the Leadership member must havy r designee) approval to
clicking on "Add More attend. |10 it 12 1415

Dates (Fragmented 16 17 18 19 20 21 22

Trawel). 23 24 25 26 27 28 29

o -t Dve 30 31 1 2 3 4 5

Today: October 13, 2018




Travel
Details St
Screen

Save TRAC | Load TRAC

Information TRAC - TRAVEL DETAILS

Please enter:

The Traveler must In narrative form give
enter reasons and a detailed description N
justifications for the of your trip:
trip. This screen is L
used for both local and
out of town except that R
the out of town screen ]Eﬁﬁ::t‘:::ls | Conferences (DOE Sponsorad) V|

will show both a start
date and end date.For
out of town travel the Travel Dates :
traveler will be able to
choose the city and | | | |
cztate he/she i=
traveling to. For local What is your role (Check all that apply):
travel, the traveler will

Travel Destination : | cA VH --Select City-- \,l

Start Date End Date

only be able to choose [ attendze
within the
of NYC. M [speaker

dates may
clicking on
Dates (Fra
Travel)."

I:‘ Praesanter

I:‘ Panel Participant

Hawve you submitted for approval your meeting presentation materials to your Executive Director
and/or the designated head of the unit andfor office:

D‘r’e's. DND

Add More Dates (Fragmented Travel)

+ If greater than 3 participants from one Office/Division plan to attend an external retreat, meeting, or
conferance, the Leadership member must have DOE Chief Operating Officer (or designee) approval to
attand.

Mote:

| & Back || & Next |
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Travel B
Education

Details e
Screen

Save TRAC | Load TRAC

Information TRAC - TRAVEL DETAILS

Flez=ze enter:

The Traveler must In narrative form give a detailed
_enter reasons and description of your trip: ~
justifications for the
trip. This screen is L¥)
used for both local and
out of town except that tificati
thl_B out of town screen Reasons And J ns | Conferences (DOE Sponsored) Vl
will show bath a start Travel Destination : | CA V| | Bakersfield / Ridgecrest Vl
date and end date.For
out of town travel,the Travel Dates : Start Date End Date

traveler will be able to
choose the city and
state he/she is
traveling to. For local

[10/13/z018 | [10/14/2018

What is your role (Check all that apply):

travel, the traveler will
™
only be able to choose M attendee
within the 5 boroughs [ spealk
of NYC. More travel pese
dates may be used by [ rresenter
clicking on "Add More
Dates (Fragmented [(leanel Participant
Travel)."
) Have you submitted for approval your meeting presentation materials to your Executive Director and/or the designated head
of the unit and/ or office:
@ Yes D No
In narrative form give a detailad
description of your trip: Ly
W
Reasons And Justifications | --Salact Reason-- vl
Travel Destination : [--select state-- w|[--select city-- V|
Travel Dates : Start Date End Date

| | |

Office/Division plan to attend an external retreat, mesting, or conference, the
ief Operating Officer (or designee) approval to attend.

Add More Dates (Fragmented Travel)

Note:

v If greater than 3 participan
Leadership member must

| Back || & Next |




Expense
Details
Screen

Version 3.0

Save TRAC | Load TRAC

Information

These fields are for
Local Travel Only.
Place cursor owver

iterms with '?' to g

description

Expense Details for Travel Dates

Click here to access G5A Rates

For more information Click here to Fedrooms.com

O Actual Mileage O Minimum Mileage

MNote: If & purchase order is generated for any of these items, you must still ind
appropriate field.

L Air/ Train :

Ground Transportation :

22 ing

EAmuunt far the Total Stay)
‘Sales/Hotels Tax : [NYS Exempt)
? Personal Vehicle Mileage:

7 Personal Vehicle Mileage Cost: £0.00
Rental Car:
Mass Transit :
d'Reljstralinn H
Other :

Total £0.00

| [ | [ | e | || | e | e | e | e
alla||a| |2 al el |2 |a| 2]l
o o |of|o||la||o] ¢ ol o ool o] |
EIREIREIRE al |al |22 |a]|al|a

Grand Total £0.00

D No Expenses Incurred

1. Are you planning on using a purchase order for air travel? (ves (e
2. Are you planning on using the DOE travel agency/ purchase order for lodging? I:l‘(es I:l No
3. Are you planning on using a purchase order for Sales/Hotel Tax? D‘r’es D No

4. Are you planning on using & purchase order or P-Card for Registration? D‘f'es D No

I
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http://www.gsa.gov/portal/category/26429

Approver
Details
Screen

Education

Informat TRAC - APPROVER DETAILS .

Approver Email: | | @schools.nyc.gov ﬁ

Approver Name : First Name Middle Last Name

| LI

Title: | |

Copy To Email: (Optional) | | @schools.nyc.gov ﬁ

Name : First Name Middle Last Name
| ||
e I

5 start Over

|ﬁ Back || @ Next |

——

Optional: Copy
to another
person by
entering their
Email, First
Name, Middle
Initial, Last

- Name and Title
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Email
Lookup
Screen

Search Criteria:

Search String:

All

First Name
Last Mame
| Email
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Documents
Screen

Information

TRAC - DOCUMENTS

Save TRAC | Load TRAC

Please enter:

This convenient upload
feature will allow you
to attach receipts,
agendas, itineraries,
credit card statements,
bids, etc. and
document types such
as .dog, .docx, .xls,
xlsx,.pdf, .jpg, .jpeq,
.gif, .tiff and .zip.
These documents will
be reviewed by your
Approving Officer for
appropriateness of the
travel expenses. You
will still be expected to
submit original receipts
for payment
reimbursement
purposes.

Mo Receipts available for this TRAC.

I Erowse... | Upload

* You must upload supporting decumentation

(Only .doc, .doox, .xls, .xlswx,.pdf, Jjpg. .jpea. .gif, .png

Total file(s) size cannot be mor

ip files are allowsd)
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Documents Screen

@v@ b Libraries » Documents »

- | 3 | | Search Documents

Organize - Mew folder BE ~ Eil 0
‘i}_Fﬂ‘-'U"tﬁ N Dﬂcuments ||brary Arrange by:  Folder =
j Downloads Includes: 2 locations
3l R t Pl
E FeEntriaces | Pending Items AP
Deskt
ssktop Outlook Files ,
t
3 | My PaperPort Documents [ORIIILS
Librari
E@ : Drarla - My Data Sources
QCUMmeEn
ustom Ice Templates
J C Office Templ
Musi
- HEE | CheckPPFiles
Pictures
B videos
1M Computer
&, Local Disk (C)
—a Local Disk (D)
APPSS (\\ESOOAPPOOD) (: — .
= APPSS LES0RPRO0 ) -
File name: - | Al Files ()
N ’ Open ] ’ Cancel
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N Y N
b o Department of

Documents
Education

Sawve TRAC | Load TRAC

Screen

Infe

Please enter:
This convenient upload
feature will allow you
to attach receipts,
agendas, itineraries,
credit card statements,
bids, etc. and
document types such
as .doc, .docx, .xls,
xl=x,.pdf, .ipg, .jpea,
.gif, .tff and .zip.
These documents will
be reviewed by your
Approving Officer for
appropriateness of the
travel expenses. You
will still be expected to
=submit original receipts
for payment
reimbursement
purposes.

Document Name

test.docx
I Browse... | Upload

Size

0.05 MB

* You must upload supporting documentation

Total file(s) size cannot be more than 5 MB

(Only .doc, .docx, xls, xlsx.pdf, Jjpa. Jpea. .gif. .png. .tiff and .zip files are allowed)
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Confirm and Certify Screen

Review page
to ensure all
information
previously
entered is
correct.
Click Edit to
make any
changes to
Employee
Details and
Travel

Details

Information

TRAC - CONFIRM AND CERTIFY

Save TRAC | Load TRAC

Please confirm your
information.

TRAC - EMPLOYEE DETAILS

% Edit

E 1, Ref, M L
¥

ce

Employee Name :

Telephone
Address

City

State/Province

Employee Email :

TRAC - TRAVEL DETAILS

First Namea Middle Last Name Location Coda

BN |pFo1 |

| B Edit |

In narrative form give a detailed

description of your trip:

All International trips must be approved by the executive director.

49



Confirm and Certify Screen

Review page
to ensure all
information
previously
entered is
correct.
Click Edit to
make any
changes to
Expense

Details

TRAC - EXPENSE DETAILS |§ Edit

Expense Details for Travel Dates : 05/19/2016 To 05/27 /2016
Click here to access GSA Rates

For maore information Click here to visit Fedrooms.com

O Actual Mileage | D Minimum Mileage

Note: If & purchase arder is generated far any of these items, you must still include the expense in the appropriate fisld.

Estimated Expenses
LAir/Train :
Tolls : £0.00
Parking : £0.00
? Meals : £0.00

Ground Transportation : $0.00

?? Lodging :
(Amount for the Total Stay)

‘Sales/Hotels Tax : [NYS Exempt)
? Personal Vehicle Mileage:

? Personal Vehicle Mileage Cost:
Rental Car : £0.00

Mass Transit :

LI

“Registration : £0.00
Other : £0.00
Total

Grand Total

D No Expenses Incurred

=]
1. Are you planning on using a purchase order for air travel? Yes D No
2. Are you planning on using the DOE travel agency/ purchase order for lodging? [#ves o

3. Are you planning on using a purchase order for Sales/Hotel Tax? I:‘Yez No

4, Are you planning on using a purchase order or P-Card for Registration? DYEE I"lc
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Confirm and Certify Screen

Review page
to ensure all
information
previously
entered is
correct.
Click Edit to
make any
changes to
Approver
Details and

Documents

TRAC - APPROVER DETAILS L{} Edit
Approver Email: @schools.nyc.gov

Approver Name : First Name Middle Last Name

Title:

Copy To Email: (Optional) @schools.nyc.gov

Name : First Name Middle Last Name

Title:

TRAC - DOCUMENTS L;} Edit

No Document Name Size
1 P S 0.05 MB

* You must upload supporting documentation

(Only .doc, .docx, .xls, odsx,.pdf, Jjpo. Jjpeg. .gif. .png, .tiff and .zip files are allowed)
Total file(s) size cannot be more than 3 MB

I certify that I am the actual traveler. I will also keep supporting original decumentation for my reimbursement requests.
Click here to acknowledge this certification I:‘ ‘

& Click Submit

Click “Click here to
acknowledge this certification”

51



TRAC
Progress
Screen

An email has been sent to the approver. You will be notified as the
TRAC Tracking ID generated is : PE1600895

[ et |
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Out of Town Travel-Request

International Screen




TRAC
User
Options

rtment of .
Education

Pending Approval | usshuwchart

Information TRAC - USER OPTIONS

Plzase Select an option. . B
Before doing =o, hold the mouse - Flease click here to access the "Request for
' - ] Local Travel Reimb nt =q
each option to get a brief blurb of o " mbursems Use of Personal Vehicle.” This form must be
= Al completed PRIOR to using your personal
wehicle for DOE business. An approved form is

@Dl.ltﬂf'l'nﬂ'nTr I-R ; 1 good for a2 period not to excesd 31 days. A |

) out Of Town Travel-Request

new form must be completed for each 31 day
{International) cycle. Once the form is completed and
approved, a number will be assigned for
tracking purposes (Tracking Number].

() Dut Of Town Travel-Reimbursement

() Edit Rejected TRAC




Employee
Details
Screen

E?:Iucation

Save TRAC | Load TRAC

TRAC - EMPLOYEE DETAILS

Employee Reference Numb

Employee Name :

I= sCreen Is
local and Out
travel reque

the search feature Telephone
(Clllcllc on the _ Add

magnifying _glass) if
you must retrieve your City

reference number.

Once the reference State/Province
number is entered and

"Retrieve” is clicked Zip l:l
the employee's name
will be self populated. Employee Email :




FAMIS Lookup Screen

Employes

Enter Employee Info:

{First Name / Last Mame / 1D #
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FAMIS Lookup Screen

Employee

Mumber of Results found: 24

Enter Employes Info:
[First Name / Last Mame / ID =)

PMSID LastName |"°.  FMC Location Title
MName
; ' 46 | oooo SREPP
' [ | 31 | RP31 TRTRQ
| T 08 | x117 TRTRQ
| | 54 | DFo1 10124
| q 40 | M1oH CTRTN
' [ | 11 | xi80 SYSYQ
| 1 24 | goo7 TRTRQ
B | 51 | oooo CTRTN
' T 24 | gois TRTSQ
' [ | 28 | qoss TRTRQ




Employee
Details
Screen

Education

ywe TRAC | Load TRAC

Information TRAC - EMPLOYEE DETAILS

Flezse entar:

de traveler must Employee Reference Number: a4 ﬁ PR
r the information

ring on the right. Employee Name : First Name Ham S

creen is for both

and Out of
el requests.

Telephone | |

city | |
| stae/provine
rieve" is clicked Zip I:l

mployee's name
e self populated. Employee Email :




Travel
Details
N

Screen ® Dpepartment of
Education

Information

Pleasea antar:

The Traveler must
enter reasons and
justifications for the
trip. This screen is
used for both local and
out of town except that
the out of town screen
will show both a start
date and end date.For
out of town travel,the
traveler will be able to
choose the city and
state he/she is
traveling to. For local
trawvel, the traveler will
only be able to choose
within the 5 boroughs
of NYC. Mare travel
dates may be used by
clicking on "Add More
Dates (Fragmented
Travel)."

Load TRAC
TRAC - TRAVEL DETAILS
All International trips must have approval by the DOE Chief Operating Officer.

In narrative form give
a detailed description ~
of your trip:

W
Reasons And
Justifications | --Select Reason-- V|
Travel Destination: | __5clect Country-- v || --select City-- V|
Travel Dates : Start Date End Date

Have you received approval to travel Internationally from DOE Chief Operating Officer?

D‘f'es DND

Add More Dates (Fragmented Travel)

Mote:

v If greater than 2 participants from one Office/Division plan to attend an external retreat, mesting, or
conferance, the Leadership member must have DOE Chief Operating Officer (or designee) approval to
attend.
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Travel
Details

Screen " Department of
Education

N

Information

TRAC - TRAVEL DETAILS

Sawve TRAC | Load TRAC

Please aenter:
The Traveler must

enter reazons and In narrative form give
justifications for the a detailed description A
trip. This screen is of your trip:
used for both local and v
out of town except that
the out of town screen
- Reasons And
will show both a start Justifications

within the 5 boroughs
of NYC. More travel
dates may be used by
clicking on "Add More
Dates (Fragmented
Travel)."

All International trips must have approval by the DOE Chief Operating Officer.

Conferences (DOE Sponsored)
Conferences (Externally Sponsored)
Continuing education

Home Visit

Meeting (DOE Sponsored)
Meeting (Externally Sponsored)
Mentoring

Seminars

Site Visits

Task forces

Training

Waorkshops

]

ey

Chief Operating Officer?

Add More Dates (Fragmented Travel)

+ If greater than 3 participants from one Office/Division plan to attend an external retreat, meeting, or
conferance, the Leadership member must have DOE Chief Operating Officer (or designee) approval to

Mote:

attend.

| & Back || & Next |
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Travel
Details
Screen

é?lucation

Save TRAC | Load TRAC

Information TRAC - TRAVEL DETAILS

Flease enter:
The Traveler must All International trips must have approval by the DOE Chief Operating Officer.
enter reasons and

S s In narrative form give
justifications for the a detailed description A
trip. This screen is of your trip:
used for both local and (v
out of town except that

--Select Regson-- |

--Select Country--
Hﬁm_f\ --Select City-- W

ALBANIA
ALGERIA
AMERICAN SAMOA ]

choose the city and
state hefzhe is AUDORRA
trawveling to. For local ANGOLA

travel, the traveler will Have you received appr{ .5 74 If Dperating Officer?
only be able to choose

within the 5 boroughs :s$?g$LTD BARBUDA
of NYC. More travel ARGENTINA
dates may be used by ARMENIA
clicking on "Add More I: ASCENSION ISLAND @
Dates (Fragmented AUSTRALLA
Travel)." Notea: AUSTRIA
AZERBAIIAN

v If greater than 3 partic
conferance, the Leader
attend.

H an external retreat, meeting, or

BAHAMAS b Officer (or designee) approval to

BAHRAIN
BANGLADESH
BARBADOS
BELARUS
BELGIUM

= BELIZE

S Start Que BENIN | Back || ¢ Newt |
BERMLUCHA

BHUTAN

BOLIVIA
BOSNIA-HERZEGOWINA
Botswana

Brazil




Travel

Details

Screen

Education

Information

TRAC - TRAVEL DETAILS

Save TRAC | Load TRAC

Plaase enter:

The Traveler must
enter reasons and
justifications for the
trip. This screen is
u=ed for both local and
out of town except that
the out of town screen
will show both a start
date and end date.For
out of town travel,the
traveler will be able to
choose the city and
state he/she is
traveling to. For local
travel, the traveler will
only be able to choose
within the 5 boroughs
of NYC. More travel
dates may be used by
clicking on "Add More
Dates (Fragmented
Travel)."

All International trips must have approval by the DOE Chief Operating Officer.

In narrative form give
a detailed description
of your trip:

Reasons And

Justifications |--Se|ect Reason-- "Vl

Trawvel Destination : | United Kingdom Vl

Travel Dates : Start Date End Date

Have you received approval to travel Internationally from DOE Chief

D‘r’es DNG

Add More Dates (Fragmented Tra

If greater than 2 participants from one Office/Division plan to attend
conference, the Leadership member must have DOE Chief Operating
attend.

Mote:

[Other]
Belfast
Birmingham
Bristol
Cardiff, Wales
Caversham
Cheltenham
Crawlay
Edinburgh
Gatwick
Glasgow
Harrogate
High Wycombe
Harlay
Liverpool
London
Loudwater
Manchester
Menwith Hill
Oxford
Portsmouth
Reading

I meeting, or
ke) approval to

pack |[ & Next |
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Travel
Details
Screen

Department of
Education

I ———————

Information TRACL - TRAVEL DETAILS

Save TRAC | Load TRAC

Flease entar:
The Traveler must

All International trips must have approval by the DOE Chief Operating Officer.

enter reasons and In narrative form give
justifications for the a detailed description
trip. This screen is of your trip:

used for both local and
out of town except that

the out of town =creen

will show both a start Reasons And |

--Select Reason--

v

date and end date.For

out of town travel,the

United Kingdom

v|[--select city-—- v

te—arolae anll bha —bla +o

Start Date End Date
A < | |
apprg 14 October, 2016 * |m DOE Chief Operating Officer?
only be able to choose Sy Mo Tu We Th Fr Sa
within the 5 boroughs
of NYC. More travel 25 26 27 23 29 30 1
dates may be used by 2 3 4 5 5 7 8
clicking on "Add Mare - nented iravel
Dates (Fragmented [ T Wt cnted Travel) |
Travel).” Note: 16 17 18 19 20 21 22
¢ If greater than 3 partici| 23 24 25 25 27 28 29 |anto attend an external retreat, meeting, or
conferance, the Leaders ef Operating Officer (or designee) approval to
attend. 30 31 1 2 3 4 5
Today: October 13, 2016
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Travel
Details
Screen

R '

Department of
Education

Version 3.0

Information

Sawve TRAC | Load TRAC

TRAC - TRAVEL DETAILS

Please enter:

The Traveler must
enter reasons and
justifications for the
trip. This screen is
used for both local and
out of town except that
the out of town screen
will show both a start
date and end date.For
out of town travel the
traveler will be able to
choose the city and
state hefshe is
traveling to. For local
travel, the traveler will
only be able to choose
within the 5 boroughs
of NYC. More travel
dates may be used by
clicking on "Add More
Dates (Fragmented
Travel)."

All International trips must have approval by the DOE Chief Operating Officer.
In narrative form give

a detailed description r
of your trip:
W
?@HE‘F:’S | --Select Reasaon-- Vl
Travel Destination : | United Kingdom VH --Select City-- Vl
Trawvel Dates : Start Date End Date
| | L %
4 October, 2016

Have you received approval to travel Internati

D‘f’es DNU

Su Mo Tu We Th Fr
25 26 27 28 29 30
2 3 4 5 6 7

Add More Date g 10 11 12 14

Note: 16 17 18 19 20 21

v If greater than 3 participants from one Office/l 23 24 25 25 27 28 20 [Bl retreat, meeting, or
conference, the Leadership member must have r designee) approval to

attend. 30 31 1 2 3 4 5

Today: Qctober 13, 2016
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Save TRAC | Load TRAC

Information TRAC - TRAVEL DETAILS

Please enter:

The Traveler must
enter reasons and
justifications for the
trip. This screen is
used for both local and
out of town except that
the out of town screen
will show both a start
date and end date.For
out of town travel the
traveler will be able to
choose the city and
ctate hefshe is
trawveling to. For local
travel, the traveler will
only be able to choose

All International trips must have approval by the DOE Chief Operating Officer.

In narrative form give
a detailed description ~
of your trip:

Reasons And
Justifications
Travel Destination : | United Kingdom

| Conferences (DOE Sponsored) "v"l

w||--select city- V|

Travel Dates : Start Date End Date
| | |

What is your role [Check all that apply):

within the 5 boroughs [ attandee
of N¥C., Mare travel
dates m [Ispeaker
clicking
Dates { D Prasenter
Tr

D Panel Participant

Have you submitted approval your meeting presentation materials to your Executive Director
and/or the designated head of the unit and/or office:

O Yeas D Mo
Have you received approval to travel Internationally from DOE Chief Operating Officar?

O“r’e»s ONG

Add More Dates (Fragmented Travel)

Note:

If greater than 2 participants from one Office/Division plan to attend an external retreat,
canference, the Leadership member must have DOE Chief Operating Officer (or designe
attend.
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Travel
Details
Screen

Education

Information

Save TRAC | Load TRAC

TRAC - TRAVEL DETAILS

Please enter:

The Traveler must
enter reasons and
justifications for the
trip. This screen is
used for both local and
out of town except that
the out of town screen
will show both a start
date and end date.For
out of town travel the
traveler will be able to
choose the city and
ctate hefshe is
trawveling to. For local
travel, the traveler will
only be able to choose
within the 5 boroughs
of NYC. More travel
dates may be used by
clicking on "Add Maore
Diates (Fragmented
Travel)."

All International trips must have approval by the DOE Chief Operating Officer.
In narrative form give
a detailed description ~
of your trip:

Reasons And
Justifications | Conferences (DOE Sponsored) "v"l

Travel Destination: [ Unjted Kingdom w||--select city- V|

Travel Dates : Start Date End Date

What is your role [Check all that apply):

D Attendes
D Speaker
D Presenter

D Panel Participant

Have you submitted for approval your meeting presentation materials to your Executive Director
and/or the designated head of the unit and/or office:

D‘f’es DND

Have you received approval to travel Internationally from DOE Chief Operating Officar?

O“r’e»s ONG

Add More Dates (Fragmented Travel)

Note:

v If greater than 2 participants from one Offic
conference, the Leadership member must h

lan to attend an external retreat, meeting, or
ief Operating Officer (or designee) approval to

attend.

E5 start Over

a Back z Mext
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Expense
Details ——
Screen

Save TRAC | Load TRAC

Information

These fields are for
Local Trawvel Only.
Flace cursor over Expense Details for Travel Dates ;

iterms with '?' to ge;

description

Click here to access GSA Rates

For more information Click here to edrooms.com

O Actual Mileage O Minimum Mileage

Note: If & purchase order is generated for any of these items, you must still incl
appropriate fiald.

Estimated Expenses
1Jl\ir,|F'Tra'n : £0.00
Tolls :

Parking
 mests:
Ground Tenaspostation:
Z 3 .

E’Anl::::?t 'Fu.r the Total Stay)
*Sales/Hotels Tax: (NYS Exempt)
? Personal Vehice Hixge: E—
? Dersonal Vatice ieage Cost:
Renta o
Mase Transi
Othes
Total

Grand Total £0.00
D No Expenses Incurred

1. Are you planning on using a purchase order for air travel? ves [ua
2. &Are you planning on using the DOE travel agency/ purchase order for lodging? D‘r’es I:‘ Mo
3. Are you planning on using a purchase order for Sales/Hotel Tax? D‘r'es I:‘ Mo

4. Are you planning on using a purchase arder or P-Card for Registration? D‘f'es D No



http://www.gsa.gov/portal/category/26429

Approver
Details
Screen

Education

Informa

TRAC - APPROVER DETAILS .

Approver Email: | | @schools.nyc.gov ﬁ

Approver Name : First Name Middle Last Name

| LI

Title: | |

Copy To Email: (Optional) | | @schools.nyc.gov ﬁ

Name : First Name Middle Last Name

| LI

e I

/O'ptional: Copy
to another
person by
entering their
Email, First
Name, Middle
Initial, Last

~ Name and Title

5 start Over

v om ) ClickNext |
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Email
Lookup
Screen

Search Criteria:

Search String:

All

First Name
Last Mame
| Email
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Documents
Screen

Information

TRAC - DOCUMENTS

Save TRAC | Load TRAC

Please enter:

This convenient upload
feature will allow you
to attach receipts,
agendas, itineraries,
credit card statements,
bids, etc. and
document types such
as .dog, .docx, .xls,
xlsx,.pdf, .jpg, .jpeq,
.gif, .tiff and .zip.
These documents will
be reviewed by your
Approving Officer for
appropriateness of the
travel expenses. You
will still be expected to
submit original receipts
for payment
reimbursement
purposes.

Mo Receipts available for this TRAC.

I Erowse... | Upload

* You must upload supporting decumentation

(only .doc, docx, x5, xlsx..pdf. jpa. .joea. .gif. .prna.,

Total file(s) size cannot be mor

zip files are allowad)
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Documents Screen

@v@ b Libraries » Documents »

- | 3 | | Search Documents

Organize - Mew folder BE ~ Eil 0
‘i}_Fﬂ‘-'U"tﬁ N Dﬂcuments ||brary Arrange by:  Folder =
j Downloads Includes: 2 locations
3l R t Pl
E FeEntriaces | Pending Items AP
Deskt
ssktop Outlook Files ,
t
3 | My PaperPort Documents [ORIIILS
Librari
E@ : Drarla - My Data Sources
QCUMmeEn
ustom Ice Templates
J C Office Templ
Musi
- HEE | CheckPPFiles
Pictures
B videos
1M Computer
&, Local Disk (C)
—a Local Disk (D)
APPSS (\\ESOOAPPOOD) (: — .
= APPSS LES0RPRO0 ) -
File name: - | Al Files ()
N ’ Open ] ’ Cancel
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Documents
Screen

~N—

N

Department of

Education

Sawve TRAC | Load TRAC

Infe

Please enter:
This convenient upload
feature will allow you
to attach receipts,
agendas, itineraries,
credit card statements,
bids, etc. and
document types such
as .doc, .docx, .xls,
xl=x,.pdf, .ipg, .jpea,
.gif, .tff and .zip.
These documents will
be reviewed by your
Approving Officer for
appropriateness of the
travel expenses. You
will still be expected to
=submit original receipts
for payment
reimbursement
purposes.

Document Name

test.docx

Size

0.05 MB

| Browse... || Upload

* You must upload supporting documentation

(Only .doc, .docx, xls, xlsx.pdf, Jjpa. Jpea. .gif. .png. .tiff and .zip files are allowed)
Total file(s) size cannot be more than 5 MB
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Confirm and Certify Screen

T
Review page
to ensure a” Save TRAC | Load TRAC
Information TRAC - CONFIRM AND CERTIFY
information e e TRAC - EMPLOYEE DETAILS 3 edie
. £ ! ' Ref = N b g
previously Employee Name : First Name Middle  Last Name Location Code
I [ |IoFo1 |
entered is Telephone |
correct. City [ e
. Stterinc
Employee Email :
e any E—
Changes to TRAC - TRAVEL DETAILS | B Edit |
Employee All International trips must be approved by the executive director.

Details and
Travel

Details

In narrative form give a detailed
description of your trip:
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Confirm and Certify Screen

Review page
to ensure all
information
previously
entered is
correct.
Click Edit to
make any
changes to
Expense

Details

TRAC - EXPENSE DETAILS |_$ Edit

Expense Details for Travel Dates : 05/19/2016 To 05/27 /2016
Click here to access GSA Rates

For more information Click here to visit Fedrooms.com
X ! Actual Mileage | ! Minimum Mileage
Note: If a purchase order is generated for any of these items, you must still include the expense in the appropriate fiald.
Estimated Expenses
L AirfTrain :
Tolls = £0.00
Parking : £0.00
? Meals : £0.00
Ground Transportation : £0.00

?? Lodging :
(Amount for the Total Stay)

‘Sales/Hotels Tax : [NY5 Exempt])
? Personal Vehicle Mileage:

? Personal Vehicle Mileage Cost:
Rental Car: £0.00

Mass Transit :

L

dRegisl:rali:'mn H %0.00
Other : £0.00
Total

Grand Total

D No Expenses Incurred

1. Are you planning on using a purchase order for air travel? 3y ag D No
2. Are you planning on using the DOE travel agency/ purchase order for lodging? #ves o

2. Are you planning on using a purchase order for Sales/Hotel Tax? DYEE No

4, Are you planning on using a purchase order or P-Card for Registration? DYEE I"lc

74



Confirm and Certify Screen

Review page
to ensure all
information
previously
entered is
correct.
Click Edit to
make any
changes to
Approver
Details and

Documents

TRAC - APPROVER DETAILS L{} Edit
Approver Email: @schools.nyc.gov

Approver Name : First Name Middle Last Name

Title:

Copy To Email: (Optional) @schools.nyc.gov

Name : First Name Middle Last Name

Title:

TRAC - DOCUMENTS L;} Edit

No Document Name Size
1 P S 0.05 MB

* You must upload supporting documentation

(Only .doc, .docx, .xls, odsx,.pdf, Jjpo. Jjpeg. .gif. .png, .tiff and .zip files are allowed)
Total file(s) size cannot be more than 3 MB

I certify that I am the actual traveler. I will also keep supporting original decumentation for my reimbursement requests.
Click here to acknowledge this certification I:‘ ‘

& Click Submit

Click “Click here to
acknowledge this certification”
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TRAC
Progress
Screen

An email has been sent to the approver. You will be notified as the
TRAC Tracking ID generated is : PE1600895

[ et |
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Out of Town Travel-Reimbursement




TRAC
User
Options

tment of
Education

Pending Approval | Usshuwchart

Information TRAC - USER OPTIONS

Flezse Salact an option.

Before doing so, hold the mouse over 1 1 1 Rei Flease click here to access the "Request for
each option to get a brief blurb of what O Te Reimbursement Use of Personal Vehicle.” This form must be
each module means. You may go ) Qut OF Town Travel-Request completed PRIOR to using your personal

directly to the SOP chapter on Trjwel wvehicle for DOE business. An approved form is
new form must be completed for each 21 day
cycle. Once the form is completed and
approved, a number will be assigned for
tracking purposes (Tracking Mumber].

P B

(International)

and Conferences by clicking on Oo“t Of Town Travel-Request E good for & period not to exceed 31 days. A E

@ Dut OFf Town Travel-Reimbursement

() Edit Rejected TRAC




Tracking
Number
Screen

partment or

ucation

Version 3.0

Information

TRAC - TRACKING

' -L

and Out of Town trawvel
requests. Use the
search feature (Click
on the magnifying
glass) if vou must
retrieve your reference
number. Once the
reference number is
entered and "Retrieve”
ie clicked the
employee's name will
be =elf populated.

25

tracking Narmber: [ ]
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Expense
Details
Screen

Thece Hields ace for
Local Trovel Only.

Flace cursor oyer txp o s for 1) | Dates s s fAMmam 2 %Al fh AN Yo Kl sliamsh
itemns with 'Y to get Click hare to accens GSA Rates
degcrotion

For morte information Click here to

O Actual Mileage ) Minimam Misage

ligis: tf & purchase ordes iz generated for any of these itams, you must stil
appropnate fleld.

ol 40000
e 000
— . s97.00
(Aot Tor tha Totel Stay) . $0.00
“Sales /Motels Tax : (NY5 Lxempt) . s0.00
7 Personal Vehicle Mieage:

e
? Personal Vehicle Mdeage Cost: S Ral
Rental Car : $0.00
“Registration : ¥ ”'w
Sas . se200
ficund Jwat $142.00
| No Expenses Incurred

1. Are you pfanning on using » purchase order for aic travel? Vts Dho

2. Are you planning cn using the DOS travel agency/ purchase order for lodgimg? DYou @M
3. Are you planning oe using & purcthase order for Sales/Motel Tax? DVu [Bno

4. Are you planning on using 3 purchase ordar or P-Card for Registration? DVﬂ uo

>



http://www.gsa.gov/portal/category/26429

TRAC
Progress
Screen

An email has been sent to the approver. You will be notified as the
TRAC Tracking ID generated is : TR160000643

(& New ]

(T o' [
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TRAC

Appr0V3| 8 https://mail.nycboe.net/owa/?ae=Item&a=0pen&t=IPM Note&id=RgAAAAAFVKjq2AZzBRYmIcC
Email Reply ReplyAll Forward v- 83- & @ @ X 8- « =

Approval of Out of Town Request -
- Boston / Cambridge, MA -

tracadmin@schools.nyc.gov

To: TweedBUSCenster
Monday, June 13 2016 354 oM

NOTE: This is an avtomated email. Do not reply to this email address.
A new TRAC has been generated. The details are as follows:

Tracking No: PE:
Amount: $142.00

Click Here to view details,
The above-referenced employee seeks Out Of Town Travel Request for approved Department of Education travel as
descnibed on the TRAC request.




FAMIS Admin Screens

for TRAC Approval




Approvals

I. All travel options (local travel, out of town request, and out of town reimbursement) require data entry by a FAMIS
User after the initial travel expenses have been approved.

Il.  The FAMIS User will access the TRAC Administration application to see all of the outstanding travel expenses from
their authorized locations that require data entry.

Ill.  Click on the tracking number to retrieve the details.

Note: Once a FAMIS User enters an out of town reimbursement, the out of town request document/tracking number
(the PE Number) will be decreased in order to put the money back into the account

84



TRAC Admin

A PNarchanng | Pay manis

A Apprewal

A Soau vy
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TRAC Admin

o P by | Bay i

i il oy

= By By ma

D et 50 10 THFE, o o Aol

ir

SRR T

FAMIS @

il o [ TR ] .‘ Legga M
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The actual
and/or
estimated
expenses
filled out by
the employee
will appear
for
informational
purposes
only. The
FAMIS user
will be unable
to edit these
fields

TRAC Admin

A Purchasi

E
.
.
R
.
.

tra

ng / Payments

Information

xpanse Datails:
Mileage expense
Parking expansse
Tolls expense
Maals expaense
Ground

15p0CIALON X PENES

ns
Other expenses

A Approval A Inquiry A Miscellaneous

TRAC - EXPENSE DETAILS

Actual Expenses

Air/ Train : =

$345

Parking !

Tolls :

Meals :

Ground Transportation :

Lodging

Miles :

RentalCar:

Mass Transit :

Sales/Hotels Tax :

Registration :

L |
| J
L |
| |
L J
{ T50]
Personal Car [ s0 I
| |
[ |
L J
L ]
| |
| J

Others :
Total $127,00%"
Grand Total $127.00]*

* The total and grand total does not include Air/Train fare

* The total and grand total does not include Lodging

* The total and grand total does not include Sales /Hotels Taxes
* The total and grand total does not include Registration

Document(s) Details

20160323125114343.pdf

Estimated Expenses

547560

@ Home | @ Help | " Logoff

View Emalil Content
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This screen will

allow the FAMIS TRAC Admin

Users to enter the
accounting
information that
the travel A
reimbursement ¢ Quick Code
will be charged .
against.

A Purchasing / Paymaents

information

ccount Details:

Locatic

Such as:

Portal
applications, the
district and
location will be
dependent on the
FAMIS User’s
Security.

For local travel
reimbursements,
object codes 0451
or 0452 must be
used.

For out of town
requests and out
of town
reimbursements,
object codes 0453
or 0454 must be
used.

A Approval A Ioquiry A Miscellaneous
TRAC - ACCOUNT DETAILS
The total expenses amountis $127.00
——
Fiscal Year: 2016 V|
Sfx Dst Qck # Obj Loen Act® Amount Balance

M

f Mome | @ Help | 89\ Logoff

o1 [36 V] [0s0162][0454 V] [b210 | [news | |

s442.50 | | $500.00

(! Recalculate

Total Accounting Amount

FAMIS @

ls442.50
Invoice Information
Invoice No[ J Invoice Date ]3
‘ C“i;t:—;t Over I

[“ .Bul;] [»Ne_xt]




Tracking Number Search




L]
TraCk' ng e = E https://dfoforms.n... D ~ac Q TRAC - Travel Reimbursem... *

Number
Search

rimeni

File Edit View Favorites Tools Help

Screen

Information

noval | |§Shcm ChaH"

Flease Select an option.

Before doing so, hold the mouse over
each option to get a brief blurb of what
each module means. You may go
directly to the SOP chapter on Travel
and Cenferences by clicking on the
following link:"
hittp -/ /afoap ps nyc en=t.edu/SO P /Detault aspx?
e=1159

is form must be
Out . mmpleted PRIOR g your personal
o OfTown Travel Request wehice for DOE busin . #n approved farm is
good fora period notto exced 31 days. A
inewform mustbe cmmpleted for each 21 day

) Out 0f Town Travek Request

({International) | cycle, Once the form is completed and
. . approved, a numberwill be assigned for
O Out OF Towm Travel- Reimbursement | rading purposes (Tradcing Number).
) Edit Rejected TRAC
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Request for Private Use of Vehicle




Education

E

Complete
this form if
you intend
to use your
personal
vehicle for
official DOE
business.

TRAC - PERSONAL CAR DETAILS

Mew York City Department of Education

REQUEST FOR USE OF PRIVATE VEHICLE

Mote: Permizsion to uss private vehides should only be granted when zlternative means of tranzportation 2re not
practicable. Permission should not be granted because it i= the employ=es' preferred means of transportation or for
convenience.

Employee Reference Number: | |84 | B} Retrieve |

L| | {full name). request permissien to uss my
personal automobile (see below) for official Department of Education business per the following dates:
From:
To:
Mote: Mot to exceed 31 days. If over 21 days, a new form must be completed.
~
Reason for Request: W

Personal Vehicle Information 4

Name of Manufacturer: [ ]
et ——
Year: L 1
ot ]
e —

Plate #: I
State of Registration:

My Driver's License Number: I:l

[]second car
I Certify to the Following:

a) I am the registered owner of the vehicle or have been authorized by the registered cwner to cperate the vehide and
uss it to conduct DOE business.

b} My driver's license is not suspended

c) I have not have any of the fellowing viclations within ONE (1) year from dare of this application:
* DUI - Driving Under the Influence
* DWI - Driving While Intoxicated
* DWAI - Driving While Ability Impaired {or similar vielation if licensed outside N¥S)

d} Minimium auts insurance is in effect on the vehicle to be used for officizl DOE business,

e) Vehicle inspection is current on the vehicle to be usad for official DOE business.

f) T will maintzin 2 daily log indicating the mileage and points of departure and destination.

User Email Address: |jbrebnor@schuuls.ny|:.gw |

Approver Email Address: | | @schools.nyc.gov #4

O By clicking ACCEPT, I certify to items a-f above
O By cdlicking REJECT, I da NOT certify to items a-f above

] start Over B svomit
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Exception Request




Iaform ation
Thes forem is to be
complated & an
EMERGINCY ocrurred
nhie Yavelng on
Fdicial Depwrtment of
Educpton buainem, or
CURRENT GSA RATES
N LOCOCING maAVE
BEEN EXCEEQED

WILL L CONSIDENED

In the case of
exceptions (lodging
and/or meal rates that
exceed GSA limits),
approval will be
required by not only
the initial approver but
the executive director
of the DFO.

CSA fxempt Form

Seve TRAC | Lasd TRAC

Mote: Check thes box only if a convertion ste (providing meals, lodging and
other services necessary for the conduct of the event) will EXCEED cument
LODGING rates for the area as posted on the General Services
[ Admnistraton (GSA) web site AND stayng at another lodoing et ablishment
would cause undue hardship to you and/or ncrease costs by having to use
your personal vehicle, publc transpostation or other means of
transport & ion to travd to the corwvention ste.

Plesse explain in
detail

0 Note: Check ths box f an EMERGENCY exsted, whach requred you to
axc eed estabished rates for travel, meals, lodging, and other costs
associated with travel while on official Department of Educ ation business as
detaded in the SOP chapter on “Travel and Conferences.”

Plesse explain in
cetall

7 Start Over
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