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Introduction to TRAC
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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 Travel Related Expenses Paid for by Non-Government Entities 
Form 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.

• 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 Travel and Conferences.
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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
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https://dfoforms.nycenet.edu/TRAC/LOGIN.ASPX


Enter your E-mail 
ID and Password Click Sign-In

Click “I certify that I am the actual 
traveler or authorized approver”. 
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TRAC Travel Options
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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 
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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.

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. 
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Local Travel Reimbursement
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Click on Local Travel 
Reimbursement 

Click Next

TRAC
User 
Options
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Employee 
Details 
Screen

Enter Employee Reference Number (Employee 
ID number) OR click on the binoculars.

The binoculars allow users to search for 
their Employee Reference Number
See next slide for FAMIS Lookup Screen
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FAMIS Lookup Screen

Input your First Name or Last 
Name or ID # and click Search
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Click Select on the line that is 
populated with your information.  

FAMIS Lookup Screen
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Employee 
Details 
Screen

Complete:
• Telephone #
• Address
• City
• State/Province
• Zip
• Employee Email

Click Next
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Click “Retrieve” to capture employee 
name and location information.



Travel 
Details 
Screen

Type in a Detailed Description of your trip
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Travel 
Details 
Screen

Choose a 
Reason/Justification

for your trip
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Travel 
Details 
Screen
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Choose your Borough/City of travel 
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Click inside of the Date box and a 
monthly calendar will populate

Travel 
Details 
Screen
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Choose your Role

Submitted Presentation Material? 
Choose Yes or No

Travel 
Details 
Screen

Click on Add More 
Dates (Fragmented 
Travel), if it applies

Click Next



Travel 
Details 
Screen

Click Next
19

Click on Add More Dates 
(Fragmented Travel), if it applies

Input information required 
for additional dates.



Expense 
Details 
Screen

Enter Personal Vehicle Mileage (if 
applicable). Click on either Actual 
Mileage or Minimum Mileage. 
Indicate actual mileage driven while 
using your personal vehicle for DOE 
business. A Personal Vehicle form 
has to be completed and approved 
to input information.

The travel dates selected will appear at 
the top of the Expense Details screen.

To access the current GSA (General Services 
Administration) rates click on the link. GSA 
Rates cover Per Diem, Meals, Airfares, Hotels 
and Privately Owned Vehicles

Input:
Mileage (Cost for miles used)
Tolls
Parking
Ground Transportation 
Mass Transit 
Other

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


Approver 
Details 
Screen

 Click Next Enter Approver’s 
Email, First Name, 
Middle Initial, Last 
Name and Title

Note: Failure to enter 
the correct DOE email 
address will delay the 
approval of the TRAC 
request.

Click Next

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

Click on the binoculars to search 
for the correct approver. See next 
slide for Email Lookup Screen
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Email 
Lookup 
Screen
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Documents 
Screen

Supporting Documentation is required to submit a TRAC. 
Click the Browse button to search for documents contained 
on your computer’s hard drive or portable storage device.
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Click on the appropriate 
file and document

Click Open
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Documents 
Screen

test.docx

Click Upload

The uploaded Document Name will be indicated

Click Next
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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 

TRAC Employee 

Details and 

Expense Details
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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

Click “Click here to 
acknowledge this certification”

Click Submit
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TRAC 
Progress 
Screen

You will receive a TRAC 
Tracking ID number and an 
email is sent to the approver. 
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Out of Town Travel-Request
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Click on Out of Town Travel-Request

Click Next

TRAC
User 
Options
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Employee 
Details 
Screen

Enter Employee Reference Number (Employee 
ID number) OR click on the binoculars.

The binoculars allow users to search for 
their Employee Reference Number
See next slide for FAMIS Lookup Screen
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FAMIS Lookup Screen

Input your First Name or Last 
Name or ID # and click Search
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Click Select on the line that is 
populated with your information.  

FAMIS Lookup Screen

33



Employee 
Details 
Screen

Complete:
• Telephone #
• Address
• City
• State/Province
• Zip
• Employee Email

Click Next
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Click “Retrieve” to capture employee 
name and location information.



Travel 
Details 
Screen

Type in a Detailed Description of your trip
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Travel 
Details 
Screen

Choose a 
Reason/Justification

for your trip
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Travel 
Details 
Screen

Click on drop down arrow 
and Select State traveling to  
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Travel 
Details 
Screen

Click on drop down arrow and Select 
City within the state traveling to  
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Travel 
Details 
Screen

Click inside of the Start Date box and 
a monthly calendar will populate. 
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Travel 
Details 
Screen

Click inside of the End Date box and 
a monthly calendar will populate. 
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41

Check the box that 
indicates your role 

Indicate if presentation material 
has been submitted

Travel 
Details 
Screen



Travel 
Details 
Screen
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Click Next
Click on Add More Dates 
(Fragmented Travel), if it applies



Expense 
Details 
Screen
Click on either Actual Mileage or 
Minimum Mileage. Indicate actual 
mileage driven while using your 
personal vehicle for DOE business. A 
Personal Vehicle form has to be 
completed and approved to input 
information.

The travel dates selected will appear at 
the top of the Expense Details screen.

To access the current GSA (General Services 
Administration) rates click on the link. GSA 
Rates cover Per Diem, Meals, Airfares, Hotels 
and Privately Owned Vehicles

Input (If applicable):
Air/Train
Tolls
Parking
Meals
Ground Transportation
Lodging
Sales/Hotels tax
Personal vehicle Mileage
Personal Vehicle Mileage 
Cost
Rental Car
Mass Transit
Registration
Other

Click Next

Click if No Expense Incurred

Answer questions 1-4
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http://www.gsa.gov/portal/category/26429


Approver 
Details 
Screen

 Click Next Enter Approver’s 
Email, First Name, 
Middle Initial, Last 
Name and Title

Note: Failure to enter 
the correct DOE email 
address will delay the 
approval of the TRAC 
request.

Click Next

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

Click on the binoculars to search 
for the correct approver. See next 
slide for Email Lookup Screen
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Email 
Lookup 
Screen
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Documents 
Screen

Supporting Documentation is required to submit a TRAC. 
Click the Browse button to search for documents contained 
on your computer’s hard drive or portable storage device.
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Documents Screen

Click on the appropriate 
file and document

Click Open
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Documents 
Screen

test.docx

Click Upload

The uploaded document will be indicated

Click Next
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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
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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
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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

Click “Click here to 
acknowledge this certification”

Click Submit
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TRAC 
Progress 
Screen

You will receive a TRAC 
Tracking ID number and an 
email is sent to the approver. 
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Out of Town Travel-Request 
International Screen
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Click on Out of Town Travel-
Request International

Click Next

TRAC
User 
Options
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Employee 
Details 
Screen

Enter Employee Reference Number (Employee 
ID number) OR click on the binoculars.

The binoculars allow users to search for 
their Employee Reference Number
See next slide for FAMIS Lookup Screen

55



FAMIS Lookup Screen

Input your First Name or Last 
Name or ID # and click Search
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Click Select on the line that is 
populated with your information.  

FAMIS Lookup Screen
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Employee 
Details 
Screen

Complete:
• Telephone #
• Address
• City
• State/Province
• Zip
• Employee Email

Click Next
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Click “Retrieve” to capture employee 
name and location information.



Travel 
Details 
Screen

Type in a Detailed Description of your trip
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Travel 
Details 
Screen

Choose a 
Reason/Justification

for your trip
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Travel 
Details 
Screen

Click on drop down arrow and 
Select Country traveling to  
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Travel 
Details 
Screen

62

Click on drop down arrow and Select 
City within the country traveling to  



Travel 
Details 
Screen

63

Click inside of the Start Date box and 
a monthly calendar will populate. 



Travel 
Details 
Screen

Click inside of the End Date box and 
a monthly calendar will populate. 
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Check the box that 
indicates your role 

Indicate if you received 
prior approval to travel

Indicate if presentation 
material has been submitted

Click Next

Travel 
Details 
Screen



Travel 
Details 
Screen

Click on Add More 
Dates (Fragmented 
Travel), if it applies Click Next
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Expense 
Details 
Screen
Click on either Actual Mileage or 
Minimum Mileage. Indicate actual 
mileage driven while using your 
personal vehicle for DOE business. A 
Personal Vehicle form has to be 
completed and approved to input 
information.

The travel dates selected will appear at 
the top of the Expense Details screen.

To access the current GSA (General Services 
Administration) rates click on the link. GSA 
Rates cover Per Diem, Meals, Airfares, Hotels 
and Privately Owned Vehicles

Input (If applicable):
Air/Train
Tolls
Parking
Meals
Ground Transportation
Lodging
Sales/Hotels tax
Personal vehicle Mileage
Personal Vehicle Mileage 
Cost
Rental Car
Mass Transit
Registration
Other

Click Next

Click if No Expense Incurred

Answer questions 1-4
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http://www.gsa.gov/portal/category/26429


Approver 
Details 
Screen

 Click Next Enter Approver’s 
Email, First Name, 
Middle Initial, Last 
Name and Title

Note: Failure to enter 
the correct DOE email 
address will delay the 
approval of the TRAC 
request.

Click Next

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

Click on the binoculars to search 
for the correct approver. See next 
slide for Email Lookup Screen
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Email 
Lookup 
Screen

69



Documents 
Screen

Supporting Documentation is required to submit a TRAC. 
Click the Browse button to search for documents contained 
on your computer’s hard drive or a portable storage device.
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Documents Screen

Click on the appropriate 
file and document

Click Open
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Documents 
Screen

test.docx

Click Upload

The uploaded document will be indicated

Click Next
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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
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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
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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

Click “Click here to 
acknowledge this certification”

Click Submit

75



TRAC 
Progress 
Screen

You will receive a TRAC 
Tracking ID number and an 
email is sent to the approver. 
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Out of Town Travel-Reimbursement
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Click on Out of Town 
Travel-Reimbursement 

Click Next

TRAC
User 
Options
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Tracking 
Number 
Screen

Input your Tracking Number

Click Next
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Expense 
Details 
Screen

Click on either Actual Mileage or 
Minimum Mileage. Indicate actual 
mileage driven while using your 
personal vehicle for DOE business. A 
Personal Vehicle form has to be 
completed and approved to input 
information.

The travel dates selected will appear at 
the top of the Expense Details screen.

To access the current GSA (General Services 
Administration) rates click on the link. GSA 
Rates cover Per Diem, Meals, Airfares, Hotels 
and Privately Owned Vehicles

Enter Actual Expenses and 
review Estimated Expenses 
entered on previous screens 
for accuracy:
Air/Train
Tolls
Parking
Meals
Ground Transportation
Lodging
Sales/Hotels tax
Personal vehicle Mileage
Personal Vehicle Mileage 
Cost
Rental Car
Mass Transit
Registration
Other

Click if No Expense Incurred

Answer questions 1-4 80

Click Next

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


TRAC 
Progress 
Screen

You will receive a TRAC 
Tracking ID number and an 
email is sent to the approver. 
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TRAC 
Approval 
Email



FAMIS Admin Screens 
for TRAC Approval
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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. 

II. 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. 

III. 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

Approvals
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Click Search

Click on the drop 
menu and choose a 

category to search by
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Click Next

The status of document submission 
will be indicated



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

Click Next
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This screen will 
allow the FAMIS 
Users to enter the 
accounting 
information that 
the travel 
reimbursement 
will be charged 
against. 

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.
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Tracking Number Search
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Tracking 
Number 
Search 
Screen

Click the Search button

Click on the Show Chart tab to do 
a Tracking Number search
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Request for Private Use of Vehicle
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Complete 
this form if 
you intend 
to use your 
personal 
vehicle for 
official DOE 
business.

Click Submit 92



Exception Request
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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.
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