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October 2007 — SOPM Chapter Travel and
Conferences

On October 1, 2007 the Standard Operating Procedures Manual Chapter on Travel
and Conferences was revised. (see link below)
http://dfoapps.nycenet.edu/SOP/Default.aspx?c=1159

Changes included the following:

1.

Change in the reimbursement rate with respect to mileage when utilizing one’s
personal vehicle to conduct DOE business (This was subsequently returned to
pre-October 1, 2007 reimbursement rates).

U.S. General Services Administration (GSA) rates would now be utilized in
connection with all reimbursements for out of town travel and conferences.

That an on-line TRAC (Travel Reimbursement and Ap||oroval Certification)
document was being developed. All requests for travel and conference
reimbursements would have to be processed through the TRAC document when it
goes into production.

The elimination of submission of paper forms (OP221, OD-7 etc.) for claims of
reimbursement for both local and out of town travel.

On-line submission of requests for Authorization to Use Personal Vehicle (Local
travel only)


http://dfoapps.nycenet.edu/SOP/Default.aspx?c=1159

.. ..
May 2008 - TRAC (Travel Reimbursement and

Approval Certification) Document

In May, 2008 the on-line TRAC document for travel and conference
reimbursement was brought on-line in production.

1. The TRAC System is designed so that the individual

requesting reimbursement of expenses is responsible for the
entry of their reimbursement claim.

2. All requests for travel and conference reimbursement must
now be processed through the TRAC document.




Request for Local Travel
Reimbursement




.. ..
What Makes Up a TRAC Local Reimbursement

Claim?

A TRAC Claim for reimbursement of local travel expenses consists of
the following steps:

= On-Line request through TRAC for Authorization to Use Personal
Vehicle (If Necessary).

= Approval by Supervisor

= On-line entry through TRAC for claim for reimbursement of local
travel expenses

= Approval by Supervisor
= Addition of accounting information by TRAC Admin user

= FAMIS approval of accounting information by FAMIS (Level 200)
Approver

= Payment generated by system



Use of Personal Vehicles

Reimbursement Rates for Use of Personal Vehicle

All DOE Staff: $8.40 per day (minimum rate) or $0.28 cents per mile




Log In




... ..
TRAC — (Travel Reimbursement and Approval

Certification) Log In

All requests for travel and conference reimbursement must
be processed through the on-line TRAC document.

http://dfoforms.nycenet.edu/trac/

The TRAC document can be accessed over the internet. You do
not have to be logged on to a DOE computer



http://dfoforms.nycenet.edu/trac/

TRAC - Log In Screen




Request for
Authorization to Use
Personal Vehicle




Request for Use of Personal Vehicle

The request for Use of Personal Vehicle can be made without logging into the
actual reimbursement document. This can be accomplished by clicking on the
link on the lower left-hand portion of the log in screen

Login - Windows Internet Explorer

@ - |a http:jfdfafarms. nycenet . edu/ TRAC! A ‘ ‘E] |E |\‘ahoo\ Search HZE]

Fle Edit View Favorites Tools  Help

i % -
W & TRAC - Login I_\ 3 - = - [k Page ~ () Tools -

Department of

Education

&

Welcome to TRAC TRAC | HELP | CLOSE

5 TRAC Info

Welcome to the Travel Reimbursement Approval Certification (TRAC) form. This is a new interactive electronic form introduced during school year 2007 - 2008.
It has replaced all of the following previously used travel and conference forms:

Application to Attend Meeting, Conference or Convention Outside of NYC-0P221
Authorization to Use Personal Car

Business Expense Report-0OD-7

Exceptions to Regulations for Reimbursement

SIPP (former Imprest Fund Expenditure)

Local Travel/Authorization for Imprest Fund Expenditure - Carfare

The TRAC allows the traweler to request permission for travel from his/her approving authority, and apply for reimbursement of eligible travel related
expenditures electronically.

Please enter your e-mail id:l:l @schools.nyc.gov #

access the Request for Use of Personal Vehicle. (ONLY FOR LOCAL TRAVEL)




s
Request for Use of Private Vehicle Form

File Edit ‘View Favorites Tools  Help #

eBack - O @ @ @ pSearch *Favorites @‘ @v t‘% = D ﬁ *3
Address @http:,l’,l’dfoforms.nycenet.edu,l’trac,l’PersonaICar1.aspx?src=1 4. Go  Links ® @ -

Department of

Education

Personal Car Form(For Local Travel ONLY)

New York City Department of Education

REQUEST FOR USE OF PRIVATE VEHICLE

Mote: Permission to use private wvehicle should only be granted when alternative means of transportation are not
practicable. Permission should not be granted because it is the employee preferred means of transportation or for
convenience,

I, I:I (full narme), request permission to use my
personal autornobile (see below) for official Departrnent of Education business

Beason for Request: per the following dates:

S |
End Date: l:l ﬁ

Mote: Mot to exceed 31 days, If over 21 days, a new form must be completed,

Personal Wehicle Information

Name of Manufacturer: l:l
a Done R[S [ | ﬁ Local inkranet
: [38] Microsaft ... D AHER 24zPm

Connecte. ..




Request for Use of Private Vehicle Cont.

User completes form

File Edit ‘iew Favorites Tools Help

Qe+ () [#) [B) O O searsn iy ravores @‘@.% H-JE 38

Address @ http: fidfoforms. nycenet. eduftrac/PersonalCar 1, aspx?sre=1

Department of
Education

Personal Car Formi(For Local Travel DNLY)

New York City Department of Education

REQUEST FOR USE OF PRIVATE VEHICLE

Mote: Permiszion to use private vehicle should anly be granted when alternative means of transportation are not
practicable. Perrission should not be granted because it is the employee preferred means of transportation or for

1, [John Smith (full narne), request permission to use my

personal autamobile (see below) for official Departrnent of Education business

convenience,

Site Visits,
Reason for Reguest: |[Meeting Attendance

Start Date:; |07/01/2008 m
End Date: |07/21/2002 ﬁ

MNote: Mot to exceed 21 days, If over 31 days, a new form must%& completed,

¥ | per the following dates:

Perzonal Wehicle Information

Name of Manufacturer: Honda

Model: Accord

Year: 2008

Color: Elus

g Local inkranet

@Done | | | |
R X
i 58] microseft .. N (D A SYER 2i45Pm

BB Connectz...




Request for Use of Private Vehicle Cont.

File Edit Wiew Favorites Tools  Help

eBack - O @ @ @ pSearch *Favorites & @

http: ffdfoforms.nycenet.eduftrac/Personal Car 1, aspx?src=1

&
[&]
L
s
“®

BJs ks ¥ @ -

Address

=
=

State of Registration:

Mame of Manufacturer:
Pt 5

My Driver's License Number: | 22299999

D second Car

I Certify o the Following:
a)l I am the registered owner of the vehicle or have been autharized by the registered owner to operate the vehicle
and use it to conduct DCE business,
bl My driver’s license is not suspended
c) I have not have any of the following violations within OME (1) vear from date of this application:

* DUI - Driving Under the Influence

*# DWW - Driving While Intoxicated

* LAl - Driving While Ability Irmpaired (or similar violation if licensed outside NYS)
d) Minirnurn auto insurance is in effect on the vehicle to be used for official DOE business,
2] Wehicle inspection is current on the vehicle to be used for official DOE business.

1 1 will maintain a daily log indicating the mileage and points of departure and destination,

User Email Address: |rti||ma | @schools.nyc gov %

Approver Email Address: |EBrown2 | @=schools.nyc.gov M

By clicking ACCEPT, I certify to items a-f above
By clicking REJECT, I do MOT certify to items a-f above

b

| E Local intranet
@ APER 2:50PM

Microsaft ...

@2 Micras... -

. Galaxy 2.

B Cornecte...




Request for Use of Private Vehicle Cont.

User enters their e-mail address, the e-mail address of their
supervisor, selects the appropriate certification reason and

selects Submit.

ersonal Lar rorm - Ne rk lechnologies

File Edit Wiew Favorites Tools  Help

@Back - O @ @ @ /OSearch *Favorites & @

http:fidfoforms.nycenet, eduftraciPersonalCarl . aspx?src=1

]

S E-LJd3

Links > @& ~

Address

=
=

State of Registration:

My Driver's License Number: 39593333

MName of Manufacturer:
Prte
(e vl

[ second car

I Certify to the Following:
a) I am the registered owner of the vehicle or have been authorized by the registered owner to operate the vehicle
and use it to conduct DOE business,
b1 My driver’s licanss is not suspanded
c) I have not have any of the following viclations within OME (1) vear from date of this application:
#* DUI - Driving Under the Influence
* DI - Driving While Intoxicated
* DWAT - Driving While Ability Irmpaired (or sirnilar violation if licensed outside NYS)
d) Minirnurn auto insurance iz in effect on the vehide to be used for official DCE business,
2] Vehicle inspecion is current on the wvehicle to be used for official DOE business,
f1 I will maintain a daily log indicating the mileage and points of departure and destination.

User Email Address: — @=schools.nyc gow #h
Approver Email Address, rownz @schools.nyc. gov %
S

dicking ACCEPT, I certify to items a-f above

By clicking REJECT, I dao MOT certify to iterns a-f above

Start Over E submit

b

| 58 Local intranet
@ 1ER 2:50Pm

@] 2 Micros... ~ Microsaft ...

ZMicros‘.. - .GalaxyZ...

B Connecte. ..




e, n o no»pnp»p»=»GG L
Supervisor Receives e-Mail Notification

of Use of Personal Car Request

ersonalLar quest - message

! Fle Edt Wiew Insert Format Tools  Actions Help  Adobe FDF

From: noreply@schools.nyc.goy Sent:  Mon 7/14/2008 3:02 PM
Tt Tillman Roberta
Co

Subject:  Personal Car Request

Attachments: PersonaICarRequest_Erna Brown_7142005.doc (2 KE)

Erna Brown's Personal Car Request car3595 has been generated.

Attached is the Request Form
Click on Accept to accept the request or Eeject to reject.

£ Comnecte... B micros... . Galaxy 20... l EZ Micros.. ., vn @ Untitled P. .. l SUMMEr 2... m)ﬁgﬁ 3:02 PM




User Receilves e-Malil Notification of Use of
Personal Car Request

The user receives a copy of the e-mail as well, indicating that the request
was sent to the supervisor. This request must still be approved by the
supervisor. Users have been attempting to enter the car number as soon
as they have initiated the request, which results in rejections by the
system.

0 ar quest - Message
: Fle Edt Yiew Insert Format Tools Actions Help  Adobe PDF

From: noteply@schoals, iy, gov

To Tillman Roberta
fal=]
Subject:  Personal Car Request

Attachments: Persﬂna\(arRequastJﬂhn Smith_7142008.doc (2 KB)

John Smith's Personal Car Request car3594 has been generated.

Attached is the Request Form

This is only a request, your request for the personal dar has not yet been acceptedi second email will be sent on acceptance or rejection.

B salaer 20, l |2 Micros. . 'l |58] Microsoft ... l & Untited P... m&“}p?n 252 PM




el e
Personal Vehicle Request Reviewed by
Supervisor

The supervisor can click on the attachment of their e-mail to
review the request

i Fle Edit Wew Insert Format  Tools Table Window Help  Adobe PDF  Acrobat Comments Type a guestion for help + X%

[FERSDNAL- CAR-REQUEST: ©
o o
I-John-Smith-, request-permission-touse-toy-+ [
personal-automobile-(see-below)-for-official Department-of Educaton-busmess-
EBeasonfor-Request-Site-Visits, Ileeting-Attendance-0 o
Persenal-Vehicle-InformationTs [
_—
Mame-of Manufacturer:-0 Hendali o i
Mlodel-o Accordd ¢ 1 3
Tear o 2008 o
Coloroi Eluei o
KIS s B9999955905959990 o
Plate-#:10 B99-99%0 o
State-of-Registration -0 Yo o
Mlyw-Driver’ s-License-Tumber; 999999550 [
Start-Date: 0 07/01/20080 B |
End-Diate: o 07431720080 o
Approver'sEmailll -0 EErewn2@schoels.nyc. gow™
L-Certify-to-the-F ollowing -0 @
a)-T-am-the-registered-owner-of the-vehicle-or-have-been-authorize d-by-the-registere d-owner-to-operate-the-vehicle-and-use-tto-conduct DOE-business. |4
b Iuly-driver’ s-license-is-not-suspendede? +
c)-Thave-not-have-aty-of-the following-violationswithin- ONE-(1)-year-frotn-date- ofthis-applic ation-+ o
00000k DT - Drving- Underthe-Influence-+ £
EI =< i [i2]




Supervisor Review and Approval

When the Supervisor selects approve they are asked to
confirm their selection.

(€7 Unitod Pags Network Tochmalogies g
&

File Edit View Favorites Tools  Help
@Back e E] @ @ pSearch *Favorites @‘ @v & [=] - D ﬁ 4a

Address @ https: ffdfoforms. mycenet. eduftraciPersonalCaracceptReject . aspx?data=vHIhY 2kpbmd J2CUzZ CsIMjZUcFiR A ZbnQIM 2R G 2R Jzb2ShbENhel ekl 3QIM ZFbikEsh: .

Go Links @ -

Department of

Education

Accept Personal car request

Are you sure vou want to accept this Personal Car request?
If you dick YES, the Personal Car Tracking Id will be available far the user,
If pou dick MO, the window will cdlose, The request will be available to be approved at a later time




e,
Supervisor Review and Approval Cont.

Supervisor will see this screen upon confirmation.
[€) Untited Poge - Network Technotogles s

File Edit Wiew Favorites Tools  Help #

Qo - © X B @ Psewsr Jrrenes @ (3- 1 LA 3

Address@https:ll’,fdfoforms.nycenet.edu,l’trac,l’PersonaICarAcceptReject.aspx?data=VHJh\"2tpbmdJZCUZZCsIMjZUcijRXZIanIMZRQZXszZSththIJIcXVIcSQIMjZFbest- Go Links * @ -

Department of

Education

Accept Personal car request

The Personal Car request is Accepted

@ Dane | | | | | é| ﬁ Local intranet




e, n o no»pnp»p»=»GG L
Personal Vehicle Request Approved by

Supervisor

An e-mail is sent to the requester advising that the request has

been approved.
m

i Fle Edit Wiew Insert Format  Tools  Actions  Help  Adobe PDF

From: noreply@schools, nyc, gov
To: Tillnan Roberto
Ll

Subject:  Personal Car Request Accepted

Attachments: PersonalcarRequest_RDberto E. Tillman_&22008.doc (2 KE)

The request for a personal car has been accepted.
The Car tracking number is : car1354




e, n o no»pnp»p»=»GG L
Personal Vehicle Request Rejected by

Supervisor

An e-mail is sent to the requester advising that the request has
been disapproved.

m

! Fle Edit Wew Insert Format  Tools  Actions Help  Adobe PDF

EQREEI‘ ﬁﬂeﬁlztonﬂ %Fnrward ﬁ i-‘;i ﬁ R AN S ﬂuj -Lu

From: noreply@schoals.myc.gov Sent:  Mon 7/14/2008 3:10 PM
To: Tillnan Roberka
Ce:

Subject:  Personal Car Request Rejected

Attachments: Persona\carRaquest_John Smith_7142008. doc (2 KE)

John Smith's request for a personal car has been rejected.
The Car tracking number 15 : car3597

Remarks: Mot authorized, can use public transportation.

&8 connecte... .GalaxyZD... l @2 Micros... vl aZIntErn.‘. vl summErZ... m 3:09 PM




Submission of Claim for
Local Travel
Reimbursement




... ..
Steps in Processing a Local Travel

Reimbursement Claim

A claim for reimbursement of local travel expenses consists of the
following steps:

= Have travel data and receipts available

= Have Approved Authorization to Use Personal Vehicle Car
Number (If Necessary).

= Log into TRAC and select Local Travel Reimbursement
= Entry of travel details for each date

= Entry of claim data for each date of travel

= Submit on-line to Supervisor for approval

= FAMIS user adds accounting information to claim

= FAMIS approver authorizes for payment



Submission of Reimbursement Claim

- Login - Windows Internet Explorer [ ||X|

4 = & httpefidfoforms. nycenet eduf TRACK e |;||;| Yahoo! Search |P '|
b= A |29
File Edit View Favorites Tools  Help

& -
‘i}—-ﬁ[gmnc-mgin y_l - & - Brroge - @ ook -

Department of TR/
Education

s

Welcome to TRAC TRAC | HELP | CLOSE

= TRAC Info

Welcome to the Travel Reimbursement Approval Certification (TRAC) form. This is a new interactive electronic form introduced during school year 2007 - 2008.
It has replaced all of the following previously used travel and conference forms:

Application to Attend Meeting, Conference or Convention Qutside of NYC-0OP221
Authorization te Use Personal Car

Business Expense Report-0D-7

Exceptions to Regulations for Reimbursement

SIPP (former Imprest Fund Expenditure)

Local Travel/Authorization for Imprest Fund Expenditure - Carfare

The TRAC allows the traveler to request permission for trawel from hisf/her approving authority, and apply for reimbursement of eligible travel related
expenditures electronically.

Fleaze enter your e—mail uuls.nyc-gg\,
e ———

Flease Click here to access the Reguest for Use of Personal Vehicle. (ONLY FOR LOCAL TRAVEL)

€ Internet FA00% -
E=—




Select Local Travel Reimbursement

NOTE: You can also make a Request for Use of Personal
Vehicle from this screen

&

File Edit Wiew Faworites Tools Help

eﬁack o O @ @ @ psaarch *Favﬂr\tas @‘ Qv t‘):t}é E h D ﬁ Aa
Address |a http:jfdfafarms. nycenst.eduftrac/ TravelReimbursements. aspx . Gn Links ** @ -

Department of
Education

Information TRAC - USER OPTIONS
. Pleas access the "Request for Use

Plasse Select an option, ) Local Travel Reimbursement b Thie Forn o be
Before doing so, hold the mouse aver cornpleted PRIOR to using your parsonal vehicle
each option to get a brief blurk of what © out of Torm Travel-Request for DOE business, An approved form is good for
each module means, You may go diredly o " ! a period not to exceed 31 days, A new form
to the S0P chapter on Frzvef sad Out Of Town Travel-Request rmust be completed far each 31 day cycle, Once
Conferances by clicking on the follawing (International) the form is cormpleted snd approved, a number
lin will be assigred for tracking purposes (Tracking
http:fidfoapps.nycenet.edu/SOP/Default asps? (' Dut OF Towm Travel-Reimbursement nyrber),

c=1159

| ﬁ Local intranet




Employee Details Screen

You need to enter your Employee Reference Number. Your e-mail address
has been pre-populated from the log in.

File Edit View Faworites  Tools  Help #

GBacK © O @ @ @ pSearch %Favoritas -@‘ 8' % E - D ﬁ 43
Address @http:,l’;’dfufurms.nycaﬂet.edujtrac;’TravalRaimbursements‘aspx . Go Links ** @ -

Department of
Education

Information TRAC - EMPLODYEE DETAILS

Save TRAC||Load TRAC
Please entar

* The traveler must

enter the information ploy @ Number: 84 | & Retrieve
appearing on the right,
This screen is for both Employee Name : First Name Middle Last Name

local and Out of Town

travel requests, Use the
search feature (Click an
the magnifying glass) if

you rmust retriave your Addrass

fefarence mumber, L 1
nurmbar it antarad o L 1
nurmber is entered and

"Retrizve" iz clicked the i
State /Province —— .
employee's name wil 4 [--gelect state - |

ba ralf populatad. zip ]

Employee Email

Telephone

rtillma@schools nye, gov

') Start Over

| g Local intranet |

Bl Tlswe.. [ B4 w 2139 P




Employee Reference Numbers

Your Employee Reference Number can be located on your
Pay Stub (see below), or you can do a Search in TRAC

e EMPLOYEE FPeeyro ki
DJ'HECT DEPOSH’ PA'F STA P.l.'mol.l..r| WORAK
- --H —

HOR PERKID UNITS | HOURS M.HHIIJTHSPEHG-J LEAVE BALANCE AS OF;
DESCRIPTION e Tanna

TR ARTUNT T =
P e e DESCRIPTION AMOUNT THIS PER




Employee Details Screen (Cont.)

Once you enter your Employee Reference Number and click
Retrieve your name is filled in on the document.

File Edit View Favorbes Tools  Help #

Gﬁack © O Ia @ @ pﬁearch *Favnrltas @‘ @' t')_‘;’\é E e D ﬁ 43
Address ‘a http:/ dfaforms. nycenat, edujtraci TravelR eimbursements, aspx . Go Lirks > @ T

Department of

Education

Information TRAC - EMPLOYEE DETAILS

Save TRAC||Load TRAC
Please enter:

® The traveler must

enter the information e d E | B retrieve

appesring an the right. posee |

This sereen is for both Employee Name © First Name Middle Last Name
locs| and Out of Town

travel requasts, Use the ERETE L

search feature [Click on
the maanifying alass) if

Ieferance mumbr, || Aok L ]
reference number,

Telephone

Once the reference i
Ci
rurnber is entered and 'ty

"Retrieve" is clicked the o
State /Province - -
employee's name wil / [--Select state-- |

be seif populsted. zip l:l

Employee Email :

Start Over

rtillm a@=chools. nyc gay

@ Done [P [ [ | g Lacal intranet
-— - - - - -




Employee Details Screen (Cont.)

Complete the form by indicating the phone number and mailing information.

NOTE: Be sure to include apartment numbers. A significant number of checks
are returned the DOE due to missing, incomplete or incorrect
apartment numbers

Fle Edit Wiew Faworites Tools  Help #
°Back @ O E @ @ psaarch *Favoritas e‘ @v % E A D ﬁ 4‘3
Address | http:jidfoforms.nycenet, eduftrac TravelReimbursements, aspx . GO Links * @ -

Information TRAC - EMPLOYEE DETAILS

Save TRAC||Load TRAC

e Numb 5
0306353 2] m]

Employee Name : First Name Middle Last Name
ROBERTS TILLMAN

Telaphana

Address 28-11 Quesns Plz

City Lang Island City [}g
State Province
zZip 11101

Employee Email :

ttillma@schaols.nyc gaw

| ﬂ Local intranet

[©] nbe... [ micr... [Tl scre... l@mn... W,E@ 249 PM




L
Travel Detalls Screen

Here is where you'll begin entering data to describe each
date or dates of travel.

File Edit View Faworites Tools  Help #

GBacK © O @ @ @ pSearch %Favoritas -@‘ 8' % E - D ﬁ 43
Address @http:,l’;’dfufurms.nycaﬂet.edujtrac;’TravalRaimbursements‘aspx . Go Links ** @ -

Department of
Education

Information TRAC - TRAVEL DETAILS

Save TRAC||Load TRAS
Plzase entar:

The Traveler must

entar reasons and In narrative form give a detailed
justifications far the description of your trip:

trip, This screen is used

for both local and aut

of town except that the

out of town screen will Reasons And Justifications

show both a start date

and end dste.For out of Travel Destination : W
town travel the traveler

will be able to choose Travel Dates : Date

the city and state

helshe is traveling ta, I:l k|
For local travel, the

traveler will only be

sble to choose within

the 5 boroughs of Mre,

Maore travel dates may

e Saad by dhoking on
"add More Dates

(Fragrnented Trauvel)."

[__Add More Dates (Fragmented Travel) |

a Done | | [ g Local intranet
e
Inbox L £ Discon, .. .Ga\axy‘.. Micms... /E@ 2:50 P




el e
Travel Details Screen (Cont.)

Enter details for first date of travel. If you need to enter
additional dates select Add more Dates (Fragmented Travel)

File  Edit View Favorites Tools  Help #

oBack @ O @ @ @ pSearch *Favorites e‘ @v t‘% - D ﬁ 43
Address@http:.f,fdfoforms.nycenet.edu,l’trac,l’TraveIReimbursements.aspx . G Links @ T

Department of

Education

Information TRAC - TRAVEL DETAILS

Save TRAC||Load TRAC
Fleaze enter:

The Traveler must

enter reazons and In narrative form give a detailed ET71

justifications for the description of your trip: i

trip. Thiz screen is used 1075 Ceceanview ALvenue
for both local and out Broocklyn, NY 11235

of town except that the

out of town screen will Reasons And Justifications Site Wisits
zhow both a start date
and end date.For out of Travel Destination : MY Brooklyn

town travelthe traveler
will be able to choosze Travel Dates : Date
the city and state

hefshe iz traveling to. 07/08/2008 m

Far local travel, the

:l‘:lu:::ircwgoos:vw:i:in Add More Dates (Fragmented Tr: I
the 5 boroughs of MYC,

Mare travel dates rmay

be used by clicking on

"Add More Dates

[Fragrnented Travel)l."

a Dane [P g Local intranet:
L ————————————————
Inbox-... BB Discaon... .Galaxy... Micros... /Eﬂ 2152 PM




Travel Details Screen (Cont.)

Enter data for second date of travel. Add as many dates as
necessary. Select Next when done.

File Edit View Favorites Tools  Help #

Qo - O [ (&) G Pswr oo @3- % - [JE B

Address @ httpf{dfoforms . nycenet, eduftrac TravelReimbursements, aspx

Department of

Education

Information

Pleasze enter:

The Traveler must
anter reasans 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 bath a start date
and end date.For out of
town travelthe traveler
will be able to choose
the city and state
hefshe is traveling to.
Faor local travel, the
traveler will anly be
able to choose within
the 5 boroughs of MY C,
More travel dates may
be used by clicking an
"#dd More Dates
[Fragrnented Trawvel)"

TRAC - TRAVEL DETAILS

In narrative form give a detailed
description of your trip:

Reasons And Justifications
Travel Destination :

Travel Dates :

In narrative form give a detailed
description of your trip:

Reasons And Justifications
Travel Destination :

Travel Dates ;

Save TRAC||Load TRAC

K771
1075 COceanview ALvenue

Brooklyn, N¥ 11235

Site Visits

My Brooklyn

Date

-

Z017
778 Forest Avenue
Bronx, NY¥ 10456

w

Date

EZrr—

[ Add More Dates (Fragmented Travel)

Delete Date (Fragmented Trawvel) ]

Start Over

Local intranet

@Ay 2sapm




Expense Details Screen

This screen is used to enter the expenses associated with
each date.

File Edit Wiew Favorites Tools  Help

GBack - O B @ @ ’C)Search *Favnrites 6‘ Bv t% E h D ﬁ 4‘“
address @) http:[dFoforms.nycenet eduftrac TravelRembursements. aspx B ks > & -

&

Department of
Education

Information TRAC - EXPENSE DETAILS
Save TRAC||Load TRAC
These fizlds are for
Local Travel Gnly, Place
cursor ower ftems with Expense Details for Travel Dates : 07 /08,2008 To 07 /08/2008 Click here to access G5A Rates

'?' to get description
a F ? Personal vehicle Mileage:

|

O mctual

leage () Minimum Mileage

Actual Expenses
7 Mileage Cost:

$0,00
Talls :
Parking :
> Meals :
Ground Transportation :
Other
Grand Total $0,00
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] start Over
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Expense Details Screen (Cont.)

For the first date the minimum mileage rate is selected. The
Personal Car Approval Number field appears and the
mileage total of $8.40 for the day is populated.
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Expense Details Screen (Cont.)

Enter the approved car number. The car number is case sensitive and
Is preceded by the word car (ex. car3596). Enter any other claims
(tolls, parking, etc.) associated with this date, and then Select Next

Date to enter your claim for the next day or day (s) for which you are
claiming reimbursement.

Address |@ http: }dFoforms.nycenet.eduftraci TravelReimbursements, aspx

Department of
Education

Save TRAC||Load TRAC

Expense Details for Travel Dates : 07 /0%,/2008 To 07/08 /2008 Click here to access GSA Rates
? Personal Wehicle Mileage:
Personal Car Approval Number :
O Actual Mileage (& Minimum M leage
Actual Expenses
Mileage Cost $8.4
olls :
arkin
eals
round Transporta
n I
d Total
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Expense Details Screen (Cont.)

For the second date, actual mileage is being claimed. Select
actual mileage, enter total miles and car number. When
finished with entries for all dates select Next.

File  Edit VWiew Favorites Tools Help #

cﬁack @ O B @ @ pSEarch *Favnr\tes @‘ @v tg’\é he D ﬂ 43
F\ddress@http;,f;’dfufurms‘nycenet.edu,l’trac,l’TraveIREimbursements‘aspx . Go Links @ -

Department of

Education

Information TRAC - EXPENSE DETAILS

Save TRAC||Load TRAC

Theze fields are far
Local Travel Only, Place
cursor ower beme with Expense Details for Travel Dates : 07,/10,/2008 To 07,/10,/2008 Click here to accass GSA Rates
'?' to get description

? Personal Vehicle Mileage:
Personal Car Approval Number : Car3596

@ Actual Mileage ) Mininum Mileage

Actual Expenses

? Mileage Cost:
Ground Transportation : %
other:
Grand Total $20.16

ﬁ Local intranet
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Approver Details Screen

Here the user enters the e-mail , name and title of his/her
supervisor

File Edit View Favorites Tools  Help

Qui- ©  [#] [@ @ Power Foronne @ (-5 & - LJE B

Address @ http:ffdfofarms. reecenet . eduftrac TravelReimbursements, asp

. Go Lirks * @ -

Department of

Information
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TRAC - APPROVER DETAILS

Ssus TRAC||Lazd TRAC

Approver Email :

Approver Name : Last Name

Title:

| ﬂ Liocal inkranet
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User Review of Claim

The user is given the opportunity to review the claim they are
submitting.

File Edit Wiew Favorites Tools  Help ”

Qo - © M [ G POsewer Frroons @ 25 B - LK B

http:fidfoforms. nycenet, eduftrac TravelReimbursements, aspx

Department of
Education

Information TRAC - COMFIRM AMND CERTIFY

Save TRAC||Load TRAC
Please confirm your

infarmation.
% Edit

Employee Reference Number:

0306353
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Employee Email :

% Edit

Expense Details for Travel Dates : 07 /08/2008 To 07 /08 /2008

? Parsonal ¥ehicle Mileage:
Actual Expenses
» Mileage Cost:

I & Lacal intranet |
(D A8 2is8pm
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User Confirmation of Claim

After review the user certifies and submits their claim.

8] TRAC - Travel Reimbursements - Network Technologies Q
Fil=:  Edt Yiew Favorites Tools Help #

Q- O ¥R @‘,os.aarch J Favortes @‘@-% ) 3

Address @ http:/fdfoforms. nycenet. eduftraci TravelReimbur sements, aspi

Go

? Personal Vehicle Mileage:

w
N

Personal Car Approwal Number : car359

Actual Expenses

? Mileage Cost: 8.4
rots
Parking :
? Meals:
Ground Transportation :
othar
Grand Total $20.16
HNext Date ]

'g Ed

Approver Ema [Forevrz— Jeschoots.nya sov
Approver Mame : First Name middle IR?t Mame

[erna I |[erawn

Title: Contracts Officer

1 hereby certify that tha information contained herain is accurate and reflacts expanses
incurred by me resulting from travel related to official DOE business. I have followed
all regulations contained in the S0P chapter on "Travel and Conferences.”

Click here to acknowledge this certification ||

R

| g Local intranet

TRAC .. lﬂDisch.‘. l.Galaxy... lzrﬂ Sessii. lMicros... Hazmt... vﬂ £33 TRAC @ 2:59 PM
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User Receives TRAC Number

After submission, the user will receive a Tracking ID Number. Users should
retain this number in order to make any inquires regarding this claim.

This TRAC document now goes to the supervisor for approval, and upon
approval goes to FAMIS.

File Edt ‘iew Favorites Tools Help

Qus Q W@ G P Jyrvne @ -5 = - JEK 3

Address @ hittpeffdfoforms. nycenet, eduftrac) TravelReimbur sements, aspx

. Go  Llinks *®

Department of
Education

TRAC - CONFIRMATION
TRAC Tracking ID generated if : TROD0000338

An email has been sent to the approver. You will be notified further as the TRAC progresses.

25 Start Over
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Sample e-Mail to User of Claim Approval

User receives an e-mail indicating that the claim request was

approved.
lm

I Fle Edit Wiew Insert Format  Tools  Ackions  Help  Adobe PDF

Reply ko Al A 4 |22 | e - 3 - A !J .LH
From: noreply@schoals, nyc.gov Sent: Tue 7/15/2005 3:01 PM
To: Tillman Roberta
o

Subject:  TRAC Accepted for TRO90000338

Attachments: PersonaICarRequest_0306353_?152008.d0c (2 KB}

[*]

Your recuest for retmbursement of travel related expenses has been approved.
A reimbursement check will be automatically generated i the system to your address.
Please wait at least 10 business days before mouiring if you have not recerved it.

A new TRAC TRO90000338 has been generated. The details are as follows:

Employee Reference Number : 0306353
Employee Email : rillma@schools nyc. gov

Travel Information {Description of the trip) : E771 1075 Oceanview Avenue Brooklyn, NY 11235

Reasons and Justifications : Site Visits

Travel Destination : Brooklyn, ITY

Date: 7/8/2008 12:00:00 AW

Travel Information {Description of the trip) : 2017 775 Forest Avenue Bronsg, T 10456 %
Reasons and Justifications : Training

Travel Destination : Bronz, MY b |
Date: 7/10/2008 12:00:00 AN
Expense Details for Travel Date 722005 12:00:00 AL

Personal Yehicle Mileage: 30

Personal Car Number : car3596

Mileage Cost: £3.40
Parking : $0.00
Tolls : §0.00

Meals : $0.00

&8 Disconn... ﬂ B calaxy ... ﬂ 2] sessio... ﬂ @] Microsa... ﬂ & Find 4 ... l 23 TRAC 5. @w 301 PM
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Sample e-Mail to User of Claim Rejection

The user will receive an e-mail if their claim request has been
disapproved.

l@i TRAC E]eciea - Eessage Iﬁ ﬁfl |; |; E

i Fle Edt Wew Insett Format  Tools  Actions  Help  Adobe PDF

From: noreply@schools.nyc.goy Sent:  Tue 7/15/2008 3:04 PM
To: Tillman Roberto

Lol

Subject:  TRAC Rejected

2]

The TEAC reimbursement has been rejected.

Remarks: This was a test transaction

Following are the details of the rejected TRAC with Tracking Id TRO90000338,

Employee Reference Number : 0306353
Employee Email : riillma@schools nyc.gov %

Travel Information (Description of the trip) : K771 1075 Oceanview Avenue Brooklyn, NY 11235
Reasons and Justifications : Site Visits

Travel Destination : Brooklyn, MY

Date: 7/8/2008 12:00:00 AN

Travel Information (Description of the trip) : 2017 778 Forest Avenue Bronz, NY 10456
Reasons and Justifications : Training

Travel Destination : Brons, MY

Date: 7/10/2008 12:00:00 AN

Expense Details for Travel Date :7/8/2008 12:00:00 AN

Personal Vehicle Mileage: 30

Personal Gar Number :

Mileage Cost: 5.4

Parking : £0.00

Tolls : $0.00

Meals : §0.00

Peannd Trancnnrtatinn: £0 0N

&3 Disconn... ﬂ.GaIaxy... ﬂzrﬂ Sessio... ﬂMicroso... ﬂ@TRAcs... l@TRACD... m@ 304 P




User Responsibilities

Users are expected to maintain records of their local travel.

Users are expected to retain receipts (tolls, parking, etc.) in
support of their claim.

Users should submit their claim for reimbursement in a timely
basis. In general the claims should be entered monthly.

The supporting documentation should have the appropriate
TRAC number recorded on it, for submission to the
supervisor and/or FAMIS user to support their claim for
reimbursement, as well as retention for audit purposes



TRAC Admin




TRAC Admin

TRAC Admin is a function in FAMIS where the accounting
Information with respect to where the reimbursement is to be
charged is associated with the TRAC document and approval
for the issuance of payment to the employee is made.

Once the supervisor has approved the reimbursement request,
the following steps need to take place for issuance of a check

to the employee:

1. FAMIS user reviews claim and supporting documentation
In TRAC Admin and attaches accounting information to

the document.

2. A FAMIS approver (Level 200) reviews and approves the
document for payment.



L
TRAC Admin Access

Some school users have been given the TRAC Admin
function which they access through the FAMIS Portal.

File Edit View Faworites  Tools  Help #
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Education
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v Purchasing ; Payments deadlines
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5 Have Been Delivered To A Doe Site By June 30Th To Be Charged
e To Fy02. Dalivery after 6/30 Must Be Against Fy'09 Funds. FAMIS FAQ's

# discellaneous

Please Continue To Certify Delivery. Schosl Procurement

o Book Buyback Inucicing L
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o Inwentory For Assistance Please Contact Famis@Schools. Nyc.Gov Thank ¥ou Burchssing Haws
© Principal Per Session DOE Home
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Admin User Searches for Documents

Documents can be located by Document Number, Last
Name, First Name, or Location

etal min

ecnnolwgies
Fil= Edt Yiew Favorites Tools Help #

CERES @ @ @ ’OSearch *Favnrites & @- r:% LK 3

Address @ https: f{dfaforms.mycenst. eduf TRACADMIN TracAdmin, aspx?PortalSession=xgo4cjSSlixdch4Smbmi gobp11158219

TRAC FAMIS
e
# Purchasing / Payments # Approval # Inquiry  Miscellaneous 5t Homme | @@ Help | 8% Logoff
TRAC Accepted Request Details
Search | Location | & search |
T trecnaro | tmvloyecname | stawue | travel vpe ] tocoton |
Selagct TROSO001963 GELFAMD MARCIA Accept Local Travel E&70
;{5 TROS0001967F CHAN MABEL Processing Payrnant Local Travel EEF0
Select  TROSOO02552 BURGER ROBIM Processing Payrent Local Travel E&70
Select  TROSO00ZS69 HERZEL RUTH Processing Payment Local Travel E&70
Select  TROSO00Z2240 MEMDOZA TERRI Processing Payrnant Local Travel EEF0
Select  TROSO00ZE7S KLAMSKY OLIVIA Processing Payrnent Local Travel E&F0
Select  TROSO002917 RIVMAN ANITA Processing Payrnent Local Travel E&70 b |
Select  TROSO00Z2920 MCGEARRY MARTAM Processing Payrnent Lacal Travel EEFD
Select  TROS0002951 MCCANN EILEEN Processing Payment Local Travel E&F0
Select  TROSO002113 BERMSTEIM ERICA Processing Payrnent Local Travel EEF0
Select  TROSO003217 GELFAMD MARCTA Processing Payrnent Lacal Travel EEFD
Select  TROS0003223 BURGER ROBIMN Processing Payment Local Travel E&F0
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Select  TRO20000136& MATURALE AMTHONY Processing Payment Local Travel E&70
Select  TROS0000239 BEMJAMIN CARYH Processing Payment Local Travel E&70
Select  TROSO000241 BEMIAMIN CARYH Processing Pavrnent Local Travel EEF0
a javascript:__doPostBack('cHi0$ContentPlaceHolder $ovTracAdmin', 'Select$0% [ = ‘E Local intranet
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S
Review of Claim

TRAC Admin user can review the daily data for the claim.
The TRAC Admin user cannot edit the claim, but can reject
the document if corrections are required.

a RAC Details - Admin - Metwork Technologie !EX

File Edit VYiew Favorites Tools  Help #

eBack < O B @ @ pSEarch *Favnr\tes @‘ @v tg’\é he D ﬁ 43
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TRAC FAMIS

~ Purchasing / Payments ~ Approval # Inquiry # Miscellaneous £ Home | @ Help | 8% Logoff

Information TRAC - EXPENSE DETAILS

Expense Details: Expense Details for Travel Dates : 6/2/2008 12:00:00 AM To 6/2/2008 12:00:00 AM

® Mileage expenze Wiew Ermail Content
& Parking expense

& Tolls expense

® Meals expense

Personal Car : $0.0

oOthers : t0.0 %
Grand Total £124,490

® Ground

transportation expense Actual Expenses

s Other axpansas Mileage :
o
et
Ground Transportation :

Mext Date
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Entry of Accounting Information

The TRAC Admin user enters the appropriate accounting
iInformation for payment of the claim

File  Edit View Favorites Tools  Help

Qua - ©  [H A @ P e @ (3- 5 B -[JE 3

Address @ https: {{dfaforms. nycenet, eduf TRACADMIN TracAdminiiew, asp:x

v B ks ” & -
TRAC FAMIS

4« Purchasing / Payments # Approval

 Inquiry # Miscellaneous

fzr Home | @ Help | §% Logoff

Information TRAC - ACCOUNT DETAILS

Account Details:

s District The total expenses amountis $134.40
& CQuick Code

Fiscal Year:
& Ohject

#® Location
® Account

Sfx  Dst Qck # Obj Locn  Act® Amount Balance

ou [ofw] [ Jlossife][ J[ T

2:3 Recalculate

Total Accounting Amount
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Invoice Information
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FAMIS Approval

After the accounting information has been associated with
the TRAC document, a FAMIS (Level 200) user will go into
TRAC Admin and approve the TRAC document, generating a
request for issuance of a reimbursement check to the
employee.




e ————————————
FOR ASSISTANCE.....

Contact your ISC Contracts/Procurement Team:

Erna Brown Contracts Officer 718-391-8040
ebrown2@schools.nyc.gov

Kris Pinon Procurement/Ext Use 718-391-8049
kpinon@schools.nyc.gov

Patricia Simmons Procurement/Ext Use 718-391-8194
psimmonl@schools.nyc.qov



mailto:ebrown2@schools.nyc.gov
mailto:kpinon@schools.nyc.gov
mailto:psimmon1@schools.nyc.gov

Queens Integrated Service Center

718-391-8222 ytorres@schools.nyc.gov
Sandy Brawer Deputy Executive Dir. - Business 718-391-8212

Yvonne Torres Executive Director

sbrawer@schools.nyc.gov

Roberto E. Tillman Asst. Dir. Citywide Schools 718-391-8365 rtillma@schools.nyc.gov

District 75 Support Team

Catherine Ammirati

HR Deputy Director

718-391-8152

cammira@schools.nyc.gov

Erna Brown

Contract Officer

718-391-8181

ebrown2@schools.nyc.gov

Bob Colasuonno

Sr. Grants Officer

718-391-8149

bcolasu@schools.nyc.gov

Lainie Diaz HR Assistant (Clerical) 718-391-8241 ldiaz16 @schools.nyc.gov
Walford Luke ISC Officer 718-391-8040 wluke@schools.nyc.gov
Jennifer Medina HR Partner 718-391-8189 jmedinal2@schools.nyc.gov

Theresa Muhammad

Payroll Support

718-391-8535

tmuhamml@schools.nyc.gov

Minnie Paulson

Budget Officer

718-391-8245

mpaulso@schools.nyc.gov

Kris Pinon

Contract Analyst - Ext Use

718-391-8049

kpinon@schools.nyc.gov

Jorge Rivera

ISC Officer

718-391-8283

jrivera4@schoiols.nyc.gov

Patricia Simmons

Contract Support - Ext Use

718-391-8194

psimmonl@schools.nyc.gov

Susan Than

Budget Analyst

718-391-8188

sthan@schools.nyc.gov

Sandra Wheelock

Payroll Support

718-391-8570

swheelo@schools.nyc.gov

Carolyn Williams

Clerical Timekeeping

718-281-3271

cwillia@schools.nyc.gov
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NEW YORK CITY
Michael R. Bloomberg, Mayor

NEW YORK CITY DEPARTMENT OF EDUCATION

Joel I. Klein, Chancellor

Kathleen Grimm, Deputy Chancellor for Finance & Administration

Vincent Clark

Chief Executive Officer
Integrated Service Centers
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