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How do | submit a conference request?

Welcome, Deidre! Select an option to get started!

il .
| -
. A AL ..
New Conference Request View My Conference Requests
Select this to begj el n our documentation and Go here to view your conference requests, make changes, and view the current status.

conference information ready!

Click here to
enter a new
conference

L= request
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@ Select whether or not you're entering on behalf of someone else

Are you entering this on behalf of another person?

D o

T

If you are submitting the conference request for yourself, click *OK.”
If you are submitting the conference request on behalf of someone
else, click the toggle to “yes” and type in your name.

@ Deidre, select the '+' to get started!

Create a New Travel
Conference Request

Click the plus sign to begin your request.
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First, you will fill out Basic Information (conference title, your working
location, conference dates).

@ Please provide the basic details of the conference

Create a New Travel
Conference Request Attachments

Conference Title:

1 l Your Conference Title l -

‘ Building/Location/Department:

Cataract Elementary School % _

2 Conference Start Date: Conference End Date:

6/13/2024 Total number of days: 1 Day

1

To select a conference start and end date, click

[ cancel Form | on the blue calendar button. —

‘ 6/13/2024

@ Please provide the basic details of the conference

Create a New Travel
Conference Request Attachments

4 june 2024 8

AManella@nfschools.net

Sun Mon Tue Wed Thu Fri Sat
2 ] nce End Date:

)24 Total number of days: 1 Day

9 0 11 12 13 14 15

3 16 17 18 19 20 21 22
23 24 25 26 27 ﬂ 29
30

Select the date and be

sure to click, “Ok” to save.
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@ Please provide the basic details of the conference

Create a New Travel
Conference Request Attachments

Conference Title:

1 l Your Conference Title

‘ Building/Location/Department:

Cataract Elementary School v AManella@nfschools.net

2 Conference Start Date: Conference End Date:

‘ 6/28/2024 71212024

Total number of days: 5 Days

When you have completed this

[: I‘ section, click on the arrow.

Note: you can cancel/clear the form at any pointin
this process. Your inputs will be cleared if you click this.

Next, you will fill out cost information (funding sources, substitute funding
sources if needed and all conference fees). It will automatically
calculate the total for you.

@ Please provide the associated costs.

Create a New Travel . .
Conference Request Basic Information Attachments

Funding Source(s): Is a substitute required?
Add/Edit Funding [ENERTTTEIE
1 Source(s) codes added!
Conference Fees: Meal Costs: Lodging Costs: Transportation Costs: Misc. Costs:
[ 0.00 ] [ 0.00 l [ 0.00 l [ 0.00 ] [ 0.00

Estimated Total:

To add funding sources, click on
3 the blue button that says,
“Add/Edit Funding Source(s)”
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@ Please provide the associated costs.

Enter your funding code(s) here: use the(+) to add another row. Press the save
icon after each entry! Select 'Done' when all codes have been entered.

Create a New Travel
Conference Request

Type Funding Code

[ 123456789

Funding Source(s

Conference Fees:
’

Type the funding source into the
text box. You must click the green
3 save button after. To add another
code, click the plus button. Then
- click “Done.”

iew item details

Estimated Total:
n this space. This text box will
cost above.

@ Please provide the associated costs.

Create a New Travel . .
Conference Request Basic Information Attachments

Funding Source(s): Is a substitute required? Substitue funding source:

Add/Edit Funding [R f;"‘d'”}? Vi Add/Edit Substitute No funding
Source(s) coeis)have Funding Code(s) codes added!
been added

1 If you do not need a substitute, click the dropdown arrow
E and select, “No."” If you do need a substitute, click the
dropdown arrow and select, “Yes.” The button to input a
substitute funding source will appear. Follow the same "
process as adding a funding source (previous slide).

Es
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@ Please provide the associated costs.

Create a New Travel . .
Conference Request Basic Information Attachments

Is a substitute required? Substitue funding sourgf€:
1 funding

Yes Add/Zc‘iit Sub;titute ) e
SUNCINg|Coce(s) been added

1 funding
code(s) have
been added

Add/Edit Funding
1 Source(s)

aal Coctg: laodainag Cactc: I tati Coctc: Misc (Costs:

You WI|| know you've added/saved your funding sources
correctly when you see the message, “x funding code(s)
have been added.

bx will

= (< —

@ Please provide the associated costs.

Create a New Travel . .
Conference Request Basic Information Attachments

Funding Source(s): Is a substitute required? Substitue funding source:
Gttt el e Add/Edit Substitute 1 funding
1 3 code(s) have Yes v E—— code(s) have
AL been added tncing|Coce(s) been added
Conference Fees: Meal Costs: Lodging Costs: Transportation Costs: Misc. Costs:
’ 275 l 90 425 ] ’ 50 l [ 100

Misc. Costs Explanation:
Estimated Total: $940.00

Explain what misc. costs are for in this space. This text box will
I only appear IF you enter a misc. cost above.

Type in your conference fees next. It will generate an

[: o estimated total for you.

The “Misc. Costs Explanation” will only appear if you
input a Misc. Cost. If you have no misc. costs, leave this
blank. Click the arrow to continue.
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Next, you will add any attachments if it applies to you (copy of per
diem information, PDF of MapQuest Information, Copy of your
conference notice).

@ Please upload the required documents.

Create a New Travel
Conference Request

Basic Information Attachments

Please upload the following (if Attachments
applicable):

There is nothing attached.

—

¢ Copy of per diem information
¢ PDF of Mapquest Information
« Copy of your conference notice U Attach file

No file chosen

Click “Atftach file.” Atftach as many files as needed from

2
your device.
[ Review }
| Cancel Form _

One or more required fields does not contain

s information. Please double check your form!

@ Please upload the required documents.

Create a New Travel
Conference Request

Attachments

Basic Information

Please upload the following (if Attachments

applicable):
Y .
1 « Copy of per diem information ConferenceNotice.pdf _

* PDF of Mapquest Information
« Copy of your conference notice U Attach file

2 Make sure your file is saved under a name that identifies
what the file is.
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@ Please upload the required documents.

Create a New Travel
Conference Request

.
ez [¢)

Basic Information

Please upload the following (if
applicable):

¢ Copy of per diem information
* PDF of Mapquest Information
¢ Copy of your conference notice

Attachments

Attachments

There is nothing attached.

U Attach file

No file chosen

Now it's time to submit your request! If the "Review”
button is not green, this means you have missed inputting
some of the necessary information. Click on the back

arrow to review all the necessary fields.

(=)

One or more required fields does not contain
information. Please double check your form!

Create a New Travel
Conference Request

.

Basic Information

Please upload the following (if
applicable):

¢ Copy of per diem information
¢ PDF of Mapquest Information
¢ Copy of your conference notice

@ Please upload the required documents.

Attachments

Attachments

ConferenceNotice.pdf Ynsaved

U Attach file

C))

Now it's time to review your
conference request.

Page 8



@ lease review before submitting.

Your Name: Stasiak, Deidre Substitute Required: Yes

‘ Print/Save '
Role/Dept/Location: Cataract Elementary School

Substitute Funding Code(s): 1234567, 123456
Conference Title: Conference Request DEMO

Conference Dates: 6/22/2024 To 6/26/2024 Funding Source(s): 12345, 123456

Conference Fees: $550.00
Meal Fees: $90.00

Lodging Fees: $250.00
Transportation Fees: $20.00

Misc. Fees: $20.00 Explanation: Miscellaneous Cost explained here

Submit Request

Total Cost: $930.00

Review your conference request information. If you need
to make any changes, click the back arrow. If you are
ready to submit, click the “Submit Request” button.
There is a “Print” button if you would like a copy for your
files.

After submitting, you can view your request (explained in
the next section).

Note: Your attachments will not appear on this review
screen.

Page 9



What happens after | submit my conference
request?

Your request will follow this flow (4 total approvals needed):
1. Initial Approval (based on your working location)
2. Human Resources Approval

3. Budget Approval
4. School Business Official Approval
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How do | view my conference requests?

Welcome, Deidre! Select an option to get started!

New Conference Request View My Conference Requests
Select this to begin a new conference request. Please have all your documentation and Go here to vie y 5 i w the current status.
conference information ready!

Click here to
view requests
you have

submitted

@ Select a conference request to view details

Select a conference to view

Testing Change codes from N
Ty m— I All of your conferenpg requests (completed and
new) will appear in this list. Click on the arrow next to

the conference to view.

Test with under hood

5/15/2024 to 5/15/2024

ISTE
5/23/2024 to 5/24/2024
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@ Select a conference request to view details

Select a conference to view |
- Attachments
Testing Change codes from
5/14/2024 to 5/14/2024 . ]
Conference Title: If your conference is approved or
Test with under hood . . o o o
[ Testing Change codes from Admin deﬂled, YOU W|” see ThIS IﬂdICOTed
5/15/2024 to 5/15/2024 " " .
under “Approval Stafus.” There is a
o Building/L ocation: “Conference Status” drop down
5/23/2024 to 5/24/2024 - .
. \ e where you mark if you cancelled or
l l Conference Start Date: Conferen Complefed The Conference'
5/14/2024 ‘ 5/14/2024 ‘ Total number of days: 1 Day
l Completed

Approval Status: Cancelled

l Cancel Request l

You can view all your conference
information here. Click the back
arrow or “Cancel Edit” to close this
screen. If you need to cancel your
request for any reason, click the
“Cancel Request” button.

@ Select a conference request to view details

Select a conference to view

Basic Information Attachments

Testing Change codes from

5/14/2024 to 5/14/2024
Please Upload the following: Attachments

¢ Copy of per diem informatin |
« PDA

"7 If you cancelled your conference or
updated the “Conference Status,”
click the "Submit Changes” button on
| Cancel Edit_| the final attachments screen. There is
also the option to print/download
your request if needed.

[ Submit Changes ] Print/Download

Test with under hood

5/15/2024 to 5/15/2024

ISTE

5/23/2024 to 5/24/2024
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How will | be notified when my conference is
approved/denied?

You will receive and email and a Teams Notification with this subject
line: Conference Request: Fully Approved when your conference has

been fully approved and directions for your next steps.

If your conference request has been denied at any point in the process,
you will receive an email with the subject line: Conference Request

Rejected along with a comment explaining why it has been denied.

Note: As your conference request worked its way through the
approvers, you will receive notifications. Your conference is not fully
approved until you receive an email with the subject line: Conference

Request: Fully Approved.
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