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Click here to 
enter a new 
conference 

request

How do I submit a conference request?
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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. 

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).

To select a conference start and end date, click 
on the blue calendar button.

Select the date and be 
sure to click, “Ok” to save.

Page 3



When you have completed this 
section, click on the arrow.

Note: you can cancel/clear the form at any point in 
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. 

To add funding sources, click on 
the blue button that says, 

“Add/Edit Funding Source(s)”

Page 4



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

click “Done.” 

If you do not need a substitute, click the dropdown arrow 
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).
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You will know you’ve added/saved your funding sources 
correctly when you see the message, “x funding code(s) 

have been added.

Type in your conference fees next. It will generate an 
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). 

Click “Attach file.” Attach as many files as needed from 
your device. 

Make sure your file is saved under a name that identifies 
what the file is. 
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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.

Now it’s time to review your 
conference request.
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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. 
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What happens after I submit my conference 
request?
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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



Click here to 
view requests 

you have 
submitted

All of your conference requests (completed and 
new) will appear in this list. Click on the arrow next to 

the conference to view.

How do I view my conference requests?
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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. 

If your conference is approved or 
denied, you will see this indicated 
under “Approval Status.” There is a 
“Conference Status” drop down 

where you mark if you cancelled or 
completed the conference.

If you cancelled your conference or 
updated the “Conference Status,” 

click the ”Submit Changes” button on 
the final attachments screen. There is 

also the option to print/download 
your request if needed.
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How will I be notified when my conference is 
approved/denied? 
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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.


