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FAYETTE COUNTY BOARD OF EDUCATION PRINT
PROFESSIONAL LEAVE/ OUT OF COUNTY REQUEST ESET
FOR PARTICIPATION IN MEETINGS AND PROFESSIONAL CONFERENCES
EMPLOYES-: This is the anly means by which employees may apply for release. You must respond completely, accurately, and ina

tirnely manner in order for your request to be considerad. Requests must be submitted by the {ollowing timelines for
consideration.

*In-State: 10 days prior 1o release *Out-of-State: 30 days prior 1o release

lSTEPl: BASIC INFORMATION I
Name | Employee ID |
Employee’s Access

Email l ] Position ‘

Location [ -] Today's Date W 1, I r a V e I
purpose | | Location of Activity |

Date | | substitute Needed? ] v Ome

Ending Date | ] ouration [ ] Full Day [ amony [] pmoniy

Explain how this
release relates to
your position:




The Difficult Process...

* Travel Funding Sources

 Out of County / Out of State Travel Approvals
» Paperwork getting lost

» General knowledge of trips being taken

* Disjointed process




We Found a Better Way...Travel Tracker

| Staff/
Field/Athletic
Trip Request

School Approval

Funding
approval

| child Nutrition |

and/or Nurse
Notifications

Bus Scheduling

Board
approval

Notifications |
to
bOOkkeepers

Invoicing

Reports




Steps of Travel Planning Process

 Each employee with a k12 email address in our county can register on
their own to the Travel Tracker System.

« Once that is finished, everyone has access to submit a Staffing, Field,
or Athletic Trip




?9%4? Fayette County Schools - Travel Tracker

Email address: New to App-Garden?

| ’ New Registration

Password: Forgot your password?

Forgot Password

app-garden %

New to App-Garden? If this is the first time that you have used this application, you must
register your email address first. Click the New Registration button to register.

Need Help?

This application works best in Chrome, Safari or Firefox!




3

roskonmitog Users can quickly see their own trips
and the status of the trip as well as
any vehicles assigned.

Calendar

Fayette County Schools Travel Tracker_

Submit a Request 4 bmitter cmcampbell@k12wv.us

Your Trip Requests

e — sortBy:  ® pickup Date C Trip Nbr O Location  Vehicle Type () Date Submitted (Latest First)

Vehicle Mileage Not Entered
O All Trips @ Trips From This Day Forward

226 Mew River Elementary ) Field Trip

Sub By cmcampbell ; Hawks Mest State Park dwarvel
SubDate  4/12/18 252 PM _
Quick References Teacher  Christie Campbell 3 fnd NE‘N_ FEWEI Elementary /
Src  Inveice School

End User Guide

End Users Zone OAK HILL




Steps of Travel Planning Process

* The following is an example of a Staffing trip where an employee was
coming to the Central Office for Professional Development but
needed a substitute.




Travel Request Form

Trip Number

* (Category

* Type of Trp

*

Staff Event (you may check mere than one)

In County Professional Day

Trip Leave
* Date 4110/18
* Time 8:30 AM

rip YearWeek 2018-15
Ovemight or Qut-of-State No
Qut of County No

*

*

Comments

Enter any comments about this trip that is important for the driver to
know such as pick up and drop off location. This information will print on
the trip ticket for the driver.

Your School / Dept

Do you need a substitute?

10081

Staff Only Travel

Staff

Trip Retum
* Date 4/10/18
* Time 11:30 AM

ADA Steering Committee Meeting
(Annual Desk Audit Steering Commitiee)

[HALF DAY SUBSTITUTE NEEDED]

226 New River Elementary

Yes




= Main Destination (i) ' 003 Special Ed

Stops on the Way There
wtops on the Return trip
*  Approximate Number of Miles Round Trip

11.90 Get Directions

Funding Source Special Education Budget Code 61.02750.21210.131.226

Funding Source Desc Budget Code Desc
Funding Approver Ipalench@k12.wv.us

Teacher / Adviser f Staff Name Christie Campbell
Teacher / Advisor / Staff Phone # 3D4-237-0630

Emergency Contact Info '~ Same as Teacher / Advisor |/ Staff
Emergency Contact Name Christie Campbell
Emergency Contact Phone # 304-237-0630

Number of Individuals Making Trip

Male Adults *  Female Adulis

Additional Information

* Please list other county personnel covered by this request

* Pumpose of Travel ADA Steering Committee Meeting
(Annual Desk Audit Steering Committee) Per Dr. Palenchar's request (see attached memo)

‘[HALF DAY SUBSTITUTE NEEDED]




* Will you be using external transportation (ex. charter bus, plane, walking)? ® Yes L No

* Please indicate mode of travel instead of, or in addition to, the reserved vehicle(s). Please include details of trip, including itineraries. Indicate chartered transportation company if applicable.
Personal vehicle |

Vehicles Needed

* Do you need vehicles? _ Yes @ No

Person Submitting Request
Date Submitted

cmcampbell@k!2.wv.us
Mar 9, 2018 9:54:56 AM

) Trip Estimator {click to open and enter additional infonnatitm for estimating trip cost)




Location Approval
Comment

Location Approver Decision

Name
Decision Date

Approved

Ijones@k12.wv.us
Mar 9, 2018 5:35:04 PM

Second Level Location Approval - Second Level Location Approval

Comment
Location Approver Decision

Name
Decision Date

Funding Source Approval for Field Trips
Comment
Funding Approver Decision

Name
Decision Date

Level 08 Approval - Level 08 Approval
Comment
Level D2 Approval

Name
Decision Date

Approved

ddooiey@Kk12.Wv.us
Mar 12, 2018 1:40:32 PM

Approved

Ipalench@k12.wv.us
Mar 13, 2018 9:05:50 AM

Approved

raevans@k12.wv.us
Mar 13, 2018 9:51:30 AM

Additional Level 1 Approval - Additional Level 1 Approval

Comment
Additional Level 1 Approval

Name
Decision Date

Approved

ghough@K12.wv.us
Mar 15, 2018 6:04:34 AM

Each level of approval is documented.
Different approval levels can be
configured based on the type of trip,
funding source, overnight and other
settings.




Additional Level 2 Approval - Finance Authorization
Comment code for the calling system 51480
Finance Authorization Approved

Name bbparson@k12.wv.us
Decision Date Mar 15, 2018 10:27:01 AM

You can add attachments, send
emails to the requester and

Supporting Documents

oI srouse... | track all of it in the Travel
Tracker. A history log shows
activity for the request.

File Type File Name
[y application/msword Invitation Memo (2018).doc

Request Status Approved

Final Approval Date 3/15/18 10:27 AM
Approved

| Reschedule Trip | | Cancel TipResenvations | [ Create Duplicate Request | (i) [ SendEmail |[ Comments

Email Audit Log:

Subject: Email Sent on: Email Sent by:

History
Date User Action

3/9/18 10:00:38 AM cmcampbell@k12.wv.us Trip saved with leave date/time 04/10/2018 08:30:00 AM

3/9/18 5:35:04 PM
3/12/18 1:40:32 PM
3/12/18 1:40:38 PM
3/13/18 9:05:50 AM
3/13/18 9:06:00 AM
3/13118 %:51:30 AM
315118 6:04:34 AM
3/15/18 B:04:39 AM
315118 10:27:01 AM
3/15/18 10:27:05 AM

Ifjones@k12.wv.us
ddooley@k12.wv.us
ddooley@k12.wv.us
Ipalench@k12.wv.us
Ipalench@k12.wv.us
raevans@k12.wv.us
ghough@k1Z.wv.us
ghough@k12.wv.us
bbparson@ki2wv.us
bbparson@k12.wv.us

Location Level Approved

Second Level Location Leve! Approved

Trip saved with leave date/time 04/10/2018 08:30:00 AM
Funding Level Approved

Trip saved with leave dateftime 04/10/2018 08:30:00 AM
Level D8 Approved

Additional Level 1 Approved

Trip saved with leave date/time 04/10/2018 08:30:00 AM
Additional Level 2 Approved

Trip saved with leave dateftime 04/10/2018 08:30:00 AM




Steps of Travel Planning Process

* As you can see, everything is tracked throughout the process.
 The last approval you see on any trip is the Finance Authorization.

* It is at this level where payroll will assign an Authorization Code that
the employee will put into the Eschool Solutions sub system.

» These Authorization Codes are produced by WVEIS when requested
and will either automatically upload into the Eschool Soutions system
or they will need to be manually entered using a spreadsheet.

* The following is how to access these codes in WVEIS:




5/01/18 WEST VIRGINIA EDUCATION INFO SYSTEM 13:35:08 D20001WDG1
ACS User Assignment Selection Ref: ACS.003 .01




5/R1/18 FY 18 FAYETTE COUNTY 13:38:23 D20001WDG1
ACS Fayette County EMS FOR FY 2018-2026 Ref: ACS.002 .01




5/01/18 FY 18 FAYETTE COUNTY 14:00:46 D20001WDG1
ACS Fayette County EMS FOR FY 2018-2026 Ref: ACS5.802 .01




Utility to Run When Needing Additional Codes

5/701/18 FY 18 FAYETTE COUNTY 13:57:54 D20001WDG1
TSSI Build Random Authorization Codes by Acct. Ref: TSI.Z240P.01




5/01/18 FY 18 FAYETTE COUNTY 13:42: 00 D20001WDG1
ACS Fayette County EMS FOR FY 2018-2026 Ref: ACS.002 .01




5/701/18 FY FAYETTE COUNTY 13:42:50 DZ0001WDG1
TSSI Maintain Authorization Codes Ref: TSI.240 .01




5/01/18 FY 18 FAYETTE COUNTY 13:44:44 D20001WDG1
TSSI Authorization Code Index Ref: TSI.240X.02




5/01/18 FY 18 FAYETTE COUNTY :47:57 D20001WDGE1
TSSI Maintain Authorization Codes Ref: TSI1.240 .11

Authorization

Won’t work
correctly unless the
last sets of 0’s are
put in.




Steps of Travel Planning Process

* Once a code is assigned and Finance approves the last level of
approval the original submitter will receive an email saying their trip
has been approved. After much training, most employees now know
that if a substitute is needed that they must get this authorization
code from Travel Tracker before placing the absence into Eschool
Solutions.

* The following shows where in Eschool Solutions an employee places
this Authorization Code. Once this is placed, the absence will now be
tied to the correct funding code.

This speeds up the process in Payroll a lot due to less calls and emails needed to
determine what funding source to use to pay a PD Substitute.




Profilev Help~v  Sign Out

Select Role: A.L!))Administr.ator 'IEmploy&e

Home Administrator ¥ System Operations ¥ Telephone
Create Job

Create Absence

Absence Information
To complete this absence, press Continue and proceed until a job number is assigned.

Employee: 920003436 CAMPBELL, CHRISTIE M.
Location: |NEW RIVER ELEMENTARY 201226

Classification: |KINDERGARTEN

Reason: |PROFESSIONAL LEAVE FAYETTE COUNTY ONLY (31)
Account Code: 51490 ) |

Is a Substitute required?:  ®yes ' No

Start




Finance End of Travel Tracker

* When setting up the approval spot for Finance, one person is
designated in order for them to have access and also to get emails
whenever there are trips waiting to be approved.

* The district can designate additional individuals to have admin
capabilities, but only the person in the approval spot will receive
emails notifying them of new trips needing attention.

* The following are slides showing where the finance approver looks for
new trips needing approved.

As you can see, the trips needing the Authorization Codes provided will have the
words “Substitute Needed” in orange. All the others will just be pushed on.




CogontTT

T3 Ve TCOMTC . LI CaTPOC TR T & RV S

Configuration Setup Tables Trip Approval Vehicle Owners Trip Requests Assignments School Finance Funding Management Finance Dept Invoices Calendar Reports Support Services Driver

Fayette County Schools Travel Tracker

{Trips Pending Approval Next Approver: |
|Waiting on My Approval o nnieie e "You must confirm your changes before you leave this page. =
All Levels {Sortable
] i 7 ) _ Page 1 =<<First | <Previous | Page 1 | Next> | Last>>
'Additional Approval ~ PO . -
i () All Trips @ Trips From This Day Forward
Trip Inquiry . LeavelRetum Type 2 S =
g 0D& Personnel-Central Office 10511 72618 Staff Addlevt A d 51718
Schedules/Assignments i g1 7 Lev1 Approved y
mmpennin d \ 6:45 AM Wingate by Wyndham-Bridgeport - 0
Daily Vehicle Schedule Submitted bbparsen 72618 mmpennin
Assignment Inquiry 5118 12:07 PM 500 PM
226 New River Elementary 10503 5/14M18 Staff Addlev1 Approved 118
Quick Reference promage ding Ad 11:30 AM 501 Fayetteville High School et T
Submitted bbparson 5/14/18 akincaid
Location Level Approvers 413018 224 PM 3:45 Pl Substitute Needed
[t 701 Fayette Institute of Technclogy 10458 S8 Staff T r— st
| Funding Approvers berist :00 AM \West Virginia State Capitol Complex Al [
| Overnight/Out-of-State Trips Sl Bbparsan Catls berist
42315 9:33 AM 300 PM
| Site Administrators
| 701 Fayette Institute of Technology 10461 SHOME Staff Addlev1 Approved 5118
3 berist : 8:00 AM \West \irginia State Capitol Complex i [
Submitied bbparson 51ons berict
4723118 10:08 AM 3:00 PM
701 Fayette Institute of Technology 10458 31418 Staff Addlevi Approved 51718
berist Pe 8:00 AM West Virginia State Capitol Complex sdLev2 D
Submitied bbparson 1418 berist
| 47318 534 AW 400PM



The code is typed here and then approved is selected.

Additional Level 2 Approval - Finance Authorization

Finance Authorization O Approved ) Denied

Designated Approver bbparson@k12.wv.us
Name
Decision Date




Finance End of Travel Tracker
(Bus Trips)

« So far, I've centered more on the Staffing/Professional Development
piece that we use in Travel Tracker. Now let’s move on to Bus Trips.

e Bus trips consist of Field Trips and Athletic Trips. They look basically
the same as what you’ve already seen with some additional details.
Field trips still include the options for Substitutes as well.




Vehicles Needed

* Do you need vehicles? Yes

Vehicle Pickup
* Date 5M1/18

" Time 8:30 AM

Total Trip Hours 4.75

* Type of vehicles needed to reserve

| * How many vehicles do you need?

* Need Lift?

Vehicle Return
* Date 5118

?  Time 1:15 PM

Yellow Bus [v] (3)

Nibr Wheelchair Slots Ij] Nbr Safety Vests Ij] Nbr Fold Down Seats Ij

Special Needs

[J s5Point Hamess [ Star Seats

Comments or details concerning needs ‘

No Harnesses will be needed.

Vehicle Driver Information

No special instructions

Owmner dwarvel@k12.wv.us
Bid ld/Closing Date 18-04-28 04/25/2018




Reserve Vehicles

Location Used to Reserve Vehicles 000 Transportation

dwarvel@k12.wv.us

Trip Location Zone OAK HILL
Bid Id 18-04-29
Total Number of Vehicles Needed: 3

Current Vehicle Reservations for This Trip

Veh# Vehicle Location Driver

Trip Year/Week:
Trip Hours:
Number wi/ Lift:

Driver User Id (i)

1205 | crangzwvenise | ovemee | 506 Oak Hill High School  Jimmy Smith [ crangeprver | Ovemge | jimmy.smith@k12.wv.us r@mmm l Eﬂ'ruu_l

1419 [ crangavemcze | ovemse | 506 Oak Hill High School  Jennifer Panneil-Sapic [ ChangeOnver | ovema= | jpannelisapio@k12.wv.us rgﬂrmwmjgﬁnm J

1670 | crangevemze | ovwemse | 506 Osk Hill High School  Mike Milam [ crangeomer | owemae | michael milam@k12wv.us r[%j':mnm—l [z ]

Person Submitting Request promage@k12.wv.us
Date Submitted Apr 6, 2018 10:39:39 AM

» Trip Estimator (click to open and enter additional information for estimating trip cost)

Location Approval
Comment

Location Approver Decision Approved

Name Ijones@k12.wv.us
Decision Date Apr g, 2018 1:11:22 PM

Second Level Location Approval - Second Level Location Approval
Comment
Location Approver Decision Approved

Name ddooley@k12.wv.us
Decision Date Apr 6, 2018 3:53:20 PM




Finance End of Travel Tracker
(Bus Trips)

* Travel Tracker includes a bidding system to help assign bus drivers to
extra trips like this and it’ll include who is next in line to be picked, etc
to the Transportation Dept.

* | won’t center on this area but do know it is available if your Transportation
Dept is interested.

* The Finance dept. advantage to having drivers assigned through this
system is being able to know what needs to be done very quickly. A
driver will either be paid directly out of a funding source at the board
or will be billed out to a school.




by cook consulting

Configuration Setup Tables Trip Approval Vehicle Owners Trip Requests

Fayette County Schools Travel Tracker

Pending Payment by Loc Tips for Receiving Payment

Payment by Trip Number
Invoices by Status Req Loz |All

Assignments

School Finance

Funding Management

Pt Snt ‘AII

Invoices Calendar Reports

Support Services

. Trp Typ |All - E FT Evnt hAH )




Travel Tracker

= VR S T e e R
v  sts| Approved for Payment ¥ o All v Tye All v

T
| Evnt ',A“

Pickup Date Requesting Location Trip Nbr Vehicle Type Vehicle Owner Vehicle Nbr Funding Source

Total Cost of Assignments Using Crite ia Abave:

5 0.00
Total Checked "Sent” Below: $0.00
Total Checked "Paid" Below: $0.00

Trip Nbe/Req Loc
10341

506 Oak Hill High School

Sub By
jennifer.qgills

Pkup/Return

423118
8:00 AM
4/23118
1:00 PM

Trip DriveriAssistant MiCst Total Costs Aclions
OvrAll

.00 M 5000 . sosisoerve
$0.0000 Oth $7543 Sts
Tot $75.43

Field Trip
New River
Birding and
Nature Center

105 Tim Reop
Yeliow Bus Id 920004674

506 Ozk Hill High Per
School Hr

Owner

Tot
Cst

Approved for -
$75.43

Fayment

$15.02 Fnd/Tot

§75.43 Approved
Oak Hill High / Extra
Curricular

Bdgt 11.99280.12711.122.505
Type  Driver,Mi'Oth
Pct 100%

4(30/18
His Source

Cst

4,00
$75.43

Sent
dwarvel

Paid

Do Nt Bill

10211

701 Fayette Institute of
Technology

Sub By
swoodson

4/23/18
9:00 Al
4/23/18
5:00 PM

Field Trip

Embassy
Suites-
Charleston, WV

1207
Yellow Bus

501 Fayetteville High
School

Owner
dwarvel

Jeanette Shelton

920-00-

- 1908

Per $17.42

11.50
$247.47

Hrs
Cst

105.27 Wi $C.00
Tot $247.17

Inv 701

Fnd{Tot
Source
Bdgt

Type
Pct

$24T7.17

County Fundeg (BUSES
CNLY)

11.12711.121.001
Driver, Mi/Oth
100%

Tot
Cst

287 47T
L57,

Approved  4/30/18
Sent
Paid

Do Nt Bill




I’'ve pointed out a few important items of information.
1. The total being paid to the driver for this Supplemental trip.

2. The budget code to be used.
3. A date when it was approved to be paid.

Trip Nbe/Req Loc Pkup/Retun Trip Vahicie DriveriAssists v - “E i
il 5 i 2 Aapproved for Tot -
10341 4/23118  Field Trip 105 Tim Roop 8.00 Mi $0.00 v SOS104FYS 2‘\:».1! Sp— 5 $78.43
506 Ozk Hill High School 8:00 AM  New River Yeliow Bus 1d 920004574  ¢p noog Oth__&75 43
- ¢23/qg  Birding and 506 Ozk Hill High Por gunn ot $75.43Y rogTor o
4 Nature Center Senool Hr . .
jennifer.gills 1:00 PM Source 02K HillHigh/ Extra
Owner Hrs 4.00 riciila Sent
gwiarvel Cst $75.43

Bdgt  11.89290.12711.122.508

Pct 100% Do Nt Bill

Customized percentages for retirement, social security, workers comp,

etc are built in the system to calculate automatically based on the hours
worked and the drivers’ hourly rate.




Finance End of Travel Tracker
(Bus Trips)

* Once the “Approved” spot is marked it will show up under the filters
shown. This tells payroll that the amount to be paid to a driver has
been calculated and verified.

* Supplemental trips can then be keyed into WVEIS for whatever drivers
have trips during a certain pay period.

» The same advantage to this process is that, in most cases, the funding
source is already selected, calls and emails are not needed so much
since the information is already there in the trip, and it keeps
everyone involved in the know as to who is driving, what their driver’s
phone number is, etc.




All Vehicles Can Be Tracked

* Another area that can be tracked is ALL vehicles in the county.
* Buses can be tracked as to what ones are still out on trips.

* Cars can also be assigned and tracked if someone wishes to use a
county car to go to a training.




Helps Secretaries in Schools As Well

* Previously | showed an approval route from start to finish. Included
in this route are the School Secretaries at each school as well.

* This lets each one know if a trip is coming up and where each
Substitute or Bus Driver is being paid out of.

* Tracking levy fund balances at the central office level or knowing what
invoices are coming and are owed is why this was done.




