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Quick Reference for Funding Approvers

There may be multiple levels of approval required based upon options selected in the trip request such as
special funding or overnight/out of state. The first level of approval is always the location level approval.
This will be the person at each location designated to approve field trips at that location.

When a trip is requested it will be routed first to the location approver. If additional levels of approval are
required, then as each level is approved, an email will be generated to the next approver. When all trip
approvals have been obtained, the trip will then have an “Approved” status. The requestor will receive an
email to indicate that the trip has been approved. Buses will still need to be assigned after the trip itself has
been approved. The Travel Tracker makes it very easy for users to see the status of both the trip approvals
and the bus assignments.

When a funding approver signs on, they have
access to the tabs shown at the right.

Trip Approval Funding Management Calendar Reports

On the Main tab, you can submit a trip request, m
view trip requests, view vehicle reservations

and enter mileage for trips that you have Submit a Request

created. For detailed instructions for these

options, refer to the End User Guide and the Your Vehicle Assignments

End Usel‘ QU'Ck Reference. Vehicle Mileage Not Entered
Guides

End User Guide

Quick References

Funding Approvers

End Users

On the Calendar tab! yOU have the Option to Main Trip Approval Funding Management Calendar
view the vehicle calendar, trip calendar and
driver calendar. For detailed instructions for

these options, refer to the End User Guide and
. Vehicle Calendar
the End User Quick Reference.

Trip Calendar

Testing Travel Tracker

Driver Calendar Reque
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Approving a Trip

There are 2 ways to access trips that are
waiting on your approval. The first is through
the email that you will receive when a user
requests a trip that needs your approval along
the way. In the email that you receive, there
will be a link listed. When you click on the
link, you can sign in and access the trip
needing approval immediately.

Travel Request Approval

Inbox %
Travel Tracker 10:24 AM (13 |
tome [+

Hello From the Travel Tracker,

This email has been sent to you because you have been designated as an
approver for travel requests. Trip number 294 to Bald Head Island Ferry @
Deep Point Marina has been submitted and is ready for you to approve/deny
Below is a link that will take you directly to the travel request.

For information on how to approve travel requests, see the Quick Reference
located on the Main Tab of the Travel Tracker.

hitp://appgardendev.app-garden.com/TravelTrackTesting.nsf/ TravelRequest xsp?action=editDocument&documentld=
ESBAYE64593BBCEEE6257D2C00528C0F

The second way is to access trips needing
approval using the menus on the system.

If you are the person responsible for approving
trips as a Funding Approver you will have a
tab for “Trip Approval”.

When you sign in, the Travel Tracker will
automatically open at the Trip Approval Tab
and the Waiting on My Trip Approval option.

Main Trip Approval Funding Management Calendar Reports

Trip Approval

Testing Trav|

Pending Approval

Pending Approval - All
Levels?So able)

Quick Reference

Funding Approvers

You will be shown a list of trips that require
your approval. There are several options
available for sorting the trips.

Click anywhere on the trip information to open
the trip request.

Next Approver | appgtests@gmail.com »

Sort By: ® Pickup Date Trip Nbr Location Submitter Vehicle Type Date Submitted (Latest First)
Page 1 ==<Fir
= All Trips Trips From This Day Forward
Raquastor Approver Typa o
345 Wlest Brunswick High 303 21518 Athlatic 1 Activity Bus
Sub By  appgteschl 4:00 PM 328 North Brunswick High appgownert
Sub Date 120015 3:48 PM 21518 Swimming
Teacher Ms. Gemn sppgtests 8:00 PM Fnd App appgtests
Adults 2 Fnd Src MBC
Students 20
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If your county requires a Funding Source and
the funding budget code is not filled in by the
trip requester, you may be required to provide
a funding budget code before approving the
trip. If you try to submit the trip request and
you are required to enter the budget code, you
will get an error message.

* Funding Source EC Degt vl

Funding Approver anngtesis@omal com

Funding Budget Code

I

This 5 & description of e funding for the EC Deparment.

Funding budget code must be entered at Funding Source Approval Level. I

Scroll to the bottom to the Approval Section.
Enter comments if desired.

To approve the trip request, click on the circle
to the left of “Approved”.

To deny the request, click on the circle to the
left of “Denied”. If you deny a trip, you
should enter the reason why in the comment
area. These comments will be emailed back to
the requestor along with the indication that the
trip has been denied.

Funding Source Approval for Field Trips

Comment

Funding Approver Decision

Designated Approver
Name

Decision Date

O Approved O Denied

appotesth@omail.com

Once you select your option you will see the
Approved/Denied, your name and the date.

You can click on Print to print the trip request.

Click on Submit to submit the request.

Funding Source Approval for Field Trips

Comment

Funding Approver Decision

Name
Decision Date

Approved

appgtest5@amail.com
Jan 16, 2014 10:06:17 AM

o e |

If more information is needed before the trip
can be approved, add the comments to the
comment section and then submit without
selecting an approver decision. This will
create a comments icon that will be displayed
on the “Waiting on My Trip Approval” screen
and it will be seen be the trip requester on the
“Your Trip Request” screen

Funding Source Approval for Field Trips

Comment

Funding Approver Decision

Designated Apprower
Name

Decision Date

Meed more info about the students attending

A ! Approved ' ! Denied

appgtesti@gmail.com
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Fisquesior information

348 West Brunswick High 409

sub By appgteachi

Sub Date B/Z9/16 11:36 AM appgtestd

Teachar Autts

Comments : N&d more info sbout the students attending [t®
\

If you would like to email any information to
the trip requester or anybody else associated
with the trip, click on the Send Email button
before you submit the request. This provides
an easy way to communicate about the trip.
This will open a window where you can type a
message to the trip requester. Their email is
automatically shown in the Send To: box.
Note — you can edit this and send to someone
else if needed. If you would like to send to
multiple email addresses, you need to put a
semi-colon between the email addresses.
Your email address will automatically be sent
as the reply to email. When the requester
receives the email, they can reply and it will
come to your regular email. There will be a
link to the trip in the email message that is
sent.

Submit | Print

Request Status Pending Location Approval

Final Approval Date

Reschedule Trip Cancel Trip/Reservations Create Duplicate Request @ Save Current Trip Send Email Comments

Email To Requester - You may change the "Send To" name on this
email

ppgteach1@gmail.com

Send To:

Subject :

Message -

All emails that are sent for a trip are listed in
the Email log (note you may need to refresh
the screen to see an email that was just sent).
If you hover over the envelope icon you can
see the text of the email.

Email Audit Log:
Page 1 <<First | <Previous | Page 1 |
Subject: Email Senton: Email Sent To:

04/11/2018

Email Sent

Level 8 Approver Principal2 Test ‘% This trip has been approved. @gmail.com

Vehicle Assignment 04/11/2018 owner1 Test appgteach1@gmail.com

Funding Management
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We have provided several useful
options under the Funding
Management tab.

i Funding Management

Pending Payment

Waiting on My Trip Approval

Trip Requests

Allotment Balances

Quick Reference

Funding Approvers

We have provided an easy way for the
Funding Approver to send payment
for an invoice.

Main Trip Approval Funding Management

Testing Travel Tracker

(e e ENGEEE “*You must confirm your changes before you leave this page. ** I

Click on the Funding Management Funaing A
tab and select the Pending Payment
Option. Tips for Paying Invoices
Approver/Payment | appgtests@gmail.com ¥ | sts | Approved for Payment ¥ | ot st | All v | 1o Tyn [ All v | FTEvnt[ Al

You will be viewing your invoices o @A
W|th the invoice Status Of Approved SmB : ® Pickup Date ) Requesting Location " Trip Nbr  Vehicle Type  Vehicle Owner ) Vehicle Nbr
for Payment. They can be sorted by
Pickup date, requesting location, trip
number, vehicle type, VENICIE OWNET | ' grtaeremy - oo sor s s yos e s e
and vehicle number. This will provide
a list of all trips that have been
released by transportation for
payment. If you would like to search
by trip number, change the status to
all and then click on the drop down
arrow next to Trip Number.
From this screen, you can mark —
invoices as sent by putting a check in | -
the box next to Sent. You will see the | = ¥

message. This e
means that you must click on the -
Confim Changes button before you o . o
leave the page. ras

Irme 3431408F
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If you need to review the invoice or
would like to add a comment, you can |z

CIiCk on the trip number to Open the :;:::::[‘\eng Location 348 West Brunswick High ::‘BTWS ZAD(:LE‘E;EWBD‘SSERSKEMH”
invoice_ The top part Of the invoice Destinut\onfnlescr\ptmr\ 326 North Brunswick High Comment
indicates the Trip number, s 125018 500 P4 i Yo 2016-50 B 4 Not Fourd
destination, Date and trip requestor e 216700 e
and the addltlonal fundlng Vehicle Location 348 West Brunswick High * Current Owner appgowner] @gmail.com
|nformat|0n Vehicle Type Activity Bus Change Vehicle Number 8022 | Change | Owerride
Fuggl Sourcefs)

. . Fund #1 | FUND1 v Approver appgtests@amail.com Pat 50( Amt $217.18
The fundlng source and fundlng code 1000 271 660000 346 0618 @neckoretain General Fund - Bang Payment
Can be ed ited here. Submit Trip Submitted By appgteach1@gmail.com Created 11/8/16 6:01 PM By appgowner!@gmail.com

Ending Vehicle Use

. . . Driver Cost Driver Name. Teri Schoenhardt [Change | [[Overide tschoenhardt@:
The Ending Vehicle Use section
shows the breakdown of charges for
this trip.
» Assistant Cost (Optional)
® 1 hhhhh ::;:\EEEEDSI: $198.03
The total cost indicates the payment
that is due for this trip. > st 5500
Additional Inv Cost S0.00 || cresa o retain
S0.00 | cneeta
Casta4 Selec :g gg :m.m..-. AdditionalimCost $0.00
Mechanic Assigned for Inspection (Optional Select Total Cost: $217.18
E rrrrr ts Dor\c:lm.ng. ;d"e:'\\cle |
Scroll to the bottom and you will see Payment information /
- - rn nv r nv Dt
the information for payment. When .: o
you are Sending a check for this trip’ Invoice Status Epproved By Payment sant By Pald By Do Nt BBy
click on the Payment Sent button. 5 sevovatoramnl o WO
ThlS Wl” |nd|cate to the person Check Nbr Comments for Pareon Reaponsaitie for Payment
receiving the payment that you have

sent a check for this. You also have
the option to add a comment and
check number that will be seen by the
person posting the payment.

Note the Invoice Number. You can
include the invoice number and trip
number on the check if you would
like.
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Once you click on Payment sent you
will see your userid and the date and

time listed in the “Payment Sent By”.

Click on Submit to submit the
payment and return to the Invoicing
screen.

The Print button at the top will allow
you to print a copy of the invoice if
needed.

Payment Information
Trip Cd 501 Inv Nbr 3481612A Inv Dt 2016/12

Inv Amt5217.18

Invoice Status Approved By Payment SentBy | Pald By | Do Not Bl By
© paymnt snt iy e v m”
Cheek Nor Commants - Pereon Fespona o Py
| Prirt. |
Trip Code 501
Requesting Location 348 West Brunswick High
Destination/Description 328 Morth Brunswick High

The Waiting on My Trip Approval option
under the Funding Management Tab gives
the same view that you have from the Trip

Approval Tab.

ain Trip Approval Funding Management

Dev County Schools Trg

Pending Payment Mext Approl

Pending Payment by Trip

AllTri
Trip Requests
Vehicle Assignments

Once a trip has been approved, it will be
removed from the Waiting on My Trip
Approval screen. If you need to view the
trip again, you can click on the menu option

Trip Requests under the Funding

Management tab. This will give a list of all
the trips, regardless of status, that have

Funding Approval.

Main Trip Approval Funding Management

Dev County Schools Tra

Pending Payment Funding Ap
Pending Payment by Trip
Waiting on My Trip Approval % All Trip

Trip Requesis
07 Brunsal.-l

Vehicle Assignments

S T T G R P AT T e Eickupifietug, Type

348 West Brunswick High 7T 21314 500 AM Field Trip
appgteach1@gmail.com Approved 21314 1200 PM Brunswick County Bowling
101614 9:21 AM Center

appgtests@gmail com
348 West Brunswick High 180 215114 800 AM Field Trip
appgteach1@gmail.com 21514 1200 PM Brunswick County Food Bank
1/16/14 5:47 AM appgtests@gmeail.com

appgtestS@gmail com
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The Allotment Balances option under the
Funding Management tab allows you to view
the budget allotment and the estimated
balances for your funding sources.

Funding Approver or for Payment, m m
Previous 1 Ne
Baginning Ending Budgst Inv App Inv Pt

CTE T4 83015 $0.00 $0.00 $0.00
SBA 715 83018 $2,000.00 $0.00 $0.00
SBA1 715 3018 $2,500.00 $0.00 $0.00
sba2 715 83018 $5,000.00 5184.05 5287.08
SBAZ 715 83018 $200.00 $0.00 $0.00
SBAG TS 83018 520000 50.00 5200
SBAS 75 630118 $200.00 $0.00 $0.00
SBAG TS 3018 $200.00 $0.00 $0.00

Reports Tab

You have the option to export the
Assignment/Trip information to Excel. Click
on the Repots tab, make your selections and
then click on Export to Excel

Main  Trip Approval ~ Calendar JEELIE]

Testing Travel Tracker

Requesting Location

0004 Conway High v Export to Excel

Reports
Funding Approver/Payment | All v
Vehicle Owner All v

Having the trip assignment information available in Excel, gives you the ability to create custom reports.

Printed By
Da 4/19/17 12:00 AM

Athletic Event

Trip (=5
Huml:- =

348 West Brunswick High
348 West Brunswick High 665 Athletic  Thisisalength’
348 West Brunswick High 24198 Statt €

P Testher [ Requeser
Calviks  []Dive

[ Destnaton [ Drver Cost

1 i G [ Esiranad T s app-garden

Fuel Cost__ Other G

2015 04/30 11:30:00 AM _ Brunswick County Bowling Center E (510.60) 151.58) (57.18] N
2015 04/30/03:00:00 PM 2015 04/30 07:00:00 PM | 326 North Brunswick High $113.20 516980 N
201504/30 03:00:00PM 2015 04/30 07:00:00 PM 326 North Brunswick High 5660  $0.00 5000 50.00 $0.00 $000 $5.00 $000 $500 N
2015 04/30/10:00:00 AM 2015 04/30 12:00:00 PM  Campbell University 23198 50.75 50.00 50.00 $173.99 $69.36 $0.00 $0.00 524335 N

Revised 04/19/17




