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· Submitting an In-County Travel Authorization Request
· Step 1: Navigate to Employee Self Service > Employee Requests > Travel Authorization
· Step 2: Pick ‘Travel Type’ of In County Travel in drop down
· Step 3: Select ‘Travel Purpose’ in drop down
· Step 4: Enter ‘First Date of Activity’ by using the calendar prompt
· Step 5: Enter ‘Last Date of Activity’ by using the calendar prompt
· Step 6: Enter ‘Justification’ in Text Box
· Step 7: To enter comment into ‘Comments’ box - Type comment and click on ‘Post’
· Step 8: To upload a file into the ‘Files’ box - Drag and Drop file or Select to open File prompt or press the Scan button to scan document
· Step 9: Click ‘Submit Request’ green button
· Step 10: Click OK or Cancel to return back to form
· [bookmark: _9x8876k1xg0a]Blank Out-of-County or Out-of-State Travel Authorization Form
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· Submitting Out-of-County or Out-of-State Travel Authorization Request
· Step 1: Navigate to Employee Self Service > Employee Requests > Travel Authorization
· Step 2: Pick ‘Travel Type’ – either Out-of-County Travel or Out- in drop down
· Step 3: Select ‘Travel Purpose’ in drop down
· Step 4: Enter ‘Departure Date’ by using the calendar prompt
· Step 5: Enter ‘Return Date’ by using the calendar prompt
· Step 6: Enter ‘First Date of Activity’ by using the calendar prompt
· Step 7: Enter ‘Last Date of Activity’ by using the calendar prompt
· Step 8: Enter ‘Destination City’ in text box
· Step 9: Select ‘Destination State’ in drop down
· Step 10: Enter ‘Justification’ in Text Box
· Step 11: Select ‘Are there travel costs associated with this trip?’ to open additional options - Do not select if there are no travel costs associated with the trip.
· Step 12: Select ‘Is this for Professional Development?’ to open additional text boxes  
· Answer ‘How does this relate to your Professional Development Plan?’ in text box
· Answer ‘How will you implement what you learned?’ in text box
· Step 13: If a rental car is needed - Select Class from drop-down, and enter Estimated Cost in the ‘Rental Car’ section.  
· Additional information can be provided: Count, Reward Number, Pickup Location, Pickup Date, Pickup Time, Dropoff Location, Dropoff Date, Dropoff Time, otherwise can be left blank
· Step 14: Press the Enter/Return key to save the line of data.
· Step 15: Enter as many rental car requests as needed.
· Step 16: You can edit the fields by clicking the applicable field. Once changes are made, edits are automatically saved.
· Step 17: Click the Delete button (red minus sign) to delete a rental car.
· Step 18: If airfare is needed - Enter Estimated Cost in the ‘Airfare’ section.  
· Additional information can be provided: Preferred Airline, Frequent Flyer #, Known Traveler ID, Depart Date, Depart Time, Return Date, Return Time, otherwise can be left blank
· Step 19: Press the Enter/Return key to save the line of data.
· Step 20: Enter as many airfare requests as needed.
· Step 21: You can edit the fields by clicking the applicable field. Once changes are made, edits are automatically saved.
· Step 22: Click the Delete button (red minus sign) to delete an airfare.
· Step 23: If other transportation is needed - Select Transportation Type from drop-down, and enter Estimated Cost in the ‘Other Transportation’ section.  
· Step 24: Press the Enter/Return key to save the line of data.
· Step 25: Enter as many other transportations as needed.
· Step 26: You can edit the fields by clicking the applicable field. Once changes are made, edits are automatically saved.
· Step 27: Click the Delete button (red minus sign) to delete other transportations.
· Step 28: If a hotel is needed - Enter Estimated Cost in the ‘Hotel’ section.  
· Additional information can be provided: Preference, Check-in Date, Check-out Date, otherwise can be left blank
· Step 29: Press the Enter/Return key to save the line of data.
· Step 30: Enter as many hotels as needed.
· Step 31: You can edit fields by clicking the applicable field. Once changes are made, edits are automatically saved.
· Step 32: Click the Delete button (red minus sign) to delete a hotel.
· Step 33: If other expenses are needed - Select Expense Type from drop down and enter Estimated Cost in the ‘Other Expense’ section.
Estimated Mileage Cost can be input here to include in 
· Additional information can be provided: Comments, otherwise can be left blank
· Step 34: Press the Enter/Return key to save the line of data.
· Step 35: Enter as many other expenses as needed.
· Step 36: You can edit fields by clicking the applicable field. Once changes are made, edits are automatically saved.
· Step 37: Click the Delete button (red minus sign) to delete other expenses.
· Step 38: If Meal Allowance is needed - Select which meal is needed in the ‘Meal Allowance’ section.
· Estimated Cost will be calculated based on selections
· Step 39: Cost Summary section will add all the Estimated Cost from each section.
· Step 40: To enter comment into ‘Comments’ box - Type comment and click on ‘Post’
· Step 41: To upload a file into the ‘Files’ box - Drag and Drop file or Select to open File prompt or press the Scan button to scan document
· Step 42: Click ‘Submit Request’ green button
· Step 43: Click OK or Cancel to return back to form
· [bookmark: _9bt3mjnbiajq]Review status of Travel Authorization Request
· Step 1: Navigate to Employee Self Service > Employee Requests > History
· Step 2: Hover over Status column
· [bookmark: _bz2ljfj51vds]Make changes to Submitted Travel Authorization Request
· Step 1: Navigate to Employee Self Service > Employee Requests > History
· Step 2: Click on View
· Step 3: Scroll to the bottom 
· Step 4: Click on Return to Draft
· [bookmark: _ks8588po0o0m]Cancel Travel Authorization Request
· Step 1: Navigate to Employee Self Service > Employee Requests > History
· Step 2: Click on View
· Step 3: Scroll to the bottom 
· Step 4: Click on Cancel Request
· [bookmark: _bwtscn9xa0th]Duplicate Travel Authorization Request
· Step 1: Navigate to Employee Self Service > Employee Requests > History
· Step 2: Click on View
· Step 3: Scroll to the bottom 
· Step 4: Click on Duplicate button
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Hotel

Due to safety and liability issues, travel using Airbnb or similar services is prohibited for staff and students. Airbnb is an online marketplace to rent properties. Accommodations should be
arranged only through hotels/motels. Please feel free to contact Finance PRIOR to making any type of travel arrangement that isn’t specifically mentioned in the District’s travel procedures.
Lodging costs shall be reimbursed at actual cost. Reasonable efforts shall be made to ensure that the employee obtains an economical lodging rate in a location that also allows for full

participation in the event involved.
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Other Expenses

Only for expenses paid for using personal credit card. Reimbursement may be requested for tolls, taxis, parking, and registration fees when properly documented.
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Meal Allowance

Meals will be reimbursed only as provided by law (Section 112.061, Florida Statutes), based on the following schedule: a. Breakfast $6 - travel begins before 6 a.m. and extends beyond 8 a.m. b.
Lunch $11 - travel begins before noon and extends beyond 2 p.m. c. Dinner $19 - travel begins before 6 p.m. and extends beyond 8 p.m.

(O Breakfast - $6

OLunch-$11
O Dinner - $19
Meal days Meal rate Estimated Cost

0 $0.00 $0.00




image8.png
Cost Summary

Total Estimated Cost $0.00

Comments

Files

Comments

Files

(orag s oupload) >

‘ Post

bmit Request




image1.png
»= Travel Authorization

NEW TRAVEL INSTRUCTIONS: Enter your travel details, including dates, purpose, and justification. For out-of-county or out-of-state travel, also include destination information and any

estimated travel costs (mileage, transportation, lodging, meals, etc.) as needed. You may add comments and upload supporting documents before submitting your request. For full step-by-step
instructions, please refer to VPortal or the travel guidance email.
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