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1.0 Introduction

This document provides the functionality/operation and user guide for the Travel Training System application. This
application is being used to create travel requests, expense reports, and all associated approvals and budget numbers.

To navigate to the system, click the Travel Training Request link on the SPD web page.

You should only see the login screen if you access the non-SSO (non-single signon) version of the application:
http://srvappex01:8080/apex/f?p=165

The single signon link is available on the SPD Web Page and as a link on the signon page mentioned above.

The Login screen is displayed below. Once you login you will see your user name on the top right corner of each screen.
There will also be a link to logout next to your user name.

Use your network (Windows) login (e.g. SmithB) and your network password. If you have issues with either the login or
password, contact DolT.

Seattle Police Department - Travel Training System

Please use your Windows LOGIN ID and password to access the system.

Try the Single Sign On (no login prompt) version at: Single Sign On
* User Name USERID|

* password | Login



http://srvappex01:8080/apex/f?p=165

2.0 Application Functionality

You can navigate several ways throughout the application; using the Tabs, using the Breadcrumbs, or using the
Cancel/Back button.

Most pages will have a breadcrumb associated with it. The example below has a display only breadcrumb (Home Page).
As you navigate through the application, you can use the breadcrumbs as links to other areas.

Several screens also have a .&anceVBack ) b ton. Click this button to return to the previous screen while cancelling any
changes you made on the current screen.

There are three tabs every user will see: Home, Requests, and Expense Claim Form. Those with approval authority will
also see the Approvals and Reports tabs. Only those in the SPD Fiscal department with the appropriate security will see

the Fiscal and Maintenance tab.

You can select a tab at any point and be taken to the main page for that task area.

Breadcrumb Tab Logout Link
s ¢ - . *
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Travel Trameng Requust 107 Lt you a09roré 100 (wiEnoat Nnat dppe oval
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PTmamber Serisl  Nameo  Descoption  San stact £na ffc;”‘fd ’ ‘::"Y Approver -, ‘:;'
Das et A WOE
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1
y youl AMhout f
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R w
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All required fields will have a red asterisk to the left of the field name.

Help is available on fields that have labels in blue. When you mouse over one of these fields, a question mark will appear
next to the pointer. To access the field label help, click on the field label.

You can logout of the application any time by clicking the Logout link, located in the upper right hand corner of every
screen. Your changes will only be saved if you clicked a Save button prior to doing this.

You can access the User Guide by clicking on the User Guide link. The User Guide will open in a new window.




2.1 Home Page

.~ . X B Links to enter a new Travel
X7 Seattle Police Department  Travel Training System LTEsE | Training Request or a new

Y e B Expense Report

xpacrin Clairn Farm Appr

rome

I Link to view form

PTNumber Secial

1.1 Link to edit form
.
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Travel Trameng Requist 106 s you a09roue 107 (waancat NNt dpee oval)
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LUTES S kPt BRaanss | OWDL2012
Ry 53 = 12 ¢ 8152012 08202092 ) A:

Subemitted
DatelTime

The home page shows links to enter a new request and a new expense report. The link to enter a new request (Enter a
new Travel Training Request Form) will take you to the first request screen you have to enter (see 2.2.1 Create New
Request). The link to enter a new expense report (Enter a new Expense Claim Form) will take you the expense report tab
(see 2.3.1 Create New Expense Claim Form) so that you select the request you wish to enter the expense report for.

In addition, if you have any requests or expense reports to approve a third link will appear (You have requests/expense
reports to approve). This link will appear in red and will take you directly to the Approvals home page so that you can
select the item you wish to approve.

The Home page can display the following lists:

e Requests created by you or for you

Expense Reports created by you or for you

Requests for units you approve for

Expense Reports for units you approve for

Travel Training Requests for Captain’s Training Committee ($500 and over)

You will only see a list if there are travel training items that pertain to you (see above). In addition, you will have the
option to edit requests/expense reports that have not been approved if they are listed.

If an item has not yet been approved, the Edit link will be displayed; if the item has been approved, the View link will be
displayed. If you need to electronically sign the request, the Sign link will be displayed (this only happens if Fiscal needed
to remove your original signature but not any subsequent approvals). To select one of these items, simply click on Edit in
the row of the item you wish to edit. If the item has already been approved, click on View to see the printed form of the
item. To sign the item, click on Sign to do so.

The next approver field will show the approval role that is designated as the next required approval. If this field shows
APPROVED, then the request or expense report is waiting for SPD fiscal processing. Once the fiscal department has
processed the item, it will no longer appear on the Home page.
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The list for the Captain’s Training Committee has some special functionality. See 2.7 Captain’s Training Committee for
more details.




2.2 Requests

The Requests page displays all requests created by you or for you. If a request has not yet been approved, the Edit link
will be displayed; if the request has been approved, the View link will be displayed.

To find a particular request, enter all or part of the PTNumber, Serial, Name, or Description in the Search field and click
the Go button. The next approver column will show the role of the next approver (e.g. Unit Command). If the request is
waiting for fiscal processing, the next approver will be APPROVED. Once Fiscal has processed the request, the next
approver will be FISCAL PROCESSED or REGISTERED and the request is basically complete.

To clear the search, click the Reset button. Use the Display drop down to select the number of rows to display on the
screen.

The Download link in the lower left can be used to download the contents of the screen into Excel.
To work on an existing request that has not been submitted, click on the Edit link. The travel form detail page will be

displayed (see 2.2.3 Travel Form Detail Screen) and you can then navigate to the section you need to update. If the
request has been submitted, the View link will display the city request form in another window.

Once the SPD Fiscal department has processed the request and an advance check was requested, the date the check
will be ready will appear in the right most column.

Home Requests Expense Claim Form Approvals Reports Fiscal Maintenance
i
New Request link
Travel Training - Request I .
e Enter a new Travel Training Request / Search field ?5
™) Search| ~ | Display[15  |&| (Go) (Reset) . : User Guide
7 ‘ Il L 8] 2\ View link
Travel Training Requests for you or by you
Event Event Payment Last Last Next Advance
PTHumber Serial Nam Description Start End Due Approver Approver Approver Check
Date Date Date "7 Date ) Ready
BIANCA FISCAL
View 1200001 7284 LUTES, BIANCA Site visit-1APro  08/13/2012 08/17/2012 LUTES 08/07/2012 PﬁOCESQED
(7284} i
BIANCA
e | 20ga: | EUTES, S~ Fnat — FISCAL
fiew 1200006 7284 TestingFiscalChangingRequest a 08/16/2012 08/18/2012 :.;{;is 08/20/2012 PROCESSED
e J
BIANCA FISCAL
View 1200008 NoMName, Na Serial NoSerialClass 08/13/2012 08M17/2012 LUTES 08/21/2012 PRHOC.EQQED
(7284} e
Annies IManicure i
View 1200009 NoName, NoSerial éalcn ’ 08/20/2012 08/27/2012 LUTES 08/21/2012 REGISTERED
" (7284)
BIANCA
limsas 490nnNn4n NMAahlama NMAQarial Ahant NOMEMN4AD NnomMmnNnnN4An Lree noMm4inn4n pCchleTCcoeEn

You can create a brand new travel training request by clicking on the Enter a new Travel Training Request link on this
page or the Home page.



2.2.1 Create New Request

Click the Enter a new Travel Training Request Form link on the Home page (see 2.1 Home Page) or Enter a new Travel
Training Request link on the Requests tab (see 2.2 Requests).

The first screen you will see is the requestor screen (see 2.2.2 Requestor Screen). Once you have filled out the requestor
information and saved, the Travel Form Detail Screen (see 2.2.3 Travel Form Detail Screen ) will be displayed. You can
then select the appropriate sections to fill out by clicking on their associated Edit button depending upon the nature of your
request.

2.2.2 Requestor Screen

This is the first page you need to enter when creating a new request. It is also used to edit requestor information for pre-
existing requests.

A e
4 »

% Seattle Police Department Travel Training System LUTESB Logout
Home | Requests Expense Claim Form Approvals Reports Fiscal ba1ai|1tgnance
Employee Information [ cancel )( Create )

Enter the traveller's serial number. If the serial is unknown, use the lookup tool to the right of the Serial field. If
there is no serial, enter the fields manually.

Serial; | @
First Name -;Lzarate‘l:ame: s
City Employee ID [ 1
Work Phone: ‘ Other Phone: 1
Union Local # | ] Serial field

Enter the requestor’s (aka traveler/trainee) serial number in the Serial field. If you do not know it, you can look it up by
clicking on the arrow adjacent to the field. This will display a search screen where you can enter part of the requestor’'s
name and select the requestor from a list. Once the Serial has either been selected using the Lookup tool or entered
manually and tabbed to then next field, all associated fields (First Name, Last Name, City Employee ID, Work Phone) will
be displayed automatically. These fields can be typed over if the information needs to be changed. Union Local # and
Other Phone will have to be entered manually.

In addition, if the requestor does not have a serial number (e.g. is not an SPD employee), you will have to enter all the
fields manually.

Once you are done entering the new requestor, click the Create button. If the request has already been entered and you
are editing the requestor information, the Apply Changes button will be displayed. This button will need to be clicked to
have the changes saved.



2.2.3 Travel Form Detail Screen

Once you have saved the requestor information, this is the next screen that will be displayed. It is also the screen that is
displayed when you edit an existing request.

&% Seattle Police Department Travel Training System LUTESB Logout
ke
Home | MERREEIN  Expense Claim Form || Approvals | Reports | Fiscal | _MUaintenance |
Home > Travel Requests » Travel Form Detail
r r fiel ~
Creator field Accounting Information ( Edit
Creator: LUTESB INCOMPLETE
Requestor Information \ﬂ) Event/Class Vendor Information { Edit )
Summary Y
Employee number. 30041028 4— Information COMPLETE
Union local #: Registration Expense Information ( Edtt )
First Name: BIANCA INCOKMPLETE
Last Mame: LUTES :
2 i (| Edit
Serial 7284 Estimated Expenses )
Nork phone % (206)615-1968 NENEER
FAX/pager/cell #: Travel Justification ( Edit )
NOT ENTERED
Type of Travel/Attachments (Edtt )
INCOMFLETE
Travel, Event or Class Information (eqtt ) \ BeleteEnike Saquest) r_Next )
INCOMFLETE
Additional Travel, Event or Class Information | Edrt"}
INCOMFPLETE Next button
Lodging/Meal Expenses ( Edit )
INCCMFPLETE

This screen is used to navigate to the various sections of the request. In addition, the Windows ID of the request creator
will be displayed. Navigate to a particular section by clicking the Edit button next to the section title. Once the section is

completed, summary information will appear under the sections title. In addition, the Windows ID of the request creator
will be displayed.

Once you have completed all the necessary sections, click Next to submit the request for approval. If you have not

completed the required sections, you will receive an error message which will state which sections still need to be
completed.

If you need to delete the request prior to submitting it for approval, click the Delete Entire Request button.
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2.2.4 Type of Travel/Attachments

This screen is used to enter information regarding the type of travel and attachments.

@Seattle Police Department Travel Training System LUTESB Logout
Home ! Requests Erxgenrs”er(}lairrn Formr | Approvals | ngorts } Fisgal Mqin@en;n;g

Basic Request Information

Event Event Travel Travel

Requestor Event Name Start | End| Siar End

LUTES, BIANCA

Type of Travel ( Canceb‘Back) Apply Changes)

* Reason for travel: |l B

Registration form: | No vJ

Attachments ( CreateAttachment )

All attachments listed are saved to the database for this request.

Mo data found

Select the reason for the travel from the drop down list. If a Registration Form is to be attached, select Yes from the drop
down list next to Registration form.

If you have any attachments (e.g. *.doc, *.docx, *.pdf, *.xls, *.xIsx, *.msg, *.txt) to add to provide additional information
regarding the request, you must first have them saved either to your desktop or a network location where you can access
them. To attach them to the request, click the Create Attachment button.

/= Add/EditDelete Travel Attachments - Windows Internet Explorer provided by Seattle Police Department @@

Add/EditDelete Travel Attachments Close )| Create )

Attachment Description [

File Browse... [ ‘ Browse...

Attached Files
This is a list of current attachments for this request. Click the Close button to refresh the list on the main page.

No files found

Enter a description of the documentation (e.g. registrationform) in the Attachment Description field. Click the Browse
button to navigate to the documentation. Once you are ready to upload the information click Create. This will upload the
information and blank out the fields so that you can upload more documents to associate with this request. Once you are
done uploading, click the Close button. This will cause the Attachment window to close and refresh the attachment
information on the main screen.

Once you are done completing the Type of Travel and attachment information, click the Apply Changes button to save the
information to the database.

11



A confirmation message will be displayed (“Did you remember to attach a training/conference brochure and/or completed
registration form if applicable?”). If you click OK, the save will continue. If you click Cancel, the original screen will be
displayed, giving you a chance to save the appropriate attachments.

12



2.2.5 Travel, Event or Class Information
This screen is used to enter information regarding the class or event for the particular request.

e

&% Seattle Police Department Travel Training System  Lutess Logou

g

Home Requests Expense Claim Form || Approvals Reports Fiscal || Maintenance |

Lookup Tool

Basic Request Information

: Event Event Travel Travel
Requestor Event Name Start End Start End

LUTES, BIANCA GOVT ACCTG & AUDITING CONFERENCE  04/19/2012  04/20/2012

Calendar Tool

e

TcelBack ) Apply ‘:PWQ{)

Travel, Event or Class Information

* Eyenticlass name: [JSOVT ACCTG & AUDITING CONFERENCE |

¥ Citi/Location; [TACOMA

# state: (WA | zip Code:|

* EventiClass Start Date: (0411912012 |3

* Event/Class End Date: |04/20/2012 | &
Additional Class/Certification Information
Hours | | Ocerification O Re-certification © Cantinuing Education

FBI Training? |
WSCJTC Training? []

If you think the event has already been entered (e.g. for someone else’s request), you can search for it by clicking on the
Lookup tool. Once you select it using the Lookup tool, most associated fields will be filled in. You can type over them if

you need to.

In addition, you can navigate to a date using the calendar tool, located to the right of the Event/Class Start Date and
Event/Class End Date fields.

The Additional Class/Certification Information section is used to enter data so that it can be part of your training record.
This information will be forwarded to the Training Section. You can indicate if this event/class would qualify as training
hours and how many in the Hours field. If this event/class is for certification/re-certification/continuing education, click the
appropriate radio button. If the event/class is provided by the FBI or by/through the Washington State Criminal Justice
Training Commission (WSCJTC), click the check boxes provided.

When all the information has been filled out click the Create button (for new requests) or Apply Changes button (for
existing requests).

13



2.2.6 Additional Travel, Event or Class Information
This screen is used to enter information regarding the class or event for the particular request.

1355

&% Seattle Police Department Travel Training System  WEsS Logou

oty

Home Requests | Expense Claim Form | Approvals | Reports‘ Fiscal || Maintenance
Basic Request Information
Event Event Travel Travel
Requestor Event Name
< Start End  Start End

LUTES, BIANCA GOVT ACCTG & AUDITING CONFERENCE  04/19/2012  04/20/2012

\

{ C}ancevBack')‘ Apply Cﬁéngeé)

Additional Event Information

Travel packet Required

Packet pick-up date; |

Primary mode of travel Calendar Tool

Travel Start Date: |

Travel End Date:

If there is a travel packet required, select Yes in the Travel packet Required field and enter a Packet pick-up date.
Select the travel mode from the drop down list and enter the Travel start and enter dates.

You can navigate to a date by clicking on the Calendar tool to the right of the field.

When all the information has been filled out click the Create button (for new requests) or Apply Changes button (for
existing requests).

14



2.2.7 Lodging/Meal Expenses

This screen is used to enter information regarding the any requested lodging and/or meal expenses.

X7 Seattle Police Department Travel Training System LTS8 Loge
Hoton Exponse Clam Form Appcovals Repons Fsoal NIrsenance

Basic Requast nformanon

Event
Stant
LUTES, BMCA GOVT ACCTG & ALOITIMG CORFERENCE Jar32012 O

Trovel Trawved

SESTION Evant Name
ReGuesto Evant Name start  End

Lodgung Expense Ao

/

Meal Alowance Breakdowmm

Breakfast
Lunch

Dinner

Baal A

ofal Federal cast 0.00

® Lodging Required — Click Yes if you will be requesting lodging expenses. Once you click Yes, the Number of nights
field will appear (directly under International Lodging).

Mumber of nights: [0 ) ) )
Enter the number of nights requested. The amount will automatically be calculated and
entered in the appropriate Lodging Allowance field.

@ Conference/Other lodging rate — Click Yes if you have a “special” conference rate (e.g. $100 per day for conference
attendees or special rate for government). Once you click Yes, the Conference/Other rate field will appear (directly under
Select Runzheimer City:).

Conference/Otner rate: Enter the number of nights requested. The amount will automatically be calculated
and entered in the appropriate Lodging Allowance field.

® International Lodging — Click Yes if you will be requesting lodging outside the United States. Contact the SPD Fiscal
department for the correct rate to use.

@ You only need to enter these fields if you will be requesting lodging and you do not have a conference or international
rate. Select Yes if you have checked the Cross Reference Table (you can do so by clicking the Cross Reference Table
link located to the right of the field). Click the arrow next the Runzheimer City field to select the appropriate location. The
Daily Lodging rate will be calculated automatically. The amount will automatically be calculated and entered in the
appropriate Lodging Allowance field.

® You only need to enter these fields if you will be requesting meal expenses. Generally you will not need to change the
Federal Per Diem meals (it defaults to Yes). Contact the SPD Fiscal department if you are not going to use the Federal
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Per Diem meal rate or if you are going to use the Federal international meal rate. Select the appropriate Federal Rate city
from the list (by clicking on the arrow). For more information on which city to pick, click on the GSA Federal Per Diem
County Lookup link directly above the Federal Rate city field. The Daily Fed. Per Diem rate will be automatically
calculated. Enter the amount of Breakfasts/Lunches/Dinners you will need. The amount will automatically be calculated
and entered in the appropriate Meal Allowance field.

® These fields are for informational purposes only. You will not be able to enter any information other than checking the

box if you wish to have the amount advanced to you. Totals will only appear if amounts are entered in areas ® or ®.
Example:

Cash Cash Advance Checkbox
Advance
Lodging Allowance

Total lodging cost: 675.15 4|

When all the information has been filled out click the Create button (for new requests) or Apply Changes button (for
existing requests).

You will see a confirmation message (“Please check the box if you want an advance for the lodging.”). If you click OK, the
information will be saved and you will be returned to the Travel Detail screen. If you click Cancel, you will be returned to
the Lodging/Meal Expenses screen and have the opportunity to check any appropriate boxes to request advance
payment.
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2.2.8 Accounting Information
This screen is used to enter charging and approving organization information for the request.

&7 Seattle Police Department Travel Training System wress Lo

Home Requests Expense Claim Form Approvals Reports Fiscal Maintenance

Basic Request Information

Event Event Travel Travel
Start End Start End

LUTES, BIANCA GOVT ACCTG & AUDITING CONFERENCE  04/19/2012 04/20/2012

Requestor Event Name

Lookup Tool

Accounting Information CancelBack J|_Apply Changes ) /
If you have a project, selectit by clicking on the Lockup tool to the right of the Project field.

If you do not have a preject, selectthe paying org by clicking on the Lookup tool to the right of the Paying Org
field.

Project 1 ii@
vity :‘ ;J

Paying Org & |

Actiy

* Approving POrg [P8830
Additional Approval Information (if applicable)

O s this request funded hy a grant?

O s this request funded by the Foundation®?

O Does this request need to be approved hy the Captains’ Training Committee?
O s this request funded by Federal Forfeiture dollars?

O None of the above

If you have a project this event/class will be charged to, select it from the Project list (by clicking on the arrow). Any
activity and paying org fields will be entered automatically. To clear this selection, select ~no project~. If the project is
not on the list, contact the SPD Fiscal department.

If you do not have a project, select the paying org from the Paying Org list (by clicking the arrow). To change this
selection, either select another paying org or make a selection from the Project select list. If the Paying Org is not on the
list, contact the SPD Fiscal department.

The Approving POrg defaults to the POrg of the creator of the request. You can type over it if you need to.
You only need to fill out the Additional Approval Information if the request will be:

Funded by grant

Funded by the Foundation

Approved by the Captains’ Training Committee

Funded by Federal Forfeiture dollars

If you select one of the above in error, select None of the above to cancel the selection.

When all the information has been filled out click the Create button (for new requests) or Apply Changes button (for
existing requests).
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2.2.9 Event/Class Vendor Information
This screen is used to enter vendor information for the request.

&% Seattle Police Department Travel Training System Lutess Loga

‘V,“:( WA

Lookup Tool

e

Basic Request Information

Event Event Travel Travel

Requestor Event Name Start End Ry et
LUTES. BIANCA GOVT ACCTG & AUDITING CONFERENCE  04/19/2012 04/20/2012

{ Cance‘u‘Back), 501y Changesj

Vendor Information

| @)

* \Jendor name: |Vendor

* Iiailing address: 5123 f4ain Street |

* City: |Bellingham |

* 7ip Code]98333

* State: |\WA

If you think the vendor has already been entered (e.g. for someone else’s request), you can search for it by clicking on the
Lookup tool. Once you select it using the Lookup tool, most associated fields will be filled in. You can type over them if

you need to.
When all the information has been filled out click the Create button (for new requests) or Apply Changes button (for

existing requests).
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2.2.10 Registration Expense Information
This screen is used to enter registration information for the request.

&% Seattle Police Department Travel Training System Luress Logou

ey

Home | MG Expense Claim Form | Approvals | Reports | Fiscal Maintenance

Basic Request Information

Event Event Travel Travel
Start End Start End

LUTES, BIANCA GOVT ACCTG & AUDITING CONFERENCE  04/19/2012 04/20/2012

Requestor Event Name

Registration Expense information (_CancelBack )(_Apply Changes )

Does registration need to be paid in ‘N )
advance by the departmentto the vendor? "0 Calendar Tool

Payment amount: ‘

g - =
Will Fiscal pay the registration? | Yes |

Select Yes from the drop down list if there is going to be a cost to the department and if the registration needs to be paid
in advance.

If there is a registration cost, enter the cost and due date. You can use the calendar tool to the right of the field to
navigate to a due date or enter any pertinent remarks (e.g. ASAP).

Generally SPD Fiscal will pay for the registration, so this is the default value.

When all the information has been filled out click the Create button (for new requests) or Apply Changes button (for
existing requests).
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2.2.11 Estimated Expenses
This screen is used to enter estimated expense (e.g. air, rental car) information for the request.

S
N
%

&% Seattle Police Department Travel Training System wess Lo

LU CERY  Roquests Exponse Claim Form Approvals Regports Fizcal Maintenance

Home > Travei Reguests » Trave! Form Delad » Estimated Expenses

Basic Reguest Informaton

Event Event Travel Travel
Start End Start  End

LUTES, BIANCA  GOVT ACCTG & AUDITING CONFERENCE  04/19/2012 042072012

Requestor Event Name

Estimated Expenses | CancalBack J. Apgly Changes )

Cash Advance

Checkbox
Aircost. 0
lon: 10
Beookmatenz| cost: (0
Kiscellanesus cost (0
Rental Car
Enter the days the rental caris requasted for and the syslem will calculate the Allowable
aligwable cost perfiscal agreemens if you need to have 3 different cost, type amount
over the amaunt of the Total Car Rental Cost Includa an explanation In the Rental
Car Justification fisld entered by
SPD Fiscal

MNumder o1 Cays for
Rental Car

013l Car Rental cost.

Reantal Car Justification

If there is additional anticipated costs for air, other transportation, books/materials, and/or miscellaneous, enter them on
this screen. You can also request to be advanced funds for other transportation, books/materials, and/or miscellaneous
by clicking the Cash Advance checkbox associated with the item. Enter any comments regarding other transportation,
books/materials, and/or miscellaneous in the Additional Comments field to the right of the item.

You can request rental car charges on this screen. The allowable amount is entered by the SPD Fiscal department.
Once you enter the number of days for the rental car, the Total Car Rental cost will be automatically calculated. If you
request a rental car, the rental car justification field will be required.

When all the information has been filled out click the Create button (for new requests) or Apply Changes button (for
existing requests).
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2.2.12 Travel Justification/General Comments
This screen is used to enter justification for the class/event/travel expenses and/or general comments regarding the
request.

i

o

&% Seattle Police Department Travel Training System Luress Lo

G

2

¢

Home | Requests | Expense Claim Form Approvals | Reports Fiscal |

Basic Request Information

Event Event Travel Travel
Requestor Event Name start End Start End

LUTES, BIANCA GOVT ACCTG & AUDITING CONFERENCE  04/19/2012  04/20/2012

Travel Justification/General Comments | CancelBack )| Apply Changes )

Enter information for the Captaing’ Training committee or Forfeiture funds request here.

If requesting Captains’ Training Committee or Forfeiture funds, a justification is required. Enter the justification here.

You are allowed up to 4000 characters. Once you start typing into the field, a counter will appear in the lower left hand
corner. If you have additional documentation, add it as an attachment (see 2.2.4 Type of Travel/Attachments).

When all the information has been filled out click the Create button (for new requests) or Apply Changes button (for
existing requests).
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2.2.13 Submit Request for Approval

Select request from either Home page or Request screen by clicking the Edit link next to the desired request. The Travel
Form Detail screen (see 2.2.3 Travel Form Detail Screen ) will be displayed. Click the Next button.

&% Seattle Police Department Travel Training System LUTESS Logeut

Home Expense Claim Form || Approvais Reports Fiscal |/ Maintenance
Basic Request information cancevBack
Event Event Travel Travel
Requestor Event Name Start End Start  End

LUTES, BIANCA GOVT ACCTG & AUDITING CONFERENCE  04/19/2012 04/20/2012

Estimated Expense Summary
Total ESTIMATED EXPENSE to be approved: $123.00
Total CASH ADVANCE given to employee  $0.00
Total FEDERAL MEAL PER DIEM allowance given to empleyee
Total EVENT PREPAYMENT expense to be made by accounts payable: $123.00
Combined Total CASH ADVANCE and FEDERAL PER DIEM expenses

View City form

Cash Advances: | understand that | must submit 3 fully temized CLAIM FOR EXPENSES. accompanied by any unexpended portion of this
advance, on or before the 15th calendar day following the above traveliclass end date, in conformance with the provisions of RCW

42.24 150, | understand that any advance not fully repaid or accounted for in the time and manner specified herein, Shall bearinterest atthe
rate of ten percent per annum from the date of the default until paid, | authorize the City to withhold from my wages that amount necassary to
reimburse the City of the acvance In the event 1 13il 10 meet the Critena descnbed above, (See RCW §§ 42,24 120 - 42 24 150, which
address cash advances for travel )

Education Assistance: | understand that | must repay the City the full amount of the advance if | fail to receive 3 grade of 'C” or better, or if
the course does notrequire a format system of grading, an official record of satisfactory completion. | hereby authorize the City to withhold
from my wages that amount necessary o reimburse the City for the advance in the event ! fail to meet the critena described above.
aspects of this training

om this travel reguest

By checking this box | hereby agre

request to include. but not limit:
with the Seatlie Police Department, City of Seattie. and'or any third parties

Employee Signature: Date:

{_Submt for Agproval

| View request
form

Checkbox to
accept

Once you have read the expense summary and associated verbiage, click the checkbox to the right of the red wording to

accept. If you would like to review the form, you can click on the View City form link.

The Submit for Approval button will only appear after the checkbox has been checked. Click the button to submit the

request for approval.
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2.3 Expense Claim Form

You can navigate to the Expense Claim Form home page by clicking the Enter a new Expense Claim Form link on the
Home Page (see 2.1 Home Page) or the Expense Claim Form tab. This page allows you to create expense claim form
and displays all expense reports created by you or for you. It potentially will show two lists; one with all the expense forms
you need to create and one with all the expense forms that you created or have been created for you.

 Seattle Police Department Travel Training System Lurese Logou

Home Reguests Expense Claim Form Approvals Reports Fiscal Maintenance

Home > Expense Claim Form Home

Travel Training - Expense Report Menu

Travel Training Requests with no expense reports

Those items in red are overdue. Expense Reports are due within 15 days of the event/class end date. I Create Link
You will need to create an expense report even ifthere are no expenses to report.
. f S Event/Class . L
PTNumber Serial Scription Start End View orlglnal
Date Date request

Create 1200022 7284 LUTES, BIANCA1200 ehent 08/15/2012 08/20/2012 View Request Form
1-1

| ___—— View/Edit link

Expense Reports made for you or by you

EventiClass

Submit Next

Serial Name Description 7 3
Date Date date/time Approver
view®7284 | LUTES, BIANCA  ebent 08M5/2012  08/20/2012 ggfﬁ';‘fzm‘ COMPLETE
View 6481 CHOU,DANNY Chou Conference 0512212012  O5i24i2012 08232012 Exp Approver
10:58 Capt
= eon1s  namamqs | 082012012 Exp Approver
View 7284 LUTES,BBB  a 08/18/2012  08/18/2012 o093 Gt

If you have created a travel training request and it has been processed by fiscal, it will appear on the list and you will be
able to create an expense claim form for it. To see if it has been processed by fiscal, (see 2.2 Requests). To create an
expense claim form, click the Create link next to the desired request. To view the request, click the View Request Form
link.

The second list shows all expense forms you have created or have been created for you. If an expense report has not yet
been approved, the Edit link will be displayed; if the expense report has been approved, the View link will be displayed.
The next approver column will show the role of the next approver (e.g. exp approver capt — expense approver captain). If
the next approver is APPROVED or NONE REQ, it is waiting for fiscal processing. Once it has been processed by fiscal,
the next approver will read COMPLETE.

To find a particular expense report, enter all or part of the PTNumber, Serial, Name, or Description in the Search field and
click the Go button. To clear the search, click the Reset button. Use the Display drop down to select the number of rows
to display on the screen.

The Download link in the lower left (not visible in above example) can be used to download the contents of the screen into
Excel.

23



2.3.1 Create New Expense Claim Form

Click the Enter a new Expense Claim Form link on the Home Page (see 2.1 Home Page) or the Expense Claim Form tab
(see 2.3 Expense Claim Form) to navigate to the Expense Claim Form page. Once on the Expense Claim Form home
page click the Create link on the row of the request you will be creating the expense claim form on.

A7 Seattle Police Department Travel Training System LUTESB Logau

Expense Claim Form Approvals | Reports | Fiscal Maintenance |

Home > Expense Claim Ferm Home > Expense Claim Form Entry/Edit

You will need to send original receipts to Fiscal referencing PT Number 1200032 and requestor B1 LUTES . Create button

——
Expense Claim Form Entry/Edit /

( Cancelﬂ'Backw}‘,'Create"

| Ne expense reporting required ,'

QOther
Registration/ Transport. leals Paid with
Date Tuition Lodging Air Rental Car Costs (Runz.} Misc. SPD credit card?
] 11 | 1 |
IL Il L 1L |0
Description
i
=G |
Show POV Mileage Expense Calculator [] Show POV Mileage Expense

Calculator checkbox
ACTUAL EMPLOYEE Expenses incurred on the trip
no data found

C-Card Expenses, Direct-bill Expenses or Pre-paid Expenses {For information only)
fia ata TR . /

| Done |

| __ Done button

If you do not need to submit an itemized claim form, click the No Expense Reporting Required button. Enter any
necessary information on the next screen if applicable and click the Submit button.

If you do need to submit an itemized claim form, enter the date for the item and the cost in the appropriate category (e.g.
Lodging). You can navigate to the correct date by clicking the calendar tool to the right of the date field and selecting the
correct date. Enter the cost description in the Description field. To create additional lines for entry, click on the Create
button for each line needed.

All previous saved line items will appear in appropriate report sections (see example below).
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Previous saved line items

[ P TEU TR T [ T

If you have expenses that you paid for with a SPD credit card, click the Paid with SPD credit card check box. Only include
items on that line that were paid for with the credit card.

To enter mileage, click the Show POV Mileage Expense Calculator checkbox. Enter the ending and beginning odometer
values. The system will automatically calculate the mileage expense allowed. Click Create to save the mileage
information.

Show POV Mileage Expense Calculator Show POV Mileage Expense
Calculator checkbox

(=)
=N
=]
=]
=
o
®
@
@
|
m
=
=]
S
w0

Mileage Expense:

If you need to change any of the expense entries, click the Edit link next to the entry you want to change. You can then
make changes to the information and save them by clicking the Apply Changes button (which will appear where the
Create button was).

Once you have entered all expenses, click the Done button. The Done button will not be visible until at least one expense
line has been saved (do so by clicking the Create button). The next screen displayed will show you the Expense
Summary and Reimbursement Summary for the expense information you entered.

You can also enter additional class information if applicable.

Click View City form to view the city expense claim form.

If you have any expense related documents, you can attach them to the expense report. These attachments (e.g. *.doc,

*.docx, *.pdf, *.xls, *.xIsx, *.msg, *.txt) must first have be saved either to your desktop or a network location where you can
access them. To attach them click the Create Attachment button.

{= AddiEdit/Delete Travel Attachments - Windows Internet Explorer provided by Seattle Police Department Q@@

Add/Edit/Delete Travel Attachments . Clese )| Create

Attachment Description |

File Browse... | | (Browse...

Attached Files
This is a list of current attachments for this request. Click the Close button to refresh the list on the main page.

Mo fites found
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Enter a description of the documentation (e.g. lodging receipt) in the Attachment Description field. Click the Browse
button to navigate to the documentation. Once you are ready to upload the information click Create. This will upload the
information and blank out the fields so that you can upload more documents to associate with this request. Once you are
done uploading, click the Close button. This will cause the Attachment window to close and refresh the attachment
information on the main screen.

You must still submit original receipts to the Fiscal Department referencing the PT number and requestor.
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2.3.2 Submit Expense Claim Form for Approval

Select expense report from either Home page or Expense Claim Form screen by clicking the Edit link next to the desired
expense report. The Expense Claim Form Entry/Edit screen will appear (see 2.3.1 Create New Expense Claim Form).
After reviewing the information, click the Done button. The expense claim form summary page will appear.

&7 Seattle Police Department  Trave! Training System

Home Requests Expense Clsim Form Appeovals Reports Fiscal

You will need to send original receipts to Fiscal referencing PT Number 1200010 and requestor NoSerial HoName

Expense Summary

Reimbursement Summary

ACTUAL EMPLOYEE EXPENSES for this trip

Total CASH ADVANCE given to employee

Total EVENT PREPAYHENT expenses

C-CARD. DIRECT BILL or PRE-PAID expenses
Total FEDERAL MEAL PER DIEM given to employee

150.00
0.00
450.00
0.00
0.00

y Other
Rc?i‘é;ﬁm\ Ledging Air Rental Car Trzinspml (r;;sf‘:) Misc.
Costs
Total ACTUAL Expenses 10000 000 £0.00
Total CASH ADVANCE Issusd
Total EXPENSE REIMBURSED to employee 000 10000 000 50.00
Totai EXPENSES REFUNDED to the City
1-4

Total EXPENSE REIMBURSED to employee 150.00
Total EXPENSES REFUNDED 10 the City
TOTAL COST OF EXPENSE CLAIM  £00.00

Additional Class Information (if applicable)

View City form

Attachments CrepisAtiachment
All attachments listed are savad to the database for this request
You will need to send original recelpts to Fiscal referencing the
PT Number 1200010 and requestor NoSerial NoName

ne attachments feund

View City form

thatthis is atrue

- — View expense

claim form

13s been racel

Employee Signature: BIANCA LUTES

Date: 10/3/20128:41

Checkbox to accept

_Submit Expense Form For Approval | <

Submit button

Once you have read the expense summary, reimbursement summary and associated verbiage, click the checkbox to the
right of the red wording to accept. If you would like to review the form, you can click on the View City form link.

The Submit Expense Form for Approval button will only appear after the checkbox has been checked. Click the button to

submit the request for approval.

You must still submit original receipts to the Fiscal Department referencing the PT number and requestor.
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2.4 Approvals

You can navigate to the Approvals home page either by clicking the red You have requests/expense reports to approve
link on the Home page (see 2.1 Home Page) or by clicking the Approvals tab. You will only be able to see the Approvals

tab if you are an approver.

This page can display up to two lists: Travel Training Requests awaiting your approval and Expense Reports awaiting

your approval. If you have nothing to approve, you will not see these lists.

&7 Seattle Police Department Travel Training System

Home | Requests Expense Claim Form Approvals Reports

Home = Approvals

LUTESB Logout

Fiscal Maintenance

Travel Training - Approval Menu

Travel Training Requests awaiting your approval

Event/Class Event! ment [ast
PTHumber Serial MName Description End Due Approver
Date Date Date
LUTES GOVT ACCTG
Approve 7284 BI—'\NCI; & AUDITING 04/19/2012 04/20/2012 ASAP
777" CONFERENCE

I
Apl;-)i:sfrer Hour
Date Approver
Unit View
Command
1-1

The Next Approver column shows the role of the approval it is waiting for.

Click the Approve link to approve the specific item. Click View to see the city form for the associated item.
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2.4.1 Approve arequest

Click the Approve link for the request you wish to approve for.

KA Seattie Police Department Travel Training System wrese

Nevov w—y oV e

vig iatavis " Eeenttlens bebuimes webs AnaTTen
bt JOOLOIM Eanicians sane  TOVT ACCTG & ASOITING

ol 1204 COMFERENCE
{ Mame  BIANCA Eart dmes  OANI012 . 4O0IT2
st lame LUTES Locotan  TACOMA. WA
Mrooe (00415 18 Rowtal Car © ” =
b2 ol City Busiress (Exieeral)
T ire
Fay We PR

Y  Mane  Vierder Chew
Funta 00100

Adwsss Y Nakn Svew
CiySnmely  Belingham, WA %1533
[ o 3 ""-"-lw--— "o
o M Does regritistaon rewd )
] 9 D0 Pt fance? WO \
N » .t o 10
e VES . Request_
i Expannes Information . .
View City
Arcost $0.00
1 $500.00 Form

t $0.00

o $0.00

1 Previous
Approval

/ Comments

Atmatng |apestns S

pered $623.00
5 s emgloyes  $0.00
ccounts payale  $122.00

smmenty smdered Add
P Approval
i Comments
Submeed _l — Bl:l_ —c Che '4
- Approve
. Checkbox
I .y il
¥ " Flan
"--! N

The information regarding the request is displayed. You can also view the city form by clicking the View City form link.
Any comments made by previous approvers will appear in the Previous Approval/Reject Comments area. If you wish to
add approval comments, enter them in the Add Approval/Reject Comments area. Your comments will be visible to all
other approvers.
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To approve the request, click the Approve checkbox. This will automatically fill in the appropriate approval fields. Click
the Apply Changes button when you are done approving for that role. If you can approve for the next role, another area
for approval will appear at the bottom of the screen (you will need to scroll down to see it).

Once the request has been approved, the word APPROVED will appear just above all the approvals.

For more information on the approval workflow, see 5.1 Travel Training Request Approval Workflow.

30



2.4.2 Approve an expense report
Click the Approve link for the expense report you wish to approve for.

The information regarding the expense report is displayed. You can also view the city form by clicking the View City form
link.

Click the Approve button to approve the expense report.

For more information on the expense report workflow, see 5.2 Travel Training Expense Approval Workflow.
Wowws | Noqueets | Ewparan G Foow | Asprovetn | Rasers || Faes m

Watn > fociivils > Eprse Repon ALprovis

Entployae Intemation'Atcounting informasico

Employee nurber. 30041024
Seral: 7234
First Name: BIANCA
Last Name: LUTES
Work Pricne: (206]615-1963
Feason for travel. Wnternal Department Work {in system)
PTNiber. 1200020
Payirg Org % P1142
Fund#: 00100
Projest#: PF1709

o ner
Date 8"“’:‘:""“_?’“"‘ R"gl"";"::“"“ Lodgng Ar Reatal Gar T'-Zv;‘g:d ‘m"') (TS

ACTVAL EMPLCYEE Expanses

12242012 1ed3irg & M3 tp & 11 2600 500 500

12252012 maid 3p 300

Subtotal ACTUAL Expensos 25,00 500 800
C-Can Expanses 9f. S5y (nSomann 2alr)

et change 500

Sublotal C-Card (#1c) Exparaus 500

Exganse Samtary . .
Tots ACTUAL Expecsas 2000 350 [ET) View C|ty
Totsl CASH ADVANCE Ismued 20000 1000
Total BXPENSE REIMBURSED o smplayes 500 Form
Total EXPENSES REFUNDED to the Coy “Ars.0e <on

Reolmbursemont Summary

ACTUAL EMFLOYEE EXPENSES fortris ¥ip 32,00 Approve
Totel CASH ADVANGE ghven 10 omzijeo 510.00 button
Total EVENT PRESPAYMENT eapenses  00.00

C-CARD. DIRECT BILL or FRE-PAID espanses 500
Tosal FEDERAL MEAL PER DEM ghvon 10 empioyee  292.19
Toty EXFENSE REINBURSED 10 ompioyee .00

Total EXPENSES REFUNDED 1 e Oy 472.00

TOTAL COST OF EXPENSE CLAM 38315

Vi City form

Subenitred by

Carcel Bork -\um;/_/

> 5ond Back Expengo Claim (Roject)
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2.5 Reject Requests

You will need to navigate to the approval screen to reject a travel training request. This can be done either by clicking the
red You have requests/expense reports to approve link on the Home page (see 2.1 Home Page) or by clicking the
Approvals tab. For more information on approving a request, see 2.4.1 Approve a request.

You can reject any previous level of approval by clicking the reject button associated with that approval level. You will be
required to add reject comments before you can process the reject.

Once you have rejected the approval at that level, the approval information for that level will be wiped out and an email

will be sent to the requestor (the individual the travel training is for) and those that approved for the Unit Command 1 and
Unit Command 2.

Bottom of Request Approval Screen...

Add Approval ‘Re ject Comments
Add Reject
< comments
here
Submitted by CancelBack J| Apply Changes )

. CancelReguest )

Unit Command Approval 1

Job Title: [IniF0 PR Work Phone:

| Reject button
Reject ) @ for Unit
Command 1
Unit Command Approval 2
Job Title: || PRO B i'-'u"orkPhone: 206 ) Reject button for
_Reject ) ¢ Unit Command 2
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2.5 Cancel Requests

You will need to navigate to the approval screen to cancel a travel training request. This can be done either by clicking
the red You have requests/expense reports to approve link on the Home page (see 2.1 Home Page) or by clicking the
Approvals tab. For more information on approving a request, see 2.4.1 Approve a request.

Add Approval/Reject Comments
Submitted by CancelBack ) Apply Changes )
= — Cancel Request
CancelRequest ) «
== button
Unit Command Approval 1
Job Title: [/ Work Phone:
Reject
Unit Command Approval 2
Job Title: Work Phone: | (2
Reject )

You can cancel a request by clicking the Cancel Request button under the Submitted by heading on the Request
Approval page. The Cancel Screen will appear in a new Window. You will be required to enter a cancel comment prior to
completing the cancel process. Once you click the cancel request button, an email will be sent to the requestor, the
creator of the request, and unit command.

Cancel
comments

A

TERE

When you are done, click the Close button. This will close the window and also refresh the main screen. You will notice
that now the request is marked as CANCELLED and cancel information is displayed below any previous approval
information.

The request will no longer appear on your lists on the Home page but will still appear on your Requests page with the
Next Approver as CANCELLED.

If you wish to activate the request at a later date, request that Fiscal reject all previous approvals on the request.
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2.6 Reject Expense Reports

You will need to navigate to the expense approval screen to reject an expense report. This can be done either by clicking
the red You have requests/expense reports to approve link on the Home page (see 2.1 Home Page) or by clicking the
Approvals tab. For more information on approving an expense report, see 2.4.2 Approve an expense report.

At the bottom of the Expense Report approval screen, you will see the following:
rordn | Rsers = m

oo | Nocusets Enparan e Foom | A Faew

2> At > Erpese Rupon Aggionis

Entployac intoemation’Accounting infrmasice
Erployee nurber. 30041024
Saral 7284
First Name: BIANCA
LastName: LUTES
Work Phene: (206]615-1963
Famson for travel. Internal Department Work {in system)
PTHisvber: 1200020
Payieg Org # P1442
Fund# 00100
Project#: PF1T09

Meals

R o otnor
oatn e Rogauaton) | oisng Ar ReotalGar Transpect
B Tultion e eRunz)

ACTYAL EWMPLOYEE Sxpenses
121242012 1oding & maistp & 2500 520 500
12262012 raid 3p 300
Subtotel ACTUAL Expansos 2500 500 800
C-La0 Enpansies 9f%. JEar inGamanan el
e charge 500
Sublotal €-Card (uic) Exparaus 500
Expanse Sumitary
Totat ACTUAL Expecsar 2000 350 BT
Total CASH ATVANCE Issued 20000 1009
Totl GXPENSE REIMBURSED 1o smplayes 500
Total EXPENSES REFUNDED to the Coy “AraD <o

Relmbursemont Summary

ACTUAL EMFLOYES EXPENSES fortrisvp  33.00

Total CASH ADVANGE gfves 10 omzizpeo 510.00

Total EVENT PREPAYMENT ewpanses  00.00

C-CARD, DRECT BILL of FREPAD espenses 800
Toral FEDERAL MEAL PER DEM gheee 10 emzivpee 29219
Tots EXFENSE RENBURSED 1o omzlojee 0.00

Tota) EXPENSES REFUNDED %o e Oy 472.00

TOTAL COST OF EXFENSE CLARY 38315

Viww City farm

Submitted by CarcdBork ), Argeow |

= cand ek Exgenaa ciom raec 4 Reject Expense Report

Click the plus sign to view the Reject Expense Claim area. Once you enter a comment and click the Submit button, the
expense claim form will no longer appear in the approval queue. In addition, an email will be sent to the creator and

requestor with the comment you entered.

Y Send Back Expense Claim (Reject}

. Submtt )
Once you enter 3 comment and click the Submit button. the expense claim form will no lenger
appearin your approval queue. In additicn, an email will he sentto the creator with
the comment vou entered.

Reject
Comments

A

| —

The expense report will appear on the Expense Claim form page (see 2.3. Expense Claim Form for more information).
Click Edit next to the expense report you want to update. Once you are done with any updates, click the Done button to
go to the expense report submittal page. On this page you can then click the Resubmit For Approval button to resubmit
the expense report for approval (see 2.3.2 Submit Expense Claim Form for Approval for more information).
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2.7 Captain’s Training Committee

The Captain’s Training Committee reviews all requests that have indicated they require approval from the Captain’s
Training Committee. A list of requests waiting for Captain’s Training Committee approval is available both on the Home
Page (see 2.1 Home Page) and on the Training Committee tab. Both the list on the Home page and the Training
Committee tab is only viewable by those on the Training Committee (see 5.1 Approval Roles).

This list allows you to view the original request and justification (by clicking on the View link) and any associated
attachments (by clicking on the Attachments link). In addition, you can sort on columns by clicking on the column name.

Travel Training Requests for Training Commities (over $500)

Requests in redl Dave been In the queus more than 7 cays
EveniClasy EventClasy Paymant

Secial Name Description End Que
Oate Oate
ey SOUTHWORTH, JENNIFER practcal homiide mvestpation V202013 030L2013 Comments
lew KOON THOMAS practcal homcice mvessgation 0 313 CATI0I3 _Lomments
lew A WARDS. EVERETT hp Conferenca )S2B2013 08 3 TINENTE
lew EN, DONALL Mernatonal Associaben for idermfization (WAl) mernatonsl Educatonsl Conference C o8 3 Commes
low MBSON, CRAIG Annual ATF Bomb Dog Certificason 182013 Q22272013 SIS
lew ER. MATTHEW USH Basic Mechanic Course 03032013 0340872013 TINEnts
lew : IPMBA instructer Course 042772013 05012013 OMmMEnts
Ve Casforrsa Homucide iny. Conference 03082013 02112013 Comments
& Nabons! Fore: Azede " CAIN12013 Comma
lew Caiforma omicice investgators Conference od0a 02N 12013, Comnants

(L2 Preverting Crime In The Black Community 08/292013 2013 05M1¥N013 Comments
lew SWAT Basx 041472013 192013 0492013 Tents
e SWAT BASCT 04/142013 4NB2013  4-19-2013 omments
low » NVILLAN Wesgern States Hostage Negotiation Sermmnar 08/19201 0872272013 040 L2013 Comments
ew Atachments 5421  SAMSON. \ENNFER Westal\States Hostage Negotalor's Association Conferencs 05/1920/3 05222013 03162013 Comments
1.15

AN N /
View Link Attachments Link Comments Link

You can also view any previous approval comments by clicking on the Comments link. In addition you can add comments
that pertain only to the Captain’s Training Committee approval process. To do this, add your comments in the Add
Training Committee Comments text box and click the Save button. The comments appear in reverse date order (newest
first).

Basic Request information

Cose
Event Event Traval Travsl
s SUU S Stan Ena Start End

EDWARDS. EVERETT Leadership Confersnce 06/28/2013 05302013 05272013 053172013

Approval Comments
dl

01/09/2013 07:49 ANNIE WONG-Need Traning Capt to approve -
01/04/2013 14:46 COLETTE ALBERTS-Capt. Edwards wanted to review this in 2013
01/04/2013 12:21 COLETTE ALBERTS-PAPER VERSION PREVIOUSLY APPROVED

Approval Comments

Pravious Training Committe Comments

02/11/2013 14:27 MICHAEL WASHBURN-Recommend Approval < Previous Training Committee

Comments

Add Training Commitiee Commaents Save

A

Training Committee
Comments text box

These comments are only visible to those on the Captain’s Training Committee and will not be included with the regular
approval comments.
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2.7.1 Training Committee Reports

On the Training Committee tab, there are links to several reports. You can access any of these reports by clicking on the
link directly.

Reports

Captain's Training Committee Report
Travel/Training by Employee

Vendor Report

Budget Line Report

Captain’s Training Committee Report — see 2.7.2 Captain’s Training Committee Report
Travel/Training by Employee — see 3.3 Travel/Training by Employee

Vendor Report — see 3.4 Vendor Report

Budget Line Report — see 3.5 Budget Line Report
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2.7.2 Captain’s Training Committee Report

You can access this report by clicking the link on the Training Committee tab (see 2.7.1 Training Committee Reports).
This report shows all requests for a budget year that are being paid for by the Captain’s Training Committee fund. You
will need to click the Go button to run the report.

Requests are listed even though they may not have been fully approved. The status of the request is listed as follows:
Beginning/Adjustment - Budgetary amounts entered by Fiscal

Actual Travel Training - Amount from approved expense report

Approved Travel Training - Estimated Amount for approved request

Estimated Travel Training - Estimated Amount for request not yet approved

You can enter all or part of the PTNumber, Budget Name, Event/Class, Name, Serial, or Comments in the Search field
and click Go to narrow the report output. You can sort by all columns except Amount by clicking on the column title.

The report automatically defaults to the current budget year. If previous years are available, you can select them from the
Budget Year select list.

~—

A Seattle Police Department Travel Training System  Lutess Logou

S’

Home Requests Expense Claim Form

Fineal Maintenance

Approvals Reports

Home > Trginng Commmes Hors Page > Captain's Trainmg Commitiee Report

Search I Display 15 - Go Resel

/" Budget Year 2013 ~

Captain’s Training Committe Report (Project = P75328 , Activity = P75328, Org = P1160, Fund = 00100)

Beginning/Adjustment - Budgetary amounts entered by Fiscal Search field
Actual Travel Training - Amount from approved expense report
Approved Travel Training - Estimated Amount for approved request
Estimated Travel Training - Estimated Amount

Budge! Date/ Budaet Name/

Event/Class PTNumber E: gstl s';‘e"“m Serfal Status Amount Comments

Start Date Event/Class (Nams - Seriai)

01/01/2013 Chief of Staff - Sworn Travel/Training Beginning 86,388.00

report total: 8838800 Download link

Downicac €— 1

Click the Download link to download the data to Microsoft Excel. To clear the filter, click the Reset button.
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3.0 Reports

3.1 Reports Home page

You can navigate to the Reports home page by clicking Reports tab. You will only be able to see the Reports page if you
are an approver.

XA Seattle Police Department Travel Training System Lurese Looou

Home Requests Expense Clam Form Approvals Reports Fiscal Maintenance

Home > Reports Home Page

Reports menu .
e Expense Report Due x
v

e Travel/Traming by Employse

e Vendor Report

o Buoget Uine Repon

e Department Summary by Assigned Org Report
o Department Summary by Paying Org

e Travel(Training Summary by Unit Selected

e Travel/Training Summary by Unit Assigned

User Guide

This page lists links to the available reports. To access these reports, click on the desired link.
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3.2 Expense Report Due

You can access this report by clicking the link on the Reports home page (see.3.1 Reports Home page).

This report shows all requests (that have been approved by fiscal - REGISTERED/FISCAL PROCESSED) with expense
reports that are overdue. You can enter all or part of the Due Date,
Requestor (name and serial), Unit, or PTNumber in the Search field and click Go to narrow the report output.

You can also narrow the dates by entering differing dates in the Due By field. The calendar tool to the right of the field
can be used to navigate to a new date. The date defaults to the last date of the current month.

The report will show all expense reports due by the date entered in the Due By field and matching the criteria entered in
the Search field.

To clear the filter, click the Reset button.

Click the Download link to download the data to Microsoft Excel.

AA Seattle Police Department Travel Training System
-~ Rrr— (e - pr reven n
o * Liperse Rapors Ous
130720 o
Expeanse Reports Oue alll
D Datte ¥ Paqueston """_f“:"’:.’” VIl P TlemOer ‘:'m’r’:':" Download
1O42012  LUTES BIANCA (T284) (206)515-1968 #83 120000 5T
05272012 LITTLE ALVIN (sB3 & 56T 1200010 1.030.00
. .3

To print the report, click the Print button. The report will appear in a new window with the selected date range for the

report on the screen. You cannot narrow down the printed report by the Search field. In the new window click the &
button on the top row of the screen. Click the Close button when you are done to close the window.

B /7 U™ x 23 » A

Print button

SEATTLE POLICE DEPARTMENT
Fiscal Office
Expense Reports Due
Due By 11/30/2012

Requestor Estmatea

Due Date Reguestor Phone Unat PTNumDer A A

HOVIOIZLUTES, BANCA (T284 i._;': 6 15-1963 883 200001 1280 0C
: e \

PO27/2012 LUTTLE ALVIN (484]) |(206)684-4367, 77T 200013 1030 00

An expense report is due within 15 calendar days of the event end date.

39




3.3 Travel/Training by Employee

You can access this report by clicking the link on the Reports home page (see.3.1 Reports Home page).

This report shows all requests by employee during a certain time period. You can enter all or part of the Requestor
(name and serial), PTNumber or Event Date(s) in the Search field and click Go to narrow the report output.

You can also narrow the dates by entering differing dates in the From and To fields. The calendar tool to the right of the
field can be used to navigate to a new date. The date defaults to the last and first date of the current month.

The report will show all travel training requests that have been approved and processed by fiscal during the time period
entered and matching the criteria entered in the Search field.

Click the Download link to download the data to Microsoft Excel. To clear the filter, click the Reset button.

KA Seattle Police Department Travel Training System
Howe B Laperee Clam Form -w—...m

bane > y wevw Page » Tigwel Traseg by Eoguoyes
warch « Pt
10120 e 113072012 ol
TravelTraining by Engpioyes <,
Evert Hame - perests
ArQuesion & FTMumMDe Bon Evert Dates Actas
LoCaDOr Amount
MANAGING TRANING FOR A NOOERN BENCY
EDWARDS, MICMAEL (4413) 1300008 (ANIOING TRANING FORANOOERN POUCE AGENCY. yy1izoez- 1useamz 283802
Subtotat: 253582
COLIN VERNER (4920 1200000 r?Z»-TE’o 11012012+ 11832012 2,00536
Subtotal 200458 Download
GRAND TOTAL: 454100
aa 4— . n

To print the report, click the Print button. The report will appear in a new window with the selected date range for the

report on the screen. You cannot narrow down the printed report by the Search field. In the new window click the &
button on the top row of the screen. Click the Close button when you are done to close the window.

]

87U x Print button
SEATTLE POLICE DEPARTMENT
Fiscal Office
Travel/Training by Employee
From 11/01/2012 to 11/30/2012
Requestar P Thumber B e Evert/Class Dates ot
Amonnt
EOWARDS, MICHAEL oo '~"‘~‘&-’-‘—Y"-‘I'-‘;'g:_:;‘l::“u.‘:r,ea-. POLICE 111172012 '.;.‘; u‘.
13 ,“A" :’_: 1717 Yo b heiaiie
= s Yo S

4920 Tot 2000 5|
GRAMD TOTAL 4581 28/

Any estimated expenses will be indicated by the notation (est) next to the line item in both the screen and printed reports.
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3.4 Vendor Report

You can access this report by clicking the link on the Reports home page (see.3.1 Reports Home page).

This report shows all requests by vendor during a certain time period. You can enter all or part of the vendor name,
Requestor (name and serial), PTNumber or Event Date(s) in the Search field and click Go to narrow the report output.

You can also narrow the dates by entering differing dates in the From and To fields. The calendar tool to the right of the
field can be used to navigate to a new date. The date defaults to the last and first date of the current month.

The report will show all travel training requests that have been approved and processed by fiscal during the time period
entered and matching the criteria entered in the Search field.

Click the Download link to download the data to Microsoft Excel. To clear the filter, click the Reset button.

A Seattle Police Department Travel Training System LUTESS

e Hecuesn Liswrna Ciatm Form ooy P Marrarares

> Trmss Trpeving Dyessaes - Vestar Hagport

Gee e bouras

1152012 gl TF v M
Vendor Report Frmt
Esttmuted
Venoor Roguestor FTNumbes Reant Ny Evurd Dates Actusl
Lacation
Aot
wee P - e B ACE N
1600 hotpendance 81 EDWANDS, MICHASL (6413] 1200008  MANAGING TRAINING FOR A MOOERN SOLICE AGENCY 111 1nie 4y __ Download
WA, OC R e Seacs Morrooa i i
Subtotat 250082

GRAND TOTAL

To print the report, click the Print button. The report will appear in a new window with the selected date range for the

report on the screen. You cannot narrow down the printed report by the Search field. In the new window click the &
button on the top row of the screen. Click the Close button when you are done to close the window.

Vendor Repont Lo
P a4 L '8 1 a & v O
B I U Xy X E A )
- = : Print button
SEATTLE POLICE DEPARTMENT
Fiscal Office
Travel/Training by Vendor
From 11/15/2012 to 11/30/2012

Vendor Requestor PTNumber !von:/::;so:‘hm Event/Class Datos ' A:::ol
|Amount

wx:cg\:t EDWARDS ‘,nc;t:_z; 4900008 et '%W;;;S;; e "::D':!sec 82

IACP Total| 2590 52
GRAND TOTAL| 2590 82

Any estimated expenses will be indicated by the notation (est) next to the line item in both the screen and printed reports.
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3.5 Budget Line Report

You can access this report by clicking the link on the Reports home page (see.3.1 Reports Home page).

This report shows all budget lines with either a beginning balance, an adjustment, or a travel training request/expense
report charged to them. The Budget Date is the last date a beginning budget or adjustment was entered.

You can enter all or part of the Title, Budget Org, Project, Fund, Activity, or Budget Year in the Search field and click Go to

narrow the report output. To clear the filter, click the Reset button.

To view the budget detail, click the report icon for the line you wish to view. The Budget Status report will display in a

separate window.

A Seattle Police Department Travel Training System

Homma Requerss Expanse Clum Farm Aporovals Repons
Mo > Baports Home Pugs > Travs Tremeg System - Budget Line Regod
Search L Ravet
Budget Records
Tute BudgetOrg Project Fund Activity BudgstYearV o
Chief of Sta® - Swom Travel/Traming P1160 00100 2013 010172012
20/20 PLAN COSTS P1100 P75320 00100 P75320 2012
Chief of Sta¥f - Swom Travel/Traming P1160 00100 2012
Captain's Training Commitiee P1160 P75328 00100 P75328 2012
Homeland Sec-Bufier Zone RRAP P1904 PJIS0C 00100 PJ180O 2012
Port Security Geant - Blue Force Tracking System P1s41 PJI778® 00100 2012 01012012
For Security Grant - ImeroictionyCommana AND conwol Vessel P1941 PJ1780 00100 2012 o13122012
ARRA « ICAC SSmulus Grant P7784 PARRA1 00100 2012
Field Suppon Agministration - Clvian TravedTraming PB800 00100 2012
information Technology Section PB830 oo100 2012
SPD - Motorcycie Drill Taam PD410 PCO185 63800 PCOt8S 2012 101072012
The Budget Status report will display in a separate window.
Budget Status _Cusn
Tithe Budget Org Profect Activity Fund Budget Year :;3’.';::?“ Amount PTNumber Comments
MANAGING
TRAINING FOR A Actusl Travel

P1100 PT5320 PT5320 00100 2012 <2.580.82> 1200005

MODERN POLICE
AGENCY

Chef of Poice

Training

P1100 P78320 PT5320 100,000 00

97,409 18

Beginning

Report Icon

v

Download link

All beginning balances, adjustments, and travel training expenses will be displayed for that specific budget line for the
selected budget year. Final travel training expenses (from an approved expense report) will appear as Actual Travel
Training. Travel Training requests that have been approved but do not yet have an associated approved expense report

will show as Estimated Travel Training.

This information can be downloaded to Excel by clicking the Download link.
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3.6 Department Summary by Assigned Org Report

You can access this report by clicking the link on the Reports home page (see.3.1 Reports Home page).

This report shows all approved requests and expense report data and some high level details by budget org during a
certain time period. You can enter all or part of the Requestor (name and serial), PTNumber, Location, Description, or
Funding Source. To clear the filter, click the Reset button.

You can also narrow the dates by entering differing dates in the From and To fields. The calendar tool to the right of the
field can be used to navigate to a new date. The date defaults to the first day of the year and last date of the current
month.

Hima ooty Capwone Culm Farw Approvals Flacwl Yanranance
Homme > Poeperts Home age > Daparisect Susvnary by Assaynud Org Bapont
Search Go Reset
—_— -
FIOTE 420112012 o "% 122002 e
Capartment Summary by Assigned Org Report Frie
Acdmonal
Car Moal: Total Funding
a ‘
Name TNumber Date Location Description Alrfare Rental L Rogistration Other ?ol;;v;atuu Trip Costs Source
PE330 Info LUTES
Technciogy BIANCA 1200020 OUITE0N Do T R ey  S000 3000 $000  $0.00 $000 $1.358219 3000 Grant
Oporations (7284) y Conso
Yotal: $0.00 $0.00 $0.00 $0.00 $0.00 $135219 $0.00

report total: $0.00 $0.00 $0.00 §0.00 $0.00 $135219 $0.00
Downiosa 1-1

Click the Download link to download the data to Microsoft Excel.

To print the report, click the Print button. The report will appear in a new window with the selected date range for the

report on the screen. You cannot narrow down the printed report by the Search field. In the new window click the &
button on the top row of the screen. Click the Close button when you are done to close the window.

B § .- ’ Al g Print button

.

SEATTLE POLICE DEPARTMENT
Fiscal Office
Department Summary
By Assigned Org

From 12/01/2012 to 12/31/2012

| AP . Toas
hasm Pierde  Des Latatan Denerption

Guet ! Cavrn |

P83 7Yl TauheEgy LTER BANCS (7386 1300000 |e1rrapiy e Deys NEra rassant ety
oo A Corsamaan
4 4 { : 4 4 d { 4 +
P8RS Inde Tacnnokgy M'lﬂyn:; 00 o o o yu2 18
o

GRAND TOTAL! | | | o 50l e TN
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3.7 Department Summary by Paying Org

You can access this report by clicking the link on the Reports home page (see.3.1 Reports Home page).

This report shows budget line information including beginning balances, adjustments and approved request and expense
report information by budget type. You can enter all or part of the Budget Type (e.g. Bureau, Grants), Bureau Name (e.g.
Field Support Bureau), Budget Line name (e.g. Information Technology Section), Budget Org (e.g. P8830), or Project (e.g.
P12345). To clear the filter, click the Reset button.

You can also narrow the dates by entering differing dates in the From and To fields. The calendar tool to the right of the
field can be used to navigate to a new date. The date defaults to the first date and last date of the current month.

Homa Sequests Expense Claim Form Ahporoeals Reports
Horme > Topons Hooe Pagn > Depanment Sammady by WOW
Seanth Go Rase
—_— —
From 01012012 T 12312012 &
Department Summary by Paying Org Pyt
Bureau - Police Administration Bureau
Project Original Budget Adjusted  Totsl Remaining
Budget Adjustment Budget Expenses Budge!
P1160 Captain's Traming Committes P75328 50,002.00 000 S000200 200556 4799544
#1160 Crief of Saff - Sworn Travel Training §5.001.00 000 5500100 1385400 41.147.00
105,003.00 0.00 105,003.00 1585956 89.143.44
Bursau - Field Support Bursau
Project Orniginal Budget Adjusted  Total Remaining
Buaget Adpistmant Budget Expenses Buaget
PRS00 Fiedd Supporn Administration - Crvilan Travel/Traming 80,003.00 000 %50.003.00 107793 4892507
$0,003,00 0.00 50,003.00 107793 4802507
Donations
Project Original Rudget Adjusted  Total Remaining
Budget Adjustmant  Budget Expennes  Budget
PD410 SPD - Motorcycis Ol Team PCO185 1.000.00 500.00 1,500.00 000 1.500.00
PD410 Comm. Partnerships: Seattie Pol. Expl Post PC0005 0.00 500000 500000 1,030.00 3.970.00
P1941 Port Secunty Grant - Blue Force Tracking System P78 2,000.00 000 200000 0.00 2.000.00

Click the Download link to download the data to Microsoft Excel.

To print the report, click the Print button. The report will appear in a new window with the selected date range for the

report on the screen. You cannot narrow down the printed report by the Search field. In the new window click the &
button on the top row of the screen. Click the Close button when you are done to close the window.

Dapartment Summary by Paying Ovg Report (Crse

Print button

SEATTLE POLICE DEPARTMENT
Fiscal Office
Department Summary by Paying Org
From 01/01/2012 to 12/31/2012

CrgrUna Name Ehopmi m: L W ] ‘;""’_‘“ !ll“ Rer "'_""

' 5’:;:?;“‘::’&'“:‘ | 71962 Captairs Tranieg Commetes 1”5:::; 0002 00 ol s002 L\:} 200858 47 99;7;‘
p"‘*f,:‘f;f’:i:::;""" ‘ I %001 00 20 56001 0af 12,08 00| 4114700

by "‘*".‘muy“[ 1‘:5 003,00 201108.000.00] 18,095.86] #8.143.4¢

a""‘fé::":“‘”". FMWJ;':?:,"‘:“:';’::;; it \ \ 0003 90 | 5006300 107783 4a82007
| Buresu - Fieid Support Bureeu Total| | 50,003.00 00 20.00300 107763 &883507

'
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3.8 Travel/Training Summary by Unit Selected Report

You can access this report by clicking the link on the Reports home page (see.3.1 Reports Home page).

This report shows approved travel training requests/expenses per Budget Org. You can enter all or part of the Budget
Org (number or name), PTNumber, Description, Date, Location, or Requestor (name or serial). To clear the filter, click the
Reset button.

You can also narrow the dates by entering differing dates in the From and To fields. The calendar tool to the right of the
field can be used to navigate to a new date. The date defaults to the first date and last date of the current month.

KA Seattle Police Department Travel Training System LTRSS (ogsd

Hame Requeets Eajporse Clam Furm Aperrvein Fiseal Malrtanance

Hame > Hepoms Hare Page > Travel Trameg Summary by Usdt

Soearch Go Resat
C— I

From: 11012012 gl 7% na00n2 s

TravelTraining Summary by Unit _Prant
P1100 20/20 PLAN COSTS
Total
FTNumber Description Location Date Requestor Expenses
- MANAGING TRAINING FOR A MODERN " 11142012 - EDWARDS, MICHAEL e ’
1200005 poLICE AGENCY wa.ne 11162012 (4413 250042
Total: 2.590.82
P1160 Captain’s Training Committee
Yotal
FTNumber Description Location Oate Requestor Expenses

sAARAAn P Poiious 1S 11012012 - At Has RO NRIS (ARARS N ARE S0
Click the Download link to download the data to Microsoft Excel.

To print the report, click the Print button. The report will appear in a new window with the selected date range for the

report on the screen. You cannot narrow down the printed report by the Search field. In the new window click the &
button on the top row of the screen. Click the Close button when you are done to close the window.

Summary Repon by Una Cree

B 1 Y = x x ; £ w v A"

)y Print button
SEATTLE POLICE DEPARTMENT

Fiscal Office

Travel/Training Summary by Unit

From 11/01/2012 to 11/30/2012

| Totsl
.rnunm' Oescriphion ‘ Date | Location ' Requestor ,"P‘""‘,
MANAGNG TRANNG FOR
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3.9 Travel/Training Summary by Unit Assigned Report

You can access this report by clicking the link on the Reports home page (see.3.1 Reports Home page).

This report shows approved travel training requests/expenses per the requestor’s assigned unit. You can enter all or part
of the Assigned Unit (humber or name), Budget Org (number or name), PTNumber, Description, Date, Location, or
Requestor (name or serial). To clear the filter, click the Reset button.

@ Seattle Police Department Travel Training System LUTESB Logout

Hema Hegoaeny Lrpanne Clam Farm Apgreals Fiseal Martanaice

Horss > Flegons Home Page > Treved Trasng Summaty by Assigned Unt

Search Go | | Raset |
£ From 41012012 i 7o 1130002 &l
Travel Training Summary by Assigned Uit Print

No Aasigned Unit

Total

Charged Unit PTNumber Description Date Locstion Requestor Expenees
P1160 Chief of Staff - Swomn - a 11122012 - . MCAMILLAN, DENISE
TravelTt 1200018 Reaiks traming 11122012 Honolulu, Hi (6937) 000
Charged Unit Total: 0.00
m Homeiand Sec-Buffer Zone 1000015 Relki aing }I}iﬁ'{,}i 3 Honokulu, Hi :‘g;’:w" DENSE 45 eq38e
Charged Unit Total: 15.543.54

Total: 15,543.54

Click the Download link to download the data to Microsoft Excel.

To print the report, click the Print button. The report will appear in a new window with the selected date range for the

report on the screen. You cannot narrow down the printed report by the Search field. In the new window click the &
button on the top row of the screen. Click the Close button when you are done to close the window.

Summary Report by Unt Assigned Cose |

RBAR acG—L A P @O=9 0

SR Pl Rl IR liid B B A R)S Print button

_1 . ) 1P B @ % sowce

SEATTLE POLICE DEPARTMENT
Fiscal Office
Travel/Training Summary by Unit
From 11/01/2012 to 11/30/2012

! | Total Charged
If‘mumbu. Description Date [ Location Reguestor & il Unit
[ 1111212012 P1904
| ot T ACHE & Homedand Sec-
1200018 | Relkivaming | - Honolulu b | MCHILLER DENISE | yases sy | Fomeene e
11719/2012 e RRAD
| 111122012 "IQE P1180 Cnief of
No Assigned Unit 1200015 Rulki training . Honoiulu, Hi !.*Cl-th.::;’Dl’: o 00 Stal¥ - Swom
[ 11492012 ol Travel/Training
No Assigned Unit F 1
Total 15543.54
evsas T TaTmaial BaALA Fanbminie |
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4.0 Fiscal

4.1 Fiscal Home Page
You will only see the Fiscal tab if you have fiscal authority. To access the Fiscal Home page, click the Fiscal tab.

A% Seattle Police Department Travel Training System Lutese Logou

Hooe Reguests Expense Claim Form Approvais Reports Maintenance Training Commitiee

Home > Fiscal Home Pege

Fiscal menu

ravel Training Requests nee

Travel Tralning R

ping Fiscat approva {
uests needing Fiscal Processing T

1 Approved

There are links to several pages. They are defined as follows:
Travel Training Requests needing Fiscal approval — This is a list of requests that are ready for CAO approval but must
first be looked at by Fiscal. Fiscal will need to actually approve the request to get it to the CAO level.

Approved Travel Training Requests needing Fiscal Processing — This is a list of requests that have been approved
by the DC of Travel Training and now need to either be marked as FISCAL PROCESSED or REGISTERED.

Travel Training Requests — Not Approved — This is a list of requests that have not yet been approved by the DC of
Travel Training. This list can be used if Fiscal needs to approve for another role.

Expense Reports Approved/Not Required — This is a list of expense reports that either have been approved or do not
need approval. They are waiting for fiscal to enter the final expense numbers and mark them COMPLETE.

Expense Reports — Not Approved — This is a list of expense reports that have not yet been approved. This list can be
used if Fiscal needs to approve an expense report for another role.

Budget — This is used to enter budget line information (e.g. beginning or adjustment).

All Travel Training Requests — This is list of all Request and any associated Expense reports. This list can be used to
track down a specific request.

All project information (e.g. project number, activity, paying org) is entered in the 1.5 system under Maintenance/Maintain
Project Codes.
All role assignments are entered in the 1.5 system under Maintenance/Approval Maintenance.
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4.2 Travel Training Requests needing Fiscal approval
You can access this report by clicking the link on the Fiscal home page (see 4.1 Fiscal Home Page).

This screen will list all requests that are waiting for Fiscal approval. The next approval that would be needed is CAO (see
5.1 Travel Training Request Approval Workflow).

A4 Seattle Police Department  Travel Training System wess L
Home | Requesks. Expense Claim Form | Approvals | Re_por!s | Maintenan

Heme > Fiscal Home Page = Approved Trayel Requests for Fiscal

Approved Travel Requests for Fiscal

Event/Class EventiClass Payment East Last Next
PTNumber Serial Name Description Start End Due e Approver R
Date Date Date Pp Date PP
Travel P LUTES, . oo - BIANCA LUTES 10/09/2012 Fiscal Travel i
Log Approve 7284 BIANCA TestEvent  10/16/2012 10/19/2012 (7284) 14:50 Train View
1-1
Travel Log link
Approve link Click to view printed form

Travel Log link
Click on Travel Log link to generate a PT Number or enter any other budgetary data. Click Save when you are done with
your changes.

,ig Seattle Police nepanmen[ Travel Training System

You can change the Project
and/or Org being charged

A

A

A

Status field

ENIIEnTTEE. -

If you select the override checkbox, a PT
Number for the next year will be generated
when Create
PTNumber/REGISTERED/FISCAL
PROCESSED is selected as the status.
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Status field — This field has several selections with several purposes.
Create PTNumber - If you select a status of Create PT Number, a PT Number will be generated. Otherwise a PT
Number will be generated when you select REGISTERED/FISCAL PROCESSED.
FISCAL PROCESSED - Select this status if the request has been fully approved and then processed by fiscal
(no registration required). You will not be able to select this status unless the request has been fully processed.
If a PT Number was not previously created, it will be at this time. Also, the next approver for the request will
appear as FISCAL PROCESSED.
REGISTERED - Select this status if the request has been fully approved and the class/event has been registered
for. You will not be able to select this status unless the request has been fully processed. If a PT Number was
not previously created, it will be at this time. Also, the next approver for the request will appear as REGISTERED.
COMPLETE - Select this status once the expense claim form has been approved and all budgetary humbers
have been entered. This completes the request/expense process.

Approve link

To approve the request, click the Approve link for the desired request. Depending upon the request, there may already be
three to six approvals prior to Fiscal. The fiscal approval page has all the same information and functionality as a regular
approval page (see 2.4.1 Approval a request) with one exception. Fiscal also has a Change Original Request button
(located next the Cancel Request button). This button will take you back to the Travel Detail screen where you can
navigate to the specific section you wish to change (see 2.2.3 Travel Form Detail Screen).

To find the Fiscal approval area, you may need to scroll down.

Fiscal Approval

Approve?

O

Apphy Changez |

Click the checkbox to approve. Your serial, name, and date will appear in the appropriate fields. You can type over the
name field if you desire. Click the Apply Changes button to save the approval.

You must approve at the Fiscal level to have the request move on to the CAO approval level
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4.3 Approved Travel Training Requests needing Fiscal processing
You can access this report by clicking the link on the Fiscal home page (see 4.1 Fiscal Home Page).

This screen will list all requests that are waiting for Fiscal processing. This means that the request has all the required
approvals and only needs to either to have budget information entered and/or checks issued.

Er ]

&2 Seattle Police Department ~ Travel Training System uress Lesau

Home || Requests | ExpenseClaimForm | Approvals | Reports Maintenance |

Home = FiscalHome Page > Approved Travel Requests need Fiscal Processing

Approved Travel Requests need Fiscal Processing

Event/Class EventiClass Last

PTNumber Serial Name Description Start End A Lar‘s)t'er Approver A N?;\tver
Date Date bp Date pp
Travel LUTES BIANCA  Jomgr2012
**' 1200000 7284 .70 TestEvent 10/8/2012 10/19/2012 LUTES g APPROVED View
Log BIANCA (7284) 14:22
1-1
. Click to view printed form
Click on Travel Log to process.
A Seattle Police Department  Trave! Training System
185}
e e " e g ' o——— Do Oty Dol D g Oum D
l ITES @i ) | E 1
= Project drop down list
. Paying Org drop down list

CTTTT

Status drop down list

Calendar tool

T~

Advance Check Ready
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You can change the Project/org being charged on this screen.

You will need to change the status to FISCAL PROCESSED or REGISTERED to complete the request. This status will
also appear as the Next Approver if you view the request on one of the reports.

You can also enter an advance check ready date in the following format: mm/dd/yyyy. You can also use the calendar tool
to navigate to the correct date.

Be sure to click the Save button when you are done.
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4.4 Travel Training Requests — Not Approved

You can access this report by clicking the link on the Fiscal home page (see 4.1 Fiscal Home Page).

This screen will list all requests that are waiting for an approval at any level. If you have Fiscal Mgr authority (set in the
1.5 system), you will be able to approve for any level.

& Seattle Police Department  Travel Training System  Luress Logou

Home Requests | ExpenseClaim Form | Approvals Reports | Maintenance

Heme > Fiscal Home Page » Travel Training Requests - Not Approved

Travel Training Requests needing approval

Travel EventiClass Event/Class Lant Last Next
PTNumber Serial HName Description Start Start End NeEiar Approver APar
date Date Date i Date pprov
spprove 1200000 7284 SYUTES: qoctEvent 10M6/2012 1011972012 EIJ;JE%— 100AIE) DG Vie
RPIOY BIANCA : ‘ : T | 22 Travel W

(7284)
1-1 \

Click to view printed form

To approve the request, click the Approve link for the desired request. This approval page has all the same information
and functionality as a regular approval page (see 2.4.1 Approval a request) with two exceptions. This page also has a

Change Original Request button (located next the Cancel Request button). This button will take you back to the Travel
Detail screen where you can navigate to the specific section you wish to change (see 2.2.3 Travel Form Detail Screen).

It also has a Fiscal Comment field per approval. This field is only visible to those with Fiscal authority. Here is an
example of an approval level (remember that a fiscal mgr can approve for any level):

DIC TravelTraining Approval
Approve?
| | | O
Jaob Title:| |".*."|:|rl=: F'hl:une:| |
Fiscal Comment: | |
Lpply Changes

Click the Approve checkbox. All appropriate fields will be filled in. You can type over the name and phone number fields.
Enter any comments regarding the fiscal approval at this level in the Fiscal Comment field. Click the Apply Changes
button to save the approval.
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4.5 Expense Reports — Approved/Not Required

You can access this report by clicking the link on the Fiscal home page (see 4.1 Fiscal Home Page).

This screen will list all expense reports that have been approved or do not require an approval.

Seattle Police Department Travel Training System LuTEs® Logau
Fame Requests Exponse Clawm Form Apprwveis  Regerts Malmiwnance Tralping Commities

bt » Fecw Home Page > Exponse Claim Formy - Appeoved

Expense Clalm Forms with Final ApprovaliiNot Required

EventiClass EventClass

PTHumber Serisl  Name Description star Bt OlTme  Daterime

e L  a
LT;:" Approval Form 1300043 8963 CURTS: TATCRR TSI [ou14aMs . (Wnama | Saoiany | LAR1E0N
I;‘;' Approvel Form 1300044 5481 MoneTMAN.  A0TIFOReSCRAC oy14z013  011ea0nd  Jpaa o 92012013
JL‘;" Approval Form 1300088 8287 RANDERS COR Summa 01202013 01232013 Jraaors QIR0

1-4

Click on the Travel Log link (see 4.2 Travel Training Requests needing Fiscal approval) to enter the expenses for
budgetary purposes.

Click on the Approval link (see 2.4.2 Approve an expense report) to view the Approvals screen for Expense Reports.
Click on the Form link to view the city form.
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AA Seattle Police Department  Travel Training System

- —

. =l Status drop down list

> +—Click to view printed form
4 —

Enter all the expense information in the Expense area under the Project/Org column.
The totals and Over (Under) Estimated value will be calculated automatically.

If there is a secondary paying org (e.g. in the case where the expense exceed the allowable for the first project/org),
select the secondary Paying Org 2 drop down list. Enter all expenses for the secondary paying org in the Project/Org 2
column.

When you are done, be sure to change the status to COMPLETE and click Save button.
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4.5.1 Printing

You can view the travel request training form by clicking the View Travel Training Request form link on the Travel Log
(see 4.5 Expense Reports - Approved/Not Required) or any View City form link. To print the form, right click and select
Print Preview. You will probably need to adjust the size to get it to print successfully on two pages.

Click the print button to print the request. @

You can view the expense claim form by clicking the View Expense Claim Form link on the Travel Log (see 4.5 Expense
Reports - Approved/Not Required) or any View City form link. To print the form, right click and select Print Preview. You
will probably need to adjust the size to get it to print successfully on two pages.

Click the print button to print the request. @

Hint: Selecting 80% from the Shrink to Fit drop down list (on the Print Preview screen) appears to work most of the time
depending on your printer set up.

If there are any attachments, they will be listed below the forms. Click View and then print the attachment according to
the file type (e.qg. if it is a Word document, click the Print button).

Attachments
Description LBl E Upload DateiTime Document
uploaded
test Reportt.pdf  10MG6/2012 10:44  View  g———— Viewlink

1-1
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4.6 Expense Reports — Not Approved

You can access this report by clicking the link on the Fiscal home page (see 4.1 Fiscal Home Page).

This screen will list all expense reports that are waiting for approval (any level). If you have Fiscal Mgr authority (set in the
1.5 system), you will be able to approve for any level.

X7 Seattle Police Department  Travel Training System  wiese Lo

Home | Reguests Expense Claim Form Approvals | Reports | Maintenance

Home = Fiscal Home Page > Expense Claim Forms - Not Approved

Expense Claim Forms without Final Approval

EventiClass EventiClass

PTNumber Serial Name Description Start End [S);'?:r't:neg
Date Date A
Approve 1200000 7284 LUTES, BIANCA TestEvent 10/16/2012 10/19/2012  10/15/2012 10:02 View

1-1

To approve the expense report, click the Approve link for the desired expense report. This approval page has all the same
information and functionality as a regular approval page (see 2.4.1 Approval an expense report) with one exception.
There is a Fiscal Comment field. This field is only visible to those with Fiscal authority.
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4.7

Expense Report Needed

You can access this report by clicking the link on the Fiscal home page (see 4.1 Fiscal Home Page).

This screen will list all requests with a past travel date. You can create an expense report by clicking the Create link
associated with the request. In addition, you can mark the request as expense report not needed by clicking the No

Expense Reporting Required button (see 2.3.1 Create New Expense Claim Form).

To find a particular item, enter all or part of the following in the Search field: PTNumber, Serial, Name, Description, Travel

Start

Date, or Travel End Date.

To reset the report, click the Reset button

Seattle Police Department Travel Training System

B EREEEERERRE.
? T 223 32 2 2 32

Mo » s

LUTESB Logowt

You can view the city request form by clicking the View Request Form link.

You can sort by column by clicking on the column name.

You can download to Excel by clicking the Download link.

57

here Flan wate Fapeses Tl Fww e eeie Faperite Mecssiin o Tiereas | atamnoe
T ger  Tres Traising Sysherm - Exgmenin Flapor) Masoed
oy R 10 -~ T View Request link
Expense Roports Naoded
Travn| Travel
Mame Oescrption St L ]
Dot
1300015 4708 MODONAGH. PAUL 2013 PRESOENTIAL INAUGURATION 01192053 01222013
100022 6287 LONGRLEY LARRY 2013 PRESOENTIAL INAUGURATION S s
AooTTE T TT3a FOWLER, CHAISTOPHER 2013 PRESDENTIAL INAUGURATION 011182013 012272013
1300038 £381  VASHINGTON MAURICE 2013 PRESIDENTIAL INAUGURATION 01192013 017222012
1300010 6622 KEITH RYAN 1013 PRESIDENTIAL INAUGURATION OI/192013 012212013
» 1300030 417 JONES KEVIN 2013 PRESDENTIAL INAUGURATION 01192043 012272013
1300026 7580 ROYSTER NATHAN 2013 PRESIDENTIAL INAUGURATION 011162013 O12272013
100030 6625 SETTLE MICHMAEL 2013 PRESDENTIAL INAUGURATION 0112013 012272013
1300034 6913  THOMPSON JEFFERY 1013 PRESDENTIAL INAUGURATION 01192013  0%/222013
1300080 4570 HANSEN, ALYNE iar-Locel Confict Resciution Group - Mediator Basic Tranig 01282013 02 —
1200045 4700 MODONAGM. PAUL 2013 SHMOT SHOW TTEA01)  OV17201)
1300085 8082  SACKMAN, GREG 2013 SHOT SHOW 01162013 01172013
v 1300069 4704  WKIMERER. CLARK G TILEED and MCCANCSA Winter 2013 Meeting 01222013 01282013
e a7 atoratve Lstice approach 01232013 01242013
w Rages: Form  Cread T LARM DOUGLAS DHS sk Anatyss Traiming 01/1472013 01182013

Create link

Download link



4.8 Budget

You can access budget records by clicking the Budget link on the Fiscal home page (see 4.1 Fiscal Home Page). The list
displays all budget lines currently entered.

To find a particular budget line, enter all or part of Budget, Name, Project, Fund, Type, or Budget Year in the Search field
and click Go.

KA Seattle Police Department Travel Training System LUTES8 Logou
Mo Henquesin Expense Clabe Farm Approvils | Repoarm Mantanwice
Home » 1w bomw Page > Budget Racords
) Seareh | <«—— Search Field
/,; Search | Go Fusaed
Budget Records Cresle )
Title Budget Org Project Fund Activity Budget YoarV
Copy Chief of Police P1100 00100 2013 Edit ¥ .
2 = ~~ Edit Link
Copy@=ASY EEVI0 P110% PJ1TTE 00100 2013 Ednt
Copy OPA Agministration s = R 00100 2013 Edit
Copy Captar's Training Committee P1160 P75328 00100 P75328 2013 Eon Copy
Copy Chief of Staff - Sworn Travel/Training P1160 00100 2013 Edit
Copy XKC HOMELAND SECURITY - CBRNE PLANNER & P1911 PJITET 00100 PJ1T787 2013 Edit
Copy Regional Catastrophic Prepoarecness Grant - RCPG 8/12009 - 7/31/2011  P1920 PJIT6Y 00100 2013 Ednt
Copy LE Rapw Ceployment Force Training P3344 P75318 00100 PTS8218 2013 Edit
Copy Presicental Inauguration 2013 P3344 P75330 00100 P75330 2013 Edit
Copy AFIS Levy P7701 00100 2013 Edit
Copy DOJ Resp - Force investigation Teams PITS P75315 00100 PDOJSFIT 2013 Eant
Copy Special investigations PTT80 PCO176 63800 PCO1T6 2013 Ean
Copy Special investigations PT780 00100 2013 Edit
Copy Siats Forfefures - Vice PT785 P75151 00100 2013 Edit
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4.8.1 Create a New Budget Entry

To copy from an existing budget line to create a new budget entry, click the Copy link next to the desired line (see 4.7
Budget). The Entry/Edit screen will be displayed with all project/activity/fund/paying org# prefilled. To create a brand
new budget entry from scratch, click the Create Button. A blank Edit/Entry screen will be displayed.

e

N

&% Seattle Police Department Travel Training System Lutess Logou

LG

Home Requests Expense Claim Form Approvals Reports | Maintenance

Home = Fiscal Heme Page = Budget Records > Budget Entry/Edit

Budget Entry/Edit | CancelBack )| Create )

Budget Year: 2012 |

Project: [ | +——— Lookup Tool

Activity: | Fund: |

Paying Org # n ——— Lookup Tool
Type :}mab-:e a selection~ v
Begin Or
Adjustment L
Date: [10/04/2012 |

Adjustment Rea

Beginning v\ Amount ]
< Calendar Tool

If you select a project (using the lookup tool to the right of the field), activity, fund, and paying org will be filled in for you.
you select a paying org (using the lookup tool to the right of the field), fund will be filled in for you.

Select the budget type from the drop down list. If you select Bureau, a bureau drop down list will appear. Select the
appropriate bureau from the list. This list will only appear if Bureau is selected as the Budget Type.

Enter the date the budget entry is effective. You can use the calendar tool to the right of the field to navigate to the
correct date.

When you are done, click the Create button.
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4.8.2 Edit a Budget Entry

To edit an existing budget entry, click the Edit link next to the desired line (see 4.7 Budget). Select the desired entry to
edit and click the Edit link next to it. The Budget Line Detail screen will be displayed in a new window with all previously
saved information.

Edi

Budget Line Detall

residential Inauguration 2013
2013 PRESIDENTIAL INAUGURATION
2013 PRESIDENTIAL INAUGURATION
2013 PRESIDENTIAL INAUGURATION
2013 PRESIDENTIAL INAUGURATION
2013 PRESIDENTIAL INAUGURATION
2013 PRESIDENTIAL INAUGURATION
2013 PRESIDENTIAL INAUGURATION
2013 PRESIDENTIAL INAUGURATION
2013 PRESIDENTIAL INAUGURATION
2013 PRESIDENTIAL INAUGURATION
2013 PRESIDENTIAL INAUGURATION
2013 PRESIDENTIAL INAUGURATION
2013 PRESIDENTIAL INAUGURATION
2013 PRESIDENTIAL INAUGURATION

Cownload

Edit Link

Budget Org Project
P3344 P75330
P3344 P75330
P3344 P75330
P3344 P75330
P3344 P75330
P3344 P7533%0
P3344 P75330
P3344 P75330
P3344 P75330
P3344 P75330
P3344 P75330
P3344 P75330
P3344 P753%0
P3344 P7533%0
P3344 P753%0

Activity

P75330
P75330
P75330
P75330
P75330
P75330
P75330
P75330
P75330
P75330
P75330
P75330
P75330
P75330
P75330

Fund

00100
00100
00100
00100
00100
00100
00100
00100

00100
00100
00100
00100
00100
00100

Budget Year
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013

Baginning/
Adjustment

Baginning
Travel Training - Estimated

Travel Training - Estimatec
Travel Training - Estimatsa
Travel Training - Estimated
Travel Training - Estimated
Travel Training - Estimated
Travel Training - Estimated
Travel Training - Estimated
Travel Training - Estimated
Travel Training - Estimated
Travel Training - Esfimated
Traval Training - Estimated
Travel Training - Estimated
Travel Training - Estimatea

The Budget Entry/Edit screen will be displayed with the information for the entry you selected
you have entered your updates.
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Amount

34,340.00
<914.60>
<914 60>
<914.60>
<914 60>
<717.90>
<914 60>
<914 60>
<914 60>
<914 60>
<914 60>
<914 60>
<914.60>
<914 60>
<914 60>

PTNumber Comments

1300001
1300002
1300003
1300004
1300005
1300006
1300007
1300008
1300009
1300010
1300011
1300012
1300013
1300014

row(s) 1 - 150f41 ~ Next >

. Click Apply Changes once




4.9 All Travel Training Requests

You can access this report by clicking the link on the Fiscal home page (see 4.1 Fiscal Home Page).

This screen will list all requests/expense reports ever entered in the system. To find a particular item, enter all or part of
the following in the Search field: PTNumber, Serial, Name, Description, Request Next Approver, Travel Start Date, or
Travel End Date.

To reset the report, click the Reset button

e

&4 Seattle Police Department Travel Training System LUTESB Logot
Home Requests Expense Claim Form Approvals Reports Maintenance

Home > Fizcal Home Page > All Travel Training Regquests

/'/, Search | - < | Display ?15 ) { Go ) | Reset')
All Travel Training Requests .
. — Search field
Request Expense EventiCiass Event/Class Request Expense
Approval Approval PTNumber Serial Name Description Start End F Claim
orm
Screen  Screen Date Date Form
Traye S
DONE INPROGRESS L‘.ril 1200000 7284 lél'JEE: TestEvent  10/16/2012 10/19/2012 \
T = Report icons

A submitted request is marked DONE if it is not rejected, cancelled, deleted, or has been marked as FISCAL
PROCESSED or REGISTERED (see 4.2 Approved Travel Training Requests needing Fiscal processing), If it has been
rejected, it will be marked as REJECTED. If it has been cancelled, it will be marked as CANCELLED. If it has not been
submitted, it will be marked as INCOMPLETE. Otherwise it is marked as IN PROGRESS. You can click on this link to
view the request approval screen (see 4.8.1 Fiscal Approval Screen).

An expense report is marked as DONE if Fiscal has marked it as COMPLETE (see 4.2 Expense Reports - Approved/Not
Required), otherwise it is marked as IN PROGRESS. You can click on this link to view the expense report approval
screen.

The Travel Log link will take you the Travel Log screen for that report (see 4.3 Approved Travel Training Requests
needing Fiscal processing and 4.5 Expense Reports - Approved/Not Required).

You can view the city request form by clicking the report icon in that column.
You can view city expense claim form by clicking the report icon in that column.

You can sort by column by clicking on the column name.
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4.10 Fiscal Approval Screen

This screen is accessed either via the All Travel Training Requests screen (see 4.8 All Travel Training Requests) or the
Travel Training Requests Needing Fiscal Approval screen (see 4.2 Travel Training Requests Needing Fiscal Approval).
This screen is very similar to a regular approval screen (see 2.4.1 Approve a Request) with a few additions.

Submitted by CancedBack | Apoly Changas

Cancel Request | Change Onginal Reguest | Remave Signature

Unit Command Approval 1

Remove Signature

Job Thle Work Phone

Change Original Request

Flscal Comment

Raopet

Unit Command Approval 2

> Fiscal Comments

Job THle 4/%-
Fiscal Comment:

Appty Changes
B

In the approval area of the screen, two additional buttons are available to Fiscal only; Change Original Request and
Remove Signature. Change Original Request will take you back to the Travel Form Detail screen (see 2.4.1 Approve a
Request 2.2.3 Travel Form Detail Screen) to make changes to the request. To submit your changes, click the Next button
FISCAL Submit for Approval

from the Travel Form Detail screen. If the request has been submitted already, click / to submit it
again. If the request has not been submitted, you will be prompted to check the box to electronically sign the request (see
2.2.13 Submit Request for Approval) to submit.

If you need to remove a submittal signature, click the Remove Signature button. This removes only the electronic
signature of the requestor and does not remove any subsequent approvals. The request will now appear in the
requestor’s list on the Home screen (see 2.1 Home Page) with the Sign link next to it.

This screen also displays Fiscal Comments. These comments are only enterable and visible to Fiscal. The comments

are entered per approval. You can only comment on an approval that is available. Once you click the Apply Changes
button, any Fiscal approvals and associated Fiscal Comments are saved.
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4.11 Maintenance

You will only see the Maintenance tab if you have fiscal authority. To access the Maintenance Home page, click the
Maintenance tab.

S

i Seattle Police Department Travel Training System LUTESB Logout

Home || Requests Expense Claim Form ! Approvals ! Reports ) Fiscal Maintenance

Home > Maintenance Page

Maintenance menu

o Travel Mode
e Travel Reason
e Budaget Type
e Status

e Fiscal Rates
e Fiscal Paying Orgs

e Bureau

e Upload Runzheimer Rates

o Upload Federal Per Diem Rates

This page is used to access various tables that are used either to calculate allowable or populate drop down lists in the
application. To access a function, click the desired task on the list.
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4.11.1 Travel Mode

To update the travel mode available in the travel mode drop down list (see 2.2.6 Additional Travel, Event or Class
Information), click Travel Mode on the Maintenance home page (see 4.10 Maintenance).

&% Seattle Police Department Travel Training System LUTESB Logout
i Home Requests } ExpenseClaimForm ) Approvals | Reports | Fiscal Maintenance

Home > Maintenance Page > Travel Mode Report

Travel Mode Report (create )

Edit Description

I Train Create button
i

5, B

Rental Car

©

Private Car
City Car
Air

5y

R R
A e

] %
| L

B B

Bus
Boat

e

1-7

This report shows all existing travel modes. These appear in the drop down list for Travel Mode in the Additional Travel,
Event, or Class information section of a Travel Training request. If you need to change an existing mode, click the icon in
the edit field. You will be taken to the Edit/Entry screen where you can change the description.

CAUTION: If you change a travel mode, it will update all previous requests with that travel mode. This may affect
reporting.

To create a new travel mode, click the Create button. You will be taken to the Edit/Entry screen. Enter the new travel
mode in the Description field and click Create.

&% Seattle Police Department Travel Training System Luress Logou

Home Requests || Expense Claim Form Approvals || Reports Fiscal | Maintenance

Heme > Maintenance Page > Travel Mode Report » Travel Mode Edit’Entry

Travel Mode Change/Entry ("cancel )| Create )

Description

Travel Mode Description
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4.11.2 Travel Reason

To update the travel reason available in the travel reason drop down list (see 2.2.4 Type of Travel/Attachments ), click
Travel Reason on the Maintenance home page (see 4.10 Maintenance).

i

@ Seattle Police Department Travel Training System Lutese Logou

Home Requests || Expense Claim Ferm || Approvals Reports Fiscal Maintenance

Home = Maintenznce Page > Travel Reason Report

Travel Reason Report ( Create )
Edit Description

IZ7  Conference Create button
I#¥" City Business (External)

k;
5

Internzl Department Work (in system)

5

L
A Yo

I#  Trainirg

This report shows all existing travel reasons. These appear in the drop down list for Travel Reason in the Type of
Travel/Attachments section of a Travel Training request. If you need to change an existing reason, click the icon in the
edit field. You will be taken to the Edit/Entry screen where you can change the description.

CAUTION: If you change a travel reason, it will update all previous requests with that travel mode. This may affect
reporting.

To create a new travel reason, click the Create button. You will be taken to the Edit/Entry screen. Enter the new travel
reason in the Description field and click Create.

%‘:f Seattle Police Department Travel Training System Lutess Logou

( Home | Requests | Expense Claim Form Approvals Reports i Fiscal Maintenance

Home > Maintenance Page > Travel Reason Report » Travel Reason EditEntry

Travel Reason Entry/Edit Cancel "“ Create “J

Description || ] \

Travel Reason Description
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4.11.3 Budget Type

To update the Budget type available in the budget type drop down list (see 4.7 Budget), click Budget Type on the
Maintenance home page (see 4.10 Maintenance).

&7 Seattle Police Department  Travel Training System wress L

Home Requests | Expense Claim Form Approvals || Reports Fiscal | U ETEE R

Home = Maintenance Page > Budget Type Report

Budget Type Report | Create )

Edit Description Pooled Budgeted
77 Bureau N Y \
/] Donations N N Create button
7Y Forfeitures N N

7 Grants N

7 Special N

1-5

This report shows all existing budget types. These appear in the drop down list for Budget Entry/Edit screen. If you need
to change an existing budget type, click the icon in the edit field. You will be taken to the Edit/Entry screen where you can
change the description.

CAUTION: If you change a budget type, it will update all previous budget entries with that budget type. This may affect
reporting.

To create a new budget type, click the Create button. You will be taken to the Edit/Entry screen. Enter the new budget
type in the Description field and click Create.

@ Seattle Police Department Travel Training System Luress Logau

Home Requests Expense Claim Form Approvals | Reports GEC-RY Maintenance

Heme > Maintenance Page > Budget Type Report > Budget Type Entry/Edit

Budget Type Entry/Edit ( cancel ) Create

Description ||
sot[ |

Budget Type description

The Sort field pertains to the order in which the item will appear in the drop down box.
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4.11.4 Status

To update the Status available in the Status drop down list on the Travel Log screen (available via multiple screens, see
4.2 Travel Training Requests needing Fiscal Approval, 4.3 Approved Travel Training Requests needing Fiscal Processing,
and 4.5 Expense Reports Approved/Not Required), click Status on the Maintenance home page (see 4.10 Maintenance).

K% Seattle Police Department Travel Training System LUTES® Logou

Home Frcoean Esperse Cisw Form Apprns e Repory Fisenl

Hama > Mantonpnce Peage > Stahus Raport

Status Report Croate
Edi Description
' COMPLETE

¥ REGISTERED
¥ FISCAL PROCESSED
’  CREATE PTNumber

1-4

This report shows all existing status types. If you need to change an existing status type, click the icon in the edit field.
You will be taken to the Edit/Entry screen where you can change the description.

A7 Seattle Police Department Travel Training System LUTESS Logou

Homa Requests Expense Claim Form Approvals Reports Fiscal

Home > Mainfenance Page > Status Report > Status Entry/Edit

Status Entry/Edit Cancel ; Apply Changes |

Description COMPLETE

CAUTION: If you change a status type, it will update all travel training requests that status type. This may affect
reporting.

To create a new status type, click the Create button. You will be taken to the Edit/Entry screen. Enter the new status type
in the Description field and click Create.
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4.11.5 Fiscal Rates

To update the Fiscal Rates available in the request (see 2.2 Requests) and expense reports (see 2.3 Expense Claim
Form), click Fiscal Rates on the Maintenance home page (see 4.10 Maintenance).

X7 Seattle Police Department  Travel Training System Lress Lo

Home | Reguests | Expense Claim Form Approvals Reports | Fiscal

Home > Maintenance Page > Fiscal Rates Report

Fiscal Rates Report ( Create )
Edit Rate Name Rate Amount

l.Y  Federal Dinner Allowance 0.56
1T Mileage 0.56
/7 Rental Car 50.00
lo7  Federal Breakfast Allowance  0.21

Federal Lunch Allowance 0.23

w

Edit icon

This report shows all existing fiscal maintained rates. To change a rate, click the edit icon next to the desired item.

The Federal Breakfast/Lunch/Dinner allowance is the percentage of the daily allowance that particular meal allows. This
information is displayed in the Meal Breakdown area of the request screen (see 2.2.7 Lodging/Meal Expenses).

The mileage amount is used on the expense claim form in the POV Mileage Expense Calculator to calculate allowable
mileage expenses (see 2.3.1 Create New Expense Claim Form).

The rental car amount is assigned by Fiscal and is used to calculate rental car allowable request amounts (see 2.2.11
Estimated Expenses).

&7 Seattle Police Department  Travel Training System wress Lo

Home | Requests | ExpenseCIaimForm' Approvals | Reports Fiscal

Home = Maintenance Page > Fiscal Rates Report > Fiscal Rates Entry/Edit

Fiscal Rates Entry/Edit ( Cancel ) Apply Changes )

Rate name: Rental Car

Rate amount: }EO>
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4.11.6 Fiscal Paying Orgs

To update the Fiscal Paying Orgs available on Requests (see 2.2.8 Accounting Information) and Budget entries (see 4.7
Budget), click on Fiscal Paying Orgs on the Maintenance home page (see 4.10 Maintenance).

& Seattle Police Department Travel Training System LUTEss Logou

Home Requests Expense Claim Form Approvals Reports | Fiscal |MEIETHELELLY

Home > Maintenance Page > Fiscal Paying Orgs

Fiscal Paying Orgs ( Create ) \
Effective

Edit Paying Org Description

— Create button

Date

_kf‘ Information Technology Section 01/01/2012

T P8800 Field Support Admin avel/Training  01/01/2011

77 P9gg0 Testing Paying Org Old 09/01/207 Edit Icon
IZ P1160 Chief of Staff - Swarn Travel/Training 01/01/2012

4 | P1100 Chief of Police 01/01/2012

4 | P7701 AFIS Lewvy 10/10/2012

“ P1130 OPA Administration 01/01/2012

1-7

This report shows all existing Paying Orgs entered in the system. These appear in the drop down list for Paying Org fields
on the Accounting Information section of a travel training request and a budget entry. If you need to change an existing
paying org, click the icon in the edit field. You will be taken to the Edit/Entry screen where you can change the
description.

CAUTION: If you change a paying org, it will update all previous requests and budget entries with that paying org. This
may affect reporting.

To create a new paying org, click the Create button. You will be taken to the Edit/Entry screen. Enter the paying org in
the Description field and click Create.

&% Seattle Police Department  Travel Training System ess Logou

Home Requests Expense Claim Form | Approvals Reports Fiscal Maintenance

Home > Kaintenance Page > Fiscal Paying Orgs > Paying Org Entry/Edit

Paying Org Entry/Edit | Cancel )| Create |

Paying Org ||
L

Description [ !

Effective Date: \10'1 0;2012 \ _J\

Calendar Tool

The Effective Date defaults to today’s date. You can type in the date (in mm/dd/yyyy format) or navigate to it by selecting
it from the Calendar tool. If there are two paying orgs with the same Paying Org number, the one with the most current
effective date will appear in the drop down lists.
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To delete a paying org, select the paying org from the list by clicking on the edit icon. You will view the information

previously entered for the paying org. Click the Delete button on that page. You will be asked to confirm the delete, click
OK to do so.

Deleting a paying org only removes it from the various drop down lists that contain paying orgs. It does not remove it from
previously saved requests/expense reports or budget transactions. In addition, if the paying org is associated with a
project in the 1.5 Project table it can still be entered by selecting that project.
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4.11.7 Bureau

To update the Bureau available on Budget entries (see 4.7 Budget); click on Bureau on the Maintenance home page (see

4.10 Maintenance).

&% Seattle Police Department  Travel Training System wiese Lo

Home || Requests | ExpenseClaimForm | Approvals | Reports Fiscal | Maintenance

Home = Maintenance Page » Bureau Report

Bureau Report Create

Edit Description
|27 Special Operations Bureau

Criminal Investigations Bureau
Patrol Operaticns Bureau

) Field Suppoert Bureau

IZ7 Chief of Palice

Police Administration Bureau

1-6

This report shows all existing Bureaus entered in the system. If you need to change an existing entry, click the icon in the

edit field. You will be taken to the Edit/Entry screen where you can change the description.

N
o~

% Seattle Police Department Travel Training System

Home Raquests Expense Claim Form Approvais

Home > Mamtenance Page > Buresu Roport > Bureau Entry/Eod

Bureau Entry/Edit Cancel ) Apply Changes )

Description Chief of Police

Reports

Fiscal

LUTESB Logout

CAUTION: If you change a bureau, it will update all previous budget entries with that bureau. This may affect reporting.

To create a new bureau, click the Create button. You will be taken to the Edit/Entry screen. Enter the bureau in the

Description field and click Create.
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4.11.8 Upload Runzheimer Rates
To update the Runzheimer rates available for travel training requests (see 2.2.7 Lodging/Meal Expenses), click on Upload
Runzheimer Rates on the Maintenance home page (see 4.10 Maintenance).

1. Navigate to City Rates page: http://inweb/accountingservices/citytravel rates.htm

2. Click on the Runzheimer Rate Table link. Click Open to view the spreadsheet.

3. Once you view the spreadsheet, select Save As\Other Formats from Office button or just hit the F12

Save As ?J x|
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TRUTSIER | J205) 5POshare on SAVOEST 156,74,8. 25 el 770 (S50 Dt Fhes) (srvoapt)
- JE1 Irvestayations
A

A BA0l-Patrd
&8 ey CYCALLTYFE c5v
g cormabacig csv

i detaby.cxy

PRRRTe 2

sdfuoster

Ugrurctmamat R akesWork_001 v

)Tt to MPEX

SIS 0 APEX - PRODLCTION
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S Fortos o Traring for Indvidysls

4 »
Pie parve: EurtmrerSatmWork, 001 cxv

] (e P —

4. Navigate to the location you want to save the file to (in the example above it's the desktop).
5. Select CSV (Comma delimited)(*.csv) under Save as type.

6. Click the Save button.

7. Click the OK button.

8. Close the spreadsheet (by clicking the x in the upper right hand corner).

9. Click the Yes button.

10. Click the Save button.

11. Click the Yes button.

12. Click the Yes button.

13. Open file from saved location (in step #4).

Oy, o AT -
) Frine ogr Lepnnt ravren Date Prur= we 34 Mared v -

. = . \

1 G ww 3 | oows B % 4y
v ! S EmaaE v : Q‘_ '})
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e N b e Wisen . .

Delete

Delete Delete
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http://inweb/accountingservices/citytravel_rates.htm

14.
15.
16.
17.
18.

19.

20.
21.
22.
23.
24,
25.
26.

Make a note of the date the rates were updated (in example October 2012).

Select first five rows and right click, select Delete.

Select last column (taxi/shuttle) and right click, select Delete.
Select first column (State) and right click and select Delete.

Add another column by entering the column title, DateValid (one word). Enter the date the spreadsheet

is valid (see #14) in mm/dd/yyyy format (in this example 10/01/2012)..

Select last 4 columns (Breakfast, Lunch, Dinner, Lodging) so they are highlighted and right click.
Select Format Cells. Select Category: Number and uncheck Use 1000Separator(,) and click OK.
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Close the spreadsheet (by clicking the x in the upper right hand corner).

Click the Yes button.
Click the Save button.
Click the Yes button.
Click the Yes button.

Click on Maintenance tab. Select Upload Runzheimer Rates link.
Click Browse and navigate to the CSV file you saved in step #11. Click Next.
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27. You have a chance to verify the data/columns on this screen. Click Next when you want to proceed
(you will probably need to scroll to the right to see the Next> button).
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28. This is one last chance to verify the uploaded data. Check to be sure that the numbers of rows being
uploaded match the spreadsheet. When you are ready to upload, click Load Data (you will probably
need to scroll to the right to see the Load Data> button). This will delete the existing table and replace
it with the spreadsheet data.
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29. This screen will show any upload errors if they occurred. The Uploaded Runzheimer Rates section, the
data that was actually uploaded will be displayed. Click Finish to return to the Maintenance page.
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4.11.9 Upload Federal Per Diem Rates

To update the Federal Per Diem rates available for travel training requests (see 2.2.7 Lodging/Meal Expenses), click on
Upload Federal Per Diem Rates on the Maintenance home page (see 4.10 Maintenance).

PwbnE

Navigate to City Rates page: http://inweb/accountingservices/citytravel rates.htm

Click on Federal Meal Per Diem Rate Table link. Click Open to view spreadsheet.

Click on the Runzheimer Rate Table link. Click Open to view the spreadsheet.

Once you view the spreadsheet, select Save As\Other Formats from Office button or just hit the F12
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Navigate to the location you want to save the file to (in the example above it's the desktop).
Select CSV (Comma delimited)(*.csv) under Save as type.

Click the Save button.

Click the OK button.

Close the spreadsheet (by clicking the x in the upper right hand corner).

. Click the Yes button.
. Click the Save button.
. Click the Yes button.
. Click the Yes button.
. Open file from

saved location (from step #4).
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http://inweb/accountingservices/citytravel_rates.htm

15.
16.
17.
18.

19.

20.
21.
22.
23.
24,
25.
26.
27.

Make a note of the date the rates were updated (in example October 2012).

Select third column (County) and right click, select Delete.

Select first seven rows and right click, select Delete.

Add another column by entering the column title, DateValid (one word). Enter the date the spreadsheet
is valid (see #14) in mm/dd/yyyy format (in this example 10/01/2012)..

Select last column (Daily Meal Per Diem) so it is highlighted and right click. Select Format Cells.
Select Category: Number and uncheck Use 1000Separator(,) and click OK .
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Select first row, third column (cell D1) and type over Daily Meal Per Diem with Meal.
Close the spreadsheet (by clicking the x in the upper right hand corner).

Click the Yes button.

Click the Save button.

Click the Yes button.

Click the Yes button.

Click on Maintenance tab. Select Upload Federal Per Diem Rates link.

Click Browse and navigate to the CSV file you saved in step #14. Click Next.
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28. You have a chance to verify the data/columns on this screen. Click Next when you want to proceed
(you may need to scroll to the right to see the Next> button).
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29. This is one last chance to verify the uploaded data. Check to be sure that the number of rows being
uploaded matches the spreadsheet. When you are ready to upload, click Load Data. This will delete
the existing table and replace it with the spreadsheet data.
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30. This screen will show any upload errors if they occurred. Click Finish to return to the Maintenance
page.
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5.0 Approval Roles and Purchase Order 1.5E System

All approval roles are managed through the Purchase Order 1.5E System. This includes all approval roles for
the Travel Training System. Approval roles are set up by the Fiscal department.

5.1 Approval Roles

The roles for Travel Training request approvals and any specific responsibilities are as follows:
Unit Command 1* — by POrg

Unit Command 2* — by POrg

A/C* — by POrg

D/C OPS — by POrg and amount

Legal* (Forfeitures)

Foundation*

Grants*

Training Capt

Training Committee (not an approval role per se — see 2.7 Captain’s Training Committee)
Special — individual selected on approval screen

Fiscal Travel Train — Fiscal Travel Desk

CAO*

DC Travel

*These roles are also present in the Purchase Order 1.5E approval process. Unless needed by 1.5 do not
include the POrg for Approval Roles that do not require it.

The roles for Travel Training expense report approvals and any specific responsibilities are as follows:
Exp Approver For Chief — expense approver for Chief of Police

Exp Approver Chief — Chief of Police

Exp Approver D/C — expense approver for Assistant Chiefs

Exp Approver A/C — expense approver for Captains — by POrg

Exp Approver Capt — expense approver for all others — by POrg

5.2 Delegating Approval Roles

Because a user may not have access to the SPD Network in order to approve travel training requests and/or
expense reports, they have the option to delegate their role to another user. By delegating the role, the
receiver may perform the same functions as the user who delegated the role to them.

Note: You may only delegate roles which you are the primary “role holder” for. This means that you may not
delegate roles which have been delegated to you.

The following are the steps to take to Delegate your role to another user:

1. Open Purchase Orders 1.5E system.

2. Login — enter network User Name and Password

3. If you look in the upper right portion of the screen, you will see the roles which you can perform. The roles
which are in a bold font are roles which you can delegate.

4. If you are able to delegate roles, the tab called “Delegate” roles will be on your list of available tabs.

5. Select this tab.

6. A list of roles which you have already delegated will be displayed.

7. To create a new delegation, select the “Create” button.

8. Select either the employee name or serial number of the person to whom you are delegating your role to.
When you change either list, the corresponding list changes at the same time (if you select a name, the serial
number list changes to match that name and vice-versa).

9. Select the role which you are delegating.

10. Select “Create” to create the delegation.
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5.3 Deleting Approval Roles

If you need to edit or delete a delegation of an approval role, follow these steps:

1. Open Purchase Orders 1.5E system.

2. Login — enter network User Name and Password

3. If you look in the upper right portion of the screen, you will see the roles which you can perform. The roles
which are in a bold font are roles which you can delegate.

4. If you are able to delegate roles, the tab called “Delegate” roles will be on your list of available tabs.

5. Select this tab.

6. Select the pencil icon next to the serial number and name of the person that you want to either change or
delete.

7. When the delegation screen appears, either change their delegation or choose the “delete” button to delete
the delegation. If you are changing the delegation, remember to select “Apply Changes” to save this record.
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6.0 Appendices

6.1 Travel Training Request Approval Workflow

User creates recuest
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a Approve +
A4
unit
# Command % Reject
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the POrg "l o/C Mtz
Approwe
Approve Only one If applicable, otherwise skip this level
Training Grants Forfeiture Foundation
Captain {legal)
Approve
A
Only if applicable, Other Reject
otherwise skip thes (Special)
level Appraver
hpprove +
Fiscal
Reject
CaQ
Approve
v
b/
Kimerer
Refect

For FBI Classes - emall to Training Captain

Fiscal - Request Approved
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6.2 Travel Training Expense Approval Workflow

Expense Report is
submitted

Approver is Expense

—Qpprover for Chief

ﬂpprover is Expense

Is expense report for Yes
Chief of police?
Is expense report for Yes
Deputy Chief of
police?

Is expense report for Yes

Assistant Chief of

>\\Approver Chief

ﬁ;ﬁpprover is Expense

police?

No

Is expense report for

Yes
an approver (Exp

Approver D/C

‘ﬂpprover is Expense

Approver Capt)

Approver is Expense
Approver Capt for POrg
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6.3 Emails

Emails are automatically sent by system in several circumstances.

6.3.1 Travel Training Request Rejected Email

Once you enter a reject reason and click the Reject button for an approval level, the reject is processed (see 2.5 Reject
Requests). In addition an email is sent to: Unit Command that approved the request for both Unit Command 1 and Unit
Command 2 with the requestor cc’d. The email is from the person who rejected the approval level.

‘/' .,?\ i U & % )5 REJECT Travel Training Request - LUTES, BIANCA (7284) - Message (HT.. A e 25
' Message ©
= ll = x BNy .’p % Safe Lists v o v P AFind

; =i U & = ol 2 Related v
Reply Reply Forward | Delete Moveto Create Other Block | Not Junk Categorize Follow Mark as
to All Folder» Rule Actions~ | Sender v - Select ~

Respond Actions

PD7284@seattle.gov

To: Lutes, Bianca; Lutes, Bianca «¢

Junk E-ma Options ] Find

From: Sent: Tue 10,9/2012 12:54 PM

L— Person who rejected request

Ca Lutes, Bianga
Subject; REJECT Trra&Qraining Request - LUTES, BIANCA (7284}

| > I

Travel Training Request REJXCTED for: LUTES, BIANCA (7284)
Event/Class: Test Event (Test Citv) ssrting 10/162012

Rejected by: BIANCA LUTES (7284)

1

For approval role: Unit Command]1.

Link to Travel Training

4

N

Requestor — Person who the
Event Class is for

Individuals who approved for
Unit Command 1 and Unit
Command 2

Emails will not be sent for request rejections done by Fiscal.
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6.3.2 Travel Training Request Cancel Email

Once you enter a cancel reason and click the Cancel Request button on the Cancel Request page, the cancel is
processed (see 2.6 Cancel Requests). In addition an email is sent to: the creator of the request, Unit Command that
approved the request for both Unit Command 1 and Unit Command 2 with the requestor cc’d. The email is from the

person who cancelled the request.

— Person who cancelled request

1,"".5;‘\1 Y & & % |7 CANCEL Travel Training Request - LUTES, BIANCA (7284) - Message (HT.. - B X
v
—/ Message ‘@
7% bt TR By ) =] . #AFind
1 K| A x | Ao s — Safe Lists ~ .
‘—& —m —ap ‘—‘__J __/ 2 23/ l._JE 1 ‘] % Related v
Reply Reply Forward = Delete Moveto Create Other Block i Not Jun) Categorize Follow Mark as
to All Folder~ Rule Actions~ || Sender b=t by Select »
Respond Actions Junk E-mai Options ] Find
From: SPD7284@seattle.gov Sent: Tue 10/9/2012 2:00 PM
To: Lutes, Bianca; Lutes, Bianca; Lutes, Biancag
Ca Lutes, Biarca
Subject: CANCELT&%LTraining Request - LUTES, BIANCA (7234)

Travel Training Request CANCELLED for: LUTES, BIANCA (7284)
Event/Class: Test Event (Test Citv) ssarting 10162012
Cancelled by: BIANCA LUTES (7284)

Link to Travel Training

| » 0

ol

N

Requestor — Person who the
Event Class is for
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the request




6.3.3 Travel Training Expense Report Rejected Email

Once you enter a reject reason and click the Submit button to Send Back Expense Claim (Reject), the reject is processed
(see 2.7 Reject Expense Reports). In addition an email is sent to: the creator of the expense report with the requestor

cc’d. The email is from the person who rejected the expense report.

L—PeTSon who rejected expense
report

{ 03\ 4 9 5 & % )5 REJECT Travel Traihing Expense Report - LUTES, BIANCA (7284) - Messa.. - = X
Message @
= N ; o R A = 3 | #Find
ik L x 3 Negp o % Safe Lists ~ _ = Y’ ¥
—‘ﬁ ‘d ‘—» —\_' ecd ?i/ ‘_."a ‘*_l % Related ~
Reply Reply Forward || Delete Moveto Create Other Block | Nat Junk Categorize Follow Mark as
to All Folder~ Rule Actions~ || Sender Onread | 4 Select~
Respond Actions Options ] Find
From: PD7284@seattle.goy Sent: Wed 10/10/20128:12 AM
To: Lutes, Biancat
Ca Lutes, Biogga
Subject: REJECT‘I&Q’raining Expense Report - LUTES, BIANCA (7234)

Travel Training Expense Repart REJECTED for: LUTES, BIANCA (7284)

Event/Class: Test Event (Test City) Sxarting 10162012
Rejected by: BIANCA LUTES (7284)

Rejection Comment:
asdfasdfasdfasdf

Link to Travel Training

| > 1

[l

The creator of the expense
report

N

Requestor — Person who the
Event Class is for
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6.3.4 Travel Training Request FBI Training/WSCJTC Training Email

Once a request is approved and processed by Fiscal, if you indicated in the request that the training is provided by the
FBI and/or WSCJTC (see 2.2.5 Travel, Event or Class Information) an email will automatically be sent to all who have
Training Captain approval authority (maintained in the 1.5 system). The email will be from the person that marked the
request as FISCAL PROCESSED or REGISTERED (usually a Fiscal employee).

r :.,;'\ H9 6«9 - Travel Training Request approved for LUTES, BIANCA (7284) - Message (HTML) -
- M @
2 | Person who
= T : = ¥ | #AFind ked
il i % x ) g e % &, Safe Lists ~ = v ¥ marke
—m —4-) — el e ‘—E 2 18 meited - — request as
Reply Reply Forward | Delete Moveto Create Other Block | Not Junk Categorize Follow Mark as
to All Folder~ Rule Actions~ || Sender - p—TiTTTE L Select ¥ FISCAL
Respand Actions Junk E-ma Options 0 Find PROCESSED/
From: sent: wed10n02012146p | REGISTERED
To: Lutes, Bianca; Lutes, Bianca
Ca
§ubjeq: TraveE[aining_RFQLiest aEproved for LUTESjIAIJCAEZE4L .
- .
~~— All those with
Training Capt
Travel Training Request approved and processed by Fiscal for: LUTES, BIANCA (7284) authority
Event/Class: Test Event (Test Citv)
Date: 12012012
PT Number: 1200006 4
*** FBI Training ***
Link to TravelNraining
-
\

This will say FBI Training or
WSCJTC Training depending
on what boxes were checked
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6.3.5 Daily Emails

Every week day emails will be sent out to approvers at 9AM. An approver will get an email for roles/POrgs they have
approval authority for based on entries in 1.5 (see 5.0 Approval Roles and Purchase Order 1.5E System). These entries
are maintained by the Fiscal unit.

= Q
X _“ ;l T » - B arkUvend ab n Q
Delote  Reply  Rapl fxu .3 gk pad Mowe |3 §C . Trovilate i Zoom
& e By i ronor o | 2% B w ttuntne ot W
[ty eipond Qarck Stegn . Move T=pn . Fdning Zoam
© 1f thvere dre problome with how this message & Seplaped, ick here 80 view = 8 web Drowser,
Fom Travel TralningDoNtRephy D wattie (o Sent  Fel 272013 9200 AM
Tor Whatan, Danlel; Hill, Frodenck
Ce
Sulyect: TRAVEL TRAINING UC - Requests far PORG #7720
‘ -
SPD Travel Training g

‘ Items in RED have been in the quene for more than 7 days.

QUESTOR:HUGHEY, BENJAMIN | Event:Hollotee Technical Entry I{Unk to
(6316) Request

Travel Training Request Email

V" \ ToTo ¥ ttare Ureent B -
X AQPFIr 3o L....a_m“b Q

23 Travel Training Em. | =
s. Dot Raply M‘g:. 'wd.‘ i 1o fall \Oow - W Folow U » ~ i
Orlere Werpors Quick Stepn . Move Tagn bditng Joom
‘ © 1 thece bre poubiend with how this message bs dlspliyed, chck e TO view it 1o & web) rowses
Fromi Travel TraniogDoNtReply Guaattiv. gov Sent  Fri 2/0/2013 900 AM
Tal Fowler, Chn
e
Sublject: TRAVEL TRADNVG. Dapermie Agpraver Capt - Kperar Reports for PORG PRS2
SPD Travel Training g
=
- Items in RED have been mn the quene for more than 7 days.
REQUESTOR:GIROUX, RONALD vent:Breaching Link to Expense x
(5729) Circle Report !
[~}

Travel Training Expense Report Email
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