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What is TRAC?

TRAC replaces all the previously used Travel and Conference forms:

Application to attend meeting, conference or convention outside
of NYC- OP221

Authorization to use personal car
Small item payment process for travel (SIPP)

The TRAC, however, does not replace the travel related
expenses paid for by Non-Government Entities Form
https://infohub.nyced.org/docs/default-source/doe-employees-
only/travel-related-expenses-paid-for-by-non-government-
entities.pdf Which must be used when a non-governmental entity
offers to pay for or defray the cost of official activities engaged in
by DOE employees.

Travelers are asked to review all rules and regulations governing
travel on official DOE business by reading the Standard
Operating Procedures (SOP) chapter on Travel and Conferences.
https://infohub.nyced.org/nyc-doe-topics/Policies/travel-and-
conferences

TRAC Link
https://vendor.finance360.org/standalone/famapp/trac/login.aspx
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Logging into
TRAC

All DOE employees
with a DOE email have
access TRAC.

Enter your DOE
Outlook credentials to
access the TRAC
system.

Ifrave! Resources v

For Central/Field/Superintendents only:
Pursant to the Mayoral Directive effective September 15, 2023, an OTPS spending freeze for all travel outside of NYC is in effect (except for travel to Albany and Washington DC that has a legislative
or budgetary purpose). Travel to Albany and Washington DC for purposes other than legislative or budgetary in nature require an exception, &g,  conference

If you have a necessary andjor critical upcoming travel event, contact your DBOR Analyst to request an exception. Your request will be forwarded to the Office of Management and Budget (OMB) for
further review. If an exception is granted by OMB, you will be notified by your DBOR Analyst. Travel should not occur without an approved (OMB) exception. Central/Field/Superintendient travelers
are encouraged to submit exception reguests a minimum of ene month prior to the anticipated departure to avoid approval delays. Please continue to periodically check this broadcast screen for the

latest updates,

& | Central User ID/Ema @schools.nyc.gov

Username is reguired,

Password is required,

()1 Certify that | am the actual traveler or authorized approver
(To insure proper internal controls, TRAC must be initiated by the actual traveler)

Welcome to the Travel Reimbursement Approval Certification (TRAC) form. This must be used to
submit a request for.

Application to Attend Meeting, Conference or Convention Outside of NYC-OP221
Authorization to Use Personal Car

Business Expense Report-0D-7

Exceptions to Regulations for Reimbursement

SIPP {former Imprest Fund Expenditure)

Local Travel/Authorization for Imprest Fund Expenditure - Carfare




TRAVEL RESOURCES

frravel Resources v

TRAC FAQs

| Access Travel Resources

Local Travel Guide

For Central/Field/Superintendents only: Out of Town & International Guide 5
Pursuant to the Mayoral Directive effective September 15, 2023, an OTPS spending freeze for all travel outside of NYC is in effect (except for travel to Albany and Washington DC areerieswmegramssmvs— ‘
or budgetary purpose). Travel to Albany and Washington DC for purposes other than legislative or budgetary in nature require an exception, e.g. 2 conference

If you have a necessary and/or critical upcoming travel event, contact your DBOR Analyst to request an exception. Your request will be forwarced to the Office of Management and Budget (OMB) for
further review. If an exception is granted by OMB, you will be notified by your DBOR Analyst. Travel should not occur without an approved {OMB) exception. Central/Field/Superintendent travelers

are encouraged to submit exception reguests 2 minimum of ene month pricr to the anticipated departure to avoid approval delays. Please continue to pericdiczlly check this broadcast screen for the
latest updates.

@schools.nyc.gov

Username is reguired,

@& | Password A

Password is reguired,

(1 Certify that | am the actual traveler or authorized approver
(To insure proper internal controls, TRAC must be initiated by the actual traveler)

Login



My TRAC Screen

In the ‘My TRAC' section you can view the status of all the TRACs you submitted. To create a
new Out of Town Travel Reimbursement (e.g., Trip must be over a 75-mile radius from the
center of the city 59t" street and Columbus circle), click '+ Create New’. You also have the

ability to search your TRACS by tracking number, name, email, employee ID or travel type.

© HELP~

@ APPROVAL

‘ IN PROCESS ) ‘ ACCEPTED@)  REECTED@)  sAVED () Minimum 3 characters m + Create New
No Records found (You can search using Tracking Number, First Name, Last Name, Email Id, Employee Id, Travel Type) /

Department of
Education



Out of Town Travel-
International Travel

After clicking ‘Create New’, select
the option for Out-of-Town Travel
Request or International Travel

Request.

SETTINGS ‘

INFORMATION

Please Select an option. Before doing so, hold the mouse aver each option to get a brief blurb of what each module means. You may go directly to the SOP chapter on Travel and
Conferences by clicking on the following link:" Travel & Conference SOP

Please Click Here to access the "Request for Use of Personal Vehicle”. This form must be completed PRICR to using your personal vehicle for DOE business. An approved form
is good for a period not to excesd 31 days. A new form must be completed for each 31 day cycle. Once the form is completed and zpproved, a number will be assigned for
tracking purposes (Tracking Number).

USER OPTIONS

Local Travel Reimbursement (Daily Submission) 7]

Local Travel Reimbursement (Monthly Submission - OFNS, DSF, DIIT use only) e

Cut Of Town Travel-Request é

Out Of Town Travel-Request (International) @

Out Of Town Travel-Reimbursement @

g o L)

i
1
B




.ﬁ# SETTINGS ‘ Create New h

Em D I Oyee DEta i I S INFORMATION

The traveler must enter the following information. This screen is for both local and Out of Town travel requests. Use the search feature (Click on the magnifying glass) if you must
refrizve your reference number. Once the reference number 15 entered and "Retrieve" is clicked the employee's name will be self populated.

EMPLOYEE DETAILS Save TRAC

Enter your DOE Employee ID,
telephone number and address Faployes Peforence Number
details, click retrieve, then B A fetncie
click Next.

Telephone Locatio Employee Name Employee Email

elephone

eveliz@schools.nyc.gov

Address Address 2 City State Zip

1234 Main St Apt # City -- Select -- hd

o
Y.




Out of Town Travel Details (US Domestic)

INFORMATION

The Traveler must enter reasons and justifications for the trip. This screen is used for both local and out of town except that the out of town screen will show both a start date and
end date. For out of town travel, the traveler will be able to choose the city and state he/she is traveling to. For local travel, the traveler will only be able to choose within the 5

boroughs of NYC. Mare travel dates may be used by clicking on "Add More Dates (Fragmented Travel)". You now need to enter all the
trip details. This includes the
TRAVEL DETAILS Save TRAC date of out-of-town travel and a
detailed description of the trip.
In narrative form give a detailed description of your trip You must select a reason for

travel from the dropdown, as
well as the State and City of
your destination. If there are

Enter Trip details here

Reasons And Justifications Travel Date(s) more dates of travel, then you
--Select Reason-- hd can Se|eCt
NY --Select City--  +

Once you have entered all the
dates and details for each date of

ravel, click o

proceed.

Mote: If greater than 3 participants from one Office/Division plan to attend an external retreat, meeting, or conference, the Leadership member must have its Senior Leadership
team member‘s approval to attend.

©Q Previous Next @

Department of
Education




Out of Town Travel Details (International)

INFORMATION

The Traveler must enter reasons and justifications for the trip. This screen is used for both local and out of town except that the out of town screen will show baoth a start date and
end date. For cut of town travel, the traveler will be able to choose the city and state he/she is traveling to. For local travel, the traveler will only be able to choose within the 5

baroughs of NYC. More travel dates may be used by clicking on "Add More Dates (Fragmented Travel)”. You will need to enter all the tnp

details. This includes the date

of out-of-town international

Tn narrative form give a detailed description of your trp travel and a detailed description
ENTER TRIP DETAILS HERH of the trlp You must select a

reason for travel from the

Reasons And Justifications Travel Date(s) dropdown! as well as the State
ErrimaTess (UEE Srarssrzd)] - 05/24/2023 05/28/2023 and Clty of your destination. If

e there are more dates of travel,
CZECH REPUBLIC v Prague v then you can select

What is your role (Check all that apply) Add M Dates [F ted vael]
[ attendee Speaker (] Presenter [| Panel Participant

Have you submitted for approval your meeting presentation materials to your Executive Director and/or the designated head of the unit and/or office:

TRAVEL DETAILS Save TRAC

® vesO No Once you have entered all the
Have you received approval to travel Internationally from DOE Chief Operating Officer? dates and detai Is for each date of

© =0 e travel, click m to proceed.

Mote: If greater than 3 participants from one Office/Division plan to attend an external retreat, meeting, or conference, the Leadership member must have its Senior Leadership

team member's approval to attend.
o

10

Department of
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TRAC Welcome, EVELYN VELIZ -

(@) MY TRAC (&) approvaL (D) create New

INFORMATION

These fields are for Local Travel and Out of Town Travel. Place cursor over items with @to get description

rder is generated for any of these items, you must s
L]
E X p ‘ n ; ‘ D ‘ l a I S EXPENSE DETAILS FOR TRAVEL DATE(S): 05/11/2023 TO 05/13/2023

Estimated Expenses

Air/Train ’
Tolls

In this screen you will enter all

Meals ©

other relevant travel related —
projected expenses that will be o
incurred. If no expenses incurred, Personat Vet Mileage ©
you would select “"No Expenses Personat Venicie Mitesge Cost ©

Rental Car

Incurred”. S

Registration ©

You must answer all 4 questions others

Total

before you can click on next.

L] No Expenses Incurred

Please answerYES to all questions B S

2. Are you planning on using the DOE travel agency/ purchase order for lodging?

if a PO Wi I I be c reated . 3. Are you planning on using a purchase order for Sales/Hotel Tax?

4. Are you planning on using a purchase order or P-Card for Registration? () ves

11



Out of Town Travel A

prover D s (US Domestic)

APPROVER DETAILS

APPROVER INFORMATION

Email Q.

@schools.nyc.gowv

-_T_-_T

You will enter your approver’s email address, without the @schools.nyc.gov (ex: jsmith). You will
enter an email address in the ‘Copy To’ section (person will receive a copy of this request). Once the
email is entered, the approver’s name and title will auto-populate. If you are unsure of the email
address, please click the magnifying glass to search by name. Click Next when finished.

Save TRAC

Title

COPY TO INFORMATION (OPTIONAL)

Email &

MName

@schools.nyc.gov

Title

N

12

m
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Out of Town Approver Details (International)

You will enter your approver’s email address, without the @schools.nyc.gov (ex: jsmith). You will enter an email
address in the ‘Copy To’ section (person will receive a copy of this request). Once the email is entered, the
approver’s name and title will auto-populate. If you are unsure of the email address, please click the magnifying
glass to search by name. Click Next when finished.

INFORMATION

Please enter Approver Email, Mame and Title.
School User (3 levels of approwval)
& mlame your principal as the approver.
= Upon approval, TRAC will be emailed to vour superintendent for approwal.
& Upon approval, TRAC will be emailed to the Executive Director of DFO for approwval.

Other tham School User (2 levels of approval)
& Mame your Executive Director or Site Supervisor as the approwver.
& Upon approval, TRAC will be emailed to Executive Director of DFO for approwval.

APPROVER DETAILS Sawve TRAC

APPROVER INFORMATIOMN

Email T

I I @schools.nyc.gow

MNarme Title
First = 1 La Jame Title

COPY TO INFORMATION (OPTIOMALY

Email T

Title

13
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Documentation Upload

Supporting documentation is required to submit a TRAC (ex: travel quote, conference agenda).
Click *Choose File’ to search for documents on your computer to upload. Once a document is
selected click Upload. Please note the accepted document types and the maximum file size.

After uploading documentation, click Next.

DOCUMENTS

Choose File | Mo file chosan ® Upload

No Receipts available for this TRAC.

You must upload supporting documentation
(Only .doc, .docx, xls, xlsx,.pdf, Jpg, jpeg, .gif, png, .tiff and zip files are allowed)
Total file(s) size cannot be more than 5 MB

m

14
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Confirm and

Certify TRAC
Details

°Review all trip details. If anythingis
incorrect, please click edit on that
section to go back and correct.

°If all entered information is correct,
then please select the checkbox
certifying you are the traveler and
click ‘Submit’.

For Travel Date{s): 5/11/2023 To 5/13/2023

Travel Information
(Description of the trip):

Reasons and Justifications:  Conferences (D0F Sponsored Travel Destination:  Eois, ID

What is your role :

Have you submitted for approval your mecting presentation materials to your Executive Director and/or the designated head of the unit
and/or office:

Expense Details

Air/Train: 50.00 Parking: $0.00 Tolls:
Meals: $0.00 Ground Transportation: $0.00 Lodging:
Personal Car Miles: Personal Car Mileage: $0.00 Rental Car:
Mass Transit: Sales/Hotels Tax: $0.00 Registration:
Others:

Reason for Zero Lodging:

No Document Name Size

that | am the actual traveler. | will also keep supporting ongmal Gocumentation for my resmbursement requests

Click here to acknowledge this certification [

Travel Date(s):  5/11/2023 5132023

Yes No

Totat: $0.00

Grand Total: $0.00

=]

15
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TRAC Progress

Once you submit your TRAC a PE (projected expense) document
number will be generated, and an approval email will be sent to your
approver.

An email has been sent to the approwver.

You will be notified as the TRAC progresses,
TRAC Tracking ID generated is :IF'EEBIJEDTEI

16




TRACAPPROVAL STATUS




TRAC Approval Status

TRAC © HELP~
The TRAC approver will need MY c | (@)oo | : M,SC
receive an auto-generated

email to approve pending

TRACS. TRAC PERSONAL CAR
The approver can also log into
PENDING APPROVED @E¥4E] REJECTED Search
TRAC > click on the “Approval Wl 2
Tab” to approve or reject all —
. TRACKING EMPLOYEE  FIRST
pendmg TRACS. O, TRAVELTYPE  STATUS o NAME LAST NAME LOCATION CREATED DATE UPDATED DATE
|n th|s tab YOU can search by TR240004019 #oca\‘Montth zend\'ng Approval by ;/RLS/ZOZAI 8:49:32 ;{\15/2024 8:49:32
PE# or TR# it will show what o e
status the document is in . Out of Town Pending Approval by 1/15/2024 7:52:51 1/15/2024 7:52:51
1 Request Supervisor PM PM

18



Flow chart shows the
history of a PE or TRAC.

To view a flow chart for a
“PE or TR"” you must go into
the approval tab and enter
the PE or TR document
number and hit search.

Once the PE or TR
document populates you
will “click” on the document
number.

@ MY TRAC @ APPROVAL

TRAC PERSONAL CAR

PENDINGo APPROVEDo REJECTEDO

TRACKING

TRAVEL TYPE STATUS
NO.

Qut of Town Pending Approval by

PE2401972 .
Request Supervisor

TRAC Approval Status- Search Option

@ HELPY

G
MISC

PE2401972

EMPLOYEE  FIRST LAST
ID NAME NAME

LOCATION CREATED DATE

URRATED DATE

1/15/24 7:52:51

PM

19



TRAC Approval Status- Flow Chart

“Click” on the PE or TR document number to populate the screen with details
of the PE or TR Document. Then you will have the option to select flow chart.

TRAC v ekone EvnvLz + [ TRAC Details for PE2401972

FLOW CHART k

{ &’3 MY TRAC (1) APPROVAL (g MIsC DETAILS
\/ A
TRAC PERSONAL CAR
Employee Id:

PNDING @) wPROVD()  REECED() PE2A019T2 _,w

| Outof Town Pending Approval by

115204 7:5251
A Created Date:

Supenvisor

Employee Email:

Approver Name:
TRACKING EMPLOYEE  FIRST  LAST Copy To Name:
TYPE  STATI CATION CREAT PDATED DA
0. TRAVELTYPE ATUS D NAME  NAME LOCATION CREATEDDATE  UPDATED DATE
Copy To Title:

Traveller's Name:
Approver Email:
Approver Title:

Copy To Email:

Last Updated Date:

20



TRAC Approval Status- Flow Chart

You can now “click” on flow chart to see the history of the TRAC. The TRAC
details window allows you to also see the attached documents and print for
your records. located at the bottom of the details.

I RAC Details for PE2301291 ( TORC e o PO

I
FLOW CHART Employee Id: Traveller's Name:
Employee Email: Approver Email:
Approver Name: Approver Title:
- - Copy To Name: Copy To Email:
Copy To Title:
K { Opens window with details =) Previous Flow ‘ CuteestFlowoo ] Created Date: Last Updated Date:

T T2t " Raia”
~~~~~~~~~ d ing TRAC Reyec
“® ® = o]
- rrrrrrrrrrrrrr
Meals: 5000 Ground Transportation: 000 Lodging:
o
5000 Registration:
Others: £0.00
f ]
arand Toro!
m —

21



The MISC tab allows users
to inquire on the status
(pending approval,
approved, rejected,
etc.),forany TRAC
document.

Miscellaneous Tab (MISC)

TRAC

MY TRAC

TRAC

TRACKING
NO.

PE2401967

@ APPROVAL

PERSONAL CAR
TRAVEL TYPE STATUS
Qut of Town Pending Approval by
Request Supervisor

© HELP~

oE
MisC

EMPLOYEE  FIRST LAST ~ |OCATION CREATEDDATE  UPDATED DATE

ID NAME NAME



FUNDING ATRACIN FAMIS




Once aTRAC is approved in the TRAC
Portal, it will be sent to FAMIS >
Miscellaneous > TRAC admin to have
the projected expenses encumbered in
the event the traveler submits a
reimbursement request when the trip

concludes.




FAMIS Sign-On

The FAMIS user will log into the FAMIS portal. You will go under the

Miscellaneous tab and “click” on TRAC Admin.

121212023 1:46:54 PM

Mayor's Office DOE DFO

Change password

O# @

Contact s Versiom: 2.31.0

e PurCchasimog f Payments=s
e O e i

e N g T U NN ™

—
I e Pl i=sce=llamneow s I

EBEroadcas=t Mes==sag=s
Consultant Object Walidation
CCF adrmuim

Crocuament Status

I esrniasry

PES Tracker

Spendimng Plamn Funds Transfer

T RaC Sodrmnm I
= WwERNMDOR BEwalLlLlST I
=~ "WPortal SAdmiin

25



TRACADMIN - Search Options

TRAC Admin Search Options TRAC Admin

You can search TRAC documents by:

°* Document Number A Purchasing / Payments

® Location

® Financial District
® First Name

® Last Name

® First Name

® EmailID

® Employee ID

Once you have populated the search option and
entered the information you will “click "on search

A Apgrova

A Inquiry

New@

TRACKING NC.

TG0
neAscD

TRANO0A
LAY

TR
AU

 Miscellzneous

i) Red) i)

TRAVELTYRE ENPLOYEEID

Local Travel

Local Travel

Local Travel

-Select-- v

Document No.
ncaton
nancal Distric
it Name

act Name

mal ld

0
Fina
fi
I
!
Emplojee d

STATUS

Awatin

Awatin

Awartin

FAMIS

Enfry

FAMIS Entry

Seard1

26
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TRAC ADMIN (search cont.)

r

nce yous elect the New@ | Eoed) R ()  Posed ) Document No. ¥ TRADN02328 ‘

ppropnate SearCh Optlon' TRACKING NO. TRAVELTYPE EMPLOYEE ID EMPLOYEE NAME STATUS Location
the TRAC document(s) # m -

" " TR240002928 Local Trave! Awatting FAMIS Entry MAOT
will appear. Click on the PE '
number to view the TRAC
details.

27



Air/Train '

Tolls

Parking

Meals @

Ground Transportation

Ledging(Amount for the Total Stay) 2@
Sales/Hotels Tax (NYS Exempt) 3 NYS Exempt Form

Personal Vehicle Mileage ©

Personal Vehicle Mileage Cost @

Rental Car

Mass Transit

Registration *

Others

Total

Grand Total

= The total and grand total does not include Air/Train fare

= The total and grand total does not include Lodging

= The total and grand total does not include Sales/Hotels Taxes

= The total and grand total does not include Registration

FUNDING ATRACIN FAMIS

EXPENSE DETAILS FOR TRAVEL DATE(S): 11/16/2023 TO 11/18/2023

Actual Expenses
$0.00

$0.00

$0.00

$137.11

$0.00

50.00

$0.00

0

$0.00
§183.04
$0.00
$0.00
$0.00
§320.15

§320.15

® Reject

You will need to review the expenditures to
ensure everything is correct. If the amount is
incorrect then you can reject the document
back to the user for revision. If everything is
good you will hit the next button.

Tracking Number - TR240002949

Email Content

Estimated Expenses

$440.00
$0.00
$0.00
$160.00
$100.00
§536.19
$0.00

0

$0.00
$0.00
$0.00
$185.00
$0.00
§260.00

$260.00

Here you will enter your accounting codes and the
total expense amount, “click” on the recalculate
button. You will also need to enter the invoice number
& Invoice date and “click” next.

Tracking Number - TR240002949

ACCOUNTING DETAILS
The total expanses amountis $320.15
Fiseal Year: 004 v
Suffix Distit ~ Quick® Object  Location  ActivityQ Amount Balance
8 T w3 v § w5 om
Total Accounting Amount
§ 0.00
% Add Accounting Line
Invoice Number: Invoice Date:
} E

28



Tracking Number

Employee 1d: | ] Employee Name | ]
Employee Email: _ Approver Emalil _
e Document Refence: =_—
EXPENSE DETAILS FOR TRAVEL DATE(S): 11/16/2023 7O 11/18/20:
RAC Summar
¥ Air/Train $0.00 $440,00
Tolls $0.00 $0.00
Parking $0.00 $0.00
Meals 137 $160.00
Ground Transportation $0.00 $100.00
—
Lodging t * $0.00 $536.19
| | Sales/Hotels Tax $0.00 $0.00
F U n d I n S c r e e n Personal Vehicle Mileage 0 0
Personal Vehicle Mileage Cost $0.00 $0.00
Rental Car $183.04 $0.00
Mass Transit $0.00 $0.00
Registration $0.00 $185.00
Others $0.00 $0.00

Total $32015% $260.0¢

Review the information to T
ensure everything is correct

and it is good. You will then S
click submit to process the s P s
TRAC.

Fiscal Year: 2024

Suffix  District Quick Object  Location  Activity Amount Balance
H =m Il - . ‘ ¢ .

Total Accounting Amount

Invoice Number: yyyyy Invoice Date: 1

Initiating Department: | 54 v




TRACDOCUMENT STATUS

Once you fund the TRAC and hit submit, you will see that the
document was successfully sent for processing.

Tracking Number -

TRAC- DOCUMENT STATUS

Docume I cessly st o pocesig



When the trip concludes and a traveler
has an out-of-pocket expense that is
allowed, they will submit the
reimbursement in the TRAC portal.

N\




How to request an
Out-of-Town Travel
Reimbursement
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Logdging into TRAC

Il DOE employees have access to the TRAC
system. To log in you will need to use your

DOE Outlook credentials to access the TRAC
system.

Once logged into the TRAC system you
will select “create new”.

TRAC QHEPr  Viecome, EVELYN VELLZ »

MYTRA( @APPROVAL MISC
o= LS o Il o I ol o Il o Miimum 3 chrace 'I'CreateNen

No Recordsfound (You cansearch using Tracking Number,First Name,Last Name, Email d, Employee Id, Travel Type) /
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Out of Town Travel Reimbursement

After clicking 'Create New’, select
the option for Out-of-Town Travel-
Reimbursement and click next.

INFORMATION Create New

Please Select an option. Before doing so, hold the mouse over each option to get a brief blurb of what each module means, You may go directly to the SOP chapter on Travel and
Conferences by clicking on the following link:" Travel & Conference SOP

You will now need to enter your PE
number (TRAC) and select next.

INFORMATION

Please Click Here to access the "Request for Use of Personal Vehicle”. This form must be completed PRIOR to using your personal vehicle for DOE business. An approved form
is good for a period not to exceed 31 days. A new form must be completed for each 31 day cycle. Once the form is completed and approved, a number will be assigned for

) ) The fraveler must enter the information appearing below. This screen is for Qut of Town travel Reimbursements.,
tracking purposes (Tracking Number).

USER OPTIONS TRACKING NUMBER

Tracking Number

Local Travel Reimbursement (Daily Submission) 2]

Local Travel Reimbursement (Monthly Submission - OFNS, DSF, DIIT use only) 7] PE# |

Out Of Town Travel-Request

Qut Of Town Travel-Request (ntemational) © -
(& Start Over © Previous
Out Of Town Travel-Reimbursement @
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Out of Town Travel
Reimbursement

In this TRAC expense detail screen,
you will be able to enter the actual
expenses that occurred during your
travel. You can also see the estimated
expenses that were entered in the PE
prior to travel. Once you have
entered all your actual expenses you
will hit the next button.

TRAC - EXPENSE DETAILS

Click here to access GSA Rates
For more information Click here to visit Fedrooms.com

) Actual Mileage ) Mimimum Mileage

LAirf Train : [ $0.00]|
Tolls = | $D_(]fj|
Parking : [ $0.00]
? Meals : [ $0.00]
Ground Transportation : | 'I-U-U(.'ll
_::‘Arl;‘:l‘ial:‘?n'r the Total Stay) | $D-_OGJ
‘Sales/Hotels Tax : (NYS Exempt) | $0.00]
? Personal Vehicle Mileage: | 0]
? Personal Vehicle Mileage Cost: £0.00
Rental Car | $0.00]
Mass Transit @ | 50_00]
‘Registration : [ $0.00]
Othear = | 50_00]
Total $0.00
Grand Total $0.00
|_| No Expenses Incurred
1. Are you planning on using a purchase order for air travel? Mlves [Ineo

2. Are you planning on using a purchase order for Sales/Hotel Tax? Ml Yes Mo

4. Are you planning on using a purchase order or P-Card for Registration? EIY"-".

Expense Details for Travel Dates : 5/7 /2019 12:00:00 AM To 5/10/2019 12:00:00 AM

$300.00
$0.00
$0.00
$100.00
£100.00
$555.00
+84.00
o

$0.00
$0.00
$0.00
£600.00
$0.00
$800.00
$800.00

2. Are you planning on using the DOE travel agency/ purchase order for lodging? ,7‘\(.55 o

2

Note: If a purchase order is generated for any of these items, you must still include the expense in the

appropriate field.
_ | Actual Expenses | Estimated Expansas

2h

_—
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Documentation Upload

Supporting documentation is required to submit a TRAC (ex: hotel invoice ). Click ‘*Choose File’
to search for documents on your computer to upload. Once a document is selected click
Upload. Please note the accepted document types and the maximum file size. After uploading
all your actual expense documentation, click Next.

DOCUMENTS

Choose File | No file chosen ® Upload

No Receipts available for this TRAC.

You must upload supporting documentation
(Only .doc, .docx, xls, xsx.pdf, jpag, jpeg, .gif, .png, tiff and .zip files are allowed)
Total file(s) size cannot be more than 5 MB

Cormr [ 1o
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Out of Town Travel

Reimbursement

Review all trip details. If anything is
incorrect, click Edit on that section to
go back and correct.

If all entered information is correct,
select the checkbox certifying you
are the traveler and click ‘'Submit’'.

Travel Information

riking: T
Ground Transportatio Lodging
Personal Car Mileage: Rental Car:
Sales s Registration:
Grand
Size
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TRAC Progress

Once you submit your TRAC a ‘TR’ document number will be generated.

TadingNumber- [

TRAC- DOCUMENT STATUS

Docmer [ sccstlysnt for pocesing




Once the reimbursement request has
been submitted, the FAMIS appointed

person must release the actual
reimbursement by logging into FAMIS
and repeating the funding of a TRAC

step.




FUNDING ATRACIN FAMIS




FAMIS Sign-On

The FAMIS user will log into the FAMIS portal. You will go under the

Miscellaneous tab and “click” on TRAC Admin.

121212023 1:46:54 PM

Mayor's Office DOE DFO

Change password

O# @

Contact s Versiom: 2.31.0

e PurCchasimog f Payments=s
e O e i

e N g T U NN ™

—
I e Pl i=sce=llamneow s I

EBEroadcas=t Mes==sag=s
Consultant Object Walidation
CCF adrmuim

Crocuament Status

I esrniasry

PES Tracker

Spendimng Plamn Funds Transfer

T RaC Sodrmnm I
= WwERNMDOR BEwalLlLlST I
=~ "WPortal SAdmiin
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TRACADMIN - Search Options

TRAC Admin Search Options TRAC Admin

You can search TRAC documents by:

°* Document Number A Purchasing / Payments

® Location

® Financial District
® First Name

® Last Name

® First Name

® EmailID

® Employee ID

Once you have populated the search option and
entered the information you will “click "on search

A Apgrova

A Inquiry

New@

TRACKING NC.

TG0
neAscD

TRANO0A
LAY

TR
AU

 Miscellzneous

i) Red) i)

TRAVELTYRE ENPLOYEEID

Local Travel

Local Travel

Local Travel

-Select-- v

Document No.
ncaton
nancal Distric
it Name

act Name

mal ld

0
Fina
fi
I
!
Emplojee d

STATUS

Awatin

Awatin

Awartin

FAMIS

Enfry

FAMIS Entry

Seard1
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TRAC ADMIN (search cont.)

r

nce yous elect the New@ | Eoed) R ()  Posed ) Document No. ¥ TRADN02328 ‘

ppropnate SearCh Optlon' TRACKING NO. TRAVELTYPE EMPLOYEE ID EMPLOYEE NAME STATUS Location
the TRAC document(s) # m -

" " TR240002928 Local Trave! Awatting FAMIS Entry MAOT
will appear. Click onthe TR '
number to view the TRAC
details.
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Air/Train '

Tolls

Parking

Meals @

Ground Transportation

Ledging(Amount for the Total Stay) 2@
Sales/Hotels Tax (NYS Exempt) 3 NYS Exempt Form

Personal Vehicle Mileage ©

Personal Vehicle Mileage Cost @

Rental Car

Mass Transit

Registration *

Others

Total

Grand Total

= The total and grand total does not include Air/Train fare

= The total and grand total does not include Lodging

= The total and grand total does not include Sales/Hotels Taxes

= The total and grand total does not include Registration

FUNDING ATRACIN FAMIS

EXPENSE DETAILS FOR TRAVEL DATE(S): 11/16/2023 TO 11/18/2023

Actual Expenses
$0.00

$0.00

$0.00

$137.11

$0.00

50.00

$0.00

0

$0.00
§183.04
$0.00
$0.00
$0.00
§320.15

§320.15

® Reject

You will need to review the expenditures to
ensure everything is correct. If the amount is
incorrect then you can reject the document
back to the user for revision. If everything is
good you will hit the next button.

Tracking Number - TR240002949

Email Content

Estimated Expenses

$440.00
$0.00
$0.00
$160.00
$100.00
§536.19
$0.00

0

$0.00
$0.00
$0.00
$185.00
$0.00
§260.00

$260.00

Here you will enter your accounting codes and the
total expense amount, “click” on the recalculate
button. You will also need to enter the invoice number
& Invoice date and “click” next.

Tracking Number - TR240002949

ACCOUNTING DETAILS
The total expanses amountis $320.15
Fiseal Year: 004 v
Suffix Distit ~ Quick® Object  Location  ActivityQ Amount Balance
8 T w3 v § w5 om
Total Accounting Amount
§ 0.00
% Add Accounting Line
Invoice Number: Invoice Date:
} E
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Tracking Number

Employee 1d: | ] Employee Name | ]
Employee Email: _ Approver Emalil _
e Document Refence: =_—
EXPENSE DETAILS FOR TRAVEL DATE(S): 11/16/2023 7O 11/18/20:
RAC Summar
¥ Air/Train $0.00 $440,00
Tolls $0.00 $0.00
Parking $0.00 $0.00
Meals 137 $160.00
Ground Transportation $0.00 $100.00
—
Lodging t * $0.00 $536.19
| | Sales/Hotels Tax $0.00 $0.00
F U n d I n S c r e e n Personal Vehicle Mileage 0 0
Personal Vehicle Mileage Cost $0.00 $0.00
Rental Car $183.04 $0.00
Mass Transit $0.00 $0.00
Registration $0.00 $185.00
Others $0.00 $0.00

Total $32015% $260.0¢

Review the information to T
ensure everything is correct

and it is good. You will then S
click submit to process the s P s
TRAC.

Fiscal Year: 2024

Suffix  District Quick Object  Location  Activity Amount Balance
H =m Il - . ‘ ¢ .

Total Accounting Amount

Invoice Number: yyyyy Invoice Date: 1

Initiating Department: | 54 v




TRACDOCUMENT STATUS

Once you fund the TRAC and hit submit, you will see that the
document was successfully sent for processing.

Tracking Number -

TRAC- DOCUMENT STATUS

Docume I cessly st o pocesig
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TRAC Documents
Awaiting FAMIS Approval




TRAC Documents Awaiting FAMIS Approval

Department of
Education

Personnel Drectory | B Content Management

010 oumn

Purchasing / Payments

MEATHER, Bt ety |

z FAMES News! l: /If:\ wments o

:

Your TRAC approver will need ] -
to go into the FAMIS portal -

Interactive Flat Panels (IFF) L 3!

Centdcation of Delvery

; Uk . Bot Uncertihed
g contract have been temporarly msctvated. Plesse consder encumbrance for [1Ps mstaded on moble carts. Please ema Pvd But Uncerthed

Payment Pending Certhication

It will appear on the FAMIS ks

Important - Office Supplies

home page under Approval -> e e e e
Approval Box. S

See the OTPS SOP and emad Enterprise_Purchasing §schools.nyc.0ov if you heve aty questions

59) avalabie va he

Ofher Links

Fars Qv

fara Oy

Tor Central/Tleld/Superintendents only; 10

Purtuaet 15 the Mayoral Directive effectie Septemser |

Spendng freese o 1peche object codet if 1N effect. Aty entumbepsce i 4 red

1§ A rertricted cbyt codes

planse see your DOOR A&

be approves ot the time

10Quett 40 xsepton. Your tequedt wil be formarded 19 the Office of Management and Budaet (OME] for hurther review, If 4 excephion 4

Scheo! Memnatrative farmy

P0G ey

Scheo! Vay Ing Daten for Facal Yoar 2020 + Tha “Clon” Colendnr
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TRAC Documents Awaiting FAMIS Approval

FAMIS Approval Box - enter the document number and hit search.

FAMIS Approval Mailbox

A Purchasing | Payments  Approval A Inquiry A Miscellaneous

Approval Box  Rejection Box  Approval Tracking

[f you are looking for Core Curriculum orders to approve, click the ‘Core Curriculum' link under 'Purchasing/Payments’

o 30

Action: v Signature: District/ Location: 54

& Download Excel Spreadsheet

Preview  Doc¥ Init Dist/Loc Total § Doc Type App Type Level

No documents found.

B Content Management # Home | @ Help | ® Logof

DocType: AL v Viewlevel 178 Dacument; Search

Track Code Changed Created Days Out Days In Box
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TRAC Documents Awaiting FAMIS Approval

The document will populate, and you can review the document. Once you
are ready to approve, select the Action Box and “click” on Approve. You will
then enter your signature and hit sign to process the document.

FAMIS Approval Mailbox .7@

Purchasing / Payments Approval Inquiry Miscellaneous B Content Management # Home | @ Hel

Approval Box Rejection Box Approval Tracking

If you are looking for Core Curriculum orders to approve, click the 'Core Curriculum' link under 'Purchasing/Payments'.

Action:

v | Signature; 9 District/ Location: 54 Doc Type: ALL v View Level 200 Document:

€ Prio
Preview Doc # Init Dist/Loc Total § Doc Type App Type Level Track Code Changed Created Days Out Days In Box
= - 54 200.00 [ | 01 200 09/23/22 [ | [ |

5o



TRAC Documents Awaiting FAMIS Approval

The document will be submitted successfully and will be processed for
payment within 7-10 business days.

Tacking Number -

~ TRAC- DOCUMENT STATUS

Do-:Jmen:-SJ:{essL.H;-




TRAC System
TRAC - Login (finance360.0rg)

Finance Service Center-Travel Unit
718-935-5000 Option 4

Travelunit@schools.nyc.gov

General Service Administration (GSA website)

https://www.gsa.gov/travel/plan-book/per-diem-rates

Standard Operating Procedures (SOP)

https://infohub.nyced.org/docs/default-source/doe-
employees-only/standard-operating-procedures otps.pdf
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https://vendor.finance360.org/standalone/famapp/trac/login.aspx
https://vendor.finance360.org/standalone/famapp/trac/login.aspx
https://vendor.finance360.org/standalone/famapp/trac/login.aspx
mailto:Travelunit@schools.nyc.gov
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://infohub.nyced.org/docs/default-source/doe-employees-only/standard-operating-procedures_otps.pdf
https://infohub.nyced.org/docs/default-source/doe-employees-only/standard-operating-procedures_otps.pdf
https://infohub.nyced.org/docs/default-source/doe-employees-only/standard-operating-procedures_otps.pdf
https://infohub.nyced.org/docs/default-source/doe-employees-only/standard-operating-procedures_otps.pdf
https://infohub.nyced.org/docs/default-source/doe-employees-only/standard-operating-procedures_otps.pdf
https://infohub.nyced.org/docs/default-source/doe-employees-only/standard-operating-procedures_otps.pdf
https://infohub.nyced.org/docs/default-source/doe-employees-only/standard-operating-procedures_otps.pdf
https://infohub.nyced.org/docs/default-source/doe-employees-only/standard-operating-procedures_otps.pdf
https://infohub.nyced.org/docs/default-source/doe-employees-only/standard-operating-procedures_otps.pdf
https://infohub.nyced.org/docs/default-source/doe-employees-only/standard-operating-procedures_otps.pdf
https://infohub.nyced.org/docs/default-source/doe-employees-only/standard-operating-procedures_otps.pdf
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