Purchase Requisitions, Reimbursements, and School Trips

Policies

HCS Request System
Hapeville Charter Schools



Check Request — HCS Policy

® Page 56 of the HCS Employee Handbook.

Check Request

The HCS Business Office schedules checks to be written twice a month. Depending
on holidays and weekends the Business Office will write checks on the 5™ and 20™ of
each month.

Checks to be written on dates other than the designated dates (5" and 20™ of each
month) must be approved by the school President.

Before a check can be written and released the following must be received by the
school Business Office via email, fax or through interoffice mail:

1. An Online Purchase Requisition completed and approved by the school
Principal, President.

2. A completed Federal W-9 form for all vendors must be on file in the Business
Offce before a check is released. Please contact the Business Office and see if a W-9
is needed or not.

3. Invoice from the vendor that matches the Purchase Requisition and W-9.



® Page 68 of the Employee Handbook

Purchase Requisitions and Expense Reimbursements
Approved by the HCS Board of Directors March 2014

The process for an employee to request a purchase (or purchases) is as follows:

1) Complete the Online Purchase Requisition process.
a. Contact the Business Office for instructions for the Online Purchase
Requisition Process.
b. Documentation such as Quotes, Order Forms, etc. must be attached with
all Purchase Requisitions.
2) Submit the completed Purchase Requisition Process
3) The Purchase Requisition will go through the following steps
a. >Business Office to ensure funds are available for the purchase
=School Principal to approve purchase
>5School President to approve Purchase
i. If approved =sent to the Business Office to be purchased
i. If Not Approved >the requestor will be informed that the purchase
requisition was not approved.

This process has been implemented in order to provide timely service to employees,
and to ensure that (a) HCS has the time to research comparable pricing and (b)
HCS, a "section 501(c)(3)" tax exempt corporation, is not invoiced with sales tax
added. In addition, this process has been implemented to comply with the yearly
financial audit requirements.

If you purchase item(s) with your personal funds (without the use of a Purchase
Requisition), HCS will reimburse you for reasonable pre-approved expenses ONLY
with the submittal of an online Purchase Requisition. Original receipts must be
submitted with the online Purchase Requisition. Once the online Purchase Requisition
for reimbursement is submitted it will follow the same process as above.

Purchase Request Policy



Reimbursement (Mileage) Request Policy

® Pages 18-25 and 68 for Mileage and Travel Reimbursements and 68 for non-
travel reimbursements

Note: Mo reimbursement will be paid after thirty (30) days from the date of a
purchase. Sales tax will not be reimbursed by HCS for any purchases made with
your personal funds, personal credit cards, etc. All vendor sales receipts submitted
must be itemized with the product description(s) for reimbursement. Non itemized
receipts will not be approved for reimbursement.




Travel Reimbursement Policy

® Page 18-25 of the Employee Handbook

Employee Travel Policy

It is the intention of Georgia Magnet/Charter Schools Foundation, Corp. to reimburse employees
for travel and related expenses incurred on behalf of the school and arising out of the individual's
employment by the district. Normal daily commuting costs are not reimbursable.



® Page 25 and 77 of the Employee Handbook

Approved by the HCS Board of Directors April 2014

All employees who want to sponsor a school trip for academics, athletics, and
student activities will complete the Online School Trip Request Form. A link for online
request form is found on the school intranet. Contact the School Trip Coordinator
with any questions regarding the Online School Trip Request Form at
SchoolTrips@hapevillecharter.org.

The Online School Trip Request Form must be completed to ensure a reasonable
timeframe for but not limited to accurate money collection, booking of hotel and
transportation accommodations, and the collection of parent/guardian permission
forms.

Trip Sponsor
The employee who completes the online request form is the trip sponsor. The trip

sponsor will determine the destination(s), date(s), and time(s) for any and all trips
he or she want to sponsor. The trip spansor will complete the online request form.

School Trip Coordinator
The School Trip Coordinater will review the request form to ensure all necessary

information is provided, obtain transportation and meal costs, and provide a cost-
per-student amount to the trip sponsor, bursar, schoal principal and school
president.

Approval
Once all the information is entered into the request form, it will be sent to the school

principal and president for approval. When the principal and president make their
decision, a message will be sent to the trip sponsor, school trip coordinator, and
bursar.

N N

Field Trips / School Sponsored Trips 5.

School Trips

Coordinate any field trip planning with your Principal. Field trips
should be planned as far in advance as possible to facilitate food
service, budgeting and substitute teacher scheduling.



HCS Request System — Log Into SharePoint

Signing Into SharePoint

HCS uses Microsoft SharePoint through Office 365. HCS’ IT department will provide access to all teachers to Office 365.
After completing the access form, the Business Office will connect your Office 365 profile to SharePoint. The Business
Office will email when you have access to SharePoint, and you are able to enter requests.

Resolution for Office 365/SharePoint Login Issues (PLEASE READ)

You will receive two Office 365 login credentials.
o The first is from Hapeville Charter Schools
o Your credentials will have the @hvcharter.org domain to log in
e The second is from Fulton County Schools which also uses Office 365
o Your credentials for FCS will have @fultonschools.org domain to log in.

Office 365 Account Holder | Office 365 Domain
Hapeville Charter Schools @hvcharter.org
Fulton County Schools @fultonschools.org

There are two solutions for you to use both log in credentials

e You can use the same web browser, but you will have to ensure that you are logged into the correct domain

when you trying to access Hapeville Charter (@hvcharter.org) and Fulton County Schools (@fultonschools.org).
o This means you might have to log out completely from one domain before logging into the other.

e The other solution is to use two different web browsers. You should use your default web browser for the Office
365 domain you use most often, and use a second web browser when you need to log into the other Office 365
domain.

o Example

o If you primarily use Chrome as your web browser, you should use Chrome to log into the Office 365
domain you use more often

o Then you should use a different web browser like Firefox, Microsoft Edge, or Safari (if you're on a mac)
to log into the Office 365 domain you don’t use as often

Sign into SharePoint

e Use this link: https://hapevillecharterschools.sharepoint.com/sites/BusinessOfficeRequests
e Make sure you are signed in with your [name]@hvcharter.org log in and not your @fultonschools.org login

e Input your username
o Your username will be the same as the first part of your Hapeville Charter email.

= Typically First Initial + Last Name.
o Use the domain @hvcharter.org (NOT @hapevilecharterorg).

o Example —John Doe will be jdoe@hvcharter.org

e Enter the initial password the Business Office sends you.
o Onyour first login you will be required to change the password.

HCS — Logging into SharePoint To Complete PO, Fieldtrip, and Reimb. Request September - 2021


https://hapevillecharterschools.sharepoint.com/sites/BusinessOfficeRequests
mailto:jdoe@hvcharter.org

Accessing SharePoint

® Enter your @hvcharter.org username
* Provided by the HCS Business Office
*  Click "Next”

B Microsoft
® Enter your Temporary Password
* Initial password provided by HCS Business Office
* Click "Sign in”
*  If this is your first time signing in you will be required to
change the password.

Enter password

o When you successfully sign in you will see the “Business Office Request” main page

SharePoint
Business Office Requests
Public group
L Search this site -+ New v 53 Page details
Home

\E Purchase Requisition Q‘.’ Operations Request Field Trip Requests
“»

HCS — Logging into SharePoint To Complete PO, Fieldtrip, and Reimb. Request September - 2021



HCS Request System

Entering a Purchase Requisition
(not for reimbursements)

You now have access to SharePoint and have successfully signed into the system. You are now able to enter a Purchase
Requisition.

What is a Purchase Requisition?

A PR is an official request an employee makes to have products or services purchased for their company. At HCS,
employees use the SharePoint Request System to enter PR’s into the system which must follow an approval process.

A PR is used to request:
e Purchases: Supplies and services for instruction, athletics, extracurriculars, and technology.
e Reimbursements: Mostly for mileage and travel. Rare circumstances supply purchases.

What is a Purchase Order?
A PO is an official order from a buyer (HCS) to a seller. At HCS, a Purchase Order is created after the Purchase Requisition
has been corrected.

Things to know about the Request System

Each section you will need to enter necessary information. Below each section you will see a set of yellow lines
informing you what needs to be entered. As you satisfy each input the yellow lines will disappear. Once you complete all
inputs and all the yellow lines have disappeared, the “button” for the next section will appear, and you can move
forward with the request.

Enter an item number for each row. if there is no item number, enter N/A.
Enfer the quantity for each item.
Enter an item description for each row.
Enter a price for each row:.
If there is no shipping charge, enter 0.
Provide a reason for this purchase request.

Complete the required fields to continue to the next section.

<< REQUEST DETAILS

HS - Athlefic Director
Sports v HS - Athletic Directo ¥ $1.00
S902-1105HS

v

Total
$1.00

e
Complete the required fieldgo continue fo the next section.
<< REQUEST DETAILS w

HCS — Purchase Requisition Guide September 2021



Before you start you will need
e The seller’s information
e Documents to support the item descriptions and prices — typically a Quote or copy of an Online
Shopping Cart

Step 1: Sign into the Request System

e https://hapevillecharterschools.sharepoint.com/sites/BusinessOfficeRequests
e Make sure you are signed in with your [name]@hvcharter.org log in and not your @fultonschools.org login

Step 2: Select the Purchase Requisition Option

i SharePoint

Business Office Requests
Public group

L Search this site + New v i Page details

Home
'\E Purchase Requisition Q,.,. Operations Request Field Trip Requests
= »
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https://hapevillecharterschools.sharepoint.com/sites/BusinessOfficeRequests

Step 3: Select the purchase requisition category and shipping location

e (Category: If you have questions regarding which category to choose contact Charlene Bussey at
cbussey@hapevillecharter.org or extension 432

e Shipping Location: Choose the location the items need to be shipped. PRs for registration fees or software licenses
choose “No Delivery Required”

HAPEVILLE CHARTER SCHOOLS

PURCHASE REQUISITION
17-8USN-2130

Purchase requested by:

Christopher Worley BUSN Staff September 24, 2019
Association/ Organization Fees Business Office

Athletics - Middle School Career Academy

Athletics - Career Academy Electronic Delivery

Athletics - General Middle School (Main Campus)

Conference/ Workshop Middle School (8th Grade Campus)

Instructional Supplies No Delivery Required

Mileage

Office Supplies

Relmbursement

Student Activity

Technology - Middle School
Technoloogy - Career Academy
Technology - General

Select the purchase requisition category.
Select the shipping location.
The button to continue will display after the required shoded fields are complete

Note: on the bottom of each section you will see yellow lines and a red line.
The yellow lines are the steps you need to complete to satisfy this section’s required inputs
The red line will disappear only when all required inputs are completed.

HAPEVILLE CHARTER SCHOOLS

PURCHASE REQUISITION
17-BUSN-2130

Purchase requested by:

o COS [weres

Christopher Worley BUSN Staff September 24, 2019
Select the purchase requisition category. Shipping Location

Association/ Organization Fees Business Office

Athletics - Middle School Career Academy

Athletics - Career Academy Electronic Delivery

Athletics - General Middle School (Main Campus)

Conference/ Workshop Middle School (8th Grade Campus)

Instructional Supplies No Delivery Required

Mileage

Office Supplies

Reimbursement

Student Activity

Technology - Middle Schaol

Technoloogy - Career Academy

Technology - General - -

VENDOR DETAILS >>

Vendor

Now that the PR category and shipping locations options have been selected. The yellow
and red lines have disppeared, and the option to go to "Venor Details" appears. You can
now move on to the next part of the PR.

HCS — Purchase Requisition Guide September 2021



Step 4: Vendor Details
In this section you will select the Vendor Details. The pull down lists shows vendors we have used most often.

Below are the two scenarios if the vendor you want to use is on the lists or not

If the vendor is on the list
Example: You want to purchase graduation supplies we would use Herff Jones
e Use the pulldown menu, find, and select “Herff Jones”.
o If you accidentally chose the wrong vendor click “reset vendor”
e Review the information that populated and make sure the vendor information is correct. If it is click “Item Details”

HAPEVILLE CHARTER SCHOOLS
PURCHASE REQUISITION

VENDOR DETAILS

Select the vendor name from the list. If the vender is not listed or the vendor details have changed, click the button to add or update
the vendor details.

M

RESET VENDOR ADD/ UPDATE VENDOR

VENDOR NAME

If you click the Reset Vendor button, the vendor name and information will be cleared,

ACCOUNT NUMBER VENDOR WEBSITE

N/A

VENDOR ADDRESS

4634 Lawrenceville Highway

Lilburn GA 30047 770-921-9022

CONTACT PERSON VENDOR EMAIL VENDOR NOTES

kim@herffionesgrad.com

<< REQUEST DETAILS ITEM DETAILS >>

If the vendor is NOT on the list
e (Clickon “ADD/UPDATE VENDOR”
e Enter the required information into the yellow fields
o Try to enter information in the white fields if you can
e Once the required information you will be able to click on “ITEM DETAILS”

HAPEVILLE CHARTER SCHOOLS
PURCHASE REQUISITION

Select the vendor name from the list, If the vendor is not listed or the vendor details have changed, click the button to add or update
the vendor details.

VENDOR DETAILS

VENDOR NAME
RESET VENDOR ADD/ UPDATE VENDOR
if you ciick the Reset Vender button, the vendor name and information will be cleared.

ADD THE NEW VENDOR OR UPDATE A VENDOR'S INFORMATION

ACCOUNT NUMBER VENDOR WEBSITE (Enter N/A if the vendor does not have a website.)

VENDOR ADDRESS

:
CONTACT PERSON VENDOR EMAIL VENDOR NOTES

Enter the new vendor's name,
Enter the vendor's website. If the vendor does not have a website, enter N/A.
Enter the vendor or employee's phone number to continue.

<< REQUEST DETAILS FFEM-DETAIS>>
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Step 5: Enter the Item Detail

Iltem Lines
e You will need to enter a separate line for each item you are requesting.

e Inthe description make sure you are descriptive enough in case substitutes need to be made based on
availability or price.

Expenses Information
e Category: most teachers will be using the Student Activities, Field Trip, Instruct Supplies, or Sports options

e Type: Use the pull down and select the option that fits best. If you need help contact Charlene Bussey at
cbussey@hapevillcharter.org or ext 432.

Note: When you satisfy all the yellow lines the red line will not disappear, but the “Attachments” option will appear.

Click on

HAPEVILLE CHARTER SCHOOLS
PURCHASE REQUISITION

Item Details

ttem Number ___laTy__[Unit _|Description |

] . EA
d Add an Additional Ttam

Subtotal

Please be descriptive but BRIEF Shipping

If a substitute needs to be made we need  Discount

to know enough information to find Credit
alternatives Tax
Total 50.00

Reason for Request

Briefly explain why this this purchase is needed and how it will be uzed.

Purpose of the Purchase/Reimbursement

If the total cost nesds to be split between multiple accounts, enter the amount that should be applied to each account.

v v 50.00
Category: you will most likely choose Sports, Student Activities, Make sure you complete
or Instructional Supplies. each task to make all the
Expense Type: Find the best option that pertains to your PR. yellow lines disappear.
Contact cbussey@hapevillecharter.org or ext 432 for questions
Enter an item number for each row. If there is no item numbe Note: in this section the red
Enter the quantity for each item. line does not disappear, but
Enter an item description for each row. you will see the
Enter a price for each row. "Attachments” option
If there is no shipping charge, enter 0.
Provides a reason for this purchase request. dppear.
Complete the required fields to continue to the next section.
<< REQUEST DETAILS

HS - Athletic Director
Sports v HS - Athletic Directo ¥ $1.00
S902-1105HS

v v

Total

$1.00

.
Complete the required ficldglio continue to the next section.
<< REQUEST DETAILS
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Step 6: Added Attachments

You need to provide documentation that substantiates the information you entered in Step 5. Typically you are able to
upload a seller’s Quote, a seller’s order form, or a pdf of an online shopping cart.

After you upload the documentation, click on “View Summary” for the next step.

Quote v Invoice

A “quote” is a document generated by a seller that shows prices the seller is going to charge for an item and the total
order. This means the items have not been purchased yet.

An “invoice” is a document generated by a seller after a company or individual agrees to buy the items. This means the
items have been officially purchased. *If you agree to purchase without prior approval (through the purchase
requisition) you may have to purchase the items on your own, and request a reimbursement.*

HAPEVILLE CHARTER SCHOOLS
PURCHASE REQUISITION

j Supporting Documentation
"% 5 Click here to attach a file

© ADD ADDITI™=
Attach File

Select a file, and then click Attach to upload it

1 Choose File | No file chosen

Attach Cancel

HCS — Purchase Requisition Guide September 2021



Step 7: Request Summary and Completing the Request
Review all the information to ensure it is correct.

Click on “Submit New Purchase Request for Review” to complete the request.

You must receive the “Thank You” message

*If you do not finish the request by clicking “Submit New Purchase Request...” your request will be lost in “limbo”, and
you will need to redo the request.

HAPEVILLE CHARTER SCHOOQLS SUBMIT A NEW PURCHASE REQUISITION
PURCHASE REQUISITION
Thank You
REQUEST SUMMARY The purchase request has been submitted for review.
e e S [T S
Christopher Worley BUSN Staff September 24, 2019
Your request is
Association/ Organization Fees Business Office -
Successfully Submitted
[remmumber [y [unit  |Descipion [ Phee|  Toul] when you receive the
1341 3 E& 123413 S525.00 £75.00 7 o
subtotsl  s75.00 Thank You
shipping $0.00
st message.
Credit
Tax
Total 575.00
TEST TEST

Supporting Documentation

] g HCS Request Systam - Accsss Request.doc
1431 KB

= ADD ADDITIONAL SUPPORTING DOCUMENTATION

VENDOR STATUS Appraved
VENDOR NAME

Amazon
WWW.AM3Z0n.com
VENDOR ADDRESS
o lome  [aooe Jvwowewowe |
T 288-280-4331

I You Must Click the "Submit New Purchase Request..."
button below. If you do not, the request will not submit,
and you will need to redo the request again.

Total
575.00
SUBMIT NEW PURCHASE REQUEST FOR REVIEW
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Notes:
You can see the list of all the request you have submitted.

Under the “Request Status” column you will see the status of your Request.
e Request Status
o Complete —the request is closed either because it was approved or rejected
o Pending —the request was submitted successfully and is still in the approval process
o “Set Request ID” — the request was NOT submitted successfully and needs to be reentered.

e Next Reviewer
o You can see who still need to review. You can email the person indicated to see if they need more

BEl (CeTe C1 IOk AITTER DY A CWam =
ReQUESTS SUBN cl BY ME - FYZU2U
= Request Status : Complete (2)
Christopher W 2019-07-23 Complete Review Complete Pending Crde
2019-08-13 Complete Review Complete Pending Orde
17-BUSN-2133 mev Christopher Worley Amazon 5T5.00 2019-08-24 Pending Business Office Initial Review  Business Office - Initial Review  Pending Order

= Request Status : Set Request 1D {1)
17-BUSN-2132 @sv Christopher Worley Herff lones $1.00 2019-09-24 Fending Crder
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HCS Request System

Entering a Reimbursement Request

You now have access to SharePoint and have successfully signed into the system. You are now able to enter a Purchase
Requisition.

What can be reimbursed?

Employees can be reimbursed for mileage and other travel expenses per the Employee Handbook. In extreme
circumstances employees may be given pre-approval to make purchases using her/his money and be reimbursed after
the purchase has been made.

*You are responsible to know the employee handbook policies including travel expenses, making purchases,
reimbursements, and check request.

There are two types of reimbursement requests. This document outlines the process for both.
e Reimbursement Request for Mileage
e Reimbursement Request for other Travel Expenses and School Purchases

Before you begin:
Things to know about the Request System

Each section you will need to enter necessary information. Below each section you will see a set of yellow lines
informing you what needs to be entered. As you satisfy each input the yellow lines will disappear. Once you complete all
inputs and all the yellow lines have disappeared, the “button” for the next section will appear, and you can move
forward with the request.

Enter an item number for each row. If there is no item number, enter N/A.
Enter the quantity for each item
Enter an item description for each row.
Enter a price for each row.
if there is no shipping charge, enter 0
Provide @ reason for this purchase request.

Complete the required fields to continue to the next section.

<< REQUEST DETAILS

HS - Athletic Director
sports ¥ HS- Athletic Directo ¥ 51.00
S902-1105HS

v v

Total
$1.00

e
Complete the required fieldgto continue fo the next section.
<< REQUEST DETAILS

HCS — Purchase Requisition Guide September 2021



REIMBURSEMENT REQUEST
-MILEAGE-

Before you start you will need
e The Starting and Ending odometer reading from your car.
e Adigital copy of confirmation: typically an email regarding an off-site training/professional
development or registration confirmation for conferences approved by your supervisor.
e Adigital copy of the google directions from your starting location to your end location
o Use google to get the directions (click here for instructions)
o Directions must be the shortest distance between the school building and the destination
o Day Trips
= Your starting location is always the school building your primarily work report to
o Overnight Trips
= Contact the Business Office to review process.
o Employees who travel between middle school campuses for daily responsibilities
= You will receive additional instructions

Notes about mileage:
e Mileage is reimbursed at $0.50

e Only mileage traveled by the employee for official business is reimbursable.
e Overnight trips that require air travel — trips to and from the airport are not reimbursable.

Start your mileage reimbursement request
Step 1: Sign into the Request System

e https://hapevillecharterschools.sharepoint.com/sites/BusinessOfficeRequests
e Make sure you are signed in with your [name]@hvcharter.org log in and not your @fultonschools.org login

Step 2: Select the Purchase Requisition Option and click “CLICK HERE TO START A NEW PURCHASE REQUEST”

i SharePoint

Business Office Requests

Public group

O Search this site =+ New 5 Page details

\E Purchase Requisition Q,.. Operations Request Field Trip Requests
= “»

Home

HAPEVILLE CHARTER SCHOOLS
PURCHASE REQUISITION
Hello Christopher Worley
Before you begin:
« Vendor information Is required. If the vendor is not listed, you will need the vendor's

name, website, and phone number,
- Attachments are required to submit a request

CLICK HERE TO START A NEW PURCHASE REQUEST

HCS — Purchase Requisition Guide September 2021
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Step 3: Select the purchase requisition category and shipping location

e (Category: choose “Mileage”

e Shipping Location: choose “No Delivery Required”

HAPEVILLE CHARTER SCHOOLS

PURCHASE REQUISITION
17-8USN-2130

Purchase requested by:

Employee
Christopher Worley

Dopatment _______Juole _______[requestome |

Staff September 24, 2019

Select the purchase requisition category. Shipping Location

Association/ Organization Fees
Athletics - Middle School
Athletics - Career Academy
Athletics - General
Conference/ Workshop
Instructional Supplies

Mileage

Office Supplies
Reimbursement

Student Activity

Technology - Middle School
Technoloogy - Career Academy
Technology - General

Business Office

Career Academy

Electronic Delivery

Middle School (Main Campus)
Middle School (8th Grade Campus)
No Delivery Required

Select the purchase requisition category.
Select the shipping location,

The button to continue will display after the required shoded fields are complete

Note: on the bottom of each section you will see yellow lines and a red line.
The yellow lines are the steps you need to complete to satisfy this section’s required inputs
The red line will disappear only when all required inputs are completed.

HAPEVILLE CHARTER SCHOOLS

PURCHASE REQUISITION
17-BUSN-2134

Purchase requested by:

[ U

Christopher Worley BUSN

Seaff September 25, 2019

Athleti Middle School
ics - Carser Academy

Athletics - General

Conference Workshop

O SO plies

Reimbursement

Student Activity

Technalogy - Middle Schoal
Technoloogy - Career Acadeny
Technalogy - Genera

HCS — Purchase Requisition Guide

Shipping Location

Business Office
Caresr Academy
Electronic Delivery
Middle Scho

sin Campus)

de Carmpus)

Mo Delivery Required

VENDOR DETAILS »>
Mileage/Reimbursernent

September 2021



Step 4: Vendor Details (You Are The Vendor)
This section you will need to use the pull down menu to select your name; for reimbursements you are the vendor.

Input your contact information. Once you have entered your contact information the yellow lines will disappear and you
can click on “Item Details” to go to the next section.

*If you do not see your name on the pull down menu contact the Business Office.

HAPEVILLE CHARTER SCHOOLS
PURCHASE REQUISITION

EMPLOYEE DETAILS FOR MILEAGE AND REIMBURSEMENT REQUESTS

H

N S S T
v
PAYEE NOTES

Enter the new vendar's name.
Enter the employee's phone number.
Enter the city.

Enter the state.

Enter the zip code.

Enter the employee oddress.

<< REQUEST DETAILS FEM-DERRES>>
SUBMIT A NEW PURCHASE REQUISITION

HAPEVILLE CHARTER SCHOOLS
PURCHASE REQUISITION

EMPLOYEE DETAILS FOR MILEAGE AND REIMBURSEMENT REQUESTS

EMPLOYEE NAME

‘Worley, Christopher v

EMPLOYEE ADDRESS

768 5 Central Ave Suite 300
e v cooe ———Jeumioves mione
Hapeville Georgia ¥ 30354 ]404—767??45

PAYEE NOTES

<< REQUEST DETAILS ITEM DETAILS >>
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Step 5: Enter the Item Detail (Trips)

Item Lines (Each Item Line = Each Leg of Your Trip)
e You will need to enter a “item” for each leg of your trip you are requesting reimbursement.
e Inthe description make sure you are descriptive enough in case substitutes need to be made based on

availability or price.

Expenses Information
e Category: for mileage reimbursement always choose “Employee Expenses”
e Type: for mileage reimbursement always choose “Employee Expenses” for either MS or HS
e Contact Charlene Bussey if you have questions cbussey@hapevillecharte.org or ext 432

Note: When you satisfy all the yellow lines the red line will not disappear, but the “Attach Documents” option will
appear.

HAPEVILLE CHARTER SCHOOLS
PURCHASE REQUISITION One Item = One Leg nf'l'rip

Mileage Details

Complete a section for each destination. First Leg
i Dete il D he Purpne s i
8/25/201% [ Training at Fulton County School Title
(Sorting Addess | Odomter Start | Destton ddres ———Odometerfnd
T6E 5. Central Ave, 300, Hapeville, GA 30 95,000.0 6201 Powers Farry Rd NW, Atlanta, GA... 96,0220
ok oxumertation Ttttk wicogage T iemburscment Aot
AfTach documentation on the next 22 50.50 £11.00
pege
Mileage Details
Complete a section for each destimation. ‘h Second Leg
g Dete il Db he Purpne ol s i (returm)
9/25/2015 [E Training at Fulton Cownty School Title | (Return)
(S e oo Start bt Odometertod |
5201 Powers ‘:rr\r Rd MW Atlanta, GA 3 95,022.0 768 5. Central Ave, 300, Hapeville, GA 95,0440
Amm documentation on the next 22 50.50 51100 If you need to add
a beg click on
insert item”
T-Btal Feimbursement Amournt
- ¢ This part totals the reimbursement for all items
If the total cost needs to be split between multicle accounts, enter the amouwnt that should be applied to each account
Employes Expenses ¥  Employes Expenses | ¥ ;;-Iﬂp_lfg:: Expenses M5 220 ¢ Ed.ﬂ-Tnhl
. Catagory: Always Employes Expenses
Type: Pick "Employee Expenses™ and the schoal you
wark for (M5 or HS) Total

$22.00

Complete the required fields to contin

<< REQUEST DETAILS ATTACH DOCUMENTATION =>
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Step 6: Document Attachments to Upload
You need to provide documentation that substantiates the information you entered on your request.

For mile reimbursement you will need to attach the following:
e Good Map Directions
o Must be shortest distance
o Starting location
= Day Trips is always the work location you primarily report to
= Qvernight Trips (if you drive) is the work location you primarily report to
e Confirmation of Trip/Approval
o Typically email confirmation of meeting/training/professional development
o Can also be registration of conference/workshops
o If you have questions contact Charlene Bussey cbussey@hapevillecharter.org ext 432

After you upload the documentation, click on “View Summary” for the next step.

HAPEVILLE CHARTER SCHOOLS
PURCHASE REQUISITION

Supporting Documentation
"% 3 Click here to attach a file

B ADD ADDITE™™"

i

a file, and then click Attach o upload it

1 Choose File | No file chosen

Attach Cancel
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Step 7: Request Summary and Completing the Request
Review all the information to ensure it is correct.

Click on “Submit New Purchase Request for Review” to complete the request.

You must receive the “Thank You” message

*If you do not finish the request by clicking “Submit New Purchase Request...” your request will be lost in “limbo”, and
you will need to redo the request.

HAPEVILLE CHARTER SCHOOLS
PURCHASE REQUISITION

AT A NEW PURCHASE REQUISITICN

Thank You
REQUEST SUMMARY The purchass request has been submimed for review

Purchase requested by:

o o Jor oo |

\

Christopher Worley BUSN Staff September 25, 2013
P—
MWlilzage Mo Delivery Requirad .
Successfully Submitted
when you receive the
foriey, Christopher | “Thank You"
message.

768 5 Central Ave Suitz 300
A 7 Y S [T S

Hazpaville Feorgia ¥ 30354 4047577745

PAYEE NOTES

Trip Date Trip pLI"anE_& Add Odometer
Documentation Readings
0/25/2018 Purpose Starting Address Starting
Training at Fuhton County School F6E 5. Central Ave, 300, Hapeville, 85,000.00 22.00
Title | G4 30354 Ending Rate
Documentation Ending 95,022.00 S0.50
1§ Chok Fere to attach 2 file G201 Powers Ferry Rd NW, Atlanta,
@A 30238
5/25/201% Purpose Starting Address Starting Mileage 511.00
Training at Fuhan County Schodl G201 Pawers Ferry Rd NW, Atlanta,  95,022.00 22.00
Tithe | (Return] GA 30335 Ending Rate
Documentation Ending 95,044.00 S0.50
1§ Chck bere fo attach afile F6E 5. Central Ave, 300, Hapeville,
G4 30254
Wilzage Total Reimbursement $22.00

| You Must Click the "Submit New Purchase Request..."
button below. If you do not, the request will not submit,
and you will need to redo the request again.

SUBMIT NEW PURCHASE REQUEST FOR REVIEW

HCS — Purchase Requisition Guide September 2021



Check to make sure your request was submitted correct:
You can see the list of all the request you have submitted.

Under the “Request Status” column you will see the status of your Request.
e Request Status
o Complete —the request is closed either because it was approved or rejected
o Pending —the request was submitted successfully and is still in the approval process
o “Set Request ID” — the request was NOT submitted successfully and needs to be reentered.

e Next Reviewer
o You can see who still need to review. You can email the person indicated to see if they need more

information.
REQUESTS SUBMITTED BY ME - FY2020

= Request Status : Complete (2)

Christopher \ y Worley. 5O 2019-07-23 Complete Review Complete Pending Crde
2019-08-13 Complete Review Complete Pending Orde
17-BUSN-2133 mev Christopher Worley Amazon 5T5.00 2019-08-24 Pending Business Office Initial Review  Business Office - Initial Review  Pending Order

= Request Status : Set Request 1D {1)
17-BUSN-2132 @y Christopher Worley Herff lones 51.00 2019-09-24 Fending Crdsr
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Getting a digital copy of Google Directions:
Step 1: Get the directions on google maps

e If you need help getting directions on google maps click here >> Google Maps How To

Step 2: Save the directions as a PDF
e https://helpx.adobe.com/acrobat/using/print-to-pdf.html

HCS — Purchase Requisition Guide September 2021
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HCS Request System

Entering a Mileage Reimbursement Request
For Daily Middle School Travel ONLY

For Hapeville Charter Middle School (HCMS) employees whose primary daily responsibilities include traveling between
the Main Campus in Hapeville, GA and the 8" Grade campus.

Follow the instructions on the “HCS Request System — Mileage Reimbursement Request” with the exceptions of “Step 5:
Enter the Item Detail (Trips)” and “Step 6: Added Attachments”.

Per Google Maps the shortest distance between campuses is 8.6 miles. This is the amount you will use for each trip
between campuses.

Use this guide for Step 5 and Step 6
“Step 5: Enter the Item Detail (Trips) — for Daily Middle School Travel”
e Enter the sum of mileage for all trips between the Main Campus and the 8™ Grade Campus for the entire

calendar month as one “ltem”.

e (Calendar Month: You must enter the mileage for the entire calendar month (all dates within the month)
[opposed to the dates in the last 30 days].

e Deadline: You must have the request submitted before the 10* of each month.

HAPEVILLE CHARTER SCHOOLS
PURCHASE REQUISITION

2: For description indicate the calendar

Complete a section for each destination. month, middle school daily travel, and the
:
number of trips between campuses.

9/1/2019 1 [ September Daily Middle School Mileage (total 10 trips)

1: Enter the first day of the month

Starting Address

3535 South Fulton Ave

3: Enter 3535 South Fulton as the starting
address and 6045 Buffington as the

Attach Documentation

Attach documentation on the next 100 $0.50 $43.00 . .
e destination. Enter 0.0 for the odometer
start and the total miles driven between

43.00 .

. campuses for the month in odometer end.
Per Google Maps the shortest distance is

If the total cost needs to be split between multiple accounts, enter the amount that should be applied to each account. 8 6 |es between campuses (8 6 miles X
.6 mi . (8.
Employee Expenses ¥ Employee Expenses ¥ Ersnoplc(;/:oe Expenses M9 4C ¢ $43.00 . . p .
e # of trips) = Total Miles Driven.
4a 4b

Total

e 4a: Choose Employee Expense

4b: Choose Employee Expense MS
. A
<< REQUEST DETAILS ATTACH DOCUMENTATION >> 4C' Enter the tOtaI mlles dr|Ven.

Step 6: Document Attachments to Upload

e What attachments. will need to upload into the request system:
o Word Document or Excel spreadsheet that lists all trip dates and time you made between the campuses

o Google Directions (digital copies) for one leg between 3535 South Fulton Ave and 6045 Buffington Road

SUBMIT A NEW PURCHASE REQUISITION

HAPEVILLE CHARTER SCHOOLS
PURCHASE REQUISITION

Supporting Documentation

4 Click here to attach a file

2 ADD ADDITIONAL SUPPORTING DOCUMENTATION

<< ITEM DETAILS VIEW SUMMARY >>

Continue with the rest of the Mileage Reimbursements process with “Step 7: Request Summary and Completing the Request” on
the main Mileage Reimbursement Request Guide. Make sure you complete the request and you receive the “Thank You” Message.

HCS — Mileage Reimbursement for Daily Responsibilities (Middle School ONLY) September 2021



HCS Request System

Entering an Reimbursement for Travel Expenses and School Purchases

You now have access to SharePoint and have successfully signed into the system. You are now able to enter a Purchase
Requisition.

What can be reimbursed?

Employees can be reimbursed for mileage and other travel expenses per the Employee Handbook. In extreme
circumstances employees may be given pre-approval to make purchases using her/his money and be reimbursed after
the purchase has been made.

*You are responsible to know the employee handbook policies including travel expenses, making purchases,
reimbursements, and check request.

There are two types of reimbursement requests. This document outlines the process for both.
e Reimbursement Request for Mileage
e Reimbursement of Purchase Request for other Travel Expenses and School Purchases

Things to know about the Request System

Each section you will need to enter necessary information. Below each section you will see a set of yellow lines
informing you what needs to be entered. As you satisfy each input the yellow lines will disappear. Once you complete all
inputs and all the yellow lines have disappeared, the “button” for the next section will appear, and you can move
forward with the request.

Enter an item number for each row. If there is no item number, enter N/A.
Enter the quantity for each item.
Enter an item description for each row.
Enter a price for each row.
If there is no shipping charge, enter 0.
Provide @ reason for this purchass reguest.

Complete the required fields to continue to the next section.

<< REQUEST DETAILS

H$ - Athlefic Director
Sports ¥ |HS- Athletic Directo ¥ 51.00
502-1105HS

v

Total
51.00

e
Complete the required fielddio continue to the next section.
<< REQUEST DETAILS

HCS — Travel Expenses and School Purchase Reimbursement Request September 2021



REIMBURSEMENT REQUEST
-Travel Expenses and Other Purchases-

Before you start you will need
e Anitemized receipt for each purchase you are requesting reimbursement.
o Anitemized receipt should have the following (must be visible)
=  The vendor’s name and location
= Date of transaction
= List of each item/service proved
= Subtotal, Tax Total, and Total (tip amount if applicable)
o If an itemized receipt is from a restaurant addition information is necessary
= Transaction (signature) receipt with tip amount
e HCS will only reimburse up to 18% of the Total purchase
= NO ALCOHOL ALLOWED ON RECEIPT
e Requests with alcohol listed on receipts will be rejected
e Documentation of Prior Approval
o Approved overnight trip expenses are outlined in the employee handbook.
o Email with the executive directors approval to purchase non-trip expenses.

*Note about receipts: ask the vendor to complete two transactions — one transaction for reimburse request and a
second transaction for personal expenses that won’t be reimbursed.

Example: if the executive directors approves for you to go to Walmart to buy juice boxes,

and you want to buy yourself a soda while you are there. Have the cashier ring the school

purchase on one transaction and your soda on another transaction. This will eliminate any

confusion and possible request rejection.

Step 1: Login to the Request System
e https://hapevillecharterschools.sharepoint.com/sites/BusinessOfficeRequests
e Make sure you are signed in with your [name]@hvcharter.org log in and not your @fultonschools.org login

Step 2: Select the Purchase Requisition Option

i SharePoint

Business Office Requests
Public group

L search this site + New 5% Page details

Purchase Requisition Operations Request Field Trip Requests
= ] o~ " 1 P
= “\»

Home

HAPEVILLE CHARTER 5CHOOLS
PURCHASE REQUISITION
Hello Christopher Worley
Before you begin:
= Vendor information is required. If the vender is not listed, you will need the vendor’s

name, website, and phone number.
« Attachments are required to submit a request.

CLICK HERE TO START A NEW PURCHASE REQUEST

HCS — Travel Expenses and School Purchase Reimbursement Request September 2021
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Step 3: Select the purchase requisition category and shipping location

e Category: Choose “Reimbursement” contact Charlene Bussey at cbussey@hapevillecharter.org or extension 432
e Shipping Location: Choose “No Delivery Required”

HAPEVILLE CHARTER SCHOOLS
PURCHASE REQUISITION

17-BUSN-2130

Purchase requested by:
emploree _____Joepartment ____role  JRequestome |

Christopher Worley BUSN Staff September 24, 2019
Association/ Organization Fees Business Office

Athletics - Middle School Career Academy

Athletics - Career Academy Electronic Delivery

Athletics - General Middle School (Main Campus)
Conference/ Workshop Middle School (8th Grade Campus)
Instructional Supplies No Delivery Required

Mileage

Office Supplies

Relmbursement

Student Activity

Technology - Middle School
Technoloogy - Career Academy
Technology - General

Select the purchase requisition category.
Select the shipping location,
The button to continue will display after the required shaded fields are complete

Note: on the bottom of each section you will see yellow lines and a red line.
The yellow lines are the steps you need to complete to satisfy this section's required inputs
The red line will disappear only when all required inputs are completed.

SUBMIT A NEW PURCHASE REQUISITION

HAPEVILLE CHARTER SCHOOLS
PURCHASE REQUISITION

17-BUSN-2140

Purchase requested by:

T e S S [T Sy

Christopher Worley BUSN Staff September 26, 2019
Select the purchase requisition category. Shipping Location

Association/ Organization Fees Business Office

Athletics - Middle School Career Academy

Athletics - Career Academy Electronic Delivery

Athletics - General Middle School (Main Campus)

Conference/ Workshop Middle School (8th Grade Campus)

Instructional Supplies No Delivery Required

Mileage

Office Supplies
Student Activity

Technology - Middle School
Technoloogy - Career Academy
Technology - General -] .

VENDOR DETAILS >>

Mileage/Reimbursement

When the catagory and shipping location options have been selected, the yelow and red lines will disappear and
"Vendor Details” option appears. Click on "Vendor Details" to move on to the next section.

HCS — Travel Expenses and School Purchase Reimbursement Request September 2021



Step 4: Vendor Details (For Reimbursements — You Are The Vendor)

In this section you will add your information as the vendor.

Enter Your Information As The Vendor

e Use the pull down menu and select your name.

o If you name does not appear contact cbussey@hapevillecharter.org or ext 432

e Enter your contact information and make sure the yellow lines disappear.

e Once the required information is entered, you will be able to click on “ITEM DETAILS”

SUBMIT A NEW PURCHASE REQUISITION

HCS — Travel Expenses and School Purchase Reimbursement Request

HAPEVILLE CHARTER SCHOOLS
PURCHASE REQUISITION

EMPLOYEE DETAILS FOR MILEAGE AND REIMBURSEMENT REQUESTS

Worley, Christopher

PAYEE NOTES

Enter the new vendor's name.
Enter the employee's phone number.
Enter the city.

Enter the state.

Enter the zlp code.

Enter the employee address.

<< REQUEST DETAILS FFEM-DETAHS>>

SUBMIT A NEW PURCHASE REQUISITION

HAPEVILLE CHARTER SCHOOLS
PURCHASE REQUISITION

EMPLOYEE DETAILS FOR MILEAGE AND REIMBURSEMENT REQUESTS
EMPLOYEE NAME

Worley, Christopher A
768 S. Central Ave Suite 300

o o arcooe— Joworarione |
Hapeville Georgia v 30354 :)404775777745 ext 417

PAYEE NOTES

<< REQUEST DETAILS

September 2021



Step 5: Enter the Item Detail

Enter Reimbursement Items (One Item = One Receipt)
e Enter the information for each receipt as an Item Line.
o Enter the required information: Purchase Date, Vendor Name, Receipt Total, and Reason for Purchase.
e If you have multiple receipts — click on “Insert Item” to add a new

Expenses Information
e Category: most teachers will be using the Student Activities, Field Trip, Instruct Supplies, or Sports options
e Type: Use the pull down and select the option that fits best. If you need help contact Charlene Bussey at
cbussey@hapevillcharter.org or ext 432.

After you have entered all receipts and information for the reimbursement click on “Attach Document”.

Note: When you satisfy all the yellow lines the red line will not disappear, but the “Attachments” option will appear.

HAPEVILLE CHARTER SCHOOLS
PURCHASE REQUISITION

Reimbursement ltems

Complete a section for each receipt.

Purchase Date [Date on the Receipt)

9/26/2019 Walmart
Reimbursement Amount {Amount on the Receipt) Supporting Documentation
Aftach documentation on the next page.

Reason for Purchase

Had tg buy juice boxed. Executive Director approved on 5/26/2015 by email

Torarmeamtursement Amount

$10.00

B Insert item
Total Reimbursement Amount

50,00

Budet Rome and Number | Amount

If the total cost needs to be split between multiple accounts, enter the amount that should be applied to each acoount.
Employee Expenses HS

Empl E *  Empl E v 10.0:0
mployee Expenses mployee Expenses b SB0_100SHS Enter the total g
reimbursement
Select the Category and Expense Types with the pull down amount here.
MEnUs,
Category: Choose "Employee Expenses” Total
Expense Type: Choose "Employee Expense” + M5 or HS $10.00
m
<< REQUEST DETAILS ATTACH DOCUMENTATION >=
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Step 6: Added Attachments

You need to provide documentation that substantiates the information you entered in Step 5. Typically you need to
upload an itemized receipt (read below) or an invoice. For non-travel reimbursement of purchases, you must upload
documentation that the purchase was approved by the Executive Director.

e Anitemized receipt for each purchase you are requesting reimbursement.
o Anitemized receipt should have the following (must be visible)
=  The vendor’s name and location
= Date of transaction
= List of each item/service proved
= Subtotal, Tax Total, and Total (tip amount if applicable)
o If an itemized receipt is from a restaurant addition information is necessary
= Transaction (signature) receipt with tip amount
o HCS will only reimburse up to 18% of the Total purchase
= NO ALCOHOL ALLOWED ON RECEIPT
e Requests with alcohol listed on receipts will be rejected
e Documentation of Prior Approval
o Approved overnight trip expenses are outlined in the employee handbook.
o Email with the executive directors approval to purchase non-trip expenses.

*Note about receipts: ask the vendor to complete two transactions — one transaction for reimburse request and a
second transaction for personal expenses that won’t be reimbursed.

Example: if the executive directors approves for you to go to Walmart to buy juice boxes,

and you want to buy yourself a soda while you are there. Have the cashier ring the school

purchase on one transaction and your soda on another transaction. This will eliminate any

confusion and possible request rejection.

After you upload the documentation, click on “View Summary” for the next step.

HAPEVILLE CHARTER SCHOOLS
PURCHASE REQUISITION

| Supporting Documentation
i Click here to attach a file

"]

E ADD ADDITE~ =" rmmmm T ee—

and then click Attach o upload .

Se al
Choaose File | No file chosen
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Step 7: Request Summary and Completing the Request
Review all the information to ensure it is correct.

Click on “Submit New Purchase Request for Review” to complete the request.
You must receive the “Thank You” message

*If you do not finish the request by clicking “Submit New Purchase Request...” your request will be lost in “limbo”, and
you will need to redo the request.

A NEW PURCHASE REQUISITICN

HAPEVILLE CHARTER SCHOOLS
PURCHASE REQUISITION Thank You

The purchase request has been submimed for review:

REQUEST SUMMARY

Purchase requested by:

Christopher Worley BUSN Staff September 26, 2019 You r req uest is
Successfully Submitted

Shipping Location

Purchase Requisition Category

Reimbursement No Delivery Required

when you receive the
"Thank You"
message.

VENDOR STATUS

EMPLOYEE NAME

Warley, Christopher

EMPLOYEE ADDRESS
768 S. Central Ave Suite 300
Hapeiville Georgia ¥ 30354 404-767-7745 ext 417

Reimbursement Items

Date Vendor Supporting Reason for Purchase Amount
Documentation
4 Had to buy juics boxed. Exscutive
2015-08- Tk hereto zzch 2 - A P
26T00:00-00 Walmart a fle DII’E{IIDI' approved on 5/26/2019 by 510.00
email
Reimbursement Total $10.00

Budget Details

Category Budget Name and Number

Ermploves Expenses Employee Expenses Employse Expenses HS
PIOVEREXRENEES  hs 580-1005H3

You Must Click the "Submit New Purchase Request..."
button below. If you do not, the request will not submit,
and you will need to redo the request again.

Total
510.00

SUBMIT NEW PURCHASE REQUEST FOR REVIEW

HCS — Travel Expenses and School Purchase Reimbursement Request September 2021



Notes:
You can see the list of all the request you have submitted.

Under the “Request Status” column you will see the status of your Request.
e Request Status
o Complete —the request is closed either because it was approved or rejected
o Pending —the request was submitted successfully and is still in the approval process
o “Set Request ID” — the request was NOT submitted successfully and needs to be reentered.

e Next Reviewer
o You can see who still need to review. You can email the person indicated to see if they need more

BEl (CeTe C1 IOk AITTER DY A CWam =
ReQUESTS SUBN cl BY ME - FYZU2U
= Request Status : Complete (2)
Christopher W 2019-07-23 Complete Review Complete Pending Crde
2019-08-13 Complete Review Complete Pending Orde
17-BUSN-2133 mev Christopher Worley Amazon 5T5.00 2019-08-24 Pending Business Office Initial Review  Business Office - Initial Review  Pending Order

= Request Status : Set Request 1D {1)
17-BUSN-2132 @sv Christopher Worley Herff lones $1.00 2019-09-24 Fending Crder

HCS — Travel Expenses and School Purchase Reimbursement Request September 2021



Entering a Field Trip Request

* Before you start you need to:
e Plan your trip: Destination, dates, times, how it correlates to the curriculum...
* Present your trip to your Principal and get her/his consent.

* Gather your documents that show all destinations and any costs for
admittance.



Log into SharePoint through Office 365

e SharePoint is an app within Office365. This is the system HCS uses for
the request system.

e Use this link for SharePoint:

* https://hapevillecharterschools.sharepoint.com/sites/BusinessOfficeRequests
* Make sure you are signed in with your [name]@hvcharter.org log in and not your @fultonschools.org login

* To login use your Office 365 username and password.

* You should have access to Office 365 from HCS’s IT department

* Your username has @hvcharter.org (not @hapevillecharter.org)



https://hapevillecharterschools.sharepoint.com/sites/BusinessOfficeRequests

E Purchase Requisition Qg Operations Request

s B
e .
Lomments

©

When you log into SharePoint through Office 365, you will click on the
“Field Trip Requests” to complete a trip requests.




TRIP REQUEST

cworley_20191002112329

REQUEST SUBMITTED BY SCHOOL REQUESTED BY JOB ROLE

CrTistopner waorley MUM3an Kes0Uries (VIZmegas

S —————. SN asssse— g ey
oaws | semes ) G T

i

Overnight Trips ONLY

* contact the Business Office for process.

Step 3: Enter Bus Parking Fee

Enter the parking fee for buses.
The Field Trip Coordinator will enter most information.

Steps 1 and 2: Complete for all Academic and Student Activity Trips.



TRIP REQUEST

cworley ZO1ISI002112325

REQUEST SUBMITTED BY

SCHOOL

REQUESTED BY JOB ROLE

e o ey

SELECT THE TYPE OF TRIP

LEMGTH OF TRIP

Business Office

Human Resourcaes Blanage

INSTRUCTIOMAL
SPORTS
STUDEMT &ACTIWT

TRIF DESCRIFTHON AND PURPOSE

Dy TRIP
OWVERNIGHT TRIP

MARE OF THIS TRIP (LIMIT 250 CHARACTERS]

WYHAT IS THE PURPIOSE OF THIS TRIP?

PARTHCIPAMNTS.
STUDENTS CHAFEROMES
r'::g,::;'é:' r':‘txr::;g::‘ll ﬁklehFl:.:EGFll: TEACHERS ADNIN STAFF WVOLUNTEERS
o
AT “detuale Volwnteers (Not Employed)]” muast covmply with sofool volumtesr ond mandated reparting poficies, ond must be
clepred by the schoo! Business Office.

SUBSTITUTE TEACHERS MEEDED?

MUMBER OF SUBSTITUTES NEEDED

HUMBER OF DAYS

YES MO
CURRMULLIN STAMNDO DS

LIST THE CURRICULUN STAMDARDS THAT SUFPORT THIS TRIF

= CLICE HERE TO ADD A STAMDCHRD

COMPMENTS

= COLICK HERE TO ADD A COMMENT

EXPEMSE ':::f:';;r SELF-PAY AGENCY PHE FUNDRAISER
SUBSTITUTES 50,00
ACTIVITIES 50,00
TRANSPORTATION 000
MEALS 5000
[Looeins S0L00
INCIDENTALS 000
TOTAL TRIP COST 0,00
COST PER STUDENT Peah
CLICK TO S REQUUEST

EST

-

Field Trip Form: Details Tab

A: Trip Type — select either “Instructional” of Student Activity.

. “Sports” is no longer used — The Athletic Director has a different process

B: Trip Length — select between “Day Trip” or “Overnight Trip”
C: Departure/Return - Enter the trip dates and start/end times.
D & E: Trip Description:

* Name — Enter location of the trip
* Purpose — Add a brief description

F: Participants

* Students — enter the min. and max. number of students that may go on the trip
* Chaperons — enter the number of chaperones by teacher, admin staff, and volunteers.

G: Substitutes - enter if substitutes will be needed and how many (the use of substitutes
increases the per student cost).

H: Curriculum Standards - for instructional trips enter the curriculum standard pertaining
to the trip.

J: Comment: Enter the destination address into the comments section.

K - Do Not Enter - the form calculates the price.

* The Trip and Per Student Costs are NOT final until the Field Trip Coordinator adds the
transportation price.

Do not click “submit” yet

. For Day Tips — you must complete the “Activities” tab before submitting
. For Overnight Trips — you must complete the “Activities”, “Meals”, and “Lodging” tabs before
submitting

If you submit before entering all necessary information you may have to re-enter the request

again.




TRIP REQUEST

oworley_20191002120437

REQUEST SUBMITTED EY SCHOOL REQUESTED BY JOEB ROLE

Christopher Wods Business Office Human Resources Manager

DETAILS

COSTS STUDEMT COST/aDuULT

SELECT HOW THIS ACTI

SRERIVAL TIME

FLIN # TICKETS # TICKETS so.00
Select funding sow v MNEEDED MEEDED
= CEPARTURE TIME
ADD DOCUMENTAR M
B Click heere b sttach 2 Ml
B CLICK HERE TO ADD AN ACTIVITY
N
COMMEMNTS
B CLICK HERE TO ADD & COMMENT
EXPFENSE I::::E;;T SELF-PAY AGEMNCY PG FUNDRAISER
SUBSTITUTES =000
ACTIVITIES =000
TRAMNSPORTATIOM =000
M EALS =000
LODGIMNG =000
INCIDENTALS =000
TOTAL TRIPF COST =000
COST PER STUDENT EL]

CLICK TO SUBRJIT A M REQUEST

. - —

Field Trip Form: Activities Tab

A: Activity Description
. Enter Activity/Destination Name in the blank field
. Select the funding type (eg student pay, fund raiser, etc.)

. Add Document that shows Activity/Destination admittance price
. This can be a quote or flyer from the company, a print out from the company’s website...

B: Enter the Date and Arrival/Departure time for the activity
C: Admittance Cost

. Enter the cost for admittance for both student and adult

D: The Total admittance cost will calculate here.

E: If the trip includes multiple activities, you will need to enter
each activity separately.

* The Trip and Per Student Costs are NOT final until the Field Trip Coordinator adds the
transportation price.

Do not click “submit” yet

. For Day Tips — you must complete the Bus tab before submitting

. For Overnight Trips — you must complete the “Activities”, “Bus”, “Meals”, and “Lodging” tabs
before submitting

. If you submit before entering all necessary information you may have to re-enter the request
again.




TRIP REQUEST

oworley 0191015102550

REQUEST SUBMITTED BY

SCHOOL

REQUESTED BY JOB ROLE

Chriztopher Waorksy

petans | acenanes

RANSPORTATION DETAILS

SELECT OR ENTER THE TRAMSPORTATIOM

CORIPAMY

Busin Office Human Besources Manager

CONTACT PERSOM PHOME MUMEER FAaX MUMBER

select or type...

TOTAL BUS QUOTE

PARKIMG TOTAL
ATTACH THE BUS QUWOTE 1L Click here to attach a file

When reserving a bus, verify if there are additional expenses.

Examples:
= ‘Wenue parking ezpensss

Ffor owermizht trips, verify if lodging expenses are imcluded

= “erify mileags owverages cost
= Werify cost for ime delays

MEALS ==

COMPMEMNTS
E CLICK HERE TO ADD & COMMENT

EXIFENSE INCLUDE IN SELF-PaN AGEMNCY PEG FUNDRAISER

TRIP DODST

SUBSTITUTES 20,00
IACTIVITIES 20,00
TRAMSPORTAT MO 20,00

MEALS 20u00

LODGIMNG 20,00
IMNCIDEMNTALS 20,00

TOTAL TRIF COS5T 20u00

COST PER STUDEMNT Mzl

CLICK TO SUBMIT A NMEW REQUEST

SUBMIT MEW REQUEST

Field Trip Form: Bus Tab

Parking fees: The only information you need to enter on
this tab is the fee for bus parking.

* The Field Trip Coordinator will calculate how many buses will be
needed and the total parking fee.

Click here to “submit” for Day Trips
. For Overnight Trips complete the Meals and Lodging tabs.




Overnight Trips

* Contact the Business Office if you are planning an overnight trip.

* Because a lot of school overnight trips include all inclusive packages,
overnight trips are entered differently based on the situation.

* Contact information:
* Haneefah Banks — hbanks@hapevillecharter.org
e Carla Olsen - colsen@hapevillecharter.org
* Charlene Bussey - cbussey@hapevillecharter.org
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