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" http://corsicana.schoolobjects.com

Please login Name|Email address
Password corsicana




Sign In and set up profile

To use all the features of Eduphoria,
you must use Internet Explorer or

Firefox.
egchooIObjects
The address is: —
http://corsicana.schoolobjects.com Password
u} Login

Forgot Password?

Enter your school email address and your password is corsicana
Example: jyoung@cisd.org

It will iIimmediately ask you to change your password.



1. Edit your profile

Click on My Profile

@) "Miyapplications

[ == | workshop
- Professional development course registration and
aaaaaaa



Profile

 Scroll down and o my
make Sure it iS Please verify that the information below ks correct.
correct. e

Last Mame:
Balglzno

e Click on next

susan_bolglano@midothian-isd.net

Campus:

) Next | [l Change Password



Profile continued

e Click next if correct

ed'”F*ﬁ':ﬁ!/pr"::>ﬁIe

Please verify that the information below ks correct.
What Is your primary role in the district?
@ Teacher
¢ Paraprofessional
L Principal/vice Principal
e Superintendent/Assistant Superintendent

¢ Other

5} et f} Change Password



Profile continued

e Select your main
subject

 |If you teach more
than one subject,
select all that apply.

o Click next after you
have completed this
step

edu

my

Please verify that the information below s con

What subject areas do you teach?
r English Language Arts
I_ Mathematics

IV_ Reading

i) Mext f'; Change Password

rect.



Profile continued

» Select your grade

« If you teach more edu iy
than one grade, ——
select the ones you o——
cover. —

 When you are done ol

click on Save My
Information

@ Save My Information | £l Change Password






Workshop

« Allows you to see
courses scheduled
In a variety of ways
based on how you
would like to search. 5 “t€es

partfolio.

£4 Log Off ;y My Prafile



Registration

e Course Registration
will automatically
pull up a variety of
ways to search.

“SehoolObjecs WOI'K

Registration & Portfolio
?; Course Registration

i My Portfolio

¥ SUbmit Courses



Date and Time Search

| = -r o "
[ =] List of all courses scheduled in the V List of upcoming courses offered In the | 2 Navigate courses by month.
¥ future. ¥ evening and weekends. |

You can select courses...
e By up and coming

 Evening and weekend
courses

By the month



Search by Category

o Search by specific course categories.

|'|; e
L

.- -
e I

View courses for my cam pus @ View self-paced eCourses

A
5

CX



Search by Credit Types

e If you need GT credits, technology credits--
anything specific-- you can search for it here.

 One course could be In several categories and
search types

J
‘-:‘
..fj

h[ it r | & Tor educato

Fs



Fhoolobjecs WOk
Registration & Portfolio

1 Course Reglstration

& My Portfalio F [

To see the specifics - (P
about a course, click e

! iMovie

372972007 at 4:30 PM

on the course. ooy

4/3/2007 at B:30 AM

- Visual Presentation Stations

/2007 at 4:30 PM
! iPhoto
452007 2t 4:30 PM
J Tier 11
112007 at 4:30 PM
| Web

4122007 at 4:30 PM



Information about the course

WhoolobjecsWOTK
Registration & Portfoli ol Register
:_; Course Registration
& My Portfolio 1
‘i:) Teach
, Submit Courses i

e \What time It starts s
e What time it ends e ——

L] L}
°® W f'] e re It IS I O Cate d The following credit Is given when the course Is completed:
B Teuzs sBEC CPE, 2 Credts
T Te Credits

(Remember although
registering on Eduphoria the
session may be held
elsewhere.)

 Who is teaching it




Register for the class

e To register for the
class, click on the
green plus sign that = Teachers will learn to create
says “register” J

The class starts:
Aprll 12, 2007 at 4: 30 PM

The class ends:
Aprll 12, 2007 at 6:30 PM



Confirm registration

: The page at http://corsicana.schoolobjects.com
w says:
Do you want to register for this course?

( Cancel ) (—Bﬁ-—a




Confirmation

.a Unregister /=y Print

=

"’"’E Teachers will learn to create educational websites for their classroom. Sof
1

9 'ﬂ' You are enrclled in this course. To unenroll, click the Unregister button above.

The class starts:
April 12, 2007 at 4:30 PM

The class emds:
april L2, 2007 2t 6:30 PM

Location:



Now, the course you registered
for Is listed on the Workshop
page above View Courses By

Date & Time.

<



What happens next?

* You will receive an email confirming your
registration from noreply@schoolobjects.com (it
will likely go in your junk mail the first time.
Remember to utilize your junk mail handling to
make sure it appears in your mailbox in the future.

* You will also receive a reminder of the course
about 2 or 3 days prior to the date of the course.

« Attend the course and the instructor will take roll
and you will be marked as in attendance (or
absent) and given appropriate credit if any is
awarded.



mailto:noreply@schoolobjects.com

Workshop sessions

out of district
Reminder ~

* You will only register for an out of district workshop after
your Employee Travel Form (on FormSpace) has been
completed and returned back to you via email as approved.

« At that time you will print off your email approval and
submit items like your PO request for registration fee and
request for hotel check (if applicable), etc. along with the
email approval to the Business Office for processing.

 Important - Although you have registered for a session
held out of district on Eduphoria you must also register
with the entity holding the workshop (like ESC-12).




How to unregister for a course

Click on unregister
9 (ﬁ Unregister -5 Print

.11-

,---F"' Teachers will learn to create educational websites for thelr classroom. Sof

'zll‘x;

'ﬂ' You are enrolled in this course. To unenroll, click the Unregister button above.

The class starts:
April L2, 2007 at 4: 30 PM

The class ends:
April L2, 2007 2t 6:30 PM

Location:

Note:

This will unregister you for a session held locally, however if it
IS an out of district session you must notify the entity of your

cancellation as well so registration fees or other costs may be
recovered.






While in Workshop, click on My
Portfolio

@ “Uhooobjecswork ' 4 Switch Applications - () Help | G Log off
Registration & Portfolle  wy portfolio
,ﬁ‘ Course Reglstration & Portt
P M 7 My Prof]
o S Lrses

o Iweb .vaelopllll'bg Teacher Website Total credits ea to date:

B exas sBEC CPE, 4 Credit(s)

Ital arlnet:alsandIFhutu Technalogy, 4 Credit(s)

Bx exas SBEC Credn
echnaology, edit{s)
Professlonal Development Eve nts:
Wi EVE Teach ‘ebsites, Nove 2008
Came: d IFh: Meonveni 2006

It will show you how many credits you have so far this
year. It will also show your certificates if you enter them.



Yhoolobjecs WOk

Registration & Portfolio
= Course Registration

& My Portfolio

) Submit Courses

Portfolio Options
& Add New Paortfolio Entry

B Add New Certification

" Enter your certifications

If you will click on the lower left hand
corner on “Add New Certification” you
can add your Certifications.



Select your certification

New Certification Wizard

Select a certification below to add to your certification list:
All-Level Art

All-Level Learning Resources Specialist m
All-Level Music

All-Level Physical Education

Assistant Principal

Counselor

Driver Education

Early Childhood Education

Early Childhood Education-Handicapped
Educational Diagnostician

Elementary Blology

Elementary Early Childhood Education
Elementary Earth Sclence

P EEEEEFEEEEEEEF

Click Next = 1 continue.

Cancel I = Bach Next > I




Follow the steps

e Select Certification
e Click Next

« Select one of the options (if you have a
lifetime certificate or If it has to be
renewed)

e Enter the renewal date and it will remind
you when It Is time to renew It



FhoolobjecswWorksho

Enter outside courses, o

_J Course Registration

workshops and <l
conferences
If you will click on the lower left hand P
corner on “Add New Portfolio Entry” e

you can add your out of district
workshops.



Add new portfolio entry for
approval for credits

“SehoolObjecs WOINK 2 Switch Applications ~ ) Help | (G Log off
Registration & Portfolio My Portfolio New Portfolio Entry Wizard

. Course Registration % Portfolio Summary

@ My Portfolio 7 My Profile

 Submit Courses

~  What type of entry do you want to include in your portfolio?
- " Outside warkshop or conference

1 Iweb: Developing Teacher Website: L Request for district professional development level
November A

lovember 16, 2006 L Caollege course

« Digital Cameras and IPhoto

Iy per 9, 200b

- Other

Follow the steps, enter and click next each time.



Enter title of Workshop for
Portfolio

Mew Portfolio Entry Wizard

Entry Title

Enter a title for this entry:

TCEA Annual Conferance

Enter a description:
Annual Technokgy Conferance




New Portfolio con’t--enter start
and end dates

New Portfolio Entry Wizard

Enter the date when this entry began:

February 2007

Sun Mon Tue Wed Thu Fr Sat
8 A 3 31 1 £ 3

i 2 & g 3 W
11 12 15 14 15 16 17

Select the starting time for the entry:
joe x[:[o0 x|[am x|




Do you want credit?

Mew Portfollo Entry Wizard

Would you like to request district credit for this entry?
) Yes
" No



Enter the type of credit you
qgualify for

Mew Portfollo Entry Wizard

Enter the value of district credit requested:
Advanced Placement
Blingual/ESL

=32

Campus Staff Development
Comp Time: Summer 2007
GT.

PDAS Training

Special Education

Technaology

T

Technology Proficiency: Tier One

Technology Proficlency: Tier Two E
Texas SBEC CPE

i

Include any comments about the credit request below:

Click Next > to continue.



Choose which goal this
cieking addresses

this PIUS  new rorolio entry wizara

sign, it

will To associate goals with this request, expand the items below and check the appropriate goals
expand-) Document: CISD Goals

the list

for you

o

choose

from



Choose which goal this addresses by
clicking in the box

Mew Portfolio Entry Wizard

To associate goals with this request, expand the items below and check the appropriate goals

E Document: CISD Goals

" Goal I.:

Corsicana ISD will strive to be a “Recognized” district and meet
all Adequate Yearly Progress requirements.



New Portfolio continued

Mew Portfollo Entry Wizard

Would you like to submit your request for credit now or at a later time? Submitting at later time will
allow you to modify the information supplied in this wizard and add file attachments.
" Now

o At a later time, after I modify the entry



Credit request Now

 If you select Now per the previous slide
you will see the following dialog window:

¢ The page at http://corsicana.schoolobjects.com
| | says:
Your professional development request has been

submitted.

n ok )

P

e Click OK



Credit reguest
AT A LATER TIME

(uploading certificates)

e |n this instance select “At a later time”.
This will enable you to go back into your
request and upload your certificate.

e You must click finish to submit in both
“Now” and “At a later time”.

See next slide for example.



Click finish to submit

New Portfolio Entry Wizard

Click the finish button below to create your portfolio entry.



To add your certificate

e Go Into your portfolio

* Find the credit you have awaiting for
you to upload and click on It.

@ eduphorial

File Edit View Favorites Tools Help
& Convert ~ [ Select

»

¢ ) Findteaching jobs, school... [ Suggested Sites &) Web Slice Gallery + By~ B - @ ~ Pagew Safety= Tooks~ @~
Find: [ certificate | Previous Mext Options
(€] di'mlOb|ensW0r|’( (= Switch Applications = & Help | ) Log off
Registration & Portfolio My Portfolio k- save | [®] submit for Approval 3§ Delete Entry

a

g .« Course Registration & Portfolio Summary

-

o @ My Portfolio ~

=

N Certificate Upload
.4+ Go Shopping!

Entry Details Notes Credit Requested Goals

g « Test for Certificate
a September 8, 2011 0 Credit has not yet been requested for this entry.
L & Certificate Upload
September 8, 2011 -
o = Eduphoria Basic Request Type:
E August 19, 2011 This credit request is for an outside workshop.
=

- Entry Date:
September 8, 2011 at 8:00 AM

End Date:
September 8, 2011 at 4:00 PM

Description:
Certificate Upload

Credit Requested:
Advanced Academics, 3 Credit(s)



To add your certificate cont.

e Click on the tab marked Notes

-

v £ 1 7 i . =
L e —— L= 8806 X | & eduphorial " 8 stuphoia iting || .

File Edit View Favorites Tooks Help

X @ Convert ~ [ Select

s v Pagev Safety~ Tools~ W~

Find teaching jobs, school.. [ Suggested Sites £ We

% Find: | certificate Previous Net || Jf| Options ~

¢ ﬁwmworir(-

@ Switch Applications » @ Help 7} Log off

Registration & Portfolio My Portfolio b Save | [®] Submit for Approval 3§ Delete Entry

-« Co Registrati 3
g o LOUrSE Regisiration @ Portfolio Summary
S & My Portfolio Cortifications -
= i Certificate Uploa

w4 Go Shopping! = =
B Entry Details Notes Credit Requestad Goals
% o Credit has not yet been requested for this entry.
-4
! Request Type:
- This credit request is for an outside workshop.
]
z

August 2010 i - Entry Date:
September 8, 2011 at 8:00 AM

End Date:
September &, 2011 at 4:00 PM

Description:
Certificate Upload

Credit Requested:
Advanced Academics, 3 Credit(s)



To add your certificate cont.

* Click on the paperclip to the right

{corsicana schoolobjects.com/wshop/default.aspx P~ &BCX| @ eduphorial

@Q | é https:/

File Edit View Favorites Tools Help

%Cﬂnvert hd ESEIEH

= * Find teaching jobs, school... USuggested Sites a'ﬂ":eh Slice Gallery = - ~ [ @, v Pagev Safety~ Tools~ ﬂv

"l eduphoria formspace training ... ‘ |

Find: ‘ certificate | Previous Mext Options = |

) “g‘cmebimworkgl Y Switch Applications = & Help = £} Log off
Registration & Portfolio My Portfolio H save ¥ submit for Approval x Delete Entry

=] - . -

g - Course Registration @ Portfolio Summary

-

G &P My Portfolio a

= Certificate Upload

4! Go Shopping! -
. Entry Details Notes Credit Requested Goals

g « Test for Certificate

a September 8, 2011 a
< @ certificate Upload

September 8, 2011 ™ REE WY 4 B 7 U

o « Eduphoria Basic

c August 19, 2011

m

=



To add your certificate cont.

e Click browse to find the location of the
pdf of your certificate .

o

GQ | & https://corsicana.schoolobjects.com/wshop/default.aspx

L~ @2 X|| & eduphorial N Trkes
File Edit View Favortes Tools Help
@ Convert ~ [ Select
oS 3 Find teaching jobs, schoaol... USuggEsted Sites a'\"."eb Slice Gallery + f‘-} ~ B -~ & ®n - Page~ Safety~ Tools~ ”
Find: | certificate | Previous Mext | Options « |
Q ﬂéil‘m|0b|ectswork-| w;_:l‘.” 4 switch Applications = & Help [} Log off
Registration & Portfolio My Portfolio b save | [®)] Submit for Approval 3§ Delete Entry

a " " .

g - Course Registration @ Portfolio Summary

B3

o &P My Portfolio -

= Certificate Upload

.41 Go Shopping! .
) Entry Details Notes Credit Requested Goals

g « Test for Certificate

a September 8, 2011 ~
E @ Certificate Upload

September 8, 2011 d Y s Select a file from your computer:

] S Ik &

g = %LI;EStOL':‘ 2;151“: Enter a description for the file:

E’“ -

®

oneE

&



To add your certificate cont.

e Your pdf document name will appear In
the window

e Click Attach File

@@ | :g https://corsicana schoolobjects.com/wshop/default.aspx

File Edit View Favorites Tools Help
%Cunvert - ESE\Ect

T e

P~ @8BS X| @ eduphorial

". eduphoria formspace training ... ‘

s " Find teaching jobs, school. [‘ Suggested Sites ._-}3 Web Slice Gallery ~ ff * B] ~ [ e=m v Pagew Safetyv Tools~ 9' -
Find: | certificate | Previous Mext Options + |
Qo °§m|ob|mwork B &% Switch Applications = & Help | ) Log off
Registration & Portfolio My Portfolio | save | [#] Submit for Approval 3§ Delete Entry

= -

2 .~ Course Registration @ Portfolio Summary

@

e

o @ Wy Portfolio -

= Certificate Upload

.44 Go Shopping! -
) Entry Details Notes Credit Requested Goals

g « Test for Certificate

% September 8, 2011 -
9 @ certificate Upload

September 8, 2011 E‘ y | « Select a file from your computer:

a . . ' i 3 & 43l « \\cisd.local\UserProfiles\kyukon\Deskto |{Hiaa

S w Eduphoria Basic Enter a description for the file:

2 August 19, 2011 P -

2 -

&

o
R



To add your certificate cont.

-
a@:ﬂ@ https://corsicana.schoolobjects.com/wshop/default.aspx L-aBcx 2 eduphoria! -" eduphoria formspace training ... ﬂ'D ki {g
File Edit View Favorites Tools Help

x %Cnnvert - @Select

) " Find teaching jobs, school... USuggested Sites @'.‘"."r:b Slice Gallery = [ B ~-= m ~ Page~ Safety~ Tools~w .@.- >
¥ Find: | certificate | Previous Mest |@ Options ~ |
(] ﬂ?;:rm|obimwor'k‘3|'op I L2 Switch Applications ~ ) Help | £} Log off

Registration & Portfolio My Portfolio k) save | [®] Submit for Approval 3§ Delete Entry
[=3 -
o Course Registration

E ~ g & Portfolio Summary

& @ My Portfolio -

= Certificate Upload

.4 Go Shopping! re
. Entry Details Notes Credit Requested Goals

g -« Test for Certificate

% September 8, 2011 .
S @ Certificate Upload

September 8, 2011 HEDE R PIi=E=B T U

o w Eduphoria Basic

e August 19, 2011

m

=

=] Certificate for Credit.pdf 6 Your uploaded file\b
appears here.



To add your certificate cont.

 You may now select save

* Then select Submit for Approval.
et

/corsicana.schoolobjects.com/wshop/default.aspx L-aBgcex 2 eduphoria! -" edupharia formspace training ... | | yU'D ok {g
File Edit View Favorites Tools Help
%Cnnvert - ESEIe(t
j;:; 3 Find teaching jobs, school... USuggested Sites ej'.‘":eb Slice Gallery = f’-} = m v [Z] mm - Page~ Safety~ Tools~w 9' ”
Find: [ certificate | Previous Next |[7] Options ~ |
e °§':|.m|0blmwork ' s z =9 Switch Applications = & Help ) Log off
Registration & Portfolio My Portfolio k) save | [®] Submit for Approval 3§ Delete Entry

a - . ]

% - Course Registration @ Portfolio Summary

R

& @ My Portfolio -

= Certificate Upload

4+ Go Shopping! -
. Entry Details Notes Credit Requested Goals

'g -« Test for Certificate

¢ September 8, 2011 a
o @ Certificate Upload

September 8, 2011 HEDE R PIi=E=B T U

L - Eduphoria Basic

5 August 19, 2011

m
=

~

(& | Certificate for Credit.pdf



Certificate Awaiting for
Approval

 Now your certificate Is pending
approval.

& https://corsicana.schoolobjects.com/wshop/default.aspx

oc

File Edit View Favorites Tools Help
;ﬁ:._-iCnnvert - ESEIe(t

L-@aBcX 2 eduphoria!

-" eduphaoria formspace training ... | |

) " Find teaching jobs, school... ﬂ Suggested Sites c)j Web Slice Gallery « [ E -~ & M ~ Page~ Safety~ Tools~ -19}' >
Find: | certificate | Previous Mest | Options ~
(¢ °§‘,':|-m|ob|mwork I =9 Switch Applications = & Help ) Log off
Registration & Portfolio My Portfolio L x Delete Entry

= . " -

_,:3 - Course Registration @ Portfolio Summary

R

& @ My Portfolio -

= Certificate Upload

4+ Go Shopping! -
) Entry Details

'g -« Test for Certificate e

a September 8, 2011 0 Credit has been req d and is pending approval.

. @ Certificate Upload

September 8, 2011 -

o - Eduphoria Basic Request Type:

E August 19, 2011 This credit request is for an outside workshap.

=

- Entry Date:
September 8, 2011 at 8:00 AM

End Date:
September 8, 2011 at 4:00 PM

Description:
Certificate Upload

Credit Requested:
Advanced Academics, 3 Credit(s)



Portfolio updated

My Portfolio

& Portfollo Summary
_‘,:-’ My Profile

g

B Learning Resources Endorsement
Expires October 2007
B Elementary Self-Contained

I R T W
ETIMe STatus

49 TCEA Annual Conference

February 7, 2007

- IWeb: Developing Teacher Website:

Cctober 25 2006



Portfolio will be updated now

w2 Print

Total credits earned to date:
L Texas SBEC CPE, 2 Credit{s)
T Technology, 2 Credit{s)

fa Learning Resources Endorsement {Expires October 2007)
B Elementary Self-Contained {Lifetime Status)

Credit Items:
B Texas sBEC CPE, 2 Credis)
= Technology, 2 Credit(s)

Professional Development Events:

‘3’ TCEA Annual Conference, February 7, 2007 [Pending Approval] I WI I I ha.ve to Walt
';-: fweb: Developing Teacher Websites, October 25, 2006
on approval now.






Submitting Forms Via
FormSpace

e Log Into @ed“my
Eduphoria |
3) Manage inventory, reservations, and public

o Select \\\\\\s s
F O rm S p ace Create and submit online forms.

Request support and manage all of your requests.

Professional development course registration and
portfolio.

e QL

Manage global settings for SchoolObjects.

) Log Off | i My Profile



Begin to Submit New Form

(1)

)gdmlob\cmform % Switch Applications ~ @ Help | ) Log off

My Forms

Documents

e Select
Submit
New Form

Reports

Manage

Search Forms

Form Options

= Submit New Form



Form Selection

o “gcmopoquorm {2 Switch Applications » & Help = ‘) Log off

General Forms 83 Human Resources

I

& > Gifted and Talented
0 Staff Travel

3 Program

g

e Select

e Select Staff
Travel for
the
Employee

Human
Resources
for the
e Request for

Travel Form

| Personal
Leave Form




Employee Travel Form

If you selected
the Employee
Travel form now
you must make
your campus
selection. This
will enable the
proper
workflow for
approvals.

Review My Forms

DocumWots

@ “hoolobieasform

My Forms

Current Forms

=3 Collins Middle School

Faculty and staff travel for CMS.

=3 Carroll Elementary

Faculty and staff travel for CES.

=3 Fannin Elementary

Re|

Manage

Search Forms

Form Options

@ Submit New Form

Ficu\ﬁ and staff travel for FES.

"(2 Navarro Elementary

Navarro ES

=3 Central Office and

Campus Principal Travel

Administrators and campus
principals.

Click Next > to continue.

£ Switch Applications = & Help

"(2 Bowie Elementary

Faculty and staff travel for BES.

=@ Drane Intermediate
Faculty and staff travel for DIS.

"ﬁ Corsicana High School
g

Faculty and staff travel for CHS.

=g Sam Houston

Elementary

Faculty and staff travel for
SHES.

Cancel || < Back

“} Log off



Complete the Form

e Complete

egtfmla]iectjfol n ' ™ Switch Applications = &) Help ) Log off
.
eve ry Se Ct I o n My Forms | Save Draft for Later 2 [¥] Submit Form € Delete [ E-mail | % Spell Cheek 1 Workflow
Current Forms - - -
|| Employee Travel
of the torm. srisaons
% Approval

Debbhie Cottar

d ’ t Request for approval for out of district (and in district) travel should be at least one week prior to 4 Freeflow
yo u O n departure. Your principal or supervisor must approve this request in order for your request to be Central Office Travel Distribution
processed.
% Approval
é Central Office Travel Approval
k n OW t h e a Cct Name of Employee * w Notification
. E

ocuments ’ Review My Forms [+

Central Office Travel Notifications

w MNotification
Requestor

number it Wi” Event Title *
be added by Date(s) of ip”

Not Set L) Not Set

Reports

Manage

your principal

Location *

or another

Expenses
Check all that apply

. .
a d l I l I n I St rato r $.45 per mile - according to online directions for for MapQuest, Google Maps (from 601 N. 13th to

destination)
Search Forms Cost of meals for overnight trips (as shown by receipts up to $30 for three meals)

as the form .

v ++Hotel
Form Options

go e S t h ro u g h Submit New Form T will not request any reimbursement for costs.
= i I

the workflow.



Submit Your Form

P O n Ce a I I Of t h e Q egtfu)olayjecﬁform ' &% Switch Applications = @ Help [} Log off
My Forms | Save Draft for Later 2 [¥) Submit Form J¢ Delete [~ E-mail | 4% Spell Check L Waorkflow
. . E‘ Current Forms - ’ -~
I nfo rm at I 0 n £ } Cost of meals for overnight trips (as shown by receipts up to $30 for three meals)
E || Employee Travel
- 9/15/2011 ++Registration
#* Freeflow
++
n e Cess a ry h a s g Hotel Central Office Travel Distribution
= Twill not request any reimbursement for costs. £ Approval
L Central Office Travel Approval
Other:
b t d ~ Notification
e e n e n e re g Central Office Travel Notifications
E’ ++ If these items are to be paid directly rather than reimbursement, a separate request for check ~ MNotification
2 andfor P.0. must be submitted. After receiving e-mailed approval notification, attach a copy of your Requestor
8 approval to your check and/or P.0O. request and submit to the business office.

click Submit
Form.

e After the
workflow for

If there is a registration fee, how much is it?

Reports

Workshop Session Number

If you are attending a workshop at a Region Sel
indicate which center and the session nul

nter (example: ESC-12) please

Manage

ers to be charged: (Admin use only)

mber to be used - indicate what it is for = sub, meals, hotel, registration
nly one budget code per line -You may add up to 3 budget codes™=*=

m

this form is

Upon return from your trip you must attach all of your original/itemized & signed receipts
to your district travel approval email. Sign the front of the email and submit all to the business office
for processing.

complete you

Search Forms

will receive

& Submit Form

Form Options

= Submit New Form

notification of
approval or e IMPORTANT - Check your junk mail as the
denial for this first time you get a confirmation it will
appear there. The email address will be:

request in
“NOREPLY” NOREPLY@schoolobjects.com

your email.



Your Emall Response

The email
you receive
will look like
this. Next
slide will
show the last
part of the
email.

Mail | Properties | Personalize | Message Source | Discussion Thread

From: "NOREPLY" <NOREPLY@schoolobiects.com>

To: John Smith
Subject: Form Update Notification District Travel

9/7/2011 11:32:26 AM

Form Response

Submitted by John Smith
Submitted by Herbert O'Neil o
9/1/20118:41:50 AM 9/1/2011 8:41:50 AM

@ District Travel

Name of Emplovee
John Smith
Event Title
CSCOPE Writing Lessons

Date(s) of trip

Start Date: End Date:

Friday, September 30, 2011 Friday, September 30, 2011
Location

Waco, TX

District Goals

Which district goal does this travel apply to?
Goal 1 - Corsicana ISD will be a "Recognized” district within one year and meet all Adequate Yearly Progress requirements,

Detailed explanation if requested.
If requested, please provide & detail of how this travel applies to the district goal you have selected above.
Mo Response

1t is further requested that he/she be refunded for the following expenses:
Check all that apply
£.45 per mile - according to online directions for for MapQuest, Google Maps (from 801 N, 13th to destination) , ++Registration, Substitute

Ne reimbursement requested.
Flease select below if you will not be requesting reimbursement of any kind for this travel,
Mo Response

What is the registration fee?
70.00

For how many days do you require a sub?
If you selected sub above you must select one from below.

1day

Account Numbers to be charged:

m




Your Emall Response —

% Close 57 Reply BUReplyAll () Forward ~ T~
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e Thisisthe
Mail | Properties | Personalize | Message Source | Discussion Thread|

b Otto l I I h a If Of From: "MOREPLY" <NOREPLY@schoolobjects.com> 9/7/2011 11:32:26 AM

To: John Smith
Subject: Form Update Notification District Travel

t h e e m a I I . For how many days do you require a sub? i

If you selected sub above you must select one from below.
1day

N Otice th e Account Numbers to be charged:

List each number to be used -indicate what itis for = sub, meals, hotel, registration === Use orly one budget code per line™===
211-11-6112.00-993-223500 = Sub

approvals. ncount Hambers o be gt

List each number to be used - indicate what itis for = sub, meals, hotel, registration **** Use only one budget code per line
211-13-6411.06-041-230500 = travel, registration

. N OW yo u m ay Account Numbers to be charged:

List each number to be used -indicate what itis for = sub, meals, hotel, registration **** Use only one budget code per line’
Mo Response

ister f
reg I S e r O r Request for approval for out of district (and in district) travel should be at least one week prior to departure. Your principal or supervisor must approve this request in order for your request to be processed.
++ If these items are to be paid directly rather than reimbursement, a separate request for check and/or P.0. must be submitted after recieving e-mailed approval notification. Attach a copy of your approval to

yo u r WO rks h O p your check and/or P.O. requests before submitting to the business office.

Upon return from your trip you must attach all of your original/itemized & signed receipts
to your district travel approval email. Sign the front of the email and submit all to the business office for processing.

and process
pa perwork Form History

Started by John Smith at 9/1/2011 8:39 AM
W|t h t h e Continued by Howard Jones at 9/1/2011 8:39 AM
Approved by Marti Shaner at 9/1/20119:27 AM

B u S| ness Offl ce Approved by Joe Young at 9/7/11 11:24 AM

Approved by Michael Nielsen at 9/7/201111:31 AM

m

for

registration,

etc.




View Flow Charts for
Travel Process

If you are unsure of

O “Hhoolobiecsform
the travel process/ | 2=
procedures ......

e Click on the/é
Document
tab.

e C(Click on the

Human —_—
Resources

folder.




Locate the Document

O ]i'crerbiemel‘m ™ Switch Applications = & Help ) Log off

District Documents

e C(Click onthe
Travel —

Processes
document.



Viewing the Document

]

=\gizhooIC)taiecrsfol n : @ Switch Applications + @ Help ) Log off

( J D ou b I ecC I i C k District Documents

| Human Resources
Name: Travel Processes

| Reassignment Process Comments: Includes Staff Development Travel and School Event Travel

O n t h e . | Teacher Pay Scales

| Travel Processes

My Forms

\=] Travel Process - Staff Development - Revised 8-31-11.docx
{&] Travel Process - School Event - Revised 8-31-11.docx

| Special Programs

document

Documents

you would
like to view.

e This yellow
box will
appear.
Make your

d e S i r e d Do you want to open or save Travel Process - Staff Development - Revised_8-31-11.docx (766 KB) from corsicana.schoolobjects.com?

Open Save | v | Cancel

H1B% -

selection.



Follow the Procedures

View
procedure.
Save to your
computer for
future
reference.

Be certain to
follow these
procedures in
order to ensure
your travel is
approved by all
parties
necessary.
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