SAP USER

TRIP REQUESTS
(SCHOOL PERSONNEL)
EMPLOYEE USER GUIDE

This document is an introduction and instruction guide for
SAP users to submit transportation requests.

Effective August 1, 2018, all requests for a trip bus will need
to be submitted and tracked in the SAP trip portal. Included
in this guide is a copy of the access form to be completed
and submitted for school personnel needing access to the
SAP Trip portal.
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Start by logging into your SAP account (see the last page of the guide for the Access Request form)

Click Work tab, Click Trips on the menu bar, Click Trip Request tab to start a trip requests
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Enter the applicable school/department code in the School Location field and click on Display. This displays any trip
requests in progress and the applicable status. Options here are Export, Print, Display, Change, or create a New trip.

Data Selection
SchoolLocation: =575 M To | O] & Trip Date: & [ W v [ =
Trip Request Number: < | Jro [ e TripType: | — I=
TipRequeststans: @ [ 10 T [ 0] & Athietics Request o < | | To | &

Trip Request# *  Request Status Location TripDate  Submitedon PickupTime Dropoff Tme Destination Purpose

| 0010000762 Approved ARBORVIEWHS 09/0772018 08/1472018  01:40:00PM 0T:05.00PM  VALLEY HS SOCCER (JVIV)
0010000761 Approved ARBORVIEEWHS 08302018 08/1472018  01:35:00PM 07:40:00PM  CHAPARRAL HS SOCCER (JVAV)

| 0010000760 Approved ARBORVEEWHS  10/022018 0811472016  0215:00PM  06:35:00PM  CENTENMIAL HS SOCCER (JVAV)

| 0010000516 Approved ARBORVIEWHS 0912201 08/09/72015  03:14:00PM 0S:5S:00PM  SHADOW RIDGE HIGH SCHOOL  CROSS COUNTRY (WW)

| 0010000515 Approved ARBORVIEWHS  10/03/2018  08/09/2018 FAITH LUTHERAN HIGH SCHOOL = CROSS COUNTRY (MW)

| 0010000514 Approved ARBORVIEEWHS 09/27/2018 08/09/2018 FLOYD LAMB STATE PARK CROSS COUNTRY (WW)

| 0010000313 Approved ARBORVEWHS 09142018 0810972015  05:12:00PM  10:10:00PM  CENTENNIAL HS FOOTBALL (VARSTY)
0010000312 Approved ARBORVIEWHS 09/07/2018 08/09/2018 045500 PM  10:35:00PM  LEGACY HS FOOTBALL (VARSTY)

| 0010000311 Approved ARBOR VIEWHS 10252018 083/0%72018 PALO VERDE HS FOOTBALL (VARSITY)
0010000310 Approved ARBORVIEWHS  10/05/2018  08/09/2018 FAITH LUTHERAN HIGH SCHOOL  FOOTBALL (VARSITY)

| 0010000309 Approved ARBORVEWHS  10/0472018  08/09/2018 FAITH LUTHERAN HIGH SCHOOL  FOOTBALL (V)

| 0010000308 Approved ARBORVIEEWHS 08232018 081092015  04:15:00PM 09:45.00PM  LIBERTY HS FOOTBALL (4V)

| 0010000307 Approved ARBORVIEWHS 09/0672018 08/09/72018  04:55:00PM  09:00.00PM  LEGACY HS FOOTBALL (JV)
0010000306 Approved ARBORVEWHS 09/13/2018 08/09/2013  05:12:00PM 09:01:00PM  CENTENMIAL HS FOOTBALL (JV)

| 0010000305 Approved ARBORVIEWHS 102422018 080972013 PALO VERDE HS FOOTBALL (4V)

| 0010000304 Approved ARBORVIEWHS 10/0422018 08/09/2018 FAITH LUTHERAN HIGH SCHOOL  FOOTBALL (B)
0010000303 Approved ARBORVEWHS 08232018 081092018 01:4500PM 07:15.00PM  LIBERTY HS FOOTBALL (B)

| oot0000302 Approved ARBORVIEWHS  09/13/2018 08/03/2018  024200PM 06:21:00PM  CENTENMIAL HS FOOTBALL (8)

| 0010000301 Approved ARBOR VIEWHS 10242018 08/0972018 PALO VERDE HS FOOTBALL (B)

| 0010000300 Approved ARBORVEWHS 09/0672018 08/09/2018  02:25:00PM 06:35.00PM  LEGACY HS FOOTBALL (B)
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When submitting a new trip request, the user can view the trip Rate Schedule, select Hold to save the trip to be completed
at a later date or complete all the required fields and Submit the trip request.

Trip Request (TRANSP 6 & 7)
Rale Schedules
Request Number:
Siatus: All | Reset || Submit || Hold || Delete || Print IlBiJ
Section 1: School must complete this section
Paid By * (+) School ) Department Departure Date:* | lal
Trip Type:* | | Retum Dafe: | lal
Drop OF AtEventTime:| [ | | #0f Students* | 0|
Pick Up From Event Time:| | | v| #0f Adult* | 0|
Purpose Of Trip:* | | ROTWIC*| 0|

[ | High Mileage Trip (over 60 miles) [ | Overnight Trip

The rate schedule serves as a cost estimator tool so users can predetermine the field trip cost.

Address Selection Area (Optional)
Pickup Address:lEn!cr a location

Click ta Cale

Destination A.dd:ress:l Enter a location |

One Way Round Trip
Mileage -

Travel Time (hours):

Select Rate, Travel days, etc
Select Rate Schedule

—— = Check if the whole trip is
In-District ($40/hr) [¥] O over 60 miles. (+$10/hr)
[Travel day tvpe to/from the destination [ Chedk if overnight
Weekday (+%0) ﬂ
Hourly Rate: $40.00 Est. Travel Time: 0.0
Min. Hours: 2 hours Time at Event (Hours): 0.0
(Min Hours Applied) Est. Total Hours: 2.0
Billable howrs: 2.0

Total Cost: S$S50.00
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This symbol * indicates a field is required (note: trips funded by GRANTs, will not require a cost center)

Paid By:* (=) School () Department Departure Date:*

Trip Type:* | - | Return Date:
Drop Off At Event Time: I_I:I_: - | # Of Students: = I_IIII
Fick Up From Event Time: | Jul - | # Of Adult:* I_IJI
Purpose OF Trip:= | | #OfWIC:=|_ 0

[] High Milzage Trip (over 60 miles) [_| Overnight Trip

Disclaimer: Times for bus arrival for drop off at event may vary due to frip distance.

Rejection Reason:

Add Line Delefe Line

T Type Location No | Location Mame Address
|:| -
|:| -
|:| -
|:| -
I:‘ -

School Mame:

School Requesting Trip:* Date Approved:
Approving Principal:
Contact Person:®
Phone:*

Extension:

Contact Email: * |
Trip Cost Center:

Additional Information:

Section 2: Dept. paying for the trip must complete this section

Bill To Dept..* Dept. Mame:
Contact Person: = Current Approver:
Contact Email:* Last Dale Approved:
Phone Mo..* Cost Center:™
Extension: Internal Crder:™

Functional Area:

Additional Information:

Attention Trip Requestor. As required by Mevada Revised Siatue 392.375 ensure that all kindergarten threugh fourth grade
students scheduled to rnide the school bus for this tnipfactivity view the Bus Safety Video two-three days prior to the trip.
The video can be accessed at the link below or through Pathlore. It is the school's responsibility fo meet this requirement.
hitp:/iiccsd. net/deparimentsitransportation/bus-safety-rules-regs

R & 5 Information

Confirmation Mumber: Approved:
To Event Route: Scheduled: [
From Event Route: Trip Canceled On:

School Pick Up Time: | 12:00 AM
School Drop Off Time: |12:00 AM

Rev: 20180920-01 Page3 or 10



Trips/Events Transportation Request Reference Guide

When completing the form and listing the trip locations, the location code is required. If you know the location code for
the trip destination, input the code and click <ENTER>. The corresponding location name field will populate.

If the location code is not known, SAP provides an easy interface to search for a location. When you click in the Location
No text field, a double box icon shown will appear (see red arrow below).

Type Location Mo Location Name Address
Pickup 1 |352 ELDORADO HS 1139 NORTH LINW LANE LAS VEGAS 89110 NV

]
] ] O —
]
I

-

-

Click on the double box icon and a Search Criteria window will open. Simply type in the partial name of the location. In
the example below, the location searched is for Sunset Park. The user only needs to type in the word “Sunset” and hit
<enter> or click the Start Search button.

A list menu of all the locations with “Sunset” in the name will appear. Review the locations, and select/click the
appropriate location. Once the location is selected, the user will be returned to the Trip Request screen to complete and
submit the request.

Field Trip Request |

Search Criteria
Location: | |
Name: |[SUNSET

Search Term: |

[ start Search || Reset |

Results List: 13 results found for Location No

Location Laocation Name 1 4l Lacation Name 2 House number and street City
- il COWAN SUNSET 3E 53300 E. RUSSELL RD. LAS VEGAS
i.-_ - 815 MORRIS ACADEMY SUNSET PROGR. .. 1805 S ATLANTIC LAS VEGAS
i 700450 SMITH'S - SUNSET 4600 E SUNSET ROAD LAS VEGAS
|= 813 SUNSET HS NORTH 602 WEST BROOKS AVENUE MORTH LAS VEGAS
= 458 SUNSET HS NW 10250 WEST CENTEMNIAL PARKWAY  LAS VEGAS
= 814 SUNSET H5 S0UTH 5300 EAST RUSSELL ROAD LAS VEGAS
i._-. 816 SUNSET HS WEST 4560 WEST HARMON LAS VEGAS
T 700505 SUNSET LANES 4451 E SUNSET RD HENDERSON
- TO0506 SUNSET PARK 2601 E SUNSET RD: LAS VEGAS
I__ T01465 SUNSET PIZZERLA 869 5 BOULDER HWY HENDERSON
Type Location No Location Mame Address
]Pic‘.kup w | 352 ELOORADO HS 1138 NORTH LINN LANE LAS VEGAS 89110 NV
] Event w 700506 SUNSET PARK 2601 E SUNSET RD LAS VEGAS 39120 NV

[
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Multiple destinations can be added to a Trip Request. In the example below, an additional stop is requested after the
park. When requesting a trip with multiple stops/destinations, ensure that all details and trip itinerary is communicated
in the Additional Information field.

This additional information and details will help ensure the trip is enjoyable for staff and students. Some locations have
limited access for large profile vehicles. This information will help the trip processor determine if a preview of the location
is required to ensure safe access to/from the destination.

Type Location No Location Name Address | S
Fickup w 352 ELDORADO HS 1139 NORTH LINM LANE LAS VEGAS 89110 NV
| Ewent 700506 SUNSET PARK 2601 E SUNSET RD LAS VEGAS 39120 NV
.Z Ewvent = 701430 MCDOMALDS 2550 E SUNSET RD LAS VEGAS 39120 NV
gPic.kup w352 ELDORADO HS 1139 NORTH LINM LAME LAS VEGAS 89110 NV
- =

School Name: | ELDORADO HS

‘hool Requesting Trip: * i352 | Doke: Arpedie

Approving Principal:
Contact Person: * |test person
Phane: * | |
Extensicn: |—|
We would like to be picked up at 12:00 from sunszet park to go to McDonalds on Sunset and we would also like to be back at
the school by 3 pm)|

Trip Cost Center:

Additional Information:

Trip Cancelations

A trip can be canceled anytime during the approval process by the approver. Once the trip request is received and
approved by the Transportation Routing and Scheduling Department. Please send an email stating the reason for the

cancelation and the trip ID to: 0389-TransEvents-User@nv.ccsd.net. Transportation routing staff will routinely monitor

the in box and will cancel the trips in order of the trip date. Once a trip has been canceled, it cannot be reversed. Users

will need to submit a new trip request.
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Once the request form is completed and the user submits the trip request, the approval process and status notifications

are triggered.

Requestor —» Principal —»

Funding Dept. (if applicable) —» Transportation

Each step of the approval and scheduling workflow will trigger a notification to the requestor in SAP.

The last step of the process is the scheduling of the trip. To view the details of the scheduled trip, highlight the trip and

click Display.

Data Selection
School Location: = [579 = 7o | G =
Trip Request Number. <> | | To ‘ | =
Trip Request Status <@ - =
Dspay]
Export 4 Print Displa Newr
Trip Request# Request Status Locatfion Trip Date
0010000303  Approved ARBORVIEEW HS  08/23/2013
0010000308  Approved ARBORVIEWHS | 08/23/2018
0010001161 Approved ARBORVIEWHS | 08/23/2018
0010001442  Approved ARBORVIEW HS = 08/27/2015
0010001438  Approved ARBORVIEEW HS = 08/28/2013

Submitted on
08/09/2018
03/09/2018
08/15/2018
08/15/2018
08/15/2018

Pick up Time
01:45:00 PM
04:15:00 PM
01:30:00 PM
02:00:00 PM

Trip Date: & [ L] To | o =
Trip Type: |:|E|
Athletics RequestNo: < [ | To | | &

Drop off Time  Destination Purpose
07:15:00 P LIBERTY HS FOOTBALL (B)
09:45:00 PM | LIBERTY HS FOOTBALL (JV)
07:45:00 PM | SIERRA VISTA HS SOCCER (ViV)
06:45.00 PM RANCHO HS TENHIS (M)
06:40:00 PM PALO VERDE HS TENNIS (MAWV)

02:05:00 PM

G lion Number Request No
579BFB323 30000078
579JVFBS23 30000079
57908151630 30000231
57905160835 30000306
57908160844 30000306

All details of the trip will be visible along with the bus routing information for the trip. Section 2 will only need to be
completed when another department is funding the trip.

Paid By.* =) School
Trip Type:=

Drop Off At Event Time: 01 |00
Pick Up From Event Time: 03 |00

Purpose Of Trip:*

Department
Field Trip - Round Trip

Video Training
[] High Mileage Trip {over 60 miles) [ | Overnight Trip

Departure Date-*= 05/M17/2018
Return Date- 05/17/2018
# Of Students:* 33

# Of Adult:=
# Of WiC:=

Disclaimer: Times for bus arrival for drop off at event may vary due to frip distance

Rejection Reason:

Add Line || Deleie Line
T Type Location Mo
Pickup 332
Ewvent 700331
Refum 332

School Requesting Trip:*= | 332
Approving Principal:
Coniact Person:*
Phone-=
Extension:

Test

Additional Infermation:

Location Mame
ERIDGER MS
MIRAGE HOTEL & GASING
ERIDGER MS

LAURA WILLIS
ROSAISELA CAMPBELL
702-799-T185

Address

1
1

2505 N. BRUCE ST. NORTH LAS VEGAS 89030 NV
3400 S LAS VEGAS BLVD LAS VEGAS 39109 NV

2505 M. BRUCE ST. NORTH LAS VEGAS 89030 NV

School Name:

Dafe Approved:
Contaci Email . *

Field Trip Cost Center:

Section 2: Dept. paying for the frip must complete this section

Bill To Dept.:*
Contact Person:=
Contact Email: =
Phone Mo.:*
Extension:

Additional Information:

Depi. MName:
Current Approver:
Last Date Approved:
Cost Center:™®
Intermal Order:>
Functional Area:

Attention Trip Reqguestor: As required by Nevada Revised Statue 392.375 ensure that all kindergarten through fourth grade
students scheduled to ride the school bus for this tripfactivity view the Bus Safety Video two-three days prior to the frip.
The video can be accessed at the link below or through Pathlore. It is the school's responsibility to meet this reguirement.
http /fcecsd. net/depariments/transportation/bus-safety-rules-regs

Rev: 20180920-01
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The bottom section of the request is the R & S Information; providing the details of the scheduled trip. In some cases, the
To Event and From Event route/driver will differ based on the event location, times, and length of the trip. The
pickup/drop off times in this section reflect the times at the school (starting destination).

R & 5 Information

Confirmation Numbear FTDOZ2 222 Approved Yas
To Event Rouls V1234 Scheduled |
From Event Route Vw1234 Trig Cancalad OR

School Pick Up Time 12.00 PM
Schaool Diop O Time: | 04.00 AM

Viewing Scheduled Athletics Trips

Users may also view athletic trips scheduled for their school location. After logging in, Click Work tab, Click Trips on the
menu bar, Click Trip Inquiry.

W™, me MICHAEL MOORE
Home| E78 || BOBY | Sed Assets
Trip Request

[41] [
Detailed Navigation O]

= Trip Request

Routing and Scheduling 3 ]
Athletics

Trip INQUIry s

Bus Yards

= Events

Blackout Dates

Athletics - Mass Load @
Download Mass Load Worksheet

Athletics - Mass Load

Download Mass Load Worksheet

From the Trip Request Report screen select school location, trip number (if known), trip date or any other filter
information. Once the user enters the applicable filter criteria click Display. A list of trips meeting the filter criteria will
appear. Click and highlight a trip on the list, and click Display (above the list window).

Data Selection
1
School Location: =[579 |§' To | =} = Trip Date: To g
Trip Request Number: < | |70 [ | = ToType: | |7
Trip Request Status: <& To = Athletics Request No: < l:l To l:l L

2.

Export »  Print E}j’ W
Trip Request¥® Request Status  Location Trip Date Submitted on  Pick up Time  Drop off Time  Destination Purpose G icn Number Athletics Request No |
0010001181 ARBOR VIEWHS = 08/23/2018 | 08/15/2018 01:30:00 PM | 07:45:00 PM | SIERRA VISTA HS SOCCER (VM) 57908151630 30000231

h.s.*‘- 0010001442 5 ARBOR VIEWHS 08/27/2018 0&/15/2018 02:00:00 PM  06:45:00 PM  RANCHO HS TENNIS (MANV) 57908160835 X 30000306
0010001438  Approved ARBOR VIEWHS | 08/28/2018  08/15/2018 | 02:05:.00 PM  06:40:00 PM  PALO VERDE HS TENNIS (M/W) 57908160544 30000306
0010000761 Approved ARBORVIEWHS = 08/30/2018 | 08/14/2018 01:35:00 PM | 07:40:00 PM | CHAPARRAL HS SOCCER (VM) 57908241014 30000170
0010000766 | Approved ARBOR VIEWHS = 08/31/2018 | 08/14/2018 01:40:00 PM | 07:35:00 PM DURANGO HS SOCCER (JWVIV) 57908231454 30000170
0010001158 Approved ARBOR VIEWHS | 09052018 0815722018 | 01:47:00PM  07:09:00 PM  ELDORADOHS SOCCER (JVN) 57905041107 30000231
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The bus schedule information will display at the bottom of the page in the R & S Information section. The To Event and
From Event route/driver may not match depending on trip time, location, length, and available transportation resources.
The pickup and drop off times are at the school (starting destination). Athletic/game trips funded by the Athletics’
Department are entered into SAP by Athletic Department personnel. These trips do not require approval from the school
Principal.

R & 5 Information

Confirmation Number: 5T8BFBG22
To Event Route:  E0S07
From Event Route: E0507
School Pick Up Time: | 14:20
School Drop OFf Time: | 18:20

Approved: |Yes
Scheduled:
Trip Canceled On:

Description & Reasons:

Transportation service times are scheduled based on defined pre-game arrival periods, game length and type of event.
The defined parameters are set by the Athletics Department (see chart schedule below).

Athletic trips are scheduled by transportation personnel at least two (2) week in advance. Last minute trip changes, may

not be reflected.

Rev: 20180920-01

Athletics - Sports

Sport Sport Description Buses Pregame Ar Game Len
BASEBALL BASEBALL (IV/V) 1 60 150
BASKETBALL BASKETBALL (B/IV/V) 2 (1] 300
BASKETBALLMS BASKETBALL (MS) 1 45 150
BOWL INGMW BOWLING (M/W) 1 45 120
CROSSCOUNTRYMW CROSS COUNTRY (M/W) 1 &0 60
FLAGFOOTBALLG FLAG FOOTBALL (GIRLS) 1 45 240
FOOTBALLE FOOTBALL (B) 1 &0 120
FOOTBALLIV FOOTBALL (IV) 1 60 120
FOOTBALLV FOOTBALL (VARSITY) 1 S0 180
SOCCERE SOCCER (GIRLS-B) 1 60 30
SOCCERIVV SOCCER (IV/V) 1 a0 150
SOFTBALL SOFTBALL (IV/V) 1 60 150
SWIMMEETMW SWIM MEET (M/W) 1 30 270
SWIMPRACMW SWIM PRACTISE (M/W) 1 30 120
TENNISMW TENNIS (M/W) 1 45 150
TRACKF IELDMW TRACK & FIELD (M/W) 1 60 300
VOLLEYBALLE VOLLEYBALL (BOYS) 1 60 150
VOLLEYBALLG VOLLEYBALL (GIRLS) 1 60 150
WRESTLING WRESTLING 1 60 240
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SAP Trips and Events Permissions

& the perian curren
hawve stcess to SAP oris a

SAP TRIPS AND EVENTS ACCESS

Watch
Transpartation

licensed teacher acting as a
ch or Athletic Direct;

|s the person an
Administrator?

‘Watch TIUSTDEO2E
SAP far
Adminitrators
Online Training STM
7.02 Update 2017

Wabch TILSTOGDOZ
SAP Shopping &
Budget Basics Online
SRM 7.02

Fill ouit form: SARS
Shopping Cart —
Aueees Request

The Dept head ar the
Prinicpal MUST email the
formi|s) to: ODEE-sdm-
Lapeac@ ny . cosd. net

Ewent Trip and
Athletic Regueit in

SAp

& Ersan in t
Transpartation Dept
or Athletics?

L]

SAP Additional Aooess Request
— Field Trips (School Personnel)
Farm

SAP Additional Sece s Fleguest —
Field Trips {Transportation &
Athletics Dept. Persannel Only) Farm

The Dept head or the
Prinicpal MUST email the
farrmds ) boc DOER-dimi-
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CCSD®

CLARK COUNTY
Technology & Information System Services Division SCHOOL DISTRICT

SAP User Additional Access Request — Field Trips (School Personnel)

Users are sutomatically created in SAP and granted default roles based upon their position code. [0 NOT use this form if
vou are a Prncipal. School Office Manager or Administrative School Secretary. os access for these users is automatically
pranted. Users will automatically be removed from current access when their location or position code changes. Mew
sccounts are mnactive and disabled by default. This form should only be used for users that need access to request or
approve school field trips in the SAP portal after initial access has been granted.

Please have your site administrator (FRIMCIPAL) e-mail the completed form to SAP SEC.

Sections | and II must be completely filled out. Missing information on this form may cause processing delay.

Section I - Requestor Information

Name (First M1 Last) Personnel 1D:
Location: Location Code:
PosinonTitle Work Phone:
Effective Date:

Please note: Users may be requared 1o complete a short onlme video in Pathlore prior 1o access being granted
Please use search term “Event Trip” in Pathlore to view this video.
Questions may be directed to the Help Desk at 702- 7993300 ar 00909-3 300 [ W AN,

Completion of online training will be verified before access is granted.

Online (Pathlore) Tramning Date:

il_u_]c[:.]l requested:

| View Field Trip (£Z F1 5D FT INQUIRY)

i Create Field Tnp (££ FI 50 FT REQUESTER)

Section 11 - Principal Approval (In the absence of the Principal, the form should be submutted to a higher
level of authority for approval. )

Admimsirator’s MName

Position/Title

Version 1.0
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