
Accounts Payable

EMPLOYEE TRAVEL

When traveling for work related purposes, an employee may submit an expense report in 
Oracle iExpense to receive funds for travel expenses.

The following process may be used to request travel reservations and prepayment funds.

RESERVATION PROCESS

Begin the planning process 
for your trip.  Meet with the

appropriate personnel to
confirm funding and 

trip details. 

The Employee Travel
Worksheet can be used to
organize all travel plans.

Either agency below can be
used for the travel

reservations. 
ARTA

Flight, hotel, and vehicle
reservations.

SWABIZ
Flight only, hotel and vehicle

reservations must be arranged
by the Office Manager.

ARTA
Contact Vickie Christian at
Dallasisd@ARTAtravel.com.

SWABIZ
Go to SWABIZ.com, select

flight, and obtain reservation.
Hotel/Vehicle rental quotes

must be obtained separately.

How will the reservation(s) 
get paid? 

After obtaining the  
reservation quote(s), submit

an advance expense report in
Oracle iExpense to request

funds for payment.
You can find helpful guides on

the Dallas ISD Accounts
Payable website.

TRAVEL AGENCY OBTAIN QUOTES PAYMENT

01 02 03 04

https://www.dallasisd.org/departments/accounts-payable/travel-and-reimbursements

PLANNING

https://www.dallasisd.org/cms/lib/TX01001475/Centricity/Domain/64/AP%20EMPLOYEE%20TRAVEL%20WORKSHEET.pdf
https://www.dallasisd.org/cms/lib/TX01001475/Centricity/Domain/64/AP%20EMPLOYEE%20TRAVEL%20WORKSHEET.pdf
mailto:Dallasisd@ARAT
http://www.swabiz.com/
https://www.dallasisd.org/departments/accounts-payable/travel-and-reimbursements

