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Refer to e-Travel Request Guidelines first to ensure understanding of required paperwork. 
 

Steps to Generate an OnBase Electronic Travel Request: 
 

1. Go to INTERNET EXPLORER.  
 

2. In the address bar, type parf.mpsaz.org    Press the ENTER key. 
 

3. This is the Personnel Action Request Form Main Menu. 
 

4. From Select Category select TRAVEL.  Second, from the choose the correct form drop down menu, 
select either Blanket Travel with Students*, Blanket Travel without Students*, Travel with Students,  or Travel                  
without Students.  *Blanket travel requests are for multiple travelers provided there is ‘no cost’ or ‘sub only‘ and/or 
‘registration only’. Click on the SUBMIT button. 

                

5. Complete the required fields (*) on the Travel Request and type in any comments in the box located at  the bottom of 
 the form if needed.  When complete, click the SUBMIT button.  Below are a few fields that may elicit questions. 
 

    Department Funded:  If any part of this Travel Request (including substitute) is paid by a department,  
     select ‘Yes’. 

 

 Employee Identification #:  Type in your employee identification number (EIN).  Hit TAB. 
 EIN     Your social security number will be encrypted and your name will fill-in. 
      Do not type in your social security number or name. 
 

 Work Site: Use the drop down menu to select your work site. Hit the alpha key that 
corresponds with the first letter of your site.  Arrow or scroll down until your 
site name appears in the box. 

 

 Job Title: Type your specific job title (i.e. 6th grade teacher, Science teacher). 
   The system will not accept ‘Teacher’ as job title. 
  
 Contact E-mail:  Type in the MPS e-mail address where notification should be sent  
    (do not add @mpsaz.org).  This must be an MPS e-mail address.   
    The system will not recognize an external e-mail address. 
  
 Contact Phone:  You must provide at least one contact number.  
 Work/Cell/Home     
  
 Travel Start or Stop Date: The system requires a specific date format (mm/dd/yyyy) and calendars are 

provided to assist you. 
 

 Travel Start or Stop Time: The time your travel begins and ends, not the begin and end times of the event. 
Indicate AM and/or PM. 

 

 Type of Leave:  Choose from the dropdown.  If Central Office is selected, indicate department in 
the Central Office box. 

 

 Requisition #:  Provide requisition number for requisitions submitted electronically on OBARS. 
 

6. If any required fields (those marked with a red *) have been omitted, a message will appear to complete said field and 
 direct you back to that section of the Request. Click the SUBMIT button when corrections are complete.  

  

7. Upon successfully generating a Travel Request you will get a message to either select a “New Form” or Cancel.  
 Cancel will close out this window. 

 

8. All conference forms (non-stock requisition, if applicable, and copy of the registration paperwork from the 
 company) must be submitted to Travel Services.   

 

9. Approvals will be obtained electronically.  Final approval is not given until all appropriate approvals are secured.  
 

10. You will receive a Travel Request Approved notice via District e-mail. 
 

11. Upon completion of the workshop or conference, return travel receipts/materials as requested by Travel Services. 


