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-Q;\ Event Tracker rh) pes

= Delivered in Feb 2014, web-based application developed for
managing Sandia personnel’s attendance at events
(conferences, meetings, seminars, etc.)

= 8,233 Requests to attend 2,845 Events (Feb2014 to Mar2015)

= Problems we needed to solve:

= Ensure compliance with DOE’s stringent conference reporting and
approval requirements

= Transparency of event attendance details to management

= Continue Sandia’s engagement in the important exchange of
information and collaboration that occur in scientific and professional
conferences

= Reduce the chaos



Sandia

Project Background ) .

= Technology: Custom developed Java application
= Database: Oracle
= Methodology: Agile development (Scrum) methodology

= Team Members: (~3.5 FTE effort)
= 4 SW Developers
= 1 QA Tester
= 1 Project Manager
= 1 Product Owner
= Multiple Management/Stakeholders
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Key Terms/Acronyms ) .

= Event Tracker (ET)

= Conference Management (CM) 3 individuals

The team in Treasury and Travel responsible for aligning Sandia’s CM process with
DOE requirements. CM provides policy, process, and infrastructure support for Sandia.

= Conference Portfolio Owner (CPO) ~34 individuals
The individual responsible for the oversight and management of Events within a given
technical area, called a Conference Category. Other related/supporting roles:
= Deputy CPO ~20 individuals
= Event Owner (EO) ~81 individuals
= Authorized Viewer ~24 individuals

iPortal

DOE’s complex-wide Conference Management system. Requests must be entered by
CM into iPortal before they can be approved. The data from iPortal (event title, DOE
estimate, sponsor, etc.) is uploaded into ET nightly.



Key Terms/Acronyms - con’t ) .

= PDOE Estimate

The total estimated cost for an Event across all DOE sites. If the DOE Estimate is
greater than $100,000, attendance to the event is limited and more rigorous approval
process is required, called the Package Process.

= Lockout Date

Established by DOE and comes from iPortal. For events over S100K, the Package
Process begins after this date. For events less than $100K, approval can be sent to
participants after this date.

= Participants submit a REQUEST to attend an EVENT.
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Conference

./ Home Page

Category)

Event Tracker

Welcome to Event Tracker, Judy!

» Do | need to submit a Request to attend an event?
» When should | enter my Request?
» What is the status of my Request?
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Laboratories

Help/Guidance FAQs Customer Feedback

Start o

Submit a Request or Search for Events

WARNING: Costs incurred prior to receiving approval notification from Conference Management for non-exempt events will not be reimbursed by Sandia.

© Home Upcoming Events for Judy view al

RequestlD 4 [Event Title
© View Requests

© Search Events View 24080

Showing 1 to 2 of 2 entries

For Content Questions: Conference Management

View 24082 Oracle Open World 2015

Pink16 - IT Service Management Conference

& Status 4 Event Start City

»

Submitted 1012512015 San Francisco

Submitted 021472016 Las Vegas

For Technical Assistance: CCHD (505) 845-CCHD




Request S earc h E vents iL EE?E?&ES

Category)

% Ev e n t T ra c k e r Help/Guidance FAQs Customer Feedback

Search Events

To submit a request, first search for the event, then click the Request Attendance button.
© Search Events Can't find your event? Create a new event.

Search by Event Title, Start Date, and/or Location

Less is more! Search by a few keywords, rather than the entire Event Title: ‘e.g. Java San Francisco ‘

Event Title Start Date 4 Location

-

For Content Questions: Conference Management ~ For Technical Assistance: CCHD (505) 845-CCHD

e N\
_ \\ How can we help users FIND the event & reduce duplicate events?
\\

i = Search by Event Title, Start Date and Location

Prevent ‘create a new event’ until user has searched first, reducing duplicate
events

\J /




_ . Search Results )

Category)

Eve n t T ra c ke r Help/Guidance FAQs Customer Feedback

Search Events

To submit a request, first search for the event, then click the Request Attendance button.
& Search Events Can’t find your event? Create a new event.

Search by Event Title, Start Date, and/or Location

Less is more! Search by a few keywords, rather than the entire Event Title: |orac|e| |

Search Returned 4 active events.

Event Title Start Date % Location —

Oracle Database 12c: Performance Management and Tuning 03162015 Chicago, IL, USA View Details  Request Attendance
Oracle Open World 2015 092712015 San Francisco, CA, USA View Details  Request Aftendance
Oracle World: Human Capital Management (HCM) 037252015 Washington DC, DC, USA View Details  Request Aftendance
Star and Planet Formation in the Southwest SPF1 037232015 Oracle, AZ, USA View Details  Request Attendance

For Content Questions: Conference Management = For Technical Assistance: CCHD (505) 845-CCHD
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(Conference

Title: Oracle Open World 2015

Category)

Date: 10/25/2015 - 10/29/2015
Location: San Francisco, CA, USA
Type:

Status: Approved

URL:

Conference Category: Information Technology
Event Owner:

NOTICE: If approved to attend this event, you will be notified aftey 06/26/2015. Jhis date is set by DOE and subject to change. If
DOE limits attendance, additional processing time will be required.

Number of active requests: 7

Organization Request(s)
09542 Z
09546 5
Manager Report Request Attendance Close

é N
\\ Manage user expectations about timeframe for approval
| (® = Include Lockout Date and note in Event Details pop-up

= Repeat Lockout Date note in email notification

\ /




- Request Attendance 1) .

Category)

Eve “t Trac ke r Help/Guidance FAQs Customer Feedback

© Home Mew Request Cost Estimate Review Request Confirmation

© View Requests

© Search Events Event Details

* Event Title: Oracle Open World 2015

378 cheratters remaining

* Event Start Date:

* Event End Date: 10292015 @

* Event Location:

i Califomia i ISA -

Event URL: hittps:/www. oracle.com/openworld/index htmi (2]
957 charatters remaining
* Event Type: Conference B 9

* Conference Category

Sandia Hosted:  © Yes © No e

Information Technology - @

New Request

To select lifferent event attendee, name below and select it from the dropdown list. Once you select "Next' or ‘Save’,
you will be unable to change the atie t.
* Participant: - -
* Primary Role: Atténdee E‘|
Early Registration Date: @
* Travel Start Date: (o)
* Travel End Date: )

* Aunendance Justification:

2000 ehoracters remaining

Cancel Save Next >

For Content Questions: Conference Management  For Tachnical Assistance: CCHD (505) 845-CCHD
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Category)

Event Tra c ker Help/Guidance FAQs Customer Feedback

D= New Request - Cost Estimate - Review Request - Confirmation

:
Cost Estimate for "Oracle Open World 2015™

Accurate cost esti are a DOE requi and help maximize the number of people Sandia can authorize for event participation.

Note: Only enter estimated costs associated with this specific event request.

Transportation Cost Estimate Links
) GSA Per Diem Rates
, Total 4-day Estimate SWABLZ
Airline Ticket BCD Travel

Pers. Car Mileage (Rate: D.56) Treasury and Travel
Rental Car, Gas, Tolls
Parking

Taxi, Shuttle, Metro, Bus

Meals and Lodging Ciick hers for Per Diem rates.

Total 4-day Estimate
Meals

Lodging and Lodging Tax

Other @

Total 4-day Estimate
Tuition and Event Registration

Supporting Costs @

Miscellaneous

Cancel Save = Back Next >

For Centent Questions: Cs For Technical CCHD (505) 845-CCHD
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Category)

Event Tracker MelpiGuidance  FAQs  Customer Feedback

Maw Feques! Gt Estimale Rrwirw Rogquast Confrmalion

Review Request for "Oracle Open World 2015”

m Piease rvaew the detals for your request and confirm everything & corect bafiors submitting

Participant:
Event Title:  Ovacle Open World 2015
Ewent Dates: 10252015 - 10V2RHSE
Event Location:  San Francsco, CA, USA
Ewent URL: itpsFareew orac bp. comiopemworidiindao himl
Ewent Type: Conference
Conference Category: information Technology

Sandia Hosted?: L]

Primary Role:  Amendes
Eaaly Registration Date:
Travel Dates: 10252015 - 102R2015

Anendance Justification: Tesl

Estimated Travel Costs:  51,025.00
Estimated Registration Costs: 5120000
Estimsted Supporting Costs: 5000
Cancel <Back Submit Requost

For Conberd Quesbons: Confergnce Managemén|  For Technical Asssstance: CCHD (S05) 845-CCHD
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(Conference
Category)

Event Tracker Help/Guidance FAQs Customer Feedback

New Request - Cost Estimate - Review Request - Confirmation

WARNING: Costs incurred prior to receiving approval notification from Confi M for non. ot events will not be reimbursed by Sandia.

Your request has been successfully submitted to Conference Management.
Request number is: 24082
You will receive an email confirmation shortly. Click here to view all of your requests.

T o7 P
Message
x P (8 Meeting (3} TSM Reporting Y3 @ Rules - (3 Mark Unread a“:& A Eioa ©
. B Sl B a8 e 2| Y @ o | BE catemoroes 33 © O & = = [QUAL]EVIRKR TEST EMALL - FYI- Request Submitted in Event Tracker | Robert Judy Do = Message (HTML) | I [ =) (e |
& tunk - Delete | Reply Reply Forward Move Transtate
All B ntore - | 34 Team E-mail - [3 adions- | ¥ Follow Up - - " Message &’ 9
Delete Respond Quitk Steps G Move Tags 2 Edith = - = = ——
= A 3 S Rules - AMark F
From: owner-wg-evir developers Gsanda.gov on behalfof | EventTrader @sandia.gov Eklgnore x | & _m _4 & Hecting o M Reppiting ] L:? les d ArkAtneed ab tth Find (\3
Tot wit-eviriz-developers i - i To Manager - Wl onenote | B Categorize - 2y Related -
e % Junk - Delete | Reply Reply Forward o —|| Move Translate Zoom
: i § a1l =5 More - 3 Team E-mail z + [ Adions * | ' Follow Up ~ - b Select ~
Subject: [QUAL] EVTRKR TEST EMAIL - Request in Event Teacker | Oracie Open World 2015 | San Francisce, California g
e e @ P P Delete Respond Quick Staps 2 | Move Tags - Editing Zoom
» ' . ! From: owner-wg-evirkr-developers@sandia,gov on behalf of | EventTracker @sandia.gov Sent: Mon 3/16/2015 11:58 AM
wg-evirkr-developers
A request for you to attend an event has been submitted in Event Tracker: [QUAL] EVTRKR TEST EMAIL - F¥] - Request Submitted in Event Tr
Request ID: 24082 ;.,, "J"'.‘"‘l"'?"':"‘?"'!""3"'2‘"5"‘.‘"'?'"!"'f‘":"‘?"'}"'?"“‘.TF.ZH-_.
Event Title: Oracle Open World 2013 - =
Location: San Francisco, California Sandia Manager,
Event Dates: 10/25/72015 - 10292015
Submitter: FYI. A member of yvour organization has submitted the following request for attendance in Event Tracker:
Important information about your request: Participant
1. You have not vet been approved to attend this event. Before incurring any costs for this event (hotel, airfare, registy Request 1D: 24082 _
receive an approval email notification. Event Title: Oracle Open World 2015
2. Costs incurred prior to receiving approval notification will NOT be reimbursed by Sandia. Location: San Francisco, Califomia
3. You may cancel or view the status of your request on the View Requests page in Event Tracker. Event Dates: 10/25/2015 - 102972015
4. If approved to attend this event, vou will be notified after 06/26/2015. This date is set by DOE and subject to chan Submitter:
attendance, additional processing time will be required.
Conference agement No action is necessary on your part, unless you believe this event is Exempt (DOE Exemptions) and does not require DOE approval. If you
Man A 2 P P .
Treasury and Travel Services, Dept. 10507 determine the event is Exempt. please discuss this with the Participant and ask them to cancel the request in Event Tracker.
Event Tracker
Conference Management
Treasury and Travel Services, Dept. 10507
Event Tracker




le2eE® Conference Portfolio Owner @Es.

Event Tracker Help/Guidance FAQs Customer Feedback

m DOE Estimate Greater than $85K
conference Portfolio owner DOE Estimate Greater than $100K

© View Requests o Sandia-led Package
% EventHas New Requests

S&T - Matenals Science & Engineering Deputy CPO: U 4 Edit Remove
© Search Events
o org 10 tems selected.  Delegate  Remove Delegate Authorize access to view this page: Start typing a last name to search Add View List
© CPO
There are currently 41 active events Show 100[x] entries First | | Previous n Next | | Last
Filter Portfolio Nam Filter Delegate Filter DO1 Filter Titles Filter Start D: Filter Lockout Filter DOE Cu Filter SNL Ce Filter # Requt ﬂ Filter Cities.
Conference iz Event Owner % A Event Title Event Start A Lockout ’ DOE SNL Requests & Event A Event City
Category ol Delegation L X Date T Date Estimate Estimate i T stawus
- 26 S&T- Materiais 14728 Materials Resgarch Socisty (MRS) Spring Mesting and Exhibit~ DAI06/I2015 120472014 $1384450 535809 0% Approved San Francisco
Science &
Enginesfing
.
= - @ 5 SAT - Matenals 14726 The Mineral. Metals and Materials Society (TMS) Annual Mesting  D31572015 08/16/2014 $913 805 61,911 19 Event Open Orlando
Science & and Exhibition
Enginaaring
r 2 e 8 S&T - Matenials 14548 Health Physics Society (HPS) Annual Meeting 0722015 030272015 $497 550 $5,300 2% Event Open Indianapolis
Stience &
Engineenng
= 0-: @ 6 S&T - Materials 20377 2016 American institute of Chemical Enginsers (AIChE) Annual 111132016 0772016 $248,700 $2530 1% Event Open San Francisco
Science & Meeting
Engineaning
-
= = @ 5 S&T - Materials 23430 Muliitat 2015 09072015 02/1412015 $236,905 $6,550 1 Event Open Wurzberg
Science &
Engineenng
L 3 @ 8 SA&T - Matenals 21586 ! High Level Radioactve Waste Management D4/132015 02/1172015 $196,705 $15.045 [ Event Open Charleston
Science & Conference (IHLEWM) 2015
Engineenng
r 2@ 8 SA&T - Matenals 21099 Corrasion 2015 03152015 1211572014 $98.378 $2.610 1 Event Open Dallas
Science &
Enginesring
r 4'-' @ g S&T - Matenals 1473 Bacific Rim Conference on Ceramic and Glass Technology 08302015 04/012015 $50.750 §5.457 1 Event Open Jedu lsland

\ Cultural shift for CPO
‘ \\\ ~® Supporting roles - Deputy CPO and Authorized Viewer
@ = Events with highest DOE Estimate appear on top of grid
=  Red asterisk indicates Events with actionable requests
=  Email notifications for action items




Eenows Eoerses feests [\ anage Requests M.

Event Tracker Help/Guidance FAQs Customer Feedback

Manage Requests for: Test Event for NLIT Demo
lequests

Event Details

Conference Category: Lockout Date: 0911672014 Event Status: Event Open
Deputy: End Date: 03192015 Sandia Hosted: N

Event Owner: Location: Orlando, FL, USA Sandia-led Package: N
DOE 1D: 14726 URL: Co-Sponsorship: Y
Spansor: The Mineral, Metals and Materials Society (TMS) Co-Sponsorship Total: $5.000

DOE Complex Report
Export Event Details to Excel

Cost Estimates Attachments Event Owner Notes
Type Cost Requests Filename Description
SNL Estimate * $66,911 18
Authorized $6.465 2 ol
In Process $65,446 17 4D0D characlers remaining
Co-Sponsorship §5.000
DOE Estimate $913,805 306
* Does not include Cancelled, Disapproved, or Exempt requests Save EO Notes
There are currently 20 active requests.
Filter Reguest ID [~] Filter iPor Filter Submitted Da Filter Altendee Name Filter Org Filter Manager Name [=] Filter Cast Filter Cost Filter Cost Filter Cost
Request ID % Request Status £ itte: % Manager Support$ §
[ 21485 Pending N 0711372014 01851 Speaker | Prasenter §2732 §1,932 $800 50
I Pending N o7NTR2014 06233 Speaker [ Presenter $2,980 $2.480 $500 50
r 21677 Pending N 0712272014 . SME Technical $2,800 $2,000 $800 S0
— Select Action - | = i
21041 Pending DEHO2014 - Select Action — Speaker | Presanter 52611 $1,611 $800 50
anding N 1012412014 Boute to CM Attendee $3,174 2219 5955 50
21143 Pending N D6/24/2014 Disa pprove Speaker / Presenter 53,660 52,960 5700 s0
L 21104 Pending N 06/2312014 EKEITipl Organizer / Support $3,680 $3,085 5595 S0
r 21735 Pending N 0712412014 CD ntﬂ':t Pﬂ“k:ipﬂ ﬂtS Speaker / Presenter $4,000 $3.000 $1,000 s0
r 22748 Pending N D9NMsR2014 Speaker / Prasenter $3270 $2,470 $800 §0
r 22749 Pending N 091572014 01814 Speaker / Presenter $3.300 $2,500 $800 30
r 21244 Pending N 07/0172014 08341 Speaker / Presenter $3.260 $2.460 $800 s0
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Upload CSV Files

© Search Events

45 new event(s) have been added
© Manager Org Report

Possible Matches

© CPO Showing 1to 2 of 2 entries
iPortal Title Mark as the Same Event Tracker Title
© Event Owner Event
|
© Authorized Viewer
INFORMS Annual Meeting b INFORMS Annual Meeting 2015
o Admino Nov 1, 2015 - Nov 4, 2015 Mov 1, 2015 - Nov 4, 2015
Philadelphia, PA, US Philadelphia, Pennsylvania, USA
DoE Event Id: 28884 http-//meetings? informs org/wordpress/philadelphia/
69th National Conference of Society of Coporate Secretaries and Governance Professionals b 69th National Conference of Society of Coporate Secretaries and Governance Professionals
Jun 24, 2015 - Jun 27, 2015 Jun 24, 2015 - Jun 27, 2015
Chicago, IL, US Chicago, lllincis, USA
DoE Event Id: 28843 http-//conference governanceprofessionals org/home

Reconcile Events

Possible Duplicate Events
Showing 0 to 0 of 0 entries

iPortal Title Event Tracker Title

No data available in table

Duplicate Events
Showing 0 to 0 of 0 entries

iPortal Title Event Tracker Title



Manager Report ) o

FAQs Customor Foedbach

Event Tracker Helpusnes

N
[ OVt | Manager Org Report: 09542

Viewe Anciher Organization’s Requests: IS T e ST LT D S T o

= ==

© Manager Org Repart

First | | Provcus | [ (et [ Last

Thers are 4 open requests for your org. Show 50 [=] enirles

Fia Filta Filtar Manaye Fillast Partes el - Filtar Titles Filier Cateaonas Fillae Evanl Owm Filtar City Fltes Filar Cy =l Filtar C Filtar Covgl Filtar Cx Filter Dl

Farticipant Request  Dvent Titke Conference Cabego Siate  Country 3 Cwent
Sistus  § Simrt

B0 (S0 Submimed  Crachs Cpen Wod 2088 Indorraion: TecPnology A LesA, Afendes  $450 $1.200 £
Sulbsrramipd il OEC A Tt Bfusdadyy (=} s 5103 L]
054 Inrrruiten T By L L=l Angnces 51345 1585 2]

Subsramed [Pl - IT S

Show 50 [=] entries




CM Reporting - Metrics ) .
S

Data as of:
3/19/15 12:01 PM
Future Event T, Event Calendar Year Event Calendar Month
Past 2002 2013 2014 2005 || | [otamn | 02-Feb  |03-mar | oa-apr  ||05may |[oswn |
2017 |074ul | OB-Aug | 09-Sep | 10-Oct || 1lNov || 12-Dec |
Event & Request Counts Requests by Status | Request Status Legend |
3,000 2,625 m?e:‘;;"“
2,500 - CPO Exempt
= Disapproved
2,000 - DOE Exempt
1,500
1.000 851 947 Awaiting Lockout Date/DOE Approval:
/ - DOE Approval Needed
- DOE Signature Needed
0 ’ ' I Process:
All Events All Requests Wirv:'l:;:m ;E:;iﬁx B Processed - Need More Information
B Awaiting Lockout Date /DOE Approval - Pending
W In Process - Submitted

1 Over $100K Events by CPO

12




CM Reporting — Lockout Date Range&=.-
‘ Event Tracker FLIP Report ‘

Data a5 of:
3/19/15 12:30 PM

Future Event T Lockout Date Range h DOE Estimate Range
Ho 15 Days or less 30 Days or less 45 Days or less M‘ | M |
46 Days or more Lockout Date Past | NoLockout Date l70-99¢ | cqualor>100x |
Mo DOE ID
Report Total:[ 121 |
Lockout iPartal
Date Lockaut Event Request  Ent Reg- DOE
Range|.T|  Datd ~ | DOE 10|~ | Event Title [+]  start|~|cro [~lea [+ Request status [.7] 10 [~] ~| uests  Estimate
15 Days 14th Annual Compliance and DOE Approval
orless  3/20/15 25405 Ethics Institute 10/4/15 —— Needed 24001 3/13/15 1 525999
26028 3/13/15 1 525999
26094 3/13/15 1 525999
EMN Istanbul Meeting: Energy
32115 28301 Materials Nanotechnology T/1/15 . - Submitted 26662 3/11/15 1 53,575
Mational Agency for Finite
Element Methods and Standards DOE Approval
3/22f15 11503 [MAFEMS) World Congress 2015 6/21/15 l— il Needed 26254 3/11/15 1 537,800
26289 3/11/15 1 537,800
26298 3/11/15 1 537,800
Submitted 26609 3/11/15 1 537,800
13th AIAA ASME Joint
Thermophysics and Heat
323715 21117 Transfer Conference 6/22/15 — —— Pending 25000 1 520,000
25E00 1 520,000
26152 1 520,000
society for Human Resources
Management [SHRM) 2015
Annual Conference and
21148 Exposition 6/28/15 i i Submitted 26547 3/11/15 1 %31181
2015 Canberra Users” Group DOE Approval
21189 Meeting 6/22/15 . . Needed 25930 31115 1 562,100
Submitted 26630 3/11/15 1 562,100
26635 3/11/15 1 562,100
DOE Approval
21510 83rd MORS Symposium 6/22/15 s — Needed 24663 311115 1 547,500

..... P———— | - [



@ZJ Email Notifications ) i,

Participant Notifications

Request is Submitted

Request is Approved

Request is Cancelled

Request is marked as Exempt by CPO

Request is disapproved by CPO

CPO/EO Contact Participants — Verify Role

CPO/EQ Contact Participants — Verify Cost Estimate

CPO/EO Contact Participants — Verify Event Request Information
CPO/EQ Contact Participants — Verify Intent to Attend

© 00O ~NO O WN -

CPO Notifications
New Event assigned to CPO
CPO transfers Event to another CPO
CPO delegates EO
EO declines Event Delegation
Package Needed - Event with DOE Estimate >$100K and Lockout Date reached
DOE has selected Sandia to lead the Package
Event Status updated by CM
Deputy CPO designated/removed

O~NO O WN =

Other Notifications
1 Request submitted for an individual in Manager’s Org
2 Authorized Viewer Added or Removed by CPO, Deputy CPO or EO




-Q;\Successful Outcomes ) e

= CPOs have taken an active role in managing event attendance
and partnering with CM

= |mprovements for CM team in processing requests,
identifying/resolving duplicates, sharing info with CPO
community

= QGreater clarity for end-users on status of requests and
expectation of when they will receive approval

= Usage: Increased count of request submissions by ~ 19%
= (Feb 2014 - Feb 2015) 7,316 requests to attend 2,581 events
= (Feb 2013 - Feb 2014) 6,158 requests to attend 2,283 events
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