
 
 
 
 

 
 

 

Welcome to the Travelling Time Administration view where you are able to easily approve or decline individual 
travelling time claims. Please follow the applicable sections below. 

 

1.0 First time users and resetting your password 

To enter your section of the Travel Time database you will need to do the following: 

1. Click on the email link or enter the following URL http://sparks/traveltime_admin or by clicking on the link  
http://sparks/traveltime_admin 

2. Click on the forgot password link 

 

3. Enter your T number and you will now be sent an email to reset your password 

4. Click on the link within the email and reset your password 

 You will be now logged into the Travel Time database 

2.0 Things to remember 

 - change password. 

- Log-out. 
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 - in every claim there is a function to re-direct to 
another manager / Supervisor if an employee’s claim accidently appears in your view to approve. You will just 

need to enter the manager / supervisor’s name and click the  

 

 

 

 

3.0 Procedure 

 

1. To view the individual claim, click view. 

 

2. If a acting paypoint is required, click on the  to update all and select the required 
paypoint. 

 

3. Check the claim and select the applicable radio button action – Approved, declined or leave pending 

4. Select   
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The solution will have the facility to create ad-hoc reports based on a number of selection/search criterion, which 
include: 

• Date range (i.e. Start Date and End Date). 

• Employee Name (individual or multiple). 

• Status of each submitted form (singular or multiple). 

• Duty (if the individual claim is for a call-out or for planned OT). 

• Status. 

These reports will be available to each supervisor or manager once logged into the application. 

 

1. Complete the applicable fields 

2. Select   and the report will appear in CSV (Excel) format 
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There is also a delegation function to allow the supervisor to delegate all responsibility to another staff member. 
Once this period expires, the delegation of authority will return to the supervisor. 

During this time, the supervisor will still receive emails however it is the responsibility of the delegated user to 
complete the forms for payment. 

 

 

1. Enter the applicable information of the delegated user – T number, email, Date from & Date to. 

2. Select the Authorise checkbox 

3. Select . 

 

 
 
 
 
 


