
Droplet instructions for completing professional leave, employee expense statements and local travel reimbursements
To submit a request for Professional Leave, Employee Expense Statements and/or Local Travel Reimbursement please follow instructions below:

Click here to access the Professional Leave Request and Travel Forms: https://app.droplet.io/form/4yMQxy

Click here to access the Droplet Home page to be able to view your submissions: https://app.droplet.io/home

If you have never used droplet, you will use your Madison City Schools log in credentials

You should see forms on the left hand side. Click “view form” on the Professional Leave Request and Travel Forms

https://app.droplet.io/form/4yMQxy
https://app.droplet.io/home
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On the left, you will have two options (as pictured below)

1) The Professional Leave Request will be used to request professional leave AND for employee expense. This request is to be used for any professional leave
(including leave that will not include reimbursements)

2) The local travel reimbursement will be used to claim your monthly local travel (travel between schools and within MCS district).
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From here complete the fields and upload necessary documents when required.

Workflow for each form:

Local Travel Reimbursement:

Professional Leave (only)
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Employee Expense (Professional leave request has to be
completed first)


