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About the Los Angeles Public Defender's Office

Paulo

e The Public Defenders Office has 32 office

locations throughout LA county.

Integral to supporting the Department’s
mission is a budgeted team of more than
1,200 employees — including more than 700
attorneys, as well as paralegals,
investigators, social workers, and
administrative/support staff.

* The LAPD's Office engages in a variety of

programs and initiatives aimed at
addressing the root causes of criminal
behavior and supporting our clients’
reintegration into society.
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- Project Overview
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Empower the Los Angeles Public Defender's Office with a streamlined system for administrative
processes.

Key Features:
Leverage Microsoft Power Apps to digitize and simplify:
o Travel requests
o Expense forms
o Petty cash requests

Benefits:
o Increased efficiency
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Requirements
Overview

Functional Requirements:
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User Authentication
Travel request creation/ approval
Travel expense reporting/ sorting

Notifications upon
approval/denial
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System Architecture

High-Level Overview

Travel Request Submission Module: Handles user input for travel details, including destination, purpose,
dates, and estimated costs.

Approval and Workflow Module: Manages the approval process, including routing requests to appropriate
approvers based on predefined roles and sending notifications.

Data Storage and Reporting Module: Manages data persistence and generates reports for auditing and
performance tracking.

Each module interacts seamlessly to ensure a smooth user experience and adherence to organizational
policies.
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Key Components

Travel Request Submission -> Approval and Workflow
o When a user submits a request, it is sent to the Approval and Workflow Module for validation.

Approval and Workflow -> Travel Request Submission
o If the submission does not meet pre-set requirements, it is sent back to the user for an updated request

Approval and Workflow -> Data Storage and Reporting
o If the employee's request is acceptable, it is routed to the appropriate party for review.
o Once a request is reviewed, the decision is stored into SharePoint List.

Data Storage and Reporting -> Approval and Workflow

o The Approval and Workflow module interacts with SharePoint List and Reporting to retrieve previous
stored data to help with the approval process.

Within the Key Components, there are smaller components intertwined to make the process smoother. These
components include modules such as a User Management module and a Notifications module.
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Key ComponentSicontinea..

Detailed Lower-Level Component Design
Request Submission Module

e Responsibilities
o Collects and validates all necessary travel request details.
o Allows users to attach required documents.

o Submits the request and notifies users upon success or
error.

e Ul Controls

o Subject Input, Date Picker, Time Picker, Multiline Details
Input, Advance Request Checkbox, Upload Control for
attaching forms

Frank

Employees

Travel Request
Form

Request Validation

Notification
Accepted/Rejected

Admins

Database
Store Requests

Request Workflow

Notificaton
Service
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Key ComponentSicontinea..

Detailed Lower-Level Component Design
Approval Workflow Module

Responsibilities
o Manages the multi-level approval workflow for submitted
travel requests
o Routes requests to the appropriate approvers based on
defined guidelines
o Tracks approval decisions and updates the status of request:
o Notifies users of request status (approved/rejected/pending

Ul Controls

o Pending Requests Gallery, Approve or Reject Buttons,
Comments Input, View details button, status label, filter
control

Frank

Employee

Request Review

Decision
Accepted/Rejected

Status Update
Store Decision

Admin

Stored Request

Appropriate
Reviewer

Notify Employee
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Key ComponentSicorines.

Detailed Lower-Level Component Design
Database Management Module

Responsibilities

o  Central repository for storing travel
requests, user data, notifications, and
workflow-related records.

o  Maintains data consistency across all
modules

o  Provides data backup and recovery
functionality.

o Enables efficient retrieval and manipulation
of records (CRUD operations)

Frank

ID

Title
EmployeeMumber
EmployeeMame
Email

StartDate
EndDate
Country
Destination
State
Travelustification
ModeOfTravel

AdvanceRequested

firstLevelManager
secondLevelManager
SecondlevelApprovalRequired
LodgingCost

MealsCost
TransportationCost
RegistrationCost
OtherExpenses

TotalCost

ApprovalStatus

Attachments
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Technology

Microsoft Power Apps

Microsoft Power Automate

Microsoft SharePoint




Technology

* Microsoft Power Apps:
o A low-code platform that lets users quickly
build custom apps for business needs using
drag-and-drop tools and templates.

PowerApps
* Microsoft Power Automate:
, o A cloud-based service that helps automate
' workflows between apps and services to
ower Automate streamline repetitive tasks.

* Microsoft SharePoint:
* microsoft o A web-based platform for collaboration, file
. sharepoint sharing, and content management within

organizations.

Frank
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Form Submission and Approval

Workflow




Form Submission

Features O3 @i
e Supports attaching up to 10 documents e e e

. Fri. May 16, 2025 Mon, May 19, 2025
e Allows users to submit new travel requests or Youre Booke... X

United States ~ Los Angeles ﬂl A hfil
ttach file

update previously submitted forms before approval

Airline ~

* Implements field validation to ensure all required
fields are filled and travel dates are valid (start date

$ 150 $ 300 $ 100
must be before end date)
$ o $ 3
* Automatically links uploaded files to the
corresponding SharePoint item for centralized g soso R

dCCess

Cancel Submit }»

e Seamlessly integrates with Microsoft 365 to prefill
user details such as name, title, and email
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Email Notifications

To

Features Email x

Subject *

* Once a travel request form has been successfully submitted the
requestor will be notified via email with a copy of their request.

Travel Request Update

Body *

* First and second level approvers will be notified that they have Normal v Arial ~ 15px~ B 7 U & & & %
a pending request in the app along with basic details of that Your Travel Request has been [l Approvalstatus V... x .
request.

* Once a request has been approved/rejected the requestor will
be notified.

e Ifitisrejected requestor will be informed of resubmission. Advanced parameters

| Showing 2 of 7 ~ | Showall  Clearall

From (Send as)

firstLevelManager x X

Importance

‘ High ~ | X
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Main Application for Approval

L 279044
Email ALiang.consultant@pubdef. lacounty.gov
Travel Details

Start Date
End Date

Destination

5/20/2025
F Arcadia, CA
e a t u re S Mode OF Travel  Autemobile: County Dwned

Travel justification

Travel Expenses

* View requests categorized by approval status:
Pending, Approved, or Rejected

* Filter and sort requests based on fields such as e
employee name, destination, date, or cost Tk,
* View complete request details including 3 —
e A (A Home New

justification, travel dates, and cost breakdown 2

e Advance -
Name Travel Dates Destination Total Cost —— Status Y Request Filter

* Download attachments submitted with each o ean SRS o aam T
request for review s

Pending

Advance Requested?

* Approve or reject requests directly from the
interface o

Travel Dates

Fri, Apr 18, 2025

* Send requests for further approval under special o

Select a date...

circumstances when additional review is required
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Challenges and Solutions

* Challenge:

o Learning the Software:

= OQur team had limited prior experience with Microsoft Power Apps, Power Automate, and
SharePoint. Understanding the interface, logic flows, data connections, and integration
between the platforms posed a steep learning curve.

e Solution:

o Tutorials, Documentation & Hands-On Practice:

= We used Microsoft’s official tutorials, online video guides, and documentation to learn
the tools. Trial and error through hands-on testing allowed us to gradually build
confidence and refine our Travel Request Approval app.
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Challenges and SolutionSesnec.,

* Challenge:
o Approval Workflow:

= Lack of clarity on how to determine who approves what in a multi-tier approval process
" Need to dynamically assign approvers based on the user's reporting structure
= Risk of hardcoding roles or maintaining manual approval routing logic

e Solution:

o Leverage Microsoft Entra ID to:
= |dentify each user's direct manager via the Manager property
= Dynamically build a hierarchical approval flow based on organizational relationships
= Utilize Office365Users.ManagerV2() in Power Apps to fetch a user's reporting manager
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Future Improvements

* Implement support for additional forms (petty cash, cell phone, travel

expenses)
* Enable coordination with Travel Coordinator and Finance for travel advances
e Optimize mobile layout for approvals and submissions
~* Implement visual reporting and analytics (costs, volume, approval times)
* Add delegation feature for backup approvers during absences
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Future Improvements

Implement capability for users to
complete other forms on the application
such as petty cash, cell phone expenses,
travel expenses etc.

Implement capability to coordinate travel
advance requests with Travel Coordinator
and Finance Department

Mobile App Optimization:

o Enhance the mobile layout and
responsiveness for on-the-go approvals
and submissions

Reporting & Analytics:

o Add visual reports and metrics (e.g., total
costs, request volume, approval times) for
better tracking and decision-making

Delegation & Backup Approvers:

o Allow users to assign temporary
approvers during out-of-office periods

New Travel Requests

Within 2 weeks

-~ W after travel date
o 55
K u}"_ ‘Submit Travel Request Attorney Notified Receives Automated Message .
v O Form & Travel Advance T i along with Travel Request Submit Travel
E =3 Form (if needed) needed Forms and other related docs Receives Travel Expense Claim
“ E Advance
Ll
I [
-
Ié Receives Completed
w I Travel Request Form
= eview
= = =Not Approved= == =~ and Travel Advance
@ LLACLE | Form (if needed)
o
A I
vy I r
]
T
Approved I
(regular travel request), |
& |
Review &
H Not Approved
Ei Approve e -I
< “Special Cir” :
Request
4 pproved |
|
L= I
m
& |
wvy
L3 Review & ]
o Approve Not Approved™
‘B v
E System finalizes
Travel Request Form

Approved———»-BEULELLY

ards form

and notification to

multiple

Travel
Coordinator

recipients

Receives Completed
Travel Request Form

|—> and Travel Advance

Form (if needed)

Fiscal

Travel Request Form
and Travel Advance
Form (if needed)

h 4

Receives Completed

Travel Advance
Requested?

) Update log and Process
Yes for Payment
NO

Supenvizor should be persan who the employee reports to, such a5 Head Deputy, Supervising Paralegal, and/or Lieuten

ant. Should be similar to the person approving an employee's timecard.
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Questions?

Thank you!

Paulo Da Costa, Kyla Belan, Jonathan Garcia, Brandon
Hernandez, Andy Liang, Edgar Palomares, Francisco
Sanchez, Alexis Sanchez-Rosas and Josh Torres Dominguez
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