Submitting a Request

Login using your link for Travel Tracker.

Your email address is your user name.
Use the password that you created
when you registered.

To submit a request, click on the Main
tab.

Click on “Submit a request”

User name is your email address
Username
Password
Main
Submit a Request &=
Your Trip Requests

Your Vehicle Assignments

Vehicle Mileage Not Entered

The note at the top of the Travel
Request Form can be customized. Your
district will include any pertinent
information here.

i€ COMWALS yOU Can SUDMI Student Maid 1110 reGUSSIE_Fasarva an
snis please amail John Seun 81 Brunewick County Schools

Pacson Submiting Aequest

Date Submitted

Select staff only travel or travel with
students. Staff only is used to reserve
vehicles (such as staff cars) that do not
involve student travel.

Click on the drop down arrow and
choose the trip type.

Note — Any field designated with an * is a
required field.

Travel Request Form

*Category

Staff Only Travel @ Travel With Students

*Type of Trip

If the option to include In-House events
has been turned on for your district,
you may have additional field trip event
options in addition to the standard field
trip. The default will be a Standard
Field Trip.

Category Staff Only Travel ® Travel With Students

Type of Trip Figld Trip »

" Rl T Event ®  Standard Field Trip

In-House Event Assembly

m
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Field Trip Event

Standard Field Tnip '®  In.House Event Assembly
If an in-house event is selected, Tachnology e £ i
additional Technology and Services e !
5 Catening
options can be selected. — -
Click on calendar and select trip leave ’
it == Date 3 -

date. Click on clock and select trip leave | ...
time. The Trip return date will auto-fill
with the same date as the trip leave
date. If the trip will be an overnight
trip, click on the calendar and select the
correct return date. Click on the clock
and select trip return time.

If you are scheduling multiple trips that Recurring ldentical Trips D |
are identical except for the date, you IUse this button to create recurring trips
can use the Recurring Identical Trips e e S i
button. The trips must be going to the " November ~ =+ - d
same destination at the same times. To " o s : ?
select multiple dates, use the Ctrl key as 6 7 8 9 1011 12 ;
you click on the dates. You can use the 13 14 15 16 17 18 19 E
month scroll indicator at the top of the 2[7} g; :: gg ERELLTan
calendar to go to additional months and |
continue to Ctrl-click to select. If you 2015 Sade 2017 \
need to unselect a date that is already id
highlighted, click on the Ctrl key and ) ad
click on the date. Click on the Accept Accept I
button. You can still modify the date ZOTER8
list by clicking on the Recurring Identical | Recurring ldentical Trips i |

Use this button to create recurring trips

Trips button again. Ctrl-click to select
or de-select dates. Click on Accept.

Recurring Identical Trips i,
The trips selected will be listed out IUse this button to create recurring trps
under the Recurring Identical Trips 11816, 11111716

button.

&n
|

Hover you mouse over the “i” to read
the instructions for using the Recurring
Identical Trips button.

_H_—W
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Is the trip overnight, out-of-state or
extended day? Note: This question can be
customized by your district. This is an
example of how it may read.

Is the trip Out of County?

**Note — out of state, overnight and out of
county trips may require additional levels
of approval. Depending on how your
system is configured, there may be a
certain number of lead days required for an
overnight/out of state trip.

* Overnight, Qut of State, or Ext Day Yes ® No

* Qut of County? Yes ® No

In the comments box, you can note details
such as multiple stops. If you are making
multiple stops that will affect the round trip
mileage, adjust the mileage in the
Approximate Number of Miles Round Trip
box.

Comments We wil ba stopping at McDonalds for dinner
If vou are making multiple stops: please indicate these

details in the Comment box You may at ant to adjust

the approximate number of miles round tnp to adust for

the multiple stops

Click the drop down box and select your
school or department. **This is very
important as this determines the field trip
approver for routing.

" Your School / Dept Select School or Department

| <

Select your destination from the
dropdown menu. Common
destinations are in a table created by
your Transportation Dept.

If your destination is not listed, enter it
in the “Destination Not Listed” Box.
Note that if you type an address or
location in this box, Google Maps will
display matching locations. You can
either click on one of the matching
locations, or continue to type in the
address.

Final Destination Select Desunaton

Destination Not Listed
Sigps on the Way There Aﬂu Stop on the Way
Stops on the Retumn ip Add Stop on the Retumn

Approximate Number of Miles Round Trip

Calculate/Get Directions I
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Stops on the way there and stops on
the return trip can be added to the trip
by clicking on the “Add Stop on the
Way” and “Add Stop on the Return”
buttons.

A common destination can be added by
clicking on the search icon. From the
Select a common destination window,
select the destination and then select
OK. If the location is not a common
destination, the address can be typed
in.

Multiple stops on the way and on the
return can be added. Stops can be re-
ordered using the yellow up and down
arrows. Stops can be removed using
the X.

Click on the Calculate/Get Directions
button to fill in the mileage. If the
mileage does not calculate, enter the
approximate mileage in the box.

This is a required field.

Directions can be printed for both the
Outbound and Inbound trip by clicking
on the directions icons.

If the destination that you have
entered, calculates a mileage that is
more than 500 miles, you will get a
message when you submit your trip. If
the destination and the mileage are
correct, click on OK. If the destination

Add Siop on the Way [
P ( |
St 4 W |
s
|
Add Stop on the Retum i
Stop 1 Q; i
|
Final Destination H028 Kirgsion Elementar v
)
ol i e (S a
1 B3 N Sa L
Approximate Number of Miles Round Trip
Calcutate/Get Get Outbound Directions
Direcions Gel Retum Directions
Trip Details

Driving Directions
Origin 550 Whiteville Rd NV Shalotte. NC 28470-8558
Destination Brunswick Community College. 2050 Enterprise Drive Northeast Leland NC 284517 USA
Distance 3604 |
Navigation 1 Head southeast on NC-130 EWhiteville Rd NW 0.5 mi) |
2 Turn left to meegs onto US.17 NiOcean Hwy W toward Wilmington (3.4 mi
3 Keap laft at tha fork. follow signs for US-T4 WIUS.76 WiLumbarton and marge ante US.74 WIUS.76 WiAndrew Jackson Hwy (42 mi
4 Turn right ontg Enterprise Dr NE/Populer St NE e2mi} |

Continue o foliow Enterprise Or
Destination will be on he ngnt

{
1 Click OK te confirm this trip is more than 500 miles round-trip. If you
need to adjust your destination, click Cancel on this box and adjust ';
' your destination and submit again, If your destination and mileage is |
1 correct, click OK to continue submitting the trip.
! i
i ,
| s I
1 0K Cancel i
A J
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and mileage are not correct, click on
Cancel and adjust your destination.

If the option to print permission slips
has been activated on your system, you
have the option ta input special
instructions that will be printed on the
permission slip.

Special Instructions for Permission Slip
i These are instructions specific to this

field trp that will be displayed m a special
area on the permission shp

Your district has the option to require a
funding source for field trips. If
additional funding applies such as EC or
Titlel, select the drop down box and
choose an option. This selection will
automatically fill in the budget code and
the funding approver.

Your district can make this field
mandatory. If a * is nexttois next to
Funding source, you will be required to
select a funding source.

Funding yourr Buoget oo

Fanding Sourcs esr Rinige1 ¢ o mar

Funthing Apgaayen g

If you selected “yes” for funds to be
paid to a third party a window will
appear for you to enter a payment
amount, payment option, payee name
and address.

This will give your financial secretary
the information she needs to process a
check if needed and either mail it to
your venue prior to the actual trip date
or have it ready for you to pick up.

Are funds payable to a third party? .
iDoes ihe venue need a check ahead of
ime=]

Yes NO

Amount of Paymant

Payment Option Mail Check

School System Credit Card

Will Pick Up Check

Payment Due To

Comments Concerning Payment
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ﬁinter the Teacher/Advisor name and
phone number. If the Emergency
Contact Info is the same, check the box
next to Same as Teacher/Advisor. Ifitis
different, fill in the Emergency Contact
Name and phone number.

*  Teacher / Advisor Name
Teacher / Advisor Phone #
Emergency Contact info

- Emergency Contact Name

Emergency Contact Phone #

Same as Teacher ' Advisor

|

Check the grade level(s) making the trip.

* Grade Level(s) Making Trip

K 1 2 3 4 5 6 7 8 9 10

Enter a description of who will be going
on this field trip. Note: This question is
optional and can be customized by your
district. This is an example of how it
may read.

Description of Group of Person(s) Making Trip

Educational Objective for Freld Trip

Special Indicators

designated individual which would
typically be the cafeteria manager.

lunches?

Enter the education objective for the sl AN e
trip.
Check Special indicators if applicable.
Complete the number of male/female il ralil
students and adults attending the trip. Male Stucents Famele Students
Nead 1 adultis) for 20 or more students
Need 1 aduitis) for every additional 15 students
Please make note of your district ) S A S
requirements for adult/student ratios
for each trip.
Will students be away at lunch and if so
will a bag lunch be required? If Yes is ‘ ‘;“L::Flr‘";ﬁ:;‘;‘:“;“‘s“ea“av fromscnool & ves  No
answered, this will notlfy the system " If so, will these students need packed * Yyes No

Bagged lunches have been requested for this field trip. Approximatety 20 students will be on this tfip Please contact teacher |

to verify the number of iunches needed

Your district has the option to include
additional customized questions on the
trip request. The questions may require
a Yes/No answer or a text answer.

Juestion 1?2 Yes No
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Indicate if you need to reserve vehicles. /ehicles Needed

" Do you need to reserve vehicles? Yes ® No
},
The pickup date and time boxes will
auto fill based on your initial selections.
If you are picking up the bus earlier or R e Y
will be dropping it off later than the _r N
times listed, please adjust these times. Date wEnme B B o

Time 0o Time

Click on the drop down box to select the e e

type(s) of vehicles needed- yellow bus,

activity bus, charter bus, car, etc. -
Note - If you put your mouse over the Specnl Needs ot Hameen.  tegrated Sesta St S

Comments or details conceming needs

' you will get additional information
about this field. If you need additional
types of vehicles or have other vehicle
comments, please include these in the 00 you nesd 3 drver 2s91ned? Yo Mo
comment box below. )

Enter the number of vehicles needed. If
your district has specific vehicle Owne

guidelines, they will be listed here. ) Gy

i you be using external transpontation {ex charter bus. plane, walking)? Yes * No
Indicate if a lift is needed.

Indicate if there are any special needs
for this trip.

If the question “Do you need a driver
assigned?” has been activated on your
system, you will be required to answer
Yes or No. You will also have a
comment box where you can note any
vehicle driver information.

The vehicle owner for your location will
be listed.

L

M
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Your district has the option to add a section Check here to indicate trip is drop-off anly
to the Vehicles Needed section of the trip Check here to indicate trip is pickup o7y
request to indicate if a trip is drop-off or

pick-up only.

Your district has the option to add a Venue -
Arrival and Departure date and time. The :
arrive and depart venue date will auto-fill
with the same date as the trip date. Click
on the clock to select the arrive and depart
venue time.

transportation?” refers to transportation
other than a school owned vehicle such as
parent vehicles or chartered transportation.
The default for this question is No.

R .
WI” VOU be USlng external Wil you be using external transportation (ex. charter bus, plane, walking)? Yes *= No

If you would like to get an estimate of
what you trip will cost and the cost per
students, click on the arrow next to Trip
Estimator.

The fields that are outlined with a box
are fields that you can input data. The a3
other fields are calculated from the
information that you have already
entered in the trip request.

Click on the Compute button to hes s
compute the estimated cost of the trip.

« Tnp Estimator (click to open and enter additional information for estimating trip cost)

hack hers o retain drver hes

M
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Read the conditions set forth by your
school district and check “Yes” to certify
that you have read, understand and

Trip A eptance of Respor sibilit
4 subrmitting this request the np sponsor (Teacher. Coach Staff Member etc ) 15 validating the foliowing conditions |

Possess a currentivaiid Drivers License for the yenic 2 you will D& drivin

apsent of any medical condition medications, alcohol/drugs that will impada the operation of a vehicie

B
1
2

3 you will obey alt iraffic faws while ing the vehicie

4 You will not "text” or operate any ] that may distract you while driving the vehicie
6

2

accept the trip responsibilities. Properly aumorzed use of & BCE (BUICH o e pumose of el ravel E
The Iift Is 1o be operated only S |
Buses must come back in good cond order 1o avoid additional charges |
* | have read and understand the information above.
Yes No E
If you would like to include any .
. " ; S orti ments
supporting documents with your trip upporting DOCUMEEIES
request, you can include them here. Choose File | No file chosen [ Add ]
Click on Choose File, select the file that .
you would like to add and then click on supporting Documents
Add. Click on the trash bin to the right Choose File | No file chosen [ Add |
of the file to remove it. sge Fie Name
12 KB Roster gocx P Ty ;
If you would like a hard copy of your
request, click on the Print button. Print |

Click on Submit to save your trip
request. Submit §
NOTE: An incomplete trip request
cannot be saved.

If there are any items on the form that
have not been filled in correctly, you
Please indicate whether vehicles are needed for this request.

will see messages above the Submit Please indicale that you have read and accept the rules conceming fieid trip travel
button. Scroll up through the form to Please specify the number of male students.

find the errors and correct. Click on Please specify the number of female students
Submit. If all the incorrect items have
not been fixed, the trip will not be
saved.

Submit | Print

The Save Current Trip button is used to Save Current Trip |
create a duplicate trip request which '
will be discussed later in this document.
NOTE: It cannot be used to save an
incomplete trip request.

-
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You will see the message briefly that Trip Number 277 has been saved |

the document has been saved. %
i




