
TRIP TRACKER

Transportation Department

1



Why?
What are the Benefits?

 Simplicity – no more paper forms that get 
“lost “ in the mail

 Efficiency – mo more mail delays

 Accountability – greater visibility in the 
process results in greater accountability
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ENTERING A TRIP

 Trip Tracker Today

 Starting the Process: Request a Trip

 Entering Trip Details
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Select “Request a Trip” from the Menu 
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Trip Details -Enter details from the trip 
request 
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Trip Details - Enter the trip Destination details.
Click Add to populate the trip destination.
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Trip-Details -Enter the number of students, adults, 
wheel chairs, vehicles and special accommodations.  
Enter trip contact information and notes.  Click 
“Submit”  to create the trip request.
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Status will change from Unsubmitted to 
Requested once trip is successfully entered
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Entering the Trip Estimate

 How much money am I going to spend?

 What about parking fees, tolls and meals for 
the driver?

 Special Note:  Requestor can get total 
estimated expenses prior to trip approval

 Trip estimates are just estimates and 
additional costs can be incurred
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Select Trip Estimate from the Trip 
Request Screen
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Trip Estimate - Displays Initial Trip Estimates
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Trip Estimate – Use Trip Directions to get 
distance for calculating the destination. 
Select “Open Trip Directions/Mapping” 
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Point to Point Driving Directions - Select 
“Calculate Directions”  to use Destination 
address to get Google Maps
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Trip Estimate – Select “Use estimated distance to 
this trip” to populate the distance for destination 
calculation and “Attach Directions to this trip”  to 
attach Google Map’s Directions to the Trip Request
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Trip Estimate – Enter Total Estimated Expenses for 
Trip, Select “Calculate”  and “Save Estimate” to 
update the estimated trip total
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Completed Trip Estimate – Includes Distance 
and Time Calculations and Estimated Expenses
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Adding Directions  to a Trip Request 
(Optional)

 Printed with the trip sheet

 May be:
1) Entered manually
2) Imported from an accepted format
3) Copied and pasted from another source
4) Reloaded from Trip Location directions
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Directions – Gives you the option to add pre-
printed directions or use the “Open Trip 
Directions/Mapping Tool”  to use Google maps
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Directions – Once Point to Point directions 
have been attached you can select the link 
“View these directions” 
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Directions – Select “Calculate Directions” to 
see the attached map. Map can be printed also
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Approval Process

 Select a “Requested” trip from Trip Search 
screen

 Verify trip estimates attached to trip prior 
to approval

 Review messages & comments associated 
with the trip
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Trip Details – Locate the desired Trip that has 
a Status of Requested 
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Trip Details - Review the Trip Details for the 
trip including the account information
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Trip Estimate - Review the Trip Estimates for the 
trip including additional fees and/or charges

24



Trip Details – Select Approve to approve the 
trip and enter any comments needed
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Completing an Approved Trip Request
 The Trip is Scheduled in Transportation

 Transportation Completes the trip request with the 
assignment of driver and vehicle

 The Trip is taken – upon completion of the trip the Sponsor 
is responsible for signing off on the paperwork agreeing to 
the mileage, trip time, and additional comments.

 The trip is invoiced in Transportation 
1) where additional fees may be added (late return, dirty bus fee)
2) accounts are billed and 
3) invoice generated

 The invoice is paid by the Finance department
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Trip History – Is Used to View Trip History - Every 
stage of the Trip Request process can be viewed in 
History.
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Scenario 1 - Cancelling a Request 

 Trip was cancelled

 Trip entered in error

 Trip was postponed and not re-scheduled

 Trip cannot be taken (e.g., lack of funds)
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Cancelling a Trip Request- Locate trip Select 
Cancel. Enter a Comment (optional) and Select 
“Cancel Trip”
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Scenario 2 – Out of Budget

 Account requested is already below the threshold

 Estimated Costs for trip will exceed the budget

 Account is not budgeted – no monies assigned

 Additional charges has placed account over 
budget
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Scenario 2 – Out of Budget
Warning Message  
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Scenario 2 – Out of Budget
Solutions

 Make budget adjustment to Business Office to 
move additional funds to the account

 Cancel trip if unable to fund
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Scenario 3 – Out of Schedule

33

 Trips cannot be scheduled during route 
times : (leaving or returning)

6:00 a.m. – 8:30 a.m.
2:00 p.m. – 4:30 p.m.

 Cannot schedule a trip within 5 days of 
the trip date



Scenario 3 – Out of Schedule
Warning Messages  
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Scenario 3 – Out of Schedule
Solutions
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 Check times to be sure they are entered correctly

 Re-schedule trip leave or return time to an earlier 
or later time that falls outside of the route 
threshold times

 Enter Trip Request earlier than 5 days prior to the 
Trip Departure date

 For emergency trips contact Transportation



Scenario 4 – Modifying & Changing 
Trip Details 
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 Select the Edit Request on the Trip Details 
page

 Make corrections to any detail and save 
the updated Trip Request

 It will be sent back to the queue for 
Approval



Scenario 4 – Modifying & Changing 
Trip Details 
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Scenario 4 –Modifying & Changing Trip Details 
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Scenario 5 – Entering 
Overnight Trips
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 Leave dates and return dates should not 
be the same

 Include additional fees for the trip 
estimate (bus driver hotel, parking fees)

 Do not schedule leave and return times 
during route times



Scenario 5 – Entering Overnight Trips
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Scenario 5 – Entering Overnight Trips
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Trip Tracker- General Information
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 Drivers are based on set criteria- so 
specific driver requests will not be honored

 Splitting trip costs between schools will 
need to be indicated in the trip request 
notes and will be processed during 
invoicing



Trip Tracker- General Information
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 Contact Transportation if you need to 
change drivers from coach/teacher to bus 
driver

 Sponsors will need to sign off on driver 
sheet following trip to acknowledge 
additional fees (e.g., dirty bus fee)
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