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What is TransTraks

* TransTraks is your agency’s fransportation software. It is
used to manage fransportation routes, school bus stops,
student riders, vehicle maintenance, employee training
records, fimekeeping, plus field and athletic trips.

e TransTraks has a web-based Trip Request Center where
schools and clients can enter in frip requests that go
directly to your agency's TransTraks Trip Module where if
can get processed by Transportation.

 Each site user is given a user name and password 1o
access our TransTraks Trip Request Center.

° You access the TransTraks Trip Request Center by using

your Internet browser (such as Internet Explorer, Chrome
or Firefox).
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How To ACES TransTraks
Ir1ip Request Center

* Open your Internet Browser and in the Address Bar of the
browser enter the following address:

hitp://trprequest.franstraks.com

* |t must be typed exactly as found above. You can also
credfe a shortcut on your deskiop with the above
address so you can just click the icon and it will go
directly to our Trip Request Center.

° You can also save it in your Internet Favorites.
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Sign-In ith Your User
Name and Password

« Each agency has told TransTraks who is an
authorized trip request user.

 Each authorized user has been assigned a user
name and password. The sign-in screen looks like
this:
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Trip Reqst Screen

* Once you have signed in, you will be taken to the
Trip Request Data Entry Form. See the form b_enlowz

i W teprequest tanstraks.comndec php T sch ool _top Lrip_request n-c & TransTraks - School/Trp M.,
~
Admin  gmarvel Logout
School/Trip Module Admin
Logged In Successfully
i Trip Review
Please Note the Trip Customer Information: Destination Information: "
rollowing About Trip p, - Ceparture Date: sl s }
school: Ml Chocse 8 schoat K Trip Status: Froposed .
. Return Date: [ | 1 '
Tranaportation sets sach Agency: Destination: | Choose a destination v )
tnip's charge rata. The rate Grade: | = ol
may be based upon factors  epartment: Address: - -
such as miles, haurs, Tnp Type: | Chocscatiptype V.
dastination, ime of day, Addese:
etc. Review the < I Leader: il |
confirmabion that you will Out of Area: () T G I A Ay
receive for estimated
charges, Final cests will ba Phone: Food Stop: ] =
based upon actusl miles, 5 Asrive School:
hours, etc. Contact: Overmight: J S
22 Leave School: ]
Emeil: Teke-to-one-way: ]
1 Fvent Time:
FO 2: | Return-from-one-  — I
. P ey 5722 Leave Dest.: L]
Account 2: 3 e
Return School: ] [:_‘__‘ ““““ _j
Account Desc.: T T e —— 1
=Sudents: | | saduts: | | swie | | 2 Presch: | ssusenl i | sothven: | |
Tnp Instrucbions: Customer Instruchions: Purpose: i
{ |
i |
; |
v
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Trip Reqst Screen

Near the top left below where you see the TransTraks log, the header reads “School/Trip." The School/Trip Module is just one

of many features in the TransTraks program. The tan band that runs beneath it shows successful log-ins, trip entry and other

messages. Near the top right, below the school bus image, are your username and the Logout bufton. For security reasons,

glecse use the Logout button to log out of TransTraks when finished working in the program rather than just leaving the
rowser window open.

' TransTraks - School/Tiip % - gax)

C | triprequesttranstraks.com/index php 7/ schoc! trip/trip reguest

TRANSTRAKS

School/Trip

Admin  gmarvel Logout

School/ Trip Module Admin
Logged in Successiully
Trip Review

Please Note the Trip Customer Information: Destination Information: Y epsrture Date: |
Following About Trip = = —— N < 2 EaT
Rotes School: 1] Choose 3 scheo! vi Tnp Status: Sreposed
Return Date;
Transportaton sets £ach Destinstion: I crocse o destranion .
trip's charge rate. The Grade:
rate may e bazed upon et . S g
factors such as miles, o i Address: Trp Type: B Choccantnp v
hours, destinstion, time of £4d. 2 e
day, etz Tavies the itk i 3
s ¥ = Lezdzr: 2
sanfirmation that you waill Out of Area:
recaive for estimated Use 4
charges. Final costs wil be s ood 5109
based upen actual miles, Fhone: Food Stop A s
hours, ete. rrive School:
Contact: Ovarmght: When
Leave School:
Emal Taka-to-onaenay: N eeded
Evers Tms:
PO = Return-from-one-
2 way: Lesve Dest.:
Azcount =:
Return School:
Zeroont Dooc - J
= Studerts: = Adukist =W 5 Pre-gch: = guzes: 1 = Oth Veh: \ j
g g )
Trpg Instrucucns. Customess InStruchicns: Purposs: 1
>

[mm7‘
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* You will be required to enter in key data such as your
school site, destination, dates and times of frip, etc.
Some fields are required. You can tell by the colored
rectangle next to the field.

» Complete one entry for a trip regardless of the
number of buses. s

° Trips are not assigned Trip #'s L
unftil the Transportation
Department performs a

. nation: eparturc Dgse” Lil_‘———|
sync function — R m—
(2] Grade: I
Trip Type: 1| Choose a trip typd v |
Leader: o

aniveschoo: [ ]
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Irip Requ

TG

est Screen

Section 1: Choose the appropriate school/department from the drop down.
Depending on your authorization most users will only see their school’'s name or
departments. Some users will see multiple schools depending on their access.

i TransTraks - School/Tiip %

C' 1 triprequesttranstraks.com indes phip schac! it reg

juest

TRANSTRAKS

Admin  gmarvel Logout

School/ Trip Module
Logged In Successiuly

. Trip Review

Please Note the
Following About Trip
Rates

r est ed
charges. Final costs wil be
Dased upen actual nules,
, erc.

frip Customer Information:

Admin

@".W‘: Date: § \

Destination Information:
Schosi: H Chocse 8 schoo v Tnp Status: reposed
Return Dste:
Destination: 3 ﬁ Chocse a destiration
Grade:
Department: Address: o
Top Type: | Cheesmatp ¥
Address: 3
Leader: |
Out of Area: 4 =
Phone: Food Stop Use
Arrive Schoot:
Contact: Ovarnight: When
Leave School:
Email: Take-to-one-way: Needed
Evere Time:
PO = Return-from-one-
2 Jray: Leave Dest.:
Account =1 k|
Return Schools
de T lesd .'E“ k
= Students: = Adults: = wWic 5 Pre-cch: = Buzes: | 1 = COth Veh: J
Trp Instru ctons: Customer lnstructicns: [ﬁurpaem ] h
4 J
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Ir1ip Request Screen

Section 2: Enfer the appropriate Account Number that will be paying for the trip. You can use the ¢ mark
to the left of the Account # field to see up to six pre-defined account codes for this school or
department. You can also enter a different account string if appropriate. This is a required field. Just
below it is an Account Description field that is optional.

' TransTraks - School/Thip %

c triprequest.transtraks.com/index php 7/ school trip/trip request

TRANSTRAKS

School/ Trip Admin gmarvel Logout

School/ Trip Module Admin
Logged In Successiuily
TOp Review
Please Note the frip Customer Information: Destination Information: D eportire Date: | \
Following About Trip f . e = - ; Sl
Rotes Schosi: }| Crocee & zchee v Tnp Status: Sreposed
i Return Dote; 1
Transgortaton sets each & 3 Dzstiraticn: 3 # Chocsc 2 destiration v
tp's charge rate, The Grade:
rate myy be based upon Depart 7 P .
factors such as miles, Deperipent; Dediees Trp Type: | Checceatp v
hours, destnation, time of Adess:
day, etz Reviss the Adocess:

zonfirmation that you will DUt of Atess Leadan .
recaive for estimated 4
charoes. Final costs will be Use

based upen actual miles, Fhone; Food 5t0p SR
haurs, atc. Arrive School:
Contact: Overnight: When
Leave School: §
Ernail: Taka-t0-one-nay! N eeded

Evers Time:

PO = Returr-from-one-
2 2 way: Leave Dest.:
Account =; i

Return Scheol:
2erout Door
l = Studerts: = aduks: = wWc 5 Pre-sch:

suzes: @ = Oth Veh: \ /

Top Instruchions: Customsre Instruchinns: Purposs: i)
]

“

. (==7) | .

_— 3 AF Rughts Reserved - Perseus Assotiates, LLC




TransTraks Web Field Trips Request Guide 10

Al

Trip Request Screen

Section 3: Note that edch newly entered trip is classified as “Proposed.” The status changes
to “Confirmed” when the frip is received, reviewed, and approved, then finally changes to
“Scheduled” when all trip details (like driver assignment” are finalized.

| TransTraks - School/Trip = &«

3|
'I

wrEel

i

C L triprequesttranstraks.com index piip 7/schoc! trip/trip request

TRANSTRAKS

School/Trip Admin  gmarvel Logout

School/ Trip Module Admin
L0gged In Successfully
-1 Trip Review
Please Note the Trip Customer Information: Destination Information: ) onoriurs Outoz- B
Following About Trip i S A BUS S
Rotes Schocl: §| Chocse 3 scheo vi Tnp Status: Proposed 3
= Return Date; 5
Transportauon sets each e} Destration: 3 1 Crscze o desvranon v
trip's charge rate. The Grade:
be Cepartment; Address: 2
Trip Type: I Checcsatnp v
Addrass:
& 2der: !
0 Cut of Area: reacy :
i coa Use
charges. Final costs will be Sl i
Baced upen actual nvles, Phone: Food Stop . s
haurs, atc. Arrive School:
Contact: Ovarnight: When
Leave School:
Emal: Taks-tc-one-wayl N eed ed
Evers Tme:
PO = Returr-from-one-
2 . - oy Lesve Dagt:
Azgount =@ 1
Return Schoch:

rrognt - o
l = Studerts: = Aduks: = wWic: 5 Pre-sch: = Buzes:§ 1 = Cth Veh: \ j

Top InStructions: Customer Instructions: o [’urmu. 'i )

: (==7] ' -

2 A¥ Rights Reservad - Perseus Assotiates, LLC
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Trip Requst Screen

Section 3: To enter a Destination you can start Tyging the name of the destination or use the drop down arrow to see the
alpha list of destinations. Select your destination by clicking on the correct one. If you can't find a trip destination, select
“New Desfination” and then enter where you want to go in the Purpose Box(see #6), including name of destination,
address, city, state, zip. Transportation will then enter the destination for you in the database.

(i TransTrake - School/Thip %

C U triprequesttranstraks.com/indexphp 2 schocl trip/trip reques

TRANSTRAKS

School/Trip Module

Admin gmarvel Logout

Admin

Logged In Successfuily

. Trp Review

Please Note the Irip Customer Information: Destination Information: B i - B
Following About Trip sl S S = apartuce Dato: 58
Rotes Schosit }i Chocee 3 scheo v Tnp Status: Sreposed :
. Return Date: ~1
Transgortauon sets each L Destination: 3 §! Chocse a destration »
trip's charge rate. The Grade:
ca1& may be based upsn = 2 A :
factors such as miles, DSpermen: —— Trip Type: ¥ chocceatp v
hours, destinstion, hime of Addrunst
day, etz Revies the Rt Leadsr: i
zonfirmation that you will Oit o Area: eader: g
recaive for estimasy U se 4
charges. Final o il be 2 30 o
Laced upen actual aules, Phaoe: Food Stop trool
hours, atc. Arnve Schosl:
2 Contace: Ovarrughe: When
Leave School: 1
Email: Take-1o-one-way: N eed ed
Event Tima:
PO = Return-frem-one-
2 way: Leave Dect.!
Azcount =1 [}
Return Scheol: §
2 o
= Studerts: = adufts: = W/C: 5 Fraegch: = Buses: §f [: = Oth Veh: \ j
Trip InStructhons: Customer Instruchcns: Purpass: ] B
=7

[

7 2 A¥ Rughts Reserved - Perseus Assotates, LLC
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Irip Re uest Screen

Section 4: Departure and Return Dates can either by typed in or selected from the pop-up calendar. If typing, use the
MM/DD/YYYY format. Grade and Leader are free-form fields. Under Trip Type, use the drop down to select the appropriate
trip type. Arrive School is the time the bus arrives at the school. Leave School time is a required field. Enter Event Time if
provided by the requester. Use the HH:MM am/pm format for all time fields. Leave Dest is the time the bus starts back to

school, and ’rhe Return School fime is when the bus drogs stfudents and comﬁle’res the triﬁ.

C | iprequestiranstraks.com ind:

TRANSTRAKS

School/Tnip Admin gmarvel Logout

School/Trip Module Admin

/school _trip/trip_request

Logged In Successiuily

< Trip Review

Please Note the Trip Customer Information: Destination Information: B ; si.
Following About Trip P e = eporure Date: |
Rates Schosi: [} Chocze 3 scheo vi Tnp Status: Sreposed
2 Return Dste; 5

Transportation sets each i - Oestiration: § Chocse a destration v
tip's charge rate. The Grade:
cate may b2 based upsn o i A E

rtment: Address:
factors such as mies, vare Type: B checcsatnp v
haurs, destinstion, ume of LR L il

Lddrase:

day, etc. Review the ]
confirmation that vou will Out-of Area: Leader: 4
recaive for estimated 4
charges. Final costs will be Use

h “: od Sio!
based upen acual mides, heoos: Food Stop

haurs, atc. Arrive School:
- Contact: Ovearnight: When
Leave School:
Emadl: Taka-to-one-way: Needed
Evert Tims:
PO = Return-from-one-
2 . ay: Leave Dest.:
Azzount =: ]
Returp Schocl:  §
Serount Deac -
= Studerts: = Adulis: = W/ 5 Pre-sch: = Buzes: | : = Oth veh: \ J
Trp Instrucuone: Customer Instruchons: Purposs ] b
>,
@ o B @
. v T AV Rights Reserved - Perseus Associates, LLC
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Trip Reqst Screen

Section 5: Enfer fotal # of Students, # Adults, # W/C (wheelchairs), # Pre-Schoolers, # of Required Buses, # of Oth Veh (other
vehicles like trucks for camp trips, non-school bus passenger vans (if allowed and authorized by the District). Your passenger
counts are crifical. A trip could be severely disrupted if There are more students and adults than you requested and the
buses ordered do not have room for all the passengers. Wheelchair counts are particularly important and require a specific

type of bus. Call Transportation if ‘ou need helﬁ un ers’ronding how moni buses to order.

C | triprequesttranstraks.com/indec o 7/ schoo! 1

TRANSTRAKS

School/Trip Admin  gmarvel Logout

School/ Trip Module Admin
Logged In Successiully
£ TMp Review
Please Note the Irip Customer Information: Destination Information: B - B
Following About Trip P I ———m— — 3 eporiure Date: |
es School: I| Chocse 3 schee v Trip. Status: Srcposed .
e e e e Return Date: 5
Transoortauon sets each S Ozstinatisn: ; Cnocsze 3 destiration b
wrip’s charge rate. The Grada:
rate may be based upsn = 3 Addisss:
factors such as mites, ALl L Trip Type: I Chocss atnp v
hours, destination, time cf 2dd " x . :
day, eic. Revies the ress: A !
canfirmation that you will Cut of Area: it s
recaive for estimated Use 4
charges. Final costs will be e : o
Based upan actual mules, Phone: Food Stog e
haurs, etc. Arrive School:
= Contact: Cvarnight: When X
Leave School: §
Email: Take-to-one-way: N eeded
Evert Tima:
PO = Return-from-ona-
Z way: Leave Dest.:
Azzount =: i
fAeturr Schook:  §
Zorognt Dinec -
= Studerts: = Aduks: = WiC: 5 Pre-sch: = Buses: ] |1 = Oth Vah: \
Top Instruchons: Customer Instruchons: Purposs: i h
: .
@ ey 7 @
A\ J T AN Rights Reserved - Perseus Aszoniates, LLC
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Section é: The Purpose box is where you indicate the purpose of the trip. It is important that you provide
the reasoning for the trip so approvals are not held up. Provide such specifics as “Boys Track™ or “Trip to
the Technology Museum to learn about computers.” Use this box to also include anything that
Transportation and the District might need to know that is not covered in the other boxes.

) TransTraks - School/Trip %

C | wiprequesttranstraks.com/inder i scnoel tip/trin reque

TRANSTRAKS

est

Admin  gmarvel Logout

School/Trip Module

Logaed In Succmssfu

© Trip Review

Please Note the
Following About Trip
Rotes

Transgontaton sets each
trip's charge rate. The
rats may bs based upon
factors such as mides,
hours, destnstion, tme cf
day, etc. Review the
zanfirmation that you will
receive for estimated
charpes. Final costs will be
based upen actual miles,
haurs, atc.

Admin

Trip Customer Information:

Destination Information: £ @nw: oote:

v Tnp Status: Sreposed »
§

i

School: B! Chocee 5 scheo!
¥ Return Dote:
Oestinstion: 3 § Chocse o destiration b
Grade:
Department; Addrass: 3
Trip Type: I Choesamtnp ¥
Lddrass: .
L 143
Cut of Area: taacs 4 4
Fhone: Food Stop: Use
Arrive Schosl:
Cortact: Oyarmgre: When
Leave School: i
Emad Taka-to-one-way! Needed
7 Event Time-
PO = Return-from-one-
2 “ wav: Leave Dest.:
Ascount =: 1
4 Doe

Return Scheol:

= Students:

= Aduks: = W/C:

5 Preesch: = Buses: i |: = Cth vah: \ )

Top Instruchons:

Customer Instructicns: l Purposs: i 4)

- T A¥ Aghts Reserved - Perscus Assouates, LLC
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Irip Re

Section 7: Click the SUBMIT button when finished to enter the trip into the database. The Trip Review Screen then appears, and the tan
band reads “You have successfully requesfed a trip." If you missed a required field, you will get error messages telling you what you
missed and giving you the opportunity to fix these errors. Once the errors are fixed, hit the Submit button again and you should get the
success message. If you change ?;our mind and do not want to submit the trip, click on the CANCEL button in the lower left hand side of
the form. However, once you hit the Submit button, you then wish to cancel you need to contact Transportation.

U} TransTrake - School/Tiip %

C' i triprequesttranstraks.com/indes phpZ/schoc! trip/icdp request

TRANSTRAKS

School/Trip Admin  gmarvel Logout

School/Trip Module Admin
Logged In Sucosssfully
TNp Review
Please Note the Trip Customer Information: Destination Information: \ Sty . B
i e S el parture Date: §
Following About Trip f 1 o
Rotes Schech: | Choces 3 schee v Trip Status: Srzposed L
Return Date: |
Transportaton sets each - = Destiration: 3 ] Chscse 3 destiration o
tnp’s charge rate. The Grade:
rate may be based upsn o i address:
factors such as mies, g il > Trip Type: B choccentnp v
hourz, destnation, time of Addcass: .
day, eic. Tevies the eorees: e 3
canfirmation that you will Cut of Ares: st ’
recave for estimated U se
charges. Final costs will be S - sod Stoo?
based upen actual mvles, Phene: Food 5400 < o5
hours, etc. Arrive School:
Contact: Quermight: Whe n
Leave School:
Emal Taka-to-ona-way: Needed
Event Tima*
PO = Returr-from-one-
Z way: Lesve Dast:
Account =: 1 3
Return School: k4
2 "
l = Studerts: = Adulktsy = WC: 5 Fraegch: = Buses:] : = Oth Veh: K j

Top Instruchicns: Customses INstruchicns: Purposs: |

® [mm 7ﬁ ’ o

T AN Rghts Reserved - Perseus Assouates, LLC
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Irip Reqst Screen

Use When Needed Section: The “Use When Needed" section contains check boxes that you may need to use. "Out of Area”
is used when the trip is outside your ogenc?/'s determined local area. “Food Stop” is important and tells Transportation that
ou are authorizing a food stop during the frip. If it is not checked, the driver will not be authorized to stop. "Overnight" is for
rips where the participants need to stay overnight. “Take to One-Way" and “Return From One-Way" are letting

Transportation know that you don't need the bus for a round ’rriﬁ.

C | triprequesttranstraks.com inder php?/school trip/trip request

TRANSTRAKS

School/Tnip Admin gmarvel Logout

School/ Trip Module Admin
Logged In Successfy
Thp Review
Please Note the Trip Customer Information: Destination Information: 2\ . B \
Following Abaut Trip T i AL Apertice Date: S8
Rotes Schooi: #| Choose 3 scheo v Tnp Status: Proposed
= Returr Date: 3
Transportauon sets each iz ‘ Destimation: 3 § Chocse a destirsnion v
tnp‘s charge rate. The Grada:
rata may be based upsn Department: Address:
as miles, Trip Type: B checcentnp v
nsticn, time of Address: ’
v Revisw the 2k \ ey ¥
confirmation that you will e 2N Leadar: ?
recaive for estimated Use
charges. Final costs will be ‘ 2 T
based upan actual pules, Phone: rood Stop 5
haurs, etc. Arrive School:
Contact: Cuarnight: When
Leave School: ’
Email: Take-to-one-way: Needed
Evert Tima:
PO = Return-from-one-
2 el Leave Dest.:
Azcount =1 1
feturn School: 2
froond Diacr
= Students: = Aduks: = WiC: 591e-cd‘: = Buses:§ : = Cth Veh: \ )
Trip Instructicns: Customer Instrustions: Purpcse: i B
N z 5
@ [ i B T ®
| - % AN Richts Reserved - Perseus Assooates, LLC
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Box A: Filter Options: Choose the
appropriate options or dates to : ' v :
facilitate a search. Example: Enter a R v vt v ide hton G il @ YTty SthedrtipM.. |
dlgf%rﬁn%_ﬁ, cgocﬁse Gvfl(':’rhhpo’]rhfhen
click the Filter button. Within the

filtered selection, click on column TRANSTR-AKS
headers to sort. To print the selection,

click the printericon located above
the selection (under the tan band). To
clear the filtered selection, either
remove the date ranges and click iy
Filter, or click the Trip Request tab then Liden s 0 o |

Admin  gmarvel Logout

School/ Trip Module Admin

return to the Trip Review tab. ;
P = ) LI:_‘ Desature Retun Submited Schosl/Dest, Destimation B
‘ TO0C0E0T o o T v e o1
. : . &ll Schools v 01:15 P 05245 PM Nong =
M CIICk ond heOder TO SQ"T Trl pS * All Departments (v 153 2006-02-01 0200-02-01 2006-02-01 TransTraks Canyon Elermentary Canyon High Schosl g
You can toggle between sorting A-Z or T SRS L e Hon e
7-A TP v 40 06.02.01 oo 001 2006-01-10 ¥, TrangTrks tementary Santa Ana HES -
AN e Types . 37 20;76'024)1 29.06412-01 2006-01-10 Vi, TransTiaks Elementary Velly Stadwm oy
All Submitters v 01:45 PM 04:45 PM None =
Box C: Click on the envelope icon to I Deovtrs Dutanange % oo ecorol 20060110 W TansTusks lemertary Testin 5

email Transportation or another District

. A a ?096»02’01 20?607-0! 2006-01-10 Vi. TransTraks Hlementary ¥elly Stadmm s
department regarding changes or p— L e T e :
updates to a trip. The trip information A B o : ot i
will automatically be included in the B BN@O BEQO 0600 Comerd W Tl ey U e
bOdy Of The em.OII Some dISTnCTS use e 200,0'02-01 2006-02-01 2006-01-10 Completed ¥/. TransTraks Clementary Bowers Museum
this frip fo submit the trip for approval WY an ok : -

TO Onofher depqrtmen , '“ke BUSlneSS ss?‘s;n‘z';m ;morz';m 2006-01-10 Completed mmnhﬂ.mav Bowers Museum
SeerceS,' EdUCOTIQﬂ Sel’VI'CeS or O i 2006.02.02 20060202 2006-02-02 Completed  TransTraks Beach Eementary Costa Mesa High Sehool
CqTeanCGI Fun.dln?.o.fflce'. CI'Ck The 2006 0202 2006 02-G7 2006-01-10 Completed Vi. TransTraks Uementary £1Toro ihgh School
orinter icon to print frip details on the SR 5o SN -

ine indicated or the printericon — o SR TS

above the selection to print all the trip
in your filtered selection.
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Changes to Trips

* Make sure that the information for the frip is
accurate and complete before submitting the frip.

* Once submitted, a site cannot change the trip

18

information. Only Transportation can modify the frip.

* If you need to change something about the trip
(the date, times, number of buses, number of
passengers, efc.), use the email icon next to that
trip in the Trip Review form to send an email to
Transportation. Or, call Transportation and let them
know that there is a change for the trip. We
recommend emailing and calling.



