Edulog eFT Program for Field Trips / Athletic Trips wevscasoze

https://ewa2.edulogweb.com/ClaytonGA/edulog/eFTremote/

Set the link as an Icon on your Desktop for easy access. Instructions for creating a shortcut provided
below.

Note: Pop-up Blockers must be turned off & you must have Java Script

Create a new desktop shortcut with link above to access eTrips
Right click on from computer desktop; click new -> shortcut
Copy and paste link in the box

Click next, rename shortcut to eTRIPS; Click Finish

1.0 NAVIGATION

eFT Remote Launch Pad | Logou | Help
Education Logistics, Inc.
Request a field trip

1. Click on the desktop shortcut created or use the direct website address link to open the eFT
application. Log in using the correct ID / password.

Version 3.02.89

Login

Enter your user name and password, then
choose Login to start the eFT Remote program. User Name: [ananda rajeurs

If you have forgotten your password, enter your Password:
username and click Forgot Password. Your Forgot password
password will be sent to the email address

specified for the username

Education Logistics, Inc.



2. Click on the Enter New Request button on the launch pad.

Select Application

The Remote Request feature is a client version of eFT (eField Trip) ‘ ‘ Approve Request ‘
which allows schools and other groups to send requests for field trip

service to the transportation department (which may be located in a -" l Find Field Trip ‘
separate facility) and examine information on the field trips for their

site. ~ RequestReminder =~ Cancel Field Trip |
The buttons allow you to create new field trip requests, approve ‘ Location ‘ ‘ Change Password ‘
submitted requests, examine existing requests, and work with field trip

locations in the data. You can also examine field trip records, though ‘ LQQOUt |

Education Logistics, Inc.

3. Choose the Group Serviced from the pull down menu. Also, complete the Share % field if the
trip cost is to be shared with another school/department or if your school will pay 100% of the
invoice.



Welcome ananda.rajeurs

Request ID 26 User ID |ananda.rajeurs Request Date (04/14/2022 05:14 PM|  Request Status |Saved

Group Serviced | Charles R. Drew High v | Departments Accounts
Group Serviced
Delete Charles R. Drew High Charles R. Drew High
Select Contact | Dorwyn Lyles v Enter Contact Dorwyn Lyles Phone 0123456789
General Info
Adults |2 j Students |20 | Spec Needs |1 Wheel Chairs |1

Total Passengers E

Vehicie Type | SCHOOL BUS v Requested Buses |1 | Purpose | Athletic v| PO #|
Overnight Trip Bus Waits e [ UD Label Char |
Field Trip Legs
Origin Destination Depart Date Depart Time Arrive Date Arrive Time
Delete Anderson Elementary Georgia Aquarium [04,’15/'2022 |11:20 AM v 04/15/202z |12:15 PM v
Delete Georgia Aquarium Anderson Elementary [04/15/2022 [03:15|[PM v 04/15/2022 [04:45 | PM v
Click on a Location
Intended Destination | v |
Location Name Location ID | Location Type | v [Search|Clear|
(Common Destination)|
Loc ID Location name Location type Location City Zone |
Group Serviced
Group Serviced v Departments v Accounts Share % 100 m
Group Serviced Departments Accounts Share
Select Contact Enter Contact Phone
ACTION EXPLANATION
Step 1. Click on desktop icon “eTRIPS A New request screen will open.

Step 2. Click on Enter New Request.

Step 3. Choose the Group serviced from the
pull-down menu. Complete the
department section. Complete the
Share % field for billing purposes.




4. Enter the General info about who will be on the trip: Adults, Students, Special needs, Wheelchairs etc.
5. Choose the vehicle type, number of buses, the purpose of the trip and a PO number if you have one.

6. REQUIRED FIELD: Choose whether or not the trip is Overnight or if the bus must wait (Bus Waits)
for the students during the trip by checking the appropriate boxes.

Generallnfo

Adults 0 High/Middle 0 SpED 0 Wheel Chairs 0 Elementary 0

—
Total Passengers |0

Vehicle Tyne s Requested Buses 0 Purpose v PO #
Overnight Trip Bus Waits Cost per studt Meal Stop Y / N

ACTION EXPLANATION

Step 4. Enter the General info about who will
be on the trip: Adults, Students,
Special needs, Wheelchairs etc.

Step 5. Then choose vehicle type, number of
buses, the purpose of the trip and a
PO number if you have one.

Step 6. Choose whether or not the trip is
overnight or if the bus must wait for
the students during the trip by
checking the appropriate boxes




7. REQUIRED FIELD Enter the trip legs for the complete trip, departure and return. This must be entered
correctly for the scheduling of drop off and pick up for your field trip.

Field Trip Legs

Origin Destination Depart Date Depart Time Arrive Date Arrive Time
Jick here to add a Location

Zone

m

ACTION EXPLANATION

Step 7. Next you enter the trip legs. Click on a

location. Choose from the established
locations.

If your location is not on the list you will have
to contact Transportation to add it. Place it in
save mode and write down the request ID #
at the top of the page.

Step 8. Select all the to and from points on the
trip and fill out the arrival and
departure times and dates.

Step 9. If you have an Attachment, click Attach
and search your drive for the
document, spreadsheet etc. you would
like to add.

Step 10. Click Submit Request

Once the trip is generated, please write your
request number down so you can reference
it when needed. Once the trip is submitted, it
will not allow any changes to be made.

ALWAYS REMEMBER FOR YOUR FIELD TRIP REQUESTS

The school is responsible for estimating the miles

The school is responsible for adding and paying deadhead ($30) charge per bus.

Please keep a record of all requests and trip ID numbers. Reference these numbers when
requesting trip status and invoice information.



HELPFUL REMINDERS

MANDATORY trip request fields: Trip Legs and Bus Wait

E3 Field Trip Information

Request Info
’ RequestID 1236 Request Date 09/13/2022 02:37PM Approved By keronda.robinson Approved Date
Trip Info -
FieldTrip ID 1310 PO 2 Groups Serviced
Status Active 1 [ Group Name Department Spiit % DO NOT
\ FORGET!!!
UD Label Num 0 Total Miles 53.60 Michelle Obama STEM Elementary ... Michelle Obama STEM Elementary ... 100.00
UD Label Char Total Tme 4.75 Your field trip
\ j v should have 2
Purpose Da i legs-
Y i i ~ . Add Edit Remove Equal Bil Invoice Info :s ::fe!:;
[[Juse default vehicle type/capacity for auto assign P
- Contact Cecelia Adams + | Contact Phone | 770-472-2441 students at the

destination,
the other to

ing th
Destination DepartDate DepartTime AriveDate  Arrive Time  Students :;':: them
[Michele Obama STEM }Georgm Aquarium 09/27/2022  |09:00 AM 09/27/2022 iog‘as AM 152

Georgia Aquarium Michelle Obama STEM __09/27/2022 _ |01:00 PM 109727/2022 [01:45 PM 1152

DO NOT FORGET!!!

Check the Bus Wait
box when
requesting a trip to
accurately reflecta
departure and
return for your trip.




