
Login Screen
Type User ID
First initial and last name
John Doe would be “jdoe”
DO NOT add the @polandcsd.org

Type Password
Initial password is “password” 
unless you have previously 
changed it.
This password DOES NOT 
CHANGE with other school login 
password changes!



Select “Field Trips”
Select “field trips” in the menu bar 
to access the field trip request 
screen.



Select “New 
Field Trip at 
the top of the 
Field Trips 
window.



Fill out ALL fields 
with a *red 
asterisk



Continue by 
scrolling down 
filling out all 
fields with a 
*red asterisk

Finish by 
clicking save



After clicking 
save, any 
missing fields 
will be in 
yellow within 
the red 
warning box



Make sure to 
choose a 
departure 
school from 
the list.  
Select one of 
the four PCS 
schools to 
depart from.



Click Save 
when 
completed 
filling in all 
fields.



Once Saved, 
you will have 
a 5 digit 
reference 
number for 
your trip.
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