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NEW STUDENT REQUEST
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SELECT FUNDING AND TRIP DESTINATION
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REGULAR BUDGET
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CLUB ACCOUNT
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BUDGET & CLUB ACCOUNT
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NO COST 
*CTE
*MID-DAY 
STUDENTS
*TTT –JOB SITE
*CBVI PROGRAMS
(PUBLIC LAW)
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DESTINATION DETAILS
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DESTINATION DETAILS SAMPLE

*FILED TRIPS ARE TO BE 
SCHEDULED AFTER 9:00AM 
AND RETURN BY 1:30PM.

*ATHLETIC HOME GAMES ARE 
TO BE SCHEDULED 1.5 HOUR 
BEFORE START TIME.

TIME FROM = TIME YOU NEED 
THE BUS TO ARRIVE FOR PICK-
UP.
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CLUB ACCOUNT INFORMATION

*Will be under 
Destination Details.
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MULTIDAY ACTIVITY

FOR MULTIDAY ACTIVITIES 
YOU MUST PRESS MULTIDAY 
INPUT.
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ADD EVENTS

13



FILL ALL INFORMATION

YOU CAN USE MULTI DAY ENTRY 
FOR THOSE ACTIVITIES THAT ARE 
TO THE SAME LOCATION & TIME.
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SAMPLE OF EVENT
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SIDE BAR
FOR TRANSPORTAION TO BE FILLED
 TRAVEL TYPE
DESTINATION DETAILS
BUS REQUEST
 EXPENSES
BUDGET ACCOUNT
ATTACHMENT
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BUS REQUEST

17



EXPENSES
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EXPENSE SELECTION
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BUDGET ACCOUNT

**FOR NO COST BUDGET ACCOUNT WILL NOT BE AN ACTIVE SELECTION.
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ATTACHMENT
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*PRESS PRINT REQUEST TO 
VERIFY ALL INFORMATION IS 
CORRECT ESPECIALLY THAT 
THE BUS INFORMATION HAS 
BEEN SELECTED AND FILLED.

*IF EVERYTHING IS CORRECT 
SUBMIT REQUEST.
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SAMPLE
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SCHOOL BUS 
TRIP TICKET
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*MAKE SURE BEFORE 
SUBMITTING YOU DO HAVE 
SCHOOL BUS TICKETS.
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LOOK FOR YOUR REQUEST
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TRAVEL VS FIELD TRIP DATA
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TR HAS BEEN DONE IN 
BUSINESSPLUS FL – HAS BEEN FILLED 

BY TRANSPORTATION

USED A CLUB 
ACCOUNT

NEEDS ACTION – NO TR, NO STATUS, NO 
CLUB ACCOUNT.  HAS TRIP BEEN 
COMPLETED???
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CREATE A TR – BUDGET ACCOUNTS
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CUSTOMER ID
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USE ONLY NUMBERS FOR WEB TRAVEL
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35

UNDER ITEMS TAB
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*FIELD TRIPS WITHIN CITY LIMITS: $150.00 -
TR150
*FIELD TRIPS OUTSIDE THE CITY WITHIN 
CAMERON COUNTY: $250.00 - TR250
*FIELD TRIPS TO HIDALGO COUNTY: $400.00 -
TR400
*TUTORIALS & EXTENDED DAY : $200.00 -
TR200
*UHAUL IS ½ OF TRIP

All other rates are available in our website. 
These rates are for the 2023-2024 school 
year only and are subject to change the 
following year.



PRODUCT ID
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1. SELECT THE ICON OF 
CALENDAR

2. TYPE IN TR THEN SELECT THE MARTINY GLASS 
ICON

3. SELECT CONTAINS.  It will filter all TRs in system.
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MOST REQUESTED OUT OF TOWN:
*TRCORPUS – CORPUS CHRISTI
*TRKINGSVILLE – KINGSVILLE
*TRLAREDO – LAREDO
*TRSANANTONIO – SAN ANTONIO
*TRCOLLEGE – COLLEGE STATION
*TRFALFURRIAS – FALFURRIAS
*TRBRYAN - BRYAN



PRODUCT ID
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Product ID will populate after selecting TR.  PRESS on ICON.
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ATTACHMENT
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Must include 
APPROVED Web Travel



APPROVAL
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After attachment and 
verifying all account 
information MUST 
approve.



Silvia A. Saldaña-Gomez
Assistant Director

SASALDANA@BISD.US
554-7178
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Sandra Peña
Trip Coordinator

STPENA@BISD.US
698-2355

AS OF (August 2023)

mailto:SASALDANA@BISD.US
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