Principal Field Trip Request Approval Steps

There are two ways a Student Activities field trip proposal can be approved.

1. By receiving an email from appnotifications@dallasisd.org

or

2. By logging on to activities.dallasisd.org

Step 1: After having received an email like the one below. You will click on the
link located at the very bottom of the page.
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Sent: Tuesday, August 20, 2024 10:53 AM

To: Martinez, Christina <christmartinez@dallasisd.org>
Subject: EXT: Field Trip Request Submitted
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Afield trip request needs your approval, please see the details below

Requestor

School
Program Aca

Transportation Dallas ISD Transportation
Student Count 20

Faculty Count

Academic Coaches

Employee Org Title
Alejandra Abalos SUBSTITUTE SUBSTITUTE
Irrum Abbas ROGERS ELEMENTARY TEACHER
Trip Details
DS m CHERRED
08/23/2024 Anna ISD -Coyote Stadium 5:00 PM 9:00 PM
Approvals
Principal #PRIN_NAME# #PRIN_DATE# #PRIN_NOTES#
Student Activities #SA_NAME# #SA_DATE# #SA_NOTES#
School Leadership #SL_NAME# #SL_DATE# #SL_NOTES#
Chief #C_NAME# #C_DATE# #C_NOTES#
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Step 2: Once you have logged onto the site, the following screen will appear,
and you will click on the Field Trip Requests button.

Stud
DALLAS ¥ | Suere,

Home Activities Competitions Dashboard Field Trip Request

-

® Student Activities
‘ - >

- 8 .
0 a 3008 2]
. - Making]e o ki
Activities Competitions 3 r. - 1* %
\ 7 :."

v" \:'

B —|E

Dashboard Field Trip Requests

-

= ®

Student Activities Website How To Use This Site

Step 3: The following screen will appear with all requests needing your review
and approval/rejection.

ashboard Field Trip Request

Qv Go Actions v

Field Trip School NumberOf  Number Of  Number Of Non Transporation
Number Created Trip Status Year Grade Band ~ Submitter School Event Name i Staff staff TP Dates Academic Coach List ~ Trip Type
s Submitted, Awaiting 2024 High _ 3-New Tech High Schoolat  High School In
4 4 4 1 4
& - 813012024 principal 2025 School B.F. Darrell Yearbook 0 | o202 County
1-1

n Approved Requests

u Rejected Requests

DALLAS ¥ | stucent

INDEPENDENT SCHOOL DISTRICT



Principal Field Trip Request Approval Steps

Step 4: To open and review request you will need to click on the pencil
located on the left-hand side (see below).
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Step 5: Once request is opened, you will have the opportunity to look at the

request details (see below) and either approve or reject. The Approval/Reject
button is located at the very end of the form.
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Step 6: By clicking on Approve or Reject the following box will show. You wiill
have the opportunity to add any notes for your teacher to see.
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The following are some key features from the new field trip request site.

— You'll see a full list of all your campus’s previous and current field trip
requests.

— If your campus doesn’t have any active requests, an example of
that screen is also provided below
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