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Arranging school athletic trips requires a substantial commitment of time from coaches. By automating
the process of routing, tracking and reporting, the Travel Tracker can significantly reduce the amount of
paperwork, the number of phone calls, and the volume of email.

Submitting a request for an athletic trip

Login using your link for Travel Tracker.

Your email address is your user name. Use the
password that you created when you
registered.

Email address:

Email address

Password:

Password

Sign in

To submit a request, click on the Main tab.

Click on “Submit a request”

Swmrl a R-eﬁuest-
Your Trip Requests
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Vehicle Mileage Not Entered
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Your district may post pertinent information at
the top of the request form.

Travel Request Form

| Schaols Transportation.

Pleasa Note: Welcoms lo Brunswick County Schools Travel Tracker, your ane stop travel center. Within this software you|
an activity bus for 2 fleld rip or athietic event, and reserve a car for staff travel. If you have any questions or comments pig

Is the trip Out of County?

**Note — out of state, overnight and out of
county trips may require additional levels of
approval. Depending on how your system is
configured, there may be a certain number of
lead days required for an overnight/out of
state trip.

* Category _) Staff Only Travel ' Travel With Students
Select Travel with students. Click on the drop * Category O statf Only Travel @ Travel With Students
down box and choose the trip type of Athletic. | * tpeortio Atetc [v]
* Athletic Event (you may check more than one)
Note — Any field designated with an * is a U BoysBasketball L] Boys Soccer L] Cheerteading [ Cross Country
required Hald. [ Girs Basketball ] Girls Soccer [0 iris volleybai O av Basketvan
[ svcneereading (] 4V Cross Country [ 4V Footbail O v soccer
. O] Lacrosse [ swimming [ varsity Cheerleading [] Varsity Football
Check the athletic event(s) that you are O g
scheduling the trip for.
Click on calendar and select trip leave date. Trip Leave Trip Return
g g g * Date 182075 |5 ' Date PrianoTs|
Click on clock and select trip leave time. The o o e gy i
Trip return date will auto-fill with the same
. . . Trip YearWeek: 2015-38 Trip Hours: 4.0
date as the trip leave date. If the trip will be
an overnight trip, click on the calendar and
select the correct return date. Click on clock
and select trip return time.
Is the trip overnight, out-of-state or extended
day? Note: This question can be customized * Overnight, Out of State, or Ext Day O e @ e
by your district. This is an example of how it
may read. Qut of County? O Yes ® No

In the comments box, you can note details
such as multiple stops. If you are making
multiple stops that will affect the round trip
mileage, adjust the mileage in the
Approximate Number of Miles Round Trip box.

{We will be stopping at McDonalds for dinner |
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Click the drop down box and select your
school or department. **This is very
important as this determines the field trip
approver for routing.

* Your School / Dept

[Select School o Depariment v '

Select your main destination from the
dropdown menu. Common destinations are in
a table created by your Transportation Dept.

If your destination is not listed, enter it in the
“Destination Not Listed” Box. Note that if you
type an address or location in this box, Google
Maps will display matching locations. You can
either click on one of the matching locations,
or continue to type in the address.

Stops on the way there and stops on the
return trip can be added to the trip by clicking
on the “Add Stop on the Way” and “Add Stop
on the Return” buttons.

A common destination can be selected by
clicking on the search icon. From the Select a
common destination window, select the
destination and then select OK. If the location
is not a common destination, the address can
be typed in.

Multiple stops on the way and on the return
can be added. Stops can be re-ordered using
the yellow up and down arrows. Stops can be
removed using the X.

Click on the Calculate/Get Directions button to
fill in the mileage. If the mileage does not
calculate, enter the approximate mileage in
the box. This is a required field.

* Main Dastination (1)
Destination Not Listed
Stops on the Way Thare
Stops on the Retum inp

* Approximate Number of Miles Round Trip

| Add Stop on the Way |

Stop 1

| Add Stop on the Return |

Stop 1 :__Ti common destinatiol

Add Stop on he Viey |

Stop 1

Stop2 [Chariotte, NC, USA

Add Stop on the Return
Stop 1

*  Approximate Number of Miles Round Trip

1S Main SL Bl Al MD 21014 USA

Qa Qv

| | CalculataiGet Directions |
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Directions can be printed for both the
Outbound and Inbound trip by clicking on the
directions icons.

160581 | | Calculate/Get Drectons | | Get Outbound Directions | Get Retum Directons |

Trip Details:

Miles to Destination 756.23
Time to Destination (minutes) 711
Miles to Return 84958
Time 1o Return (minutes) 794

Driving Directions
Origin 550 Whitevilla Rd NW. Shalotie, NC. 28470-6556
Destinarion Brunswick Community College. 2060 Enterprise Drive Northeast, Lstand, NC 28451 USA
Distance 3604
Navigation 1. Head southeast on NC.130 E/Whitevilla Rd NW 05mi)
2 Turn left 1o margs onto US-17 Nicaan Hwy W toward Wikmington (304 mi)
3 Kaep laft af the fork_ folow signs for US-74 WUS-76 WiLumberton and mérge onto LIS.74 WIUS-T6 WiAndrew Jackson Hwy (4 3 mi)

calculates a mileage that is more than 500
miles, you will get a message when you submit
your trip. If the destination and the mileage
are correct, click on OK. If the destination and
mileage are not correct, click on Cancel and

4 Tum right onto Enterprise Dr NE/Popular St NE (0.2 mi)
‘Cantinue 10 follow Enerpnss Or NE
Destinafion wit be on e Aght
[T
If the destination that you have entered, [ Message from webpege [ = ]

@ Click OK to confirm this trip is more than 500 miles round-trip. If you

need to adjust your destination, click Cancel on this box and adjust
your destination and submit again. If your destination and mileage is
correct, click OK to continue submitting the trip.

refers to transportation other than a school
owned vehicle such as parent vehicles or
chartered transportation. The default for this
question is No.

adjust your destination. ok || Canen
Your district has the option to require a * Funding Source o Funding Budget Cods
funding source for athletic events. If this gt S
option is on your screen, select the drop down
box and choose an option. This selection will
automatically fill in the budget code and the
funding approver.
Complete the number of male/female Number of individuals Making Trip
- . * Male Adults :l Female Adults
students and adults attending the trip. S i 0 Fumae Sugents %
“Will you be using external transportation?” * Will you be using external transportation (ex. charter bus, plane, walking)? ' Yes © No
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Indicate if you need to reserve vehicles.

Vehicles Needed

type(s) of vehicles needed- yellow bus,
activity bus, charter bus, car, etc. Note - If you
put your mouse over the “i” you will get
additional information about this field. If you
need additional types of vehicles or have other
vehicle comments, please include these in the
comment box below.

* Do you need to reserve vehicles? O Yes ® No
. . . . Vehicles Needed

The pickup date and time boxes will auto fill o yeamesdvenicaas B e © Ko
based on your initial selections. If you are
picking up the bus earlier or will be dropping it e il Sif S IR
off later than the times listed, please adjust = :
these times.
Click on the drop down box to select the  Topaolviieien nesivi fonaere (seed @

Enter the number of vehicles needed. If your
district has specific vehicle guidelines, they will
be listed here.

* How many vehicles do you need?

Indicate if a lift is needed.
Indicate if there are any special needs for this
trip.

Yes No

0 Wix Fold Down Sests | 0

| 5Point Hamess | Integrated Seats

L Star Seats

If the question “Do you need a driver
assigned?” has been activated on your system,
you will be required to answer Yes or No. You
will also have a comment box where you can
note any vehicle driver information.

The vehicle owner for your location will be
listed.

Do you need a driver assigned?

Vehicle Driver information

Yes ' No
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If you have any supporting documents that
you would like to attach to the trip request,
click on Choose File to find the file on your
computer that you would like to attach. Click
on Add to attach it.

If you no longer want the file attached to the
trip request, click on the ash can to remove it.

Supporting Documents

Choose File | VT1.docx Add

Supporting Documents

Choose File | No file chosen
Size File Name Date /

29 KB VT1.docx 921153117 PM fjf

If you would like a hard copy of your request,
click on the Print button.

Click on Submit to save your trip request.

The Save Trip button can be used to create a
duplicate trip request based on this current
trip. This which will be discussed later in this
document.

NOTE: An incomplete trip request cannot be
saved.

| Submit

If there are any items on the form that have
not been filled in correctly, you will see
messages above the Submit button. Scroll up
through the form to find the errors and
correct. Click on Submit. If all the incorrect
items have not been fixed, the trip will not be
saved.

Please indicate whether vehicles are needed for this request.

Please specify the number of male students.
Please specify the number of female students.

Submit | Print

Please indicate that you have read and accept the rules concerning field

Follow your request through the approval process

Go to the “Main” tab

Brunswick County Schools Travel Tracker
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Select “Your Trip Requests”

Submit a Request

Your Tnp Requests

Your Assignments
Vehicle Mileage Not Entered

Check the status of your trip

have a print button to print out a
list of your trip requests.

Tip: To see the last request(s)
that you have entered, sort on
Date Submitted.

request by viewing the second e T, T, LSRR
column. You will be able to see S it ot s

at any point who the request is il S v e N |
waiting on for approval. If the gy K, | BN e

trip has been approved the status | asszses Lne

will show “Approved”.

If a vehicle has been assigned,

you will see it in the vehicle

assignment column.

You have several options for Submitter| appgteachi@gmailcom ¥ | B, print

sorting your requests and you SortEy () Pickup Date  Trip Nbr  Location /' Submitter ' Vehicle Type @ Date Submitted (Latest First)

" All Trips ‘® Trips From This Day Forward

To see all of your vehicle
assignments, click on Your
Assignments on the Main Menu.
The dropdown menu gives you
several options for sorting your
reservations. If there is more
than one vehicle assigned to a
trip, you will see all vehicles
listed.

If your district has elected to use
the Trip Ticket, you can
download and print a Trip Ticket
from here.

Subealt 3 Fgivet Subméter 8DPQEINT@gmMai com m
Your Trip Requests
B 8 s e
Vehicle Milsage Not Entered Sort By * pickup Date ' Requesting Location - Trip Nbr Venicle Type ' Vehicle Owner ' Vehicie Nbr
Guides — — T
End User Guide Trigh 35 1815 400 PR Typs Athietic
Reg Loo 343 West Brunsvick High 1815 800 PN Dest 326 North Brungwick +

Quick References Sub By 2ppgathi Yie 2015-38 Zone Zone 001
Athietic Cosches ==t~ (= re—

 Trip NboRegloe
Trip# 35
Req Loc 348 'West Brunswick High
Sub By appgath1
[ Dowricad To T | [ Downioas Tro TatDrectans. |
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How to Cancel a trip

Go to the Main menu and select
Your Trip Requests. Use the sort
options to find the trip that you
want to cancel.

"] Testing Travel Tracker

st -

SortBy ) Pickup Date  Trip Nbr ' Location ' Submitter < Vehicle Type ® Date Submitted
Find your trip and select that trip e [ aeposeschi@oma.om ]
by clicking anywhere on the line. Yy

Requestor info ~ Trip

348 West Brunswick High 12

~ Pickup/Retum

9/8/13 8:00 AM

Reservations”. Fill in your reason
for canceling the trip and then click
on Yes.

appgteachi@gmail.com Approved 9/6/13 12:00 PM
829113121 PM
Scroll to the bottom of the screen
g °
and select “Cancel Trip and e T

Are you Sure you wish t cancel this irip? If so, please indicata the reason you are canceling this trip. ‘

You will receive a cancellation
message and all approvers will also
be notified of this cancellation. If a
vehicle has been assigned, the
vehicle will be canceled and the
vehicle owner will be notified.

Your trip and vehicle reservations have been canceled.

How to Reschedule a Trip

Go to the Main menu and select
Your Trip Requests. Use the sort
options to find the trip that you

" Testing Travel Tracker

Submit a Request

Subeiter ppgmariiQgmation ¥ ]

by clicking anywhere on the line.

want to reschedule. SetBy. Pickup Date  Trip Nbr _ Location  Submitter _ Vehicle Type @ Date Submitted
Find your trip and select that trip Sbller:  [agpgieechi@oualcom ]

[Trip Numper  [v]

9/6/13 8:00 AM
9/6/13 12:00 PM

348 West Brunswick High 12
appgteach1@gmail.com Approved
829113121 PM
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Scroll to the bottom of the screen
and select “Reschedule Trip”

| Reschecuie Trip |

You will enter the new leave date
and time along with the new
return date and time. Click on OK.

Reschedule Trip
Leave Return
* Date 532013 | 5] " Date gaapeis |
" Time gooAm | @ © Time [{700PM | ®

w

If the trip has already been
approved, the trip will not need to
go back through the approval
process but anybody who originally
approved the trip will get an email
informing them of the change. If a
vehicle had been assigned, it will
be deleted and the vehicle owner
will need to assign a new vehicle.

0 i nf 1
Requesion imo np

348 West Brunswick High 12

Pickup/Return e

9/13/13 8:00 AM

appgteach1@gmail.com  Fending 9/13/13 12:00 PM
Bg)ﬂii T2 Location
Approval

How to Create a Duplicate Trip Request

date and destination on each on.

If you have several trips to schedule that contain the same information but occur on different dates and
times, you can use the “Create Duplicate Request” option. This is very helpful for athletic coaches who are
scheduling sporting events and allows you to quickly duplicate trips and make minor changes such as the

If you know that you will want to
create several trips that contain
the same information but occur
on different dates when you
create the first request, click on
Save Current Trip rather than
Submit to save and then
duplicate again. The trip request
will be saved but will not close so
that it is fast and easy to
duplicate the trip.

After you click on Save Trip, scroll
down to the bottom of the trip
request and click on Create
Duplicate Request.

Save Trip

oD o

Request Status

Final Approval Date

| Reschedule Trip | | Cancel TnpResenvations | | Create Dupiicate Request
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A new trip number will be
created with everything the
same as the trip that you
duplicated except that the date
and time needs to be filled in.
After you make the changes, click
on Save Trip and then you can
click on Create Duplicate Request
again.

If the trip request has already
been submitted, go to the Main
menu and select Your Trip
Requests. Use the sort options
to find the trip that you want to
duplicate.

r“v] Testing Travel Tracker

Submit 2 Request Submitter| uppgm:hi@gmlcom v

Your Trip Requests tortBy

= Print

_ Pickup Date * Trip Nbr * Location ' Submitter ' Vehicle Type ™ Date Submitted

Find your trip and select that trip
by clicking anywhere on the line.

Submitter. |appgteach1@gmail.com [ |
Sort By:

[Trip Number v ]
Requestor P Pickup/Return
9/6/13 8:00 AM

348 West Brunswick High 12

screen and select “Create
Duplicate Request”

appgteach1@gmail.com Approved 9/6/13 12:00 PM
829113121 PM
Scroll to the bottom of the

Request Status

Final Approval Date

and make changes to any of the
other information on the form.
Click on Submit to create the

new trip request.

| Reschedule Trp | | Cancel TripResenvations | | Creale Duplicate Request.
The trip will be assigned a new
trip number. Enter the new Trip Leave Trip Return
leave date and time along with " Date azezeis |3 Date azeons|[5
the new return date and time " Time ww0Aam || @ * Time 12ooPpM | ©

How to Create Recurring Identical Trips

Recurring trips must be trips that are identical — including the same destination and times.
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After you fill in the Trip Leave and Trip Return date

% . . . g Trip Leave
and time, click on Recurring Identical Trips. A calendar
: - Date 302018 12]
ill pop open ==—— "
WI% pepop " Time S00AM |

Trip YearWesk 2018-35
| Recurring Identical Trips | O]
Use this buiton to creale recurring trips that are identical

B

. _September ~ * |

To select multiple dates, use the Ctrl key as you click | 8 MTWTF 5
on the dates. You can use the month scroll indicator |2 SEi-m7 a
at the top of the calendar to go to additional months & _;; whe 1
and continue to Ctrl-click to select. As you select the 8 Humaien B
dates, they will highlight on the calendar. If you need | 2017 2048 2019

to unselect a date that is already highlighted, click on !
the Ctrl key and click on the date. Click on the Accept

Accept |
button. ———

L FTEETRETR ST O =
[ Recurring Identical Tnps |
Use this bution to create recurr'mg trips th

All the dates that you have selected will be listed.

You can modify the dates listed by clicking on the

. . . . . Trip YearWeek 2018-35
Recurring Identical Trips button again. Ctrl-click to =

| Recurring Identical Trips | @®
select or de-select dates. Click ACCEpt. Use this button to create recurring trips that are identical.

. 9/4/18. £/6/18, 9/11/18, 9/18/18, 920118, 8/25/18, W27/18
If you put your mouse over the “i” next to the ' .

Recurring Identical Trips button, you will be able to
read the instructions to create a recurring trip.

For more detailed information on the calendar, see the Travel Tracker End Users Guide

If you are also a person designated to approve trips, see the Travel Tracker Approver’s Guide.

If you are the person responsible for assigning vehicles and buses, see the Travel Tracker Vehicle Owner Guide.
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