
How to request the use of a district vehicle 
(school buses and warehouse trucks) 

Travel Tracker

Field Trips 



Please have the following information 
ready prior to requesting a field trip:

On the day of field trip:
• Customer must provide student roster to driver

• Customer is responsible for locating bus parking and paying fee

• District Username & Password

• Date and Time of trip

• Correct funding

• Destination

• Number of students and 

chaperones attending

• Equipment needed (incl w/c)

• Teacher name and phone #



Field Trip Guidelines
• Daytime trips times are strictly available from 10:15am to 1:00pm (buses 

must be unloading at the school by 1pm)

• Evening trips are available starting at 5:30pm or later

• You cannot enter a trip under 10-day window. You will need to send an email 
to Trip Clerk Shannon Hunter with all the details of the trip: 
huntersha@pcsb.org (This does not guarantee approval, the email is still a 
request!)

• Trip destination must be in Pinellas County during the school day. Consider 
the distance when planning a trip. 

• Bus capacity: ES 65, MS 55, HS 43 – Subtract 2 students for each adult you add

• Chaperone rule: 1 adult per 10 students

mailto:huntersha@pcsb.org


Cost of Field Trips
• Charges starting August 1, 2026 are $2.00 per mile + $46.00 per 

hour + driver prep fee (day trips $23.00, night/weekend $46.00)

• 2 hour minimum for day trips, 4 hour minimum for night/weekend 
trips

• Beginning for the 26/27 school year, there will be a flat $25 
Administration Fee added to all trips.

• Please remember to cancel trips 24 hours ahead of time - If you 
don’t cancel you will be charged the minimum hours + prep fee 

• There is a Trip Estimator built into Travel Tracker where you will be 
able to see and print an estimate for each trip (more about this on 
slide 12)



When a trip is cancelled, contact Shannon Hunter via email 
(huntersha@pcsb.org) as soon as possible. Trips should be 
cancelled at least 24 hours prior to the scheduled trip, but 
we understand last minute emergencies happen. In the 
event that your trip must be cancelled last minute, contact 
Shannon or Dispatch ASAP. 

Cancelling the trip in Travel Tracker does not actually cancel 
the bus, and it does not notify anyone in Transportation that 
you’ve cancelled. Only an email to Shannon will fully cancel a 
trip.

If the bus(es) you reserved arrive at the school and you 
cancel on site, you will be billed a cancellation fee:

Daytime trips are charged the minimum 2 hours, plus 30 minute prep 
fee.

Night and weekend (and summer) trips are charged the minimum 4 
hours plus 60 minute prep fee.

If you are attending a county-wide trip (ex: Mahaffey) and the event is 
cancelled or changed, it is NOT the venue’s responsibility to cancel the 
bus, it is the school’s responsibility to cancel the bus. 

Mahaffey/Music Dept will not pay for a cancelled bus even if they were 
going to pay for the trip!

Cancelled Trips



How are you paying for your field trip? 
You will choose a fund from the drop-down box. These are 

the most common funds that we use: 

• “School Internal Funds” When paying with a school check

• “Discretionary Sch Acct Strip” When using a cost strip. The full cost strip will 
need to entered in the Budget Code box before trip can be approved. 

• “Athletics 2610-6053” Coaches use for athletic trips 

• “Music - General” For music trips that are pre-approved by the Music Dept. 

If you don’t know what fund to use, please contact us. 



How are you paying for your field trip? 
If you are working with another PCSB department who is funding 
your trip: 
• Ask for the Fund name. Some departments have multiple funds they pay out of, 

make sure you ask for the right one. 

• Ask for the full cost strip. The cost strip will need to entered in the Budget Code 
box before trip can be approved. 

• Confirm the cost strip is for your school. If you are given a cost strip with ccxx or 
xxxx, confirm where to enter your 4-digit school code.  

• Mahaffey Theater: Not all trips to Mahaffey are funded under ‘Mahaffey Theater 
Foundation’. Do not choose it by default for Mahaffey trips.   

If you don’t know what fund to use, please contact us. 



To get to the Travel Tracker website go to PCS home page pcsb.org 
Click on the Families dropdown arrow, then select Transportation



No 





b

Use your district ID 
and Password to sign in



Travel Tracker 
Access, Roles, 
Abilities, and 
Limitations

For schools, Travel Tracker only has one role available. If your school 
works with School Business Services for your bookkeeping, and you 
want them to have access for invoicing and payment, that means the 
school will not have access to view invoices, trip status, etc. 

If your school wants full access, you will be responsible for 
coordinating with SBS for sending payment. 

When you log in, these should be your available tabs. If you do not 
see this, if you are a new bookkeeper, or have moved/added schools 
and do not see the schools you support, please contact either 
Shannon Hunter or Lisa Smith for help.



ENTER YOUR TRIP
Go to Main Tab/Submit Request 
As you enter info the page will populate

Look for links to tutorials if you need help 

Start here by indicating what kind of 
trip it is: “Athletics” or “Field Trip”



FILL IN ALL FIELDS WITH ASTERISK
When you get to the end/bottom CLICK ON SAVE



Click on 

“Trip Estimator” 
to open estimate



After you enter your trip 
• Your trip will be pending until it is approved by funding approver and 

transportation

• You will have the ability to track the approval, see the estimate and see the 
vehicle assignment within the software

• The field trip clerk will assign driver(s) 2 weeks before the trip takes place

• Any changes to the trip must be sent to the trip clerk by email.

Reasons for your trip to get denied  

• Not within the time frame, funding not correct, trip outside of the county on a 
school day, or too far to travel within 10:15am to 1pm, too few buses for the 
student load expected, etc. Email the field trip clerk for more information.

You may want to consider an outside bus service for trips outside our time frame or 
area.



Viewing your trips in Travel Tracker
This is how your trips will look as a bookkeeper

Tabs that bookkeepers 

can see and use



Paying for trips using “School Internal Funds”
Trips that are “Approved for Payment” can be viewed on the “School Finance” tab (invoicing is done at the beginning of the month). 

How will I know if I have trips 
that are ready to be paid?
When you sign in go to the “School Finance” 
tab. “Req Loc” is available schools to view, in 
the event you have access to multiple schools.
 
Under “Status” choose “Approved for 
Payment” in the drop-down menu. This will 
show trips that are ready to be paid by school 
check. 

Only the “Approved for Payment” status is 
valid for payment, and this can take up to a 
week after the trip!

Approved 

for 
Payment



How to pay using “School Internal Funds”

Sent

If a field trip had multiple buses, 
each bus will be listed to show hours 
cost and miles cost, but you can pay for 
multiple buses or trips on a single 
check.
To Pay:
• Click on the "Sent" checkbox for each item that you are paying. 

You can pay for multiple trips at once. 

• Click on “Compute” to get the total amount “Sent” - this will 
be your check amount.

• Enter your check number in the box.

• Click on Confirm Changes. Click OK on pop up box. 

• Make sure the trips are referenced in some way with your 
payment (eg – “Trips 1234 & 1235” in memo, or a full copy of 
the invoices being paid.)

Sent

Compute 
Total “Sent”

Trips



Pony field trip payment checks to:

Walter Pownall Service Center

Transportation Dept.
Attn: Lisa Smith
 
PLEASE DO NOT SEND CHECKS

to the accounting department 

at the administration building or 

any other location. This can severely 

delay your payment! 



If your trip is being funded by an outside organization, it is 
the school’s or SBS’s responsibility to provide the invoice to 
that company and provide them payment information: 
Pay to the order of:

Pinellas County School Board

Mail to: 
Walter Pownall Service Center

Transportation Dept.​

Attn: Lisa Smith

11111 S Belcher Rd

Largo, FL 33773



Facilities & Operations

• Joe Maceda, Financial Reporting Analyst, Budgets: 547-7143 macedaj@pcsb.org

Transportation

• Shannon Hunter, Field Trip Clerk, Bus driver scheduling, estimates, last minute trips & changes: 

893-1165 x2114  huntersha@pcsb.org ALL CHANGES REQUIRE AN EMAIL  

(Shannon’s back up: Daniel Salmons salmonsd@pcsb.org)

• Lisa Smith, Senior Account Clerk, invoices, general questions: smithlisam1@pcsb.org

• Felicia Salters, Area Manager: 547-7100 x4527  saltersf@pcsb.org 

• Nelson Anderson, Contact for bus equipment: star seats, cam wraps, etc. andersonne@pcsb.org 

• Dispatch, Bus driver communication, late buses: 547-7173 #1 North, #2 South

• Schools Police, After hours communication: 547-7221 or 638-1663

Contacts

mailto:huntersha@pcsb.org
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