Travel Tracker
by app

Quick Reference for Athletic Coaches
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 tri

Login using your link for Travel Tracker. User name is your email address.
Your email address is your user name. Use the Username: |

password that you created when you registered. | | Fassword:

To submit a request, click on the Main tab.

Click on “Submit a request” Main I
~

Your Trip Requests
Your Vehicle Assignments

Vehicle Mileage Not Entered

The note at the top of the Travel Request Form Travel Request Form

can be customized. Your district will include (" Please Note: Welcome to Brunswick County Schoals Travel Tracker, your one stop travel center Within this software you
. . . an activity bus for a field trip or athletic event, and reserve a car for staff ravel. If you have any questions or comments plg

any pertlnent information here. Schools Transportation.

* Category © staff Only Travel ) Travel With Students
Select Travel with students. Click on the drop | * cateoy O staff Only Travel ® Travel With Students
dOWﬂ bOX and ChOOSE the tl’lp type Of AthletIC * Type of Trip Athletic ﬂ

* Athletic Event (you may check more than one)
Note — Any field dESignatEd with an *is a [] Boys Basketball [ Boys Soccer ] cheerleading [ cross Country
required field. [ Girls Basketball [ Girls Soccer [ Girls Volleyball [ v Basketball

L1 v cheerleading [] Jv Cross Country [ v Football [ v soccer

CheCk the athletIC event(S) that you are [ vLacrosse [0 swimming [ varsity Cheerleading [] Varsity Football
scheduling the trip for. D wresting
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Click on calendar and select trip leave date.
Click on clock and select trip leave time. The
Trip return date will auto-fill with the same
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.

Trip Leave Trip Return
* Date @rB2015|fF * Date 91182015 ]

* Time 400PM | © * Time B00PM | @

Trip Year/Week: 2015-38 Trip Hours: 40

Is the trip overnight, out-of-state or extended

day? Note: This question can be customized

by your district. This is an example of how it
may read.

*  Owernight, Out of State, or Ext Day

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.

If the destination is picked from the drop down
box, the mileage will automatically calculate.
If you type in your own destination, you will

) Yes @ No
Is the trip Out of County? * Outof County? O Yes @ No
**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.
In the comments box, you can note details such | comments W will be stopping at McDonalds for dinner
as multiple stops. I you are making multiple | e notne sope s nacate pese
stops that will affect the round trip mileage, ine aporoimate number of miles round o fo adjust for
adjust the mileage in the Approximate Number
of Miles Round Trip box.
Click the drop down box and select your
SChOOl or department **ThIS IS Vel'y important * Your School / Dept Select School or Department ﬂ I
as this determines the field trip approver for
routing.
Select your destination from the dropdown
menu. Common destinations are in a table * Desination - o
created by your Transportation Dept. Destinaton ot Listed

* Approximate Number of Miles Round Trip Brunswick Community College, 2050 Enterprise Drive Northeast, Leland, NC 28451, USA

Brunswick, NC, USA

*Approximate Number of Miles Round Trip Calculate | | Get Directions
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need to click on the calculate button to
calculate the mileage. The mileage will
calculate if both your location and the
destination locations have addresses listed.

If the destination that you have entered,
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
adjust your destination.

If the mileage does not calculate, enter the
approximate mileage in the box.

Click on the Get Directions box to show
printable driving directions. Click on the Print

Meszage from webpage

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.

Driving Directions
Origin 550 Whiteville Rd NW, Shalotte, NC, 28470-6556
Destination Brunswick Community College, 2050 Enterprise Drive Northeast, Leland, NC 28451, USA
Distance 36.04

1. Head on NC-130 E/Whiteville Rd NW

2. Tum left to merge onto US-17 N/iQcean Hwy W toward Wilmington

3. Keep left at the fork, follow signs for US-74 W/US-76 WiLumberton and merge onto US-74 W/US-76 W/Andrew Jac
4 Tum right onto Enterprise Dr NE/Popular St NE

Continue to follow Enterprise Dr NE
Destination will be on the right

button to print the directions. oo
Your district has the option to require a * Funding Source ore ¥l Funding Budget Code

funding source for athletic events. If this
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.

Funding Approver appgtesté@gmail.com

Complete the number of male/female students
and adults attending the trip.

Number of Individuals Making Trip

* Male Adults l:l * Female Adults l:l

* Male Students l:| * Female Students l:|
Indicate if you need to reserve vehicles.

Vehicles Needed

* Do you need to reserve vehicles? ) ves ® No
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The pickup date and time boxes will auto fill
based on your initial selections. If you are
picking up the bus earlier or will be dropping it
off later than the times listed, please adjust
these times.

Click on the drop down box to select the
type(s) of vehicles needed- yellow bus, activity
bus, charter bus, car, etc. Note - If you put

'\'Ql .
your mouse over the 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.

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

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

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.

“Will you be using external transportation?”’
refers to transportation other than a school
owned vehicle such as parent vehicles or
chartered transportation. The default for this
question is No.

Vehicles Needed

* Do you need vehicles? ® Yes No

Vehicle Pickup Vehicle Return

* Date 212612016 [[3] * Date 212612016 5]

* Time £8:00 AM * Time 10:30 AM

* Type of vehicles needed to reserve Select v \D

* How many vehicles do you need?

* Need lift? Yes © No

Special Needs 5 Point Harness Integrated Seats Star Seats

Comments or details conceming needs

Do you need a driver assigned? Yes No

Vehicle Driver Information

Owmer appgowner| @gmail.com
Bid Closing Date 0211112016

*Will you be using external transportation (x, charter bus, plane, walking)? -~ Yes ® Ho

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.

Supporting Documents

Choose File | VT1.docx [ Add |
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If you no longer want the file attached to the
trip request, click on the trash can to remove it.

Supporting Documents

Choose File | Nofile chosen m

Size File Name Date

29 KB WT1docx 9215317 PM {fj /

If you would like a hard copy of your request,

click on the Print button. | Print |
Click on Submit to save your trip request.
NOTE: An incomplete trip request cannot be | Submit |}

saved.

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.
Flease indicate that you have read and accept the rules concerning field f
Flease specify the number of male students.

Flease specify the number of female students.

Submit | Print

The Save Current Trip button is used to create
a duplicate trip request which will be discussed
later in this document.

NOTE: It cannot be used to save an incomplete
trip request.

| Save Current Trip ||

Follow your request through the approval process

GO to the “Main” tab Vehicle Calendar
Brunswick County Schools Travel Tracker

Select “Your Trip Requests”

Submit a Request

Your Trip Requests

Your Vehicle Assignments

Vehicle Mileage Mot Entered

Check the status of your trip
request by viewing the second
column. You will be able to see
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have a print button to print out a
list of your trip requests.

All Trips ™ Trips From This Day Forward

at any point Who the request iS . Requestorinformation “‘f"‘fﬂmm Typs. “f'.""ﬂ"“"" . \vshicls Assignments
- 345 West Brunswick High a4 Athletic 1 Activity Bus

Waltlng on for approval' If the :p:»g[::?1@gma .com ;EIE']:L‘ 328 North Brunswick High appgowner 1 @gmail.com

. b ] Swimming
trip has been approved the status SRR 4w st oes
Will ShOW “Approved” 345 West Brunswick High B 82814 Athletic ) 1 Activity Bus

. :,::::ddn@gma om ;::’.Zf:jM ;zlr:?:us:ynswmk High appgewner @gmail.com
S804 1014 Pt 100 =0

If a vehicle has been assigned,
you will see it in the vehicle
assignment column.
You have several options for Submitter | appateachl@gmailcom ¥
Sorting y0UI’ I’eqUEStS and y0U Sort By: Pickup Date Trip Nbr Location Submitter Vehicle Type '® Date Submitted (Latest First)

To see all of your vehicle
reservations, click on Your
Vehicle Reservations 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.

Main Calendar

Testing Travel Tracker

Submit a Request Submitter: appgteacm@gmai\.comﬂ
Your Trip Requests Sort By e
- - Request Location
Your Vehicle Assignments -
Vehicle Mileage Not Entered Ven!de Location
Trip Mbel SchiTrip Subl Vehicle Number
Vehicle Owner
3n 22814 Athletic 8021
348 West Brunswick High  11:00 AM 326 North Brunswick Activity Bus
appgteachi@gmail.com 2514 High 343 West Brunswick High
1:00 PM Cross Country

Download Trip
Ticket

appgowner @gmasil.com

Joe Smith

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

Submit a Request

Submitter| appgteach1@gmailcom ¥

Sort By: Pickup Date Trip Nbr Location Submitter Vehicle Type = Date Submitted
Find your trip and select that trip Submitter: appgteach1@gmail.com| v |
by clicking anywhere on the line. Sort By: Trip Number _[v]
Beguesinginio Trip Pickup/Return

348 West Brunswick High 12
appgteachi@omail.com Approved
82913 1:21PM

9/6/13 3:00 AM
9/6/13 12:00 PM
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Scroll to the bottom of the screen
and select “Cancel Trip and
Reservations”. Fill in your reason
for canceling the trip and then click
on Yes.

Request Status Approved

edule Trip Cancel Trip and Reservations

Create Duplicate Request

Are you sure you wish to cancel this trip? If so, please indicate the reason you are canceling this trip.

[ ves | No )

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

Testing Travel Tracker

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

options to find the trip that you Submit a Request cobmitr oo i@
Wa nt to reschedule. Sort By: Pickup Date Trip Nbr Location Submitter Vehicle Type = Date Submitted
Submitter: appgteacm@gmail_com

Sort By:

Trip Mumber

Info Tri m
348 West Brunswick High 12

appgteach1@omail.com Approved
82913 1:21 PM

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

Scroll to the bottom of the screen
and select “Reschedule Trip”

Request Status Approved

edule Trip Cancel Trip and Reservations

Create Duplicate Request
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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 9132013 |/f5] © Date gi132013 | 5

* Time [3.00 AM @ * Time ®

OK

requesT s rpp)
If the trip has already been Requestor Info Trip Pickup/Return
approved, the trip will not need to | 345 yest Brunswick High 9/13/13 8:00 AM

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.

8/29M13 1:21 PM

appgteach1@gmail com

9/13/13 12:00 PM

How to Create a Duplicate Trip Request

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.

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

A new trip number will be
created with everything the same

Request Status

Save Current Trip

Request Status

Reschedule Trip Cancel Trip and Reservations Create Duplicate Reguest ® Save Current Trip

Approved
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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 Current 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

Testing Travel Tracker

Submit a Request

Submitter| appgteach1@gmail.com ¥

duplicate Sort By: Pickup Date " Trip Nbr ' Location *' Submitter " Vehicle Type ® Date Submitted
Find your trip and select that trip | sumiter appgteachi@gmail com V|
by clicking anywhere on the line. | Sot&r Trip Number [ |
Requestor Info Trip Pickup/Return
348 West Brunswick High 12 9/6/13 3:00 AM
appgteachi@amail.com Approved 9/6/13 12:00 PM
82913 1:21 PM
Scroll to the bottom of the screen Request Status Approved

and select “Create Duplicate
Request”

Reschedule Trip Cancel Trip and Reservations Create Duplicate Request

The trip will be assigned a new
trip number. Enter the new leave
date and time along with the new
return date and time and make
changes to any of the other
information on the form. Click on
Submit to create the new trip
request.

Trip Leave Trip Return
* Date 5/28/2014 * Date 8128/2014
* Time 10:00 AM g * Time E

12:00 PM

How to Create Recurring Identical Trips

Recurring trips must be trips that are identical — including the same destination and times.

After you fill in the Trip Leave and
Trip Return date and time, click on
Recurring Identical Trips. A
calendar will pop open

Trip Leave Trip Return

* Date 11412016 [[5)

S00PM [@

* Date 11412016 [[5]

* Time B:00PM [@

Recurring |dentical Trips @

Use this button to create recurring trips.

* Time
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To select multiple dates, use the

i * January = -
Ctrl key as you click on the dates. S MTWTF §
1 2
You can use the month scroll 3 456 78 39
indicator at the top of the calendar 10 11 12 13 14 15 16
L. 17 18 19 20 21 22 23
to go to additional months and 24 2526 272829 30
continue to Ctrl-click to select. As o
2015 2017

you select the dates, they will
highlight on the calendar. If you
need to unselect a date that is

already highlighted, click on the ®
Ctrl key and click on the date. Click | WUse this button to create recurring trips.
on the Accept button.

All the dates that you have

. . Recurring |dentical Trips (@)
selected will be listed.

Lse this button to create recurring trips.

11816, 12118, 12816, 1/28M16,

You can modify the dates listed by
clicking on the Recurring Identical
Trips button again. Ctrl-click to
select or de-select dates. Click
Accept.

ain
|

If you put your mouse over the
next to the Recurring Identical @T/
Trips button, you will be able to lUse this button to create recurring trips.

read the instructions to create a
recurring trip.

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