
 



 



 

Trip Name: Choose a name that is creative and will 

make it easy to find later. 

Trip Date: Choose the date of the trip. 

Trip Type: Choose from the drop down menu the one 

that is closest to what your trip is about. 

Activity Type: Choose from the drop down menu the 

one that is closest to what your trip is about. 

Reason for Trip: Please enter the reason for the trip you 

are requesting. 



 

Account: You will only see the accounts that you have 

access to see.  Choose the correct one. 

Requester: Select who is requesting the trip for this 

account from the drop down menu. 

Account Notes: You can not edit this field. 

PO Number: Please leave this field empty. 



 

Origin: Choose the location you will be leaving from.  If it is a one-

way trip (meaning we will just drop you off and not pick you up) 

then check the one-way trip box. 

Departure Date and Time: Enter the date you want to leave and 

the time you will pick up the bus, not leave if you are driving.  This 

will help us make sure that the bus is ready for you. 

Return Date and Time: Enter the date and time you want to 

return (this can be for days ahead if the trip is returning a 

different date than departing). 

 

You must enter a date and time for each space in order to be able 

to complete the request.  If not sure of the time, please enter a 

time as close as possible to the anticipated time. 



 

Destination: Please choose from the drop down menu the location you are 

going.  If the location is not listed, please click add a new location.  You must fill 

in all of the blanks and then click add it. 

Arrival and Departure times: Please just estimate these times.  They do not have 

to be exact.  You must enter a time that is within your departure and arrival 

dates and times. 

Make sure you then click the Add button.  This will cause the information to be 

moved to the small area below the add button and empty the areas you 

entered.  Do this for all locations you will be stopping except eating locations. 



 

Number of Adults, Students, Wheelchairs, Vehicles: Please make sure 

to enter this as accurately as possible.  If you need a bus that will carry 

a wheelchair, please put a number in that box (clicking special 

accommodations does not let us know you need a lift bus). 

Contact Name and Number: This should be the name of the person 

actually on the trip and a number in which they can be reached on the 

trip. 

Notes: Please put in bold if a driver is need and if a certain person will 

be driving the vehicle(s).  Please put any special information in this 

area to assist the transportation department and the driver in making 

your trip a success. 

Submit: Once all is filled in, click the submit button.  An email will be 

sent to the requesters with a trip ID number.  Please record this for 

searching later if needed. 


