
FIELD TRIP REQUEST SOFTWARE 
LOGIN:   

USERNAME=first.last 

PASSWORD=In email  
 

 

 

 

 

 

 
 

 

Click to request a trip! 

 

 

 

 

 

 



Trip name= What the purpose is example: 

 Kinder to Apple Orchard 

Trip Type= 

Educational- trip is during school day, connects to standard, all students in class are eligible to attend, students 

do not have to pay anything and you have an assignment or project that is directly related. 

School Funded= PBIS trips, trips that only specific students go on, trips that don’t connect to standard or where 

there is no assignment/project connected. 

Billable= Trips that are paid for out of a grant or donation. 

Activity Type=Classroom (or your specific group if it’s an option) 

Reason for trip= Standard(s) the trip is meeting and the rationale for why you are taking the trip (Educational 

trips only) 

 

 

 

 

 

 

 

 

 

 



 

 

Origin departure date and time= leaving school 
 

Original return date and time= return to school 
 

Destination arrival date and time= 

arriving AT destination 

 

Destination departure date and time= 

leaving destination 

 

Special Accommodations checked if need wheelchair bus. 
 

Contact name must be someone on the bus. 
 

Comments:  First need transportation relevant information. 
 

Click Submit 

Click Attachments and upload your class roster in excel format 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

Once you attach your class list the trip goes to principal. Class lists must be in EXCEL, last name and first name in 

separate columns or the trip will be rejected. Once approved.  Goes to Curriculum.   Curriculum approves.  

Goes to transportation.  You get emails after each approval. 

 

If you trip is rejected you will get an email, please watch your email for notifications. 


