How to assign a bus to a Trip

e  Click on the Vehicle Owner’s Tab
e Select All Trips on the left-hand side
e Select All Trip Dates under your email address

e Select the trip number you want to assign buses to
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e Scroll to “Reserve Vehicles”

e Click on Find Available Vehicles

e A box will open with a list of vehicles based at your school (if you do not see a bus, select the BLUE all locations button)
e  Put a star beside the bus number(s) that you wish to assign
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p Trip Estimator (click to open and enter additional information for estimating trip cost)

Level 01 Approval - Location Approval
e Scroll to the bottom of the page and save/close the trip

*NOTE-If the option to assign a bus is not available, make sure that the second level approver has approved the trip. Go to your trip inquiry to
see if it is approved or pending. If it has not been approved you will see “pending second level location approval” under the trip number.
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