Bookkeepers
e Open Travel Tracker through the portal

e On the “trip approval” tab, you will see any trips that need your approval

e Click on the trip number to open the trip (see screenshot below)
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Trips Pending Approval

‘Waiting on Approval
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Trip Number 4467
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— Other (Type Below)
~  Main Destination (1) o

Elberta Blessing Bam

Elberts Blessing Bam  Destination Nama Elberta Civic Center

[ Add 2 Stop on the way |

D
St
St
2

[ Add 3 Stop on the Retun |

Students will WALK with a teacher fo/from the Elberta Blessing Barn M, W, F each wesk d
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area on the permission slip.

Download Permission Slip

Funding Source #1 Budget Code 2;%?—1:—5—415&391—mxx—71317\}44357
Funding Source Desc

Budget Code Desc
Funding Approver

Once the trip is open, you will need to check the following information:

e Date/Time

e Destination

e Trip type; athletic or academic

CHANGE THE CODE to the appropriate activity (if this is not done when you have

control, and the trip makes it through all other approvals, then the trip must be completely

reset and sent back through the approval process)

e Trip Estimator (see next page)



TRIP ESTIMATOR

The trip estimator is a section to estimate the cost of the trip and to determine how much each student will need to pay to
attend the trip. In this section, you will need to pay attention to a few items:
e Make sure that the number of vehicles and estimated miles drop down to this section.
e Venue Cost-If there is a venue cost per student and the teacher didn’t enter it, you can make that change.
e Driver hours-Make sure that the “district-wide driver rate” reflects the right amount of time (More than 3
hours or less than 3 hours). Although driver hours are not paid through travel tracker, you don’t want to
charge students more than needed. Also, bus drivers are given 15 minutes per pre/post trip. This could be
a total of 1 hour. You will need to change the driver hours to reflect those duties. Once changed, click
“retain driver hours” for the calculations to be correct.
e Other costs-If there are any other costs, such as chaperone, substitutes, etc., you will enter that amount
here, but only if those costs will be paid for with the money for the trip.
e Compute-once all information has been checked, you may compute the cost (see below)

Person Submitting Request jeurrie@bche.org
Date Submitted Mar 10, 2022, 9:02:30 AM

w Trip Estimator {click to open and enter additional information for estimating trip cost)
The trip estimator provides an estimate based on the information entered on the trip reguest as well as additional information entered into the boxes below. This estimate is for planning purposes only and the

actual cost of the trip may vary. Costs such as the driver costs and/or substitute costs may not be billed through this system depending on how your district invoices but will provide approvers with an overall
estimate of all costs involved.

Compute Print Trip Estimate Only
Complete all required fields before computing
Trip Nbr 5890 Leave DateTime 3/23/22 3:15 PM Approx Mi Round-Trip 85.01
Mbr Vehicles Needed 1 Return Date/Time 3/23/22 6:30 PM Destination 0142 Spanish Fort Middle School
# Vehicles 1.00
Round Trip Miles Per Vehicle &8.01
Total Miles 25.01
Cost Per Mile $1.35
Additional Cost Per Mile 50.00
Mileage Cost F118.81
Fuel Cost 50.00
# of Students &
Ve Cost Per student
Venue Cost 50.00
Driver Hours Per Driver Check here to retain driver hrs
District-Wide Driver Rate Maore than 3 hrs A 512.62
Driver Costs 55363
# of Substitutes or Assistants \:I
Substitute/Assistant Cost Per Person 0.00
Substitute/Assistant Costs Computed 50.00
Standard Trip Fes {5td fee * Nbr Veh) 50.00
Other Costs
Estimated Trip Cost Computed $172.45
CostPer Student paidby Student[ 8] Computed s2874

e After you have double checked the information on the trip, scroll down to the approval section
e Here you can leave a comment and approve/deny the trip.
e After your decision is made, click save/close. This will send the trip to the next approver.

**0Once you save and close the trip you are no longer able to make changes, the next approver will have to make changes**



AFTER THE TRIP HAS BEEN COMPLETED

Once a trip has been completed and the driver returns their trip ticket, you will need to enter the

odometer reading.

Option 1
e Click on the school finance tab along the top of the page

e Click Pending Payment in the left-hand column (see screenshot)
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Trip Inquiry

Tips for Paying Invoices

Req Loc | 0055 Elberta Middle School(y | s5ts | Approved for Payment v ptApp | All v

TpTyp [Al v T Evnt [ Al | ath Bt [ A0 ~

Dt snt | All v
Assignment Inquiry

Reguire Third Party Payment
Venicle Mileage Not Entered

Enter Mileage/Driver Hrs e (DAl

SortBy

@ pickup Date ) Reguesting Location  Trip Nbr O Vehicle Type O Vehicle Owner O Vehicle Nbr

Total Cost of Assignments Using Criteria Above Compue
Total Checked "Sent” Below Compute
Enter check number to be used when marking assignments below as "Sent
[EIUYE ISy “You must confirm your changes before you leave this page. **
Trip NbriReq Loc. PkupReturn Tp. Vehicle DriveriAssistant
45005

¢ You want to change the status (Sts) to All or Pending.
e Scroll to the trip that needs to be entered and click on the trip number
e A new page will open (see screenshot)

Welcome: Imoreno@bebe.org  Logout  EXIT IMPER SONATE MODE

Support/ Training Links

Previous Next

Actions
Previous Next

4039
0055 Elberta Middle School Zone
Heart Children's

Require Third Party Payment Trip Code
Vehicle Mileage Not Enterad

Enter MileageiDriver Hrs 1 Bubba Watson Drive, Pensacola, FL. USA

Hame  Ascension Sacred
Hospital

Fickup 215722 3:15 PM
Retum 2115722 6:30 PM

Vellow Bus

Field Trip Standard Field Trip
Main

202208 Bid 1
325

dbanksion@hcbe.org
1429

Alyssa Corbitt 2567407187

Ap Tip Type Pet
Fund#1 [ Academic or Band Trip v 4039 | Orver 100
Mo
Budget Code Payment
1090-12.5-4150-391.0055-7101-0-4400-00 0 Check to retain
Trip Submitted By akpatterson@bebe org Created 120821, 938 AM By  kpadgett@bobe org
Driver N Hil Linda - Drvr Ass Email
District wide R
b RaterH 30.00
Hrs OT RaterH 50.00
Hrs Other Ratef 30.00
Selectv s0.00 Driver Pd
» Assistant Cost (Optional
Mileage Cost toes Drivr 73.00
0.00 13500 -
73.00 0.0000 n
11 be used for
Fusl Cst il 73.00 WiGal 0.00
Gal 0 e 50.00 oelGal)
Add1Veh Cost Return Cond HiA Return Cand C: 5000  staTepFee 0.00

Amt
58855
Ph
30,00
50,00
Biver C $0.00
Mileag $98.55
Fuel Cost 50.00

e Do not enter the driver time on this page or it will charge your code for driver time-Drivers are paid on special

payroll.

e Under the section “mileage cost” you can enter the beginning and ending odometer reading. Once you have
entered the odometer reading, scroll to the bottom, change the Payment status to “pending”, then save/close.



AFTER THE TRIP HAS BEEN COMPLETED, CONTINUED

Option 2

e Click on the Invoices tab along the top of the page
e Click Enter Mileage/Driver Hrs on the left-hand column (see screenshot)
e Once on this page, highlight the circle beside “need mileage or hours”
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Clear Saved Documents from Screen
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¢ Find the trip that you need to enter mileage for

e On the right side of the information will be a section to enter the mileage

e If there is a number in the mileage box, that is the estimated mileage, you need to enter
the correct odometer reading and click save.

*You can click the “clear saved documents from screen” button to clear any trips that you have already entered and saved*



