
Bookkeepers 
• Open Travel Tracker through the portal 

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

• Click on the trip number to open the trip (see screenshot below) 

 

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

• Date/Time 

• Destination  

• 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) 

• 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: 

• Make sure that the number of vehicles and estimated miles drop down to this section. 
• Venue Cost-If there is a venue cost per student and the teacher didn’t enter it, you can make that change. 
• 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.  

• 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. 

• Compute-once all information has been checked, you may compute the cost (see below) 
 

 

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

**Once 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 
• Click on the school finance tab along the top of the page 
• Click Pending Payment in the left-hand column (see screenshot) 

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

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

payroll. 
• 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 

• Click on the Invoices tab along the top of the page 
• Click Enter Mileage/Driver Hrs on the left-hand column (see screenshot) 
• Once on this page, highlight the circle beside “need mileage or hours” 

 

• Find the trip that you need to enter mileage for 
• On the right side of the information will be a section to enter the mileage 
• 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* 
 


