
HOW TO PRINT A DRIVER TICKET 
• Open Travel Tracker through the BCBE portal 
• Click on the Trip Approval tab 
• Click on Trip Inquiry (left side of page) 
• A new page will open (see screenshot below) 

 

This page is where all trips can be found.  You can search by trip number, or you can select “All Trip Dates” to see trips. 
You can also see a snapshot of all information for the trip.  You will also be able to see if a bus has been assigned or not. 

 
• Click the trip number that you want to print a driver ticket for. 
• After the trip opens, scroll to the bottom of the page to “current assignments for this 

trip”.  If a bus has been assigned, you will see 2 boxes “ticket/directions” and 
“ticket”.  The first box will provide you a driver ticket and the directions to the 
venue.  The second box will provide you the driver ticket only.  The driver tickets 
will open in a word document that can be edited (see screenshot). 
 
**If a bus has not been assigned to the trip, you will not be able to print a ticket** 
 
 



 
• The ticket needs to be provided to the bus driver for them to keep documentation of their time and 

the mileage for the trip. 


