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)
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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.

e Click the trip number that you want to print a driver ticket for.

e 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™*
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Baldwin County Public Schools

Vehicle: 07-43 Trip #: 2661 Date: Thursday 09/02/2021
Vehicle Location: 0050 Elberta High Schoal Pickup: 09/02/2021 04:15:00 PM
Total # of Vehicles: 1 Special Indicators: _

Return: 09/02/2021 09:00:00 PM

Type of Trip: Athletic / MS Cheerlzading Estimated Hours: 4.75

Grade Level:

Driver: Hinson, Rusty Requester: cpickering@bche org
Teacher Name:

Driver Id:  Phome #: Teacher Phone:

Mame: Emergency Contact Mame:

Assistant/Aide: Emergency Contact Phone:

Requesting Location: 0055 Elberta Middle School
From: 0055 Elberta Middle School
To: D012 Bay Minette Middle School

Wenue Address: 1311 W 13th 5t Bay Minette AL 36507
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Start Time (include pre-trip)
End Time (include post-trip)

|
al ther drive icles on this trip:
Wi Slot:
Ve -
Estimated Passengers # Fold Down Seats: 0
Adults: 2 Students: 11 Comments concerning special needs:

Comments:

Post Trip Comments;_(If you need extra space, please write post trip comments on the back). Comments on back __Yes __No

All Baldwin County School buses must use Battleship Parkway [causeway) when traveling to Mobile County for events. Buses traveling to Maobile and
beyond can enter the |-10 bay way at the Wallace tunnel onramp to go through the Wallace tunnel. Buses leaving Maobile and traveling to Baldwin County
through the Wallace tunnel must exit onto the Battleship Parkway after exiting the tunnel.

All Baldwin Coumnty buses may use the Orange Beach Express toll by entering through the normal lanes. The bus will not be charged to pass through. Buses
00 MOT use the express lane unless it is equipped with a transponder.

Driver 3ignature Date,/Time Employes Number Date/Time

e The ticket needs to be provided to the bus driver for them to keep documentation of their time and
the mileage for the trip.



