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When you first open Triptracker you must login. 

Enter your user name and password.

If  you forgot your password call the 

Transportation Trip Coordinator for reset or if  

you have changed your user profile click on 

Forgot Password.
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This is where you 

would change your 

User Profile

This is your home page.

The first 

tab is for 

requesting 

a trip
The second 

tab is for 

viewing the 

calendar

The third tab 

is for the 

today screen 

which is your 

home page.
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To Request a trip you will need to 

check the request a trip tab.
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In the trip name 

box always start 

the trip name 

with the school 

abbreviation.
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2

2

2

8

8

8

Enter the trip date and it 

must be at least 10 

working days in advance.

Today’s 

date

10 working 

days out
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Trip type means funding 

source. 

Please enter how this trip 

will be funded.
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Any time there is a change to your trip as in date/time change, number of  passengers or the number of  buses or changing 

account names you must contact Chip Giles and Rebecca Corley by phone and email of  the change.



Activity Type should 

be entered here.
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Then you 

would enter 

the reason 

for the trip



Bus

There are 5 different accounts for the 

elementary schools, 9 for the middle school 

and 14 for the high school. You will need to 

read the name of  the account carefully and 

make sure you are on the correct account in 

order for the trip to be approved. This one is 

for regular bus trips.

For the different 

Account Notes 

see next page.
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Regular Bus Account Notes.

After approval by the Principal this request must be submitted through triptracker at least (10)working days prior to requested trip for approval by the 

Assistant Superintendent for Instruction. Any trips to be canceled must have a 24 hour notice or a 2 hour charge will apply.

Non Bus Account Notes:

This account is for use of  cars with no more than 5 people in one vehicle. No more than 2 cars with 8 students can be used for a trip. If  more than 8 

students it must be a bus. After hour contacts “On Call Mechanic” 706-668-6816, Shop Supervisor 706-523-2775 or Assistant Shop Supervisor 706-523-

2816.  When you return the car you will need to refuel and clean it out.

Overnight or Out of  State Account Notes:

After approval by the Principal, submit this request through triptracker to the Assistant Superintendent for Operations at least(40)Working DAYS prior to 

the requested trip. Any trips to be canceled must have a 24 hour notice or a 2 hour charge will apply. After hour contacts “On Call Mechanic” 706-668-6816, 

Shop Supervisor 706-523-2775 or Assistant Shop Supervisor 706-523-2816. 

ES Pre-K  Account Notes:

After approval by the Principal this request must be submitted through triptracker at least(10)working days prior to requested trip for approval by the Pre-k 

Director for Instruction. Any trips to be canceled must have a 24 hour notice or a 2 hour charge will apply. After hour contacts “On Call Mechanic” 706-

668-6816, Shop Supervisor 706-523-2775 or Assistant Shop Supervisor 706-523-2816.

Private Charter Account Notes:

To use Private Charter Buses you must go to the TCSS web site. Look under Departments, Transportation, About Transportation and forms for employees.  

Look for the approved charter company list. Contact the coach lines for pricing. It must be approved by the Assistant Superintendent of  Operations.  You 

must include charter company insurance and pricing agreement as an attachment once the trip is saved in the system. This trip must be entered 40 day’s in 

advance for Board approval.
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Enter the 

requestor 

here.

Enter the location where 

your trip is to start.

Enter your start and end 

time. Don’t forget the 

time thresholds

Time Thresholds

are 6:00 am till 

8:15 am  and 2:00 

pm  till 4:45 pm.

Buses are 

running routes 

and cannot make 

trips at these 

times. If  required 

to leave during 

route times, a 

special request 

email from your 

principal is 

needed. You will 

be notified if  

buses and drivers 

are  available. Slide
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Enter the location where 

your trip is going here.



If  your location is not in the 

list on the left and it must be 

added, you must call the 

Transportation Trip 

Coordinator 706-812-7935 

ext 5213

JJ’s Peanut Farm Plains, GA

129 Hwy 280

Plains

GA

30952
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Oakhurst West Point GA

6/14/2018                  9:00AM

6/14/2018                 10:00AM

Once you enter the 

location where your trip is 

going, then you will need 

to enter the time you 

should arrive at the 

location and the time you 

should depart from the 

location. Click add and it 

should show up in blue.
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If  you are going to multiple 

locations you MUST include 

them in the trip and adjust the 

date and time accordingly. To 

add locations to your trip repeat 

slide 14.

Always include other location as 

in team meals, other schools 

going, etc. 
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For middle and high 

students, you can only 

transport 2 to a seat. On 

a 72 passenger bus you 

can transport 48, 2 to a 

seat and on an 84 

passenger bus you can 

transport 56, 2 to a seat.

You must list the 

number of  

adults, students, 

wheelchairs and 

total number of  

vehicles. 

Elementary 

students ride 3 to 

a seat on a 72 or 

84 passenger 

bus. Remember 

to subtract 2 

students for 

every 1 adult.
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Special Accommodations 

should be checked if  you 

need storage room or have 

a wheel chair, etc.



There is now a cost per student tab. 

To get the cost per student, go to 

the top of  page and click the 

estimate tab. Open trip 

directions/mapping tool and 

calculate directions, click use 

estimated distance for this trip and 

close this page. Now click calculate 

at the bottom of  the page. This 

total should be divided by the 

number of  students. The total is 

cost per student. Click detail tab to 

return to request page. Now enter 

Cost per student Example total cost 

is $365.70 divided by 80 students to 

($4.57). See next page for directions.

Trip contact 

name and 

phone number 

goes here. It 

must be a 

person on the 

bus.
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Submit

Once all is 

entered 

Please review 

and make 

sure correct 

then press 

submit
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Request a trip

Trip Name: Example (HGES Floating Class Room)

Trip Date: Example (Date you are going)

Trip Type: How you are paying for it (Example – Internal Account 

Fund)

Activity Type: Who is going (Example – 2nd Grade Class)

Reason for Trip: Why are you going on this trip?

Account: Who’s paying for trip (Example – Hogansville ES)

Origin: Where you are leaving from (Example - Hogansville 

Elementary School)

Departure Time: Time leaving the school (Example - 8:30am)

Return Time: Time returning to school (Example - 1:45pm)

Destination: Where you are going (Example – Pyne Road Park)

Arrival Time: Time that you will arrive at destination (Example -

9:00am)

Departure time: Time you will leave to head back to school 

(Example – 1:15pm)

Click: “Add”

Number of  Adults: Example – 4

Number of  Students: Example – 80

Number of  Wheelchairs: number if  you need any

Vehicles: Number of  buses needed (Example – 2)

Click: “Trip Estimate” At top of  page

Click: “Open Trip Directions/Mapping Tool”

Destinations: Where you are going

Location: (Example – Pyne Road Park)

Click: “Calculate Directions”

Use estimated distance for this trip

Click: “Ok”

Close: At top

Click: “Calculate” Estimate Total

Cost per students: divide estimate total by number of  

students going ($324 divided by 80 students = $4.05 per 

student)

(Please remember this is an only estimate actual miles and 

time may vary).

To get an estimated cost for Trip
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If  you need to do 

a trip several 

times through the 

year, use the clone 

tab and change 

the date and any 

other information 

that might need to 

change, then save.
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If  for any reason 

your trip is 

canceled and it 

needs to be 

reschedule, open 

the trip, click edit 

and change the 

date and all other 

information needed 

to change and then 

click reactivate.

If  you need to cancel a 

trip click the cancel tab 

above. You will need to 

enter a reason for the 

cancel and click cancel 

again. You Must notify 

Transportation that the 

trip has been canceled.
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Also, under trip history you 

can follow the email trail. 

Click on the number of  

emails and will open to see 

who has it last. Once you see 

“corleyrd@troup.org” beside 

scheduled it is ready to go. 

Each 

underlined tab 

across the top 

tells you where 

the trip is in the 

approval path.
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If  you are an approver, from the Today screen you would click 

here to see your trips that are waiting for approval. 
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Your trips 

will be listed 

below in 

blue. Now 

click on the 

underlined 

part to open 

the trip.
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Once the trip is open, 

read through the trip to 

see if  it is accurate. If  

all is ok, then click on 

the approve tab on the 

left. Another box will 

open for comments. 

Click on the bottom 

approve trip tab.

If  the trip is not 

approved, then click the 

reject tab and enter in 

the comments area the 

reason why rejected.
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To retrieve your invoice, 

1st Open your trip.

2nd Click on the invoice tab at the 

top of  the page.

3rd Click on the printable copy 

tab to print invoice.

4th Click preview and then print
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Paying for Trip Tracker Invoices

If paying a invoice with general funds: Print off the invoice, write 

the account number for payment, get approval signature, and 

send to Amber Alford in the Finance Department.

If paying a invoice with internal funds: Create a PO. Print off the 

invoice and write "Ready to Pay". Send invoice to Brandi 

Sheppard in the Finance Department.
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