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Step 1: Access website and login

 Website: https://Bookabus.sd35.bc.ca

 Click the Sign In command

 Enter your employee # & email 

password

 Click the Sign In button to login

https://bookabus.sd35.bc.ca/


Step 2: Manage your requests

 After login, you have your name 

shown on top right corner

 Click MANAGE REQUESTS tab

 To make a request, you must select 

one school first

 Click Make new request command 

if want to book a bus



Step 3: Make a new request

 There may be multiple 

school admins in principal 

drop down list, please make 

sure proper principal is 

selected for your booking

 You may still change School

here, options are changed 

accordingly for your new 

selected one. But I don’t 

recommend you do so. 



Step 3: Concepts need to be mentioned

 There are two major kinds of 
trips: one-way and round-
ways.  Round-ways is usually 
used for one day trips, one-
way mostly for multiple-days 
trips (need more bookings).

 There are 4 time points: Arrival 
Time, Departure Time, Leave 
Destination Time, Return 
School Time.

 According current definition: 
Departure Time < Arrival Time
< Leave Destination Time < 
Return School Time

 For round-ways one-day trip, 
you may book one request, 
and it is easy to understand 
the above time order 
sequences



Step 3: Concepts need to be mentioned

 But for one-way trips, people may 
be little confused for the time 
points. 

 In one-way trips of returning back 
to school, Destination is your 
school: Arrival Time is the time 
arriving to your school. Departure 
Time is the time where your people 
are picked up at Point of 
departure. 

 It seems that Leaving Destination 
Time and Return School Time have 
no sense in those cases. But for 
validating reason, they should be 
set and follow the rule Departure
Time < Arrival Time < Leave 
Destination Time < Return School 
Time

 Same situation for one-way trips 
departing from schools to your 
destinations



Step 3: Make a new request

 Make sure proper principal is 

selected for your school

 Enter proper information 

 There are two options: either 

Save Draft or Submit to 

Principal



Step 4: Save Draft for further changes

 Click Save Draft button to 

save your current work

 You may also Submit to 

Principal directly if you are 

sure you have completed the 

request details



After saved, you may do more changes

 Upon the very 1st segment, you 

may append more segments 

with different detail information 

(such as different departure 

points and departure time, etc.)

 For more segment(s), you may 

either add a new segment or 

duplicate the current one



After saved, you may do more changes

 All segments should have same 

activity and date required, same 

destination, same arrival and 

return school time schedule

 You may edit or delete any 

individual segment till only one 

left

 You may also delete whole draft 

including all attached segments



Step 5: Manage/Edit existing requests

 Click MANAGE REQUESTS tab or 

Back button if you are in details 

screen

 Now you have existing request(s) in 

your request summary list screen

 Click edit icon for editing specific 

request, you may edit/update your 

request before Submit to Principal



Step 6: Submit your request

 In Request Detail screen, you 

may submit request to principal 

by clicking Submit to Principal 

button

 In summary list, your submitted 

request had been assigned 

Request Number with pending 

icon waiting for principal’s 

authorization



 Both you and the principal will get 
notices. Above are the delivered 
notices from system

 In Request Detail screen, may still see 
what you’d requested

 Before principal authorized, you still 
have a chance to Withdraw your 
submitted request back to draft for 
either editing or deleting purposes

 Once principal authorized, either Yes or 
No, as a requestor, you have no 
capability of changing or editing your 
authorized request any more



Step 7: You completed your part

 By this point, you’ve completed 
your application

 Your principal may either 
AUTHORIZE or DECLINE your 
submitted request

 Transportation 
manager/dispatcher may 
either APPROVE or DECLINE your 
SUBMITTED and principal 
AUTHORIZED request

 Click Sign Out command, you 
may log out the system if you 
have no more requests to make


