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How to authorize a bus booking request online
For school principals

Information Systems & Technologies
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¢ Langley

Request for Transportation

— O Website: htt Bookabus.sd35.bc.ca

‘Welcome to Book a Bus On-Line.

***Please he aware that any luggage must be cantied in & separate vefiicie if it cannot he freld cornfortably by Hhe students' on thelr flap. Stacking on etnpty seats is not permitted. =* O C | . k 1- h |

HNo buses available between 9-12 on June 11, 17, 18, 19, 22, 23 and 24, 2020

1) Fill in the blank fields with the reguired information as indicated

O Enter your employee # & emall
2y 40l reguired fields must be filled autin order to submitthe request (Please note any incomplete fields will be displayed in the lower lef comer) n y U p y
3) Please allow for 15 minutes inclusive in the departure times to allow for loading of students ete p O SSWO rd

ACompleted reguests will be sent ta the principal for approval

SApproved trips are scheduled by transportation, and trip confirmations can be viewed on this page. . o N
BIPlease see bus code of conduct below: O Cllck The Slgn In bU-I"I-On TO |Og|n
7) Cannot guarantee buses hefore 9 AM

8)*******all trips during school hours must leave destination at a time the bus will be back at your school by 2:00%********

DAny trips cancelled within 24 hrs of the trip will resultin a $30 cancellation fee

¢ Langley
Schools
Request for Transportation

Sign In

User ID (Employee #)

Password

Remember Me On This Computer



https://bookabus.sd35.bc.ca/
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Signed inas: School Principal | MyAccount | Sian out

& Langley

Request for Transportation
HOME | MAMAGE REQUESTS | CONTACT US

After login, you have your name
shown on top right corner

School:%-SE0-School Board Office v ¥ Submitted Authorized Approved Declined o

Choose a school from above list and click the "Make new request” on the bottom to CREATE a new request O

or click the edit icon to EDIT or DISPLAY an existing request detail information < | I C |< MA N AG E R EQ U ESTS TO b
Principal Transpertatich

Authorized Approved

14 1121 Meedabustotravel across Canada Prince Gorge |sland 2018-132-24 4:00 AWM School Board Office Bus Requestar 2019-11-22 09:41:00 Tim Andronyk : Only displcy pending req UeS-I-S in

Destination Date Required Arrival Time School Name Requester Submitted Date Principal

100 ¥ |perpage [==First[1] Last==| 1aon P#1, 10n 1 pages ° d h |
your assigned school(s)
e Edit or display a request detail information — = Submitted by requestor, waiting for principal's autharization

- . ° .
Wl = Authorized by principal, waiting for transportation approval J:Appmved by transportation manager, have a safe & nice frip < | I C |< e d Ii I C O n fo r O r
= either refused by principal or declined by transportation manager '_'=Appmved by transportationd but Cancelled by requestor

the pending

request

2017 - 2019 School District #348 - Langley | Developed by SD34 Information Systems
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Step 3: Make your inputs

Sighed in as: School Principal | MyAccount | Sign Out

) = Langley ~ In Detail screen, you may

need to edit segment one by
one for entering proper data
info

Schools
Request for Transportation
HOME  MANAGE REQUESTS  COMTACTUS

School: SBO-School Board Office ¥ |Principal:| Tirmn Andronyk ¥ | Requested By: Bus Requestor Date: 2019-11-22 09:41:00

Request Infarmation

[Req. #1121] Request Summary Segment Detail [#2]
Activity: Meed a bus to travel across Canada Point of departure: | James Anderson Learning Centre Kindergarten Grade 7 Chqrge io, Chq nge q/c#/ G n d
Sporting event? Date Required: 2019-12-24 Departure time: 7:15 Abd Ph Loading time 15 minutes prior Grade 1 Grade 8 Perce ntq g e fie | ds O re m Os-l-
Destination: |Prince Gorge Island Pupils boarding: | 15 Adults boarding: 5 Wheelchair access? Grade 2 Grade 9 A A A
Destination Address: [The most beautiful place in the world Teacher in charge: [Bus Requestor Grade 3 Grade 10 I m por'l'o n'l' I nfo 'I'O you If you
Arrival Time: 2:00 ¢ AmM 0 PM  Return School: |5:00 P Email / Phone: |TTeacher@sd3s. bo.ca i Grade 4 Grade 11 o
Total Hours: 0.00 Costs: § 0.00 Leave destination at 3:00 Al ¢ P Mote: Bring awn food Grade 5 Grade 12 WO n1- TO O UThorlze The req U eST
g Point of departure | Time [Teacher in charge BusesEdit Charge to: Schoal Board Office e €

11School Board Office 700 AM Bus Requestor ! @ Charge a/c #: |In Tim's treat! Percentage:| 50.00% Costs:$ 0.00 There O re 'I'WO O p'l'io ns: ei'l'h er

2|James Anderson Learning Centre|7:15 AM|  Bus Requestor

L D @ < YES or NO to respond the
pending request

Hote from school admin:

- Click Save Changes button
when you finished your inputs

Choose YES or HO ahove, then click Save Changes button below

- [Bus Requestor oreated on 2018-11-22 00:06:00 ] [ Bus Requestor updated on 2019-11-22 00:42:00 ]

é b Changes saved

2017 - 2018 School District #35 - Langley | Developed by S035 Information Systems
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Transportation Request 1121 Submitted to Transportation Department “

This email address does not accept replies. Your request for transportation Need a bus to travel
across Canada will been submitted to the Transporation manager for approval.

o ]‘l a F ' by i ) !‘E ) At any time you may logon to your account online to check an its status or wait for an automated email
\ ‘ — O ({! to /N»ﬁ» A\i? /;\ U 17 @ T’ﬁ? O O ' F fromthe Tango the Transporation Robot.
L "'1JJ e N~ W J -’ AR J n, _ ‘ T‘{J i y _n

Thank you for your submission.

i

Tango the Transportation Robot
Transporation Department

O In summary list screen, you will
notfice the change for Principal
Authorized and Transportation
Approved icons

Signed in as: School Principal | MyAccount | Sign Out

& Langley

Request for Transportation
HOME  MAMNAGE REQUESTS  COMTACT US

School: | SB0-School Board Office v| ¥ prat # Submited ¥ Authorized ¥ Approved ¥ Declined O

Choose a school from ahove list and click the "Make new request” on the bottom to CREATE a new request
or click the edit icon to EDIT or DISPLAY an existing request detail information

Two noftices with same info will be
el Transperston delivered to both requestor and
147 1121 Meed abus to travel across Canada Prince Gorge Island 2019-12-24 9:00 AM School Board Office Bus Reguestor 2019-11-22 09:41:00 Tim Andrornyk — 'I'rO nspor'l‘O'I‘iOn mo nOger

100 ¥ |per page |==First[1] Last==| - select one - v 1an P#1, 10n 1 pages

. S The notice content of
authorization is different with the

# Req # Activity Destination Date Required Arrival Time School Name Requestor Submitted Date Principal

& = Editor display a regquest detail information — = Submitted by requastar, waiting for principal's authorization

. .
W= rthorized by principal, waiting for transpartation approval a=Appruved by transportation manager, have a safe & nice ttip d IS_O U Th O rlze d O n e

= gither refused by principal or declined by transporation manager u:Appmved by transpaorationd but Cancelled by requestar

Requestor sees the same icon
changes in his/her own login

2017 - 2018 School District#35 - Langley | Developed by S035 Information Systerns
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¢ Langley

Request for Transportation

D By this point, you've

HOME MAMNAGE REQUESTS COMTACT US CO m ple.l.ed yOUr Work for .I.he
School:| SBO-School Board Office v  #IDrat ¥ Submitted ¥ Authorized ¥ Approved ¥ Declined o SU bmi'l"l'ed O ppliCOTion

Choose a school from above list and click the "Make new request” on the bottom to CREATE a new request
or click the edit icon to EDIT or DISPLAY an existing request detail information

Principal Transportation

O Transportation
1 / 1121 Meed a husto travel across Canada Prince Gorge Island 2019-12-24 9:00 AW School Board Office Bus Requestor 20158-11-22 09:41:00 Tirm Androanyk : Q
’ manager/dispatcher may
100 ¥ |perpage |==First[1] Last==| - select one - v 1on P#1, 10n 1pages .
3 either or
Make new request
your AUTHORIZED request

& - Edit or dizplay a request detail infarmation — = Submitted by requestar, waiting for principal's authorization

W= Authorized by principal, waiting for transportation approval J:Approved by transportation manager, have a safe & nice trip . C ”C |< C O m m O n d ’ yo U
= gither refused by principal or declined by transportation manager = Approved by transportationd but Cancelled by requestar .

may log out the system if you
@ 2017 - 2019 School District #35 - Langley | Developed by SD35 Inforrmation Systems d O n ! ‘I‘ h Ove m Ore WO rks 'I'O d O

i Req # Activity Destination Date Required Arrival Time School Name Requestor Submitted Date Principal

Legend:

-




