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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 pending requests

 After login, you have your name 

shown on top right corner

 Click MANAGE REQUESTS tab

 Only display pending requests by 

default

 Click edit icon for APPROVING or 

DECLINING the pending request



Step 3: Make your inputs

 In Detail screen, you may 
need to edit segment one by 
one for entering proper data 

info

 You may need enter proper 
info if you want to approve 
the request

 There are two options: either 

YES or NO to respond the 
pending request

 Click Save Changes button 
when you finished your inputs



Step 4: After Approval

 You may notice the messages in 

the screen, Email sent to xxxxxx

 Two notices with same info will be 

delivered to both requestor and 

the school principal

 The notice content may be 

different for approval and decline



Step 4: After Approval

 Requestor sees the same icon 

changes in his/her own login



You may also watch Submitted bookings

or display Cancelled approved items



Step 5: You completed your part

 By this point, you’ve 

completed your work for this 

application

 By changing different filters, 

you may have different 

displays

 Click Sign Out command, you 

may log out the system


