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Manage the end-to-end field trip workflow including logistics, bus and driver 
assignments, approvals and invoice administration.

CHALLENGE
To efficiently manage all of the requests to 
transport students to athletic events, band 
performances, after school programs, educational 
programs, etc.

SOLUTION
Deploy a Web application that will automate the 
approval and invoicing processes and enable users 
to access and update field trip information based 
on their role.

KEY CAPABILITIES:

Field Trip Workflow:
• Submit Requests for Transportation
• Track Field Trip Requests
• Assign Buses and Drivers
• Monitor Buses on Field Trips
• Manage Schedule and Payroll
• Create Invoices for Chargeback

Field Trip Module
Field Trip Requestors create field trip requests. 
Each request is immediately made available to 
Transportation Coordinators, who can approve or 
decline the request and assign a bus to the field 
trip. Field trip requests are organized in a Request 
List. Administrators refer to this list in order to 

locate the status of requests, read comments 
recording requests and to mark field trips for 
invoicing.

The requester submits details about their planned 
field trip.

The Field Trip Coordinator assigns the bus and 
driver or declines the request.

“Managing field trips was an ad-hoc process that 
consumed a lot of time. With EveryFieldTrip, the 
process is automated and we can all focus on 
more important work.”  



Everyday Solutions, The Only Complete
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Every Bus Counts!
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Field Trip Invoice
After a field trip has occurred, Field Trip 
Coordinators enter the trip information into the 
system. EveryFieldTrip automates the calculation 
process and field trip invoices are immediately 
made available to administrators.

The Field Trip Request Manager is used to review 
the completed trips that are ready for invoicing.

BENEFITS
• Automate the field trip management workflow

• Eliminate miscommunications

• Streamline invoicing and record keeping

“ It’s great to have all of our field trip information 
in one place. I can quickly find invoices and details 
about a trip while the inquirer is still on the 
phone.”

Next the request can be reviewed and approved by 
transportation.

Once approved, the trip information printout can 
be given to the driver.

The requester can monitor requests online.


