
Trip Direct 
for

Requesters & Administrators



Log into ClassLink

Teachers log in the same for IT, Maintenance Direct or Trip Direct



Teacher Screen After Login

• Make sure you have selected the Trip Request tab at the top of the screen. 
• Note: Any field marked with        is a required field.
• The Booked By selection will be filled in with your contact information according to how your 

SchoolDude account was created.   



Teachers DO NOT check for estimate.

There are NO Trip Packages.

• Note: Any field marked with        is a required field.
• Most of the fields within the Booking Details section are “required”, such as the Trip Name, departing 

Location, and Organization.  
• Correct Location is critical. This will determine which Administrators will get the request.



• If the same person that logged in is the person scheduling the trip check the Yes box.
• Check the box next to Yes, the 'Booked By' requester information is the same as the 'Trip Contact' 

information if you are going to be the contact person for the trip.

• Select the Transportation Type that is needed for your trip.  
• Click on the icon next to the Transportation Type description to select To simplify, for now 

there are only two choices for you.  
• Activity Bus 
• Wheelchair Equipped Vehicle.  



• Notes:   Enter the cost of any admission costs or if there is a/are special 
needs but do not list students with special needs—only the needs.   

• The Educational Objective is required.

• Enter the Number of Students and Adults then click in the Total Attendees box and the number 
should calculate.



• After the teacher submits the request, he/she will see “My Requests.”  In addition, he/she will  receive an email 
from Schooldude Message Center.

• Once the trip request form is completed, enter the submittal password. 
• The submittal password is the same as IT Direct.

• If you need assistance with submittal password - contact your local school tech 
coordinator for assistance.  

• Click on the Submit Request button.



My Requests Tab: 
• You can view any requests that you have entered into the system by clicking on the My Requests tab.  Hover 
your mouse over the Shortcuts link and click on My Trip Requests.  You will see a listing of any request that you 
have entered into the system.  You are also able to print out a listing of your requests by clicking on the printer 
icon.  

Up-to-date information on your request including:
• Status and state
• Trip ID number for referencing.
• The Departure and Return Dates and Times. 
• The trip contact person.



Message Automatically Sent to 
Local School Administrators to Approve



Request is Automatically Routed to
Transportation Supervisor



Transportation Supervisor Will…
Lee Ann logins into Trip Direct (via email or through link)



Transportation Supervisor Proceeds to 
Approve If Bus Is Available.



Transportation Supervisor …

• Transportation Supervisor will Activate Trip.

• Estimates Cost



A Perk!



Transportation Supervisor 
Approval and Documentation





Lee Ann Looney, Transportation Supervisor, will 
send Trip Details to Designated Administrator.  
Administrator should forward to…

Field Trip Email Group
1. Bookkeeper
2. Nurse
3. Lunchroom Manager.



Technical Support please email mbssupport@mtnbrook.k12.al.us


