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General Information 

For information on how to login, please refer to the “How to Login, Dashboard, and Trip 
History” User Guide. 

 

Identifying a Field Trip Request for Certification or Approval 

 

Field trips listed as “Submitted”, “Modification Submitted”, or "Pending Approval" in the 
Status column need to be approved or certified. 
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Certifying a Field Trip Request 

1. To start certifying a field trip, after signing in as an approver, locate and click 
the reference number.  

 
 

Alternatively, search for trip reference number in the Seach by Keyword 
textbox. 
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2. Click on the Approve / Reject button views the trip summary. 
All applicable approvers’ subtabs will be expanded to see their relevant 
declarations.  
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Principal Approval 
 

a. By checking the boxes below, the Principal certifies that all statements are 
true. Optionally, additional notes about the field trip can be entered in the 
Comments section. 
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Nursing Approval 
 

b. By checking the boxes below, the Nurse certifies that all statements are 
true. 
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Title 1 Approval 
 

c. By checking the boxes below, the Title 1 Approver certifies that all 
statements are true. 
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Transportation-Dispatch Approval 
 

d. By checking the box below, Transportation Dispatch certifies that all 
statements are true. 
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Regional Approval 
 

a. By checking the box below, Region certifies that all statements are true. 
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Other Approval 
 

b. For all other approvals no additional declaration is needed. 
 

 

3. Click on either “Approve” or “Reject” or request more information on that trip 
by clicking on the “Need more information” button. 
 
 
 

4. A confirmation pop-up message will appear. Click the "OK" button to close the 
window. 

 

5. Once all approvers have approved the field trip request, the status will display 
as "Approved" on the dashboard. 
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