
TRANSPORTATION 
REQUESTS

FIELD TRIPS // ATHLETIC TRIPS // SUBURBAN REQUESTS

WWW.EISD.NET/TRANSPORTATION



PROCESS OVERVIEW
SUBMIT REQUEST // RECIEVE QUOTE // SUBMIT REQUISITION

RECEIVE PO# // ACCEPT QUOTE // RECEIVE TRANSPORTATION 



INITIAL REQUEST



ACCESS LASERFICHE FORMS

www.lfforms.eisd.net/forms

Go to Start Process  Start for TRANS-Trip/Vehicle Request Form



INITIAL REQUEST
INSTANCE NUMBER: This will be assigned after 
submission, and with be how you track your request. 

NAME OF PERSON ENTERING REQUEST:  This is not 
your name, but the person (usually a teacher, director, 
etc.) who is requesting the vehicle. 

CAMPUS TYPE: Select the option from the dropdown 
that fits your department. Choices are: CAMPUS, 
CURRICULUM, OPERATIONS

CAMPUS NAME: Pick your specific campus or 
department from this dropdown. 

ADMIN/ADMIN EMAIL: This is who is required to 
approve your Requests.   

EMAIL ADDRESS FOR NOTIFICATIONS/CC EMAIL: This is 
where you can put the email of someone else who you 
want to receive emails at every step of the process. 



INITIAL REQUEST
DEPARTURE LOCATION: If you are departing from a 
location that is different from your campus, please 
enter the name of the location here (NOT the 
address). For example, if you are KHS and are 
putting in a request for Fine Arts students to come 
to you, you would put Fine Arts Academy as the 
Departure Location. Otherwise, buses would 
dispatch to KHS. 

DESTINATION: Use the dropdown to select the 
destination. Most destinations are listed. If yours is 
not listed, please select OTHER. Do not select a 
destination that is close by, or your home campus, 
you MUST select OTHER. 



INITIAL REQUEST
ADDRESS: If you have selected a destination from 
the dropdown list, the Address field will automatically 
populate with the address on file. Double check that 
this is the same as where your group is going. If not, 
search the dropdown for an alternate destination or 
select OTHER. For example, St. Phillips College has 
two campuses, the Main Campus (MLK Drive) and 
Southwest Campus (Quintana Rd). Make sure you 
have the correct campus selected. 

IS THE DESTINATION LISTED?: If you check “No,” a 
new field “Destination” will pop up. This field is to 
enter the NAME of the destination, not the address. 



INITIAL REQUEST
REQUEST DETAIL: This is where you will add the full 
address if your destination was not in the dropdown 
menu. 

Add in any additional stops, or notes, including stops for food in this 
field. 

VEHICLE REQUESTING: Check the box(es) that apply. 
If you are requesting a suburban, that request needs 
to be separate from your bus request. 

*Activity Buses are for out-of-town trips only. Request of Activity bus 
does not guarantee that one is available. 

*If suburban is checked, a box will pop up requiring the name of the 
driver and acknowledgement that the driver must be cleared through 
Risk Management.

VEHICLE EQUIPMENT: If you are requesting a band 
trailer or taking Ice Chests, please check the boxes. 

If you are requesting the Trailer and you do not own one of them, you 
need to obtain permission from one of the directors to use their 
trailer, and forward to Transportation with the request. 



INITIAL REQUEST
EVENT START TIME: This is the time the event 
starts, not the departure time. 

DEPARTURE TIME FROM CAMPUS: This is when 
you would like to depart. Buses typically arrive 10 
minutes prior to departure to allow time for 
students to board. 

RETURN TIME TO CAMPUS: This is the time the 
bus/suburban will be back on campus. This is NOT 
the time your group will be departing the location 
to return. For a 2:00pm Return to campus, most 
destinations within San Antonio will have a 
1:30pm departure from trip location to be back on 
campus by 2:00pm. 

TIMES UNAVAILABLE ARE DUE TO ROUTES. TRIPS 
ARE UNABLE TO DEPART DURING THESE TIMES. 



INITIAL REQUEST
GROUP NAME: Please include 3 letter campus name 
or department. EX: MHS Football. 

NUMBER OF STUDENTS: Please enter the total 
number of students. If any are in a Wheelchair, and 
Lift bus is selected, please enter the number of 
wheelchairs in the Request Detail above. 

NUMBER OF ADULTS: This includes all EISD staff and 
chaperones. 

NAME OF PERSON IN CHARGE: This is POC for the trip 
(the day of the trip). This is the person who is 
attending the trip. Transportation/PD, etc. needs a 
person to contact that is with the students (if 
applicable). For suburbans, this would be the driver. 



INITIAL REQUEST
CONTACT NUMBER OF PERSON IN CHARGE: This 
needs to be cell number. Do not put a campus 
extension. This is for contacting the POC while on the 
trip. 

SPECIAL INSTRUCTIONS OR DIRECTIONS: Include any 
additional information/Instructions for the 
drivers/Transportation Department. 

SUBMIT/ SAVE AS DRAFT: If you are ready to submit, 
click submit. Save as draft will save this into your 
Drafts folder in your Laserfiche Inbox. 

IT WILL NOW GO TO PRINCIPAL/ 
DEPARTMENT HEAD FOR APPROVAL



ACCEPT QUOTE



ACCEPT QUOTE
Once Transportation has quoted the request it will 
either be back in your queue as rejected (with notes 
as to why) or accepted. A majority of the time, trips 
are rejected because the calendar is already full. If 
this is the case, you can change the dates/times of 
the same Instance, and resubmit. 

If the request is approved, you will receive it back in 
Laserfiche at the next step, Campus Quote. This is 
when you submit your requisition and wait for your 
PO. PO # is required to be able to accept the quote 
and continue the reservation process. 

INSTANCE NUMBER: The instance number now 
displays at the top of the form. Keep record of this, as 
instance number is required for all communication 
with Transportation about this trip.



ACCEPT QUOTE
AVAILABLE: This will either have “Yes” or “No” 
checked. If no, read the detailed notes as to why and 
correct ticket and resubmit. If it says “Yes,” the quote 
details will be included below.

NUMBER OF VEHICLES: This is the number of vehicles 
that will be required to take the # of people listed in 
your Initial Request. 

MILEAGE: This is the estimated number of miles that 
the trip will require. 

RATE: The current rate for buses/Trailer is $2.50 per 
mile, and suburban is $0.50 per mile. 

QUOTE TOTAL: This is the amount that you will need to 
create your PO. 

NOTES/COMMENTS: If there are notes/comments, 
make sure that you agree to them before accepting 
quote. 



ACCEPT QUOTE
ACCEPT QUOTE: Once you have received your PO 
number, go back into Laserfiche and you will accept 
the quote. 

Click “Yes” to accept the quote. A box will pop up for 
you to enter the PO number. Once this is entered, you 
can scroll down and click “Accept” and it is now 
reserved on Transportation’s calendar. This must be 
done two weeks prior to departure to ensure vehicles 
are still available. This is the last step before 
departure.

If you do not want to accept the quote, either cancel 
the ticket entirely, or enter notes as to why you are 
rejecting, and click “no” and submit as a rejection. 



AFTER THE TRIP



AFTER THE TRIP
After the trip takes place, the trip will be invoiced. If 
the amount invoiced is the same as quoted, there is 
no further action needed. Transportation invoices the 
trip and it goes directly to Accounts Payable. You will 
receive an email with a PDF of the invoice to keep for 
your records. 

If the amount is different from the amount quoted, 
you will need to approve it through Laserfiche. 
Accounts Payable will contact you if needed for any 
further action they need from you. 

ALL DONE!



TIPS // IMPORTANT INFO



• Trip requests are due at minimum three weeks prior to departure. Please note that dates fill 
up months in advance, and waiting until three weeks prior is not sufficient time in many cases. 

• Trip requests must be approved by the campus at minimum two weeks prior to departure. 

• Suburbans and buses need to be on separate requests.

• To find the instance number, you can hover over the column “Instance” In your inbox and the 
full title including instance number will appear.

• To find out the status of your request, go to “Completed Tasks” and click into the instance. 
Make sure that “Details” are displayed on the right hand side and it will show you what step 
your request is in. It will say “XXPERSON is in process with this task” and the step name. 

• For questions/changes/confirmations for a trip, all communication must go through you, the 
submitter. Teachers and other personnel will be directed back to you to avoid confusion. 

TIPS/IMPORTANT INFO

FOR MORE INFORMATION PLEASE VISIT: WWW.EISD.NET/TRANSPORTATION
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