
Searching a Trip in 
VersaTrans TripTracker



This is your main page.

To search for a trip go to 
the top right toolbar and 
put your curser over Trips 
(1). 

A drop down will appear, 
scroll down and click on 
Search Trips (2). 
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The Trip Search screen will 
come up. Here, there are 
many ways to search. If you 
know the Trip ID # (3), type 
it in and the search will take 
you straight to that trip. 

If you are not sure about the 
Trip ID but you know who 
the original requester is, you 
can use the drop down (4) to 
find that requester’s name. 
Once you find the name, 
click on it.

The Account Name  (5) or 
the Scheduled Dates are two 
other ways to search.

For Scheduled Dates (6) you 
can search by the exact trip 
date, Ex. From 10/10/2008  
To 10/10/2008 or if you 
know approximate date, Ex. 
From 10/1/2008 To
10/15/2008.

Once you have entered your 
trip information click on 
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Your Search Results will 
show up on the bottom of 
the page. If there is more 
than one page of results you 
will see the Next button (8) 
below your results.  You can 
click on this button to view 
the next page.

Click on the Trip Name (9) 
once you found the one you 
are searching for. 
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You are now at the Trip 
Details page.

From this page you can 
check the Status (10) of 
you trip to see which step 
it is on.  (The  status’ are 
Unsubmitted, Requested, 
Approved or Rejected, 
scheduled, Completed, 
Awaiting Payment, Paid, 
and Cancelled.)

You will also receive an 
email with each step. 

To check who your driver 
will be and what bus will 
be used click Scheduling
(11) on the trip toolbar.
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This will show you your driver 
and bus scheduled for your 
trip.

If there is more than one bus 
needed for the trip you will 
see #2 (12) in the information 
box.  You can click on #2 to 
see the second driver and bus 
scheduled for your trip.

To return to the details page 
click Trip Details (13).

To get back to your main page 
click                      (14).
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