
How To:
Submit Your Time Card

Rev. 04/27/2023

These instructions may be followed when submitting 
your Driver Time Card each week. Please note that 
your time card must be submitted no later than 12pm 
on the Monday following each pay period.



Step 1
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Log into the Yankee Trails Drivers’ Portal (http://www.yankeetrails.com/drivers/) using the email 
address on file with Yankee Trails, and the last 4 digits of your social security number (password).



Step 2
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On the next screen click the tile labeled TIME CARD



Step 3
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Make sure the proper date is selected for the payroll week you are submitting (Time Cards for 
Week Ending: XXXXXXX). If this date is incorrect, select the proper Week Ending date from the 
dropdown menu and click Update View. Begin by selecting Day/Date you are adding to time card.
Carefully read the directions on this page before  completing your time card.



Step 4
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Choose from the correct WORK TYPE dropdown based on the work you did that day.
NOTE: IF you have selected CONTRACT TOUR, choose the appropriate Contract Tour from the 
dropdown menu (see next slide for description of Work Types) and skip to STEP 9, assuming the 
Contract Tour will last the duration of the current pay period. Otherwise, proceed to STEP 5.



Work Types
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• Tours NY Individually sold tours by Yankee Trails, that originate from our NY headquarters

• Tours FL Individually sold tours by Yankee Trails, that originate from our office in FL

• Santas Magical Express Yankee Trails produced show that takes place in NY

• Charters NY Group charters where the bus originates from our NY headquarters

• Contract Tour Multi-day, OTR (Over-The-Road) non-Yankee Trails Tour Director escorted work

• Hudson Correctional NY based service running in the AM/PM to Hudson Correctional Facility

• Hoosick Falls Line NY based service running in the Am/PM to Bennington, VT and back to Albany, NY

• Cushion Time spent as a passenger of a Yankee Trails vehicle (non-driving)

• Driving YT Van Time spent driving non-Yankee Trails BUS (could be van, car, rental car, etc., just not a bus)

• Training Time spent training (this could include both “classroom” and/or behind the wheel)

• Charters FL Group charters where the bus originates from FL

• Academy Services provided on behalf of Academy Bus

• Mears Services provided on behalf of Mears Transportation

• Cruise Express NY Cruise Express shuttle service originating from our NY headquarters

• Cruise Express FL Cruise Express shuttle service originating from FL



Step 5
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Use the next dropdown menu to select the time you STARTED this work type/assignment. This 
would be the time you began your pre-trip inspection in most cases. 



Step 6
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Use the dropdown menu to select the time you ENDED this work type/assignment.

NOTE: Pay attention to the DAY as the dropdown list may include the next day. 



Step 7
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Enter the number of miles driven as part of the work type/assignment being entered.

NOTE: This only applies to trips where the mileage pay could potentially exceed the hourly pay 
when applicable (see Driver Handbook for more details)



Step 8
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Click CALCULATE to view the FLAT PAY (if applicable), HOURLY PAY and MILEAGE PAY that will be 
used to determine the BEST PAY.



Step 9
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Click ADD TO TIME CARD.
Repeat Steps 3 thru 9 for each day worked during the respective pay period, UNLESS you have 
selected the Work Type: Contract Tour which lasts for the duration of the current pay period, in 
which case you will skip to Step 13. (NOTE: See “FORGOT TO SUBMIT TIME CARD”)



Step 10
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Under Charter # / Comments be sure to include comments that are associated with the work 
you are requesting to be paid for, that does not align with a work assignment that appeared in 
your Driver Portal for the week (ie. Training), or may explain why you are requesting to be paid 
for something that is “abnormal” or unexpected during your work assignment (ie. Extensive 
Traffic, etc.) Failure to do so will likely result in a response from the Payroll Department asking for 
more information before you can be paid.



Step 11 (FINAL STEP!)
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DO NOT FORGET TO COMPLETE THIS STEP! 

Click SUBMIT TIME CARD FOR REVIEW. This will submit your completed time card to our Payroll 
Department for review. If there are any questions or issues with your submitted time card, you 
will be notified within 24 hours at which time you must respond IMMEDIATELY (within 24 hours). 
Failure to do so could result in a different payment than you were expecting.
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NOTE: If it is necessary for you to RE-OPEN TIME CARD FOR EDITING (ie. a change is
Necessary AFTER you have submitted to the Payroll Department), click this button which will 
provide you with the opportunity to DELETE or ADD additional day/date entries, or additional 
Charter # / Comments entries. Once you have done so, do not forget to SUBMIT TIME CARD 
FOR REVIEW again, as noted in Step 11.

Once your time card has been submitted, an email confirmation will be sent to your email 
address that we have on file, displaying the information that has been given to our Payroll 
Department.
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Once the Payroll Department reviews your time card, you may receive notice that there
were discrepancies found that require further explanation. This notice will be in the form 
of an email that is sent to the same email address we have on file for you. You will have 24
hours to respond to this notice. Failure to do so could result in a different payment than you 
were expecting.

SEE NEXT SLIDE FOR “FORGOT TO SUBMIT MY TIME CARD”
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Forgot To Submit My Time Card
(or you missed the Monday/12 Noon deadline)

In the event you forget to submit your time card, or you miss the deadline of Monday at 12 noon, 
please follow these instructions:

For each of the days worked during the previous (missed) week, follow Steps 3 thru 9, creating a new 
entry for the DAY in which you worked that coincides with the day you worked during the current 
week.

For Example: You are filling out your time card for the Week Ending April 23, 2023. During the previous 
week you worked on Monday, April 17th. However, you worked the week before (Week Ending April 16, 
2023) but forgot to submit your time card. If you worked on April 10th, you would add a SECOND ENTRY 
for Monday, April 17th. You will enter the information required in Steps 5 thru 9 as though you were 
entering it for April 10th. You will continue to do this for each day that you missed for the Week Ending 
April 16th, adding the days to the time card for the Week Ending April 23rd. When complete, your time 
card will have multiple entries for each day of the Week Ending April 23rd on which you worked the 
corresponding days the week before. The final step is to include a set of Comments that instruct the 
Payroll Department as to why you are ending a time card in with multiple entries for each day this 
applies. A suggested comment could be:

2nd Entry for Monday, 4/17 is actually for Monday, 4/10 (time card never submitted)
2nd Entry for Tuesday, 4/18 is actually for Tuesday, 4/11 (time card never submitted)
2nd Entry for Wednesday, 4/19 is actually for Wednesday, 4/12 (time card never submitted)

You should also send an email to payroll@yankeetrails.com, notifying them that you will be submitting 
a time card with double entries due to missing the time card submission for the prior week.
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