Travel Tracker
by app

Quick Reference for Overnight/Out-of-State trips

The person who creates the Board Report needs to be able to view the overnight/out-of-state trips. They
have the ability to export the Overnight/Out-of-State trips to an Excel spreadsheet and then manage the
data for presentation to the Board for approval.

When the person who creates the board report m . »
signs on, they have access to the tabs shown at :
the right.

Calendar  Reports

On the Main tab, you can submit a trip request, m
view trip requests that you have created and

view vehicle reservations for trips that you Submit )
have created. For detailed instructions for S —— |

these options, refer to the End User Guide and

the End User Quick Reference. Your Vehicle Assignments

Vehicle Mileage Mot
Entered

Guides

End User Guide

Quick References
End Users

Crwernight'Cut-of- State
Trips

On the Calendar tab, you have the option to

view the vehicle calendar and the trip calendar.
For detailed instructions for these options, Testing Travel Tracker
refer to the End User Guide and the End User

Quick Reference. .

Trip Calendar

Main Trip Approval Calendar Reports
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Viewing overnight/Out-of-State trips

To view the Overnight/Out-of-State trips, click

Main Trip Approval Calendar Reports

If you would like to get an estimate of what the
trip will cost, scroll through the trip request
until you get to the section labeled Trip
Estimator. Click on the arrow next to Trip
Estimator to open the trip estimator.

The costs are calculated from the information
that was entered in the trip request.

on the Trip Approval tab. Any trips awaiting e
your approval will be listed.
To approve or Deny an Overnight/Out-of-State Panding Approvel Sort By.
trip, you must be listed in the location tables as Pending Approval - Al
N Levels (Sortable) AllTr
the Overnight/Out-of-State Approver. —
Daily Vehicle Schedule
Location Approvers - All
Assignments by Location
Cvernight'00 5 Trips
You have several options for sorting the trips.
Sort By: & Pickup Date ' Trip Nbr ) Location ) Submitter ' Vehicle Type ) Date Submitted (Latest First) ) Destination
Page <<First | < Previow:
All Trips ® Trips From This Day Forward
To see the details of the trip, click anywhere in | i Dm—"—""
the trip information to open the trip request. e ot P ” o v
343 Wes\ Bllmswlck High 34 10/17/13 7.00 AM Field Trip 1 appgcurr1 @gmail.com
w Trip Estimator (click to open and enter information for estimating trip cost)

The trip estimator provides an estimate based on the information entered on the trip request as well as additional information entered into the boxes

below. This estimate is for planning purpuses only
not be billed through this system depending on h

#\ehicles
Round Trip Miles Per Vehicle

Total Miles
Cost Per Mile
‘Additional Cost Per Mile

Mileage Cost
Fuel Cost

#of Students
‘enue Cost Per Student
Wenue Cost

Driver Hours Per Driver
District-Wide Driver Rate
Driver Costs

Standard

#of Substitutes

Substitute Cest Per Substitute

Substitute Costs

Standard Trip Fee

Other Costs

Estimated Trip Cost

Student

Cost Per Student Paid by

1.00
.01

70.01

$1.50
$1.00

2800
517.00

90.00

Check here to retain driver hrs.

Computed

Computed

Computed

d the actual cost of the trip may vary. Costs such as the driver costs and/or substitute costs may
jstrict invoices but will provide approvers with an overall estimate of all costs involved
d

§175.02
50.00

50.00

5476.00

50.00
50.00
.00
$651.02

$32.55
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Scroll to the bottom to the Approval Section.
Enter comments if desired.

To approve the trip request, click on the circle
to the left of “Approved”.

To deny the request, click on the circle to the
left of “Denied”. If you deny a trip, you should
enter the reason why in the comment area.
These comments will be emailed back to the
requestor along with the indication that the trip
has been denied.

Central Office Approval for Overnight or Out-of-State Field Trips

Comment

CO Approver Decision ) Approved ' Denied

Designated Approver appotest2@gmail.com
Name

Decision Date

Once you select your option you will see the
Approved/Denied, your name and the date.

Central Office Approval for Overnight or Out-of-State Field Trips

Comment

You can click on Print to print the trip request. CO Approver Decision Approved
Name appgtest2 @gmail.com
R R . Decision Date Feb 17, 2016 11:35:41 AM
Click on Submit to submit the request.
If you would like to email any information to
Request Status Pending Loc ation Approval

the trip requester or anybody else associated
with the trip, click on the Send Email button
before you submit the request. This provides
an easy way to communicate about the trip.
This will open a window where you can type a
message to the trip requester. Their email is
automatically shown in the Send To: box.
Note — you can edit this and send to someone
else if needed. If you would like to send to
multiple email addresses, you need to put a
semi-colon between the email addresses.
Your email address will automatically be sent
as the reply to email. When the requester
receives the email, they can reply and it will
come to your regular email. There will be a
link to the trip in the email message that is
sent.

Final Approval Date

Reschedule Trip Cancel Trip/Reservations Create Duplicate Request l\;) Save Current Trip Send Email Comments

Email To Requester - You may change the "Send To" name on this
email

lppgteach1@gmail.com

Send To

Subject :

Message :
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To see all the Overnight/Out-of-State trips WG on Wy TR ABBEOU |t Looson | S5 .
regardless of the status, click on the menu Pending Approval  Pickup Date  Trp Nbr © Loca
Option of Overnlght/OSS Trips. This will Eevels Booraii™ ™ @ All Trips C Trips From This Day Forward
show where in the approval process the trips Oy Wik Soncule e e o
are. | | ez (o
Error T
Generating the Overnight Out of State Board Report
The Reports tab gives you the option to export _ _
Main Trip Approval Calendar Reports

data from the Travel Tracker application to an
Excel spreadsheet.

Click on the Reports tab, make your selections
and then click on Export to Excel.

Reports

Testing Travel Tracker

Requesting Location 348 West Brunswick High ¥ Export to Excel
Reports
Funding Approver/Payment| All v

Across the bottom of the spreadsheet are tabs.
Select the Trips tab.

Assignments

Assignment Reports Dashboard | Trips | Trip Reports

Fan)
® |

Put a check mark in the Status field and in the
Overnight/Out of State field.

Commenss [ Data/Time Spit. [ Type Of Vehicle  [] Spedil Indcators ] Packed Lunches Info (] Custom Fields
| Gveright/Out of State.

Deciveides DTG [Schoolttier [ Avachmens.

Click on the drop down arrow in the Overnight
or Out of State column and select YES.

Click on the drop down arrow in the Status
column and select pending CO approval.

Owvernight
or Out of

Any trips that are Overnight/Out-of-State and
are in a pending status will be listed.
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Print the spreadsheet through Excel. Your
name and date will automatically be printed on
the Excel spreadsheet.

CO1 Test
10/16/13
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