Travel Tracker
by app

Quick Reference for School Financial Secretaries/Bookkeepers

The Travel Tracker makes tracking payments for field/athletic/staff trips easy and efficient. As a school
financial secretary/bookkeeper, you will be responsible for sending in payments for trips as the trips are
completed and invoices generated. There are two ways to mark invoice items as payment sent — the first
is from the list of Pending Payments and the second is directly from the invoice document. Both are
described below.

When the person who is responsible for
payments signs on, they have access to the tabs

. Main School Finance Invoices Calendar Reports
shown at the right.

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

view vehicle reservations for trips that you o [
have created. For detailed instructions for

. . Testing Tray
these options, refer to the End User Guide and
the End User Quick Reference. Submit a Request
I

Your Assignments

Vehicle Mileage Mot Entered

Guides

End User Guide

Quick References
School Secretaries

End Users

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 Trz
refer to the End User Guide and the End User

Quick Reference

Trip Calendar

Calendar
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http://appgarden1.app-garden.com/traveltracker/traveltrackenduser.htm

When the person who is responsible for
payments signs on, they will default to the
School Finance Tab. Under the School
Finance Tab, they have the options shown to
the left.

Pending Payment

Trip Requests

Require Third Party Payment
Vehicle Mileage Not Entered

Assignments for My School

Quick Reference

School Secretaries

Viewing trips that are ready for payment - regardless of the invoice

invoice they are on.

We have provided an easy way to see only outstanding trips that need to be paid, regardless of what

Click on the School Finance tab

Main School Finance Calendar Reports

Click on the Pending Payment menu option.

released by transportation for payment.

particular date.

View the invoice status of Approved for Payment. This will provide a list of all trips that have been

When you view Invoice Status of Paid for a particular date sent, this will list out all the invoices paid on a

You can filter by Trip Type and Field Trip event. You also have several sorting options.
When you click on Compute, the total checked “Sent” below will compute.

The Print button on this screen will print out the invoices listed.
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s |

Re

q . . Ot Trp FT
Lo 348 West Brunswick nghE Sts ﬁpprouedfﬂr?a}rmentlﬂ ont All E| All All

Typ Ewnt

ot @ Pickup Date ' Reqguesting Location ) Trip Nbr ) Vehicle Type ' Viehicle Owner ' Viehicle Nbr

Total Cost of Assignments Using Criteria Above: $2,402.14

Total Checked "Sent” Below: $0.00

Enter check number to be used when marking vehicle assignments below as "Sent™

il R “*You must confirm your changes before you leave this page. =

If you click on the Tips for Paying Invoices button, you will get additional help for paying invoices.

Tips for Paying Invoices

1. Click on the "Sent” checkbox for each item that you are paying.

2. After marking all items, note the Total marked as sent atthe top - this should be your check amount.
3. Enter your check number in the box atthe top.

4. Click on Confirm - this will mark all items and clear the tatal.

5. Change Invoice Status to "Payment Sent” and choose today's date from the date sent dropdown.

6. Click on the Print button to print documentation of items that were paid with this check.

You can mark multiple items from this screen _ .
as Payment Sent, however, you MUST use the | Frefet 912659 Approved e
confirm button at the top before leaving the Source oo ,
screen to save the changes. Pending Changein | . sent -

) . . ) ot Select
the Actions column will remind you to click on

X Type Diriver, M&Crth
Confirm Changes. P —

Paid

Do Nt Bill

Once the item has been marked as Sent, it will
no longer be listed in this view.
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To print the invoices that you have paid, click
on the drop down arrow next to Status and
change it to “Payment Sent” and change the
date sent to today’s date. This will give you
the list of all the invoices you have paid today.
You can click on the Print button to print out
documentation of what was paid.

Re
Lo

q 1 - ;
. 348 West Brunswick High El Sts

Payment Sent

[=] 5 [ 0811712016 [ =]

If you need to review the invoice or would like
to add a comment, you can click on the trip
number to open the invoice. The top part of
the invoice indicates the Trip number,
destination, Date and trip requestor and any
additional funding information. The Print
button at the top will allow you to print a copy
of the invoice if needed.

348 West Brunswick High

ion Edenton High

Vehicle Location

Vehicle Type

Funding Source

Vehicle Phones

Pickup 5/31/16 5:45 AM
Return 5/31/16 3:00 PM
000 Transportation

Activity Bus

5845 [+]

7951 271 660000 9999

Change

[7] cheok to retain

Trip Submitted By Ccdeveloper@cookconsulting.net

Trip Type

Location Zone

Field Trip Band
Zone 001

Trip ek 2016-23 Bid 1d Not Found

Trip Hrs

Current Owner

Vehicle Humber

925

appgowner2@gmail.com

2003 [ change

Fnd Approver appgtests@gmail.com Fnd Payment

Teacher

Created 5/24/16 11:46 AM By cdeveloper@cookconsulting.net

The Ending Vehicle Use section showsthe | = "7
breakdown of charges for this trip. - -
N B e e
The total cost indicates the payment that is due
for this trip. e
s Select $0.00 | cnesktorstan $0.00
w e
Scroll to the bottom and you will see the
information for payment. When you are
sending a check for this trip, fill in the check e e i 0t
number and then click on the Payment Sent I Amt
Invoice Status Approved By Payment Sant By Pald By Do Not Blll By

button. This will indicate to the person
receiving the payment that you have sent a
check for this. You also have the option to add
a comment that will be seen by the person
posting the payment.

%) aApproved for Paymant
Paymant sant

Submit

appgtrans 1@gmail. ¢
211517 12:43 PM

Check Nbr

o

Comments for Perscn Responslble for Payment
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Once you click on Payment sent you will see
your userid listed in the “Payment Sent By”
section.

Note the Invoice Number. You can include the
invoice number and trip number on the check
if you would like.

Click on Submit.

Payment Infgpfiation

Do Hot Bl By

Trip Cd 419 Ifv Nbr 34816084 18w Dt 2016/08
Inv Amt $160. 76
Invoice Status Approved By Payment Sant By Pald By
% payment Sent appgtrans 1@gnnail.com || appgtest 1@gmail. com
271517 12:43 PM 410717 2:10 PM

Check Nbr

Commants for Pareon Responslbie for Paymant

| Submit |

Viewing all the trips for your location

The Trip Request option allows you to view all
the trips for your location. This allows you to
see all the trips that have been scheduled at
your location and where in the approval
process they are at.

You have several options for sorting the trips
and you have the option to view a particular
trip by selecting the trip number from the drop
down box next to Trip Number.

n JOUECICREWISE Coender  Reports

Testing Travel Tracker
Pending Payment Requesting Location
Trip Requests

Require Third Party Payment

348 West Brunswick High ¥

® Pickup Date © Trip Nbr O Location

Vehicle Mileag Not Entered (=] All Trips © Trips From This Day Forward

Trip Number

Submitter

r Al ¥

Vehicle Type

Date Submitted (Latest First)

Viewing trips that require a third party payment

provided a view to quickly see all of these trips.

Some trips may require that a payment or deposit be paid to a third party prior to the trip. We have

Click on the School Finance tab and then click
on the Require Third Party Payment option.

Panding Paymant
Trip Requests
\iahlcle Mileage Hot Entared

agslgnments for My School

Quick Reference
School Secretaries
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There will be a column in this view called
Third Party that will give you information
about the Third party payment.

‘Third Party

Will Pick Up Check
$100.00
Joe Smith

Will Pick Up Check
G000
Joe Smith

Mail Check
50.00
Brunswick Town
Museum

To get additional information such as the
address and comments, open up the Trip
request.

Are funds payable to a third party?
(Dioes the venue need a check shead of time7)

Amount of Payment

Payment Optiocn

Payment Due Te

® Yes O No

50.00

) Mail Check

) School System Credit Card
@® Will Pick Up Check

John Brocks

123 Main 5t
Anywhere, NC 80TE5

Comments Concemning Payment

Check is nesded = week before the trip|

Entering Trip Mileage

Pending Payment

We have provided a view to enter the trip mileage
for multiple trips. From the School Finance tab,
click on the Vehicle Mileage Not Entered option.

Trip Requests

Require Third Party Payment

Vehicle Mileage Not Entered

Assignments for My School

Quick Reference

School Secretaries

Each trip that has not had mileage entered will be
listed. There will be a column for estimated
mileage and beginning and ending odometer
reading. Enter the beginning and ending odometer
reading for one trip or multiple trips and hit the
Compute button. When you hit the compute
button, you will see the message

to remind you that you will have to click on the
Confirm Changes button at the top of the screen to
save the mileage that you have entered.

Estimated iles Computed Miles | ApprovalsFayments
B6.6 Beginning Ending
Cdometer Cdometer hop
Sent
R BT 0
Paid
Pickup Miles  Subtracted 10.00
nv J421410FYB
Compute [E=X=0]
161.93 Beginning Ending
Odometer Odometer fep
Sent
R T s =
Paid
Pickup Miles ~ Subtracted  10.00
nv 3431407FYB

Estimated Miles Computed Miles
666 Beginning Ending
Cdometer Odometer

o] ™ 7000

1,000] |

Subtracted 10.00

om

Pickup Miles
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Confirm Changes

=You must confirm your changes before you leave this page. **

Assignments for My School

We have provided a view of all the vehicle
assignments for your school.

Panding Payment
Trip Requests
Require Third Party Payment

Vahlcle Mileage Not Entered

Apalgnments Tor My Schoo

GQuick Reference

Zchool Sacretarles

When viewing the vehicle assignments, you have the
option to Download the Trip Ticket or the Trip Ticket
with Directions.

When you click on Download Trip Ticket, you will
have the option to open or save a Word document that
contains all the trip information and has sections
where the odometer readings and passenger numbers
can be logged as well as any comments about this trip.
The driver and person responsible for the trip will sign
and date this form at the end of the trip.

Trip Hbr/Sch/Trip Sub By  Pkup/Return Trip Funding |
415 B1TME Field Trip EC Dept
348 West Brunswick High 1:00 PM Brunswick appgtests
appoteacht g17Mg  Community 1000 271

soopy  COMeOS 660000
Cowniosd ] ’ Downiza Trp Adults 7 342 0333
Trp TRt TRUDIrectins
Students 20
Vehicle: 7020 Trip #: 558 Date: Friday 08/18/2017

Vehicle Lacation: 348 West Brunswick High

Pickup: 08/18/2017 08:00:00 AM
Total # of Vehicles: 2

Return: 08/18/2017 01:00:00 PM
Estimated Hours: 5

Type of Trip: Field Trip / Standard Field Trip
Grade Level: 12

uester: appgteach1@gmail.com
e: Ms. Smith

ne #: 704-555-4443
Emergency Contact Name: Ms. Smith
Emergency Contact Phone # 704-555-4444
Staps on the way:

Stops on the return:

From: 348 West Brunswick High

To: 308 Brunswick County Academy
Destination Agaress:

1108 Ocean Huy E

Bolivia NC 28422

Other drivers/vehicles on this trip:
8072

Comments:

Post Trip Comments: (If you need extra space, please write post trip comments on the back). Comments on back __Yes__No

Date/Time
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Entering Driver Hours

Driver hours can be entered in an invoice that
has not yet been approved.

From the Assignments for My School option,
Use the sorting options to find the trip where you
would like to enter Driver hours. Click on the
trip number to open the assignment. Scroll to
the Ending Vehicle Use section and enter the
Driver hours. You can enter the actual start and
end times and then click on compute or you can
enter the total hours. Note: You can also enter
the Beginning and Ending Odometer readings
from here.

Ending Vehicle Use

Driver Cost Driver Name

Benafis:

Fickup Ferson

Driver #1

Start Time
BOAM |[®

Select

$0.00| | ceck torstam

@] [ compute

@] [ compute

subtractea

Driver!

5.00] Ratai

0.00] oter

$11.08

Email

Rate

driver@gmail.com

Driver Prone

§11.00

$8.00 [ ¢

S0.00 | ca

704-279-1234

‘cneskto rstain

$55.00

$0.00

$0.00

yyyyyyyyyy

§36.33

Paying Invoices / Seeing Invoice History

Click on the Invoices tab to see all invoice
information.

Main School Finance Calendar Reports:

The invoices are broken out by Non-Yellow
buses and Yellow Buses. You can also view
approved trips by trip number and you can
display special invoices.

Invoices are compiled into a monthly total that
shows in this list. For example, the invoice
number is the school number, 2 digit year and
2 digit month and then a letter that indicates if
it is athletic, Field trip or staff trip. So

Non-Yellow Bus Invoices

Yellow Bus Invoices

Mot Approved for Payment

Invoice Nbr
34513104
3481310F
34813105
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Invoices for school 348 for October 2015
Athletic trips would be 3481510A.

This list allows you to easily identify which
invoices still have trips where the payment has
not been posted. Invoices that show an amount

Invoice Total Amount Paid Amount Due
361.25 $61.25 50.00
$150.08 50.00 515003
58250 50.00 $82.50

due have trips associated with them that are
ready to be paid.

Each monthly invoice is comprised of
individual trips from that month. Click on an
invoice number to open the details.

- InvoiceMor
34315044

3431504F

34315004

Each invoice provides detailed information regarding the individual trips that comprise the invoice.

School: 343 West Brunswick High
Trip Type: Field Trip
Invoice Number: 3481708F Miles Charged: 265.94
Vehicle Cost
Total Miles 5“:’.“."?”"‘” Miles Mileage Driver Fuel Additional Total Amount
Driven : lleage Charged Cost Cost Cost Cost Cost Du
or Pickup
28584 30.00 26594 S7ETE2 50.00 56645 515.00 $879.31 $879.31
Note: Summary mileage and cost totals at the top do not include "Do Not Bill" and "Pending" items that may show in the list below.
Previous Next
All Trips '® Trips From This Day Forward
i Trip. Vehicle MilCst | Total Costs Actions
541 837 Field Trip 2021 Per 23714 wi ET1M.4Z | OvrAll  Approwed f Tot 1
248 West Brunswick High 1000 Campbel Activity Bus we  S000 o ooo Oth $8429 sts t Cst
Sub By AM University 343 West Brunswick  Cst Tot STIET | L e Approved -
appgteachi 8317 High . e ' 3
400 PM Owner . S = Sent
— appgownert Type  DriverMiOt )
Oownload
e Pot  100% Paid
Apprvr sppgtests Do Nt Bill
550 2i4M7 Field Trip 2021 P 14.40 M $43.20 mgg e OVIANl  Approved for Tot
e cno0 Inv 2481708F $51.80
343 West Brunswick High SDDAM  Brunswick Activity Bus Hr " gopppp Ot SBED 2E (=i
Communit; -
Sub By S‘:"” College ! a?:h‘Nes‘ Srunsuick et Tot 5180 namot $s140 Approved S181T
appgteachi 1200 Sent
PM Owner Faid
Downiad T appgownert Do Nt Bill
Tht
552 81117 Field Trip 2021 Per 14.40 Mi  $4320 Inv 248170BF OvrAll Sts Pending Tot Cst $51.20
343 West Brunswick High S:DDAM  Brunswick Activity Bus we  SDO0 o ooo Oth  SEE0
Cor it Fnd/Tot $51.80 Approved
Sub By sM117 mmunity 343 West Brunswick Cst Tot S51.80
. College High Sent
sppgteachi 1200 Paid
PM Owner
5 Do NtEill
Doankad T appgaviner
[

From the Invoices tab, you also have the option to
see all invoices that have not been approved for
payment.

Requesting Location 343 West Brunswick High v
Year/Month All

Mileage Enterea? Yes O No ® Al

Vehicle Type Al

Trip Type Al FTE Al
ShowInvoices Not Computea? (D) © Yes ® No
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Reports

You have the option to export the s
Assignment/Trip information to Excel. Click s

on the _Repots tab, make your selections and EEE— f:‘:::’;i:::‘:lym_
then click on Export to Excel. e R —

I

Export to Excel (Windows) J§ Export to Excel (Mac)

Quick Reference

Using the Reporting Export

Having the trip assignment information available in Excel, gives you the ability to create custom reports.

Printed By
Date 4/19/17 12:00 AM . MlTeshe  [Reiestor [ Destinaton  [7] Diver Cost

Leave Date_ Leave Tim

2015 04/30 08:00:00 AM 2015 04/30 11:30:00 AM Brunswick County Bowling Center X X X 1510.60) (51.58) [ X (57.18) N

66.5 Athletic Tl alength’d 2015 04/30 03:00:00 PM 2015 04/30 07-00:00 PM 326 North Brunswick High $113.20 $0.00 5169.80 N
66,6 Athletic  Thisis a length® 2015 04/30 03:00:00 PM 2015 04/30 07:00:00 PM 326 North Brunswick High . X X X $0.00 $0.00 L L §5.00 N
348 West Brunsw gt 281,98 Staft 5 2015 04/30 10:00:00 AM 2015 04/30 12:00:00 PM  Campbell University 23198 5075 50.00 50.00 $173.99 $69.35 $0.00 $0.00 524335 N
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