Travel Tracker
by app

Quick Reference for Posting Payments

The Travel Tracker makes tracking payments for field/athletic/staff trips easy and efficient. Finance users
and transportation users who are responsible for posting payments have several options for marking
invoices as Paid. There are two ways to post payments — from the School Finance tab and from the
Invoices tab. Both are described below.

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

Main Finance De Imroices Calendar R
the tabs shown at the right. ” il

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 Submit a Request
have created. For detailed instructions for

these options, refer to the End User Guide and TR T
the End User Quick Reference. Vehicle Mileage Not Entered
Guides

End User Guide

Quick References

End Users

Posting Payments

On the Calendar tab, you have the option to

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

and the End User Quick Reference.

Trip Calendar

Main Finance Dept Imeoices Calendar Reports

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

Payment by Trip Number
Invoices by Status

Trip Requests by Location
Trip Requests by Trip Nbr

Require Third Party
Payment

Vehicle Assignments

Special Invoices by
Location

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

We have provided an easy way to see only outstanding trips that require the payment to be posted,

regardless of what invoice they are on.

Click on the Finance Department tab.

Main Imeoices Calendar Reports

Click on the Pending Payment by Location to
view trips by location.

|

You have the option to review trips by
Requesting Location, Invoice status, Date Sent,
Trip Type and Field Trip Event. You can sort
by Pickup Date, Requesting Location, Trip
Number, Vehicle Type, Vehicle Owner and
Vehicle Number. When you view the trips by
Payment sent, you will be viewing all the trips
that have had the payment sent by the school
secretary.

As you mark items below as paid, the Total
Checked “Paid” Below will calculate.

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

Req Loc | All v | st | Payment sent v | otset| Al ¥ | 7pTyp [ All v | FrEwnt[ Al

SortBy (% pickup Date Requesting Location Trip Nbr Vehicle Type Vehicle Owner Vehicle Nbr

Total Cost of Assignments Using Criteria Above: $0.00
Total Checked "Sent" Below: $0.00
Total Checked "Paid” Below: $0.00

Enter reference number to be used when marking vehicle assignments below as "Paid™

(i RO ERGESS “*You must confirm your changes before you leave this page. **

=, Print

If you click on the Tips for Receiving Payment
button, you will get additional help for posting
payments.

Tips for Receiving Payment I
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1. Click on the school you are working
with from the dropdown filter.

2. Optionally, select the check date from
the date dropdown. This may help you
narrow the selection down to the trips
that were paid on a particular check.

3. Click on the "Paid" checkbox next to
each trip that you are receiving. The
total will adjust as you click each
item. You can confirm your total
against the check total.

4. Enter your reference number. This
could be a journal number, batch
number, etc.

5. Click on "Confirm." This will mark all
items and clear the total.

Tips for Receiving Payment

1. Click on the school you are working with from the dropdown filter.

2. Optionally, select the check date from the date dropdown. This may help you narrow the selection
down to the trips that were paid on a particular check.
3. Click on the "Paid” checkbox next to each trip that you are receiving. The total will adjust as you click
each item. You can confirm your total against the check total.

4. Enter your reference number.  This could be a journal number, batch number, etc.
5. Click on "Confirm.” This will mark all items and clear the total.

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

Req Loc | All ¥ | sts | Payment Sent ¥ | Dtsnt| 07/092015 v
MiCst Total Costs Actions
-5.30 Mi ($10.80) Approved 5815
52,0000 Oth 5342 gant m Tens
Tot  (37.18)
Paid
Do Mot
Bill
Inw  2481504F
Chk# 485
0.00 Mi 50.00 Approved
s000DD  Oth 33954 sent
Tot  535.54
Paid
Do Not
Bill
Inw 3481504F
Chhks# 345
0.00 Mi 2000 Approved TIB15
52.0000 Oth 53854 gen TIN5
Tot 53954
Paid
Do Not
Bill

Click on the Payment by Trip Number menu
option to view trips by trip number.

o]

Enter the trip number to bring up the trip
summary in the table.

As you mark items below as paid, the Total
Checked “Paid” Below will calculate.

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

Trip Number

|~

Print

Total Checked "Sent” Below: 50.00
Total Checked "Paid” Below: 50.00

Enter reference number to be used when marking vehicle assignments below as "Paid”

(R EROEEY **You must confirm your changes before you leave this page. **
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From either view, you can enter a reference
number and then check Paid for multiple items

Enter reference number to be used when marking vehicle assignments below as "Faid”:

*=You must confirm your changes before you leave this page. =
in the Action column. You can mark multiple
items from this screen, however, you MUST
use the confirm button at the top before leaving —

- Apprud 1172613

the screen to save the changes. Pending ”
Change in the Actions column will remind you | = < "
to click on Confirm Changes. oo
Once the item has been marked as Paid, it will Apprug 213113
no longer be listed in this view. s 4 2t

Paid
If you need to review the invoice or would like | jesessomer
to add a comment, you can click on the trip Vetcte Location. [ 398 WesI Brunawick Figh ¥ Camentowner  appgowneri @amalcom
number to open the invoice. The top part of e rovmonren RS

the invoice indicates the Trip number,
destination, Date and trip requestor and any
additional funding information.

The Ending Vehicle Use section shows the
breakdown of charges for this trip.

The total cost indicates the payment that is due
for this trip.

Trip Hours 2.00 Bid Id 1
Cross Country

ail.co

Zone 001 Time Period/Hrs Trip Year/Week 2015-49
Destination/Description 334 South Brunswick High Trip Type Athletic
Funding § spaz v | ) chesk to retin FUMing Approver ail.com
7954 271 660000 9999
3rd Grade Team - Student Activities
Vehicle Phanes Teacher

Trip Submitted By appgteach@gmail com Reservation Created By appgowner] @gmail.com

10/26M5 10:36 AM

Ending ‘Ehicle Use
Driver Cost: Driver Name: Teri Sthoenhardt Driver Ema
Drriver Phane 7045172011 Driver id
Driver Hours 0.00] Driver FateiHr
Driver Overime Howrs ).00) Driver OT Rate/Hr
).00]| Driver Other RateiHr
.00 Driver Cost
Driver Paid
Mileage Cost:
Pdditional Cost Per Mile
Mikes Driven 00
Pickup Miles Subtracted 10.00( Mileage Cost:
Remove Pickup Milss  Rastors Fickup Miles
Fuel Cost: TomiMies 5000 s 1000
$2.99 (Price Per Gal Fuel Cost

Mechanic Assigned for Inspection (Optional):
Additional Cost : Re

Standard Trip Fes

Remove stanaarg Cost
Adgilipnaliee
Additional Cost

tscheenhardt@gmail.com

S3500 | Checkto
~ retain
g5 pp  Checkto

retain

$150.00

$14.95

Rastors Stangarg Cost

$0.00
Total Cost: 164.95
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Scroll to the bottom and you will see the
information for payment. When you are

marking a trip as paid, click on the Paid button.

You can enter a Batch/Journal entry and a
comment.

Once you click on Paid, you will see your
userid listed in the “Paid By” section.

Payment Information

Trip Code 120
Invoice Nbr 20181 SBC
Invoics status [ Approven B [ Payment sent B I Pal & |[De not Bu By
Panding appgtrans | @gmail.com com  appgpayl@gmall.com
117415 415 PM 11/4/15 4:33 PM 472718 2:37 PM
Approven for Payment
Paymant sant
& paid
Do Not BIIl
Check Nbr Payment Commentsfor Person | Check number 123
123 Responsibe far Payment
4
Batch/Journal Entry  FaymentComments for Fersan
Responsible for Posting Payment:
P

Budgeting for Funding Source

Supporting documents can be attached to an
invoice. Click on Choose File, select the file
that you would like to add and then click on
Add. Click on the trash bin to the right of the
file to remove it.

Supporting Documents

Choose File | Mo file chosen

Chaa J suom

Under the Finance Department tab, you also
have the options to view invoices by status,
trip requests, trips that require third party
payment, vehicle assignments and special
invoices.

Demo Trav

Pending Payment by Loc
Payment by Trip Number
Invoices by Status

Trip Requests by Location
Trip Requests by Trip Nbr

Require Third Party
Payment

Vehicle Assignments

Special Invoices by
Location

View invoices by status using the dropdown
arrow next to Invoice Status. You have
multiple options for sorting.

Testing Tra

Pending Payment by Loc

Payment by Trip Number

Select v

Sort By: Select esting Location Trip Nbr Vehicle Type

Approved for Payment )
Enter check numbe| 0o ot Bl vehicle assignments below as "Sent™
Enter reference nuj Paid ing vehicle assignments below as "Paid™
Payment Sent .
Confirm Changes| Pending ur changes before you leave this page. **

Invoice Status:

Vehicle Owner

Vehicle Nbr
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Trip requests can be viewed by location and
sorted.

Pending Payment by Loc

Payment by Trip Number

Invoices by Status

Requesting Location | 348 \West Brunswick High  r

Sort By: ® Pickup Date " Trip Nbr

/Al Trips '® Trips From This Day Forward

Trip Number: Al v

J Location ) Submitter (' Vehicle Type (' Date Submitted (Latest First)

Trip requests can be viewed by Trip Number.

Testing Trav

Pending Payment by Loc
Payment by Trip Number

Invoices by Status

Trip Requests by Location

Trip
Number

Sort By: ) Pickup Date ® Trip Nbr

= All Trips

/ Location

@ = Print

 Submitter ' Vehicle Type ' Date Submitted (Latest First)|

2 Trips From This Day Forward

Trips that require a third party payment can be
viewed.

Pending Payment by Loc
Payment by Trip Number
Invoices by Status

Trip Requests by Location

Trip Requests by Trip Nbr

Regquesting Location: | 348 West Brunswick High

I*! Al Trips ' Trips From This Day Forward
348 West Brunswick High 522 et
appgteachi Approved 2

1176014 811 AM

Vehicle assignments can be viewed by
location.

Testing Trav|

Pending Payment by Loc
Payment by Trip Number
Invoices by Status

Trip Requests by Location
Trip Requests by Trip Nbr

Require Third Party Payment

‘Vehicle Assignments
Requesting Location | Select \d
Sort By: # Pickup Date () Requesting Location ' Trip Nbr ) Vehicle Type ' Vehicle Owner ) Vehicle Nbr
All Trips_‘® Trips From This Day Forward
Pending Payment by Loc Requesting Location | 348 West Brunswick High v
1 i i i i P t by Trip Numb
Special invoices can be viewed by location. ayment by Trip Number
Invoices by Status
Trip R ts by Locati : : -
LPBEHE SRt Si1 80714 Invoice Only
Trip Requests by Trip Nbr 348 West Brunswick High 400 PM  Test to create trip number
- - 82714 348 West Brunswick High
P e i Party Download Trip Ticket JENGNAN
Vehicle Assignments
si2 81214 Invoice Only
Special Invoices by . . X
[ 348 West Brunswick High 400 PM 348 West Brunswick High
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Paying Invoices / Seeing Invoice History

Click on the Invoices tab to see all invoice
information.

Main Finance Department Invoices Calendar Exports

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
Invoices for school 348 for October 2015
Athletic trips would be 3481510A.

Mon-Yellow Bus Invoices

Yellow Bus Invoices

Mot Approved for Payment
By Trip Mbr

All By Funding Approver
Athletic Assignments

Yellow Bus Inv by YriMo

Display Special Invoices

Invoice Nbr
34813104
34581310F
34513105

Invoice Total Amount Paid Amount Due
This list allows you to easily identify which $61.25 $61.25 5$0.00
invoices still have trips where the payment has 515008 <000 c150.08
not been posted. Invoices that show an amount
due have trips associated with them that are $62.50 30.00 38250
ready to be paid.
Each monthly invoice is comprised of

Invoice Nbr

individual trips from that month. Click on an
invoice number to open the details.

34813t|]'a'-1
345813

Each invoice provides detailed information regarding the individual trips that comprise the invoice. These
trips may be marked as paid from this screen as well. You can add a reference number by filling in the

reference number box. If you want to pay for multiple trips on one check, you can do it from this screen —
simply click on box next to Paid in the Approvals/Payments column.
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School: 348 West Brunswick High
Trip Type: Field Trip
Inwoice Number: 3421402F Miles Charged: 22.97

Vehicle Cost
Total Miles s“:‘tirl‘;';":dd Miles Milzage Milzage Driver Gas Other Total Amount
Driven -20 Charged Rate Cost Cost Cost Cost Cost Due
for Pickup
52.97 30.00 2297 $1.0000 52297 50.00 §7.47 $15.00 $45.44 $45.44

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

Enter reference number to be used when marking vehicle assignments below as "Paid”;

Previous 1 Next]

. TripMoriSchiTrip SubBy  Pickup/Return  Tip  Funding  Vehicle = Drver = MiCst Total Costs
269 825114 Field Trip School 8021 1416 Mi $14.16 Approved 2114
348 West Brunswick 3:00 PM 307 Brunswick Activity Bus s$1.0000 Oth 3960 geong 4] 274
High 825114 County Early 343 West Brunswick High Tot $23.76
appgteach li@omail.com  5.gg ppy GCollege appgownerl @gmail.com Paid O

Inv  3451408F

277 81914 Field Trip EC Dept 8021 1417 Mi $14. 17 Approved 14
348 West Brunswick 9:00 AM Brunswick appotests@omail.com  Activity Bus $1.0000 Oth 561 ooy B a7
High 8/19/14 Community College 4 34 5577 23 348 West Brunswick High Tt 523078

appgteach l@amail.com  qq.0g am appgownerl @gmail.com 7 O

I ——AETA0EF

Once you have marked an invoice item as Paid, it will be marked with a green $.

Note — you can print the invoice if needed. [ Print |

From the Invoices tab, you also have the option to see all Non-Yellow Bus Invoices
invoices not approved for payment, approved invoices by
trip number, All by funding approver and athletic

ssigrmrts

By Trip Mbr

Yellow Bus Invoices

All By Funding Approver
Athletic Assignments

Yellow Bus Inv by YriMo

You can display special invoices by clicking on the
Display Special Invoices option. These are special
invoices that have been created for things such as vehicle
maintenance or mileage adjustment. Mot Approved for Payment

Non-Yellow Bus Invoices

Yellow Bus Invoices

By Trip Mbr
All By Funding Approver
Athletic Assignments

Yellow Bus Inv by Yr/Mo

Display Special Invoices
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Reports Tab

We have provided an easy way to export data to Excel and have provided several very useful financial
reports. Click on the Repots tab, make your selections and then click on Export to Excel.

Main Finance Dept Imepices Calendar Reports

Testing Travel Tracker

Requesting Location 0004 Conway High r Export to Excel
Reports

Funding Approver/Payment | All ¥
Assignments/Trips Vehicle Owner Al r

4/19/17 12:00 AM . [ Teacher [ Requestor

Athletic Evert TP -

u.th‘_tlLE._l'EHumtﬂL_a
5 2015 04/30 08:00:00 AM 2015 04/30 11:30:00 AM_Brunswick County Bowling Center

65.6 Athletic  This is a length® 2015 04/30 03:00:00 PM 2015 04/30 07:00:00 PM | 326 North Brunswick High 516980 N

348 West Brunswick High 666 Athletic  Thisisalength’d 2015 04/30 03:00:00PM 2015 04/30 07:00:00 PM 326 North Brunswick High 5660  $0.00 50.00 50.00 $0.00 $0.00 $5.00 $0.00 $500 N

348 West Brunswick High 24198 Statt s 2015 04/30 10:00:00 AM 2015 04/30 12:00:00 PM | Campbel| University 23198 5075 50.00 5000 517399 $69.35 $0.00 5000 524335 N

Return Date Return Time Destination

Click on the Assignments Reports tab or the Trip Reports tab at the bottom of the spreadsheet - these
options provide some pre-set reports that you can utilize and also allows you to drag and drop items to and
from the report.

| Assignments Assignment Reports Dashboard | Trips | Trip Reports | I

1 1 1 1
Diaily Wehicle Schedule | Dashboard Setup E] | Single Chart Setup: C= Column, F":F'ieE] w m

Schedule

Bctivity Bus Monhlu Repart I

Athletic Event - All Costs To view and edit individual charts, choose
Beqginning and Ending Mileage .

Cost Comparison for Location by Month from the available chart setups above.

Oe=stination Repart - BT MilesiTatal Cost

Diriver Hours by Month Detail

Oriwer Hours by Month Summary

Driver Report

Field Trip= by Schoal and Destination

Inviaice Info - Status of Sent

Inwaice Info - Total Cost, Amt Pd, Amt Cue

Monthly Transportation Billing Report

Outztanding Invoices by Funding Source
Outstanding Feceivables - Duetail i
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Several reports that may be of interest are:
Invoice Info - Shows Amount Paid and Amount Due.

- - [

0 3481310 100 556.47 50.00 556.47
103 568.11 50.00 568.11
104 5231.05 5231.05 50.00
117 581.60 50.00 581.60
18 535.78 50.00 535.78
24 5173.06 5173.06 50.00
37 5230.01 50.00 5230.01
79 [58.32) 50.00 [58.32)
86 586.13 50.00 586.13
87 58.80 50.00 58.80
83 574 81 50.00 574 81
94 5112.63 50.00 5112.63

A8 i 0

0 34813108 107 513.07 50.00 513.07

Receivables Report - provides a summary by location and by month of outstanding invoices

Amt Due

Requesting Location
0004 Conway High

0028 Kingston Elementary
302 Belville Elementary
330 Northside High

334 South Brunswick High 50.00
335 South Brunswick Middle
338 Town Creek Elementary

348 West Brunswick High 5140.79 50.00 52,552.29 | 50946.25
Grand Total $140.79 50.00 52,552.29 | $946.25
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