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2 About Triptracker

About Triptracker

Welcome to Tyler's Versatrans Triptracker®. This guide is designed to show you the capabilities of
Triptracker and how it can be used to make all aspects of field trip work easier, provide for
standardized billing and provide all the people involved with up-to-date information about any trip.

Triptracker is a web based application. That means that Triptracker may be accessed by anyone with
proper credentials from anywhere they have access to the internet. This means that drivers,
requesters, approvers and Transportation department personnel can all have appropriate access to
Triptracker when they need it. Each user’s login can be restricted to only show the data necessary
for them to do their work. Requesters see current trips and statuses. Transportation clerks see all
activity for the day or week, including trips that need to be assigned, billed, approved, and paid.
Triptracker fully automates the field trip request and fulfillment process.

Starting Triptracker & Setting Up Password Retrieval

After installing Triptracker, you will need to open your web browser and navigate to the Triptracker
address. The Triptracker address will be “http://<VTT Tserver>/<virtual directory>". For example, if
you installed your Triptracker virtual directory (named “triptracker” by default) on a server named
“Transportation”, your Triptracker address would be “http://Transportation/triptracker”.

1. Open your web browser and navigate to the Triptracker address. If you have not previously
registered Triptracker, the Tyler’s Triptracker Registration dialog displays. If you have already
registered, you can go to step 5.

2. Enter your Company/Registration Name in the Registration Name field.

Wi

Tyler's Versatrans Triptracker™ Registration

Below is your current software registration information. To extend
your registration period you may enter a new code and click the

Register button

Registration Name:

Registration Code: |

| Register || Cancel

3. Enter your Registration Code. The code can be found with the Triptracker installation files or can
be provided by Technical Support.

4. Click to display the Triptracker Login screen.

Tyler’s Versatrans Triptracker®
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5. Enter your User Name and Password or enter the Administrator User Name and Password

provided bi Versatrans.
6. Click . The Tyler’s Triptracker dialog displays.

Note: If Active Directory Authentication has been enabled (see, the Versatrans Triptracker
Configuration Utility Help System, Configuring Active Directory), you will see the
checkbox Authenticate using Network Credentials.

Tyler's Versatrans Triptrac ker®

U=zer Mame: [

Pazzword:

Login

|:| Avthenticats ans Metwork Credentials
Usa of this application constitotes acceptance of

Microsoft-Bins Map Terms:of Servics

Registration Info

If you have enabled password retrieval (see, Setting the System Options on page 6) and an
email address is not detected for the user account, the Setup Password Retrieval dialog is

displayed.

Setup Password Retrieval:

Enter information needed for password retrieval:

7. Enter a valid e-mail address where you want your password sent in the event that it is forgotten.

8. Enter the same e-mail address again in the Confirm Email address box.

9. Click the drop-down button in the Choose Security Question box to display a list of security

questions. Choose a security question.

10. Enter an answer for the security question in the Answer Security Question box.

11.Click [ Save | The Triptracker Today screen displays.

Tyler’s Versatrans Triptracker® User’s & Administrator’s Guide
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Retrieving a Lost Password

In the event that you forget your password, it can be retrieved if you have enabled password
retrieval, see Starting Triptracker & Setting Up Password Retrieval on page 2.

To retrieve a lost password:
1. Launch the software/web browser that you use to access the World Wide Web.

2. Enter the Triptracker URL and go to that address. The Triptracker Login dialog displays.

Tyler's Versatrans Triptracker@'

User Name: | i

Pazszword: | |

[ Login ]

|:| Avthenticate veine MNetwork Cregentials
Usa of this application constitutes asceptance of
Microsoft -Bine Map Térms of Servica

3. Click forqot password .

Enter the following information to retrieve your password:

Enter your email address and click "Search™
. ¥ |
Email address

onfirm Email |
address; __Search
4. Enter and confirm your e-mail address.

If more that one user shares an e-mail address, the following dialog is displayed.

More than one user was found with this email address. Please choose
a user from the following list

| |

6. Clickq and select a username from the drop-down list.

Tyler’s Versatrans Triptracker®
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7. Click | setest |

In order to retneve your password, please answer the following

question
Duestion What was vour first car?
Arswer

[ Retneve Password ]

8. Enter the answer for the security question.

9. Click | Retrieve Password |

@ Your password has been sent to your email address.

You will receive an e-mail message containing you password.

Tyler’s Versatrans Triptracker® User’s & Administrator’s Guide



6  About Triptracker

Setting the System Options

Administrators are able to define certain user-specific settings through the System Options feature.
Users must have administrator permissions to access this feature.

To set the system options:

Path:) Admin > System Options

Tyler’s Versatrans Triptracker®
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1. Follow the above path to display the System Options screen.

Trip Request Options

'l:lmﬂ:l- threshold for thp requests: Srart Gme: El:lﬁiinl .

End tme: 830 AM _"

Time threshold for tnp reguests o ]
[P Start bme: 2&@. M|

End tims: 350FH
Advance notica for trip reguests: I:l

(days)

Advanca nobica for tnp cancellabon:

(days) ]

Trep Re-submission Handing: O send To Approver Whe Rejeded Trip

() Send Through Entire Approval Process
Macamum Number of Tnps Per Day:

Monday ]: Fridayi [:I
Tusadig: ]: Saturduy :l
Wednaiday 1: Sandey [:I
Thuraday: :I

Maamum Number of Vehicles Per
Dy :

L=
Tuwsdwri | | Sawedavi| |
wednasduyi [ | sumdan [ |

Do not allow tnps to be submitted [ pate/Time 1s dosed to tnps

when: O maximum = vehicles is excaeded
DMnme & thnps 5 excedsded
[ dccount has insufficent furids

Cthar options: [l show all employess in requester feld
CJRestrict Assignment of Deivr
O record bus garages
CJuse simple Completion Page
[J add missing locations for trip import

Automatically dose trip when: ] b d

Allow Deletion of Trips when Trip Date is mora than E] davs abd.

Tyler’s Versatrans Triptracker® User’s & Administrator’s Guide



8  About Triptracker

Pefault Charge Basis
Hourly Sit Time Rate:
Hourly Driving Rate:
Overnight Charge:
Distance Rate: 37

Weekend Rate: 16

Weekend Begins (day time); [Sewrday ~|300AM |
Weekend Ends (day time):  |Monday | 300 AM
General

#Enable password retrieval
Number of Days to Force Password E’D:]

il

Change:
Tax Rate:
Mapping Convention for distance:  ®Miles

O Kilometers
Country: Usa

Welcome to Versatrans Triptracker!

System Message:

System Message Bold:
System Message Fonl Size:

ED

ITrip Request Instructions:

Custom Trip Label: |

Default Trip List Sort: [ v]
|
L

Custom Driver Trip Sheet:
Custom Driver Trip Sheet with Map:

2. Complete the fields, selections, and drop down boxes as appropriate for your installation of
Triptracker.

Tyler’s Versatrans Triptracker®
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Trip Request Options

Time threshold for trip requests (AM) (PM)

Allows the System Administrator to enter morning (AM) times and afternoon (PM) times during
which buses cannot be occupied with field trips. This setting will result in an immediate alert for
Requesters if they request a trip during these times.

Note: Requester will be unable to schedule a trip during these times.
Advance notice for trip requests (days)

Number of days required between Trip Request date and Trip Departure date. You enter the
number of days in this field.

Note: Requester will be immediately alerted to the issue and will be blocked from submitting
request if the number of day’s threshold is not met.

Advance notice for trip cancellation (days)

Number of days required between cancelling trip and Trip Departure date.

Note: Requester will be immediately alerted to the issue and will be blocked from cancelling
request if the number of day’s threshold is not met.

Trip Re-submission handling

Allows you to choose between two choices of how a rejected trip will be handled if it is
resubmitted for approval:

e Send To Approver Who Rejected Trip - resubmitted request will be sent back to
Approver who rejected the trip, bypassing any previous approvers

e Send Through Entire Approval Process - Resubmitted request will be sent through entire
approval process, starting with the first level of approval.

Maximum Number of Trips Per Day

Allows you to enter the maximum number of trips that can be taken on each day of the week.

Note: A number of O (zero) indicates that there are no trips allowed for that day. If a field is left
blank, then there is no maximum number of trips for that day.

Trips that will be counted when calculating the number of trips for a day include those in the
following statuses:

* Requested
*  Approved
e Scheduled

Tyler’s Versatrans Triptracker® User’s & Administrator’s Guide



10  About Triptracker

Maximum Number of Vehicles Per Day

Allows you to enter the maximum number of vehicles that can be requested on each day of the
week.

Note: A number of 0 (zero) indicates that there are no vehicles allowed for that day. If a field is
left blank, then there is no maximum number of vehicles for that day.

Vehicles that will be counted when calculating the number of trips for a day include those in the
following statuses:

* Requested
e  Approved
e Scheduled

Do not allow trips to be submitted when:

Date is closed to trips
Allows you to select the action to be taken when someone attempts to schedule a trip on a date
that has been specified “Closed - No Trips” or the trip date’s time range has a “Blocked —
Time Range on the calendar.

¢ Option not checked - the user is warned but allowed to continue entering trip requests
¢ Option is checked - the user is not allowed to continue entering trip requests

When a user attempts to “Submit” or “Express Trip” a trip and the Trip date on the request is
marked “Closed — No Trips” the following rules will apply:

e If the user is a Super User or the System Option “Date/ Time is closed to trips” is not
checked — the user will receive a warning based on either date or time when they click
“Submit” or “Express Trip”. The warning message will read as “Warning: This trip date or
time has been marked as “Closed - No Trips” or “Blocked — No Trips”. Click OK to
continue and submit the trip request. Click Cancel to return and modify the trip date(s).”

e If the user is not a Super User and the Option “Date/Time is closed to trips” is checked -
the Trip will not be submitted and an error message will be presented in the top section
with other messages. The message will read: “Warning: The date or time of this trip
had been marked as “Closed — No Trips” or “Blocked — No Trips”. on the calendar. This
trip has not been saved.”

Maximum # vehicles is Exceeded
Allows you to select the action to be taken when the maximum number of vehicles has been
exceeded for a day.

e Option not checked - the user is warned but allowed to continue entering trip requests

e Option is checked - the user is not allowed to continue entering trip requests

When you attempt to “Submit” or “Express Trip” a trip and the “Maximum Number of Vehicles”
are exceeded for any of the dates involved in the trip (or if the maximum has already been
exceeded) the following rules will apply:

Tyler’s Versatrans Triptracker®
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e If the user is a Super User, or the System Option “Maximum Number of Vehicles
Exceeded” is not checked — the user will receive a warning when they click “Submit” or

“Express Trip”. The message will read as “Warning: the Maximum Number of Vehicles
has been exceeded for this date. Click OK to continue and submit the trip request. Click

Cancel to return and modify the vehicles requested.”

* If the user is not a Super User and the Option“Maximum Number of Vehicles Exceeded”
is checked - the Trip will not be submitted and a warning message is displayed. The
message will read: “Warning: The maximum number of vehicles has been exceeded for
this date. This trip has not been saved.”

e Maximum # trips is Exceeded

Allows you to select the action to be taken when the maximum number of trips has been
exceeded for a day.

*  Option not checked - the user is warned but allowed to continue entering trip requests

¢ Option is checked - the user is not allowed to continue entering trip requests

When you attempt to “Submit” or “Express Trip” a trip and the “Maximum Number of Trips” are
exceeded for any of the dates involved in the trip (or if the maximum has already been
exceeded) the following rules will apply:

e If the user is a Super User, or the System Option “Maximum Number of Trips Exceeded”
is not checked — the user will receive a warning when they click “Submit” or “Express
Trip”. The message will read as “Warning: the Maximum Number of Trips has been
exceeded for this date. Click OK to continue and submit the trip request. Click Cancel to
return and modify the trip date(s).”

e |f the user is not a Super User and the Option “Maximum Number of Trips Exceeded” is
checked - the Trip will not be submitted and a warning message is displayed. The
message will read: “Warning: The maximum number of trips has been exceeded for this
date. This trip has not been saved.”

Account has Insufficient Funds
Allows you to select the action to be taken when the account has insufficient funds.

*  Option not checked - the user is warned but allowed to continue entering trip requests

¢ Option is checked - the user is not allowed to continue entering trip requests

When the user attempts to “Submit” or “Express Trip” a trip and the “account has insufficient
funds” the following rules will apply:

* |If the user is a Super User, or the System Option “Account has insufficient funds” is not
checked, the user will receive a warning when they click “Submit” or “Express Trip”. The

message will read “Warning: the account has Insufficient funds. Click OK to continue
and submit the trip request. Click Cancel to return and allocate additional funds.”.

e If the user is not a Super User and the Option “Account has insufficient funds” is
checked, the trip will not be submitted and a warning message will display. The message
will read “Warning: the account has Insufficient funds. This trip has not been saved.

Other options:
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Show all Employees in Requester field
Determines how employees will be displayed when the. 7).~ 6o earer o0 18 Checked in

the Trip Details screen.

*  When “Show all Employees in Requester field” is unchecked, the expanded list of
names in the Trip will contain only active non-Transportation employees.

*  When “Show all Employees Requester field” is checked, the expanded list of names will
contain all active Transportation and non-Transportation employees.

Record Bus Garages
The scheduler needs to let the driver know when they are required to leave the bus garage in
order to arrive at the trip origin on time, as well as account for the mileage the vehicle travels
from the garage to the origin of the trip. You have the option of recording bus garage times for a
trip.

¢ When “Record bus garages” is unchecked, garage times for a trip are not recorded.

*  When “Record garage times” is checked, the garage times for a trip are recorded.

Use Simple Completion Page
The simple Completion screen allows you to manually enter Distance, Driving Time, Sit Time,
Overnight Time, Weekend Time, as well as related expenses (i.e. Parking etc.). See, Completing
a Trip Using the Simple Completion Screen on page 228

Add missing locations for trip import
When using the Trip Import Utility to enter trips (i.e. athletic trips etc.) there are options that will
automatically add any missing locations. Selecting this option will activate and display the option,
“Add locations” on the Import Utility screen for importing trips. See, Importing Buildings,
Vehicles, Employees, etc. on page 294.

Automatically close trip when:

The simple Completion screen allows you to manually enter Distance, Driving Time, Sit Time,
Overnight Time, Weekend Time, as well as related expensAutomatically close trip when:

Clicking the drop-down next to this option displays the following list.

Paid in Full *l

Completed
Invoiced
Faid in Full

Select either Paid in Full, Completed or Invoiced. When the action you selected occurs, the trip
will be automatically closed.

Tyler’s Versatrans Triptracker®
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Allow Deletion of Trips when Trip Delete is more than days old

The default is 365 days. Enter the number of days old a trip must be more than in order for it to
be deleted. The value entered is the age of the trip (number of days old) based upon the Current
Date minus the Trip Date. Only trips that have a status of canceled or closed can be deleted
when the trips meet the’more than __ days old” parameters.

Default Charge Basis

The default values entered will automatically populate the trip estimate screen if the account on
the trip does not have a charge basis associated with it.

Note: You can set up specific charge basis records to apply to specific accounts under System
Lists > Charge Basis.

Hourly Sit Time Rate
Enter the hourly dollar amount for sit time.

Hourly Driving Rate
Enter the hourly dollar amount for driving time.

Overnight Charge
Enter the dollar amount per hour for overnight time.

Distance Rate
Enter the dollar amount per mile.

Weekend Rate
Enter the dollar amount per hour for weekends.

Weekend Begins (day time)
Enter the day and time the weekend begins.

Weekend Ends (day time)
Enter the day and time the weekend ends.

General

Enable Password Retrieval

In the event that users forget their passwords, they can be retrieved if the user has checked
Enable password retrieval and then entered the information for password retrieval, see Starting
Triptracker & Setting Up Password Retrieval on page 2.After you complete these entries, click

to save these options.
ave

Number of Days to Force Password
Compares the current date to the users "LastPasswordChangedDate" to determine if the user should be
forced to change their password

Note: Ifthere is a value entered for Force “Password Change” for a User Group, then that
value will override the value entered in System Options.
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Tax Rate
The Tax Rate applies to all Charge Basis and Invoice Charges specified as taxable.

Mapping Convention for distance
You have option of selecting miles or kilometers.

Country
Select either USA or Canada.

System Message
Type a message in the adjoining box and it will be displayed in the Triptracker Today screen.

System Message Bold
Allows you to display the system message in bold text on the Triptracker Today screen.

System Message Font Size
Allows you to select a font size for the system message that displays on the Triptracker Today
screen..

Trip Request Instructions
Enter trip request instructions that will display on the Trip Request/Details screen.

Custom Trip Label
Enter a custom trip label that will display on the Trip Details and Trip Scheduling screens.

Default Trip List Sort

The “Default Trip List Sort” field in System Options allows users to select the default sorting
value when performing a trip search. If left blank, the default sort value will continue to be “Trip
ID Ascending”.

Custom Driver Trip Sheet/Custom Driver Trip Sheet with Map

“Custom Driver Trip Sheets” and “Custom Driver Trip Sheets with Map” created in Report Writer
can now be selected from the System Options screen and printed from the Trip “Scheduling”
screen. If no custom driver trip sheets are selected in System Options, the canned “Custom
Driver Trip Sheet” and canned “Custom Driver Tip Sheet with Map” will be the default when
printing trip sheets.
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Triptracker Today

Triptracker Today contains links to trips needing attention (i.e. needing approval, scheduling, etc.)
including administrator options. Billing clerks will appreciate Triptracker Today with its special section
on trips waiting for payment, invoicing, over budget, etc.

Working In Triptracker Today

When you start Triptracker, the “Triptracker Today” screen displays which acts as the entry/focal
point for users. If you need more information on starting Triptracker, see Starting Triptracker &
Setting Up Password Retrieval on page 2.

Once you have started or are working in Triptracker, you can access Triptracker Today from

anywhere within the application by clicking

VersaTrans TripTracker Today

Tkl B fiEaS St mminary Syitee Massades

Byveasting appeowa
o be schisgdipged
T b comjibictpd

e Rw

i b dnw pioed
Bieasting pe

Partially pa

Flagged tar nsd get

Lmplityae Certificatbor

Tr wam 4 T m Wi 1At

When you logon to Triptracker this is the first screen you will see. It contains information about the
five main areas of the application. Each area, except System Messages, has active links to more
data within the application. Any text in blue and underlined or in red can be clicked on to move you to
more information.

If your user permissions restrict you to particular tasks, only information/links for those tasks will
display in the Triptracker Today screen. The above illustration of the Triptracker Today screen comes
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from a user with Administrator: Super User permissions.
The Triptracker Today screen can consist of six sections:

e Trip Requests Summary
e Billing

* Employee Certifications
e System Messages

e Administrative Tasks

Within these sections are links (i.e. 15 items) that you can click on to access task details and display
a screen. (i.e. Calendar, Trip Search, Trip Details Employee, System Options, etc.). These screens

allow you to complete the tasks needing your attention. For example, the link description

( To be scheduled: 15 items ) When clicked on will display the Trip Search screen listing all 15

trips that need to be scheduled.

The following illustrations of the five sections of the Triptracker Today screen describe what screens
will display when you click on a link and how each screen works. Each section illustrated below

describes what links bring you to what screens.

Irip Requests Summary This link brings you to
— the Trip Search screen.
ou have 0 trip requests pendin Approya
-,:i.f! hedulad taday These links bring you to
4 trips scheduled this weel the Calendar.
ere are ten
Awraiting approval: 38 items — . .
To be scheduled: 20 items These links bring you to
o be completed:: 25 items the Trip Search screen.

To close 2 [tems

Trip Search Screen

The Trip Search screen allows you to search for trips. The bottom of the screen displays Trip

Request items needing your attention (i.e. needing approval, scheduling, etc.).

Trip ID Status Trip Mame Reason For Trp Account Trip Date  Requester

e Clicking on the Trip Name will display the Trip Request - Trip Details screen containing tabs

for all the stages in the Trip Request process.
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* You can select the stage/tab for the task that you need to work with. For information on
working with each of these stages, see, Requesting a Trip on page 180).

| Trip Details | Trip Estimate | Directions | Scheduling | Completion | Invoicing | Payment | Trip History |

Calendar

In Triptracker Today, there are links (see the Trip Request Summary illustration) that bring you to
the calendar displaying trips that have been scheduled. The scheduled trips can be for the
current day or for the current week.

Oxtober 22 - October 23 ' D ble-click )
Meriday, Oclober 22 Thursdsy, octaber 25, DOuUble-click on a trip

£:00am - &00pm Trip 202 Seniar Trp [187] to go to the Trip Request
screen and work through
the different stages for that
trip. For more information,

Tuesday, October 23 Fridey, Octaber 28| gee Triptracker
T00am - 7200 Trip 1 71 Tripde Trig [137, 146] Calendar.
Billing
Total hilled this fiscal period: $198,953.66 Automatically updates as
Total outstanding bills not paid; $149,701.32 payments are posted.
There are items
To be invoiced 7 Iterms
Awraiting payment 27 iterms These links bring you to
Partially paid items: 12 items — the Trip Search Screen.
Flagged for budget: 14 items

This screen allows you to work through the different stages of the Trip Request process. The
bottom of the screen displays the billing items needing your attention (i.e. To be invoiced,
Awaiting Payment, etc.).

Employee Certifications
This link brings you to

There are 6 expired employes certifications. ~— the Employees screen.
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Employees with active and expired certifications are displayed at the bottom of the Employee

screen.

Employee I  Employee Name Status Home Phone Employee Type
27 Dench, Mariens Active 555-518-4311 DRIVER
20 Dodge, Ellen Active 555-518-2340 DRIVER
15 Doerma, Randy Active S555-518-5272 DRIVER
30 Doelan, Sherie Active 555-518-5272 DRIVER
81 DONELSON, WENDY Active DRIVER
80 DONLAN, DENISE Active 555-518-5272 DRIVER
115 Doors, Diana Active 535-555-5555 DRIVER
114 Dowling. Joseph Active 555-555-5555 DRIVER
a8z DRISKELL, PATTY Active 555-518-5272 DRIVER
14 Drobnick, Betty Active S555-51B-5272 DRIVER

Previous ! { Mext

* Clicking on an employee’s name displays that employee’s record.

. Clicking the | Cerfifications | tab displays the Certifications panel.

Calendar | f.'==.-'+|:i:.3'.it.r--.'.-: Pay Rates | Drug Testing | Refusals | Comment Log
o Completion Expiration

Certifications Required Date Date Status

CDL Yes s/o1/zo07  7/01/2007 [ ec

CPR Yes 10/22/2007 10/22/2012 OK Edit
Eﬁjiﬂ‘zga'” Yes 10/22/2007 10/22/2008 OK Edit

First Aid Yes - Edit

not required  No 10/22/2004 10/22/2005 OK Edit

When new certification are added (see, Setting Up Certification Records on page 49) a number
of look ahead days are entered. If the number of look ahead days has passed, the Status column
entry reads Overdue and the system highlights the entry in red. When you update/edit the
certification entries for the employee, the red highlight disappears. For more information, see
Viewing & Updating an Employee’s Cetrtification Information on page 78.

System Messages

The server will be taken down on Monday January 8

Tyler’s Versatrans Triptracker®



Chapter 1 Getting Started with Tyler’s Versatrans Triptracker 19

A customized system message can be displayed in the Triptracker System Messages panel.
This feature is described in Setting the System Options on page 6.

Administrative Tasks

stem Options
system Email Opbons
Iser Satur

Jser Group Maintenance

e R »|

System Lists
Activity Types
Certihications
'\.i = | = L'_';p =
Drug Test Types
Emploves Tikles
Employee Types
Fiscal Parinds
Invoice Charges
Job Cateqones
Irip Locations

Trip T pes

The Administrative Tasks links bring you directly to screens that allow you to work with various

tasks. For example, clicking Systern Options brings you to the Systems Options screen where
you can specify system options.

* For information on System Options, User Setup, and User Group Maintenance, see Backing
Up, Restoring & Importing Data on page 285.

* For information on System Emai Options, see Setting Up Security & Email on page 263.
* Forinformation on working with System Lists, see Working with the Records on page 31.
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Triptracker Calendar

The Triptracker calendar allows users with the appropriate permissions to select a trip from the
calendar and go directly to the Trip Request screen where you can work through the trip request
process for that trip. You can also initiate a trip request directly from the calendar, filter which trips
you’d like to view, change the calendar view to day, week, or month and print a Trip Listing Detail
report from the calendar.

The following topics are covered in this section:

e Selecting and Working with Trips from the Calendar, 21

» Initiating a Trip Request from the Calendar, 24

»  Filtering Trips and Printing a Trip List Report from the Calendar, 25
*  Changing the Calendar View, 27

e Adding, Editing & Deleting Calendar Notes, 28
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Selecting and Working with Trips from the Calendar

The calendar has a three month calendar view and displays the current month and two future
months. When you go into the calendar it brings you to the current day on the calendar.

1. You can access the Calendar from anywhere within the application by clicking .
Wiow Calendar

A date with a bold outline indicates
that there are trips on these days.

Calendar

Dicknber 2007
Db | | 2007

Sur Mor Tus Wad Thy

z 3 4
T8 9 w0l
1415 16 17 18
26 22 |23 24 25
28 29 30 I

Today: 10/23/2007

Mowembser 2007

Bury Hor Tus Wed Thu
i

L] 5 ] 7 ]
1k 12 313 14 13
18 19 20 21 22
26. 26 27 2B 29

Cepsmber 2007

Sun Man Tuse Wed Thu Fi

2 a 4 5 (-]
L] i0 11 312 13
16 17 18 2% 3D
21 24 2F TG I7

1z
(L]
26

fn

113
21
an

14
X
2a

Transportation Department Calendar

Sak

in
.
24

Sak

I5
&
29

7 m
B
= I

10w |

Mw

12pm
Tm
2o
Jm
4m
Soo

=
=
El

Waondsy, Cotober (1

Trip 44 Apphs packicg [ 73]

Trigs B2: At o [114, 163]

LN
Colored dates indicate that there are Notes for
these days. See, Adding and Editing Calendar Notes.

2. You can move forward or backward a month at a time by clicking the arrows in the three month
calendar panel.

\

Forward

October 2007

Oclober W | 2007 W

Backward
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3. The highlighted dates represent dates that contain trips. Double-click on a highlighted date in the
three month calendar to view applicable trips and/or school closings for that date.

-y Double- click on a date

October 2007
October W (| 2007 W

Sun Mon Tue Wed Thu Fri Zat
2 3 4 5 &

7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 ZZ[ZSI Z4 235 26 27
28 2% 3o 31

Double- click on a date

Today: 10/23/2007
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In this case, we selected Monday, October 1, 2007 and the trips with that start date are
displayed. The beginning and ending times for the trips are also displayed.

Mordey, Oelober 1

T':IE
3-]2

Double-click on a
— trip to go to the Trip
T | Trip 82: Aot Mussum [114, 162] Detail screen for
that trip.

11 o | st

12 e
Too

g | Triped: Apple picking [39]

2m
Jm
400
Sm

E‘Uil

4. Double-click on a trip to go to the Trip Detail screen for that trip.

You can view the details for that trip and perform different trip request tasks. See, Working with
Trip Requests on page 175.
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Initiating a Trip Request from the Calendar

Users assigned request permissions can request a trip by selecting a day from the weekly or monthly
calendar or the time of day from the daily calendar view. Selecting a day or time will auto populate

the trip data field and departure time field.

> You can access the Calendar from anywhere within the application by clicking .
| i Wiew Calendar

Report #® Add Note | Request Trip Moay F]week 3 Month

=4 Filksr

Detolker 15 - Detober 21
Mondery, Cctober 15 Thursday, Ociober 18
Trip 109 Test 476 [104)
S:00am - 4:00pm Tr 124: Muzeum of Science and Technolbo |
X00pm - G:00pm Trge 134 rciripF [103]

F00pm - G:00pm Trip 133 rctripH

2:00pm - T:00pm Trp 114 redeep

Tussday, October 16 Friday, Oclober 151

10:006m - 4:00pm Trip 96 owg 603 trip_trip estimate [36)
10:306m - T0:300m Trip T2 Estimate Save [1.29,131]

‘Wadnesdeay, October 17 Saturday, October 20

Trip 103 Test 476 [104) T 157 Weenlard Trw o2
Sunday, Oclober 21

Trip 137 Veekand Trip [45]

/7
Double- click on a day in the calendar
to initiate a trip request

For more information on working with trip requests, see Working with Trip Requests on page 175.
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Filtering Trips and Printing a Trip List Report from the Calendar

You can filter viewed trips by account, activity, status, origin, destination, and number of students. A
filter can be run in any calendar view and will filter on all the trips associated with that view. A Trip
List Detail report can be generated from the results of the filter. This is particularly useful for districts
who have many trips (50-100) in one day and they want to limit the trips viewed on the calendar.
Once afilter is run, a Trip List report can be generated for all currently viewed trips

1. You can access the Calendar from anywhere within the application by clicking |i R -

2. Click to display the Filter Trips By panel.

Filter Trips By:

Fiter Close |

3. Click | and select the Account that you want to filter on or add to the filter criteria.
4. Click * | and select the Activity that you want to filter on or add to the filter criteria.

5. Click ¥ | and select a Status (Requested, Approved, Scheduled, Driver Refused, Completed,
Awaiting Payment, Partial Payment, Paid, or Closed) that you want to filter on or add to the filter
criteria.

6. Click ¥ | and select the Origin that you want to filter on or add to the filter criteria.
7. Click ¥ | and select the Destination that you want to filter on or add to the filter criteria.

8. Enter the # of Students that you want to filter on or add to the filter criteria.
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9. Click to run the filter on the criteria that you selected. The calendar displays the filter
results on the calendar.

Oetalied 72 - Dctober 23
Monday, October 22
&00am - 5:000m Trip 196 Tug of War [TTV2]

B 00am - S00pm Trip 197 Tug of War il

b

Thufsdn‘:.r.Ol:t.chcr‘ES
ROTE: [Eariy Dismizzal] There wil be early dismizzal due to i
MIOTE [Early Dismisanl] Enrly ciamiszsl due to inclement wee
NOTE: [Closing]

Tuesday, October 23

Friclany, Ootober 26
NOTE [Ciher] &l tips cancelled dus to inclement wieather

‘Wednezday, October 24
HOTE: [Cther] km - best adding & nole?

E00am - 4:000m Trip 204; Steer Ropng [RPY2)

Saturdeny, October 27

Sundsy, October 25

MOTE [Crtivar] What's going on

10. Click | REPOITt to generate a Trip List Report from the results of the filter.

VersaTrans Central School District

Trify Listing Detasl Report
Trig Hara: Trip Date  Bésrt Tina Gaturn Tivs Trig Hats kpocurt rigin sttty Tops Tria Tege T 0
sty
ey ey P b 1T 1T Ao vhall DEMSATEr] SPESETCIGR MABK FUTPTERME  ASE Feu T 4
L ST ECC:2T P Comairss§H8  Schao

wra Eus

Cwcaracen durrivnl Dot Tirne Daparture CuteiTims
he 1+ - T HNISOT 1530000 Al I IR200T i 3050 PR
“wnivioin Do

11. The Trip Listing Detail report shows the details of each trip.

12. Click @ to send the report to your printer.

13. Click ||| and save the report in PDF format.
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Changing the Calendar View

Yo can change the calendar view to day, week, or month.

1. You can access the Calendar from anywhere within the application by clicking .

2. You can move forward or backward a month at a time by clicking the arrows in the three month
calendar panel.

Forward Backward

3. Once you have moved to the desired month, click Day, Week, or Month to change the view.

1] Day [F] week BT Month

Click to change the view to Day, Week, or Month:

If there are trips or notes for the selected day, week, or month view, they display on the calendar.
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Adding, Editing & Deleting Calendar Notes

Users with appropriate permissions can use Notes to add holidays, as well as
school/client/department closings (vacations and holidays) and early dismissals to any day on the
calendar. Notes can be added in any view (Day, Week or Month) and will display in all views
regardless of the view it was created in.

1. You can access the Calendar from anywhere within the application by clicking .

2. Click| ® 24 pate to display the Add Note panel.

Add Hotbe:

Date 10/2542007 w Hote Type: Cither .

[ ] (G}

Dake! 1[:”_25511]@

3. Defaults to the current date. Click Ajl to select a date other than the default. The note will be
added to the date selected.

4. There are six categories of notes that you can select from: Other (default), Holiday, Closing,
Early Dismissal, Closed - No Trips and Blocked-Time Range. The note type you select is

appended to the note (i.e. NOTE: [Early i III)'

Holiday

Closing

Early Dismissal
Closed - Mo Trips
Blocked - Time Range
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5. Click ‘:| to select a Note Type other than the default.

The dates display in different colors

' ' ' depending on the note type.
Orange
Holiday ?

Closing A L

Early Dismissal Red
[Closed - Mo Trips |
Octobar 2007
Oclober W || 2007 |
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 6
7 & 9 10 11 12 13

Notes
14 15 16 17 18 19 20 —
21 2z 23 24 25_2ﬁ|2?_____________-_-_-_-_‘_‘_h o
29 (30 31 Trip Exists

Today: 10/26/2007

Thigra witl b ehily dismuganl due 10 nchimant wial hef

6. Enter the text for the note in the Note field.
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7. When you are finished, click

. The note is saved and displays in all of the Calendar

views.
: Day View -
Trursday, October 25 I
NOTE: [Early Dismissal] There wil be sarky dismissal dua bo niclement weather
A
7o

£ 005 = E:00gen Trip 202 Serior Trip [147]

& 005n - 500pen Trip 195 Tug of Wsr [TTv2]
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8. To edit or delete a note, double-click on the note in the Calendar to disilai the Edit Notes panel.

9. To edit the note, enter c note in the Note field and click

10. To delete the note, click
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32 Triptracker System Overview

Triptracker System Overview

Congratulations! You are ready to set up the records for the Triptracker system. With Triptracker, you
can use as little or as much of the system as you want.

You can use the Trip Request screens to request, estimate, schedule, invoice, and record field trip
payments.

Why Do | Have To Fill In These Records?

The Triptracker system processes the daily trip tracking work you do. The more information you fill
into the records, the more the system can do for you as you enter field trips later. So it will be easier
if you enter the repetitive data once, before you begin.
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What Do | Enter First?

We recommend that you enter information in the order listed. The data you need to enter depends
upon how you want to use the system.

»  Setting the System Options on page 6

» Setting Up the Financial Records on page 34
e Setting Up Employee Records on page 48

» Setting Up User Groups & Users on page 264
»  Setting Up Building Records on page 90

» Setting Up Vehicle Records on page 94

»  Setting Up Driver Assignment Rules on page 103
e Setting Up Trip Locations on page 141

e Setting Up Trip Types on page 148

»  Setting Up Accounts on page 156

»  Setting Up Approval Paths on page 168

e Setting Up Email on page 278
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Setting Up the Financial Records

If your organization uses financial accounts for field trips, you can enter this account information. For
the best results, set up your account records in this order:

* Charge Basis Records - The formula the system uses to calculate trip costs
* Invoice Charge Records - Additional charges that may apply to an account

*  Fiscal Period Records - Fiscal year date range settings

Setting Up the Charge Basis Records

By setting the charge basis, you customize the rules that Triptracker uses to determine the cost of
the field trip. For example, you might develop a charge basis for team trips (by mileage) and a
separate charge basis for local class trips (fixed fee). You can create the charge basis here and
assign it to one or more accounts.
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Adding a Charge Basis

You add a charge basis to set the formula(s) Triptracker should use to derive the cost of the field trip.

To add a charge basis:

Path:) Admin > System Lists > Charge Basis

1.
2.

3.
4.

| Minamum contracted drver's
hours per trip:

Follow the above path to display the System List: Charge Basis screen.
Click |Add New... to display a blank record
Add a Charge Basis
MName: Status: ® Activa O Inactive
1
Debaren Rata: 0 L Indude In Calodations
[JTaxable
Clinclude In Calculations
| Driving Rate: ] [dTaxable

[ afow Use of driver's rate

[Jindude In Caloulations
it Time Rate: 0 [JTaxable

[J allow Use of driver's rave

O indude In Caloulations
Cvemight Rate: 0 [ Taxable
[ allow Use of dniver’s rate

[CJinclude In Calculations
Weekend Rate: 0 [JTaxable

[Jallow Use of dnver's rate

[ ada | [ cancal |

Enter the name of the charge basis in the Name field.

Select Active for the status. A charge basis which have been checked as Active will appear for
selection in drop-down lists in the account record.

Enter the default rates or where applicable check Use driver’s rate.You can either choose to
calculate the driver time using the individual driver’s rate as entered in the driver's employee file,

or you can enter default driver rates. You can mix the default rates and driver-specific rates if you
wish.

Distance Rate

Enter the rate per mile/kilometer that will be used in the calculation of the vehicle distance cost
for the field trip.
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Driving Rate
Allows you to enter a default driving rate for all drivers. Enter the dollar amount per hour that will
be used in the calculation of the driver cost for the field trip.

Sit Time Rate
Allows you to enter a default sit rate for all drivers. Enter the dollar amount per hour that will be
used in the calculation of the driver sit time cost for the field trip.

Overnight Rate
Enter the dollar amount per hour that will be used in the calculation of the driver overnight cost
for the field trip

Weekend Rate
Enter the dollar amount per hour that will be used in the calculation of the driver weekend cost
for the field trip.

Check Include In Calculations to have the default rate included when calculating the charge
basis and leave unchecked to have it not included.

Check TaxasLE if the invoice charge is taxable and leave unchecked if it is not. The tax rate
specified in the administrative system settings is used for calculations.

If applicable (only apllies to driving time), enter the Minimum contracted hours per trip (the
guaranteed minimum number of hours per any given trip).

Click to add the new charge basis. The new charge basis displays in the Systems

List: Charge Basis screen.
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Entering, Editing and Removing Fixed Charges

A charges basis must first exist before you can enter, edit or remove fixed charges assigned to a
charge basis. See, Adding a Charge Basis on page 35.

To enter, edit, or remove fixed charges:
Path:) Admin > System Lists > Charge Basis

1. In the System List: Charge Basis screen, click — to display the blank search panel.

Charge Basis .

Search On: |

2. Start typing the name of the charge basis. As you enter text, the system will display a list of
charges that comes closest to matching the text entered.

3. Select a charge basis to display the Edit Charge Basis screen.

4. Click | Fixed Charges | to display the Fixed Charges screen.

[ indude In Calculatiar

El Taxable

A Fixed Charge |
Description Amount Included Taxable
Finved Charpe |8.00 [#] ¥ LBIMOYE
garage fae 24 50 [+] [+ MOVE
State Border 7500 [+ [ B0 e
Tast 100.00 ™ = g

[ Update Fived Charges |

| Update | Delate || Cancal |

5. Enter a description of the fixed charge in the Description field.

6. Enter the amount of the fixed charge in the Amount field.
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7. Click [ #ddFixed Charge to add the charge to the list of fixed charges.

8. Check Include In Calculations to have the fixed charge included when calculating the charge
basis and leave unchecked to have it not included.

9. Check Taxable if the fixed charge is taxable and leave unchecked if it is not. The tax rate
specified in the administrative system settings is used for calculations.

10. Clicking Remove in the same row as a fixed charge deletes that charge.

11. You can make changes to the fixed charge descriptions and/or amounts by typing over the
entries in the applicable fields.

12. Click | Updste Fixed Chardes  |to add the new or changed fixed charges to the charge basis.

Editing a Charge Basis

If your organization changes the way it charges for field trips, you can easily make changes to the
existing charge basis.

Note: The changes you make to the charge basis calculation are only evident when you
generate the invoice.

To edit a charge basis:
Path:) Admin > System Lists > Charge Basis

1. In the System List: Charge Basis screen, click ‘- to display the blank search panel.

Charge Basis i

Search On: |

2. Start typing the name of the charge basis. As you enter text, the system will display a list of
charges that comes closest to matching the text entered.
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3. Select a charge basis to display the Edit Charge Basis screen.

Add a Charge Basis

Nama: Ctatus: @ Active O Inactive
[Jindude In Caloations

Distance Rate: 0

[dTaxable

[Jinclede In Caloulations
| Driving Rata: 0 [JTaxable
[ allow Use of driver's rate
[Jindude In Calculations
Sit Time Rate: 0 [ Taxable
[ allow Lise of driver’s rate
O indude In Caloulations
Ovemnight Rate: 0 [dTaxable
[ allow Use of dniver’s rate
[CJinclude In Calculations
Weekend Rate: 0 [JTaxable
[[J Allow Use of driver's rabe

| Minamum contracted drver's
hours per trip:

[ ada | [ cancal |

4. Type over the fields you want to change and check the associated checkbox if applicable.

Distance Rate
Enter the rate per mile/kilometer that will be used in the calculation of the vehicle distance cost
for the field trip.

Driving Rate
Allows you to enter a default driving rate for all drivers. Enter the dollar amount per hour that will
be used in the calculation of the driver cost for the field trip.

Sit Time Rate
Allows you to enter a default sit rate for all drivers. Enter the dollar amount per hour that will be
used in the calculation of the driver sit time cost for the field trip.

Overnight Rate
Enter the dollar amount per hour that will be used in the calculation of the driver overnight cost
for the field trip

Weekend Rate

Enter the dollar amount per hour that will be used in the calculation of the driver weekend cost
for the field trip.
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5. After you complete your changes, click to save your changes.

Deactivating a Charge Basis

We do not recommend that you delete a charge basis, but you can do so. We recommend you make
it inactive so it doesn’t display as an option in the future.

To deactivate a charge basis:
Path:) Admin > System Lists > Charge Basis

1. In the System List: Charge Basis screen, click — to display the blank search panel.

2. Start typing the name of the charge basis. As you enter text, the system will display a list of
charges that comes closest to matching the text entered.

3. Select a charge basis to display the Edit Charge Basis screen.

4. Click ® Inactive in the Status field.

5. Click to save your changes.

Setting the Default Charge Basis

You can set a default charge basis in the Accounts screen if you have permission to edit it. See
Setting Up Accounts on page 156 for more information.
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Setting Up the Invoice Charges
Your organization may use invoice charges to add additional field trip charges. Invoice Charges are a
way to capture costs associates with a trip that are not directly related to a drivers pay or the
operating costs of a vehicle. They may include things like cleaning of a vehicle or administrative
tasks. You can use the taxable field to keep track of taxes. Invoice charges are not required, so you
do not have to add them.
Note:  Unlike fixed costs that are automatically entered on every trip associated with a particular

Charge Basis, Invoice Charges can be added for any trip as needed to recover costs
associated with the trip.

Adding an Invoice Charge
To add an Invoice Charge:
Path:) Admin > System Lists > Invoice Charges

1. Follow the above path to display the System List: Invoice Charges screen.

System List: Invoice Charges

Add a New Invoice Charge
Define a new Invoice Charge.

Add New...

Invoice Charges g

2 total records found Hide Inacive
Active Name

Bus Wash

Fuel Charge

George Washingbon Bridge

Lunch

Tappen Zee Bridge

Tolls - exit 24
Tolls - exit 25

Towing
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Click to display a blank record.
Enter the name of the invoice charge in the Name field.

Enter the price of the invoice charge in the Price field.

Select Active for the status. Invoice charges which have been checked as Active will appear for
selection in drop-down lists throughout the application.

Select YEs if the invoice charge is taxable and No if it is not. The tax rate specified in the
administrative system settings is used for calculations.

Click to add the new invoice charge. The new invoice charge appears on the

Invoice Charges list.

Editing an Invoice Charge

To edit an invoice charge:

Path:) Admin > System Lists > Invoice Charges

1.

In the System List: Invoice Charges screen, click ‘- to display the blank search panel.

2. Start typing the name of the invoice charge. As you enter text, the system will display a list of

charges that comes closest to matching the text entered.
3. Select an invoice charge to display the Edit Invoice Charge screen.

Edit Invoice Charge

Marme: Bu_a Wash

Price: 200.00

Status: ® active O Inactive

Taxahle: ® ves O No

| Update | | Delete | | Cancel

4. You can change the name and status of the invoice charge.
5. You can change whether or not the invoice charge is taxable by selecting Yes or No in the status

field.
6. After you complete your changes, click to save your changes.
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Deleting an Invoice Charge
To delete an invoice charge:
Path:) Admin > System Lists > Invoice Charges

1. In the System List: Invoice Charges screen, click *—. to display the blank search panel.

2. Start typing the name of the invoice charge. As you enter text, the system will display a list of
charges that comes closest to matching the text entered.

3. Select an invoice charge to display the Edit Invoice Charge screen.

4. Ciiok|_Detete ]

Microsoft Internet Explorer

2 Warning: By deleting the record, Al assocated records will be delebed as well. It is suggesbed that you dhange the
2/ record to Tnactive istead.

By chcking QK you vill delete the recard. e you sure you wank bo continue?

o) (o

5. Click OK to delete the invoice charge record. The record is deleted and it's name is removed
from the Invoice Charge list.
Deactivating an Invoice Charge
To deactivate an invoice charge:
Path:) Admin > System Lists > Invoice Charges

1. In the System List: Invoice Charges screen, click '—, to display the blank search panel.

2. Start typing the name of the invoice charge. As you enter text, the system will display a list of
charges that comes closest to matching the text entered.

3. Select an invoice charge to display the Edit Invoice Charge screen.

4. Click (¥ Inactive inthe Status field.

5. Click to save your changes.
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Showing Inactive Invoice Charge Records in the Invoice Charges List

Only the “active” invoice charge records display in the invoice charge list. You have the option of
displaying the “Active” and “Inactive” invoice charge records in the invoice charge list.

To show active and inactive invoice charge records in the invoice charges list:
Path:) Admin > System Lists > Invoice Charges

e Click show Inactive in the Invoice Charges screen to show the active and inactive records.
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Setting Up the Fiscal Periods

Fiscal Periods, or budget periods, are blocks of time that a fixed amount of money for trips has been
allocated for. It could be by quarter or annually or any other method used in your district.

Adding a Fiscal Period
To add a Fiscal Period:
Path:) Admin > System Lists > Fiscal Periods

1. Follow the above path to display the System List: Fiscal Periods screen.

System List: Fiscal Periods

Add a New Fiscal Period
Define a new Fiscal Period,

Fiscal Periods L S

17 total records found

Name  Start End

2002-03 oofoz/0z2 De/z8/07
2002-03 o9/02/02 0&/27/03
2003-04 DQ;’DI%B 08/31/04
2004-2005 o9/01/04 08/31/05
2005-06 oo9/12/05 Def22/06
2006-07 07/01/06 0&e/30/07
2007-008 07/01/07 De/20/08

2008-2009  09/01/08 0g/30/09
2009-2010 0&8/12/07 DB/06/05
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2. Click to display a blank record.
Add a Fiscal Period
Name of Period |
Start Date: |R%

End Data b

| Ackd l | Cancal

Enter a name for the fiscal period.

When you have completed these entries, click to save the new record.

You can continue adding new records by clicking .

3
4. Enter a start and end date or use the drop-down buttons to select dates from a calendar.
5
6

Editing a Fiscal Period
To edit a fiscal period:
Path:) Admin > System Lists > Fiscal Periods

1. Inthe System List: Fiscal Periods screen, click - to display the blank search panel.

2. Start typing the name of the fiscal period. As you enter text, the system will display a list of
charges that comes closest to matching the text entered.

3. Select a fiscal period to display the Edit Fiscal Period screen.

4. Place your cursor in the field you want to change the entry for and type over the existing entry.
You have the option of selecting dates from a calendar in the Start and End Date fields.

5. After you complete your changes, click to save your changes.
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Deleting a Fiscal Period
To delete a fiscal period:
Path:) Admin > System Lists > Fiscal Periods

1. In the System List: Fiscal Periods screen, click - to display the blank search panel.

2. Start typing the name of the fiscal period. As you enter text, the system will display a list of
charges that comes closest to matching the text entered.

3. Select afiscal period to display the Edit Fiscal Period screen.

4. Ciiok|_Detete |

5. Click OK to delete the fiscal period record. The record is deleted and its name is removed from
the Fiscal Periods list.
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Setting Up Employee Records

You can keep track of a wide variety of certifications and employee records in the Triptracker system.
Most frequently you keep track of drivers, their certifications, their hiring information, and their drug
testing records. If you are currently working with Routing & Planning and Fleetvision, you have
probably set up most of the employee records. These records can also be imported into Triptracker.

If you are installing Triptracker from scratch, there is a definite order you need to follow to set up
certification and employee records properly.

1.

Certification Records: You set these up first so you have base certification records to work
with. Here is where you enter all of the certifications required by law and by your organization for
all of your employees. Examples could include license classifications, sensitivity certifications
and minimum reading competency.

Employee Type Records: In these records you match up the certification records you entered
with the type of employee to determine which certifications are required for each type of
employee. Setting up these records helps you keep on top of each employee’s certifications and
ensures that each employee is qualified for the position he or she holds.

Employee Records: This is where you enter the individual records of your employees. This
information includes their address, and other personal data plus the employee type information
which carries with it the certification information you entered in the certifications section.

Note: If you have Routing & Planning or Fleetvision, employee records that are drivers are
seen in both products.
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Setting Up Certification Records

Before you can set up employee records, you have to establish the required and non-required
certification records.

Adding Certification Records

The Triptracker system keeps track of the required certifications for each employee type. When you
add a new employee, the system checks to see if the employee meets those minimum requirements
for certification. Then, you update their employee record with their certification information. If the
employee does not have all of the certifications required, the system displays the missing or overdue
certifications.

Before you can add and work with employee records, it is important to enter required certification
information. These records establish the minimum certification requirements. In addition, you have to
enter the employee type records to tie the workers to their appropriate certifications. Then, in the
employee records themselves, you keep track of the individual certification records. You can use
these records to ensure your employees’ certifications are up-to-date and prevent untimely
certification expirations.

To add certification records:

Path:) Admin > System Lists > Certifications
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1. Follow the above path to display the System List: Certifications screen.

System List: Certifications

Add a New Certification

Define a new certification or training
type that can be activated for use in
the system,

Certifications L

21 total records found Hide Inactive
Active Name

chL

Defensive Driving

Defensive Tactics

EMT
1232
2. Click
Add a Certification
Mame: |
Status: ® active O Inactive
Duration: (& [/ Penod Type) | || e

Look Ahiead Days; |
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3. Complete the fields in the Add a New Certification screen.
Name
Type the name of the certification in this field. For example, Driver.
Status
Select either Active or Inactive.
Certification names which have been checked as Active will appear in any employee record
which has an employee type associated with the certification. For example, if Jane Jones is a
driver, only certifications which have been associated with drivers will appear in Jane's employee
record.
If you change an Active status to Inactive, the status change will take effect on future employee
records once the status change has been saved. The inactive certification name will not
disappear from employee records, but it will no longer be actively tracked.
Duration (#/Period Type)
Enter the amount of time the certificaton is valid for. For example, 365 days or 6 months. You can
also select “Never Expires”.
Look Ahead Days
Type the number of days warning you want the system to give you when employees’ required
certification comes due.
When the certification due date falls within the number of days you enter in this field, the system
displays the Coming Due warning message in the Certifications tab, Status column of the
employee’s screen and highlights the entry in yellow. When the number of look ahead days is
passed, the system highlights the entry in red and displays the label Overdue.

4. When you have completed these entries, click to save the new record.

5. You can continue adding new records by clicking .

Editing Certification Records

To edit certification records:

Path:) Admin > System Lists > Certifications

1.
2.

Click ‘-, to display the blank search panel.

Enter a certification name in the Search On field. As you enter the certification name, the system
will display a list of certifications containing the text entered.

Select a certification to display the Edit Certification screen.
Place your cursor in the field you want to change the entry for and type over the existing entry.

After you complete your changes, click to save your changes.
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Deleting Certification Records
To delete certification records:
Path:) Admin > System Lists > Certifications

1. Click & to display the blank search panel.

2. Enter a certification name in the Search On field. As you enter the certification name, the system
will display a list of certifications containing the text entered.

3. Select a certification to display the Edit Certification screen.

4. Ciiok|_Detete |

Microsoft Internet Explorer

b ] Warning: By deleting the record, &l assodated records will be delated as wedl. It is suggeshed that you change the
w8/ recordto Inactive instead.

By chcking QK you vill delete the recard. e you sure you wank bo continue?

o) (o

)

5. Click OK to delete the certification record. The record is deleted and its name is removed from
the Active Name list.
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Showing Inactive Certifications in the Certifications List

Only the “active” certifications display in the certifications list. You have the option of displaying the
“Active” and “Inactive” certifications in the certifications list.

To show active and inactive certifications in the certifications list:
Path:) Admin > System Lists > Certifications

» Click show Inactive in the Certifications screen to show the active and inactive records.
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Setting Up Employee Titles

Employee titles are used for categorizing employees and can be used as a separate identifier rather
than employee type.

Adding an Employee Title
To add an employee title:
Path:) Admin > System Lists > Employee Titles

1. Follow the above path to display the Employee Titles screen.

-S}fStEITI List: Employee Titles

Add a New Employes Title

Define a new employea title that can be
activated for use in the system.

Add Mew... ;

Employee Titles 4
S total records found sheaws Inacive

Active  MName of Title
Bus Aide
Bus Driver I
Bus Monitor [
Bus Monitor [

Director of Transportato

2. Click to display a blank record.

Add an Employee Title

Mame: "

Status: & active O Inactive

| Add | | Cancel

3. Enter the name of the Employee Title in the Name field.
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4. Select Active for the status. Employee titles which have been checked as Active will appear for
selection in drop-down lists throughout the application.

5. Click to add the new employee title.

Editing an Employee Title
To edit an employee title:
Path:) Admin > System Lists > Employee Titles

1. Follow the above path to display the System List: Employee Titles screen.
2. Click — to display the blank search panel.

3. Enter an employee title in the Search On field. As you enter the employee title, the system will
display a list of employee titles containing the text entered.

4. Select an employee title to display the Edit Employee Title screen.

Edit Employee Title

Mame: Business Manager
Status: @ active O Inactive
| Update || Delete || Cancel

5. You can change the employee title name by typing a new name in the Name field.
6. You can change the status to AcTive or INACTIVE.

Employee Titles which have been checked as Active will appear for selection in drop-down lists
throughout the application.

If you change an Active status to Inactive, the status change will take effect once the status
change has been saved. The inactive employee title will no longer be actively tracked.

7. After you complete your changes, click to save your changes.
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Deleting an Employee Title
To delete an employee title:
Path:) Admin > System Lists > Employee Titles

1. Follow the above path to display the System List: Employee Title screen.
2. Click - to display the blank search panel.

3. Enter an employee title in the Search On field. As you enter the employee title, the system will
display a list of employee titles containing the text entered.

4. Select an employee title to display the Edit Employee Title screen.

5. Cliok[_Belete ]

Microsoft Internet Explorer

2 Warning: By deleting the record, &l assodated records will be delated as wedl. It is suggeshed that you change the
.,f/' record o Inactive instead.

By chcking QK you vill delete the recard. e you sure you wank bo continue?

[ a8 ] | Cancel

6. Click OK to delete the employee title record. The record is deleted and its name is removed from
the Employee Titles list.

Deactivating an Employee Title
To deactivate an employee title:
Path:) Admin > System Lists > Employee Titles

1. Follow the above path to display the System List: Employee Titles screen.
2. Click ‘- to display the blank search panel.

3. Enter an employee title in the Search On field. As you enter the employee title, the system will
display a list of employee titles containing the text entered.

4. Select an employee title to display the Edit Employee Title screen.

5. Click (%! Inactive in the Status field.

6. Click to save your changes.

Tyler’s Versatrans Triptracker®



Chapter 2 Working with the Records 57

Showing Inactive Employee Title Records in the Employee Titles List

Only the “active” employee title records display in the employee title list. You have the option of
displaying the “Active” and “Inactive” employee title records in the employee title list.

To show active and inactive employee title records in the employee titles list:
Path:) Admin > System Lists > Employee Titles

» Click zhow Inactive in the Employee Titles screen to show the active and inactive records.
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Setting Up Employee Types
Employee types allow you to assign certifications to a type of employee and to determine which

types of certifications are required for that type of employee. Employee type records also help you
track the status of employee certifications.

Adding an Employee Type and Associating Certifications
You should set up the certification and employee type information before adding employee records. If
you do not set up these records first, they will not be available to associate with an employee type.
Once you have completed your employee type records, you can create the individual employee
records for your employees or use those available in Routing & Planning and/or Fleetvision.
To add an Employee Type:

Path:) Admin > System Lists > Employee Types
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1. Follow the above path to display the System List: Employee Types screen.

System List: Employee Types

Add a New Employee Type
Define a new employee Type that can
be activated to appear in the system.

Employes Types L

29 total records found Hide Inactive
Active Name

Side

fide IT

fide 11

fide IV
fAssistant Driver
butcher

Cafeteria Worker

ichef
ichef 11
Diriver
1232
2. Click to display a blank record.

Add an Employee Type

Mame of En ployes
e [

Skatus {E- ackiva Q Inactive

Szspciated Tramir |I_J;"'.' ertifications
Selact and click "Add" to add a traning or certfication reguirement

v | [Add Certfcationiraniog |

[_asa | [ camcer |
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3. Enter the name of the employee type in the Name of Title field.

Select Active for the status. Employee Types which have been checked as Active will appear for
selection in drop-down lists throughout the application.

4. To add a certification requirement. Select a certification from the drop-down list and click

]

5. Repeat step 4 for each certification type that you want associated with this employee type.
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Editing an Employee Type

Remember, if there are new certifications required for an employee, you must add them in the
Certifications section first. See Setting Up Certification Records on page 49 for these instructions.

To edit an employee type:
Path:) Admin > System Lists > Employee Types

1. Click — to display the blank search panel.

2. Enter an employee type in the Search On field. As you enter the employee type, the system will

display a list of employee types containing the text entered.

3. Select an employee type to display the Edit Employee Type screen.

Edit Employeae Type

Name of Employes g,

ciatad Traming/Certifications

+ and click “Add" to add 3 braining o srtificabtion reguirement

Lo I:A-:r]f.r—rl:lil'.-tr_.n.lTlclnm_; I

Required Mame

O First id Remaove
= Mauntain Driving Eemave
= Physical Ramave

| Iaalate | | [relete | | Cancel |

4. You can change the name and status of the employee type.

5. You can assign additional certification types for the selected employee type. See, Adding an
Employee Type and Associating Certifications on page 58.

6. Check Requirep next to the certifications that are required.

7. You can remove a certification type by clicking pemoyve -

8. You can delete the selected employee type by clicking

9.

After you complete your changes, click to save your changes.
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Deleting an Employee Type
To delete an employee type:
Path:) Admin > System Lists > Employee Types

1. Click & to display the blank search panel.

2. Enter an employee type in the Search On field. As you enter the employee type, the system will
display a list of employee types containing the text entered.

3. Select an employee type to display the Edit Employee Type screen.

4. Ciiok|_Detete |

Microsoft Internet Explorer

2 Warning: By deleting the record, Al assocated records will be delebed as well. It is suggesbed that you dhange the
2/ record to Tnactive istead.

By chcking QK you vill delete the recard. e you sure you wank bo continue?

o) (o

5. Click OK to delete the employee type record. The record is deleted and its name is removed
from the Employee Types list.

Showing Inactive Employee Type Records in the Employee Types List

Only the “active” employee type records display in the employee type list. You have the option of
displaying the “Active” and “Inactive” employee type records in the employee type list.

To show active and inactive employee type records in the employee types list:
Path:) Admin > System Lists > Employee Types

Click show Inactive in the Employee Types screen to show the active and inactive records.
>
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Setting Up Job Categories

Job categories are used for setting up pay criteria within Employees records. They include the job
category description and a pay code. These values will be available to you in the employee's records
in the salary detail section.

Adding a Job Category
To add a job category:
Path:) Admin > System Lists > Job Categories

1. Follow the above path to display the System List: Job Categories screen.

System List: Job Categories

Add a New Job Cateqory
mManually add a new Job Category to
the system,

Job Categories L S

14 total records found Hide Inadtive
Active Name

Aide

fssistant
Assistant 11
Driver

Gy Instructor
Hall Maonitar
Kitchen Aide

Locker Room: &ttendant

Mechanic

Monitor
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2. Click to display a blank record.

Add a Job Category

Mame: |

Status: ® aActive O Inactive

Pay Code:

| Add | | Cancel

3. Enter the name of the Job Category in the Name field.

4. Select Acive for the status. Job categories which have been checked as Active will appear for
selection in drop-down lists throughout the application.

You can optionally enter a Pay Code in the Code field. “Pay Code” is an optional category for
reporting. This is a code associated with the specific job category.

5. Click to add the new job category.

Editing a Job Category
To edit a job category:
Path:) Admin > System Lists > Job Categories

1. Click — to display the blank search panel.

2. Enter a job category in the Search On field. As you enter the job category, the system will
display a list of job categories containing the text entered.

3. Select a job category to display the Edit Job Category screen.

Edit Job Category

MNarme Aide

Pay Code Al2

I Update | Dhaberte H Cancal

Tyler’s Versatrans Triptracker®



Chapter 2 Working with the Records 65

4. You can change the name, status and pay code.

5. You can change the status to AcTive or INACTIVE.

Job Categories which have been checked as Active will appear for selection in drop-down lists
throughout the application.

If you change an Active status to Inactive, the status change will take effect once the status
change has been saved. The inactive certification name will no longer be actively tracked.

6. After you complete your changes, click to save your changes.

Deleting a Job Category
To delete a job category and pay code:
Path:) Admin > System Lists > job Categories

1. Click -, to display the blank search panel.

2. Enter a job category in the Search On field. As you enter the job category, the system will
display a list of job categories containing the text entered.

3. Select an job category to display the Edit Job Category screen.

4. Ciiok [_Detete ]

Microsoft Internet Explorer

2 Warning: By deleting the record, &l assodated records will be delated as wedl. It is suggeshed that you change the
2/ record to Inactive instead.

By chcking QK you vill delete the recard. e you sure you wank bo continue?

o) o

5. Click OK to delete the job category record. The record is deleted and its name is removed from
the Job Categories list.
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Deactivating a Job Category
To deactivate a job category:
Path:) Admin > System Lists > Job Categories

1. Click & to display the blank search panel.

2. Enter a job category in the Search On field. As you enter the job category, the system will
display a list of job categories containing the text entered.

3. Select an job category to display the Edit Job Category screen.
4. Click @ Inactive inthe Status field.

5. Click to save your changes.

Showing Inactive Job Category Records in the Job Categories List

Only the “active” job category records display in the job category list. You have the option of
displaying the “Active” and “Inactive” job category records in the job category list.

To show active and inactive job category records in the Job Categories list:

Path:) Admin > System Lists > Job Categories

Click show Inactive in the Job Categories screen to show the active and inactive records.
>

Setting Up Drug Test Types

Depending on the rules at your district, there may be several different tests that employees are
required to take either on a random or fixed schedule. Either illicit or prescribed testing may be done.

This section is optiona.l If you already track drug test results in another place. There is no need to
duplicate the effort and Triptracker does not require this data to be entered to function properly.
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Adding a Drug Test Type
To add a drug test type:
Path:) Admin > System Lists > Drug Test Types

1. Follow the above path to display the System List: Drug Test Types screen.

System List: Drug Test Types

Add a New Drug Test Type
Define a new drug test type that can
be activated for use in the system.

Drug Test Types iy

18 total records found Hide Inacive
Active Name

Alcohol
Benzocaine
Blood Test
Cocaine

Crack

Drug Screening
Ethanal

Flintstones Chewables

Heroin

Marijuana
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2. Click to display a blank record.

Add a Drug Test Type

Mame:

Status: ® aActive O Inactive

| A | | Cancel

3. Enter the name of the drug test in the Name field.

4. Make sure that the Active check box is checked.

5. Click to add the new drug test type. The new drug test type appears on the

Drug
Test Types list.

Editing a Drug Test Type
To edit a drug test type:

Path:) Admin > System Lists > Drug Test Types
%
1. Click to display the blank search panel.

2. Enter a drug test type in the Search On field. As you enter the drug test type, the system will
display a list of job drug test types containing the text entered.

3. Select a drug test type to display the Edit Drug Test Type screen.

Edit Drug Test Type
Mame; Alcohol
Status ® Active O Inactive
| wpdate || Dpetete || Cancel

4. Make the desired changes in the associated fields.

5. You can change the status to AcTIvE or INACTIVE.
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Drug Test Types which have been checked as AcTive will appear for selection in drop-down lists
throughout the application.

If you change an Active status to Inactive, the status change will take effect once the status
change has been saved. The inactive certification name will no longer be actively tracked.

6. After you complete your changes, click to save your changes.
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Deactivating a Drug Test Type
You can deactivate a drug test type so it doesn’t display as an option in the future.
To deactivate a drug test type:
Path:) Admin > System Lists > Drug Test Types

1. Click & to display the blank search panel.

2. Enter a drug test type in the Search On field. As you enter the drug test type, the system wiill
display a list of job drug test types containing the text entered.

3. Select a drug test type to display the Edit Drug Test Type screen.
4. Click & Inactive in the Status field.

5. Click to save your changes.

Showing Inactive Drug Test Type Records in the Drug Test Types List

Only the “active” drug test type records display in the drug test type list. You have the option of
displaying the “Active” and “Inactive” drug test type records in the drug test type list..

To show active and inactive drug test type records in the Drug Test Types list:

Path:) Admin > System Lists > Drug Test Types

Click show Inactive in the Drug Test Types screen to show the active and inactive records.
>
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Working with Employee Records

Now that you have your certifications records established and set up the employee types (with the
assigned certifications records), you are ready to enter employee records themselves. You must
complete the certification and employee type records (see, Setting Up Cetrtification Records on page
49 and Setting Up Employee Types on page 58) before you can add the employee records

themselves.
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Adding an Employee Record

Employees may include all of the Transportation department workers who have responsibilities for
trips as well as other district workers as needed.

Note: You can “import” the employee data if you have files with a fixed or delimited format.
See, Importing Buildings, Vehicles, Employees, etc. on page 294.

To add an employee record:
Path:) Admin > Employees

1. Follow the above path to display the Employees screen.

Employeas
- Revnoue
: 4 i M
(e ke ..-
Cheat Adichllav Ephiree
Sarc Il h'!l'llll L
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2. Click Add llew Employes to display a blank Employee Record screen.

-!nqu-r-l.-lrp Ell'hmlddu-l-r 'T-r-:l-\-

Employea Record

Last P Farst Mami A TMew” employes record midst be saved
™y Fo) batore Calendar, Pick Lists, Certifications,
Ehadve LA Inacire Pay Rales, Drug Testing, Refusals, and
Commenl Log may b accessed.

O
a
0

g

asa || conest |

| W

Note: If you have Routing & Planning and Fleetvision, the building, vehicle, and employee data
is shared. Any edits, adds, or deletes that are made here will impact your Routing &
Planning and Fleetvision data.

3. Complete the blank fields in this screen including the tabs, until all of the information your
organization requires is complete. Most of these fields are self-explanatory. If you have
guestions about the appropriate entries for this screen, see the field descriptions below.

Note: A “‘new” employee record must be saved before the tabs can be accessed and
information added.
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First Name/Last Name
Type the employee’s name in the appropriate fields.

Employee ID
Type the employee’s ID in this field.

Enterprise ERP Integration

When setting up employee records, you need to make sure the employee ID’s that you enter in
Triptracker are an “exact match” to the employee ID’s you are using in Enterprise ERP. The
person(s) setting up Enterprise ERP should be able to tell whoever is setting up Triptracker what
the Enterprise ERP employee ID’s are or will be. An integration failure will result if this procedure
is not followed.

License #
Type the employee’s drivers license number in this field.

Social Security #
Type the employee’s social security number in this field.

Employee Title
Use the drop-down list to select the employee title for this employee. The employee title entries
you have made display in this list.

Employee Type
Use this drop-down list to select the employee type for this employee. The employee type entries
you have made display in this list.

Hire Date
Select the employee’s hire date from the drop-down calendar.

Seniority Date
This is the date seniority tracking begins. If you want this employee to use a different date other
than the date of hire for seniority purposes, select that date from the drop-down calendar.

Seniority Rank
If you want to list employees in a particular order based on seniority, enter this employee’s
number in this field.

Weekly Employee Run Time
The number of hours per week that the driver is scheduled for regular runs.

Distance Availability
This is the maximum trip distance that a driver will accept. Distance availability is used in
automated driver assignment.

Active/lnactive

Employees with an Active status will appear for selection in drop-down lists throughout the
application.

Driver/Monitor/Aide

Check the boxes that apply to the employee.
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Appear in Driver Queue
Check to allow drivers to be assigned to automatic Pick Lists and/or to assign drivers to specific
accounts.

Non Transportation Employee
Check this box if the employee is not involved in Transportation.

Multi-Day Trips

Checking this box indicates that a driver is available for multi-day trips. This information is used
in automated driver assignment.

Entering a Range of Time for When an Employee is Unavailable
To enter a range of time for when an employee is unavailable:
Path:) Admin > Employees

1. Follow the above path to display the Employees screen.

2. Perform a search to locate the employee whose record you want to work with. See, Finding and
Editing an Employee’s Record Using the Basic Search on page 83.

3. Click Add apptblock of time to enter a range of time for when an employee is
unavailable.
Calendar || Pk Lists | Ce tifications || Pay Rates || Drug Testing || Refusals || Comment Log
Subject:
Start Time:  |6/21/2010 | [8:00 AM
End Time: |6/21/2010 |(9-00 AM

Recurrence: [ ]

Add || Cancel

4. Type the reason for an employee not being available in the Subject field.

5. Use the drop-down calendar to select the start/end dates and times.
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6. Check Recurrence when you want to log recurring unavailable time for an employee.

Recurrence: [#

Period: Daily |
Every | Dav(s)
[ Ada [ cancer |

7. Enter the Period (Daily, Every Weekday, Weekly, Monthly, or Yearly).

8. If you selected Daily or Every Weekday, enter the number of days in the Every __ Day(s) field.
Weekly, enter the number of weeks. Monthly, enter the number of months. Yearly, enter the

number of years.
9. Enter the date or select the date the recurrence will end in the End Date field.
10. Click to add the recurrence to the calendar.

11. Click and the selected dates and times are blocked off on calendar.

September 2007 1
September % | 2007 W ¢ Thursday, Septembar 13

Sun Mon Tue Wed Thu Fri Sat
1 S oo WEd Moy wil not be avaiable for trips h

-~ W rirg this bire period.

o 10 1 1z [[Be1s g,
16 17 18 19 20 21 22
23 24 25 26 27 28 29

30 10w
Taday: 9/13/2007
Add apptblock of time | 11w
1 2 o
10
? A 1 g

Note: The dates and times that an employee is unavailable is used when assigning a driver to
a trip. If the trips falls within a driver’s unavailable time, the user will get a message that
the driver is unavailable.
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Adding Drivers or Monitors/Aides to a Pick List

Users who are a member of a group that has the permission Employees: Edit Pick List and Super
Users can add employees to a Pick List via the Employee Record screen. A Pick List must exist
before employees can be added, see Creating a Pick List for Drivers or Monitors/Aides on page 116.

To add drivers or monitors/aides to a Pick List via the Employee Record screen:
1. Click on the “Basic Search” tab.
2. Perform a search to locate the employees whose records you want to work with.

3. Click on the employee that you want to add to a Pick List to display the Employee Record
screen.

4. Click the Pick List tab.

Lists manually created by users Lists automatically created by system
/// //
Calendar || Pick Lis Certifications || Pay Rates || Drug Testing || Refusals | Comment Log

Manual Pick Lists Automatic Pick Lists

Member Name Member Name

] Drrivers Manual Drivers Automatic

il Maonitor/4ides Manual Menitors/Aldes Automatic

] Ervers Manatees County

-
Manual Pick List PanelAdtomatic Pick List Panel

There are two types of Pick Lists, manual and automartic. Manual Pick Lists are created by the
user and employees can be manually added or removed by the user. Automatic Pick Lists are
created by the system and employees are added or removed when certain criteria is checked on
the employee’s record (see below).

All the manual Pick Lists that were created by the user are listed in the “Manual Pick Lists” panel.
The “Automatic Pick Lists” panel will only display Pick Lists if the following driver and/or
monitor/aide criteria is checked on the employee’s record.

Drivers

“Active”, “Driver”,
checked.

Qualify for activity vehicle”, and “Appear in driver queue” checkboxes

Monitors/Aides
“Active” and either the “Monitor” or “Aide” checkbox checked.
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The system compares this criteria from the employee record with the Drivers or Monitors/Aides
criteria checked on the Pick List Setup screen. The automatic Pick Lists are then displayed
accordingly. For infomation on selecting automatic Pick List criteria, see Creating a Pick List for
Drivers or Monitors/Aides on page 116.

5. In the “Manual Pick Lists” panel, check the boxes next to the Pick Lists that you want the
employee added to.

6. If the employee meets the Pick List criteria for automatic Pick Lists, you can either change the

“Driver”, “Monitor”. or “Aides” criteria to relocate the employee to a different automaic Pick List or
you can uncheck the criteria to remove the empolyee from automatic Pick Lists.

Note: You cannot select or unselect Pick Lists in The “Automatic Pick List” panel. This panel
only serves as a list of automatic Pick Lists associated with the employee.

7. Click Update to update the employee record. Changes to the automatic Pick Lists will display in
the “Automatic Pick Lists” panel.

Note:  Additions and deletions of employees to and from Pick Lists will also be reflected on the Pick
List screen.

Viewing & Updating an Employee’s Certification Information

Certification information is assigned to employee types, see Adding an Employee Type and
Associating Certifications on page 58. Different employee types may require different certifications.
For example, a driver may be required to have CPR, Mountain Driving, and First Aid certifications.
The Certifications tab allows you to view employee certification information (i.e. Certifications,
Required, Completion Date, Expiration Date, and Status) relating to that employee’s type. You can
also edit the completion and expiration dates for that employee’s certification.

To view and update an employee’s certificating information:
Path:) Admin > Employees

1. Follow the above path to display the Employees screen.

2. Perform a search to locate the employee whose record you want to work with. See, Finding and
Editing an Employee’s Record Using the Basic Search on page 83.
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3. Click | Certifications | to display the employee’s certification information.

Calendar || Pick Lists | Certifications | Pay Rates | Drug Testing || Refusals | Cemment Log
fi - | I I i

2 z : Completion Expiration
Certifications Required Date Date Status
First Aid & R R Coming .
CPR fes o/17/2009 &/23/2010 Bad Edit
CDL Yes 6/15/2009 6/24/2010 c“‘""“g Edit

Physical Yes Edit

Mountain
Driving Mg

Annual
L fes
Inservice

When you added a new certification (see, Adding Certification Records on page 49) you entered
a number of look ahead days. When the employee’s certification is within that look ahead
number of days, the system highlights the entry in this screen in yellow and displays the Coming
Due label in the Status column. If the number of look ahead days is passed, the Status column
entry reads Overdue and the system highlights the entry in red. Certifications that are missing
say Missing in the Status colum and are also displayed in red. When you update/edit the
certification entries for the employee, the red highlight disappears.

m
=

|I-I-I |

4. Click Edit for the certification that you want to update.

Calendar | Pick Lists | Certifications || Pay Rates | Drug Testing | Refusals | Comment Log
Certification: Physical

Completion || v|

Date: - o

Expiration | v

Date:

| aca | | cance |

5. Either enter a completion and expiration date or click to select the dates from the calendar.

6. Click to update the selected certification’s completion and expiration dates.
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Entering an Employee’s Pay Rate Information
To enter an employee’s pay rate information:
Path:) Admin > Employees

1. Follow the above path to display the Employees screen.

2. Perform a search to locate the employee whose record you want to work with. See, Finding and
Editing an Employee’s Record Using the Basic Search on page 83.

3. Click FPay Rates . and then click , the system displays the Pay Rate Entry box.

Add New... i

b Manitar v

Category:
Hourly Rate SIt Rate

Cwernight Meekend

Rate: Rate

Acld Cancel

Job Category Hourly Sit Owvernight Weekend
Driver 15.00 6.00 25.00 22.00 Edit

4. Select the employee’s job category from the drop down list.

5. Enter the appropriate pay rate amounts in each of the rate fields.

6. Click the button. The pay rates entered are displayed.

Job Category Hourly Sit Overnight Weekend
Driver 15.00 /.00 25.00 22.00 Edit

7. Click Edit to update the employee’s pay rate.
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Entering an Employee’s Drug Testing Information
To enter an employees drug testing information:
Path:) Admin > Employees

1. Follow the above path to display the Employees screen.

2. Perform a search to locate the employee whose record you want to work with. See, Finding and
Editing an Employee’s Record Using the Basic Search on page 83.

3. Click EL_I';I TEStII'I';I_ and then click | Add New... , the system displays the Drug Testing
Entry box.

| Calendar | Pick Listz | Certifications || Pay Rates || Drug Testing || Refusal

Test [
MName: Random .

Test Date: |

(f]

[| Comment Log |

[ <

Results: |

i
MNotes: ‘ [

Add | | Cancel |

Select the test name from the drop down list. See, Setting Up Drug Test Types on page 66.

Enter the results and notes in the corresponding fields.

Click the button. The drug test information is displayed.

4
5. Either enter a test date or click to select a date from the calendar.
6
7

| Calendar || Pick Lists || Certifications | Pay Rates | Drug Testing | Refusals | Comment Log |

Add New...

Date Test Type Results Notes
10/01/2007 Random Pass Edit

8. Click Edit to update the drug test information.
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Viewing an Employee’s Trip Refusal Information
To view an employee’s trip refusal information:
Path:) Admin > Employees

1. Follow the above path to display the Employees screen.

2. Perform a search to locate the employee whose record you want to work with. See, Finding and
Editing an Employee’s Record Using the Basic Search on page 83.

3. Click | Refusals | to review the employee’s field trip refusals.

Calendar || Pick Lists | Certifications. || Pay Rates || Drug Testing || Refusals |.Comment Log

Refusal Date Trip Date Trip Name Pick List Comments
g6/18/2010 5/30/2010 NewTripd Drivers  Sick

wo s oy ke oo o g S o SRR 8 o ety o e e oot it oSt Rl rrm e b foLp BB ne o onemtld et oy B

4. This is not applicable when you enter an employee initially, since this tab displays trips this
employee has refused. You cannot enter trip refusals here.

Using the Comment Log
To use the comment log:
Path:) Admin > Employees

1. Follow the above path to display the Employees screen.

2. Perform a search to locate the employee whose record you want to work with. See, Finding and
Editing an Employee’s Record Using the Basic Search on page 83.

3. Click| Somment Log | and then click , the system displays the Comment Entry

box.

Motes:

Add | | Cancel
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4. Enter your comments into the Notes field and click . The comments entered are

displayed.

Calendar || Certifications || Pay Rates | Drug Testing Refusals | Comment Log

Add New...

Date Motes User ID
10/02/2007 Meeeds 24 hour advance notice admin
10/02/2007 Excellent driver record adrmin

Finding & Editing an Employee’s Record
You can use the basic or advanced search methods to find an employee’s record and edit that

employee’s record in the Triptracker system. Finding an employee’s record largely depends upon
what criteria you know when you begin the search.

Finding and Editing an Employee’s Record Using the Basic Search
To find and edit an employee’s record using the basic search:
Path:) Admin > Employees

1. Follow the above path to display the Employees screen.

2. Click the Basic Search tab.

3. Clicking the [ Search | pytton without entering information will display all employee’s records.

4. For a specific employee, enter the information or select the employee information from drop-
down lists.
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5. Click to display the employee’s search results.

Search Results Prnt Search Resylts
TripID Status Trip Name Reason For Trip Account Trip Date  Requester
1122 Reguested pewmessage] adams ES 2f3j2015 Crannedl, Rory
1116 Requested roranneltnoldone Adams ES 1/30/2015 Crannell, Rory
1119 Requested blocked time 3 adams ES 1/26/2015 Crannell, Rory
1118 Reguested Blocked Time 2 Adams ES 1/15f2015 Cranneil, Rory
1117 Reguested Block Time 1 Adams ES 1/15/2015 Crannell, Rory
1113 Requested RCdemotnp2 adams ES 172015 Esgubel, Mana
106 Requested commentboxl adams ES 12/329/2014 Esquibel, Maria
111 Regquested Museum Tour Adams ES 12/15/2014 Gordon, Bil
110 Reguested ed top Adams ES 12/11/2014 Esgubel, Mana
a7 Requested [est2new3done Craig HS Enghsh 10312014 Crannell, Rory
Ll 3 ﬂ
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6. Click on the Employee name to display the Employee Record screen.
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7. Click to return to the Employees Screen

OR,

8. You can edit the employee record by either entering new information or selecting information

from drop-down lists.

9. When you are finished editing the employee record click

10. Click Cancel to return to the Employees Screen.
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Saving an Employee Search & Using a Saved Employee Search
You can save any number of employee searches and they will be added to a list for later use.
To save an employee search and then use the saved search:

Path: Employee Search
1. Follow the above path to display the Employee’s Search screen.
2. Click the Basic Search tab.

3. Set up and run an employee search as described in Finding & Editing an Employee’s Record on
page 83Finding & Editing an Employee’s Record.

Save Search Panel

4. Inthe Save Search panel, enter a name for the search in the Save as field.

5. Click . The search is added to a list accessible from the Saved searches drop-

down button.
6. Click the Saved Searches drop-down button to display a list of saved searches.

7. Select the desired search from the list and click Search.
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Finding & Editing an Employee’s Record Using the Advanced Search
If you want to enter more specific criteria, use the advanced search. The advanced search gives you
more options in choosing criteria by introducing an operator, such as is equal, not equal, less than,
and is between.
To find and edit an employee’s record using the advanced search:

Path:) Admin > Employees

1. Follow the above path to display the Employee’s Search screen.

2. Click the Advanced search tab.

Employees
Basic Search | Advanced Searct
Condition  Field Mame Jperaton Value
Last Mame w15 equal b Al to quiery || Chear queery
Guery Parameters

3. Select the field you want to search on from the Field Name drop-down list.

4. Select an operator for this criterion from the Operator drop-down list. Operators include: is
equal, not equal, less than, less than or equal, greater than, greater than or equal, is
between, is in, and is not in.

5. Click Add to Query. The Condition field becomes active allowing you to select a condition (AND
or OR) and if desired, continue entering criteria to the query. The following is an example of a
query with 2 sets of criteria.

| Employees
Basic Seart Advanced Sesrct

ndibon  Field Narme iperaton Walue

AND » || Btatus ¥ | is egual o | Active |A|.Id to quel:.rj_ Clear query

Please select a Condition.

| Search imlr: Mow.. :
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6. When you are finished entering criteria, click| _%#a'&h | The Search Results panel displays the
employee(s) that match the query.

7. Click on the Employee name to display the Employee Record screen.

Search Results
Employee ID Employee Name Status  Home Phone Employee Type

518.533-.1837 EMT

o90 McElroy, Edward Sctive

8. Click [ G2nsl | to return to the Employees Screen

OR,

9. You can edit the employee record by either entering new information or selecting information
from drop-down lists.

10. When you are finished editing the employee record click

11. Click [mlto return to the Employees Screen.
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Setting Up Building Records

If you are currently working with Routing & Planning, you have probably set up most of the building
records for Triptracker. Buildings can either be entered manually or imported into Triptracker. See,
Importing Buildings, Vehicles, Employees, etc. on page 294.

Manually Adding a Building Record

You need to enter a record for each building that is part of your district. The Bus garage and all the
schools plus any other facilities that would constitute a point of origin must be entered.

To manually add a building record:
Path:) Admin > Building

1. Follow the above path to display the Buildings screen.

Buildings

Add a New Building

Manually add a new buillding to the

Bulldings

O total records found
Active Mame

Al ar
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Gk A4 Neve ]

Add a Building

Name |
Status ® active O Ihactive

Abbreviation

I.ﬁdd I|E‘an¢el|

Complete the fields in this screen. Most of the fields are self explanatory.

Building Number (required)
Enter a build number to identify a building.

When you have completed these entries, click to save the new record.

You can continue adding new records by clicking | 99 New... J.
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Editing a Building Record
To edit a building record:
Path:) Admin > Buildings

1. Inthe Buildings screen, click — to display the blank search panel.

Buildings i

Search On; |

2. Start typing the name of the building. As you enter text, the system will display a list of buildings
that comes closest to matching the text entered.

3. Click on the building to select it and display the edit building screen.

Edit Bullding
Hame; Acme Elementary Ea
Stabus & Active (D lhactive

Sbhbresiation AEE

Address 1 789 East ABC Way

Latharm tate: |NY Zin- |12140
uilding Num 19
Far a Mrs

Contact Last Mame Persan

1/-H
Ermal
Phaone Mi-111-1111

| update || Delete || Canicel |

4. Place your cursor in the field you want to change the entry for and type over the existing entry.

5. After you complete your changes, click to save your changes.
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Deleting a Building Record
To delete a building record:
Path:) Admin > Buildings

1. Inthe Buildings screen, click —. to display the blank search panel.

Buildings =

2. Start typing the name of the building. As you enter text, the system will display a list of buildings
that comes closest to matching the text entered.

3. Click on the Building’s name to display the Edit Building screen.

4. cick|[ petete |

5. Click OK to delete the building record. The record is deleted and it's name is removed from the
Active Name list.

Showing Inactive Buildings in the Building List

Only the “active” buildings display in the building list. You have the option of displaying the “Active”
and “Inactive” buildings in the building list.

To show active and inactive buildings in the building list:
Path:) Admin > Buildings

Click show Imactive in the Buildings screen to show the active and inactive buildings.
>
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Setting Up Vehicle Records

The Vehicle screen contains information about the vehicles in the vehicle file and about the routes
each vehicle runs. Triptracker uses vehicle records to manage the vehicles your organization uses
for field trips. If you are currently working with Routing & Planning and/or Fleetvision, you have
probably set up most of the vehicle records. These records can also be imported into Triptracker.

The following topics are covered in this section:

Adding a Vehicle Record on page 94

Viewing the Routing Information for a Vehicle on page 97

Editing a Vehicle Record on page 99

Deactivating a Vehicle Record on page 102

Finding a Vehicle Record on page 100

Adding a Vehicle Record

To add a vehicle record:

Path:) Admin > Vehicles

1. Follow the above path to display the Vehicles screen.

Vehicles

Add a New Vehicle
Dafine a new Yehicle that can be

activated for use in the systeam,

Add Mew...

Vehicles

107 total records found show Insctive
Active Yehicle

00

T S Sy ST SRS e S i
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2. Click to display a blank record.

Add a vehicle

I Adkd l | Cancel |

Note: If you have Routing & Planning and Fleetvision, the building, vehicle, and employee data
is shared. Any edits, adds, or deletes that are made here will impact your Routing &
Planning and Fleetvision data.

3. Type the name or number of this vehicle in the Vehicle field.

4. Select AcTive for the status. Vehicles which have been checked as Active will appear for
selection in drop-down lists.

5. Complete the remaining fields selections for the vehicle record.

Registration No.
The registration number of the vehicle assigned by the Department of Motor Vehicles.

VIN Number
Enter the manufacturer’s serial number for the vehicle.

License Plate
Enter the license plate number of the vehicle.

Other ID #
This field allows you to enter an additional ID number for the vehicle if applicable.

Contractor
Enter the name of the contractor.

Model Year
Enter the year of manufacture for the vehicle.

Tyler’s Versatrans Triptracker® User’s & Administrator’s Guide



96 Setting Up Vehicle Records

Capacity
Enter the legal capacity of the vehicle.

Special Equip.

Select Yes if vehicle is equipped with special equipment or No if it is not equipped with special
equipment. Indicates vehicles with special equipment without specifically noting the special
equipment.

Operating Cost
Enter the cost/mile (in cents per mile/kilometer) that represents the operating cost of the vehicle.

Annual Capital Cost

Enter the dollar amount to be assigned as this vehicle’s annual capital outlay for a vehicle. When
the amount appears significantly high, it may indicate a significant benefit in removing a bus from
service.

AM Driver Name
Select the vehicle’s driver from the drop-down list (make sure the employee record had been
entered).

PM Driver Name
Select the vehicle’s driver from the drop-down list (make sure the employee record had been

entered).
6. Click to add the new vehicle record. The new vehicle record displays in the

Vehicles screen. Assigned routes display in the Route Information panel at the bottom of this
screen. See, Viewing the Routing Information for a Vehicle on page 97.
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Viewing the Routing Information for a Vehicle

Some vehicle records in the Triptracker vehicle file contain assigned routes which display in the
Route Information panel at the bottom of the Add and Edit Vehicle screens. You cannot make any
changes in the Route Information panel.

To view the routes assigned to the selected vehicle:
Path:) Admin > Vehicles

1. Follow the above path to display the Vehicles screen.

.‘u'ehicles

Add a New Vehicle
Define a new Yehicle that can be

activated for use in the systam,

Add Mew...
Vehicles

107 total records found i 1

Active Vehicle

Ackiva

L et e S . S i B Sl

Tyler’s Versatrans Triptracker® User’s & Administrator’s Guide



98 Setting Up Vehicle Records

2. Click on a vehicle to display the Edit Vehicle screen. If routes have been assigned to this vehicle,
the Route Information panel displays.

Edit Yehicle

vehicle Bﬁ Status ® ative O Inactive
Ragistration No.: ] WVIN Humbar
Licanse Plate; - Cther 1D & -
Contractor: .CUL_EE.N |1 Model Yaar: -
Caparity !_?15 _ Special Eguip. Oves @ No
Operating Costi{$.00) i annual Capital Cost) |
AM Dnwver MName | FOUST, KRISTINA P Dnver Hame: FDUST, K_RIST!P-JA" Lo
Route Information
Route # Description Driver Anchor Location Anchor Time Days
‘S MAR4a FOUST ERISTING MAMS TS AM MTWHE
‘o PRM2a FOUST KRISTINA STMT B 10 &M MTWHF
'y MAR4p FOUST KRISTINA Ma#M5 2:05 PM MTWHF
% PRM3p FOLIST, KRISTINA STWL 2155 PM MTWHF
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Editing a Vehicle Record
To edit a vehicle record:
Path:) Admin > Vehicles

1. Follow the above path to display the Vehicles screen.

\Vehicles

Add a New Vehicle
Define 3 new Yehicle that can be
activated for use in the system,
Add New... 4
Vehicles 5
107 total records found Show Inactive
Active Vehicle

2ab

a0c

Eyil

L T e R e i, e S

2. Click on a vehicle to display the Edit Vehicle screen.

Edit Vehicle
Jehicla _11_.1_ | Status O Active @ 1na
Tistraticn VIN Mumber
Licanse Plat hiariD &
Cantractor; COLEMAN Modeal Year
apaciy i) . pacal Equip O ¥es @ No
Snerating Cost:($.00 :“_i Annual Capital Cost
AM Drivar Naime W PM Dnvar Nama W
=0 Iriformiat

3. Type over the fields you want to change or make a new selection from the drop-down lists.

4. Click to add the changes to the vehicle record.

be imported into Triptracker.
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Finding a Vehicle Record
To find a vehicle record:
Path:) Admin > Vehicles

1. Follow the above path to display the Vehicles screen.

i"..f'ehi-::les

Add a New Vehicle
Define a new Yehicla that can be
activated for use in the system,
Add New... |
Vehicles A
107 total records found Shew Inssive
Active Vehicle

2ab

=Lal

Byl

b Tt S o b, e S e e e, e R Sl

2. Click '— to display the blank search panel.
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3. Enter a vehicle identification number in the Search On field. As you enter the vehicle
identification number, the system will display a list of vehicles containing the numbers entered.

Vehicles

Active

4

Search On 3|

33

22 total reel
37

i

e rBE R E LB

4. Move the cursor over a vehicle number and right-click on that vehicle number to select it. The
Edit Vehicle screen for the selected vehicle displays.

Edit Vehicle

Y A i

e 5 fbfe

Route ¢ Description Driver

Pegictration No ENEST WIM Numbe FS¥ETEI4R45
Plate |:||'yﬁ." "'Wq Fhar TO &
“pnkracho COLEMAN Model Year 2002
s acity a5 s pearial Bl @ ves OiNe
sperating Cost:{£.000 [15 el Annual Capital Cost: (G000
AN | i DUNFEE, HENRIETT. | ©M Driver Hams [DUNFEE, HENRIETT. ¥
sl ir a

Anchor Location Anchor Time Days
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Deactivating a Vehicle Record

To deactivate a vehicle record:

Path:) Admin > Vehicles

1. Click — to display the blank search panel.

Yehicles

Search Or | |

Enter a vehicle identification number in the Search On field. As you enter the vehicle
identification number, the system will display a list of vehicles containing the numbers entered.

3. Select a vehicle to display the Edit Vehicle screen.

4. Click ® Inactive inthe Status field.

5. Click to save your changes.

Tyler’s Versatrans Triptracker®



Chapter 2 Working with the Records 103

Setting Up Driver Assignment Rules

The Driver Assignment Rules screen allows you to add new driver assignment rule templates and
edit existing templates for ordering driver assignment lists (i.e. Driver Pick List) based on any one or
a combination of rules.

For example, a district wants to award trip assignments by hours previously awarded, with rotation,
but also factor in refusals. According to their procedures, 4 refusals = 1 trip, and trips average 4

hours, so for every 4 refusals, 4 hours are added to their awarded hours counts (as if they had been
awarded a trip).

Adding Driver Assignment Rules
To add Assignment Rules:
Path:) Admin > Driver Assignment Rules

1. Follow the above path to display the Driver Assignment Rules screen.

Driver Assignment Rules

Add a New Rule Template
Add New...
Rule Templates
3 ~ords fou
Active Name
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2. Click Add New to display the Edit Rule Template Screen.

Add a Rule Template

MName: ||

Status: ® Active © Inactive

[]1gnore all rules and settings (Order List Alphabetically)

Select Rule Name Options
[ Availability i =
OREEEa ¥
] Seniority Rank =
v
S ’
\ 4
. < Eigfdegdﬂf Trips Number of Refusals qual t £ of Refusals: o
ne Trip Take 9
] Number of Refusals ‘i
4
. F] Seniority Date So-Hire D-te =
By Seniarity Date s

Assignment Options

[] 4pply Rotation

3. Enter a name for the driver assignment rules template.

4. Select Active for the status. Rules which have been checked as Active will appear for selection
in drop-down lists. Rules which have been checked as inactive will not appear for selection in
drop-down lists.

5. Click the check boxes to select the rules to use for ordering driver assignment lists.
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6. Click g to move a rule up or down on the list.

The higher the rule is on the list, the higher the priority that rule will receive.

“]Ignure all rules and setting (random assignment)

Allows you to choose “No Rules” as the only Driver Assignment Rules.

Seniority Rank
Seniority Rank is entered in the employee record, see Adding an Employee Record on page 72.

Availability

Allows you to select Date/Time and/or Distance availability to be used when ordering driver
assignment lists. Employee schedule and distance availability are entered in the employee
record, see Entering a Range of Time for When an Employee is Unavailable on page 75.

Field Trip Hours Awarded
Sorts the entries based on the amount of field trip hours each driver in the list has already taken.
The driver with the most hours displays at the bottom.

Number of Trips Awarded
Used in totaling trips that will be used when ordering driver assignment lists.

Number of Refusals
When checked, the number of trip refusals will be taken into account when ordering driver
assignment lists.

Seniority Date

By Hire Date or By Seniority Date sorts the entries in the list by the dates you entered in the
employees record. Hire Date and Seniority Date are entered in the employee record, see Adding
an Employee Record on page 72.
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Assignment Option (Apply Rotation)
A driver will be moved to the bottom of the list once a trip is taken.

Assignment Options

wrriv BakskFiam
APy ROC3con

Annual Reset Date | August V|2

Update H Delete || Cancel

Annual Reset Date
Select a date that the system should use to reset the driver assignment list basically giving the
driver a clean slate for the upcoming school year. The following fields are reset:

* Field Trip Hours Awarded
e Number of Trips Awarded

¢ Number of Refusals

All of the rules are then used again to resort the drivers.

7. Click Update when you have finished selecting Driver Assignment Rules.
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Editing Driver Assignment Rules
To edit driver assignment rules:
Path:) Admin > Driver Assignment Rules

1. Follow the above path to display the Driver Assignment Rules screen.
2. Click on the driver assignment rule template that you want to edit (i.e. Drivers).

3. Edit the driver assignment rules template by checking or unchecking the rules. If you need help
with any of these rules see Adding Driver Assignment Rules on page 103.

4. Click Update when you have finished making changes to the driver assignment rules template.

Deleting Driver Assignment Rules
To delete driver assignment rules:
Path:) Admin > Driver Assignment Rules

1. Follow the above path to display the Driver Assignment Rules screen.

2. Click on the driver assignment rule template that you want to delete (i.e. Drivers).

Note: It is recommended that a driver assignment rule is made Inactive and not deleted
because when you delete this record, all associated records will be deleted as well.

3. Click Update and then click Delete.
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Working with Pick Lists

You have the ability to create and maintain multiple Pick Lists for both Drivers and Monitors/Aides
and have those Pick Lists available at the same time during scheduling. Drivers and Monitors/Aides
can be on any number of Pick Lists and are not relegated to a single list. Multiple Pick Lists allow you
to categorize Pick Lists according to their function and then easily locate a specific list of employees
at the time a trip needs to be scheduled.

Note: Each listis independent of each other. Driver Pick Lists can have a different set of driver
assignment rules attached to each list.

The following are examples of specific Pick Lists for specific functions:

e  AM Drivers

e PM Drivers

*  Weekend Drivers

* Drivers for Garage A, B, C, etc.

When you upgrade from Versatrans Triptracker 9.15 to 9.16, two Pick Lists are automatically
created:

e Drivers

¢ Monitors/Aides

These lists are created using information from the employee record. If there are employees that meet
Pick List criteria as described in the following example, they will be automatically assigned to the
corresponding Pick List.

Note: The Pick Lists will be created regardless of whether there are any employees that meet
Pick List criteria.

For example, for drivers this is defined as employees who have, “Active”, “driver”, “qualify for activity
vehicle”, and “appear in driver queue” checkboxes checked on the employee record. For
monitors/aides this is defined as employees who have “Active” and either the “monitor” or “aide”
checkbox checked on the employee record.

The following procedures are involved in creating & using Pick Lists:

e Assigning Pick List Permissions to a User Group on page 110.

e Adding Driver Assignment Rules for Pick Lists on page 112.

e Creating a Pick List for Drivers or Monitors/Aides on page 116.

e Adding Drivers or Monitors/Aides to a Pick List via the Pick List Screen on page 119.

e Adding Drivers or Monitors/Aides to a Pick List via the Employee Record Screen on
page 123.

e Using Pick Lists to Add Drivers and Monitors/Aides to a Trip Schedule on page 124.
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e Generating Pick List Reports on page 134.
* Importing Employees Into an Existing Pick List on page 134.
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Assigning Pick List Permissions to a User Group
Before you can work with Pick Lists, you must first belong to a user group that has the necessary
permissions. Pick List permissions are assigned to user groups as a way to control their access to
the Pick List functions in Triptracker.
Before assigning Pick List permissions to a user group, you must first create a user group, see

Adding a User Group and Assigning Privileges on page 265. Once you have created a user group,
you can assign employees to the user group, see Setting up a New User on page 272.

To assign Pick List permissions to a user group:
Path:) Admin > User Groups

1. Follow the above path to display the User Groups screen.
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2. Select the user group that you want to assign Pick List permissions to. The Edit User Group

User Groups

Add a Group
Create a new group to define
group access to the system.

_____ Aelspiiy
Add Mew... ]
User Groups A

6 total records found
Name

Billing Clerk

Driver

Requester
Scheduler

Transportation Office

screen displays.
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Ep U R Click [¥] next to the Users assigned to group

Uzer Group Name ' field to display a list of users assigned
& users assigned to group to the group
{ admin
| Bill Gerdon
Martin Adams

| Mike Grean
| Tin Thomas

Administration Trip Reguests

] Administrator: Opticns [l closed Trips: Close

|:| Agmmistrator: Super User DC!DE ed Trips: Edit

[J administrator: Trip Delare O closed Trips: view

[J overnde; Advance Notice of Tnp Cancellations [ Trip Approval: Approve Or Reject
O] ovarride: Advance Notice of Trip Requasts O trip Approval: Cancel

o ohaote s L Al g Ay e By ket ot o S it S An e Ak s SRRt S e et

e T i e e e T

[l pick List: Edit

[] system Lists: Edit

P ot B P B L A U Y i 0 g A B i g P e

CTrip Directions: Attach Point to Point Directio
O Trip Invoicing: Create
User: Accounts EOit np Invoicng: it

| Ed Ctrip ! Ed

[luser: Groups Edit Clrp Invorcing: View

C1rip Payments: Create
Employees

[0 Employees: Edit Calendar Elrip Payments: Edit
[JEmployees: Edit Certifications EXPrie Paymans: View
[ Employeas: Edit Details

[JEmployees: Edit Drug Tests FlTmo Remset: Caricsl
T —— C1Trip Request: Create

oy : Edit Pick
-&Wﬂm I o t. b g e Pt i S ol S 2 e . it actlegtn,. S % i e i S e

3. Inthe permissions list, click the check boxes of the Pick List permissions that you want to assign
to this user group and then click to save these permissions.

Members of a user group who have the Pick Lists: Edit permission or are a Super User, can
create drivers or monitors/aides Pick Lists. Members of a user group who have the Employees:

Edit Pick List permission or are a Super User can work with Pick Lists from the Employee Record
window.

Adding Driver Assignment Rules for Pick Lists
When you create a Pick List with a List Type of “Drivers”, you will have the option of selecting a driver
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assignment rule that will be applied to the Pick List, see Creating a Pick List for Drivers or
Monitors/Aides on page 116. Even though you may already have driver assignment rules, you may

want to create rules that are for a specific Pick List.

To add driver assignment rules for Pick Lists:

Path: Admin > Driver Assignment Rules

1. Follow the above path to display the Driver Assignment Rules screen.

Driver Assignment Rules

Add a New Rule Template
Manually add a new rule template to the
system.

Rule Templates Ly

3 total records found Show Inactive
Active Name
Default

Driver Pick List Eules

Maonitors/Aides
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2. Click Add New to display the Add a Rule Template Screen.

3. Enter a name for the driver assignment rules template.

4. Select Active for the status. Rules which have been checked as Active will appear for selection
in Pick Lists. Rules which have been checked as inactive will not appear for selection in Pick
Lists.

5. Click the check boxes to select the rules to use for ordering driver assignment lists.
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6. Click g to move a rule up or down on the list.

The higher the rule is on the list, the higher the priority that rule will receive.

[l1gnore all rules and settings {(Order List Alphabetically)
Allows you to order list alphabetically and have no rules applied.

Seniority Rank
Seniority Rank is entered in the employee record, see Adding an Employee Record on page 72.

Availability

Allows you to select Date/Time and/or Distance availability to be used when ordering driver
assignment lists. Employee schedule and distance availability are entered in the employee
record, see Entering a Range of Time for When an Employee is Unavailable on page 75.

Field Trip Hours Awarded
Sorts the entries based on the amount of field trip hours each driver in the list has already taken.
The driver with the most hours displays at the bottom.

Number of Trips Awarded
Used in totaling trips that will be used when ordering driver assignment lists.

Number of Refusals
When checked, the number of trip refusals will be taken into account when ordering driver
assignment lists.

Seniority Date

By Hire Date or By Seniority Date sorts the entries in the list by the dates you entered in the
employees record. Hire Date and Seniority Date are entered in the employee record, see Adding
an Employee Record on page 72.

Assignment Options
[] Apply Rotation
Annual Reset Date -':"-Ug’i.!frt (S
Update ]| Delete || Cancel |
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Assignment Option (Apply Rotation)
A driver will be moved to the bottom of the list once a trip is taken.

Annual Reset Date

Select a date that the system should use to reset the driver assignment list basically giving the
driver a clean slate for the upcoming school year. The following fields are reset:

* Field Trip Hours Awarded
¢ Number of Trips Awarded
*  Number of Refusals

All of the rules are then used again to resort the drivers.

7. If you are creating a new Driver Assignment Rules template, click Add. If you are editing a
template click Update.

Creating a Pick List for Drivers or Monitors/Aides
By default, you are provided with two Pick Lists: Drivers and Monitors/Aides.

You can create additional Pick Lists if you are a SuperUser or if you are a member of a group that
has the permission Pick Lists: Edit.

To create a new Pick List for drivers or monitors/aides:
Path:) Admin > Pick Lists

1. Follow the above path to display the “Pick Lists” screen.

Pick Lists

Add a New Pick List

Add New...

Pick Lists 4

EaEsl feé sEdle

Active Name
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2. Click Add New to display the “Add an Employee Pick List” screen.

Add an Employee Pick List

ployes Assol

Mame: |

Status; ® Active O Inactive

List Type for Scheduling
Purposes

& Drivers (list of employees that can be selected as a
driver of a vehicle)

() Monitors/aides (list of employees that can be selected
as monitor or aide on a vehicle)

Employees Assignment:

O Automatic (Employees are automatically added to the
list and maintained by system)

# Manual (Employees are added to the list and
maintained manually)

Dnver Assignment Rulas: v

3. Select the Pick List Setup tab. This is the default selection.

4. Enter a name for the new Pick List.

5. Make sure that the status is Active (the status is Active by default). Pick Lists which have been
checked as Active will appear for selection in drop-down lists on the Trip Scheduling screen.
Pick Lists which have been checked as Inactive will not appear for selection in drop-down lists
on the Trip Scheduling screen.

Note: You may wish to set a Pick List as Inactive while you are assigning members. Once your
list is complete, you can make it active and available for use in the Trip Scheduling
screen.

6. Select the type of Pick List that you want to create:

Drivers

Select drivers when you want to create a Pick List of employees that can be selected as drivers

of a vehicle.

Monitor/Aides

Select monitors/aides when you want to create a Pick List of employees that can be selected as

monitors or aides to ride on a vehicle.

7. Select the employee assignment:
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Automatic

Pick Lists are created using information from the employee record. If there are employees that
meet Pick List criteria, they will be automatically assigned to the corresponding Pick List.

For example, for drivers this is defined as employees who have, “Active”, “driver”, “qualify for
activity vehicle”, and “appear in driver queue” checkboxes checked on the employee record. For
monitors/aides this is defined as employees who have “Active” and either the “monitor” or “aide”
checkbox checked on the employee record.

Note: Employees cannot be manually added to or deleted from automatically maintained Pick
Lists.

Manual
Select manual when you want to add employees and maintain the Pick List yourself.

Use the Driver Assignment Rules drop-down button to display a list of Driver Assignment Rules
(if applicable). Select the Driver Assignment Rules that you want applied to the Pick List. See,
Adding Driver Assignment Rules.

Click Add. The Employee Associations tab is enabled. If you have created a manual list, you can
now assign drivers or monitors/aides. See, Adding Drivers or Monitors/Aides to a Pick List via
the Pick List Screen on page 119.
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Adding Drivers or Monitors/Aides to a Pick List via the Pick List Screen
Using the “Pick List Assignment” screen or the “Employee Record” screen, users with appropriate
permissions can select the Pick List that they want to use and assign drivers or Monitors/Aides to
that Pick List. For information on using the “Employee Record” screen, see Adding Drivers or
Monitors/Aides to a Pick List via the Employee Record Screen on page 123.

To assign drivers or monitors/aides to a Pick List via the Pick List screen:

Path:) Admin > Pick Lists

1. Follow the above path to display the Pick Lists screen.

Pick Lists
Add @ New ok List Uipsdating Cweployee Peck List
LER T Mama: Drrowts Manates Counl
Status = Aot reactree
Plek Lists Ly ina
Lt Type for Scheguling
Purposes
Active Hame =1 Crvcers (st of employess that can be selected as a
driver of a vebiche)
frrhemrs Manaten Comhty Momtora/&ides (st of employeas that can be salettad
AESET : as monitor of mde on a vehichs)
Employes Assagriment
L auromans (Emplovees are autemanially agded to the
list and mantained by the system
= Manual (Employees are manually added to the kst and
mantaned by Users with appropnate prdlepes
Dvwar asssgnment Rulss v
Ripdae I Deimea | ' Cancei | Amport
I 11
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2. Click on the Pick List that you want to use (i.e. Driver Manatee County) to display the “Updating
Employee Pick List” panel.

3. Select the Employee Associations tab to display the “Employee Associations” screen. If you
haven't previously added employees, the screen will be blank.

Pick Lists

fudd & Naw Pick Lisi Updating Employes Pl List

ooite amployeas to this pedk kst dhooss " Add

Al e
Az Cmpzrees

FRcE Lins T reena e emplgyeed from the B palect the emplayees Lo

Actfv Mame

oty Mamalun Comle

The “Associated Employees” screen displays the employees that are currently assigned to the
Pick List you selected.

If you select a Pick List that is automatically maintained, the system automatically displays a list
of employees based on the criteria selected in Pick List Setup, see Creating a Pick List for
Drivers or Monitors/Aides on page 116.
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Note: You cannot add or remove employees from an automatically maintained Pick list.

4. Click Add Employees to display the “Employees for Pick List” popup screen.

Employees for Pick List
Use the search tool to retneve a set of employees to work with.
Last Name:; First Name:

Employes 1D:

Sratus ¥ Employea Typa -

Certification Type: | Certification Status b
Hire Date |
| search || clear |

Search Results

\Employee D Employes Name Seatus | Emplovee Type

Employeeas Found:

Select &l Unselect All

| Add Selected || Ciose |

5. Enter or select the desired criteria (i.e. Employee Type = Driver).Click Search to create a list of
employees that meet your search criteria.

A A T N s S e Ny P LA B B B i R e A TR A o o ey e g e B WL gt WAL TS i o g
Search Results
Employes I Employea Nama Status Employes Type
09036 Brown, Bubba Acte DRIVER s
73 BURRIS, TIM ACTva DEIVER
74 BURWELL, GLORIA Active DRIVER
7 CABRERA, DONNA ACtha DRIVER
76 CALDERWOOD, DOUG Acthe DRIVER
B 1 AL ALEAR]L LETTNT P __¥F nonEe st
Employees Found: 109
Select All Linselsct All
Add Selected || Close |
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6. Select an employee by clicking on the employee. Select multiple employees by holding down the
Ctrl button and clicking on employees. You can also use the Select All and Unselect All
buttons.

7. When you are finished selecting employees, click Add Selected. The “Employees for Pick List”
screen closes and your selections are displayed on the “Employee Associations” screen.

Updating Employee Pick List
Pick List Setup|Employee Assocations

[ Connor Ralph ~ To associate employees to this pick list, choose "Add
Corder. Amy Employees...”.

Cordero, Carla | AddEmployees |

Cordova. Vicky

Y To remove employees from the list, select the employees to
remove and click "Remove Selected...”.
R&mdve Selsciag
celact All Unselect All
| update || Detete || cCancel || Report |

8. You can remove an employee by clicking on the employee and then clicking Remove Selected.
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Adding Drivers or Monitors/Aides to a Pick List via the Employee Record

Screen

Users who are a member of a group that has the permission Employees: Edit Pick List or Super
Users can add employees to a Pick List via the Employee Record screen.

To add drivers or monitors/aides to a Pick List via the Employee Record screen:

1.
2.

Perform a search to locate the employees whose records you want to work with.

Click on the employee that you want to add to a Pick List to display the Employee Record
screen.

Click the Pick List tab.

Lists with manual employee assignment Lists with automatic employee assignment
g
Calendar || Pick Lists. | -ie-'.zlflca-'.i:ns Pay Rates | Dirug Testing || Refuzals || Comment Log
Manual Pick Lists Automatic Pick Lists
Member Name Member Name
] Drivers Manual Drivers Automatic
il Monitor/4ides Manual Monitors/aides Automatic
¥ Drivers Manates County

There are two types of Pick Lists: lists where employees have been manually assigned and lists
where employees have been automatically assigned.

All the manual Pick Lists are listed in the “Manual Pick Lists” panel. The “Automatic Pick Lists”
panel will display Pick Lists based on criteria checked on the employee’s record as described
below.

Drivers

If “Active”, “Driver”, “Qualify for activity vehicle”, and “Appear in driver queue” checkboxes are
checked, the Auto Pick Lists with List Type “Drivers” are displayed.

Monitors/Aides

If “Active” and either the “Monitor” or “Aide” checkbox is checked, the Auto Pick Lists with List
Type “Monitors/Aides” are displayed.

In the “Manual Pick Lists” panel, check the boxes next to the Pick Lists that you want the

employee added to and click .
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5. If the employee meets the Pick List criteria for automatic Pick Lists, you can either change the
“Driver”, “Monitor” or “Aides” criteria to place the employee on a different automatic Pick List or
you can uncheck the criteria to remove the employee from automatic Pick Lists.

Note: You cannot select or unselect Pick Lists in The “Automatic Pick List” panel. This panel
only serves as a list of automatic Pick Lists associated with the employee.

Using Pick Lists to Add Drivers and Monitors/Aides to a Trip Schedule

Once the Trip Request is approved by the final approver in the approval path, the Scheduling tab

becomes active and you can schedule a trip. You can schedule as many vehicles, drivers, monitors,
and aides as necessary. If a driver turns down a trip, you can record a trip refusal for that driver. If a
destination is drop and return, you can have the driver return to the origin after dropping students off
at the destination, as well as having the option of assigning different drivers for each ‘leg’ of the trip.

Path:) Trips > Search Trips

1. Locate a trip request (see, Finding a Trip Request on page 243) to display the Trip Request - Trip
Details screen.

2. Selectthe Echeduling tab to display the Trip Request - Scheduling screen.

L%

=l

fal

Trip Request - Trip ID: 96
S haifulieng
Humber od Aduiis Skpdents Wheelchairs Vehicles requeessted:
Vehlcles and Personnel
*
St A Conm A8
T Crign Pick &% Dt Wehide
ol Adeve ES Driven Last, Driver 47
Ol haew to e
Pk List L
Monkon ke STl
ek bt b i &
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To add a vehicle and driver to the trip:

l CIFilter Drivers by Account

Optional. When checked, it will list only drivers associated with the Pick List and associated with
the account. Unchecking will list all drivers associated with the selected Pick List.

Note: Ifthere are drivers associated with the account, the filter will be checked on by default.
You will need to uncheck this option to view all the drivers in the Pick List.

3. Click the |# 1| tab.

Lides and Monitors | # 1
Pick List: [moNTORS =

Monitorfaide: I 'I Add

Aide/Monitor Pick List
Monitor, 2 MOMITORS Eemove
Monitor, 2 MOMNITORS BEemoye

4. Click the Pick List drop-down button * | and click on a Pick List to select it.

Note: The Pick Lists will be in alphabetical order until a Pick List is selected and the record is
updated. The Pick List used at the time of updating becomes the default Pick List.

5. Click the Driver drop-down button * | and click on a drives’s name to select it. A list of drivers
assigned to the Pick List displays.

Note: The selection of drivers for a trip can be restricted so that the next driver in the rotation is
automatically selected. See, Generating Pick List Reports on page 134.

The following determines the Pick List driver order:

If the Pick List is associated with a set of Driver Assignment Rules, the rules will be
applied to the list of drivers.

If the Pick List is not associated with a set of Driver Assignment Rules, the drivers will be
displayed in alphabetical order by Employee Last Name, First Name.

6. Click the Vehicle drop-down button ™ | and click on a vehicle’s ID to select it.

7. To add another driver and vehicle, click Add. A # 2 _ tab displays where you can select the same

Pick List or a different Pick List, and then select a Diver and Vehicle.
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To add an aide and/or monitor to the trip:

1. Click the |“ides and Monitars | tgp.

2. Click the Pick List drop-down button ' * | and click on a Pick List to select it.

3. Click the Monitor/Aide drop-down button * | and click on a monitor or aides name to select it.
4. To add another aide/monitor, click Add. The name you selected is added to the Aide/Monitor list.
5

You can continue to add as many aides/monitors as necessary by clicking Add. You can then
select the same Pick List or a different Pick List, and then select a monitor or aide.

For a “Drop and Return” Trip:

1. If a destination is a “Drop and Return” (trip where the driver drops students at the destination and
returns to the origin), check the box next to the destination that is drop and return.

District Football Stadium
D;'.:||:- and Return

Aides and Manitors| F 1

Dropoff Pick List Drivers
Dropoff Driver  Connor, Ralph
Dropoff Vehicle 129

Pickup Pick List: | Drivers W

Pickup Driver: | Connor, Ralph i |

Pickup Vehicle: |1EEI v'

You have the option of assigning different drivers and vehicles for each ‘leg’ of the trip.
2. Click the Pickup Pick List drop-down button * | and click on a Pick List to select it.
3. Click the Pickup Driver drop-down button 'v and click on a driver’'s name to select it.

4. Click the Pickup Vehicle drop-down button 'v and click on a vehicle’s ID to select it.
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5. Click to save your scheduling entries. If a driver or bus is unavailable or for

whatever reason you need to make a change, you can return to the applicable section, make the
changes and re-save the schedule. The system sends an email confirmation message according

to your message option settings.

To add a driver refusal:

1. Click 2dd a driver refusal.

Feason:

Driver: |

Replacement Pick List: | |+

—

Replacement Driver: |

Cancel

2. Click the Driver drop-down button ™| and click on a driver's name to select it.

3. Enter the reason for the refusal in the Reason field.

4. Click the Replacement Pick List drop-down button ™| and click on a Pick List name to select

it.

5. Click the Replacement Driver drop-down button

* | and click on a Driver's name to select it.

6. Click to save the refusal.
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Restricting the Selection of Drivers for a Trip

The selection of drivers for a trip can be restricted so that the next driver in the rotation is
automatically selected.

Note: The assignment/selection of monitors and aides is not affected by this option.
Path:) Admin > System Options

1. Follow the above path to display the System Options screen.

2. Check the option, “Restrict Assignment of Driver”.

System Options

Trip Request Options

Time thrashold for trip

requests: (AM) Start time | |

End time: | i

Time threshold for trip L N |

requests: (PM) ST o | |

End time: | |

Ttk R gt AL o e, s T, 2 e e S b S e, A o bn, o S8, B, SopliOde. M e,

[t T g o o T R e T e A e T e

Bonot aliow tnps to be [¥lDate is closed to trips

submitted when:
O Maximum # vehicles is exceeded
CIMaximum # trips is exceaded

Account has msufficcent funds

Show all Employees in Requester field []

Update Paid Status to Closed Fl
I Restrict Assignment of Driver [+#] I
i :
Allow Deletion of Trips when Trip Date is more than |365 | days old.
|  save || cancel
3. Click Save.
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If the “Restrict Assignment of Driver” option is checked and you don’t have the permission “Trip
Scheduling:Change Driver Assignment” permission checked, then you won’t be able to manually
select a driver and the next driver in the rotation will be automatically selected.

Administrator: Options IClosed Trips: Close
[lad o Cclosed T cl
ministrator: Super User osed Tnps: Edi
CJ Administ 5 u Clclosed Trips: Edit
Administrator: Trnp Delata Clased Trips: View
Oad ip Del Oclesed Tri i
R TT—— 8 0 i A b P TR . R g . BBl b B Rl e TR B B i P |
A P L ot R L e T g | g i e T R e s e " I e . e et 2 st
Transportation Calendar (I 7rip Schaduling: Change Driver Assig nmenl:.
O Transportation Calendar: Add Notes CIrip Scheduling: Edit
[fransportabion Calendar: Delete MNotes L1 7rip Scheduling: Schedule
O Transportation Calendar: Edit Notes O7rip Scheduling: View
O Transportation Calendar; View Crips: Import

Edit User Group

User Group Nama:

[¥] users assigned to group
Privileges:

Administration Trip Requests

Miscellaneous

[IMiscelianeous: Change User Profile

| update || Detete || cancet |

The following scenario applies to users who “Do Not” have the “Trip Scheduling:Change Driver
Assignment” permission and are “Not” a Super User.

4.

Locate a trip request (see Finding a Trip Request on page 243) to display the Trip Request - Trip
Details screen.

Select the Scheduling tab to display the Trip Request - Scheduling screen.
The | # 1] tab is displayed.

Click the Pick List drop-down button * and click on a Pick List to select it.

Note: The Pick Lists will be in alphabetical order until a Pick List is selected and the record is
updated. The Pick List used at the time of updating becomes the default Pick List.

Tyler’s Versatrans Triptracker® User’s & Administrator’s Guide



130 Working with Pick Lists

8. The Driver field is read-only. The next driver in the rotation is automatically selected and
displayed.

Trip Details | Trip Estimate | Directions | Scheduling |

|Aldes ana Monitors] = 1

Pick List: | Drivers v

Vehicle:

Scheduling

Number of Adults: 0 Students: 0O Wheelchairs: 0 Vehicles requested: 2

Vehicles and Personnel

Enter the vehicles and personnel for the trip.
Click here to add another vehicle/driver.
Click here to add a driver refusal.

The next driver in the rotation is automatically
selected and the Driver field is read-only

Femaove I

e et remolie SOOI yx ahe o SRl o i Rn oot ke o ooy R e TR S Sy (PR A S T 4 A i B e, 1 T o T it e B,

The following rules apply:

Once a Pick List is selected, the Driver will be automatically selected. The selected
driver will be the first in the list.

If a second Driver/Vehicle is added, and the same Pick List is used, the Driver will
default to the second driver in the list and so on with subsequent drivers. If there are no

drivers available in the list to be assigned, the vehicle/driver will not be saved.

If there is a default vehicle with the driver, the user will be able to change it.

f the trip is designated as a Drop and Return, the same driver will be assumed for all legs
of the trip and will only be able to be changed by a user with the appropriate
permissions.

If the “Filter by Account” is turned on or off due to currently functionality, you will not be
able to change it if you do not have the permission to change the assignment.

9. Click the Vehicle drop-down button % and click on a Vehicle’s ID to select it.

10. To add another driver and vehicle, click the hyperlink add another vehicle driver. The # = tab
displays where you can select the same Pick List or a different Pick List.
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For a Drop and Return Trip

1. If a destination is a “Drop and Return” (trip where the driver drops students at the destination and
returns to the origin), check the box next to the destination that is drop and return.

Capital Repertory Theater
Dr.:u[:- and Return

Aides and Montors| # 1

Dropoff Pick List Drivers
Dropoff Driver  Corder, Amy
Dropoff Vehicle 121

Pickup Picke List: | Drivers |

Pickup Driver: | Corder, Amy v
Pickup Vehicle: 121 V
Pickup Pick List field

“‘Read-Only”. It defaults from the main Pick List.

Pickup Driver field
“Read-Only”. The same driver will be automatically assigned for each ‘leg’ of the trip.

2. Click the Pickup Vehicle drop-down button ** and click on a vehicle’s ID to select it.

3. Click Save to save your scheduling entries. If a driver or bus is unavailable or for whatever
reason you need to make a change, you can return to the applicable section, make the changes

and re-save the schedule. The system sends an email confirmation message according to your
message option settings.

The Handling of Elligibilty for Driver Refusal
Path:) Admin > System Options

1. Follow the above path to display the System Options screen.
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2. Check the option, “Restrict Assignment of Driver”.

System Options

Trip Request Options

Time thrashold for trip

requests: (AM) Start time: | |
End time: | |
Time threshold for trip o
requests: (PM) Start time: | ]
End time: | ]
4 e o el a2 4 Bl B b ke, R o, o 0 My St

R T R A e AR i Pt R A e e e 1T

[ T m e —
bo not allow tnpsto be Date is closed to trips
submitted when! i : z
O Maximum # vehicles is exceeded
CIMaximum # trips is exceaded
B Account has insufficent funds

Show all Employees in Requester field [
Update Paid Status to Closed
[ Restrict Assignment of Driver [+

Allow Deletion of Tnps when Trip Date 1s more than 1_355 days old.

3. Click Save.
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If the “Restrict Assignment of Driver” option is checked and you don’t have the permission “Trip
Scheduling:Change Driver Assignment” permission checked, then you won’t be able to manually
select a driver and the next driver in the rotation will be automatically selected.

Edit User Group
User Group Nama:

[¥] users assigned to group

Privileges:
Administration Trip Requests
[l administrator: Options [lclosed Trips: Close
[ Administrator: Super User [lclosed Trips: Edit
[l administrator: Trip Delete Oclesed Trips: View
ELe WW i P gt s i o, Gl o o o B
T o e T At T A i By P P Y T e = a il g~ FITHLINY o e
Transportation Calendar F:l Tripg Scheduling: Change Dniver Asmg-nmenl:.
O Transportation Calendar: Add Notes CIrip Scheduling: Edit
[fransportabion Calendar: Delete MNotes L1 7rip Scheduling: Schedule
O Transportation Calendar: Edit Notes O7rip Scheduling: View
O Transportation Calendar; View Ctrips: Import

Miscellaneous

[IMiscelianeous: Change User Profile

| Updste || Delete || cancel |

The following scenario applies to users who “Do Not” have the “Trip Scheduling:Change Driver
Assignment” permission and are “Not” a Super User.
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Generating Pick List Reports

The Pick List Reports provide a way of managing your Pick Lists. Using the Triptracker report tools,
you can generate, preview, print, or export a report in a number of formats including Excel or an
Acrobat (PDF) file.

The following types of Pick List reports are available:

e Pick List Rotation: This report lists the appropriate current “order” of each Pick List based on
its Driver Assignment Rules.

* Pick List Members: This report lists all employees (Active and Inactive) in alphabetical order
who are members of the Pick List.

* Associated Pick List: This report lists the Pick Lists that the employee is a member of.

To learn how to generate these reports, see Generating Reports in Triptracker on page 255.

Importing Employees Into an Existing Pick List

The Triptracker import utility allows you to import employees that are currently entered into
Triptracker into an existing Pick List. The files can be .txt, .csv, or .tab in either fixed or delimited
format. When the import is complete, this information will be available for use in the system.

Note: In order to associate employees with Pick Lists both employees and Pick Lists must

already exist in Triptracker. No new Pick Lists or employees will be created via this
import.
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Importing Employees Into an Existing Pick List Using a Fixed Format
To import employees into an existing Pick List using a fixed format:
Path:) Admin > Import Utility

1. If you don’t have a Pick List, you will need to create one. See, Creating a Pick List for Drivers or
Monitors/Aides on page 116.

2. Follow the above path to display the Import Utility screen.

3. Click * | and select Pick List to display the import options for Pick Lists as shown below.

Type of import: @ Fixed O Delimited

File Path: Browse...

Start at row! [ 1

Specify the field positions:
Fizld Mame Start End

Pick List Name:

Employee 1D

4. Selected Fixed for the type of import.

5. Click Browse and locate the file that you want to import. You can import Employee Name and
Employee ID.

Note: A Pick List must exist before you can import employees into a Pick List. The Pick List
Name and Employee ID must be an exact match to the Pick List Name and Employee ID
that is currently entered in Triptracker.

The following table shows the format for a fixed file.

Screen Name
*Pick List Name
*Employee ID

* indicates a required field for the import

A sample .txt file might look like this:

Drivers 00271
Drivers 00345
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Drivers 00351
Drivers 00352

Drivers 00285
Drivers 00216

6. Enter the row that you want to start at in the Start at row field.

If there isn’'t a header line, set the number to 1. Otherwise, enter the number that corresponds to
the first row of valid data.

Pick List Name/Employee ID - Start - End

In the Start and End boxes, enter how long the fields should be. For example, if the Pick List
Name starts in the first column of the file and it is ten characters in length, enter 1 in the Start
box and 10 in the End box.

7. Click to start the importing process. You will be able to preview a sample of your

file for accuracy.

Import Preview Please review the following import sample for accuracy:
Pick List Name Employee ID|

Drivers 00271

Drivers (00345

Drivers (00351

Drivers (00352

Drivers |00285

Crrivers |00216

| Continue | | Back

8. Click to begin the import process. This will show you the first 10 rows of data in

your import file.
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9. If there are errors, you can correct the errors in the file that you are importing. When the errors
have been corrected, select the file and perform the import again. When your import is
successful, you will receive a message indicating how many Pick Lists were imported.

Import Pick List From File

Import Completed.

S Pick List were imported from:

Drivers.txt

Go to the system list Pick List to view or edit Pick List.
Import Error Summary The following errors were found and the records were not imported:

Employee is alre'ar:l'-,;' a member of this Pick List.: D'ri-,-erz,ijfﬂﬁ'l'

Item

10. Click the Pick List link to display the Pick Lists screen where you can edit the Pick Lists.
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Importing Employees Into an Existing Pick List Using a Delimited Format

To import employees into an existing Pick List using a delimited format:
Path:) Admin > Import Utility

1. If you don’t have a Pick List, you will need to create one. See, Creating a Pick List for Drivers or

Monitors/Aides on page 116.
2. Follow the above path to display the Import Utility screen.

3. Click‘q and select Pick List to display the import options for Pick Lists as shown below.

Type of import: ® Fixed O Delimited
File Path: |

Start at row!

|[ Browse...
L |

Specify the field positions:

Fiald Mame Start End
Pick List Name: | || |

Employee 1D | || |

4. Selected Delimited for the type of import.

Type of import: O Fixed @ Delimitad
File Path: |

” Browse.. |

1 |

Start at row:

Specify the delimiter:
OTab

O semicolon

® Comma -
O other (specify): |_|
[Jallow clearing of blank fields

5. Click and locate the delimited file that you want to import.
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In order for Triptracker to know what values to populate into which fields in the database, you
MUST include a header in your delimited file that defines the fields that you are importing. The
system expects the field names to be defined as follows. The field names are not case-sensitive.

* indicates a required field for the import

Screen Name Delinited Field Name
*Pick List Name PickList
*Employee ID EmployeeNo

A sample delimited file might look like this:

PickList,EmployeeNo
Drivers1,4

Drivers,2

Drivers,3
Drivers1,400000
Drivers1,20

Note: A Pick List and Employee number must exist before you can import Pick Lists. The
Employee Name and Employee ID must be an exact match to the Employee Name and
Employee ID that is currently entered in Triptracker.

6. Specify the row number that the data in the file begins at (do not count the row that defines the
fixed definitions). This defaults to one. Typically this value does not change.

7. Select the type of delimiter that was used for creating the file that is being imported, (Tab,
Semicolon, Comma, or Other).

8. Click to start the importing process. You will be able to preview a sample of your
file for accuracy.
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9. Click to begin the import process. This will show you the first 10 rows of data in
your import file.

10. If there are errors, you can correct the errors in the file that you are importing. When the errors
have been corrected, select the file and perform the import again. When your import is
successful, you will receive a message indicating how many vehicles were imported.

Import Pick List From File

Import Completed.

5 Eick List were imported from:

Drivers.txt

Go to the system list Pick List to view or edit Pick List.

Import Error Summary The following errors were found and the records were not imported:
Employee is already a member of this Pick List.: Drivers, 00351

11. Click the Pick List link to display the Pick Lists screen where you can edit the Pick Lists.
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Setting Up Trip Locations

Trip Locations are the destinations and origins of a field trip whether students are going from school
to the museum, or from the away game field back to school. Trip locations can either be imported
into Triptracker or entered manually. See, Importing Buildings, Vehicles, Employees, etc. on page
294,

Adding a Trip Location

To add a trip location:

Path:) Admin > System Lists > Trip Locations
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1. Follow the above path to display the System List: Trip Locations screen.

System List: Trip Locations

Add a New Trip Location
Add a new Trip Location to the system.

Add New... |

Trip Locations %

36 total records found Show Inactive
Active Name

[V  AdamsES

[¥] Bus Garage PM

[ BusGarageAM

7] BusGarageDay

] Capital Repertory Theater

[¥] Craig HS

[¥] Dairyland Creamery

Distrnict Football Stadium

] District Track
Edison M5
1234
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2. Click Add New to display a blank record.

Add a Trip Location

Location
Name:

Status; ® Active ) Inacove
Location

Tyvpe:

Street

Addressl:

Strest

Address2.

City:

State: o
il (= H

Country:

Contact
Name:

Phone:

Building: -

Diractions: * Entering Directions

Directions may bat

1. Entered directly into the
directions Field

2. Imported from a file in one of the
following formats:

Plain text [ bt}

Microsafr Wand [.doc)

Rich Teet [irth}

Excal {.ads)

PowerPoine (.ppt)

Word 2007 {.docx)

Excel 2007 (.xdsx)

3. "Copied™ and "pasted”™ from

angther source

3. Enter the name of the trip location in the Location Name field.

4. Make sure that the Active check box is checked.
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5. Click the Location Type drop-down button to display a list of location types.

Billing location

Bus garage

Can be either a destination or an origin
Destination only

Origin only

6. Select the location type that is appropriate for the record you are entering. Trip origins are
always the starting places for field trips; trip destinations are the places you are going to.

An example of a trip destination that may also be an origin is a high school. Elementary school
students may go to the high school for a program but high school students may go on field trips
too.

Street Address/City//State/Zip
It is important that valid information is entered since the information entered here will be used for
generating textual point-to-point directions and a map.

Directions
The directions entered here will be used when you are creating directions for a trip request.

7. Click the Building drop-down button and select a building from the list. When a trip is being
requested, the requester is associated with an account. The building associated with the
requester’s account will be used to identify the origin location and will automatically populate the
Trip Origin field on the trip request.

8. Click to add the new trip location. The new trip location appears on the Trip
Locations list.
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When a trip is being requested, the Requester is associated with an account. The building
associated with the Requester’s account will be used to identify the origin location and will populate
the Trip Origin field on the Trip Request.

To edit a trip location:

Path:)

1.

In the System Lists: Trip Locations screen, click

Admin > System Lists > Trip Locations

', to display the blank search panel. Start

typing the name of the trip location. As you enter text, the system will display a list of trip
locations that comes closest to matching the text entered.

Select a trip location to

display the Edit Trip Location screen.

Edit Trip Location
Adams ES
& Actree

COnigan only

Frentsbang
MY
12208

USA

Phone E55-555-55

From the

28:07 am

1138 E Memonal Dr

EEEE -

Right tusm at E MEHORIAL DR 0.43
Left turn at ADRMS ES DRIVE 0.07 3. "Copied™ and “pasted” from
e
B:15 mm NEST ANEMS TR x
ork T armi fils
|| Errwse
Iemegrart File

55

Noxch *  Entering Directions

)

TART MELADOWLARE DRERAMDOLEM AD
1. Entered directly into the
dirsctions fiell

Scart an RANDCLFH RD 0.08
2. Imported from a file in one of the
By iy Frorer
Left turn at H WRIGHT RD 0.4% O
Right Turnm AT MT ZTICH RVE 1.51

Left turm at H RANDALL AVE 0.5}
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3. Make the desired changes in the associated fields.

You can change the status to Active or Inactive.

Trip Locations which have been checked as Active will appear for selection in drop-down lists
throughout the application.

If you change an Active status to Inactive, the status change will take effect once the status
change has been saved. The inactive trip location name will no longer be actively tracked.

4. After you complete your changes, click to save your changes.

Deactivating a Trip Location

You can deactivate a trip location so it doesn’t display as an option in the future.
To deactivate a trip location:

Path:) Admin > System Lists > Trip Locations

1.
2.

In the System Lists: Trip Locations screen, click ‘—, to display the blank search panel.

Start typing the name of the trip location. As you enter text, the system will display a list of trip
locations that comes closest to matching the text entered.

3. Select a trip location to display the Edit Trip Location screen.

4. Click (®) Inactive inthe Status field.

5. Click to save your changes.
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Showing Inactive Trip Location Records in the Trip Locations List

Only the “active” trip location records display in the trip location list. You have the option of displaying
the “Active” and “Inactive” trip location records in the trip locations list.

To show active and inactive trip location records in the Trip Locations list:
Path:) Admin > System Lists > Trip Locations

» Click zhow Inactive in the Trip Locations screen to show the active and inactive records.
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Setting Up Trip Types

Trip Types are a way of grouping related trips together and may be used in conjunction with Activity

Types (see, Setting Up Trip Activity Types on page 152) or used alone or not at all depending on your
needs.

Adding a Trip Type
To add a trip type:
Path:) Admin > System Lists > Trip Types

1. Follow the above path to display the System List: Trip Types screen.

.Sg.rstem List: Trip Types

Add a New Trip Type

Marually add a new Trip Type to
Add New...

Trip Types

19 total records fo

Active MName

12
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2. Click to display a blank record.

Add a Trip Type

Mame:
Approval Path: ¥
Status: @ Active © Inactive

add | | cancel

3. Enter the name of the Trip Type in the Name field.

You have the option of selecting an approval path. If an approval path is assigned to the trip type,
then that approval path will be used. If an approval path is not assigned to a trip type then the
account’s approval path will be used. If both the trip type and the account do not have an approval
path, the trip will be automatically approved.

4. To select an approval path, click the Approval Path drop-down arrow to display a list of approval
paths and select the approval path.

5. Select Active for the status. Trip Types which have been checked as Active will appear for
selection in drop-down lists in the Trip Details.

6. Click to add the new trip type. The new trip type appears on the Trip Type list.

Editing a Trip Type
To edit a trip type:
Path:) Admin > System Lists > Trip Types

1. Inthe System Lists: Trip Type screen, click -, to display the blank search panel.

2. Start typing the name of the trip type. As you enter text, the system will display a list of trip types
that comes closest to matching the text entered.
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3. Select a trip type to display the Edit Trip Type screen.

Edit Trip Type
Mame: 'Aﬂ Field Trip

- Femy W o
+ =t e [ e s
1=FL-H w Adtive L Ina e

I Upadate || Dedete || Cancel

4. You can change the name and status of the trip type.

5. After you complete your changes, click to save your changes.

Deleting a Trip Type
To delete a trip type:
Path:) Admin > System Lists > Trip Types

1. Inthe System Lists: Trip Type screen, click . to display the blank search panel.

2. Start typing the name of the trip type. As you enter text, the system will display a list of trip types
that comes closest to matching the text entered.

3. Select a trip type to display the Edit Trip Type screen.

4. Ciok|_betete |,

Microsoft Internet Explorer

] Warning: By deleting the record, Al assocated records wil be delebed as well. It is suggested that you dhange the
2/ record to Tnactive instead.

Brv cicking QK you vl delete the record. Are you sure you wank to continue?

o o

5. Click OK to delete the trip type record. The record is deleted and its name is removed from the
Trip Types list.

Deactivating a Trip Type
To deactivate a trip type:
Path:) Admin > System Lists > Trip Types
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1. Inthe System Lists: Trip Type screen, click *— to display the blank search panel.

Start typing the name of the trip type. As you enter text, the system will display a list of trip types
that comes closest to matching the text entered.

3. Select a trip type to display the Edit Trip Type screen.
4. Click ® Inactive in the Status field.

5. Click to save your changes.

Showing Inactive Trip Type Records in the Trip Types List

Only the “active” trip type records display in the trip type list. You have the option of displaying the
“Active” and “Inactive” trip type records in the trip type list.

To show active and inactive trip type records in the Trip Types list:

Path:) Admin > System Lists > Trip Types

Click show Inactive in the Trip Types screen to show the active and inactive records.
>
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Setting Up Trip Activity Types

Activity Types may be used as a subset of Trip Types (see, Setting Up Trip Types on page 148) if
your district requires the differentiation. For example, a Trip Type could be Sports and the Activity
Type could be Soccer or Basketball, etc. They are used primarily in reporting. They may also be
used instead of Trip Types or not used at all.

Adding an Activity Type
To add an activity type:
Path:) Admin > System Lists > Activity Types

1. Follow the above path to display the System List: Activity Types screen.

System Lists: Activity Types

Add a New Activity Type

Define a new activity type that can be

- wvaterd foar use in the syste

Add New...

Activity Types

10 total records found gt

Active MName

E N A0
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2. Click to display a blank record.

Add an Activity Type
F DT —

R By Arbig i
tatls e Ay a2 L) Inactive

[ aaa | | Cancel |

3. Enter the name of the Activity Type in the Name field.

selection in drop-down lists in the Trip Details.

153

Select AcTive for the status. Activity Types which have been checked as Active will appear for

5. Click to add the new Activity type. The new activity type appears on the Activity

Type list.

Editing an Activity Type

To edit an activity type:

Path:) Admin > System Lists > Activity Types

1. In the System Lists: Activity Type screen, click - to display the blank search panel.

2. Start typing the name of the activity type. As you enter text, the system will display a list of

activity types that comes closest to matching the text entered.

3. Select an activity type to display the Edit Activity Type screen.

Edit Activity Type
ity Mame: Athletic Department

Status = Achve O Inactive

| update || Detete Cancel

4. You can change the name and status of the activity type.

5. You can change the status to AcTive or INACTIVE.

Tyler’s Versatrans Triptracker® User’s & Administrator’s Guide



154 Setting Up Trip Activity Types

Activity Types which have been checked as Active will appear for selection in Trip Details.

If you change an Active status to Inactive, the status change will take effect once the status
change has been saved. The inactive activity type will no longer be actively tracked.

6. After you complete your changes, click to save your changes.

Deleting an Activity Type
To delete an activity type:
Path:) Admin > System Lists > Activity Types

1. In the System Lists: Activity Type screen, click — to display the blank search panel.

2. Start typing the name of the activity type. As you enter text, the system will display a list of
activity types that comes closest to matching the text entered.

3. Select an activity type to display the Edit Activity Type screen.

4. Ciiok|_Detete |

Microsoft Internet Explorer

] Warning: By daleting the record, &l assodated records will be delated as wedl. It is suggeshed that you change the
2/ record to Tnactive stesd.

By chcking QK you vill delete the recard. e you sure you wank bo continue?

o) o

5. Click OK to delete the trip type record. The record is deleted and its name is removed from the
Trip Types list.
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Deactivating an Activity Type
To deactivate an activity type:

Path:) Admin > System Lists > Activity Types

1.
2.

In the System Lists: Activity Type screen, click —& to display the blank search panel.

Start typing the name of the activity type. As you enter text, the system will display a list of
activity types that comes closest to matching the text entered.

3. Select an activity type to display the Edit Activity Type screen.
4. Click @ Inactive in the Status field.

5. Click to save your changes.

Showing Inactive Activity Type Records in the Activity Types List

Only the “active” activity type records display in the activity type list. You have the option of
displaying the “Active” and “Inactive” acitivity type records in the activity type list.

To show active and inactive activity type records in the Activity Types list:

Path:) Admin > System Lists > Activity Types

Click show Inactive in the Activity Types screen to show the active and inactive records.
>
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Setting Up Accounts

Once you have completed the building records, the charge basis, the invoice charges (if applicable),
and the fiscal period, you are ready to set up the accounts.

Accounts contain certain information required for requesting field trips. They allow the Transportation
department to identify a school, district, program or other entity and obtain contact person and
contact method information on that entity, identify what types of charge basis apply globally to the
entity, set a budget threshold for the entity, and identify who can approve requests for the entity.

An entity could be a school or could be a division within the school (performing arts, language,
ROTC, athletic department). Within the division, there may be one or more requesters and approvers
authorized to request and approve trips for that division. For example, a school may have many
athletic programs, with many coaches.
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Adding Account Records
An account is the budget item you want to charge field trips against. For example, if your
organization breaks the field trip budget down by school and then further by group, you might enter
the name of the school and the group name in the Account field, as in St. Ambrose Athletic Dept or
St. Ambrose Class Trips.
To add account records:

Path:) Admin > Accounts

1. Follow the above path to display the Accounts screen.

Accounts

Add a New Account

Aeld a Mew At unt he =yster

Add Mew

Accounts

2 total records found shew Insdive

Active Mame
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2. Click to display a blank record.

Add an Account

I Add | Camcel

3. Enter a name for the account.

4. Select Active for the status. An inactive account cannot have new trips requests assigned to it.
Trips already assigned to an account which has been made inactive will be available for financial
transactions and reports.

5. Complete the fields by typing the information or selecting from drop-down lists. If you need help
with any of these fields, see the field descriptions below.

Building
This is the building associated with this account.

Address, City, State and ZIP
These fields will be automatically filled in from the information contained in the Building record.
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Budget Number
This is your internal code (if any) associated with this account. This number displays on the
invoice.

Budget Threshold

The amount limit at which the system emails the Requester. For example, if you enter $150 in
this field, the system sends an email to the Requester when there is $150 or less remaining in
the budget for this account.

Charge Basis

A charge basis can be selected from a drop-down list of available charge basis records. See,
Adding a Charge Basis on page 35. This is the charge basis that will be associated with this
account. This charge basis will be applied to all trips charged to the account. The charge basis
can be overridden during the trip request process.

Approval Path

An approval path can be selected from a drop-down list of available approval path records (see,
Adding a New Approval Path on page 168). This is the approval path that will be associated with
this account. This approval path will be applied to all trips charged to the account.

Account Instruction
Any special instructions associated with the account.

6. When you have completed these entries, click to save the new record.
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Editing Account Records
To edit Transportation account records:
Path:) Admin > Accounts

1. Follow the above path to display the Accounts screen.

2. Click on the account name that you want to edit.

Edit Account

iy Y T o - = =
General | SOMacls RequUESsiars  UNVErE | Budget Penods

|.An1br|:| se Society

Name:

Status: @ active O Inactive
Building ._Ej!gg_ Creek Elementary v
Addressi {100 Clinton Rd

Address2 \North Colanie

City: |Latham

State: |NY b |
Zip: 112110

Budget number [125525

Budget threshold(s): |2000
Charge hasis! I_Z_Jrh.-'q_r_Ral_E_pI_us Di b

|
Approval path '_St Ambrose Comn bt

Account instructions

| Updste || Detete ||

Cancel
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3. Edit the fields by typing in the new information or selecting from drop-down lists. If you need help
with any of these fields, see Adding Account Records on page 157.

4. Click when you have finished making changes to the account record.

Deleting an Account Record
To delete an account record:
Path:) Admin > Accounts

1. Follow the above path to display the Accounts screen.

2. Click on the account that you want to delete.

Note: Itis recommended that an account record is made Inactive and not deleted because
when you delete this record, all associated records will be deleted as well.

3. Click and then click .

4. Click OK and the Transportation record and all associated records are deleted.
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Adding Contacts/Requesters to an Account Record

Once you have set up an account record, you can add contacts and requesters to that record. A
contact is a person who has a reason to be notified of the status of a particular field trip. A requester
is the person requesting a trip. A person can be both a contact and a requester.

To add contacts/requesters to an account record:

Path:) Admin > Accounts

1. Follow the above path to display the Accounts screen.

2. Click on the account name that the contacts/requesters are to be added to. The Edit Account
screen displays.

3. Click the Contacts/Requesters tab.

Edit Accaunt

idd Canael | Begueaser |

Salected Contacts

Nama Title Phonse Email Contact Type
Contact v
Caontact »
Cantact w
Cantac W .
Cantact v
1234358
| upaste || pesete || cance

4. Start typing a name into the Search on field. As the system finds a match, it displays those
matches. The list of available names is based on the employees in the system.

Search an: K1
KAMIMNSKY, DOROTHY
kKAME, ALBERT
Ma K arbel, Mary
BURWELL, (KARGANILLA, ALEX
Kraemer, Bob
Woodard, LKuhns, Kim

Selected C

5. Click on a name to select it.
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6. Click the Contact Type drop-down button for the new contact/requester.

7. Select either contact, requester or both.

8. If you want to remove a name from the list, click F2move next to the name that you want
removed.

9. Click when you are finished making entries.

Editing Account Record Contacts/Requesters

In the Edit Account screen described below, you can change whether an employee is a contact,
requester or both. To change information such as title, phone or email, see Finding & Editing an

Employee’s Record on page 83.
To edit a contact/Requester:

Path:) Admin > Accounts

1. Follow the above path to display the Accounts screen.

2. Click on the account name that contains the contacts/requesters that you want to work with. The
Edit Account screen displays.

3. Click on the | & Cortact / Requester | tab.

4. Click the Contact Type drop-down button for the contact/requester you want to edit.

Contact Type
| Both v

Contact
Feauestar

Both

5. Select either contact, requester or both.
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Deleting Account Record Contacts/Requesters

You can delete a contact or requester from the system only if you have not used it in any trip record.

If you try to delete a contact or requester that is attached to one or more trip records, the system
prevents you.

1. Follow the above path to display the Accounts screen.

2. Click on the account name that contains the contacts/requesters that you want to delete. The
Edit Account screen displays.

3. Click on the | Aud Cortact I Requester | tab.

4. Highlight the name that you want to delete and click .

Adding Drivers to An Account

This feature allows you to add specific drivers to specific accounts. You will then be able to filter

drivers by account when scheduling a trip (see, Scheduling a Trip Disallowing for the Driver’s Time
to/from a Garage on page 199).

To add drivers to an account:
Path:) Admin > Accounts

1. Follow the above path to display the Accounts screen.

2. Click on the account name that you will be adding drivers to.

3. Click on the == | tab.
Edit Account Only employees that
ENEra AR NEACLE Equesiarns L -1 g cuidget Fenodas meet deSignated Criteria
will appear in this list
| Acd Drive |

\Jones. Jemy -

Jones, Kyra

Lauden, Jacksan

McElray, E v

[Ada setectea| | Add au

The following criteria determines what employee names appear in the list:

*  Only employees designated as “Driver” will appear in the list. The “Driver” checkbox in
the Employee Record must be checked.

¢ Only active employees/drivers will appear on the list.

*  “Appear in driver queue” must be checked in the Employee Record.
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Note: If any of the pertinent criteria are no longer met, the employee will not show in the list of
drivers for the account.

4. Type a name into the “Type Name to find in list” field and when the system finds a match, it
displays those matches.

5. Select a single name by clicking on the name or select multiple names by using the Ctrl key.

6. Click for a single name or |Add Selecied | for myitiple names to add

those driver’s names to the account and display them as shown below:

-
1

123

7. Click when you are finished adding drivers.

Adding a Budget Period

The budget period refers to the budget amount allotted for a fiscal period. A fiscal period is the term
of your budget which is usually the school year for districts. Complete your fiscal period entries
before adding a budget period as described in Setting Up the Fiscal Periods on page 45.

To add a budget period:
Path:) Admin > Accounts

1. Follow the above path to display the Accounts screen.
2. Click on the account name that you will be adding a budget period to.

3. Click on the | Budast Periods | g5

Edit Account

SEAEFA Betel R e quschs B af P

b [ Add Fiscal Period

Selected Budget Periods
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4. Click the drop-down box to display the fiscal periods you have already entered. See, Adding a
Fiscal Period on page 45 for information on how to add a fiscal period.

2008-2007
2007-2005
2003-2009
2003-2010
2010-2011

5. Select a fiscal period from the list.

6. Click Ao Fiscal Period

Edit Account

b | Add Fiscal Period

Selected Budget Periods

Fiscal Budget Remaining
Dariod  Amount Requested Scheduled Completed Balance

75000 00
12500000 | 0.00 0.00

[ Updats Budgst Amounis |

| Updste || Delete Cancel

Budget Amount

Enter the amount allowed for in this budget item for this account.
7. Click to update the remaining balance.

Requested

Dollar total of all trips assigned to this account in the requested stage.

Scheduled
Dollar total of all trips assigned to this account when a trip is scheduled.

Completed
Dollar total of all trips assigned to this account when the trip has been completed.

Remaining Balance
Remaining balance = budget amount - (completed + scheduled + requested).
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8. When you are finished making entries, click .
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Setting Up Approval Paths

When a trip request is submitted, there may be several individuals at various levels responsible for
reviewing the request to determine whether it should be approved. Some districts have one level of
approval, where once a trip is approved by an individual it will immediately go into the scheduling

phase. While other districts require that there are several levels of approval required before a trip is
scheduled.

Adding a New Approval Path

An employee needs to be associated with the User account in order for them to appear as an
available approver. The following procedures need to be performed:

* Auserrecord is added with an employee, see Setting up a New User on page 272.

* An approval path is created with an approver. The approver is the User but the list
displays the user’s attached employee, see Adding a New Approval Path on page 168.

* An account is created that can have an attached Approval Path, see Adding Account
Records on page 157.

To add a new approval path:

Path:) Admin > Approval Paths
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1. Follow the above path to display the Approval Paths screen.

Appravel Paths

duld & Kew Apprimeal Path
PaTE A rEE T Fracy ey snrd N AT
dofrang an dpprosal Path

i il

danrintm Apprreal Poath witl

Acoouints

Tus t03l alows vou To a8s5agn 47 ADDRow &
8 . FITONE ASCOuRtE

Anisnas Palha

Sgpproval Palli ~

14 Eotal reccros founc

Approval Rath fame

et Dese 540
|atin [t 31HS

Bl sl BS Sjald §

[ELNE Lear Sy

Husss Denl TIaes Tl

[Masams Iracs Tes

Edbrit pral

Eta

s

12
2. Click | Add Path .

Add a Approval Path

3. Enter the name of the Approval Path (i.e.: Athletic Dept., Music Dept. etc.).
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4. Click | 4dd a Mew Approval Level|.

Add a Approval Path

Approval Path Hame: |Music Dept.

An approval path reguires one or more "approwal levels", Click to:
Ldg g New Approval Level
Approval Level 1 # 4

| Save | | Cancel
5. Click Iﬁu:ld an_approver to this |E'.'E||
Selact the name to add to this level...
Type Mame to fird in list

Approval Level 1 LA

Add an approyer to this leyvel

Beaulieu, Andy
bug, &

Connor, Ralph
crannell, rory

|Add Selected || Add AN

| save | cancel

This is a list of users that belong to user groups who have
trip approval privleges.

6. Start typing a name into the blank name field. As the system finds a match, it displays those
matches. You can select a single name by clicking on the name or select multiple names by

using the CtrL key

When you are finished selecting names, click to add only the selected name(s) or

click to add all the names.
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You can repeat steps 5 & 6 to add as many approvers and approval levels as needed for your
approval path process.

Approval Level 1

Add sn spprover ko this leve

McElray. E

Bowans, Bill

Approval Level 2
Add an approvar to this lave

arient, Todd

7. Click to save the approval path. The next step is to assign an approval path to an

account (see, Assigning an Approval Path to an Account on page 172).
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Assigning an Approval Path to an Account

The next step in the approval path process is to assign approval paths to one or more accounts. This
step is optional. If you do not want to assign accounts by way of the Approval Path process, you can
associate an account to a default approval path from within an individual account record. See,
Adding Account Records on page 157.

Path:) Admin > Approval Paths

To assign an approval path to an account:

1. Follow the above path to display the Approval Paths screen.
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2. Click
Associale Approval Path to Accounts
t.an approval path At Dapl bl
Jned & l |
&gt Departreni

\Fiald 1r|p". Cancens
Thesar Depatrmgnt! Music Depa

AadSelededas |

2ok3 A) ==

o FEn e Saimchao

== Ry Al |

Save | Camncel |

3. Use the drop-down button to display a list of Approval Paths and select an approval path from
the list.

On the left side of the Associate Approval Path to Account screen are a list of Unassigned
Accounts. This list contains all active accounts that are not currently associated with an
approval path.

4. You can select a single account by clicking on the account or select multiple accounts by using
the CTrL key.

When you are finished selecting accounts, click to add only the selected name(s)
or click to add all the names.

The selected accounts are moved from the Unassigned Accounts to the Accounts Assigned
to this path.

5. When you are finished assigning accounts to an approval path, click :
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Working with Trip Requests

Topics In This Chapter:
Before You Begin, 176
Requesting a Trip, 180
Finding a Trip Request, 243
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Before You Begin

In order to complete all the stages in the trip request process and receive email messaging, the
following information should be entered in the following order before the trip request process begins:

» Setting the System Options on page 6

*  Setting Up Email on page 278

»  Setting Up Building Records on page 90

» Setting Up the Financial Records on page 34
»  Setting Up Trip Locations on page 141

e Setting Up Trip Types on page 148

» Setting Up Approval Paths on page 168

»  Setting Up Accounts on page 156

e Setting Up Driver Assignment Rules on page 103
* Adding a Vehicle Record on page 94

»  Setting Up User Groups & Users on page 264

Email Messaging & Trip Request Stages

One of the most important features of Triptracker is email messaging. Triptracker messaging
depends upon the following:

»  Setting your email options properly. SeeSetting Up Email on page 278Setting Up Email for
these settings.

* Having your message templates set up. See, Setting Up Email Message Templates, on page
281 for a description of this process.

Depending upon the stages selected for each recipient in your email option settings, the system will
potentially send the following emails:

Table 1.

Requester

Trip Submitted

Trip Approved/Rejected

Trip Cancelled

Trip Scheduled
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Table 1.

Requester

Trip Billed

Trip Closed

Table 2.

Account Contact

Trip Submitted

Trip Approved

Trip Cancelled

Trip Billed

Trip Closed

Budget Alerts

Trip Payments

Table 3.

Approver

Trip To Approve

Trip Cancelled

Table 4.

Scheduler
Trip To Schedule

Trip Cancelled

Table 5.

Billing Clerk
Trip ready for Billing
Trip Cancelled
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Table 6.

Driver/Monitor/Aide

Trip Scheduled To Them

Trip Cancelled

Ways to Initiate a Trip Request

In order to facilitate the initiation of trip requests when it is most needed, we have provided a way to
access the Trip Request screen from the following areas of Triptracker:

Application Header

Click the Request a Trip button to initiate a trip request.

. Raquest a THp ﬁ Wiew Calendar ' Today

Faports

Main Menu

Click the Request Trip link to
initiate a trip request.

Trips Raports Admmin

|R.-quul: Trip ]

Saarch Trips

VarsaTrans TripTracker Today

Calendar
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Transportation Department Calendar

Click the Request a Trip Button to initiate a trip request.
\‘\

Transportation Department Calendar

Calendar

3 Filter Oy Report JMaddnote |5 Request Trip M 0ay ] Week F1Month

[}

October 156 - Detober 21
Trursday, October 18

Maondery, October 15
THp 109 Test 476 [104])
S:00am - 4:00pm Trg 124 Muzeun of Science and Technobo |
F:00pm - G:00pm Trg 131 rcinpF [103]
i00pm - B:00pm Trg 133 rotripH

2:00pm - T:00pm Trip 114; redropa

Tusstay, October 16 Friday, October 19

10:006m - 4:00pm Trip 96 bwg 6803 trip_trip e=timate [36]
10:306m - 10300 Trip T2 Estimate Save (129, 131)

Wednesday, October 17 Saturday, October 20

Trp 109 Test 476 [104) 19 137 letined T 1)

Sunday, October 21

Trip 1537 Weekend Trg [45]

/7
Double- click on a day in the calendar
to initiate a trip request.

Users assigned request permissions can request a trip by selecting a day from the
weekly or monthly calendar or the time of day from the daily calendar view. Selecting
a day and time will auto populate the trip data field and departure time field.
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Requesting a Trip

The Trip Request process consists of a number of stages: Trip Request Submitted, Trip Approved,
Trip Estimates, Directions (optional), Trip Scheduled, Trip Complete, Trip Billed/Invoiced, and Trip

Payment.
21\,’-
e > & >
Request Approve Schedule Trip Complete Invoice Invoice Paid

The Trip Request screen (below) contains the tabs and commands that allow you to work your way
through each stage of the trip request process. Different tabs and commands become active as you
progress through each stage.

' Trip Request

Skafus: Unsubmittad

t Details | Estimate

~l

o Tabs for each stage of the Trip Request process
“ Trip Request commands

L
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The following trip request tasks are covered in this section:

» Adding a Trip Estimate to a Trip Request, 181

e Submitting a Trip Request, 190

* Sending Out a Trip Request for Approval, 194

e Adding Directions to a Trip Request (Optional), 197

e Scheduling a Trip Disallowing for the Driver’s Time to/from a Garage, 199
e Scheduling a Trip Allowing for the Driver’s Time to/from a Garage, 201

e Completing a Trip Using the Standard Completion Screen, 225

* Invoicing a Trip and Printing/Saving the Invoice, 229

Adding a Trip Estimate to a Trip Request

The estimating function uses the account information you have already entered to give you an idea
of the trip cost. The more estimated expenses you enter, the more precise the trip estimate will be.

To add a trip estimate to a trip request:
Path:) Trips > Search Trips

1. Locate a trip request (see, Finding a Trip Request on page 243) to display the Trip Request - Trip
Details screen.
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2. Select Trip Estimate to display the Trip Request - Trip Estimate screen. If this is a one-way trip,

it will be indicated by the text One- Way Trip next to the Trip ID and only Destination: Arrival:
Date/Time is displayed.

Trip Request - Trip ID: 50

L Trip Estimats

aul
L* ]
DasEimation Arrienl Date, Tinse Deparere Date )/ Time
L I I
LB i
radti Ma ] Tipi]
Tisiie Calowlatbons
Tatad Thm
L 4 i
E Nprne
T 11 maled I F Ie
L 00 L
i} 100
" d L0

Lasoutads Trip Tatal 57 RS

Save I ot

3. Complete the fields on the Trip Estimates tab. If you need assistance completing these fields,

please review the field descriptions below.

Departure Date
The date the trip departed from the origin.

Destination Calculations

Distance Rate

The charge rate per mile/kilometer. This field is populated from the Charge Basis, "Default
Distance Rate" field if the account has a charge basis linked to it. Adding a Charge Basis on
page 35.

Distance Rate is only taken from the charge basis if the account has a charge basis linked to it.

Distance

The estimated distance from the origin to the destination and back including any other mileage
that might occur during the course of the trip. This could be compared later to the completion
stage where a beginning and ending odometer reading is entered.
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Open Trip Directions/Mapping Tool

This link provides access to a mapping tool that allows you to display point-to-point directions
and a map for a trip. The generated data can be used to get a distance estimate for the trip and
to generate directions for the driver. For more information, see

Time Calculations

Start Date
The date the trip/vehicle leaves the origin.

Return Date
The date the trip/vehicle returns to the origin.

Start Time
The time the trip/vehicle leaves the origin.

Return Time
The time the trip/vehicle returns to the origin.

Total Trip Hours
The total number of hours the trip is estimated to take based on the dates along with the start
and return times.

Driving Rate
The dollar amount per hour that will be used in the calculation of the driver cost for the trip.

Driving Hours
The driving hours equal the total trip hours - sit time hours.

Total
The total equals the driving rate x driving hours.

Sit Rate
The dollar amount per hour that will be used in the calculation of the driver sit time cost for the
trip.

Sit Time Hours
The sit time hours equal the total trip hours - regular driving hours.

Total Sit
The total sit equals the sit rate x sit time hours.

Overnight Rate
The dollar amount per hour that will be used in the calculation of the driver overnight cost for the
trip.

Overnight Hours
Enter the dollar amount for eight hours of sleep time.
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Total Overnight
Total overnight equals the overnight rate x overnight hours.

Total Time
Total time equals the driving total + sit time total + overnight total.

Estimated Expenses

Tolls/Parking/Hotel/Meals/Misc Charges
Enter the dollar amount for all toll charges etc.

4. Click and the system displays the estimated total cost of the trip.
5. Click to save the estimate.
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Using the Trip Directions/Mapping Tool

The trip directions/mapping tool allows you to generate point-to-point directions and a map for a trip.
The mapping tool takes any valid origin and destination information already entered for a trip (see,
Adding a Trip Location on page 141) and uses that information to generate point-to-point text
directions along with a map that can be manipulated using standard navigation controls. If
necessary, the origin and destination information can also be edited within the trip

directions/mapping tool screen. Once the trip directions have been generated, you can click a button
to have the estimated distance pulled into the Distance field of the Trip Estimate screen and used for
distance calculations (see Using the Estimated Distance for the Trip on page 188). You can also click
a button and have the trip directions attached to the trip request and used for driver direction (see
Attaching Trip Directions to the Trip Request on page 189).

To use the trip directions/mapping tool:

Path:) Trips > Search Trips

1. Locate a trip request (see, Finding a Trip Request on page 243) to display the Trip Request - Trip
Details screen.

2. Select Trip Estimate to display the Trip Request - Trip Estimate screen.

Trip Reguest - Trip ID: 50

it Trip Exlimeats

il

L

* Destination Arrienl Date, Tinee Depariure Dalaf Tinme
[+ n Calcy

%] %

it rigp Tatal L ST

Serw | miomiis
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3. Click Zpen Trip Directions/Mapping Tool  to display the Mapping Tool screen.

Point-to-Point Driving Directions

LhrEipin

Farar HS

Destinations

Washirgton HS

:Ad.1|

Calcidabs Mirectinm

Reiurm io irip requeesi scresn

1125 Mingral Point Rd Frentsh

Destinalions fuddiress

[7]

[esssmssssnsic HEG

[

Google ——

\

/

Origin’s Location and Address Destination/Address Box

The mapping tool populates the Origin’s Location and Address fields and the

Destination/Address box with the origin and destination information entered in the Trip Details

screen.

4. To add a destination, enter the location and address. Click |#dd to add the destination

information to the Destination/Address box.

5. Toremove a Destination/Address, click '=MaovE  next to the corresponding information that you

want to remove.
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6. Click Calculate Directions to display point-to-point trip directions and a map.

Estimated Tri‘p Distance Unchecked and disabled when the trip is one-way
7

Point-to-Point Driving Directions Pont | Close
Use this tool to estimate tnp distances, and to assist in determining pont- to-point directions
Origin

Lecation: Adams ES address: 1T Quail St Albany NY 12203
Destinations Destinations Address

Location: Capital lce Rink Latham NY 12210 remoyve

Address:
™ Include return to ongin 1 s

war &l Degtinations

[ Calculste Directions |

Navigation Controls
Tnp Distance: 14.5

T ik e 2 @ | = Automatic u—m\“‘
IF - o k. - | N | - fmgw-' E'Un“ﬂ:k
Lisha Eil e, O Center
. b o
14.5 mi, 28 min }\\ Gm?“-;g'fdﬂ"“
1oy
Ato B: 7.3 mi, 14 min Nﬂolm Wi‘?&m -
i

A 217 Quail St, Albany, NY '@_v'._x_x‘_ o ¢

12203 Wistmpre

Depart Quail 5t toward Jay
L

] w1 al (]
Antach ditections te this trip esville @3 (=
Use estimated distance for this trip - ; Imies Westisand
Return o trip request screen ugjl.':.ﬁ e Al Coporiion § 2012 NAVTEQ

Origin Destinations

See, Attaching Trip Directions to the Trip Request
See, Using the Estimated Distance for the Trip
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You can continue to enter destinations and they will be appended to the text directions and map.

The estimated trip distance will also be updated.

Navigation Controls

EEE -
—1
\\ 1 Arrows - Click the apprapnate anrow buttons to move the wew north

% ’ south, east or weest. Click “t:' to returmn to yiour ariginal view

=

Zoom - Click + to zoom in on the center of the map. Click - ta zaem

(%]

out
3 Ioom slider - Drag the oom slider up or down to Zoom in or out

el . incramantally
/ 2

7. To print the trip directions and map, click Print to display the Print dialog.

8. Choose a printer and click .

Using the Estimated Distance for the Trip

1. To have the estimated trip distance pulled into the Distance field of the Trip Estimate screen and

used to estimate the distance for the trip. Click

Use estimated distance for this trip

2. A confirmation message displays. click OK.

3. Click Return to trip request screen . You will see that the Distance field has

been updated.

4. Click |[5Save Estimate| = The destination calculations are updated using the estimated distance

generated from the trip directions/mapping tool. See the example below

Destination Calculations:
stance Rate:  $1.35 Distance: 26 6| Total:
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Attaching Trip Directions to the Trip Request

1. To have the trip directions attached to the trip request and used for driver directions, click
Attach directions to this trip

2. A confirmation message displays. click OK.
3. Click

4. Click the Lirections tab. The Directions screen will indicate that there are point-to-point
directions attached.

5. To view the directions, click iz these directions and the Trip Directions/Mapping Tool
screen is displayed.
6. Click and the text directions and map are displayed.

7. To print the trip directions and map, click Frint o display the Print dialog.

8. Choose a printer and click .
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Submitting a Trip Request
To submit a trip request:

Path:)

Trips > Request a Trip

1. Follow the above path to display the Trip Request - Trip Details screen.

oo Detals | Inp Estimake |

Trip Detalls

Trigy Madme!

Trg Type:
Reason for Tnp
AcCount:

Reguester:

Acpount Nobes:

Crigim:
Departure Date:

Retum [ate;

Cestinations:

Destmabon:

Dt Ll

£l

Armival:
Datw Tima

Departure: |

Click "Add” 1o add tha select location
e the ligt of destinatsnas for this tHp

ddylts Students
Number OF:
Contadt Name:

Mobas

ot [ st |

| IF | |
Trp Dake: i
Aty Ty -
-

- COne-Way Trp
Daparture Time: |

Feturm Time:

Can't find your destimation in the kst?
Cligk haem 0o pifd & Aew IScatias

He destinatieny have baan added foe thin brig

Viheelizhairs Vehicles

1! 2 Specal Accommodations

Contact Phone;
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Notice that there are only 2 tabs active, Trip Details and Trip Estimate. The other links (i.e.
Directions, Scheduling etc.) will become active as you progress through the trip request process.

The first stage of the trip request process involves entering trip details and submitting the trip
details/trip request.

Complete the fields on the Trip Details tab. If you need assistance completing these fields,
please review the field descriptions below.

Trip Name
Enter a unique name for this trip in this field. This is the name that will display on the Calendar
when you complete the trip request.

Trip Date
Enter or select from the calendar the date that the trip is going to take place. All the date fields
will auto populate with this date.

Trip Type
Select the type of trip from the Trip Type drop-down list. See, Setting Up Trip Types on page 148
to learn how trip types are set up.

Activity Type

Select the type of activity from the Activity Type drop-down list. This field describes the purpose
of the trip. These entries display based on the trip activities you entered. See, Setting Up Trip
Activity Types on page 152 to learn how activity types are set up.

Reason for Trip
Enter the reason that the trip is being taken.

Account

You select the account that will be used for this trip from the Account drop-down list. The balance
remaining in the account will be displayed. See, Setting Up Accounts on page 156 and Setting
Up Driver Assignment Rules on page 103.

Requester
Note: The Requester field will be grayed out until there is an account determined.

Once an account has been determined, select the name of the person requesting the trip from
the Requester drop-down list. Names that appear in the Requester drop-down list are from the
employee records. See, Setting Up Driver Assignment Rules on page 103.

: |_ and Begueste
Users who are Super-Users have the ability to override the requester name that displays in the
Requester field. When the “Expand Requester List” option is left unchecked, the names of the
requesters associated with the account will display. When this option is checked, the list of
names displayed in the Requester list will be governed by the status of the System Option,
“Show all Employees Requester field” as follows:
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Note: For more information on “Show all Employees in Requester field”, see “Setting the
System Options” in the Triptracker User’s & Administrator’s Guide or consult the Online
Help.

*  When “Show all Employees in Requester field” is unchecked, the expanded list of names
will contain only active non-Transportation employees.

*  When “Show all Employees Requester field” is checked, the expanded list of names will
contain all active Transportation and non-Transportation employees.

Account Notes
Displays any notes entered on the account. This field is read only.

Origin

Select the origin of the trip from the Origin drop-down list. This is the place the trip starts. These
entries display based on the trip origin locations you entered. See, Setting Up Trip Locations on
page 141.

One -Way Trip

Allows trips to be booked and invoiced as one-way trip without a return leg. When the One-Way
Trip box is checked, the Origin: Return Date and Return Time fields are no longer displayed.
Once a destination is selected, only the Arrival: Date/Time needs to be entered. The Departure:
Date/Time is automatically populated by the same values as the Arrival: Date/Time. When you
click Add, the Destination displays the Arrival Date/Time and Departure Date/Time is left blank.

Departure Date
Enter or select from the calendar the date of the trip’s departure from the origin.

Departure Time
Enter the time of departure from the trip origin.

Return Date (Does not display for One-Way Trip)
Enter or select from the calendar the date of the trip’s return to the origin.

Return Time (Does not display for One-Way Trip)
Enter the time the trip returns to the origin of the trip.

Destinations
You have the option of requesting a trip with one destination or a trip with multiple destinations.

Drestination: b

Select a trip destination from the Destination drop-down list. This is the place the trip is going to.
These entries display based on the trip destination/locations you entered. See, Setting Up Trip
Locations on page 141.
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Can't find your destination in the

list?

Click here to add a new location,..
Allows you to add a location to the actual Trip Location file when you cannot find the destination
you want in the Destination drop-down list. Click the “Click here to add a new location” link to
display a panel that allows you add a new location.

Note: You or your user group must have the “Trip Request: add Destination” permission to use
this option. For information on adding a user group and setting permissions, see Adding
a User Group and Assigning Privileges on page 265.

Add Location | | Cancel |

Enter the new location and click and the new location is displayed in the panel and

added to the list.

Note: The new destination becomes an “Active” trip location.

Drate i
I

Enter the date/time the vehicle should arrive at the destination in these fields.

Dats rive

Enter the date/ time the vehicle should depart from the destination for another destination or the
origin.

Clicking will add the new destination to the list of destinations and designate
locations on the list as your trip destination.

Destination Arrival Date fTime Departure Date/Time
art Museum 104/12/2007 10:0D:00 &M 10122007 10:00:00 PM Ramoye
Fanway Parl 10/13/2007 10:00:00 AM 10/13/2007 2:00:00 PM REmoye

You can select a new destination, dates, and times and repeat as needed for each additional
destination of the trip.

Number Of - Adults/Students/Wheelchairs/Vehicles

Enter the number of adults, students, wheelchairs, and vehicles associated with this trip. Trip
estimates will be calculated according to the number of vehicles which gives the approver a
better idea of what the costs might be for the trip requested.

Note: The actual number of vehicles will still be determined at the scheduling stage where the
initial number from the Trip Request may increase or decrease changing the final cost of
the trip.
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Special Accommodations
Check this box if special accommodations will be needed for this trip, (i.e. any considerations for
medical or safety needs such as wheelchair).

Contact Name/Phone
Enter the name and phone number of the contact person for the trip.

Notes
Enter any notes that might be applicable to the trip.

4. When you have finished the entries on the Detail Entries tab, click m to submit or
to cancel the trip request. _

The system updates the trip record with the new data and displays a status of Requested. The
system also sends an email confirmation message according to your message option settings.

5. During the trip request process, you can go back and edit the different stages by clicking on the

appropriate tab and clicking -
=t

iRl
6. Click the History tab if you want to view the history of the trip. See, Viewing the History of a Trip
Request on page 235.

Once a trip request has been submitted successfully, you can clone the trip request. You will
notice that the link is now active. See, Cloning a Trip Request on page 239.

Sending Out a Trip Request for Approval
Once a trip request has been successfully submitted, it is ready to be sent out for approval.
To send out a trip request for approval:
Path:) Trips > Search Trips

1. Locate a trip request (see, Finding a Trip Request on page 243) to display the Trip Request - Trip
Details screen.

2. Once you have located the Trip Request Click 9 conrove . A comments box displays.

3. Enter any comments that you may have concerning this trip in the comments box. The

approye wittbe-able to view your comments.
Approve Trip

4. Click to send the trip request out for approval and begin the approval process.

Once a trip request has been successfully sent out for approval, it will begin to flow through the
approval process. The levels of approval that your trip request may encounter depends on the
account this trip request is using and the approval path associatediwithithis ;account Sae;:Setting Up
Approval Paths on page 168. The person(s) at the first level in the approval process will receive an
email indicating that their approval is needed on a trip. The link in the

email, will take the approver directly to the Trip Request - Trip Detail screen for that trip. The
approver can then choose to Approve or Reject the trip (see, Rejecting a Trip Request on page 196).
If they approve the trip, it then moves to the next approver in the approval path and the process is
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repeated.

Once the final Approver has approved the trip, it moves to a status of “Approved”. The Trip Request

screen’s “Scheduling tab” becomes active and you can proceed to the scheduling stage. See,
Scheduling a Trip Disallowing for the Driver’s Time to/from a Garage on page 199.
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Rejecting a Trip Request
At any stage before a trip is scheduled, a Trip Request can be reviewed by an Approver and
assigned a decision of "Rejected". The Trip Request is then sent back to the Requester (and the

submitter if the submitter is different than the requester). The Requester can then make the

necessary changes and resubmit the Trip Request. If the Requester does not resubmit the Trip
Request, it will retain the status of "Rejected".

To reject a trip request:
Path:) Trips > Request Trip

1. Locate the trip request (see, Finding a Trip Request on page 243) to display the Trip Request -
Trip Details screen.

2. Click & FE==ct . A comment box and Reject button are displayed.

Comments:

3. Enter the reason for the rejection in the comment box and then click :

The system sends an email confirmation message to the Requester and submitter (if submitter is
different from Requester).

Upon receiving the rejection notice, the Requester can make any necessary changes and
resubmit the request. See, Resubmitting a Rejected Trip Request on page 240.

Note: The Trip Request remains in the database and is available for reporting even if it is not
resubmitted.
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Adding Directions to a Trip Request (Optional)

You have the option of adding directions to a trip request which can be printed at the same time as
the trip sheet. The trip directions are pulled from the directions entered in Trip Locations (see, Adding
a Trip Location on page 141). If there are multi-destinations then the directions from the trip locations
are concatenated. If directions aren’t entered in Trip Locations, then you will need to enter the
directions in the Text box or import directions that exist in one of the file formats shown below. You
also have the option of using the Trip Directions Mapping Tool

To add directions to a trip request:
Path:) Trips > Search Trips

1. Locate a trip request (see, Finding a Trip Request on page 243) to display the Trip Request - Trip
Details screen.

2. Selectthe Directions tab to display the Directions screen.

Directions
vake a left on 155, then a right on Bricish = .
z 2 = Entering Directions
dmerican Blud...after first cross st...malke 5 PR R LA A
l=fr
L. Entsred directdy into the
ihrecbans Held
2. Inpaortid Trorm a il noooe of the
Faltoyrarg formats:
Ek
. " Cogiad™ sl “jpasbed™ fran
anather spurce
|_Browse.. |
— —— o ot V—
| Empart File | Sawe | Cancel

If directions were entered in the Admin > System Lists > Trip Locations for the destinations
selected in Trip Details, then those directions will display in the Directions text box. You can edit
the directions as necessary.

3. If directions weren’t entered in Trip Locations, type the trip directions in the text box provided.
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4. Click Dpen Trip Directions/Mapping Tool  to use the Trip Directions/Mapping Tool to get a
distance estimate for the trip and to generate directions for the driver. This information can then
be attached to the Directions. See, Using the Trip Directions/Mapping Tool on page 185.

You can also copy and paste directions from another source or import the directions from a file in
the following formats:

e Plain Text (.txt)

¢ Microsoft Word (.doc)
¢ Rich Text (.rtf)

Excel (.xls)

*  PowerPoint (.ppt)
Word 2007 (.docx)
* Excel 2007 (.xlIsx)

5. Click and navigate to the txt file.

6. Click and the directions in the txt file are imported into the Directions text box.

Reload directions from Trip Location o ] ) ]
7. If you make a mistake, and want the original directions from Trip Locations, click
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Scheduling Trips

Once the Trip Request is approved by the final approver in the approval path, the Scheduling tab

becomes active and you can schedule a trip. You can schedule as many vehicles, drivers, monitors,
and aides as necessary. If a driver turns down a trip, you can record a trip refusal for that driver. If a
destination is drop and return, you can have the driver return to the origin after dropping students off
at the destination, as well as having the option of assigning different drivers for each ‘leg’ of the trip.

The following topics are contained in this section:

* Scheduling a Trip Disallowing for the Driver’s Time to/from a Garage on page 199
e Scheduling a Trip Allowing for the Driver’s Time to/from a Garage on page 201

e Adding Vehicles, Drivers, Monitors and/or Aides to a Trip on page 205

* Adding a Driver Refusal on page 209

e Modifying the Information of a Scheduled Trip on page 210

*  Removing Drivers and Vehicles from a Scheduled Trip on page 214

Scheduling a Trip Disallowing for the Driver’s Time to/from a Garage

You have the option of scheduling a trip that either includes or does not include the time it takes a
driver to go to or from the bus garage. The option that includes a driver’s time to/from the garage
allows a scheduler to select a bus garage for a trip so they can add in the approximate time it takes
for the bus to get from the garage to the trip origin. The scheduler would then be able to let the driver
know when they need to leave the bus garage in order to arrive at the origin on time to pick-up the
students for the field trip. See, Scheduling a Trip Allowing for the Driver’s Time to/from a Garage on
page 201.

To Schedule a trip disallowing for the driver’s time to/from the garage:
Path:) Trips > Search Trips

1. Locate a trip request (see, Finding a Trip Request on page 243) to display the Trip Request - Trip
Details screen.
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2. Selectthe Scheduling tab to display the Trip Request - Scheduling screen. If the trip is one-
way, it will be indicated by the text One-Way Trip next to Scheduling and the Drop and Return
checkbox will be disabled.

Trip Retails | Top Estimate | Direchons | Sthaduling | Completian | Invaicing | Payment | Inp History | Altachments (0

Scheduling

NHumber of Adults: 0  Students: 0 Wwheelchairs: 0 Vehicles requested: 1
Vehicles and Personnel

Enter the vehiclea and personnel for the trip.

Chek here to add & drver refusal.

OFittar Drvers by Accownt

Scheduled Vehicles
8 0 oAl b ] vewow s [ wom [ mm [ pweoredR] ] oo |

| cick here to add vehicle/driver. |

|

| Pick Lt Montor/Aides
| Mantors/Ades [+] Cauicer, Bonnie | ] Remove |
|Cick here to add Moritar/Aide.

[ Save | [OrwertipSveet | [ Orver Tro Sneet-uap |

3. Add vehicles, drivers, monitors and/or aides as needed. See, Adding Vehicles, Drivers, Monitors
and/or Aides to a Trip on page 205.

4. If a destination is a “Drop and Return” (trip where the driver drops students at the destination and

returns to the origin), click [#] or Show All to display both legs of the trip. You have the option of
assigning different drivers and vehicles for each ‘leg’ of the trip.

Drop and Return

Stheduled Vehides
i Drwves
B #1 AdimsES [Dwvers 2 CALLAGHAN, VIDKY  [+] [220 = Rarmee
D8R Destraton  Dropoff Drver  Vahice Bisturn Travel Trme Pick Lst Pickup Deiver Vatick Depart Travel Trme
Capkal e o = —— - - — .
8 Faptore S NG 0 60 Dves (v} [puRwELL GL[v] 161 ]
Cack hese to add vehicle/driver.
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5. Enter a Return Travel Time in minutes. This is the amount of time allocated to the driver to
return to the origin. (Adam ES).

6. Click the Pick List drop-down button * | and click on a Pick List to select it.
7. Click the Pickup Driver drop-down button Iv and click on a driver's name to select it.

8. Click the Pickup Vehicle drop-down button Iv and click on a vehicle’s ID to select it.

9. Enter eI Time in minutes. This is the amount of time allocated to the pickup driver
to arrive atth€& destination.

10. Click to save your scheduling entries. If a driver or bus is unavailable or for
whatever reason you need to make a change, you can return to the applicable section, make the
changes and re-save the schedule. The system sends an email confirmation message according
to your message option settings.

Scheduling a Trip Allowing for the Driver’s Time to/from a Garage

Once the Trip Request is approved by the final approver in the approval path, the Scheduling tab

becomes active and you can schedule a trip. You can schedule as many vehicles, drivers, monitors,
and aides as necessary. If a driver turns down a trip, you can record a trip refusal for that driver. If a
destination is drop and return, you can have the driver return to the origin after dropping students off
at the destination, as well as having the option of assigning different drivers for each ‘leg’ of the trip.

A user/scheduler can select a bus garage for a trip so they can add in the approximate time it takes
for the bus to get from the garage to the trip origin. The scheduler would then be able to let the driver
know when they need to leave the bus garage in order to arrive at the origin on time to pick-up the
students for the field trip. If you do not want to allow for the driver’s time to/from the garage, see,
Scheduling a Trip Disallowing for the Driver’s Time to/from a Garage on page 199.

To Schedule a trip allowing for the driver’s time to/from the garage:

Path:) Admin > System Options
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1.

Follow the above path to display the System Options screen.

System Options

Trip Reguest Options

Time threshold for trip reguests: (AM) D "_E"UU AM |

End time: 8:30 AM |

Time threshold for trip reguests: (PM) Start time: |2'[][] PM |

End time: [3:30 PM |

Advance notice for trip requests: (days) 5

WM&WMWM B ]
o e ST T = 1 et e LA 7 P ST AT T 2 T Tl W v o TR e

Other options: [ show all employees in requester field
[ Restrict Assignment of Driver
[[IRecord bus garages

Automatically close trip when: -

allow Deletion of Trips when Trip Date is more than 0 days old.

Save || Cancel

Check Record bus garages to turn on the garage time functionality.
Add the garages that you want to use for trip locations. See, Adding a Trip Location on page 141.

Locate a trip request (see, Finding a Trip Request on page 243) to display the Trip Request - Trip
Details screen.
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5. Selectthe Scheduling tab to display the Trip Request - Scheduling screen. If the trip is one-

way, it will be indicated by the text One-Way Trip next to Scheduling and the Drop and Return
checkbox will be disabled.

Trip Retails | Top Estimate | Direchons | Sthaduling | Completian | Invaicing | Payment | Inp History | Altachments (0

Scheduling

NHumber of Adults: 0  Students: 0 Wwheelchairs: 0 Vehicles requested: 1
Vehicles and Personnel

Enter the vehiclea and personnel for the trip.

Chek here to add & drver refusal.

OFittar Drvers by Accownt

Scheduled Vehicles
:?: #1 '_Busﬁmeh[ﬂ' o | Versatrans Drwvers ]ﬂ ICHLLA'GHAH, wd (3 EI im’f‘-*m*[ﬂ 0 | m|
|cick i to 2dd vebicle/driver, ' ' |
| Pick List MontorfAkdes |
| Monory/ades  [v] (Coutdr, Boenie [ Ramove |
|Cick here to add Moritar/Aide.
[ Save | [OrwertipSveet | [ Orver Tro Sneet-uap |

6. Add vehicles, drivers, monitors and/or aides as needed. See, Adding Vehicles, Drivers, Monitors
and/or Aides to a Trip on page 205.

7. If a destination is a “Drop and Return” (trip where the driver drops students at the destination and

returns to the origin), click [#] or Show All to display both legs of the trip. You have the option of
assigning different drivers and vehicles for each ‘leg’ of the trip.

Drop & Return

Scheduled Vehldes
Starting Gamage Travel Tme  Trip Orign Pick List Dewver Vehice Ending Garage Travel Time
B #1 [Bustamgean[~] (6D Adarrs ES |mesvers [¥] |cawssman, [~] [220 [¥] [bwscwager~] (80 |  Remow
DER Destnaton  Dropoff Dover Vehicl Ratum %0 Garage  Travel Trme  Pick Lst Pickup Driver  Vehicle Leave from Garage  Travel Tims
Ciots i ;
E mpatoy oo 220 |BusGaraget[~| |50 Devers ]| |BURWELL [+ |161 [»] |BusGaagei[~] &0
Click hare to il vehiche/driver.
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10.

11

15.

Select a Starting Garage location from the Starting Garage drop-down list. See, Adding a Trip
Location on page 141.

Enter a Travel Time in minutes. This is the amount of time allocated to the driver to drive from
the starting garage to the origin (Adam ES).

Select a Pick List from the Pick List drop-down List.

. Select a driver from the Driver drop-down list.
12.
13.
14.

Select a vehicle from the Vehicle drop-down list.
Select an Ending Garage from the Ending Garage drop-down list.

Enter a Travel Time in minutes. This is the amount of time allocated to the driver to drive from
the origin (Adam ES) to the Ending Garage.

Click to save your scheduling entries. If a driver or bus is unavailable or for

whatever reason you need to make a change, you can return to the applicable section, make the
changes and re-save the schedule. The system sends an email confirmation message according
to your message option settings.
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Adding Vehicles, Drivers, Monitors and/or Aides to a Trip

Path:) Trips > Search Trips

1. Locate a trip request (see, Finding a Trip Request on page 243) to display the Trip Request - Trip
Details screen.

2. Selectthe Scheduling tab to display the Trip Request - Scheduling screen. If the trip is one-
way, it will be indicated by the text One-Way Trip next to Scheduling and the Drop and Return
checkbox will be disabled.

Top Details | Top Estimate | Dwadhgns | Scheduling | Complebian | | rent | Ing History | Attachments (00
Scheduling
NHumber of Adults: 0  Students: 0 Wheelchairs: 0 Vehicles requested: 1

Vehicles and Personnel
Enter the vehicles and parsonnel for the trip
Chck here to gdd 3 diver refusal.

DFlI:m Drwars by Accownt

[ Starting Garage Trawel Tme  Trp Ongin Pick: List Driver Vehice Ending Garage Travel Tma [
[ #1 |BusGamge A L:J ] Versatrans Drvers ] [CALLAGHAN, [:: 220 E-_| Bus Garage & [~| |0 Bamers
| Chek hare to add vehiche drver.

| Pick Lt MontorfAldes
Mankors/ Ades [+] Cavider, Bonnie {x] S

| Chck hece £ 3cid Monibor/fde.

[ See | [Ooertiosoest | [ Grver v soeet-uiap |

3. Check “Filter Drivers by Account” to have only those drivers on the Pick List that are associated
with the account included in the list.

Note: Ifthere are drivers associated with the account, the filter will be checked on by default.
You will need to uncheck this option to view all the drivers in the Pick List.
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4. Click the Pick List drop-down button * | in the Scheduled Vehicles panel.

-
Trip Origin Pick List
¥l #1 AdamsES Drivers iE|
Click here to add vehicle/driver.

5. Click on a Pick List to select it. See, Adding Drivers or Monitors/Aides to a Pick List via the Pick
List Screen on page 119.

Note: The Pick Lists will be in alphabetical order until a Pick List is selected and the record is
updated. The Pick List used at the time of updating becomes the default Pick List.

6. Click the Driver drop-down button ™ | .

v

Driver

CALLAGHAN, VICKY

T S

e

7. Click on a drivers’s name to select it. A list of drivers assigned to the Pick List displays.
The following determines the Pick List driver order:

¢ If the Pick List is not associated with a set of Driver Assignment Rules, the drivers will be
displayed in alphabetical order by Employee Last Name, First Name.

e |f the Pick List is associated with a set of Driver Assignment Rules, the rules will be
applied to the list of drivers.

8. Click the Vehicles drop-down button ™ | .

p .4
Show All Close all

Vehicle
[121 E| Remove

i e

e et

9. Click on a vehicle’s ID to select it.
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10. To add another driver and vehicle, click add vehicle/driver.

Scheduled Vehides

Trip: Oigin
¥ =21 AdamsES

[¥] #2 AdamsES
Chck here To sdd vehicla/diiver.

11. A second row displays where you can select the same Pick List or a different Pick List, and then
select a Driver and Vehicle.

To add an aide and/or monitor to the trip:
12. Click the Pick List drop-down button EI in the Monitors/Aides panel.

V 4

Pick List
| Monitors/Aides |
Click here to add Monitor/Aide.

13. Click on a Pick List to select it.
14. Click the Monitor/Aide drop-down button EI

' Monitors/Aides
% Maonitor/ Aides

| Rernove

15. Click on a monitor or aides name to select it.
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16. To add another aide/monitor, click add Monitor/Aide and the Monitor/Aides panel is expanded
allowing for the selection of additional monitors/aides.

Pick List Monitor/Aides
Mnn'rl.:an;;.ﬁlii:-Ies |E| :.lﬁauli:-ler, .Eh.:unni.e E| Remove
Monitors/Aides I~ Molony, Jane [~] Remove

Click here to add Monitor/Aide.

17. You can continue to add as many aides/monitors as necessary by clicking add Monitor/Aide.
You can then select the same Pick List or a different Pick List, and then select a monitor or aide.

18. Click to save your scheduling entries. If a driver or bus is unavailable or for

whatever reason you need to make a change, you can return to the applicable section, make the

changes and re-save the schedule. The system sends an email confirmation message according
to your message option settings.
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Adding a Driver Refusal
To add a driver refusal:
Path:) Trips > Search Trips

1. Locate a trip request (see, Finding a Trip Request on page 243) to display the Trip Request - Trip
Details screen.

2. Selectthe Scheduling tab to display the Trip Request - Scheduling screen. If the trip is one-
way, it will be indicated by the text One-Way Trip next to Scheduling and the Drop and Return
checkbox will be disabled.

Trp Details | Ine EsUmate | Directions | Schaduling | Completion | Invaicing | Payment | Inp History | Attachments (0
Scheduling
NHumber of Adults: 0  Students: 0 Wheelchairs: 0 Vehicles requested: 1

Vehicles and Personnel
Enter the vehicles and personnel for the trap.

Chek here 1o 3dd & dover refusal.

[Filtar Drvers by Account

Scheduled Vehicles
| Stating Garage  Travei Tme TrpOngn  PickList Drwver Vehice Endng Garage  Travel Time
:? £1 'Emﬁmeﬁ.E 0 | versatrans Drwvers ]:__'1 'IL'.HLLMHHH. E__i_ 221] El IBui- G-aciq-eﬁ[ﬂ \a Bamewe

| Chck hars to add vahicle /driver. i

| Pick Lt Montor/ Aides !
| Montorw/ades [+ Cauider, Bonrie | ] Ramove |
|Cick here to add Monitor/Ade.

[ o | [Oweitiosten | [ Gwver Tro Soeei-viag |
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3. Click add a driver refusal.

Diriver: -
Feason:
Replacement Pick List: =

Replacement Driver: -

N o 9

Click the Driver drop-down button ™ | and click on a driver’'s name to select it.
Enter the reason for the refusal in the Reason field.

Click the Replacement Driver drop-down button * | and click on a driver's name to select it.

Click to save the refusal.

Modifying the Information of a Scheduled Trip

If you have Trip Edit permissions or are a SuperUser, you can modify a scheduled trip’s information.

To modify the information of a scheduled trip:

Path:) Trips > Search Trips

1.
2.

4.

Locate a scheduled trip request (see, Finding a Trip Request on page 243).

Select the scheduled trip request that you want to modify and the Trip Request - Trip Detail
screen is displayed.

Click Epir RequesT at the bottom of the screen.

You can modify any of the fields on the Trip Request - Trip Details screen. If you need assistance
completing these fields, please review the field descriptions below.

Trip Name
Enter a unique name for this trip in this field. This is the name that will display on the Calendar
when you complete the trip request.

Trip Date
Enter or select from the calendar the date that the trip is going to take place. All the date fields
will auto populate with this date.

Trip Type
Select the type of trip from the Trip Type drop-down list. See, Setting Up Trip Types on page 148
to learn how trip types are set up.
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Activity Type

Select the type of activity from the Activity Type drop-down list. This field describes the purpose
of the trip. These entries display based on the trip activities you entered. See, Setting Up Trip
Activity Types on page 152 to learn how activity types are set up.

Reason for Trip
Enter the reason that the trip is being taken.

Account

You select the account that will be used for this trip from the Account drop-down list. The balance
remaining in the account will be displayed. See, Setting Up Accounts on page 156 and Setting
Up Driver Assignment Rules on page 103.

Requester
Note: The Requester field will be grayed out until there is an account determined.

Once an account has been determined, select the name of the person requesting the trip from
the Requester drop-down list. Names that appear in the Requester drop-down list are from the
employee records. See, Setting Up Driver Assignment Rules on page 103.

Users who are Super-Users have the ability to override the requester name that displays in the
Requester field. When the “Expand Requester List” option is left unchecked, the names of the
requesters associated with the account will display. When this option is checked, the list of
names displayed in the Requester list will be governed by the status of the System Option,
“Show all Employees Requester field” as follows:

Note: For more information on “Show all Employees in Requester field”, see “Setting the
System Options” in the Triptracker User’s & Administrator’s Guide or consult the Online
Help.

*  When “Show all Employees in Requester field” is unchecked, the expanded list of names
will contain only active non-Transportation employees.

*  When “Show all Employees Requester field” is checked, the expanded list of names will
contain all active Transportation and non-Transportation employees.

Account Notes
Displays any notes entered on the account. This field is read only.

Origin
Select the origin of the trip from the Origin drop-down list. This is the place the trip starts. These

entries display based on the trip origin locations you entered. See, Setting Up Trip Locations on
page 141.

Departure Date
Enter or select from the calendar the date of the trip’s departure from the origin.

Departure Time
Enter the time of departure from the trip origin.
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Return Date
Enter or select from the calendar the date of the trip’s return to the origin.

Return Time
Enter the time the trip returns to the origin of the trip.

Destinations
You have the option of requesting a trip with one destination or a trip with multiple destinations.

Lrestination: b

Select a trip destination from the Destination drop-down list. This is the place the trip is going to.
These entries display based on the trip destination/locations you entered. See, Setting Up Trip
Locations on page 141.

Can't find your destination in the

list?

Click here to add 2 new location,..
Allows you to add a location to the actual Trip Location file when you cannot find the destination
you want in the Destination drop-down list. Click the “Click here to add a new location” link to
display a panel that allows you add a new location.

Adid Location | | Cancel |

Enter the new location and click and the new location is displayed in the panel and

added to the list.

Note: The new destination becomes an “Active” trip location.

Date mE
I8

Enter the date/time the vehicle should arrive at the destination in these fields.

Cata ris
Enter the date/ time the vehicle should depart from the destination for another destination or the
origin.

Clicking will add the new destination to the list of destinations and designate
locations on the list as your trip destination.

Destination Arrival Date [ Time Departure Date/Time

District F

tadium 5/9/2009 5:30:00 PM 5/9/2009 11:20:00 PM Remowvea

m
[w]

otball

(X5}

-
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You can select a new destination, dates, and times and repeat as needed for each additional
destination of the trip. You can also edit the information at any time.

To edit the information, click Epit for the trip whose information you will be changing. Editable
entry fields will display where you can enter or select new information.

Displays a list of destigations Displays a calendar
b _I:A\“‘\\
Destination Arrival Date/Time Departure Date/Time
s : |5/5/2009 ¥ |5/6/2009 v |
District Football Stadium — » e [ - Save Cancel
' 30 PM (1130 PM

5.

Note: If the change to the date(s) or time(s) causes a system violation and you do not have the
permission to override the changes to the trip, it will not be saved.

Clicking Save applies your changes.

Number Of - Adults/Students/Wheelchairs/Vehicles

Enter the number of adults, students, wheelchairs, and vehicles associated with this trip. Trip
estimates will be calculated according to the number of vehicles which gives the approver a
better idea of what the costs might be for the trip requested.

Note: The actual number of vehicles will still be determined at the scheduling stage where the
initial number from the Trip Request may increase or decrease changing the final cost of
the trip.

Special Accommodations
Check this box if special accommodations will be needed for this trip, (i.e. any considerations for
medical or safety needs such as wheelchair).

Contact Name/Phone
Enter the name and phone number of the contact person for the trip.

Notes
Enter any notes that might be applicable to the trip.

When you are finished entering information, click Save. Clicking CanceL will return the grid to
display mode without any changes.

Tyler’s Versatrans Triptracker® User’s & Administrator’s Guide



214

Requesting a Trip

Removing Drivers and Vehicles from a Scheduled Trip

If you have Trip Scheduling: Schedule permissions or are a SuperUser, you can remove scheduled
drivers and vehicles from trips without having to cancel the previously scheduled trip and request a
new one. The changes can be made on the Trip Request - Scheduling screen.

Drivers that are removed from a trip can be notified via email and will be placed back into the rotation
based upon the Driver Assignment Rules in effect at the time. The vehicle is no longer counted
against the maximum number of vehicles per day. If all the Driver/Vehicles are removed from a
scheduled trip, the trip status is set to approved.

To remove drivers and vehicles from a scheduled trip:
Path:) Trips > Search Trips

1. Locate the scheduled trip containing the drivers and vehicles that you want to remove (see,
Finding a Trip Request on page 243).

2. Selectthe Scheduling tab to display the Trip Request - Scheduling screen.

3. Select a driver.

4. Click Remove. _

D

Driver: 3: BURWELL ; _'3 LORILA | R

move

Vehicle: | 161 s

The driver and associated vehicle are visually removed from the screen.
Note: The driver and vehicle are not actually removed from the trip until you click Save.
5. You can continue this process until you have removed all of the desired drivers and vehicles.

Note: In order for trips to be in a Scheduled status, the trip must have a minimum of one
vehicle and driver. If there are no vehicles and drivers or if the number of drivers does
not equal the number of vehicles or if there are any drivers assigned to the trip without a
vehicle assignment, the trip will be returned to Approved status.

6. Click Save to remove the driver(s) and/or vehicle(s) from the trip.

Drivers that are removed from a trip can be notified via email and will be placed back into the
rotation based upon the Driver Assignment Rules in effect at the time. The vehicle is no longer
counted against the maximum number of vehicles per day. If all the Driver/Vehicles are removed
from a scheduled trip, the trip status is set to approved.
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An e-mail can be sent to the drivers, monitors and aides associated with the trip that was
removed.

RE: (Tripname)
Due to Scheduling needs, we have unscheduled you

from the following trip, (Tripname) for (Tripdate).

Sincerely,

The Transportation Otfice

If desired, you can edit this email template (Trip Unscheduled Driver). See, Displaying and
Editing the Contents of an Email Message on page 282.
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Deleting a Single Canceled or Closed Trip
If you have Administrator: Trip Delete permissions or are a SuperUser, you can delete canceled or
closed trips. The Trip Request: Trip Detail screen allows you to delete only the associated canceled
or closed trip that meets the “Trip date is more than days old” criteria entered in system options.

Before deleting a canceled or closed trip, you need to specify that only canceled or closed trips with
a “Trip date is more than days old” should be considered for deletion.

Warning): Once a trip is deleted, it cannot be restored and all data associated with that trip will be
lost.

1. Go to Admin > System Options to display the System Options screen.

System Opbons

irip Regquest Options elault Charge @

R Cancel

2. Enter a number of days. When a canceled or closed trip exceeds the number of days specified,
it will be eligible for deletion. The default is 365 days.
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Note: Ifa zero (0) is entered for the number of days then any canceled or closed trip will be
eligible for deletion.

Click Save.

4. Locate the canceled or closed trip that you want to delete (see, Finding a Trip Request on page
243). In the Trip Search screen, click on the trip you want to delete to display the Trip Request -
Trip Details screen.

Trip Request
o Trige Dhztails
i FT8 Cralg v, Willlnmseilie
U Standart
£ Bl
femin
o
) strfckland, Hark
rafg HS Football
Cenkg HS
5%/ 2009 5:00:-00 FM
S0 3009 120000 AM
Delete Hyperhnlk D{'!.Hnlﬂiﬂl:l Arrival Date e Dieparture Dabe) Time

Erk? Hipast it

Warning): It is strongly recommended that a backup of the data is made for historical purposes prior
to deleting any trips. Once a trip is deleted, it cannot be restored and all data in regard to that trip will

be lost.

The delete hyperlink is active when the user and trip meets the following conditions:

* User must have Administrator: Trip Delete permissions or be a Super User.
e The trip has a status of canceled or closed.

e The trip meets the “Trip date is more than days old” criteria as specified in System
Options.
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Click DeLete and the following warning is displayed:

Warning:

You are about to delete selected trip(s). Deleting closed trips will affect account
balances and driver assignments; canceled trips will not be impacted.

Before deleting a trip, you should consider the following:

Account balances will not include any financial information from deleted closed trips.

Drivers on deleted/closed trips will not be counted in the determination of Driver
Assignment rotation.

Canceled trips will not be impacted by the deletion because adjustments to Account
Balances and Driver Assignments are addressed at the time the trip is canceled.

5. Click OK to delete the trip.
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Deleting a Batch of Canceled or Closed Trips

If you have Administrator: Trip Delete permissions or are a SuperUser you can delete canceled or
closed trips using Admin > Trip Delete which displays the Trip Delete screen. This screen lists all the
canceled or closed trips that meet the “Trip date is more than __ days old” criteria specified in
System Options and allows you to select one or a batch of trips to delete. You can also perform a
search in the Trip Delete screen to narrow your choices to canceled or closed trips that only meet
specified criteria. Only trips with a canceled or closed status can be deleted.

Warning): Once a trip is deleted, it cannot be restored and all data associated with that trip will be
lost.

1. Go to Admin > System Options to display the System Options screen.

System Opbons

Trip Requesi Option

R Cancel

2. Enter a number of days. When a canceled or closed trip exceeds the number of days specified,
it will be eligible for deletion. The default is 365 days.
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Note: If a zero (0) is entered for the number of days then any canceled or closed trip will be
eligible for deletion.

3. Click Save.
4. Go to Admin > Trip Delete to display the Trip Delete screen.

Trip Deleta

search Cloar

5. To search for trips, enter the information or select the trip information from drop-down lists. The
only trip status available is canceled or closed. You can perform a search on a single criteria,
such as requester, etc.

6. Clicking the SearcH button without entering information in the search fields will display all the
canceled and closed trips that exceed the number of days specified in System Options.
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7. Click SEARCH.
Trip Delate
Cancelied b
- W
Pl -
Saarch |I Clear
I i
Select ?_fpiared
(|
i_ [ricte

Checkirlg this box will select all of the

trips displayed on this page

The Eystem automatically fills in the number of days
based on today’s date minus the amount specified
in System Options

8. You can click on the heading of any column in the search results to sort by that column and you
can click on the Trip Name to display the “Trip Request” screen.

9. Select the trip(s) that you want to delete by checking them one at a time or check “Select
Displayed” to mark all trips on the current page for deletion. You can only delete one page at a

time.

Warning): It is strongly recommended that a backup of the data is made for historical purposes prior
to deleting any trips. Once a trip is deleted, it cannot be restored and all data associated with that trip
will be lost.

Click Delete and the following warning is displayed:

Warning:

You are about to delete selected trip(s). Deleting closed trips will affect account
balances and driver assignments; canceled trips will not be impacted.

Before deleting a trip, you should consider the following:

Account balances will not include any financial information from deleted closed trips.

Drivers on deleted/closed trips will not be counted in the determination of Driver

Assignment rotation.
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¢ Canceled trips will not be impacted by the deletion because adjustments to Account
Balances and Driver Assignments are addressed at the time the trip is canceled.

10. Click OK to delete the trips that you selected on the current page. If applicable, you can continue
to the remaining pages and continue deleting trips.
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Batch Closing Trips That are Completed, Awaiting Payment etc.

If you have the “Administrator: Batch Close Trips privilege”, you can perform a search and batch
close trips that have a status of Completed, Awaiting Payment, Partial Payment or Paid.

Path: Admin > Batch Close Trips

1. Follow the above path to display the Batch Closed Trips screen.

Batch Close Trips

[ searcn || clear

2. Click the Trip Status drop-down arrow to display the following filter options.

Partial Pa y ment

3. Select a trip status and enter any other filter criteria that you want to use.
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4. Click Search and a list of trips matching the search criteria is displayed.

Search Results

Select Displayed o ID Status
101 dveating Payment
1000 Aw g Paymaent
G Awabing Paymant
BE Awalng Payment
a7 Awraiting Fayment
B5 Awrating Payment

3 A mtwng Payment

B4 Awraiting Faymant
61 Aipeaiting Paymant
53 Ao trg P aymaant

Tips Fownd: 10

Irip Hame  Beason For Trip

invoicetest ]

MewCBE]

Foonal
2091
Avehides

PIJ']'C‘.J-:'.]"! .!!l_:} Learm about the Stars

= p

Account  Trip Date  Requester

Adams ES
Whlson ES
Adams ES
Adams ES
Adams ES
Adams ES
Adams ES
Adams ES
Adams ES

Adams ES

6f6f2011

&/6/2011

AN 2011
S/30y2011
302011
4152011
4715F2011
4753011

4/4/2011

Esquitred, Mana
Adnme, Magtin

Esgquibel, Mana
Esquitrel, Mana
Esquitsed, Maria
Esquibel, Mana
Esguabel, Mana
Esquitsal, Maria

Esguubel, Mana

11/21/2010 Esguibel, Mana

5. Select the trips that you want closed and click Close Trips to close the selected trips
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Completing a Trip Using the Standard Completion Screen

There are two types of completion screens that you can use, the standard Completion screen and
the simple Completion screen. The standard completion screen is the default option. The simple
completion screen is made available by selecting the system option, “Use Simple Completion
screen”.

The standard Completion screen displays all interim dates/times, from the Scheduling screen as
available for drop and return trips. It also displays Trip Details to and from the bus garage(s) if
applicable.

The simple Completion screen allows users to manually enter Distance, Driving Time, Sit Time,
Overnight Time, Weekend Time, as well as related expenses (i.e. Parking etc.). The manually entry
of these items eliminates having to enter extra information that may or may not be relevant. For
example, a user can just enter that the trip was 38 miles and took 2 hours to complete.

To complete a trip using the standard completion screen:
Path:) Trips > Search Trips

1. Locate a trip request (see, Finding a Trip Request on page 243) to display the Trip Request - Trip
Details screen.

2. Selectthe Completion tab to display the Trip Request - Completion screen. If the trip is one-
way, it is indicated by the text One-Way Trip next to Completion.

Completion One-Way Trip l

There are many scenarios that a user can setup. For example, a single destination with one vehicle
and one driver, a single destination with multiple vehicles and different drivers, a single destination
drop and return with multiple vehicles and the same driver etc. The scenario we use for our example
is a single destination with two vehicles and different drivers.

The completion screen displays all interim dates/times, from the Scheduling screen as available for
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drop and return trips. It also displays Trip Details to and from the bus garage(s) if applicable

Drvers

Trip Information

Trip Details Start Date Start Time End Date End Time Start tnd
Fr2013 | 8:00 AM NN |- 9:00 AM
2013 |- 900 AM ARM3 | 9:30 AM
2013 v 730 PM N3 | B:00 PM
raos e 8:00 PM anenmzy v 9:00 PM
Driver Name Driving Time Sit Time Owernight Time
¥, VECKY hom 0 hdm

Odometer Odometer

Caic Orive: Time Calc 5i Time

There will be tabs for each vehicle and associated driver used for the trip. You must enter
completion information for all vehicles and associated drivers.

Date/Time

Times are displayed in the applicable fields from the Trip Details and Trip Estimation information
entered. You can enter missing information and make adjustments to reflect the actual date and
times of the trip.

Odometer
Enter the actual odometer mileage. You only need to enter the first and last odometer readings.

Driver Name
The associated driver for this trip and vehicle.

Driving Time
This is a non-editable field. The current driving time is based on the trip information. If the trip

information changes, you can click the Calc Driving Time button to recalcuate the driving time
based on the new trip information.

Sit Time
Current sit time based on the trip information. This can be overriden if desired. If the trip

information changes, you can click the Calc Sit Time button to recalcuate the sit time based on
the new trip information.

Overnight Time
You can enter an overnight time.
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Parking/Meals/Tolls/Misc/Fuel
Enter the actual allowances for parking, meals, etc.

Click Save Completions Date when you have finished making the final trip entries. Any
changes to the trip information will be saved and the driving time and sit time will be recalculated
and saved if applicable. If the trip information is valid, the information will be saved. Once the
completion screen has determined that it has enough information to complete the trip, the trip will
be completed and a confirmation message will display.
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Completing a Trip Using the Simple Completion Screen

There are two types of completion screens that you can use, the standard Completion screen and
the simple Completion screen. The standard completion screen is the default option. The simple
completion screen is made available by selecting the system option, “Use Simple Completion
screen”.

The standard Completion screen displays all interim dates/times, from the Scheduling screen as
available for drop and return trips. It also displays Trip Details to and from the bus garage(s) if
applicable.

The simple Completion screen allows you to manually enter Distance, Driving Time, Sit Time,
Overnight Time, Weekend Time, as well as related expenses (i.e. Parking etc.). The manually entry
of these items eliminates having to enter extra information that may or may not be relevant. For
example, a user can just enter that the trip was 38 miles and took 2 hours to complete. For
instructions on how to use the simple Completion page, see Completing a Trip Using the Simple
Completion Screen on page 228.

To complete a trip using the simple completion screen:
1. Go to Admin > System Options to display the System Options screen.
2. Under Other Options select “Use Simple Completion screen” and click Save.

1. Locate a trip request (see, Finding a Trip Request on page 243) to display the Trip Request - Trip
Details screen.

2. Selectthe Completion tab to display the Trip Request - Completion screen.

Dviver Campletion
Dhriwers Yehicles Dislanie Bsiving Teme it Tiae Dhreimight Time Weekend Time
ALLAGHA&TL
ST [0
Yehicle Canpletion
Trip Wahiche{s) P arleimg wimale Tolle mhiEL Funl
.00 4000 0.0 0 .00 £0.00

3. Enter Distance, Driving Time, Sit Time, Overnight Time and/or Weekend Time.
4. Enter the actual allowances for Parking, Meals, etc.if applicable.

5. Click Save Completions Date. Once the completion screen has determined that it has enough
information to complete the trip, the trip will be completed and a confirmation message will
display.
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Invoicing a Trip and Printing/Saving the Invoice

Once the trip is completed and the actual times, odometer readings, and allowances for each vehicle
and driver are entered, you can create the invoice.

If a Job Category is selected for an employee, the associated rates are used. Otherwise, the Charge
Basis associated with the Account that was defined on the Trip Request is used. If this is not the
case, the rates from the System Options page are used.

To invoice a trip and print/save the invoice:
Path:) Trips > Search Trips

1. Locate a trip request (see, Finding a Trip Request on page 243) to display the Trip Request - Trip
Details screen.
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2. Selectthe I[nvoicing tab to display the Trip Request - Invoicing screen.

Invuiting
.
Rrrcmimity
Accoipm & oy b Bl Lnvaoice =
{LL1] o5
Drlver Poy Ratas
-
-
Charges
Description Duantity Cost Per Linik Tatal Tanable
r 14
I : | |
Hours f
VR Pl
it Time fa 4 it 2
at i 4 = |
LRIrE i} or
I §a
v i1
o
p Crarges Sub-Totz £, 1138
rivosze Charges Sub-Tota ¢
Ta {
Invaice Totak: 11

Invoice Date
Enter an invoice date or select a date from the calendar.
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Accounts
The account specified in Trip Details is displayed along with a unique invoice #. The total percent

billed must equal 100%.

Accounts

Total percent billed must equal 100%
Account # %5 to Bill Invoice #

ambrose Society || 100

o || 95| Delete

3. If you want to add an additional account, click &dd an additional account....

Add Account
Add additional account:

[ Aed ][ Ganest ]
4. Clickq in the Account field, select an account and click .

[«

Aecnlnt

| Account # o4 to Bill Invoice #
Ambrose Society | ?DE% | EIE| Delete
Track Team events || 30w | | 97| Delete

In the case of multiple accounts, the total charge must be divided among the accounts by
percentage and equal 100%.

Driver Pay Rates
The drivers associated with the trip request are displayed in the Driver Pay Rates panel. Pay

rates are only used if the Charge Basis has “use driver’s rates” selected.

Driver Pay Rates
Laudan, J.':l;;kiuHE

Smithson, Jobhn | [

5. Clickq in the Drivers Pay Rate Panel and select a pay rate for each driver (i.e. Driver Or Non-

driving Drive).
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Charges

Displays a description of the trip charges, the quantity, the cost per unit, the total and whether or
not the trip is taxable. These items can be edited or deleted. Also, new trip and invoice charges
can be added.

6. Toadd a new trip charge, click 22 3 new trip tharae .

lar Lt sw able Yag ™

Caneet |

7. Enter/select the description, quantity, cost per unit, and whether or not the trip is taxable and
click . The new trip charges are added.

8. To add a new invoice charge, click =

Add Invoice Charge
Add New Charge
‘harge: W

i Add | | Cancel |

9. Enter/select the new invoice charge and click . The new invoice charge is added.

Editing Trip Charges
The description of the trip charges, the quantity, the cost per unit, the total and whether or not the
trip is tgéﬁble can be edited.

10. Click for the trip charge that you want to work with.

Fual for vabscle 84, drsser 1 ¥50.00 Mo

Description Dantity st Per Linit Tatal Taxahle ‘

11. Type over the description a S t to change. In the Taxable drop-down list,
select Yes or No and click FeThetnls dinanige totdl will be automatically updated.

12. At any point, you can click invoi ill be recreated from the
completion data. Save Invoice

13. When you are finished working with the invoice, click . The system sends an
email confirmation message according to your message option settings.

Printing and the Invoice
The invoice can be previewed and then printed on your printer.
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14. Click | FPrintable Copy | {5 display the print preview screen.

VasaTrans TripTracker lnvolea
Iniis Dol bkt Mimle i
WA ®
Trip Mk T
Toige 1Baime: Aruarinrm
Tris Data: W07
Bill To: Al ose Sociely
108 Clison Rd
Latham T ko b ]
DESCRIPTION TAXABLE FRICE OUANTITY TOTAL
Wiehicle 1! Distance Chama Mo B4 .BE 35 $l62.75
Withicke 1! Dring Howrs No $0.00 10 000
‘Wehicie 1: Weekend Hows Charge Mo 7 .89 1o wes
Trip Total §241 65
Tax 0 00
Tatal J241.65
Please lkote - you are 1 eponibile Tor §500% of this ivolce: 15787
Frinted On | OVISZ007 121,03 Frd Pags 1 ol 2

15. Click L'f;' to send the invoice to your printer.
16. Click [j and save the invoice in PDF format.
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Entering Payments for a Trip
After a trip is invoiced, you can enter the payments in Triptracker. We use a simple payment
recording system that is not meant to take the place of your organization’s accounting process but to
track payments for reporting. Triptracker can handle full and partial payments.
To invoice a trip and print/export the invoice:

Path:) Trips > Search Trips

1. Locate a trip request (see, Finding a Trip Request on page 243) to display the Trip Request - Trip
Details screen.

2. Selectthe Fayment tab to display the Trip Request - Payments screen.

Paymeants

Enter a new Pavment
) b Ea 101182007 v
Fa¥menk Lidte

SrmoLunt

heck Mumber:

Account 3

I Record Payment I

Payments Received

Mo payments available for this trip
Total Trip Amount £4.561.93
Total Payment Received £0.00
Balance: E4,561 .92

Breakdown by account:
Account Total Amount Amount Paid Amount Due

Ambrose Society $4.561.93 £0.00 $4,561.93

3. Complete the fields with the appropriate information.
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4. Click Record Payment

235

when you are finished entering payment information. The system

displays the payment received and sends an email confirmation message according to your

message option settings.

Payments Received
Date Amount
10/18/2007 $£2,736.17 334

Total Trip Amount: £4.561.93
Total Payment Received: $£2,736.17
Balance: +1,825.76

Breakdown by account:
Account
Ambrose Society $4,561.93

Check Number

Total Amount Amount Paid Amount Due
£2,736.17

Edit

$+1,825.76

The Amount Due field indicates the balance owed on this account. If there is no amount due,

$0.00 displays in this field.

Viewing the History of a Trip Request

The Trip History screen allows you to view the Date/Time, Status, Comment, User Name and Email
information relating to a trip as it progressed through the different stages of the trip request process.

To view a history of the Trip Request:

Path: Trips > Search Trips

1. Locate a trip request (see, Finding a Trip Request on page 243) to display the Trip Request - Trip

Details screen.
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2. Selectthe Trip History tab to display the Trip Request - Trip History screen.

Trip Ciatails | Tr

Trip History

ip Estimate | Directions | Scheduling | Compietion | nvoiong | BEaymant | Trip History

Date /Time Status Comment Username Email Log

10/10/200% 11:31 4  Requested rip Submission admin 4 Email
100112007 2:47 PM Requested admin 1 Emal
10/11/2007 2-50 PM Appr oved admin 12 Ernails
10f17/2007 1:52 PM Schadulad Trip Schaduled admin 3 Emails
10F17/2007 3:30 PM Completed Trip Completon admin 5 Emails
10718/2007 11:02 AM  Complebad np Lompienan Liridaw 5 Emails
{Wwoodard, Linda)

10/18/2007 12:32 PM Awaiting Payment  Awaiting Payment.  admin 3 Emails
10/18/2007 1:50 PM  Parbial Payment Partial payment, admin

2 Ernigils

The Email log lists the number of emails sent for each stage of the Trip
Request.

3. To view email information for a specific stage, click the email link in that row. For example,
click 2 Ernails-

2 Emails
Date/Time Address
% 10/17/2007 1:52 PM ed.mcelroy@versatrans.com

i 101772007 152 PM kathy.ziarko@versatrans.com

A panel displays containing the Date/Time the email was sent and the address that the email
was sent to.
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4. To view the contents of the email, move the cursor over the envelope icon &

RE: Trimley Soccer Maat

10/12F2007.

The trip has the following itinerarm

Locaton Arrival Time

Shaker High Schoal Bl

Al Miusaum 100 22007 10.00.AM
Fermiay Park 100132007 10:00 AM
Shaker High Schaal 100132007 4:00 PM

We have scheduled the Tamlay Soccar Meet vou requested for

Depature Time

1001272007 500 AW |
101272007 10:00 PM |
1O 32007 2:00 PR
hlA&

wourtrip, please cdick here,
Sinceraly,

The Transportation Office

Please ensure that all students and chaperones have filed the
appropriate parmission slip paperwork prior to the trip

Please notify uz of any changes in this schedule, Ta view the status of

You can click this link to display the
Trip Request - Trip Details screen.

Tyler’s Versatrans Triptracker® User’s & Administrator’s Guide



238 Requesting a Trip

Using Trip Express

Trips Express allows a user with Trip Express permissions to enter a Trip Request and approve it at
the same time. Using Trip Express skips the “approval path process” and the trip request
immediately becomes ready for scheduling. You must have Trip Request permissions to use this
feature.

To use Trip Express:
Path:) Trips > Request Trip

1. Follow the above path to display the Trip Request - Trip Details screen.
2. Complete the Trip Details Screen, See Submitting a Trip Request on page 190.

3. When Trip Details are complete, click . The system sends an email confirmation
message according to your message option settings.

4. You have the option of completing a trip estimate, directions or go directly to Scheduling. For
information on any of these tasks, see the following:

* Adding a Trip Estimate to a Trip Request on page 181.
e Adding Directions to a Trip Request (Optional) on page 197.

e Scheduling a Trip Disallowing for the Driver’s Time to/from a Garage on page 199.
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Cloning a Trip Request

Cloning allows you to select a trip in any stage of the trip request process, including closed,
completed, cancelled, rejected or otherwise inactive trips, and submit a copy of the trip request
through the trip request process. Any data that was entered in Trip Details, Trip Estimate or
Directions will be retained and accessible for editing.

To clone a trip request:
Path:) Trips > Request Trip

1. Locate a trip request (see, Finding a Trip Request on page 243) to display the Trip Request - Trip
Details screen.

2. Click || Clan= and the trip request is cloned and given a status of Requested. Any data that
was entered in Trip Details, Trip Estimate or Directions is retained and accessible for editing.

Note: Triptracker does not save the driver and bus assignment information from trip to trip, so
you must assign the bus and driver again.

3. You can proceed through the remaining stages of the Trip Request process. See, Requesting a
Trip on page 180.
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Resubmitting a Rejected Trip Request

When a Requester wants to reinstate a rejected trip, they must edit the request data and then
resubmit the request.

To resubmit a rejected a trip request:
Path:) Trips > Request Trip

1. Locate the trip request (see, Finding a Trip Request on page 243) to display the Trip Request -
Trip Details screen.

2. Click /1 Eesufmit . A confirmation dialog displays.

Microsoft Internet Explorer

2 If you have made all necessary changes to the Trip Request, dick ok bo conbinue and Resubmit the Trip, IF you nesd
*-'r"‘ to make additional changes, dick Cancel,

[' fals §| Cancel |

3. Click if you have made all necessary changes and the trip will be reactivated and

returned to “Requested” status.

The System will generate an email notification to the Approver that the trip has been
resubmitted. When you have multiple Approvers, your system options settings determine who
the resubmitted request will be sent to. The resubmitted request will either be sent to the
Approver who rejected the trip or to all designated Approvers.
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Canceling a Trip Request

A trip Requester can cancel a trip at any stage before the trip is completed.
To cancel a trip request:

Path:) Trips > Request Trip

1. Locate the trip request (see, Finding a Trip Request on page 243) to display the Trip Request -

Trip Details screen.

2. Click &% Cancel . Acomment box and Reject button are displayed.

Comments:;

Cancel Trip

3. Enter the reason for the cancellation in the comment box and then click )

The system sends an email confirmation message to Requestor. All users in the request process
who have dealt with the trip in some capacity will also receive email alerts.

Upon receiving the cancellation notice, the Requester can make any necessary changes and
reactivate the request. See, Reactivating a Cancelled Trip Request on page 242.

Note: A cancelled Trip Request remains in the database and is available for reporting even if it
is not reactivated.
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Reactivating a Cancelled Trip Request

When a Requester wants to reactivate a cancelled trip, they can make any necessary changes and
then reactivate the request.

To reactivate a cancelled trip request:
Path:) Trips > Request Trip

1. Locate the trip request (see, Finding a Trip Request on page 243) to display the Trip Request -
Trip Details screen.

2. Click A FEeactivate . A confirmation dialog displays.

3. Click if you have made all necessary changes and the trip will be reactivated and

returned to “Requested” status.
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Finding a Trip Request

You can use the basic or advanced search methods to find a Trip Request in the Triptracker system.

Whether you use the basic or advanced search largely depends upon what criteria you know and
how you want the system to perform the search.

Finding a Trip Request Using the Basic Search

To find a Trip Request using the basic search:

Path:) Trips > Search Trips

1. Follow the above path to display the Trip Search screen.

2. Click the Basic Search tab.

Trip Search

| Search || Cle |

Clicking the | search | button without entering information will display all trip requests.

For a specific trip request, enter the information or select the trip request information from drop-
down lists. You can perform a search on a single criteria, such as requester, etc.
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5. Click | search | to display the trip request search results.

Next

You can click on the heading of any column in the search results to sort by that column.

6. Click on the Trip Name to display the Trip Request screen.

Finding a Trip Request Using the Advanced Search
If you want to enter more specific criteria, use the advanced search. The advanced search gives you
more options in choosing criteria by introducing an operator, such as is equal, not equal, less than,
and is between.
To find a trip request using the advanced search:

Path:) Trips > Search Trips

1. Follow the above path to display the Trip Search screen.
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2. Click the ApvaNcep search tab.

:Trlp Search

C Saarch

Approver fame ¥ |is equal to ¥ F ;.rirum; |||n¢-:.|'

ISR | =

3. Select the field you want to search on from the FieLo Name drop-down list. Field names include:
ApprovER NAME, DrivER NAME, REQUESTER NAME, ScHEDULED DATE, TriIP Name, TriP STaTus, and Trip
ID.

4. Select an operator for this criterion from the Operator drop-down list. Operators include: i1s Equal,
Is NOT EQUAL, IS LESS THAN, s LESS THAN OR EQUALTO, IS GREATER THAN, IS GREATER THAN OR EQUAL To,
1S BETWEEN, IS IN, IS NOT IN, DOES NOT CONTAIN DATA, and CONTAINS DATA.

5. Depending on the Field Name selected, click E orq to display a list of values or enter a
value in the Value field. If you select a value, click OK.

6. Click . The Condition field becomes active allowing you to select a condition (AND or
OR) and if desired, continue entering criteria to the query.

7. When you are finished entering criteria, click |__5#ath | The Search Results panel displays the

IfpfequUEsts that match the query. BT Eaarch Resils

lequested [estenew3cione Craig HS Enghish  10/31/2014 Cranneal,

Naoxt
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Attaching Files to a Trip Request

If you have the appropriate “Trip Attachments” permissions or are a Super User, you can attach files
(i.e. student roster, special instructions, etc.) to a Trip Request, view attached files and/or delete
attached files.

To attach files to a trip request:

Path: Trips > Search Trips

1. Locate the trip request by either using the basic search or advanced search. See, Finding a Trip
Request Using the Basic Search on page 243Finding a Trip Request Using the Advanced
Search on page 244.

Note: You can use the advanced filter to locate Trip Requests containing attached files by
selecting the field name “Attachments” and using the operator “Contains Data”.

2. Click the Attachments link to display the Trip Request Attachment screen.

Trip Requast - Trip ID: 76

U AlTachmaents

gl

(%] Attach

iy File Hams Dt
&

L]

3. Click the Browse button and navigate to the location of the file and select the file that you want
to attach. Versatrans Triptracker supports, (.bmp, .csv, .doc, .docx, .docm, .dot, .gif, .htm, .html,
Jjpeg, .jpg, .pdf, .png, .ppt, .pptx, .rtf, .tif, .tiff, .txt, .xIs and .xIsx,).

4. Click Attach and the file is attached to the Trip Request. The files name and date it was created
is displayed under Attachments.

Note: If you clone a trip, the attached files will not be copied over.

5. Click File Name to sort alphabetically. Click Date to sort from most recent to oldest.
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Viewing Files Attached to a Trip Request

If you have the appropriate “Trip Attachments” permissions or are a Super User, you can view files
attached to a trip.

To view files attached to a trip request:
1. Locate the trip request by either using the basic search or advanced search. See, Finding a Trip

Request Using the Basic Search on page 243Finding a Trip Request Using the Advanced
Search on page 244.

Note: You can use the advanced filter to locate Trip Requests containing attached files by
selecting the field name “Attachments” and using the operator “Contains Data”.

2. Click the Attachments link to display the Trip Request Attachment screen.

Trip Requast - Trip 1D: 76

[} Attachments

u [ Atimchh

Fil= Ham= Ciapte

C

3. Under Attachments, click on the file that you want to view. The file will display in the application
that the file was created in.

Note: If the application that was used to create the file is not located on your workstation, then
you will be prompted to choose which application to use.
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Deleting Files Attached to a Trip Request

If you have the appropriate “Trip Attachments” permissions or are a Super User, you can delete files
attached to a trip.

To delete files attached to a trip request:
1. Locate the trip request by either using the basic search or advanced search. See, Finding a Trip

Request Using the Basic Search on page 243Finding a Trip Request Using the Advanced
Search on page 244.

Note: You can use the advanced filter to locate Trip Requests containing attached files by
selecting the field name “Attachments” and using the operator “Contains Data”.

2. Click the Attachments link to display the Trip Request Attachment screen.

Trip Requast - Trip 1D: 76

[} Attachments

u [ Atimchh

Fil= Ham= Ciapte

C

3. Under Attachments, click Delete next to the file that you want to delete and click OK.
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Triptracker Reports Overview

The Triptracker Reports provide a way of managing the most important information in the system.
Using the Triptracker report tools, you can generate, preview, print, or export a report in a number of
formats including Excel or Acrobat (PDF) file.

If you need to edit reports or create new reports, you need to have Report Writer which is a
standalone report editor installed on your computer. Report Writer allows you to create new reports,
create sub-reports, create custom reports using SQL statements and edit reports. There is also a
report wizard that takes you step-by-step through creating new reports and editing existing reports.
These reports can be printed and saved in multiple formats.

The Report Writer installation files can be downloaded from the Tyler Versatrans Knowledgebase.
For information on how to install Report Writer, see the Tyler's Versatrans Report Writer Installation
Guide.

Note: Report Writer is a standalone report editor and cannot be launched from within
Triptracker. However, any reports created or edited in Report Writer can be accessed in
Triptracker.
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Types of Reports

The following report types containing default reports are available in Triptracker: Default reports are
pre-defined reports that we have created for you.

Listing Reports
Provides simple listings of accounts, buildings, trip locations, and vehicles in the Triptracker
system.

Accounting Reports
Provide financial information regarding trips that have been billed. They assist in the monitoring
of trips charges and payment.

Trip Reports
Gives you several ways to keep track of the trip activity and trip details.

Employee Reports
Gives you information about employees, employee certifications, driver refusals and driver time.

The following types of reports are also available in VersasTrans Triptracker:

User Defined Reports
User defined reports are reports that have been created by the user through Report Editor.
These reports display as a sub-menu of the edited default report or custom report.

Custom Reports

Custom reports are reports created by the user using SQL statements as opposed to one of our
pre-defined default reports.

Listing Reports
The Listing Reports give you simple lists of basic information you have entered into Triptracker:
*  Accounts: This report shows the details of each account you have entered into the system
including contact information and budget information.

*  Buildings: This report provides details on all Buildings defined in the Triptracker system.

» Trip Locations: This report details the trip locations (origins and destinations) defined in the
Triptracker system.

e Vehicles: This report gives you a list of all vehicles in the Vehicle file.
e User: This report includes import status, warnings and errors,
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Accounting Reports

The Accounting Reports give you information based on the account information you have entered
into Triptracker and the trips that have been billed under the accounts.

Trip Reports

Trip Account Balance: This report provides account balance information for each account
per trip for each fiscal period.

Balance Due (Aging): This report presents account information aged in categories based on
a trip’s invoice date. The report includes trips that have been billed, but have not yet been
paid in full.

Cost Detail: This report produces a listing of trips and all charges associated with the trip.
Invoice: This report displays invoice information grouped by trip ID.

User Accounts: This report includes import status, warnings and errors,

The Trip Reports give you information based on the trip information you have entered into
Triptracker:

Cancelled Trips: This report will provide details regarding any trip in a Cancelled status.

Driver Trip Sheets: These reports produce a listing of trip sheets for selected trips that can be
used for recording pertinent information during the course of a trip.

Driver Trip Sheets with Map: These reports produces a listing of trip sheets for selected trips
that can be used for recording pertinent information during the course of a trip. They also
include Google point-to-point directions and map if attached to the trip.

Trip Import log: This report allows users to view a report of all trips from the import file, errors
encountered and whether the trips were imported.

Trip Listing by Account (with page break): This report is a listing of trips summarized by
account with a page break by account.

Trip Listing Detail: This report shows the details of each trip. The report can be sorted and
filtered by different trip details to present the list of trips you are looking for.

Trip Status History: This report provides a history of a trip as it passes through the significant
trip processing stages (Requested, Approved, Rejected, Scheduled, Completed, Billed,
Paid, Completed).

Trips Per Account: This report is a listing of trips grouped account and trip name.

Employee Reports

The Employee Reports focus on employee record information you have entered into Triptracker:

Certification Listing: This report lists the details of each employee’s certification information
and the status of those certifications.

Employee Listing: This report shows the employees you have entered into the system.
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* Refused Trip Details: This report lists information associated with a driver’s trip refusal.

e Summary of Driver Time: This report shows the trips taken by a driver, the amount of hours
by trip and the total number of hours.

* Pick List Rotation: This report lists the appropriate current “order” of each Pick List based on
its Driver Assignment Rules. Both active and inactive members of Pick Lists will appear on
this report.

Note: When selecting Driver Assignment Rules, if “Apply Rotation” is used in conjunction with
“Ignore all rules and settings”, then when the scheduler next pulls that list for scheduling,
the list may not be in alphabetical order. For example, John Smith may have taken a trip,
so instead of the order being John Smith, Jane Doe, Bill White, it could be ordered Jane
Doe, Bill White, John Smith.

e Pick List Members: This report is generated from the search criteria entered in the Employee
Associations tab on the Pick Lists screen when assigning employees to a Pick List.

*  Employee - Associated Pick List. This report lists the Pick Lists that the employee is a
member of.

*  Employee: This report includes import status, warnings and errors,

*  Employee Pay Rate: This report includes import status, warnings and errors,

Report Security

Users with the ability to run reports in Triptracker are limited to viewing results that pertain only to the
accounts they have access to. For example, a super user will see information for all accounts in a
report but User 1 will only see information for accounts A and B if they only have access to accounts
A and B.

Understanding the Report Menus
The “Reports” menu lists the following reports:

e Default Reports
- Consists of Accounting, Employee, Listing and Trip Reports.

e User Defined Reports
- Created as edited copies of the default reports or created via the pre-defined views
supplied with Report Writer usage.
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e Custom Reports

- If created, these are custom SQL reports designed through the Report
Writer. If no SQL reports have been created, this menu option will not appear.

Support Logout

Halp

Wy Cancelled Trips

Drvar Trip Shaat

Defau” Drivar Tripg Sheet with Mag
reports it
Trip Listing By Account

e Trip Listing Datail

* Trip Status History

Accounting Reports
Emplayea Reports
Listing Reports

Types of reports

Trip Reports

Custam

The Custom menu option will not
appear if no SQL reports have
been created

& [Trips Par Account

G -

B System Lists

Usar Defined Trip Paymants 1

User defined reports

Usar Dafined Trip Paymants 2

For information on how to create reports and searches using the Report Writer, see the Tyler’s
Versatrans Report Writer User’'s Guide or online help.
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Generating Reports in Triptracker

Since the report generating process is the same for all reports, we use the Invoice Report as an
example.

To generate a report and select its output options:

Path:) Reports > Accounting Reports > Invoice

or,

Path:) Legacy Reports > Accounting Reports > Invoice

1.

Follow the above path to display the Invoice screen. By default, the Filter is displayed.

| 7 Invoice

|| Query Parameters

I Preview
! |

Filoar ) Sarc
Fiald Nama Operator Valua

3 = v Add to Duur'r“ Ciear Guery

2.

Clicking the Preview ONLY button at this point will result in output for all the records (invoices) in
the system.

The filter allows you to select invoices according to specified filter criteria and then generate a
report showing the results of that filter.

Enter or select information for the following.

Field Name | Account Mame W

Click = | to display a list of invoice field names and select a name from the list (i.e Account
Name, Approver, Requester, etc.). The field names in the list will be determined by the type of
report that was selected and the parameters selected in Report Writer. See, Creating a New
Report with the Advanced Report Editor in the Tyler's Versatrans Report Writer User’s Guide.

Operator is equal to w

Click * | to display a list of operators and select an operator from the list (i.e. is equal to,
contains data, etc.).

Depending on the type of operator selected, the Value field may or may not display.
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Tyler’s Versatrans Triptracker®

Note: When filtering reports, in order to multi-select values for a field, You must use the
operator “is in”. For example, to select multiple accounts to run an Account Listing report
against, you must specify Account Name “is in” and then select all accounts you wish to
run the report against.

Value '.Aclama ES g

4, Clickq to display a list of values and select a value from the list. The values in the list will be
determined by the type of report that was selected. The query will look as follows.

| (%) Eitrar ) Sart
Field Name Operator Valua
¥| | Account Name * | 13 equal to o b iAuu to Duunr” Clear Query

| Query Parameters:

5. Click to add the query to the filter.

'-'.:" Eiltar C' Zart
Figld Name Operatar Value
w w W Add fo Duarr| | Clear Ouery

|Query Parameters:
| Operator Field Value

Mame 15 equal L Adams ES hange Remove

Query addel to filter

6. To continue adding to the query, click the Anp or Or drop-down button 7| and choose either

Anp or Or and enter /select Field Name, Operator, etc. This process can be repeated as often as
necessary.

rcw" Eilcar -(_. Lart

Figld Mame Operatar Value
w w bl i.ﬂdd tn.ﬂuer'.'! Cloar Query

i Query Paramaters:

Operator Field Value
2 puaa et ozl Adams ES Ehangs Remove
& Date 15 eqgus 8/2009 hangse Remove
_--/
! \ ,,.Jf’%
And or Or drop-down button Click to make changes to a query

Click to remove a query
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7. Click Change to modify a query. For example, we have clicked the change link for “Account
Name is equal to Adams ES”.

Invoice

S L=
L) pilisr ! Sor

Field Mame Oparator Value
And _‘-‘.é;m'sll:e Datz » |is equal to '-:! J00E2005 bt “Gd'lf?ﬂl-"!'-'ﬁ'll Camcet | Clear Query
Query Parametars:
Cperator Fleld Value
-'.:"--.|5'|7h=."= 5 equal ko .'..'I'-u-“:. EES Change |Esmove
ad  |Inwvoite Date is equal to 10/812009 |change |Remove

8. The query fields are populated with the Field Name, Operator, and Value of the query that you
selected to make changes to. Make the desired modifications and click . For
example, we have changed the Value “Adams ES” to “Harrison ES”.

|
®

=) Eiltar f_- Eort
Figld Mame Operatar Value

w w w i.ﬂdd to Query | | Clear Query

[Query Parameaters:
Operator Field Value

il Nt Kame ¢

ce Date s egual ta 1 U =lellh=s hallldvs

—

Changed Value from “Adams ES” to “Harrison ES”

Sort
10. When you are finished building your query, you can click to see a preview of your
report or click to sort your report using fields.

Note: Sorting and filtering can be used by themselves or in conjunction with each other.

Tyler’s Versatrans Triptracker® User’s & Administrator’s Guide



258 Triptracker Reports Overview

The following is an example of a report in preview mode.

VersaTrans Selutions
Irvodce Report
Trip i 53 Irrepice Date Ivegicn Mlumbaer
Trip Hams:  Planatanum T BRI 1
TripDate:  O4252009
Bl T hgams E5
Budgat ee 2000
D SCHIPTION TAXAHLE PRICE CUVARTITY TolaL
Pl for spmice 1], gnver CALDIRWOOL DO L e LR} FRei=e
Fuail Saoppbiing 230 s’ © N2 L] 1 33400
Haps for rithain 11U S el QUG e e 1 BEg
Wi fer vanuip 338, Brar § N 33068 100 .84
Panog o venes 13 s CALDERNODD, DOUG (1] ThEd LE- ] 21520
Parioesy for vehicie 00, drver CALLAGEN WiCH = SIS g =] F1ELG
"rg Drodrwires Fow s | 1 10 $14.50
Wianew Ruoe for aniie 11 2 $1.50 10363 SALE LD
Wakicie Rate for veifucie 300 s B 10500 ELEE
firg Tow 4347 05
Max LT
ot BilEg
[ertid Dua 41485

11. For information on how to print or export a report, see Printing and Exporting a Report on page
259.
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12. You have the option of sorting on report fields. Click () scrt to display a panel that allows you
to select the available fields. Sorting can be used by itself or in conjunction with a filter.

¥ Invoice
C Eiltar ™ 5en
Available Fields: Group Fields:
Account Mame Trp 1D { ASC )
Address 1 Imvice Mumber | ASC |
Address 2
Budget Mumber
City
Invoica Date
Reguestier
Stata ASC || BESC
Trip Date
' Tnp Mame Cort Fields: Moves a field
ZIP Code Description { ASC ) up one position
=1 ==
Moves a field
down one position
[ asc || oesc |
e Arranges fields in ascending order Arranges fields in descending order

13. Look through the list of report fields and select the field(s) that you want to sort on.

14. Click > |and the selected field(s) are moved to the Sort Fields panel. Click | <
to move field(s) out of the Sort Fields panel.

15. When you are done setting up the sort fields, you will want to select an output for the report. For
information on how to print or export a report, see Printing and Exporting a Report on page 259.

Printing and Exporting a Report
To print or export a report:
Path:) Reports > Accounting Reports > Invoice
or,
Path:) Legacy Reports > Accounting Reports > Invoice

1. Follow the above path to display the Invoice screen. By default, the Filter is displayed.

2. Follow the instructions in Generating Reports in Triptracker on page 255 to create a report.
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3. Click | Preview |

4. In the preview screen, you can print the report and/or export the report.
Export a report and show it in a new window
Select an export format
Print the report Select a page of the report

M N\

|d-. o page [T 2] of |1 | B @ [
é)ﬂS

| RtF
Mht
| Text
Csv
{ Image

Print the current page Export a report and save it to the disk

Saving and Using a Report Search
You can save any number of report searches and they will be added to a list for later use.
To save a report search and then use the saved search:

Path:) Reports > Accounting Reports > Invoice

1. Follow the above path to display the Invoice screen. By default, the Filter is selected.
¥ Invaoice
I'l:.-,. BT | el
| Frald Mame CDperatar Valhss
|—= . : [eeieiyy] [Rsamy | o
il.'.'u-cf. Parsmsters =

Bravmw

Save search panel
2. Setup and run a report search as described in Generating Reports in Triptracker on page 255.
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3. Inthe Save As field, enter a name for the search.

Load Search:
4. Click . The search is added to a list accessible from the | [ drop-

down button. L |

5. To use a report search that was previously saved, click the Loap SearcH drop-down button to
display a list of saved searches.

Load Search: Click to display a list
w |g—  of saved searches

Saved Search 1]g  List of searches
Saved Search 2 °

6. Select the desired search from the Load Search list and click . The selected

search is loaded into the filter.

Delete

7. To delete a saved search, select the search from the Load Search list and click
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Security Overview

User security is a significant issue in the Triptracker system. There are three areas of
particular concern:

1. Accounts - Access to budget information and the ability to change these records
2. Employees - Access to sensitive information and the ability to change employee records

3. System Administration - Ability to add and remove privileges and views of the Triptracker
system

Setting Up User Groups & Users

We set up a limited administrative user for the Triptracker system to allow you to enter the
system. Once you get in, you need to set up the administrative privileges and other user
groups for the other types of users who require access to the system. Remember to change
the password for the admin account immediately to preserve the security of the Triptracker
system. See Changing Your User Profile on page 274 for these instructions. However your
organization functions, setting up the admin user is your first task.
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Adding a User Group and Assigning Privileges

User Groups are a way to categorize users and control their access to the functions in Triptracker by
granting by privileges. Even if only one person is using the Triptracker system, you must create a
system administrator’s user group. You can establish privileges for other groups as different users
with different needs. For example, you might not give an accounting person the same kind of access
to Triptracker that you would to a data entry person. Human Resources may need access to the
employee records in Triptracker but not to trip scheduling. Since their purpose in using Triptracker is
different, their access privileges should be different. User groups help you manage those diverse
groups of users.

To add a user group and assign privileges:
Path:) Admin > User Groups

1. Follow the above path to display the User Groups screen.

User Groups

Add a Group
Create a new group to define
group access to the system.

Add New...

User Groups 4

& total records found
MName

Diriver
Requester
Scheduler

Iransportation Office
[

The User Group screen lists all the User Groups currently available in the system.
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Security Overview

2. Click to display the Add a User Group screen.

Add a User Group

User Group Name: | | Force Password Change on Initial Login

Active Directory Group W

Force password change every lays

¥ Assign Accounts to Group

F

i

| Users assigned to group

FriviEges

Administration Trip Requests
JAdministrator: F———=: = Closed Trips: C
Administrato |Enterr-ﬂarkerText[ Closed Trips: Close
|Administrator: Opooemns OClosed Trips: Edit
i el T R A T B L R L I T R B e B R

3. Type “Administrators” or the appropriate name of the group in the User Group Name
field.

Force Password Change on Initial Login
Allows accounts to be associated with User Groups. Accounts associated with a specific
Triptracker user will over-ride the group level assignment.

Active Directory Group

Click the Active Directory Group drop-down arrow to display a list of Active Directory
groups. You can select the AD group that you want to map to Triptracker. For information
on how to enable Active Directory, see the Versatrans Triptracker Configuration Utility
Help System, Configuring Active Directory.

Force password change every __ days.
Compares the current date to the users “LastPasswordChangedDate" to determine if the
user should be forced to change their password.

Note: |Ifthere is a value entered for Force “Password Change” for a User Group, then
that value will override the value entered in System Options.

4. Click the scroll bar to scroll up and down the list of permissions.

5. In the permissions list, click the check boxes of the permissions that you want to assign to
this user group and then click to save these permissions.

Caution: Familiarize yourself with the Triptracker system thoroughly before you choose user

group permissions. You could jeopardize the security of the Triptracker system if you
do not understand these permissions.
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For any non-administrator-type user, carefully review the options in the list and weigh which
kinds of users need to have access to each right. Click each check box that applies to the whole

group.

If a particular person needs permissions slightly different from others in his or her group, select
another user group to differentiate that user. We recommend that you do not grant permissions
to a whole group based on what one or two people in the group require.

You can refer to the following security definitions when setting up your user groups.
Administration

Administrator: Batch Close Trips

Allows for batch closing of trips that have a status of Completed, Awaiting Payment, Partial

Payment, or Paid.

Administrator: Options
Enables access to: System Options and System Email Options.

Administrator: Super User
Enables access to all functionality within Triptracker.

If you are a super user, you can override any thresholds defined in the System Options.

Administrator: Trip Delete
Enables access to: Trip Delete for deleting individual or a batch of canceled and closed trips.

Override: Advance Notice of Trip Cancellations
Allows overriding of the Advance Notice of Trip Cancellations setting.

Override: Closed Dates/Times for Trips
Allows overriding Closed Dates and Tlmes for Trips.

Override: Insufficient Funds
Allows overriding the Insufficient Funds setting.

Override: Maximum Number of Trips per Day
Allow overriding the Maximum Number of Trips per Day setting.

Override: Maximum Number of Vehicles per Day
Allows overriding the Maximum Number of Vehicles per Day setting

Override: Time Thresholds
Allow overriding of the Time Thresholds for Trip Requests setting.

Pick Lists: Edit
Enables access to: create client defined drivers or monitor aides assignment lists (Pick Lists).
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System Lists: Edit

Enables access to: Activity Types, Certifications, Charge Basis, Drug Test Types,
Employee Titles, Employee Types, Fiscal Periods, Invoice Charges, Job Categories, Trip
Locations, Trip Types.

User: Accounts Edit
Enables access to: User Setup for creating and editing users within the system.

User: Groups Edit
Enables access to: User Groups for creating and editing user groups within the system.

Employees

These permissions enable access to specific pieces of functionality within the employee
records.

Employees: Edit Calendar
Enables access to viewing/editing data on the employee’s calendar.

Employees: Edit Certifications
Enables access to viewing/editing certifications for employees.

Employees: Edit Details
Enables access to editing general information provided in the employee record.

Employees: Edit Drug Tests
Enables access to viewing/editing drug test information for employees.

Employees: Edit Pay Rate
Enables access to viewing/editing salary information for employees.

Employees: Edit Pick Lists
Enables access to adding or removing an employee to/from a Pick List from the
employee’s page.

Employees: Edit Seniority
Enables access to editing seniority rankings among employees.

Reports

Reports: Accounting
Enables access to: Account Balance Report, Balance Due (Aging Report), Cost Detail
Report, Invoice Report, Trip Payment Report.

Reports: Custom
Enables access to: all reports that come under custom reports.

Reports: Edit
Enables access to: the Report Writer for creating and editing new reports.
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Reports: Employees
Enables access to: Certification Listing Report, Employee Listing Report, Refused Trip Detail
Report, Summary of Driver Time Report.

Reports: Listing View
Enables access to: Accounts Report, Buildings Report, Trip Locations Report, Vehicles Report.

Reports: Trip
Enables access to: Cancelled Trips Report, Driver Trip Sheet Report, Trip Listing by Account
Report, Trip Listing Detail Report, Trip Status History Report.

Transportation

Within the Calendar, these permissions enable a user to access notes or view the calendar.
- Transportation Calendar: Add Notes

- Transportation Calendar: Delete Notes

- Transportation Calendar: Edit Notes

- Transportation Calendar: View

Miscellaneous

Miscellaneous: Change Password
Enables access to: allow individual users to change their login password.

Trip Requests

Within the Trip Request process, these permissions enable a user to access data on the closed
trips page.

- Closed Trips: Close

- Closed Trips: Edit

- Closed Trips: View

Within the Trip Request process, these permissions enable a user to access data on the approve
trips page.

- Trip Approval: Approve or Reject

- Trip Approval: Cancel

- Trip Approval: Edit

- Trip Approval: View

Within the Trip Request process, these permissions enable a user to access data on the trip
completion page.

- Trip Completion: Add Trip Completion Info
- Trip Completion: Edit
- Trip Completion: View
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Within the Trip Request process, these permissions enable a user to access data on the
trip invoicing page.

- Trip Invoicing: Create

- Trip Invoicing: Edit

- Trip Invoicing: View
Within the Trip Request process, these permissions enable a user to access data on the
trip payments page.

- Trip Payments: Create

- Trip Payments: Edit

- Trip Payments: View

Within the Trip Request process, these permissions enable a user to access data on the
trip request page.

- Trip Request: Cancel
- Trip Request: Create

Trip Request: Create For Other Requestors
If you have the correct security permissions, you can request trips and edit requested trips
on behalf of other individuals that are considered Requesters.

When this permission is checked, you can request either for yourself or for other
employees. You will still only have access to the accounts listed on the User Record but
can then choose the name of any of the requesters associated with the account.

Trip Request: Edit
If the System Option "Restrict Assignment of Driver is checked, then Trip Schedule: Edit is
all that is needed to change the driver assignment on the refusal link.

If Trip Scheduling: Change Driver Assignment is checked, then you can enter a refusal but
have to accept the driver selected based on the Pick List.

For more information, see Restricting the Selection of Drivers for a Trip on page 128.

Trip Request: Express Trips
Enables the user to automatically approve the trip and go straight to the scheduling stage.
This would typically be used by someone in the Transportation office only.

Trip Request: View All Trips
Enables the user to search for and view trips associated with any account that the user
has access to.

Within the Trip Request process, these permissions enable a user to access data on the
trip scheduling page.

- Trip Scheduling: Cancel
- Trip Scheduling: Change Driver Assignment
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If the “Restrict Assignment of Driver” system option is checked and you don’t have the
permission “Trip Scheduling:Change Driver Assignment” permission checked, then you
won’t be able to manually select a driver and the next driver in the rotation will be
automatically selected. For more information, see Restricting the Selection of Drivers for
a Trip on page 128.

Trip Scheduling: Change Driver Assignment on Driver Refusal
if you have this eligibility checked, you can over-ride the driver selected.

- Trip Scheduling: Schedule
- Trip Scheduling: View
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Setting up a New User

The User Setup feature described below allows clerks or administrators to create new users
and passwords, as well as assign new users to accounts and user groups. The user group the
user is assigned to determines what options and data the user is able to access. Access to
certain functionality and data are restricted to those items included in the user group’s
respective security permissions. See, Adding a User Group and Assigning Privileges on page

265.

To setup a new user:

Path:)

1.

Follow the above path to display the User Setup screen.

User Setup

Add a User
Create 3 new User 3¢ LRt ¢
person access o the syster
Add Mew...
Users
14 [ FEedrd= sha
Active Mame

- |

and

The User Setup screen lists all the Users currently available in the system.
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2. Click to display the Add a User screen.

Add a User

Ck

Password Verihy:
status & Actve Inactive
(Optional) Select an employes that this user login corrasponds to.
Employee: =
IWOL -
Force Passwaord Change
on MNext Login:

ACCounts:

User can access all Accounts

Adams ES i
Craig HS English

Craig HS Football

Craig HS Track

Harnson ES

Jackson ES

Kennedy ES

Parker HS Enghsh

| Parker HS Football

| wilson ES

| Add Cancel

3. Enter the username

Enterprise ERP Integration

When setting up users, you need to make sure the usernames and passwords that you setup in
Triptracker are an “exact match” (including upper and lower case) to the usernames and
passwords you are using in Enterprise ERP. The person(s) setting up Enterprise ERP should be
able to tell whoever is setting up Triptracker what the Enterprise ERP usernames and passwords
are or will be. An integration failure will result if this procedure is not followed.
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10.
11.

12.
13.

Enter a password. By default the password must be at least 5 characters long and adhere
to the “Min special characters in password” and “Min characters in password”
settings as specified in the Triptracker Configuration Utility.

Click Active or Inactive.

Optional. Click ™ | in the Employee field and select an employee that this user login
corresponds to. The security question and answer fields will be displayed at the bottom of
the screen.

Click | in the Group field and select the group that you want the user assigned to. The

Group that the user is assigned will determine that users security permissions.

Click Force Password Change on Next Login to allow the user with Administrator
permissions to force a password change for any new user the next time they log in.

Optional. Enter a valid e-mail address where you want your password sent in the event
that it is forgotten.

Note: This e-mail address is also used for sending trip messages to Users/Employees
who are added to the Contacts/Requestors tab of an account.

Enter the same e-mail address again in the Confirm Email address box.

Optional. Click the drop-down button in the Choose Security Question box to display a
list of ions. Choose a security question.

Enter an answer for the security question in the Answer Security Question box.

Click to save the data.

Changing Your User Profile

To change your user profile:

Path: Admin > Change User profile

—_

2.

l:Eollow tl}]%gpg\l%ﬁl%th to display the Change User profile screen.

ange

T

Type your Old Password, New Password and new password again in the corresponding
fields.
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3. Click and you will receive a message that your password was updated
successfully.

If you have enabled password retrieval, (see, Setting the System Options on page 6) the
following screen displays.

Change User Profile

| Save | | Cancel

4. You have the additional option of entering a new email address and/or security question and
answer.

5. Click and you will receive a message that your email address and/or security

question and answer was updated successfully.
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Email Messaging System Overview

You can manage who gets what email messages and when they get them. Here are some
questions you might ask yourself when you set up your Triptracker messaging strategy:

Who gets email?

In the Email Options screen, we have set up the user roles (Requesters, Approvers, etc.) that
determine who can receive email notifications pertaining to the stages of a requested field trip.
The following user roles could potentially get email.

Account Contacts
Account Contacts are employees who are identified as contacts on the Accounts page (for
the Account on the Trip Request) with Contact Type of “Billing” or “Both”. Here you can
establish at what stage in the trip precess the person financially responsible for an
account is notified of important budget events.

Requesters and Approvers
The requester is the requester selected on the Trip Request page. The approver is an
employee/approver on the Current Approval Level of the trip. You determine at what
stages the system can email the trip requesters and approvers. When you select an
option in this list, the system can send email messages for that stage. If you do not select
an option in this list, emails cannot be sent for that stage. You can select different options
for Requesters than you do for Approvers.

Scheduler
A scheduler is anyone who has permission to schedule trips (Trip Schedule: Schedule) as
defined in their User Group and that have access to the Account or All Accounts on the
System List/User page. You can determine whether a Scheduler receives an email when
there is a trip to schedule and when a trip is canceled.

Billing Clerk
A billing clerk is anyone who has permission to Invoice (Trip Invoice: Create) as defined in
their User Group and has access to the Account or All Accounts on the System List/User
page. You can determine whether a Billing Clerk receives an email when there is a trip
ready for billing and when a trip is canceled.

Driver/Monitor/Aide

A driver/monitor aide is an employee actually scheduled on the trip. You can determine
whether a driver/monitor/aide receives an email when a trip is scheduled to them and
when a trip is canceled.
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When does email get sent?

As trip moves through the trip request process (submission, approval, scheduling etc.) the
options that you selected on the email options screen will determine the employees who receive
email and the content of that email. The content of the email can be the default message
template content or a message template that you have customized (see, Setting Up Email
Message Templates on page 281).

An email address is entered when you add an employee record. See, Adding an Employee
Record on page 72.
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Setting Up Email

We have created an email system which notifies parties involved with the field trip about the
status of the trip automatically (according to your email option settings).

To use the messaging capabilities of Triptracker, you must first perform the following tasks in
the order presented below:

1. Adding a User Group and Assigning Privileges on page 265
Setting up a New User on page 272

Adding Account Records on page 157

Adding Contacts/Requesters to an Account Record on page 162
Setting Up Approval Paths on page 168

Specifying Who Gets Email and At What Stages on page 278.

Searching for and Entering Email Addresses on page 279

® N o 0o &~ w0 DN

Setting Up Email Message Templates on page 281

Make sure to complete steps 1 through 5 before you begin steps 6 through 8 described in the
section below.

Specifying Who Gets Email and At What Stages
The Email Options screen allows you to identify who gets messages and at what stages.
Recipients in this case are Requesters, Account Contacts, Approvers, Schedulers, Billing

Clerks and Drivers/Monitors/Aides.

Note: This should be the first place you check if an employee is having issues with
receiving e-mails. These options are global and will apply to the entire system.

To specify who gets email and at what stages:

Path:) Admin > System Email Options
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1. Follow the above path to display the System Options: Email Options screen.

System Options: Email Options

Emall Recipient Preferences

Requester Account Contact Approver

[17 Cd Trig Ol

[17 ' Ol Oty

17 [ Chn CTr !

T g

[] Bl

] Cls

17 O

sScheduler Eii”-i::lu Clerk Driver / Monitor ! Alde
[1Trip Cancelled O 1rp Cancellad Cl Ty

[ Trip Chang ClTrip Chang

Sarver || Cancel |

2. For each type of recipient you want to send email to (Requester, Approver, etc.), place a
check in each check box to represent the emails you want to send.

For example, if you want Requesters to be sent emails when the field trip is scheduled but
not when it is approved/rejected, click the Trip Scheduled box but not the Trip
Approved/Rejected box.

3. Click to save your selections.

Searching for and Entering Email Addresses
Before an employee can receive an email notification, they must have an email address
entered in their employee record. The quickest way to identify employees without email
addresses is to perform a search which is described below. Once you have a list of
employees, you can open their records and enter email addresses.

To search for and enter email addresses:

Path:) Reports > Employee Reports > Employee Listing
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Follow the above path to display the Employee Listing screen.

o~ WD

Employes Listing

Fiker | Sorkmg

Fiekd Hams Jparator
|| E-mal w || dogs nol cordain data {Add 10 Gunry
Crery Parameders

Click the Field drop-down button and select Email.

Click the Operator drop-down button and select does not contain data.

Click | View POF | to get a report of employees without email addresses.

Go to Admin > Employees to display the Employees screen.

5 >
Basic Search || Advanced Search |

Last Nama: First Mame: | |
Employes 1D

Status ¥| employee Typa: | ¥

Cartfication Type: | Certification ':-ta:,-:'l H‘|

Hire Date: ~|

search || clew | [ Addtew Employee |

6. Enter an employee’s information from the report list generated in step 4.

7.

Click to display the employee search results.

Search Results

Bront Search Regylts

IripID Status Trip Name Reason For Trip Account Irip Date  Reguester
1122 Reguested pewmeseage] aAdams ES 2272015 Crannell, Rory
1116 Requested pcranneltnpidone Adams ES 1/30/2015 Crannell, Rory
11159 Requested blocked time 3 Adams ES 1/26/2015 Crannell, Rory
1118 Requested Blocked Teme 2 Adams ES 1/15f2015 Crannell, Rory
1117 Feguested Block Time 1 Adams ES 1/15/2015 Crannell, Rory
1113 Requested RCdemotnp? Adams ES L7215 Esguibel, Mana
106 Requested commenthox] Adams ES 12/29/2014 Esquibal, Maria
111 Requested Museum Tour Adams ES 12/15/2014 Gordon, Bill
110 Regquested ed tnp Adams ES 12/11/2014 Esgubel, Mana
97 Reguested test2new3done Craig HS Enghsh  10/31/2014 Crannell, Rory

: Next
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8. Click on the employees name to display that employee’s record.

Employee Record - Rory Crannell

Crannall Firsk Mame Rory
EECE

| Security)  |[SBESESTE

Bus Driver | bt
DRMWER 22 b

Enter Email Address
el
,"/
i

.'/

AL v ) 11111

=

9. Enter an email address and make sure that all the other fields have the required entries.

10. When you are finished making entries, click .

Setting Up Email Message Templates

The email system is one of the unique features of Triptracker that make it so helpful. We have
created an email system which notifies parties involved with the field trip about the status of
the trip automatically (according to your email option settings). Message templates allow you
to set up email structures to keep involved parties informed of the trip request status and allow
you to complete and bill the account.
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Displaying and Editing the Contents of an Email Message
To display and edit the contents of an email message:
Path:) Admin > Message Templates

1. Follow the above path to display the Message Templates screen.

.Message Templates

Available Message Types

Click a message type to view and edit the
content of 3 messange

lrip Messages

p Scheduled Drver

Billing Messages

The Message Template screen lists the available message types. You can use the default
template as is or customize the template. Only one message template of each type can be
saved and made available. At any time you change the contents of the message or
restore it back to its default format.
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2. Click a message type to display and edit the contents of a message. For example, click
Budget Warning/Over Budoget to display a trip was over budget template.

Message Type: !Fﬂnprﬂved Update

Massage template selected.
Typical Reapients: Requester,Account Contact

Available Fields: Account Name R [ insert Field ]

Message
Template

RE: {ITripName}

This field tCrip was approved on {DecisionDate)}
and iz scheduled for {TripDace}.

IThe trip has the following itinerary:
{DescinacionliscDescriprion)
We will ensure that the bus or buses has/have

room for {TocalPaasengers} passengers as
ragqusscad.

Io view the decails of this trip, please click
{Triplink}.

Sincersly,

Ihe Transportation Qffice

Save | | Cancel | |H:e:mrene1wh:

You may want to customize the message and take out or add information to the template.

3. You can insert fields in the template by first selecting a field from the Available Fields
drop-down list and then placing the cursor where you want to insert the field and clicking

Insert Field [

You can edit the body of the template as you would with any text editor.

Note: The information in brackets {...}, for example { LecountMame! | will be converted to data
defined on the trip (assuming it is a field in the selection list).

4. Enter the { AocountName} ({iccountlIDl) codes so the system can pull that data
directly from the account record.

5. At anytime, you can click |H’35qt‘["'3 Defaults | 15 restore the template to it's default format.
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6. Click to save the template. The resulting email might look like this:

From: 'v'erSaTranSTripTracker@versatrans.chi
Sent: Thursday, October 04, 2007 5:19 AM

To: Linda \Woodard

Subject: A Trip was Over Budget

Farent-Teacher Association (22)
144 Main Street Latham, By 12801,

RE: Farent-Teacher Azsociation {1452

You are receiving this message hecause Parent-Teacher Assaociation (1452)

ig nearing or has reached its limit of $3,500.00. You cannot schedule another trip
without the proper authaorization. Your current invoices total $7,000.35 and your
currently scheduled trip invoices are estimated at §111.25.

Flease contact the Transportation Office immediately regarding this matter.

Sincerely,

The Transportation Office
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Backing Up & Restoring Data

We provide the Database Console for SQL Server as part of Triptracker. This utility is intended to be
a tool for the system administrator and does not have to be installed on each workstation. You use

this uti

lity to run database backups and restores and make any database update changes that are

required. Currently, the database cannot be backed up from within Triptracker.

Caution:

Routing & Planning and Triptracker data are stored in the same database. If you have
both products, careful consideration shoul jven to r ring th

prevent data loss. If you restore the database, you are actually restoring the data for
both products.

If you have Fleetvision integrated with Routing & Planning and Triptracker, you need to
carefully consider database backups as well. Fleetvision resides in a separate database
from Routing & Planning and Triptracker data. Therefore, any changes made to shared
data (Employees, Vehicles, Certifications) could become out of synch if you restore an
older database for just one of these products.

Backing up Using Database Console for SQL Server

To back up and restore your data using the ToolMS utility, open the Triptracker Database Console for
SQL Server. Create a separate backup directory for the database zip file before you begin the
process.

To back up Triptracker data:

Path:) Start > Programs > Versatrans Suite > Common > Database Console for SQL Server
If you selected a different Program Manager Group during the installation, this path may be
different.

1. In the Versatrans Database Console, check the server name and verify there is a saved value for

us

ername and password.

2. Click the Connect button and the connection is established.
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3. Click the Run Backup button in the left side of the console to display the Run Backup screen.

Versatrans Database Console for SQL Server, version 1.0.7 build 177 |:|F_E|E|
Run Backup (using Versatrans Server Agent) ey
o Database Conbguiation Dratabace: w| Usedby Rouling & Planning
"% Aun Backup
% RBunResloe Backup fie | @
] S0L Backup Datsbase |
5 Databaze Lpdate Details

) Scheduled Tasks

=y Check Database
Onzcreen

Repoit Wiker

Backup History
| [5tan Date |Fiith Date |Size [Masne |Deser

<o data to displays

4. Select the appropriate database from the Database drop-down list.
5. In the Backup File field, create or navigate to the backup directory.

6. Click the Backup Database button. The system backs up the database into a zip file and shows
the results in the Backup History box.

Restoring Your Data from a Backup Using Database Console for SQL
Server

Once you back up your data, you can restore it from the database server computer or from one of the
client systems. Choose these options carefully to ensure you do not overwrite the wrong database.

Note: Due to permissions and user rights access, it is highly recommended that the database
be restored on the server where it is installed.

Caution: When restoring the Routing & Planning and Triptracker datasets that are used for
Versatrans e-Link, you must also stop and re-start the e-Link Web Service (eWS).
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To restore Triptracker data:
Path:) Start > Programs > Versatrans Suite > Common > Database Console for SQL Server

Note: If you selected a different Program Manager Group during the installation, this path may
be different.

1. In the Versatrans Database Console for SQL Server, check the server name and verify there is a
saved value for User Name and Password.

2. Enter your Username and Password.

If you have installed SQL Server prior to the Triptracker installation, you will need to obtain your
password and user information from your system administrator.

3. Click the Connect button to connect to the server.

4. Click Run Restore.

Versatrans Database Console for SOL Server, version 1.0.7 build 177 |Z||E| E|
|| Run Restore S
(l Dalabase Conbiguiation Backup fls &=
Uy Bun Backup | &
" Restore as dalabase [ j
=1 saL Database drectory location o=
“% Databaze Update |as it appears from the server) | &
Scheduled Tatks Last drectory used | Defaudt |
=3 Check Databaze
Ornscreen I _]
Repcit Wikar Restone Database |
Detads
Restore History
| |Date
<No data lo depleys
[4] []

5. Complete the selections in this screen.

Backup File
Locate the backup file (either BAK or.ZIP file) you want to restore using the Backup File |=i}
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Restore as Database

Select the database you want to restore in this backup into. You may not have more than one. If
you are restoring to the same database that displays in this drop-down list, the Database Path
from Database Server field does not enable.

Database Path from Database Server

If this field is enabled, use the button to select the (drive mapped) path of the database
server.

Database Location
If you are restoring the database from the database host system, this path will be the same as
the one you selected in the previous field. If you are restoring the database from a client

computer, use the button to select the (drive mapped) path from the client computer to the
database server.

Click Restoe Database | to begin the restore process. If you select a different database than the
system expects, the system prompts you to confirm that you want to overwrite one database with
the other. Click Yes to confirm or No to select another database.

Note: When restoring a database in Vista, you may receive a message saying, “Could not
create database path ... and then the name of the path” (for example, C:\Program
Files\Microsoft SQL Server\MSSQL). You will need to grant yourself full control of the
MSSQL folder in order to perform the restore.

When the system has completed the restoration, the message Restore Complete displays in the

text box below the i hEE |button.
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Updating Your Database Using the Database Console for SQL Server

Note: Prior to updating your databases, you must make sure that all connections to Triptracker
and Routing & Planning are closed.

To update the current database using the Database Update component:

Path:)

1.

Place the dbrp.zip file in the program directory where the Database Console (ToolMS) program
resides.

In the Configuration window, click the Connect button in the Database Connection Settings box.
The button label changes from Connect to Connected.

Click Database Update in the left section of the console. The system displays the Database
Update dialog.

Versatrans Database Console for SQL Server, version 1.0.7 build 177 r-:”ﬁ”gj
Database Update [
-:-: g:?gﬁ:’:ﬂw&m [ atabase to update: lEhmge Request Database x| ¢ Show required updates only
B i Reskos Database used by Versatrans Routing & Planning
'El" sOL Last update to datshase: 1012720010 01:00  Latest updste: 100122010 01 :00
'-'=5‘ Update fle C:\Documents and Settings\ad mealioy\Desklophdbep.aip gensrated on 1071.2/20010 1:
W Scheduled Tasks Other users connacled: 0
Sl Check Databaze Vabdate Database | Regenloging| Update Databaze | Regen Secunty
Orecreen
Repot Witer Date Apphcabion Descnphion
4 »

Status Messages | Current Update |

4. Make sure the correct database displays in the Database to update field and click the Update

Database button.

The Status Messages tab displays the update progress.
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5. Click the Validate Database button to regenerate views that may have reported errors. If error
messages continue, contact Versatrans Technical Support.

Tyler’s Versatrans Triptracker® User’s & Administrator’s Guide



292 Backing Up & Restoring Data

Adding New & Updating Existing Reports Using the Database Console for
SQL Server

You can use the Database Console to bring updated reports into your Triptracker database.
To add new & update existing reports:

Path:) Start > Programs > Versatrans Suite > Common > Database Console for SQL Server

1. Follow the above path to display the Database Console for SQL Server.

2. Apply the latest database updates. See, Updating Your Database Using the Database Console
for SQL Server on page 290.

3. Click Report Writer in the left section of the console. The system displays the Report Writer
dialog.

@Fuudtmns Database Console for SOL Server, version 1.0.7 build 177

Tnn!s | Report Writer

Wy Database Lonhguiation D atabace: |Tr'|:4rackm ﬂ Load Reports
"3 RunBackup

ey Flun Reslore Repodt File Date: 10/18/2010 01:31 pm

=] sOL

5 Databaze Update Reats:

f Scheduled Tasks
=3 Check Database

Orecreen

4. Click the Database drop-down button and select the database to be updated.
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5. Click the Load Reports button and the results are displayed in the “Results” window.

A e W et T e e T i e T )T T e e e e B T TR e L = s T =

=2

Resulks:

Deleting old default reports from databaze. ..
Feports deleted = 31

Loading new default reparts into databasze....
[ reportz loaded.

Report load complete.

T e L e e
: e T T

-

PN
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Importing Buildings, Vehicles,
Employees, etc.

The Triptracker import utility allows you to import buildings, vehicles, employees, locations, accounts
and accounts/contacts/requesters/drivers. The files can be .txt, .csv, .asc, or .tab in either fixed or
delimited format. When the import is complete, this information will be available for use in the
system.

Importing Items Using a Fixed Format

In order to import items using a fixed format, you must first create a fixed width file See, Creating
Fixed Width Files Used for Importing Buildings, Vehicles, Employees etc. on page 297.

To import Items using a fixed format:
Path:) Admin > Import Utility

1. Follow the above path to display the Import Utility screen.

Import:

Import a list of trips from a file in a delimited
format. These imported items will then be
available for use in the system.

Select an item to import:
Trips b
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2. Click 7| to display a list of items.

=Select Table> w

Accounts

Account Contacts/Requesters/Drivers
Building

Employees
Employes Pay Rate
Lecation

Pick List

Trips

Vehicles

User Accounts
sers

The procedure for importing is the same for all items. We will be importing Employees for our
example.

The employee import allows an existing employee record to be updated. For example, you might
import new drivers. At a later date, it has been determined that the seniority date for one or more of
the imported drivers has changed. A new file containing the changes is imported resulting in updates
to the existing driver records while the unchanged fields remain the same.
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3. Select Employees to display the import options for employees as shown below.

e D]

The checkbox Allow clearing of blank fields allows you to clear ‘blank’ fields for an updated
employee record. For example, you might import new drivers. At a later date, it has been determined
that there are one or more fields where the information is no longer relevant and you want to leave
them blank. You select “Allow clearing of blank fields” in the Import Utility. A new file containing the

blank fields is imported resulting in updates to the existing driver records while the unchanged fields
remain the same.

4. Selected Fixed for the type of import. For more information see, Creating Fixed Width Files Used
for Importing Buildings, Vehicles, Employees efc. on page 297.
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5. Click and locate the file that you want to import.
6. Enter the row that you want to start at in the Start at row field.

If there isn’t a header line, set the number to 1. Otherwise, enter the number that corresponds to
the first row of valid data.

Specify the field positions

In the Start and End boxes, enter how long the fields should be. For example, if the vehicle
starts in the first column of the file and it is ten characters in length, enter 1 in the Start box and
10 in the End box.

7. You do not need to enter Start and End values for every field. Only enter values for the required
fields and the fields you are importing.

8. Click to start the importing process. You will be able to preview a sample of your
file for accuracy.

9. Click to begin the import process. This will show you the first 10 rows of data in

your import file.

10. If there are errors, you can correct the errors in the file that you are importing. When the errors
have been corrected, select the file and perform the import again. When your import is
successful, you will receive a message indicating how many employees were imported.

Creating Fixed Width Files Used for Importing Buildings, Vehicles,
Employees etc.

The system expects the field names to be defined as follows. The field names are not case-
sensitive.

Buildings

Table 1.

Screen Name

*Name

*Building Number

Address 1

Address 2
City
State

Zip
Status (Values = Y/N)
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Table 1.

Screen Name

Abbreviation

Contact First Name

Contact Last Name

Title

Email

Phone

Fax

* indicates a required field for the import

Note: You do not need to import values for each of these fields. Triptracker will populate just
the fields that you define in your import.
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Vehicles

Table 2.

Screen Name

*Vehicle

Status

Registration No

VIN Number

Contractor

Capacity

Special Equipment

Model Year

Operating Cost

License Plate

Other ID

AM Driver Employee No

PM Driver Employee No

* indicates a required field for the import

Note: You do not need to import values for each of these fields. Triptracker will populate just
the fields that you define in your import.
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Employees

Table 3.

Screen Name

*First Name

*Last Name

*Employee ID

License #

Social Security

Employee Title

Employee Type
Address 1

Address 2

City

State

Zip

Phone

Cell Phone

Email

Hire date

Seniority Date

Weekly Employee Run Time

Distance Availability

Status (Values = Y/N)

Driver (Values = Y/N)

Monitor (Values = Y/N)

Aide (Values = Y/N)

Multi-Day Trips (Values = Y/N)

Notes
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Table 3.

Screen Name

Non-Transportation Employee
(Values = Y/N defaults to Y if
not

specified)

Birth Date

Appear in Driver Queue

* indicates a required field for the import

Note: You do not need to import values for each of these fields. Triptracker will populate just
the fields that you define in your import.

Trip Locations

Table 4.

Screen Name

*Location Name

Status (Values = Y/N)

**Location Type

Address 1:

Address 2:

City

State

Zip

Country

Contact Name

Phone

Directions

* indicates a required field for the import

Note: You do not need to import values for each of these fields. Triptracker will populate just
the fields that you define in your import.
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Accounts

Screen Name

*Name

Building Name

Budget Number

Address1

Addres 2

City

State

Zip

Budget Threshold

Charge Basis

Approval Path

Account Instructions

Status

* indicates a required field for the import

Note: You do not need to import values for each of these fields. Triptracker will populate just
the fields that you define in your import.

Account Contacts/Requesters/Drivers

Screen Name

*Account Name

Employee Number

**|s Contact

**|s Requester

**|s Driver

* Indicates a required field for the import

** At least one of these fields needs to be “Y” for an import to take place
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Note: You do not need to import values for each of these fields. Triptracker will populate just
the fields that you define in your import.
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Pick Lists

Table 5.

Screen Name

*Pick List Name

*Employee ID

* Indicates a required field for the import
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Importing Items Using a Delimited Format
The procedure is the same for importing Buildings, Vehicles, Employees, Locations, Accounts or
Account Contacts/Requesters/Drivers from the drop-down list. We will be importing vehicles for
our example.

In order to import items using a delimited format, you must first create a delimited file See, Creating
the Delimited Files Used for Importing Buildings, Vehicles, Employees etc. on page 309.

To import items using a delimited format:
Path:) Admin > Import Utility

1. Follow the above path to display the Import Utility screen.

Import Utility

Import:

Import a list of items from a file in fived or
separated format, The imported items will then
be available for use in the system.

Select an item to import:
|_=:Select Tablex= w |

2. Click q to display a list of items.

<Sealect Table> w

Accounts

Account Contacts/Requesters/Drvers
Building

Employees
Employes Pay Rate
Location

Pick List

Trips

Vehicles

User Accounts
Users

The procedure for importing is the same for all items. We will be importing Employees for our
example.

The employee import allows an existing employee record to be updated. For example, you might
import new drivers. At a later date, it has been determined that the seniority date for one or more of
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the imported drivers has changed. A new file containing the changes is imported resulting in updates
to the existing driver records while the unchanged fields remain the same.
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3. Select Employees to display the import options for employees as shown below.

Select Delimited for the type of import. For more information see, Creating the Delimited Files Used
for Importing Buildings, Vehicles, Employees etc. on page 309

Tyler’s Versatrans Triptracker® User’s & Administrator’s Guide



308 Importing Buildings, Vehicles, Employees, etc.

The checkbox Allow clearing of blank fields allows you to clear ‘blank’ fields for an updated
employee record. For example, you might import new drivers. At a later date, it has been determined
that there are one or more fields where the information is no longer relevant and you want to leave
them blank. You select “Allow clearing of blank fields” in the Import Utility. A new file containing the
blank fields is imported resulting in updates to the existing driver records while the unchanged fields
remain the same.

4.
5.

Click and locate the delimited file that you want to import.

Specify the row number that the data in the file begins at (do not count the row that defines the
fixed definitions). This defaults to one. Typically this value does not change.

Select the type of delimiter that was used for creating the file that is being imported Tab,
Semicolon, Comma, or Other).

Click to start the importing process. You will be able to preview a sample of your
file for accuracy.

Click to begin the import process. This will show you the first 10 rows of data in

your import file.

If there are errors, you can correct the errors in the file that you are importing. When the errors
have been corrected, select the file and perform the import again. When your import is
successful, you will receive a message indicating how many employees were imported.
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Creating the Delimited Files Used for Importing Buildings, Vehicles,
Employees etc.

In order for Triptracker to know what values to populate into which fields in the database, you
MUST include a header in your delimited file that defines the fields that you are importing. The
system expects the field names to be defined as follows. The field names are not case-sensitive.

* indicates a required field for the import

Buildings
Table 6.
Screen Name Delimited Field Name
*Name Name
*Building Number BuildingCode
Address 1 Address1
Address 2 Address2
City City
State State
Zip PostalCode
Status Active(Values = Y/N)
Abbreviation Abbrev
Contact First Name FirstName
Contact Last Name LastName
Title Title
Email Email
Phone PhoneNumber
Fax Fax

Note: You do not need to import values for each of these fields. Triptracker will populate just
the fields that you define in your import.

A sample delimited file might look like this:

Name,BuildingCode,Address1,Active,Abbrev
Elm Street Elementary,4590,12 EIm Street,Y,ESE
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Vehicles

Table 7.

Screen Name

Delimited Field Name

*Vehicle

Vehicle

Status

Active (Values = Y/N)

Registration No

RegistrationNo

VIN Number VIN

Contractor Contractor
Capacity Capacity

Special Equipment SpecialEquipment
Model Year ModelYear
Operating Cost CostPerMile
License Plate Plate1

Other ID SerialNo

AM Driver Employee No AMDiriverID

PM Driver Employee No PMDriverID

* indicates a required field for the import

Note: You do not need to import values for each of these fields. Triptracker will populate just

the fields that you define in your import.
A sample delimited file might look like this:

Vehicle,Active,Contractor,Capacity,ModelYear
3402,Y,My Yellow Bus,65,2004
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Employees

Table 8.

Screen Name

Delimited Field Name

*First Name FirstName
*Last Name LastName
*Employee ID EmployeeNo
License # DrivLicense
Social Security SSN

Employee Title EmployeeTitleID
Employee Type EmployeeTypelD
Address 1 Address 1
Address 2 Address 2

City City

State State

Zip PostalCode
Phone HomePhone

Cell Phone CellPhone

Email Email

Hire date HireDate
Seniority Date SeniorityDate
Weekly Employee Run Time WeeklyEmployeeRunTime

Distance Availability

DistanceAvailability

Status Active (Values = Y/N)
Driver IsDriver (Values = Y/N)
Monitor IsMonitor (Values = Y/N)
Aide IsAide (Values = Y/N)

Multi-Day Trips

MultiDayTrips (Values = Y/N)

Notes

Notes
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Table 8.

Screen Name Delimited Field Name

Non-Transportation Employee NonTransportationEmployee
(Values = Y/N defaults to Y

if not specified)
Birth Date BirthDate
Appear in Driver Queue AppearinDriverQueue
Active Directory Username ActiveDirUsername

* indicates a required field for the import

Note: You do not need to import values for each of these fields. Triptracker will populate just
the fields that you define in your import.

A sample delimited file might look like this:

FirstName,LastName,EmployeeNo,HireDate,Active
Michael,Walton,8974,10/10/02,Y

Trip Locations

Table 9.
Screen Name Delimited Field Name
*Location Name LocationName
Status Active (Values = Y/N)
Location Type **LocationTypelD
Address1 Address1
Address2 Address2
City City
State StateProvince
Zip PostalCode
Country Country
Contact Name ContactName
Phone Phone
Directions Directions

* indicates a required field for the import
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** 1=billing location; 2=origin only; 3=destination only; 4=origin or destination. If unspecified 3 is
the default.

Note: You do not need to import values for each of these fields. Triptracker will populate just
the fields that you define in your import.

A sample delimited file might look like this:
LocationName,Active,Address1,ContactName,Phone,Directions

Art Museum,Y,123 Main Street,Anne Arthur,555-1234,Take |-90 East to Exit 54 right turn off of ramp
onto Main Street
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Accounts

Table 10.
Screen Name Delimited Field Name
*Name Name
Building Name Building
Budget Number BudgetNumber
Address1 Address1
Addres 2 Address2
City City
State State
Zip PostalCode
Budget Threshold BuidgetThreshold
Charge Basis DefaultChargeBasis
Approval Path ApprovalPath
Account Instructions Accountinstructions
Status Active (Values = Y/N)

* Indicates a required field for the import

Note: You do not need to import values for each of these fields. Triptracker will populate just
the fields that you define in your import.

A sample delimited file might look like this:
Name,Active,Building,BudgetNumber,Address1,Address2
City,State,PostalCode,BudgetThreshold,DefaultChargeBasis,ApprovalPath,Accountinstructions

Account1,Y,BuildingName, 123,111 Main St,PO
Box111,Anytown,NY,12111,999.50,ChargeBasis,ApprovalPath,Instructions
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Account Contacts/Requesters/Drivers

Table 11.
Screen Name Delimited Field Name
*Account Name TransportationAccount
Employee Number EmployeeNumber
**|s Contact IsContact(Values = Y/N)
**|s Requester IsRequester (Values = Y/N)
_**Is Driver | IsDriver (Values = Y/N)

* Indicates a required field for the import

** At least one of these fields needs to be “Y” for an import to take place

Note: You do not need to import values for each of these fields. Triptracker will populate just
the fields that you define in your import.

A sample delimited file might look like this:
TransportationAccount,EmployeeNumber,lsContact,IsRequester,IsDriver
Account1,1,N,N)Y

Account1,2,N,Y,N

Account1,3,Y,Y,N

Note: The Employee number and Account must exist (previous import etc.) before you can
import Account Contacts/Requesters/Drivers.
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Pick Lists
Table 12.
Screen Name Delimited Field Name
*Pick List Name PickList
*Employee ID EmployeeNo

* Indicates a required field for the import

A sample delimited file might look like this:
PickList,EmployeeNo

Drivers1,4

Drivers,2

Drivers,3

Drivers1,400000

Drivers1,20

Note: A Pick List and Employee number must exist before you can import Pick Lists.
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Employee Pay Rate

Table 13.
Screen Name Delimited Field Name
*Employee ID EmployeeNo
*Job Category JobCategory
Hourly Rate HourlyRate
Overnight Rate OvernightRate
Sit Rate SitRate
Weekend Rate WeekendRate
Is Delete IsDelete (Values = Y/N)

* Indicates a required field for the import

Employee and Job Category mus exist

Is Delete

If a user enters a ‘N’ then the job category is updated or added if it doesn’t exists within the employee
record.

If a user enters a ‘Y’ then the job category is deleted from the employee record.

A sample delimited file might look like this:

EmployeeNo,JobCategory,HourlyRate,OvernightRate,SitRate,WeekendRate,IsDelete
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User

Table 14.

Screen Name

Delimited Field Name

*User Name UserName
Employee ID EmployeeNo
*User Password UserPassword
*User Group UserGroup
Status Status
Weekend Rate WeekendRate

Access to All Accounts

AccesstoAllAccounts

* Indicates a required field for the import

User Group is required

Employee ID must be valid but is not required

User Password must be valid based on the VersaTrans Triptracker Configuration settings.
A sample delimited file might look like this:

UserName,EmployeeNo,UserPassword,Usergroup,Status,AccesstoAllAccounts
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User Accounts

Table 15.

Screen Name

Delimited Field Name

*User Name UserName
*Account Account
Is Delete IsDelete (Values = Y/N)

* Indicates a required field for the import

User Group is required

Employee ID must be valid but is not required

User Password must be valid based on the VersaTrans Triptracker Configuration settings.

A sample delimited file might look like this:

UserName,EmployeeNo,UserPassword,Usergroup,Status,AccesstoAllAccounts

Tyler’s Versatrans Triptracker® User’s & Administrator’s Guide



320 Importing Trips

Importing Trips

Users having Trip: Import or Administrator: Super User permissions can import trips into Triptracker
and enter multiple trips at the same time. When Importing trips, you can specify whether the trips are
pre-approved or requested awaiting approval. For our Enterprise ERP Integrated clients, trips will only
be imported to a “requested” status due to the need to verify funds. The files can be tab, semicolon,

comma, .txt, .csv, .asc, in delimited format.

Importing Trips Using a Delimited Format

In order to import items using a delimited format, you must first create a delimited file. See, Creating

the Delimited Files Used for Importing Trips on page 323.

To import Items using a delimited format:

Path:) Admin > Import Utility

1. Follow the above path to display the Import Utility screen.

Select an item to import:

| =Select Table»

2. Click ¥ | to display, Accounts, Account Contacts/Requesters/Drivers, Buildings,
Employees, Locations, Pick List, Trips and Vehicles in the drop-down list.

3. Select Trips to display the following panel.

File Path:

Start at row: ..1
Specify the delimiter:

O Tab

O Semicolon

® Comma

C other (specify): L

4. Click and locate the delimited file that you want to import.
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5. Specify the row number that the data in the file begins with. This defaults to one. Typically this
value does not change.

6. Select the type of delimiter that was used for creating the file that is being imported Tab,
Semicolon, Comma, or Other (txt, .csv, .asc, or .tab).

7. Click to start the importing process. You will be able to preview a sample of your

file for accuracy.

| Versatrans Onscreen I

i1 ofl ¥ M & 100% » Find | Next. M~ (&

Versatrans Onscreen
Daily Vehicle Override Imports

Current Import

Imported by: admin at 7/15/2014 2:42:00 PM, lang: en-US

File Seq# Field Name Field Value Import Status  Warning Desc Error Desc
1 Criginal\Viehicla 03 Success
2 DriginalDrrver Vineberg, Ted Success

TH52014 2:42:2T PM

Page 10f1
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8. Click to begin the import process.

Versatrans Onscreen

Admin Help

Caily Vehicle Overndes

Import Dailly Vehicle Override From File
Import Completed.

240_adamsab_dvalmport.bxt

of Records in Import File: 2

of Records Imported: 2

of Records Imported that had warnings: 0
of Records not imperted: 0

LN

9. Click View Import Log.

2 Daily vehicle Override were imported from:

Versatrans Onscreen

Daily Vehicle Overnides

Original Diriginal Driver Last Original Driver First Cvarride
Wehicls Hame Hame Varhicle
03 =147
Wineberg Ted

[ Continua ] [ Back

Import Preview Plesgse revew the fulf-nwmq mmport sample for BEOUrSCY:

Owvarride Driver Last | Override Drivaer First Change I

HName Hamae Resson
Repar L
Braden Dudley Ted sick il

10. The Trip Import Log report allows you to view a report of all trips from the import file, errors
encountered and whether the trips were imported. If there are errors, you can correct the errors
in the file that you are importing. When the errors have been corrected, select the file and

perform the import again.
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Creating the Delimited Files Used for Importing Trips

In order for Triptracker to know what values to populate into which fields in the database, you
MUST include a header in your delimited file that defines the fields that you are importing. The
system expects the field names to be defined as follows. The field names are not case-sensitive.

* indicates a required field for the import

Trips

Table 16.

Screen Name Delimited Field Name Processing

*Trip Name TripName If the trip name is longer than
30 characters, the trip name
will be truncated to 30 charac-
ters and a warning message
will be written to the Trip
Import Log.

If the trip name is not found in
the import file, the trip will not
be imported and an error will
be written to the Trip Import
Log.

*Trip Date TripDate If the trip date is not valid, the
trip will not be imported an
error will be written to the Trip
Import Log.

Status TripApproved The import values used

Y’ or ‘N’. When ‘N’ is used the
trip’s status will be set to
‘Requested’. When Y’ is used
the trip’s status will be set to
‘Approved’.

In the following special cases:

If Enterprise ERP is integrated,
the status will be ‘Requested’
regardless of what value is
used in the import.

If the trip’s account does not
have an approved path, the
status will be ‘Approved’
regardless of what value is
being used in the import.
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Table 16.

Screen Name

Delimited Field Name

Processing

Trip Type

TripType

If this is not a valid active Trip
Type, the Trip Type will not be
saved and a warning will be
logged in the Import Log.

Activity Type

ActivityType

If this is not a valid active
Activity Type, the Activity
Type will not be saved and a
warning will be logged in the
Import Log.

Reason For Trip

ReasonForTrip

If the reason for the trip is lon-
ger than 80 characters a
warning message will be writ-
ten to the Trip Import Log and
the description will be trun-
cated to 80 characters.

*Account

AccountName

If the account name is not
valid, the trip will not be
imported and an error will be
written to the Trip Import Log.

*Requester

RequesterID

If RequesterID does not exist:

+h

veta
C
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Screen Name

Delimited Field Name

Processing

Requester

Last Name

Requester

LastName

If the Requester is not
included, the system will
check the Employee’s table
for an active match on the
Last Name and the First
Name. If one (1) match is
found, the Requester is
inserted into the trip’s
requester field.

If more than one (1) match is
found:

The system will verify if one of
the employee’s is a requester
on the trip’s account and if so,
then this employee will be
used to populate the trip’s
requester field.

If more than one (1) match is
found and none of them are a
requester on the trip’s
account, an error is written to
the Trip Import Log.

Requester

First Name

Requester

FirstName

*Origin

Origin

The system verifies that the
Origin is the active location:

*Origin
Departure Date

Origin
DepartureDate

If the Origin’s Departure Date
is not valid, the trip will not be
imported and an error will be
written to the Import Log.

*Origin

Departure Time

Origin

DepartureTime

If the Origin’s Departure Time
is not valid, the trip will not be
imported and an error will be
written to the Import Log.

*Origin

Return Date

Origin

ReturnDate

If the Origin’s Return Date is
not valid, the trip will not be
imported and an error will be
written to the Import Log.
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Table 16.

Screen Name

Delimited Field Name

Processing

*Origin
Return Time

Origin
ReturnTime

If the Origin’s Return Time is
not valid, the trip will not be
imported and an error will be
written to the Import Log.

*Destination

Destination1

The system will verify that the
Destination is an active loca-
tion:

*Destination Arrival Date

Destination1DepartureDate

If the Destination Arrival Date
is not valid, the trip will not be
imported and an error will be
written to the Import Log.

*Destination Arrival Time

Destination1DepartureTime

If the Destination Arrival Time
is not valid, the trip will not be
imported and an error will be
written to the Import Log.

*Destination Departure Date

Destination1ReturnDate

If the Destination Departure
Date is not valid, the trip will
not be imported and an error
will be written to the Import
Log.

*Destination Departure Time

Destination1ReturnTime

If the Destination Return Time
is not valid, the trip will not be
imported and an error will be
written to the Import Log.

Destination

Destination2

The system will verify that the
Destination is an active loca-
tion:

Destination Arrival Date

Destination2DepartureDate

If the Destination Arrival Date
is not valid, the trip will not be
imported and an error will be
written to the Import Log.

Destination Arrival Time

Destination2DepartureTime

If the Destination Arrival Time
is not valid, the trip will not be
imported and an error will be
written to the Import Log.

Destination Departure Date

Destination2ReturnDate

If the Destination Departure

Date is not valid, the trip will
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Table 16.

Screen Name

Delimited Field Name

Processing

Destination Departure Time

Destination2ReturnTime

If the Destination Departure
Time is not valid, the trip will
not be imported and an error
will be written to the Import
Log.

Adults

NoOfAdults

The number of adults will
defaultto O

Students

NoOfStudents

Number of Students

Wheelchairs

Vehicles

NoOfWheelchairs
NoOfVehiclesRequested

Number of Wheelchairs

Number of Vehicles
Requested

Special Accommodations

SpecialAccommodations

The import values used
should be Y’ or ‘N’. When Y’
is used the trip’s Special
Accommodations will display
‘Yes’ and the edit screen
checkbox will be marked with
a check. If ‘N’ is used the trip’s
Special Accommodations will
display ‘No’ and the edit
screen checkbox will not be
marked with a check. If the
import does not include a
value for Special Accommo-
dation then it will default to
‘No’ and be unchecked.

Contact Name

ContactName

If the Contact Name is longer
than 50 characters, a warning
will be written to the Trip
Import Log and the Contact
Name will be truncated to 50
characters.

Contact Phone

Contact Phone

If the Contact Phone is longer

than 25 characters a warning
message will be written to the

Import Log and the Contact
Phone will be truncated to 25

characters.

Notes

Distance

Notes

Distance
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Table 16.
Screen Name Delimited Field Name Processing
Overnight Hours OvernightHours
Tolls Tolls
Parking Parking
Hotel Hotel
Meals Meals
Misc Charges MiscCharges

Note: You do not need to import values for each of these fields. Triptracker will populate just
the fields that you define in your import.

A sample delimited file might look like this:

TripName, TripDate, TripApproved, TripType, ActivityType, ReasonForTrip, AccountName,
RequesterID, RequesterLastName, RequesterFirstName, Origin, OriginDepartureDate,
OriginDepartureTime, OriginReturnDate, OriginReturnTime, Destination1,
Destination1DepartureDate, Destination1DepartureTime, Destination1ReturnDate,
Destination1ReturnTime, Destination2, Destination2DepartureDate, Destination2DepartureTime,
Destination2ReturnDate, Destination2ReturnTime, NoOfAdults, NoOfStudents, NoOfWheelchairs,
NoOfVehiclesRequested, SpecialAccomodations, ContactName, ContactPhone, Notes, Distance,
OvernightHours, Tolls, Parking, Hotel, Meals, MiscCharges
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Batch Creation of Users

Batch User Creation allows you to quickly generate user accounts for a large number of employees.
The Batch User Creation process enables you to filter on a specified set of employees and then
select the appropriate account(s) to which those employees should be assigned.

Because you may not always be able to use the Employee filter criteria to get the exact list of
employees that you want to be part of the same User Group, there is a recommended work flow to
help facilitate the creation of Users and their assignment to specific User Groups.

This section will walk you through importing a list of employees with similar characteristics by
assigning them all the same Employee Type. From there, on the Batch User Creation page you can
filter for this specific Employee Type and then assign all of those employees to the same User Group
and Accounts.

The steps that need to be taken for the Batch Creation of Users include:

1. Add Accounts, See, Adding Account Records on page 157.

2. Setup the “specific” Employee Type that you want to associate the designated employees with.
This will allow you to import employees using the specified employee type (step 4) and filter on
the employee type that the imported employees belong to (step 5). See, Adding an Employee
Type and Associating Certifications on page 58.

3. Add User Groups. See, Adding a User Group and Assigning Privileges on page 265.

4. Import Employees using the specified Employee Type. Setup your employee import so that
employees that will be Users have the specific employee type that matches the employee type
that you created in step 2. See, Importing Buildings, Vehicles, Employees, etc. on page 294.

5. Filter on the Employee Type that the imported Employees (step 4) belong to. Once you have
your list of employees, select the username and password format along with the User Group and
Account(s) which these users should have access to. See, Batch Assigning Employees to a
User Group & Accounts on page 330.
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Batch Assigning Employees to a User Group & Accounts
To batch assign employees to a user group & accounts:

Path:) Admin > Batch User Creation

1. Follow the above path to display the Batch User Creation page. This page consist of two panels.
The panel on the left allows you to perform an employee search. The panel on the right allows

you to select import options.

2. You start by performing either a basic or advanced search to find the employee records that you
want to batch assign.

Batch User Creation

Step 1: Select Employees for Batch User Creation
Use the search tool to retrieve a set of amployees to work with.

Eas Sea Advanced Saarct

For information on how to use the basic and advanced search, see Finding & Editing an
Employee’s Record on page 83. Once the search is performed, the results must be used in their
entirety and individual employees cannot be selected.
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Once you have finished selecting employees for batch user creation, you will select import
options in the “Select Import Options” panel on the right side of the page.

User
Mame
Format:

Password
Formal:

Assigned
User
Group:

Accounts (select one or more):

[Jusers can access all Accounts

22225248415614894456112310
Abalone County

Abalone Township

abec

account test e-mails

Ambrose Society
|AndyAccount

Art Department

| Athletic Department

Creste Users I Ciear

3. Select a User Name Format and Password Format.

4.
5.

If you use select the “Generate Random Password” option for the password format, the
passwords generated will adhere to the “Min special characters in password” and “Min
characters in password” settings as specified in the Triptracker Configuration Ultility via the Login

tab.

If you use the “User ID” option only employees with User ID’s that adhere to the “Min special
characters in password” and “Min characters in password” will be assigned to User Groups and

Accounts.

Select the User Group that you want the employee(s) assigned to.

To select a specific account, click on that account. Use the Ctrl and Shift keys to select multiple

accounts.

6. Check the “Users can access all accounts” box to select all the accounts.
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7. Click | Create Users

| to assign the employees to a user group & accounts. The “Batch

User Creation Completed” screen displays containing the batch creation results and export
options as shown below.

Number of users successfully created .
' The user group assigned

Number of employees Batch User Creation Completed

that were not imported 'f'?ﬂ”f? _ _ |

successfull 3 Users Succassfully Created { User Group = Drivier
YT employeess were not imported successiully (see amor list below)

Andy Beaulieu, EmployeslD 163: Employee already linked to a user account

a bug, EmployeelD 15T7: Employee already linked to a user account
Bartholomeux Boss, EmployesiD 271: Employee already linked to a user account
. / Bill Bowens, EmployeelD 165 Employes already linked to a user account

Error list Derek Bomba. EmployeelD 133: Employes already linked to a user account

Export Options
%Expun Users To File

You may cptionally export information for the created user to a .C5V or XLS file
| Export To CSW || Export To Excel ]

User Created

'“‘-\_‘. Mame Title UserMame Password
crannell, tt Bus Dnver I ttcrannell 7848y
8.

9.
10.

You can export the information for the user(s) that were created as a CSV or Excel file. If you

(\;\lliacrllt to export this information, click | Expori To CEV | or | Export To Excel | and then

Note: You also have the option of opening the CSV file in an Excel spreadsheet.

Select the location where you want to export the file and enter a name for the file.

Click [ Save |,
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Using the Batch User Creation Log
The “Batch User Creation Log” allows you to display a chronological list of users that were
successfully created. You can then make a selection from the list and view the details (Name, Title,
UserName and Password) of those users.
To use the batch user creation log:

Path:) Admin > Batch User Creation

1. Follow the above path to display the Batch User Creation page.

2. Click Ealch liser Log to display the Batch User Creation Log. This log provides a chronological
list of successfully created users.
3. Make a selection from the list and click . to view associated User information.

Batch User Creation Log

View b
Date User Group # Of Users Details
4/4/2008 11:50:54 AM Kristen_Emp 1 View Details
4/4/2008 11:25:43 AM Clerks 1 View Details
4/4/2008 10:25:21 AM Clerks 5 | View Details
fiew Details
Number of The User Group that the user The data and time the user
users created was assigned to \Kas creat\e‘d\
— e ) \\‘
Details for batch user creation: 4/4/2008 10:25:21 AM
User group: Clerks
# OF Users
| Export To CSV | Export To Excel |
~___ Name Title UserName Password
ExportOptions  CALDERWOOD, DOUG e DCALDERWOOD  ZVAIF
T User

4. You can export the information for the user(s) that were created as a CSV or Excel file. If you
want to export this information, click | Ior | |and then

click

Note: You also have the option of opening the CSV file in an Excel spreadsheet.

Export To Excel

5. Select the location where you want to export the file and enter a name for the file.

Tyler’s Versatrans Triptracker® User’s & Administrator’s Guide



334 Batch Creation of Users

6. Click | sae |
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Converting Triptracker 1.2 Data

After you install the Triptracker upgrade and attach the blank database (see the guides for Installing
Tyler’s Triptracker and Loading Tyler’s Triptracker Databases), you are ready to think about your
data. If you are a current Triptracker 1.2 user, you can convert your existing data to the Triptracker
format, which saves a lot of work.

Note: ONLY Version 1.2 users and later can convert their data using this utility. Users with
older versions must upgrade before importing and users who have non-Versatrans field
trip tracking data cannot use this conversion utility at all.

Overview of the Conversion Process

The conversion program takes your current data, converts it into a different format and imports it into
the new database you have attached to Triptracker. How long the conversion takes depends upon
the amount of information you have to convert. Original Version 1.2 data will remain available and
unchanged because we use a copy of the data in creating the conversion. However, we highly
recommend that you back up your data prior to the conversion.

Note: It is required that you run the Triptracker conversion utility from a workstation that
currently has Version 1.2 installed.

What Is Involved In Converting My Data

You will need to perform the following procedures to convert your data:

1. Install Triptracker as described in Tyler’s Versatrans Triptracker Installation Guide included on
your Triptracker CD.

2. Connect to the empty database using the ToolMS, (See, Loading the Versatrans Triptracker
Sample & Blank Databases included on your Triptracker CD).

3. Review your Triptracker 1.2 data to make it as complete as possible.
4. As a precaution, backup your Triptracker 1.2 data and place it in a separate directory.

5. If you have archived data that you want to convert, we recommend that you restore it after you
backup your current data.

6. Open the Triptracker Conversion Utility and select the database you want to convert.
7. Specify the conversion options and convert your data.

8. Connect to the new database.

Tyler’s Versatrans Triptracker®



Appendix C Conversion & Integration 337

Preparing Your Version 1.2 Data

Before you convert your data, it makes sense to clean it up and remove any old information that you
do not need in the new system.

* Delete any unneeded Accounts, Employees, Trips etc. keeping only those necessary to
move ahead.

Remember, the fewer the records, the faster and better the conversion. The more
complete the records, the better report options you have.

* Review the Fiscal Period date ranges in version 1.2 and make sure there are no
overlapping date ranges. This is important because those date ranges are what
determines how trip charges are reported by Fiscal Period in version 9.9.

* Review your current trips. Note that any trips that are in a “scheduled” status, but do not
have a driver associated with them will be converted to a trip with an “approved” status in
the new version since it is required to have a driver associated with a scheduled trip.

Once you have pared down your data, “back it up”. While the conversion shouldn’t affect your
current Triptracker 1.2 data files, it is a good idea to have a current back up before you begin.

What Information Cannot Be Converted
The following information cannot be converted:

e Custom Holidays

* Driver Pick Lists

* Message Templates
* Tip of the Day

e Option Settings

* Reports

* User Groups

* Users

Converting Your Data

Before we begin, we assume that you have already completed the Triptracker installation and have
attached to the empty database, see, Tyler's Versatrans Triptracker Installation Guide included on
your Triptracker CD. You must complete this entire process, including connecting to the blank
database, to be ready to perform the conversion.

Further, we expect that you have cleaned up your data and backed it up one last time before
beginning the conversion process.

Additional considerations:
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* Installation does not check for drive space please make sure you have adequate drive
space.

* Make sure all users are out of Triptracker 1.2 and no one else is running Triptracker.

Converting Your 1.2 Data to Triptracker
To convert your 1.2 data to Triptracker:

Path:) Start > Programs > Versatrans Suite > Triptracker > Triptracker Conversion Utility

VersaTrans TripTracker Conversion Litility, version 5.9.0 build 11

TripTracker RP Connection Settings TripTracker 1,2 Conrechion Setbrgs
Brovider| - TT Daka drectory | I
Histwork: Library [Daf auk x| || vTBDaka desctory | =

i:n-=r| Control drectory ' \Progeam FlesiVersaTrans Suke| TripTrackes
Dububml = BOE Version Mot irstalsd
Timegut |15 5| [ Lise Windows authentcaton

Current Duta Dreckory | s Tast Diata Dirsctory!

= Test Cormection

The corwersion log and warmingferror iog fles wil be written to the
TT data directory. The corrersion log files il be named convert log
and -:a‘;wﬁ.rtf. The warningfenor log will be savad as ereor.lng and
errar HF,

Import Data | View Dsta | Query TT Dats |

Cormersian log ir'-'r'atrh::a'ud Error Massages | Corversion options |

mport | |

1. Inthe TT Data Directory field, click the button to display the list of directories on your local
computer. Select the TT 1.2 data file path. If you do not know the data path, you can check by
looking in your TT 1.2 options screen.

2. Inthe VT8 Data Directory field, click the button to display the list of directories on your local

computer. Select the TT 1.2 data file path. If you do not know the data path, you can check by
looking in your TT 1.2 options screen.

3. Click the Current Data Directory button to select the same data directory indicated in your TT 1.2
options.
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4. Select the new database’s settings in the Triptracker Connection Settings box.

Provider
Select the Microsoft OLE DB Provider for SQL Server from the Provider field.

Network Library
Select the network protocol you use to communicate to your database. Most users use
TCP/IP.

Server

If you are connecting to the database over a network, type the name of the server you
are using in this field. If your database is on your computer’s hard drive, type (local) in
this field. Make sure you enter the parentheses () as well.

Database
Select the database from the drop-down list.

Time Out

This is the number of seconds you will allow the system to execute the import
commands. If the import commands take longer than this, the system will end the
command. We recommend that you leave the default entry as it is.

Use windows authentication

This option allows you to make your server more secure by only allowing specific windows logins
to the server. When this checkbox is checked, Versatrans attempts logging into the database
server using the user's Windows NT authentication credentials.

5. Click the Import Data tab, and then click the Conversion options tab to display available
conversion options:
* Display Triptracker 1.2 record ID values during import
e Delete Triptracker tables before importing
» Display information about skipped records

* Run the Pdxbld check and repair utility before importing - before you convert your 1.2
data to Triptracker, you should run the Pdxbld utility to check and repair the Triptracker
1.2 tables.

You are now ready to run Triptracker and connect to the new database.
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Post Conversion Checklist

* Review the Warnings or Error Messages tab..

* Remember that your security settings could not be converted and you must recreate those
settings.

* For a Triptracker standalone installation, you need to run the Triptracker Configuration Utility.
See, Tyler’s Versatrans Triptracker Configuration Utility in the Online Help.
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Routing & Planning/Triptracker and
Fleetvision Integration

Note: You must have Routing & Planning in order for Triptracker data to be integrated with
Fleetvision. If you only have Triptracker and Versatrans Fleetvison, integrating between these
two products is not supported.

In order to initiate the integration between Routing & Planning/Triptracker, and Fleetvision, a one
time integration matching process must be run. This process must be run when upgrading to Version
9.9 for existing users or when Routing & Planning/Triptracker, or Fleetvision has been purchased
after having been populated with data.

Routing & Planning/Triptracker allows for integration with Fleetvision eliminating duplicate data entry
in the following areas:

e Certifications
* Employees
¢ Vehicles

Anytime an add/change/delete action occurs on a record in Routing & Planning/Triptracker, the
record in Fleetvision reflects the change immediately and vice versa.

Note: Ifarecord is open in both applications, the record will be editable to the user that opens
the record first, any user that opens the record after the first user will receive a warning
message and see the record as “read only.”

The following topics are covered in this section:

e Setting Up the Database Connections, 342
e Matching Certification Records, 344

e Matching Vehicle Records, 347

e Matching Employee Records, 349
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Setting Up the Database Connections

To integrate Routing & Planning/Triptracker with Fleetvision within the Routing & Planning
application, go to:

Path: Tools > Options > Versatrans Options

1. Follow the above path to display the Versatrans Options dialog.

2. Click the Suite Options ] tab to display the Versatrans Options Integration dialog.

Versatrans Routing & Planning Options

General1 System  Suite Options

[ Integrate with Tyler's Yersatrans Fleetvizion

Tyler's Werzatrans Fleetvizion Connection Settings

[ Integrate with Tyler's Yersatrans Onscreen

Tyler's Werzatrans Onzcreen Connection Settings

3. Click the INTEGRATE WiTH FLEETVISION checkbox. When this checkbox is checked, the Fleetvision
Connections Setting window is enabled.

4. CIickE' to display the Database Connection Wizard.

Note: Since this is a system wide option, any other users logging into the Routing &
PlanningTriptracker databases will be connected to the same Fleetvision database.
Therefore, this setting can only be changed in single-user mode. If there is more than 1
user connected to the Versatrans database, a warning dialog displays and you should
not change the settings.
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Database Connection Wizard

Welcome to the Database
Connection Wizard

LIsing this wizard you can define the database
connection that will be used by “ersatrans.

ErDVidEfZiMinDSDﬂ: OLE DB Provider for SEL Server
Metwiork, LiI:urar_l,l:iDefauIt

Eerver:iDB-ES'xsqlexpress
Qatabase:iHF‘ Adamsz
Timegut:i15 = [ UseWindows authentication

=F Test Connection

SR |

This dialog allows you to specify the Fleetvision database connection information. Complete the
selections and entries that are appropriate to your system.

Provider
Select Microsoft OLE DB Provider for SQL Server unless instructed by Versatrans Solutions
support staff otherwise.

Network Library
Select TCP/IP from this drop down unless instructed by Versatrans Solutions support staff
otherwise.

Server
Type (local) in this field.

Database
Select the database you attached to from this list.

Timeout

Leave this entry as it is. The amount of time the system will spend trying to connect to the
database. If you type 30 in this field, Versatrans will try for 30 seconds before timing out of the
database.

When these entries and selections are complete, click Save. Saving these change applies the
connection settings to the Fleetvision database.

Once the database is connected, a green label (Current Status: Connected) indicates that the
connection to Fleetvision has been successful.
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Matching Certification Records

Allows you to associate similar certifications in Routing & Planning/Triptracker with similar
certifications in Fleetvision based on the certification description from the DescripTion field.

To match certification records within the Routing & Planning application, go to:

Path:

Tools > Integration > Match Certifications

1. Follow the above path to display the Certification Matching dialog.

Cerlification Matching

“ersal 1ars AP Cailfcsions Wanealrans Flesfsion Certficelions
|Den:npl.iun |Du|=|i:|n |Ell.r-:|lm Typ= | iUﬂ:lnlm Crursbion |Du|=|nn Typ= |
Firgt id " ‘e Anrud Ireerdce |1 e
Fuist &id 1 Yearz Firshaid ECFR 1 IYears
Mourtain Cirirg 1 ‘el
Flwsical 1 Yeans _:'_.
Frasacel 1 Yegis
P
:MqldfrrgDml:lh:im
CoL
(Lo
b 5o | H_I:Ints=| P Heln |
TAdezs i

Certifications between Routing & Planning/Triptracker, and Fleetvision are matched using the
certification description in the DescripTioN field.

The upper section of the Certification Matching dialog contains two lists displaying the available
certifications for Matching Routing & Planning/Triptracker Certifications and Fleetvision
Certifications. The lower section of the dialog contains a Matched Certification list that automatically

displays the certifications that currently match. When you manually match and save certifications,
this list will also display those certifications.

The certification description in the pescripTioN field is the unique identifier between Routing &

Planning/Triptracker and Routing & Planning certifications and Fleetvision certifications. The
certifications are matched when the descriptions match.

1.

field to alphabetically sort the certification descriptions.
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Click on a description in the left or right list and edit the description so that it matches the
corresponding description in the opposite list. For example, click on certification description “First
Aid & CPR” in the Fleetvision Certifications list and edit it to read “First Aid” to match the
certification description in the Routing & Planning/Triptracker and Routing & Planning list.

Click H save and the matching certification is moved to the Matched Certification list.

The certification description in the Certifications list in Fleetvision will automatically be changed
from “First Aid & CPR” to “First Aid”. If the change had been made on the Routing &
Planning/Triptracker certification description, the change would have automatically been made in
the Triptracker/Routing & Planning Certifications list.

Note: You must click Refresh in the Certifications list to see the change.
If a certification description exists in the Routing & Planning/Triptracker list but not in the
Fleetvision list, you can click on the Routing & Planning/Triptracker description and then click

P to move it to the Fleetvision list or vice versa.

Click Save and the matching certification # is moved to the Matched Certification list.

Click the| @ Clas= | button when you are finished matching certifications.

Adding, Editing, and Deleting Certification Records

The table below describes the interaction between Routing & Planning/Triptracker and Fleetvision

certification records.

Routing & Planning

Add Certification record

Fleetvision

The certification record appears when
you refresh the Certification list.

Delete Certification record

There is no change in Fleetvision

Edit Certification duration

The certification duration change is
reflected once you re-open the
Certification record

Tyler’s Versatrans Triptracker® User’s & Administrator’s Guide




346 Routing & Planning/Triptracker and Fleetvision Integration

Maintenance and Transmittal of Certification Records

Certifications are handled differently in Routing & Planning/Triptracker than they are in Fleetvision
requiring that the maintenance of these records be limited to employees of record type “Driver”.

The following behavior takes place when transmitting certification updates in Routing &
Planning/Triptracker to Fleetvision.

¢ The changes will be propagated only on Routing & Planning/Triptracker employee
records with the Driver checkbox ON.

¢ When a certification is edited or added to an employee in Routing &
Planning/Triptracker, the program checks for the existence of the same certification
(based on description) in the Fleetvision employee record. If one exists, updates are
made. If the certifications is not already applied to the employee, the program further
checks to see if the certification record exists in Fleetvision (based on description). If
such a certification is found, it is then applied to the employee.
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Matching Vehicle Records

Allows you to associate similar vehicles in Routing & Planning/Triptracker with similar vehicles in
Fleetvision by Vehicle #.

To match vehicle records within the Routing & Planning application, go to:

Path: Tools > Integration > Match Vehicles

1. Follow the above path to display the Vehicle Matching dialog.
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The upper section of the Vehicle Matching dialog contains two lists displaying the available vehicles
for Matching Routing & Planning/Triptracker Vehicles and Fleetvision Vehicles. The lower section of
the dialog contains a Matched Vehicle list that automatically displays the vehicles that currently
match. When you manually match and save vehicles, this list will also display those vehicles.

The vehicle # (ie.603) in the VenicLe field is the unique identifier between Routing &
Planning/Triptracker vehicles and Fleetvision vehicles. The vehicles are matched when the vehicle

#s match.

1. You can click on a field name to sort by that name. For example, you can click on the Vehicle
field label to sort by vehicle order.

1. Click on a vehicle # in the left or right list and edit the vehicle # so that it matches the
corresponding vehicle # in the opposite list. For example, click on vehicle # T603 in the
Fleetvision Vehicles list and edit it to read 603 to match the vehicle # in the Routing & Planning
list.

2. Click I Save | and the matching vehicle # is moved to the Routing & Planning/Triptracker
Matched Vehicle list.
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The vehicle # in the Vehicles list in Fleetvision will automatically be changed from T603 to 603. If
the change had been made on the Routing & Planning/Triptracker vehicle #, the change would
have automatically been made in the Routing & Planning/Triptracker Vehicles list.

Note: You must click Refresh in the Vehicles list to see the change.
3. If a vehicle # exists in the Routing & Planning/Triptracker list but not in the Fleetvision list, you
can click on the Fleetvision vehicle # and then click P to move it to the Routing &

Planning/Triptracker list or vice versa.

4. Click and the matching vehicle # is moved to the Matched Vehicle list.

5. Click the button when you are finished matching vehicles.

Adding, Editing, and Deleting Vehicle Records

The table below describes the interaction between Routing & Planning/Triptracker and Fleetvision
vehicle records.

Routing & Planning Fleetvision

Add vehicle record The vehicle record appears when

you refresh the vehicle list

Delete vehicle record The vehicle record is changed
to “Inactive”
Edit vehicle record The vehicle record changes are

visible once the Routing &
Planning/Triptracker

user saves changes and the

Fleetvision user refreshes the list
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Matching Employee Records

Allows you to associate similar Routing & Planning/Triptracker employees and similar Fleetvision
employees of type/classification “driver”.

To match employee records within the Routing & Planning application go to:

Path: Tools > Integration > Match Employees

1. Follow the above path to display the Employee Matching dialog.
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The upper section of the Employee Matching dialog contains two lists displaying the available
employees for Matching Routing & Planning/Triptracker Employees and Fleetvision Employees. The
lower section of the dialog contains a Matched Employee list that automatically displays the

employees that currently match. When you manually match and save employees, this list will also
display those employees.

The employee # in the EmpLovee # field is the unique identifier between Fleetvision employees and
Routing & Planning/Triptracker employees. The employees are matched when the Employee #'s
match.

1. You can click on a field name to sort by that name. For example, you can click on the Last Name
field label to sort by alphabetical order.
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2. Click on an employee # in the left or right list and edit the employee # so that it matches the
corresponding employee # in the opposite list. For example, click on employee # 1888138 in the
Fleetvision list and edit it to read 4740 to match the employee # in the Routing &
Planning/Triptracker list.

3. Click H sove and the matching employee # is moved to the Matched Employee list.

The employee # in the Employee list in Fleetvision will automatically be changed from 1888138
to 4740. If the change had been made on the Routing & Planning/Triptracker employee #, the
change would have automatically been made in the Routing & Planning/Triptracker Employees
list.

Note: You must click Refresh in the Employee list to see the change.
4. If an employee # exists in the Fleetvision list but not in the Routing & Planning/Triptracker list,
you can click on the Fleetvision employee # and then click . | to move it to the Routing &

Planning list or vice versa.

5. Click Save and the matching employee # is moved to the Matched Employee list.

6. Click the| [@ Clase | button when you are finished matching employees.
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Adding, Editing, and Deleting Employee Records

The table below describes the interaction between Fleetvision and Routing & Planning/Triptracker
employee records.

Routing & Planning Fleetvision

Add employee record Employee record appears when you
refreshes employee list

Delete employee record Employee record is marked “Inactive”

Edit employee record The employee record changes are

visible once the Routing &
Planning/Triptracker

user saves changes and the

Fleetvision user refreshes the employee
list
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Glossary of Triptracker Terms

Account
The budget item you want to charge field trips against. For example, if your organization breaks
the field trip budget down by school and then further by group, you might enter the name of the
school and the group name in the Account field.

Active Check Box
When a check displays in an Active box, Triptracker considers the record active.

Advance notice for trip cancellation
Number of days in advance a trip must be cancelled. This can be over-ridden by a system
administrator.

Advance notice for trip requests
Number of days in advance a trip must be scheduled. This can be over-ridden by a system
administrator.

Approval Path
Defines the approvers and levels that a trip must go through to be approved for scheduling. An
approval path can have multiple levels, and multiple approvers within a level.

Approver
The person(s) who can authorize a field trip.

Arrival Time
The time the bus should arrive at the destination.

Budget
Entire amount allocated for an account for a given fiscal period (usually a school year).

Budget Number
This is an internal code that your organization can use to track this transaction. This field is
optional, so you do not have to complete it.

Budget Period
The fiscal period with its budgeted amount within the account record.
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Budget Threshold

The account’s monetary amount when a trip causes the budget period’s remaining balance to be

less than the defined amount. An email can be sent to the account’s contact based on email
options.

Capacity
The maximum number of people the vehicle can TransPort.

Charge Basis
The formula the system uses to calculate the trip cost. There can be many charge bases and
one default basis.

Clone
Create a new trip by copying the trip request details from an existing trip.

Closed Date
The date the trip is closed.

Completed Date
Date on which the trip completion details are entered.

Date Approved
The date the current trip is (was) approved.

Default Charge Basis
You set the appropriate charge basis to act as the default for all trips entered into the system.

Destination
Describes the place the field trip is going to. The opposite of the origin.

Driver Assignment Rules
Flexible rules for defining how the next driver to be assigned a trip is selected.

Employee Type

Identifies the type of work an employee does. For example, you might have a driver type, an aide
type, etc. You use these records to specify the organization required certification and training for

a particular type of work.
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Express Trip
Allows a user with the appropriate permissions the ability to request and approve a trip in a
single function. Trip is immediately ready to schedule.

Fiscal Period
The term of your budget, usually for districts, the school year.

Fixed charges
Static set of charges defined on the Charge Basis that can be included on an invoice.

Hire Date
The date your organization hired this employee. The system may use this date for calculation
purposes.

Inactive Check Box
When a check does not display in an Active box, Triptracker considers the record inactive.

Invoice
An itemized list of charges incurred for the trip, including Invoice Date, Invoice number,
quantities, and prices.

Job category
Specific job function assigned to an employee defining pay rates to be used in creating the
invoice.

Leave Time
The time the bus should leave the destination.
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Location Type
Indicates which type of location you are entering.

Destination Only: If your field trips only go to this location as an end result (not as a starting point
for the trip).

Origin Only: If your field trips only start from this location (as in a school or the bus garage
location or terminal).

Look Ahead Days
How far ahead you want the program to notify you of approaching expiration dates. For example,
if you want to know that a driver’s certification is going to expire two weeks ahead of time, type

14 in this field.

Origin
This is the place the field trip starts. Most of the time, the trip origin is a school but it does not
have to be.

Pick Lists
Lists that contain both drivers and monitors/aides. Versatrans Triptracker allows you to create
and maintain multiple Pick Lists for both drivers and monitors/aides and have those Pick Lists
available at the same time during scheduling.

Reactivate
Move a cancelled trip into the Approval process as an active trip request.

Refusal Date
The date a driver refused a trip. The system defaults to the current date but you can either type
over this entry or you can click the down arrow and select the date from the calendar.

Resubmit
Move a rejected trip back into the approval process. See also “Trip Re-submission handling”.

Requester
Person requesting a trip.
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Seniority
If you want to list employees in a particular order based on seniority, enter the employee’s
number. See, Adding an Employee Record on page 72.

Seniority Date
If you want this employee to use a different date other than the date of hire for seniority
purposes, selectan alternate date. See, Adding an Employee Record on page 72.

Sit Time
Time during the course of a trip where a driver is not driving a vehicle

Super user
A user account that can access and update any information in the Triptracker application.

System Message
Message entered in the System Options page that will display for all users on the Today screen.

Taxable
Setting which indicates whether the current entry should be taxable.

Time threshold for trip requests
Time of the day during with trips cannot be scheduled. This pertains to Monday through Friday.

Trip Re-submission Handling
Option which determines whether a re-submitted trip will begin at the first step of the approval
process or step at which it was rejected.

Trip Statuses

Requested
A trip has been submitted and is waiting for approval.

Rejected
A requested trip has been rejected by an approver

Approved
An approver at each level of the approval path has approved the trip

Cancelled
Trip has been cancelled.

Scheduled
The driver(s) and vehicle(s) have been assigned to the trip
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Completed
The trip has taken place and all pertinent information needed by the invoice has been entered.

Awaiting Payment
The invoice has been generated for the trip

Partial Payment
A payment has been posted to the trip, but an outstanding balance remains

Paid
The trip has been paid in full

Closed
All action has been taken on the trip; there will be no further updates
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