Cloning a Trip in
VersaTrans TripTracker



To search for an old trip put
your curser over Trips (1)
located on the top right
toolbar. Scroll down and
click on Search Trips (2).
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The Trip Search screen will
come up. This is where you
can search by the Trip ID #,
Requester (the person who
originally requested the
trip), Trip Name, or even
the Scheduled Dates (trips
original dates).

Once the information for
the old trip is entered, click

(3).
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Once you have located
an old trip you will see
the Clone (6) button
located on the left
toolbar under Trip
Request. Click the Clone
button to duplicate trip.
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Then look under Trip
Request on the left
toolbar you will see
Status: Unsubmitted (7).
You can now edit the trip.
Start by changing the
date in the Trip Date field

(8).

Once the date is changed
in the Trip Date field, the
rest of the dates will
automatically change as
well.

You can also change the
times of your trip in this
screen (9).
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Once changes are made hit
the (10) button
located at he bottom of the
page (this step should take
about 30 seconds to
complete).
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Once trip has been
saved you will see

V) Trip Successfully
Submitted (11). Notice
under Trip Request
located in the left
toolbar, the status has
changed to Requested
(12).

Your trip has now been
saved with the changes
made and is in the
system.

You will receive the
normal confirming
emails.

{C VersaTrans TripTracker Trip Request - Windows Internet Explorer

@i\:;{r A |E| http: [fsis.harker .orgfTrinTracker | TripRequest, asp=?RecordID=56

V|'£| Igl |Google “EB

File Edt View Favotites Tooks  Help
*QCDnvert - Select

ﬂ’ & [@VersaTrans TripTracker Trip Request [ l

B0 @b Gum-”

‘ . Request a Trip

N — Support  Logout
# Calendar ' Today

Trips Reports Admin Help

Trip Request

Status: Requested ( 12 rip Details | Trip Estimate | Directions | Sche

Completion | Invoicing | Payment | Trip History

0 cancel Trip Details
Al Reactivate
i) @ Trip successfully submitted ( 1 1)
{1 Clone
B Close _ - _
Trip Name: AP Psych Exploratorium Trip Date: 81072009 ¥
Trip Type: Academic-US v Activity Type: School Event v
6 Approve
- Reason for Trip: |Sensation & Perception experiences ‘
@ Reject
ACCOUNE: [ S Recuring Acadzmics v| Requester:[ScHATZ NAOMI v
[JExpand Requester List
Acmunt Primary approval for recurring US 4
Notes: Academics requests is handled by v
Origin: Saratoga Campus v
Departure Date: [8/10/2009 v Departure Time:  |3:00 AM
Return Date: 8/10/2009 v Return Time: 3:00 PM
Destinations:
Destination: | - :'i.':tn;t find your destination in the
Click here to add a new location... ||
Date Time
arival: [8r10/2009 v/ |
Date Time
Departure:| 8102009 ¥ |
Click "Add" to add the select location
to the list of destinations for this trip.
Destination Arrival Date/Time Departure Date/Time
Exploratorium 8/10/2009 10:00:00 AM 8/10/2009 2:00:00 PM Remove o
Done

e Inkernet

LI




To see the details of your
new trip click Trip Details
(13). This will show you all
of the new information
you entered in your cloned
trip.
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