


This is your main page.

To search for a trip go to
the top right toolbar and
put your curser over Trips

(1).

A drop down will appear,
scroll down and click on
Search Trips (2).
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Trip Requests Summary
YYou have 0 trip requests pending vour approval.

There are:

2 trips scheduled today
13 trips scheduled this week

There are items:

Awaiting approval; 2 items
To be scheduled: 21 items
To be completed: 23 items
To close: 0 items

Billing

Total billed this fiscal period: $0.00
Total cutstanding bills not paid: $0.00

There are items:

To be invoiced: 1items
Awaiting payment: 1295 items
Partially paid items: 0 items

Flagged for budget: 0 items

(2) —

System Messages

Welcome to Harker's Field Trip Request Systs

Administrative Tasks

|| System Opfions

{#y Svstem Email Options

& User Setup

B User Group Maintenance

€ Svstem Lists
Activity Types
Certifications
Charge Basis
Drug Test Types
Employee Titles
Employee Types
Fiscal Periods
Invoice Charges
Job Cateqories
Trip Locations
Trip Types
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Request Trip

Search Trips
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The Trip Search screen will
come up. Here, there are
many ways to search. If you
know the Trip ID # (3), type
it in and the search will take
you straight to that trip.

If you are not sure about the
Trip ID but you know who
the original requester is, you
can use the drop down (4) to
find that requester’s name.
Once you find the name,
click onit.

The Account Name (5) or
the Scheduled Dates are two
other ways to search.

For Scheduled Dates (6) you
can search by the exact trip
date, Ex. From 10/10/2008
To 10/10/2008 or if you
know approximate date, Ex.
From 10/1/2008 To
10/15/2008.

Once you have entered your
trip information click on

yl
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Trips Reports Admin Help

Trip Statu
|
Requester: TripN ‘I' 7 ‘
: L Account:
AOBTOVEE \RAHAM, JENNFER Y
Driver: ADLER, VICTOR = Other Options: J]

igﬂﬁgﬁgﬁg PLAR Scheduled Date: From

AITKEN, MIKE | ul |
AJLOUNY, MELINDA To
Alcantar, Soraya 6|‘ "l |
ALLERSMA, MIRIAM

AMARILLAS, RICHARD farcn || Clear | )
AMAYA, MANUEL
ANAND, NINA
ANDEEN, GERRY

ANDERSON, MICHELLE (7)
ANDERSON, PETER

ANDREWS, LEH PATRICIA
ANDRUS, M. ALANNA
ARBALLO, JAMES

ASHAR, SHITAL

BALDWIN, RAELYNN
BALLARDO, ELSA

BALYON, ROGER

BARBER, MARILYN
BARNABAS, BINA

BARTH, EVAN

BASS, SUSAN PRICE
BASSOMNI, FRANK M

BEENE, JONATHAN

BEIL, JUDI

BENGE, KIM v

Completed Date:
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Your Search Results will
show up on the bottom of
the page. If there is more
than one page of results you
will see the Next button (8)
below your results. You can
click on this button to view
the next page.

Click on the Trip Name (9)
once you found the one you
are searching for.
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‘ ' Request a Trip

E View Calendar Today

Trip Search

Basic SearchlAd\fanced Search|

Trips

Trip ID: I:I

Requester: ‘ V|
Appraver; ‘ v|
Driver: ‘ v|

Completed Date: From

—
=)
II

Trip Status: ‘ v|
Trip Name: ‘ |
Account: ‘ v|
Other Options: ‘ v|
Scheduled Date: From

10102008 v |

To

10102008 | |

Search Results
TripID Status

Trip Name

278 Awaiting Payment
274 Awalting Payment
269 Awalting Payment
262 Awaiting Payment

256 Awaiting Payment Varsity Football

255 Awaiting Payment ]V Football

254 Awaiting Payment Varsity Tennis

168 Awaiting Payment Football Team to Blackford

Reason For Trip

Morning Shuttle

rehearse for Picnic

Cross Country Practice
Rehearsal for Harker Picnic
Game vs Dougherty Valley
Game vs Dougherty Valley
Match vs Pinewood

Homecoming Assembly

161 Awaiting Payment Tamagawa Exchange Teacher P/U Take to SFO International - United # 837

159 Cancelled Football to Bucknall Assembly

Trips Found: 13

Account

General Transportation Only
LS Performing Arts

US Athletics

LS Performing Arts

US Athletics

US Athletics

US Athletics

US Athletics

Global Ed Japan

Football Team to Homecoming Assembly at Bucknall US Athletics

Trip Date

10/10/2008
10/10/2008
10/10/2008
10/10/2008
10/10/2008
10/10/2008
10/10/2008
10/10/2008
10/10/2008
10/10/2008

Reports

Support

Admin

Requester

KELLER, FRED
GIAMMONA, KRISTIN
COLLINS, CHRISTINE
SANCHEZ, TIFFANY
COLLINS, CHRISTINE
COLLINS, CHRISTINE
COLLINS, CHRISTINE
COLLINS, CHRISTINE
CALKINS, GAYLE
COLLINS, CHRISTINE

Help

Logout
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You are now at the Trip
Details page.

From this page you can
check the Status (10) of
you trip to see which step
itison. (The status’ are
Unsubmitted, Requested,
Approved or Rejected,
scheduled, Completed,
Awaiting Payment, Paid,
and Cancelled.)

You will also receive an
email with each step.

To check who your driver
will be and what bus will
be used click Scheduling

(11) on the trip toolbar.

{= VersaTrans TripTracker, Trip Request - Windaws Internet Explorer

mf - |g, http:fisis. harker.orgf TripTracker| TripRequest. aspxiRecordlD=256

V“? X |Google

0

file Edit ‘iew Favorites Took  Help
@ Covert - [ select

‘& '\'ﬁ { @\n‘ersaTrans TripTracker Trip Request

‘ . Request a Trp

=

@ "B @ i |='_:){Eage - @Tgols el

iew Calendar

' Today

Trips

Reports Admin

Support

Help

Logout

Trip Request
Status: Awaiting Payment Trip Details | Trip Estimate | Directions | Scheduling | Completion | Invaicing | Payment | Trip History
(%] 10 Trip Details
Al R ?t(- ) Trip Name: Varsity Football
B o Trip ID: 256
o Trip Date: 10/10/2008
& Close Trip Type: Athletic-US
Activity: Sporting Event
6 o Reason for Trip: Game vs Dougherty Valley
‘ AU Submitter; Christinec
@ reject
Requester; COLLINS, CHRISTINE
Account: US Athletics
Account Notes:
Origin; Saratoga Campus
Origin Departure Date/Time:  10/10/2008 4:00:00 PM
Origin Return Date/Time: 10/10/2008 10:30:00 PM
Destination Arrival Date/Time Departure Date/Time
Dougherty Valley High School 10/10/2008 5:30:00 PM 10/10/2008 9:00:00 PM
Mo. of Adults: 5
No. of Students: 36
Special Accommodations: No
No. of Wheelchairs: 0
No. of Vehicles:
Contact Name: Office
Contact Phone: 925-479-6400
Notes: 2 of 2 bus requests for this trip. Cheerleaders and Cheer
Coach will also travel on this bus. Address: 10550 Albion |
Rd. San Ramon, CA 94582
Edit Request
&)
Done
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This will show you your driver
and bus scheduled for your
trip.

If there is more than one bus
needed for the trip you will
see #2 (12) in the information
box. You can click on #2 to
see the second driver and bus
scheduled for your trip.

To return to the details page
click Trip Details (13).

To get back to your main page
| (14).

{ VersaTrans TripTracker, Trip Request - Windows Internet Explarer

6\:; A |g, http:ffsis.harker. orgTrinTracker TripRequest. aspx*RecordID=56 V|“’1‘” x| |G00gle

File Edit Wiew Favorites Tools Help

ﬁCOnvert

7} fﬁ [@\n‘ersaTrans TripTracker Trip Request

« [P0 Select

B0 & Gwe-Qus-”

Suppart

Logout

‘I Request a Trip .‘ E Lalendar .
Trip Request( 13 )

Status: Awaiting Payment
ﬁ Cancel

Al Reactivate

§

' Today

Trips Reports Admin Help

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

Scheduling

Vehicles and Personnel
Enter the vehicles and personn

Number of Vehicles Requested: 1

& Clone Click here to add another vel
ﬁ Close Click here to add a dri
CFilter Drivers by Acc (12)
Q ‘prove Aides and Monitors|# 1|# 2
@ Reject Driver: |PERROTTA, HEATHER
Vehicle: | ELS 23

Trip Destinations
Where applicable, indicate any destinations which are "drop and returns".

Exploratorium
Drop and Return

[E4

Dang 0 Internet 100 v




	Searching a Trip in �VersaTrans TripTracker
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6

