Chapter 4
Searching Field Trip Requests and
Printing your Search Results

The search feature of the Field Trip Request Search / Selection screen (Figure 4-1) is very easy and
powerful. To search your field trip requests enter your search parameters and click the Find All button.
T.0.M. will display all the field trip request records that matched your search parameters. Figure 4-1
shows the key search portions of the Field Trip Request Search / Selection screen.

The search parameters tell T.O.M. what field ——| Number of records
trip requests you want to find in the search. found in the search.

B3 Field Trip Request Search

x|
Mumniher of trips selected: I 16

Field Trip Requests |

[ atez General | Other |

Departure Date Range: Fro I EI To: I J Status: I j

Enter Date Range: From: I EI To: I B8] New Dest Only: |

T | EAGLE RIDGE ELEM. Selected Division: | -
Destination: I Selected Internal Mumhber: I
Reguestd | Customer [ egtination Enter D ate/Time Statuz La
3043 EAGLE RIDGE ELEM. : FO0714PM  Pending
04 EAGLE RIDGE ELEM. ABCMUSIC STORE 1.-’18.»'2[!02941 05AM | Denied
3040 EAGLE RIDGE ELEM. AGUA FRIA HIGH SCHOOLMNORT | B/20/2001 91017 AWM Denied
039 EAGLE RIDGE ELEM. AGUA FRIA HIGH SCHOOLMORT  5/24/2001 35459 PM | Accepted
a03s EAGLE RIDGE ELEM. AGUA FRIA HIGH SCHOOLMNORT  5/24/2001 35253 PM | Accepted
020 EAGLE RIDGE ELEM. FHOEMI= Z00 9/25/2000 4:48:01 PM | Accepted
amsg EAGLE RIDGE ELEM. ARIZOMA SCIENMCE CENTER 942502000 41923 PM | Accepted
2951 EAGLE RIDGE ELEM. DUMCAN FAMILY FARM 9412/2000 90203 AM | Accepted
2950 EAGLE RIDGE ELEM. DUMCAN FAMILY FARKM 91272000 8:55:21 AWM Accepted
2949 Fanl F RINDGE FIFM ARLTIMA STATF TAPITAI Q1SN BN 3R PM - Arcented _ILI
4 i | »

z
1| Mew | Edit | Delete | Calendar| Copy | Print / Exit |

Enter your search parameters and click
the Find All button. T.O.M. searches the
database for all field trip requests that
match the search parameters.

All field trip requests that have
been found in the search are
displayed in this list.

Figure 4-1. Field Trip Request Screen

The T.O.M. Master Calendar provides a calendar that monitors field trip activity for
everyone using the database. You can display this calendar by clicking the Calendar
® T.0.M Tip button. See Appendix B — Using the T.O.M. Master Calendar for more details.
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Chapter 4: Searching Field Trip Requests & Printing Your Search Results

You can combine search parameters for more exact searches. For example, you could enter a departure
date range and a destination to get only field trip requests made for that destination for that date range. The
following is a description of each of the search parameters that T.O.M. allows you to use when searching
for field trip requests.

Departure Date Range: Use these fields to search your field trip requests by their departure date. T.O.M.
makes it easy for you to key in any date. Rather than having to type in a “/”” or a”-”” when typing in the
date, T.O.M. automatically places a “/”” between the Month, Day and Year (this is called ‘masking’). You
must, however, enter 2 digits for the month and the day. So, for example if you were entering a date of
3/2/1994° you would type ‘03021994’ and T.O.M. would automatically place two /* in the appropriate
positions in the date. The year must be entered as the full year (ex. ‘1997’ not ‘97’). If for some reason this

mask feature of T.O.M. gets confused you then must enter the entire date including the slashes.

To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date. To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar. See Appendix A — The Pop Up
Calendar and Time Entry Screens for more details.

Enter Date Range: Use these fields to search your field trip requests by their enter date. T.O.M. makes it
easy for you to key in any date. Rather than having to type in a “/” or a”’-” when typing in the date, T.O.M.
automatically places a “/”” between the Month, Day and Year (this is called ‘masking’). You must,
however, enter 2 digits for the month and the day. So, for example if you were entering a date of
3/2/1994° you would type ‘03021994’ and T.O.M. would automatically place two /* in the appropriate
positions in the date. The year must be entered as the full year (ex. ‘1997’ not ‘97’). If for some reason
this mask feature of T.O.M. gets confused you then must enter the entire date including the slashes.

To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date. To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar. See Appendix A — The Pop Up
Calendar and Time Entry Screens for more details.

Status: A field trip request can have one of three statuses:

® Pending: The request is relatively new and has not been reviewed by the Transportation
Department.

®  Accepted: The request has been reviewed and accepted by the Transportation Department.
®  Denied: The request has been reviewed and denied by the Transportation Department.

A new field trip request starts out with a status of Pending.

New Dest Only: This field is a check box field. That means it can either be checked or unchecked. Ifiit is
checked you are telling T.O.M. to choose only field trip requests that have a destination that is not in the
Transportation Department’s destination list. For more information about creating a new destination with a
field trip request see Appendix C — Using the Destination Search Screen.

Customer: As you can see this field already has your school’s customer number entered by T.O.M. You
cannot change this field. Which means you only see YOUR field trip requests no matter what other search
parameters you enter.

Select Division: Customers can be assigned to divisions. You may then search field trip requests by
division. Since you can only search field trip requests that are for your school this search parameter will
not be of any additional use for you. It is really more useful for your Transportation Department.
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Chapter 4: Searching Field Trip Requests & Printing Your Search Results.

Destination: You may select a specific destination to search your field trip requests by. For example, you
may search all field trips requests for the city zoo. You may search the list of destinations created by your
Transportation Department alphabetically by clicking the Destination button. For more information using
the destination search screen see Appendix C — Using the Destination Search Screen.

Selected Internal Number: Some school districts have preprinted, prenumbered field trip request forms
and they track the field trip requests by that preprinted number. T.O.M. stores this information in the
Internal Field Trip number. You may search your field trip requests by this number.

Selected Grade: You may search your field trip requests by the student grade level that you assigned to
the trip requests. Click on the down arrow to the right of the grade field to see a list of grades that you may
select. Once you find the grade you desire click on it and it will automatically appear in the grade field.

Printing a Report of the Field Trip Requests Found in the
Search Screen

You may want a hard copy list of the field trip requests found in the field trip request search screen. With
T.O.M. it’s simple to do. Just search for the trip requests you desire and then once you have found the trip
requests you want simply click on the Print button (Figure 4. 2). This will cause the Trip Requests Report
screen to display (Figure 4. 3). From this screen you may choose from two different report formats to print
your trip requests.

B3 Field Trip Request Search |

Field Trip Requests | DNumiber of ivips selected: I 14

[ atez General | Other |

Departure Date Range: From: I EI Tn:l E Status: I d
Enter Date Range: From: I EI Tn:l E MNew Dest Only: [

T |55 EAGLE RIDGE ELEM. Selected Division: | -
Destination: I Selected Internal Mumhber: I
Fequesttd | Custorner [ estination Enter Date/Time Statuz La
3043 EAGLE RIDGE ELEM. ) ,: Pending
3041 EAGLE RIDGE ELEM. A B CHMUSIC STORE 1A8/2002 34108 AW Denied
3040 EAGLE RIDGE ELEM. AGLUA FRIA HIGH SCHOOL-WORT 6/20/2000 31017 Ak | Denied
3034 E4GLE RIDGE ELEM. AGLAFRIA HIGH SCHOOL-WORT 54242000 35459 P Accepted
3038 EAGLE RIDGE ELEM. AGLUA FRIA HIGH SCHOOL-WORT 54242000 35253 PM | Accepted
a0z E4GLE RIDGE ELEM. FHOENI= Z00 9/25/2000 44801 PM  Accepted
amA EAGLE RIDGE ELEM. ARIZ0OMA SCIEMCE CENTER 94252000 41923 PM  Accepted
2951 E4GLE RIDGE ELEM. DUNCAN FAMILY FARM 9A2/2000 20203 AW Accepted
2950 EAGLE RIDGE ELEM. DUMNCAM FAMILY FARM 942/2000 5521 AWM Accepted
949 FanlF RINGE FIFR ARETIMA STATF CARITAI AN E N7 36 P Ancented _ILI
4 i | »
|| New | Edit | Delete | Calendar| Copy | Print[ ¢ mit |

Figure 4. 2- Printing a Report Listing a Group of Field Trip Requests found in the Search

Click the Print button to print
a report of the trip requests
found in the search.

School Book 4-3



. Chapter 4: Searching Field Trip Requests & Printing Your Search Results

B3 Trip Request Reporks

Trip Request Reports

=10l x|

Drop Down
list of Trip
Request
Report
Options

— % What Repori: |1 Line Field Ttip Feguest Repott j

Title: ID etronistration Rep Drtl

Email Report: I"/
Report io File: r\

Click the Print
button to print
the selected
report to
printer.

THE TRIP REQUEST REPORT SCREEN

N
|y Print | Preview | Exit
Figure 4. 3— The Trip Request Reports Screen
Click the Preview button to Click the Exit
Preview the Selected report button to close
on your screen. the Trip Request
Reports screen.

A user title that
prints at top of
all pages of
report you
select.

Check to send
report in email as
attached file.

Check to save
report as a file
such as a Word
document or
Excel
spreadsheet.

The Trip Request Reports Screen allows you to do many things. You can select to print from two different
reports listing the trip requests found in your search. You can also give your report a custom title that will

print at the top of every page of the report you select. You can either preview your selected report on
screen or send it to your printer. You can save your report as a Microsoft Word Document or Excel

Spreadsheet and you can even attach that file to an email and send it to someone automatically! Let’s take

a look at each part of this easy yet powerful screen!

What Report: When you click on the Print button on the Trip Requests Search Screen (Figure 4. 2) you
are given a choice of two different reports to print. Just click on the down arrow to the right of this field
and a drop down list will display with your choices of reports. Below is a quick description and example

of each of these reports.

Report

Sample
Report Name Report Description
1 Line Field Trip Request Figure 4. 4 This is a very simple report listing on line of
Report basic information for each field trip request
found in the search.
2 Line Field Trip Request Figure 4. 5 This is a more detailed report listing two lines

of information for each field trip request
found in the search.
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Chapter 4: Searching Field Trip Requests & Printing Your Search Results.

crosoft Access - [RPT_FIELDTRIP_REQ E_RPT : Report] : == x|
Jﬂ File Edit View Tools Window Help ;Iillﬂ

|¥-5 Cclo@Em|ws -

613420073 10:09-57 PM PARADISE VALLEY SCHOOL DI TRICT 469
FIELD TRIP REQUEST REPORT

Demonstration Report

Fequest# Dep.Date Custorer Destination Fet. Date Depart/ Fetum Times  Stas

3043 E4GLE RIDGE ELEM. Pending

3041 1/31/2002 E4GLE FIDGE ELEM. AFE C MUSIC STORE 13162002 SO00AM 206FM  Denied

3040 &16/2003 E4GLE FIDGE ELEM. AGUA FRIA HIGH 3CHOCL- &/162003 S00AM 1.00FM  Denied
WORTH

3m9 52412001 E4GLE RIDGE FLEM. AGIA FRIA HIGH S CHOCL- /2402001 S0AM F00FM  Accepted
WORTH

3me Si24/2001 EAGLE RIDGE ELEM. AGIA FRIA HIGH SCHOOL- /242001 S00AM 300FM  Accepted
HORTH

3020 10/1272000 E4GLE RIDGE ELEM. PHOENIE 200 10122000 9154AM 130PM  Accepted
3018 10/272000 E4GLE FIDGE ELEM. AFRIZONA SCIENCE CENTER, 1072000 S15AM 130FM  fecepted
2951 1041172000 E4GLE RIDGE ELEM. DUNCAN FAMILY FARM 10112000 915AM 130FM  fccepted
2950 10/1272000 E4GLE RIDGE ELEM. DUNCAN FAMILY FARM 10122000 915AM 130FM  fccepted
2343 12/12/2000 E4GLE FIDGE ELEM. AFIZONA STATE CAFTTAL 12122000 915AM 130FM  Accepted
2348 2272001 E4GLE FIDGE ELEM. FINNACLE HIGH 3CHOOL 227201 S15AM 130FM  Accepted
2947 12712000 E4GLE RIDGE FLEM. FHOENIEZ ARTMUSEIM 1252000 S154M 130FM  Accepted
2948 10/1142000 E4GLE RIDGE FLEM. ARTZOM A SCIENCE CENTER 10112000 915AM 130FM  Accepted
2880 Q202000 E4GLE RIDGE FLEM. Weterars Mermozial Colisenm /202000 S0AM 130FM  Accepted
2828 Sil4/2000 E4GLE RIDGE ELEM. AMERICA WEST AREN 4 971472000 930 AM 130PM  Aocepted

2800 11712000 E4GLE RIDGE ELEM. SCOTTSDALE CENTER FOR 1117200 S154M 130PM  Accepted
THE ARTS

** * Total Count: 16

3

Ready [

Figure 4. 4 —the 1 Line Field Trip Request Report
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E Microsoft Access - [RPT_FIELDTRIP_REQ_LLINE_RPT : Report] ===
Jﬂ File Edit Wiew Tools Window Help ;Iiléﬂ

- & PoE@ o - o=|F- Ba 0.

61262005 10:09:57 FML. PARADIE VALLEY SCHOOL DISTRICT#67
FIELD TRIP REQUEST REPORT

Demonstration Report

Fequest#  Dep. Dade Cwstorer Destimation et Date Depast! Ratum Times _ Stabus

3043 EAGLE FIDGE ELEM. Pending

3041 13112002 EAGLE RIDGE FLEM A C MUSIC STORE 1AL/202  BO0AM 206FM  Denisd

3040 A0 EAGLE RIDGE FLEM AGIA FRIA HIGH SCHOOL- ENAENT RO0AM 1O0FM  Denisd
WORTH

309 2472001 EAGLE RIDGE ELEM. AGUA FRIA HIGH SCHOOL- 54201 BO0AM 300PM  Acceptd
WORTH

3038 2472001 EAGLE RIDGE ELEM. AGUA FRIA HIGH SCHOOL- 54201 BO0AM 300PM  Accepted
NORTH
3020 10192000  EAGLE RIDGE ELEM. FHCENIZ 200 10192000 9:15AM 130FM  Aecepted
3019 10/9/2000 FAGLE FIDGE ELEM. ARIZONA SCENCE CENTER 1092000 S1SAM 130FM  Accepted
2951 101200 EAGLE RIDGE ELEM. DUNCAN FAMILY FARM 1012000 9:15AM 130FM  Aecepted
2950 10122000  EAGLE FIDGE ELEM. DUNCAN FAMILY FARM 10122000 9:15AM 130FM  Aecepted
2949 12122000 FAGLE RIDGE ELEM ARIZONA STATE CAPTTAL 12122000 9154M 1A0FM  Accepted
2948 2272001 EAGLE RIDGE FLEM FINHACLE HIGH SCHOOL 2EANL 915AM 1A0FPM Accepted
2547 12/7/2000 EAGLE RIDGE ELEM. FHCENIZ ARTMUSEUM 1252000 915AM 130FPM  Accepted
2945 10/1/2000  EAGLE RIDGE ELEM. ARIZONA SCIENCE CENTER 1012000 2:1SAM 130PM  Accepted
2880 9202000 EAGLE RIDGE ELEM. Veterans Mesworial Coliseum 920200 P30AM 130PM  Acceptd
2828 14/2000 EAGLE FIDGE ELEM. AMERICA WEST ARENA 400 PA0AM 130FM  Aeceptd

117142000 E4GLE RIDGE ELEM. SCOTTSDALE CENTER FOR 11172000 S1SAM 130FM  fecepted
THE ARTS

** + Total Count: 16

»

Ready [/

Figure 4. 5— The 2 Line Field Trip Request Report

Title: The user title that you may type in. It will display on the top of every page of the report you
selected. This title is very useful to enter for example, the search criteria you used for the report. For
example — “All denied field trip requests for the year”.

Email Report: Check this check box if you want to email this report as an attached file — such as an MS
Word document or Excel Spreadsheet. For more information about this feature see Appendix G —
“Emailing Your T.O.M. Reports as Word, Excel, Test or Other Files” later in this book.

Report to File: Check this check box if you want to save your report as an MS Word document, Excel
Spreadsheet or other type of file. For more information about this feature see Appendix H — “Saving your
T.O.M. Reports as Word, Excel or Other Files” later in this book.

The Print Button: Click this button when you want to send your selected report to your printer.

The Preview Button: Click this button when you want to see your selected report on your computer
screen.

The Exit Button: Click this button if you want to leave the Trip Requests Report screen and return to the
Trip Requests Search Screen.
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