Appendix B
Using the T.0O.M. Master Calendar

The T.0.M. Master Calendar (Figure B-3) provides a calendar that monitors field trip activity for everyone
using the database.

Accessing the Master Calendar
The Master Calendar can be accessed from two different screens:
®  (Click the Calendar button on the Field Trip Search / Selection screen (Figure B-1).

B2 Field Trip Bequest Search

Field Trip Requests | Numher of trips selected: | 20

Departure Date Range: From: I— !i Ta: Ii !i Status: I ;!
Enter Date Range: From: r—!i Ta: I— Ei Mew Dest Only: [

Customer: | |33 |EAGLE RIDGE ELEM. Selecied Division: | ]
Destination: I ! Selecied Internal Number: i__
Selected Grade: | |

Flequest | Customer [ Destination [ Enter DateTime | Status  a
EAGLE RIDGE ELEM. A5 U PLAMITARILIM 5430400 12:31:33 PM Pending
: E&LLE BIDGE ELEM. AWML MOVIE THEATER BA000 7 230 : Fending
2161 EAGLE RIDGE ELEM. CELEBRITY THEATER 144400 5:06:59 PM Acceptec
2154 EAGLE RIDGE ELEM. CELEBRITY THEATER 144400 17:40:08 A Denied
2153 EAGLE RIDGE ELEM. CELEBRITY THEATER 144400 11:33:59 Ak Acceptec
2093 EAGLE RIDGE ELEM. CHAMDLER CEMNTER FOR ARTS |12/2/9310:20:08 AM | Acceptec
1993 EAGLE RIDGE ELEM. SCOTTSDALE CEMTER FOR THE| 1142399 11:16:11 AM | Acceptec
1869 EAGLE RIDGE ELEM. CELEBRITY THEATER 10426499 8:3324 AM | Acceptec
1841 EAGLE RIDGE ELEM. JUMIPER BERAMCH LIERARY 10/20/99 1728 AM | Acceptec
1840 EAGLE RIDGE ELEM. JUMIPER BR&MCH LIERARY 10420499 1417 &M Acceptec
1781 EAGLE RIDGE ELEM. PHOEMI= Z00 1045499 1:37:34 PM Acceptec ,!
4 i I .3

FindAlL| New | Bt | Delete |cCalendar] Exit |
a
L Click the Calendar button to display the

Master Calendar from the Field Trip
Search / Selection screen.

Figure B-1. Accessing the Master Calendar on the Field Trip Search / Selection Screen
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®  (lick the Calendar button on the Dates / Times tab section located on the General tab section of
the Detailed Field Trip screen (Figure B-2).

ES T.0.M. - Trip Bequests | _ O] x|
—

Status: Pending 53000 1:12:52 PM

Field Trip Requestl Entered By: ERE

5/30/0 1:12:5% PM

General | Instrietions I EBilling I Other |

Requesti: |_21_?‘§ Diates [ Times lPasseng\ers."Miles."Pm’posei
Reqguest Date: I‘_ME Departure: Im E!
Cuswmer: | 55 [FAGLE RIDGE ELEM. Return : m' |
Contact: I Depariure Time : Im.
Destination: || 0] Arvival Time : [ .45 AM
l Leave Time: [ 300 PM
[ Return Time : m

Fund: || E Calendar | <—

OE

Click the Calendar button to
display the Master Calendar from
the Detailed Field Trip screen. E—

Figure B-2. Accessing the Master Calendar on the Detailed Field Trip Screen

Working with the Master Calendar

The current month and year is displayed at the top of the screen when you first open the Master Calendar.
If you change the months and/or years, the currently selected month and year changes at the top of the
screen. To use the Master Calendar (Figure B-3):

® (Click on any day in the month to select it.

®  (Click the < button in the VCR controls (near the top of the screen) to change the calendar to the
previous month of the same year.

®  (Click the > button in the VCR controls (near the top of the screen) to change the calendar to the
next month of the same year.

®  (Click the << button in the VCR controls (near the top of the screen) to change the calendar to the
previous year of the same month.

®  (Click the >> button in the VCR controls (near the top of the screen) to change the calendar to the
next year of the same month.
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Click the Exit button to
leave the Master Calendar.
Figure B-3. The Master Calendar
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