
School Book B-1

Appendix B
Using the T.O.M. Master Calendar
The T.O.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).

Figure B-1. Accessing the Master Calendar on the Field Trip Search / Selection Screen

Click the Calendar button to display the
Master Calendar from the Field Trip
Search / Selection screen.
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• Click the Calendar button on the Dates / Times tab section located on the General tab section of
the Detailed Field Trip screen (Figure B-2).

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.

Click the Calendar button to
display the Master Calendar from
the Detailed Field Trip screen.
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Figure B-3. The Master Calendar

Click the Exit button to
leave the Master Calendar.

Use the << and
>> buttons to
select the
previous year
(<<) or next
year (>>) of the
same month.

Use the < and
> buttons to
select the
previous
month (<) or
next month
(>) of the
same year.
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