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Gecko Microsolutions, Inc.
End User License Agreement

IMPORTANT — Your use of the Transportation Operations Manager Software, a product of Gecko Microsolutions, Inc., binds you
to a legal agreement with Gecko Microsolutions, Inc..

READ CAREFULLY:  This Gecko Microsolutions, Inc. End User License Agreement (“EULA”) is a legal agreement between you
(either an individual or a single entity) and Gecko Microsolutions, Inc. for the Transportation Operations Manager Software.  This
includes any and all computer software and associated media and printed materials whether supplied by Gecko Microsolutions, Inc.
along with this license or obtained “on-line” via modem or the Internet, and it may also include “online” software, interface or other
electronic documentation (hereinafter known as “SOFTWARE”).

The breaking of the seal on the SOFTWARE and/or the downloading of the SOFTWARE and/or the clicking on or activating the “I
Agree” icon/button and/or the copying of the SOFTWARE and/or the installing of the SOFTWARE and/or the using of this
SOFTWARE constitutes your knowledge and acceptance to be bound by the terms, conditions and obligations contained within this
EULA and further signifies your consent to faithfully fulfill and uphold all such obligations and duties.

This EULA and any Addenda constitutes the complete and exclusive agreement between Gecko Microsolutions, Inc. and you.

If you do not agree to the terms of this EULA, you must immediately return the unopened SOFTWARE to Gecko Microsolutions, Inc.
for a full refund within 90 days of purchase.

I.  Legal Enforcement of EULA:

This SOFTWARE is protected in the United States by the United States Copyright Law, 1976 Copyright Act, 17 United
States Code §101, et seq..  It is protected internationally by international copyright treaties and conventions as well as other
intellectual property laws.

Gecko Microsolutions, Inc. will protect and enforce its rights to the fullest extent of the law.  Any violation of the terms of
this EULA or a violation of other Gecko Microsolutions, Inc. rights and interests may result in civil fines and penalties as
well as criminal prosecution.

This License agreement is governed by the laws of the State of Arizona, without regard to conflicts of law provisions, and
you hereby submit to the exclusive jurisdiction, personal and subject matter, of the state and federal courts sitting in the
State of Arizona, County of Maricopa.   Therefore, any and all end user, or related third party, disputes arising under this
agreement or the use of this SOFTWARE will be brought by you in the State of Arizona, County of Maricopa and shall be
submitted to arbitration.  Such arbitration to be conducted under the prevailing rules of the American Arbitration
Association.  The arbitrator's award will be binding and may be entered as a judgment in any court of competent
jurisdiction.  Gecko Microsolutions, Inc. is not restricted by this arbitration provision and remains free, at all times, to bring
any type of action for any dispute or claim in any appropriate forum.

Your acceptance to this EULA and your use of this SOFTWARE hereby signifies your consent to the foregoing.

II.  Status of the Parties:

(A)  The SOFTWARE is licensed, not sold.
 
(B)  You are a “LICENSEE” not an owner.
 
(C)  Gecko Microsolutions, Inc. is the owner and “LICENSOR” of the SOFTWARE.
 
(D)  The SOFTWARE, is now and will at all times, remain the property of Gecko Microsolutions, Inc..  All title,

copyrights and intellectual property rights in and to the SOFTWARE, including, but not limited to, any
documentation, images (graphic arts, CADCAM, screen, photographs, animations), audio/video, music, text,
and sub-programs or “applets” incorporated into the SOFTWARE and any copies of the SOFTWARE are
owned by Gecko Microsolutions, Inc..  You may not copy the printed materials or documentation accompanying
the SOFTWARE.

III.  Grant of License to the LICENSEE (single user):

While Gecko Microsolutions, Inc. continues to own the SOFTWARE, you will be granted, in strict accordance with the
terms of this EULA, certain rights of usage which are specified herein.

This grant accords to you the status of “LICENSEE” and as such:

(A)  You MAY:
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(i)  install and use the SOFTWARE on a single computer; and
 
(ii)  store or install a copy of the SOFTWARE on a storage device, such as a network server, used only to

install or run the SOFTWARE on your other computers over an internal network, or alternatively, run
from the storage device; and

 
(iii)  copy the Software for “back-up” or archival purposes, provided that any such copy must contain all

of  the original SOFTWARE's  proprietary notices; and
 
(iv)  only after serving a written notice to Gecko Microsolutions, Inc., either in person or by certified U.S.

Mail, may you permanently transfer the SOFTWARE to another person or entity.  This transfer is
permissible ONLY if the recipient is notified of and agrees or has agreed to abide by all the terms and
obligations of this EULA.  You are responsible for notifying and presenting this EULA to the transferee.
Further, all copies of the SOFTWARE subject to the transfer must be disposed of (removed, erased,
transferred) this includes any accompanying documentation and archived materials.

(B)  You MAY NOT:

(i)  permit other individuals to use the SOFTWARE except under the terms listed above; and
 
(ii)  share or use concurrently a single license for the SOFTWARE on different computers (the number of

computers accessing or using the SOFTWARE is never to exceed the number of Licenses); and
 
(iii)  modify, translate, reverse engineer, decompile, disassemble or create derivative works based upon

the SOFTWARE, (except and only to the extent that such activity is expressly permitted by applicable law
notwithstanding this limitation); and

 
(iv)  copy the SOFTWARE or accompanying documentation (except for back-up purposes as identified

above); and
 
(v)  resell, share, rent, lease, transfer, or otherwise transfer rights to the SOFTWARE or Documentation

(except as identified above); and
 
(vi)  remove any proprietary notices or labels on the SOFTWARE or Documentation; and
 
(vii)  sublicense, rent or lease any portion of the SOFTWARE; and
 
(viii)  permit others who are not representatives or employees of user to access, use or in anyway copy the

SOFTWARE; and
 
(ix)  use Gecko Microsolutions, Inc.’ other intellectual property assets and rights in a manner inconsistent

with the terms, restrictions and intent of this EULA and the law.

IV.  Geographic Site License (GSL):

Only in the event that this EULA was acquired by LICENSEE under a grant of a
Geographic Site License (“GSL”) from Gecko Microsolutions, Inc. will the provisions of this Section (V) apply.

In the event that the LICENSEE is a public school district then the LICENSEE is allowed to install the software on any
P.C.s (and as many P.C.’s) as they desire that are OWNED AND USED by the school district (LICENSEE).  If the
LICENSEE is a private school or college then the LICENSEE is allowed to install the software on any P.C.s (and as many
P.C.’s) as they desire that are OWNED AND USED by the private school or college (LICENSEE).  Copies are permissible
only to the extent that they are necessary for the component schools to participate in the LICENSEE’s services.

If the LICENSEE is a private contractor then the first the LICENSEE shall be defined as 1 specific terminal site of the
LICENSEE (i.e. the private contractor may NOT install the software at multiple terminal sites) and that LICENSEE is
allowed to install the software on any P.C.s (and as many P.C.’s) as they desire that are OWNED AND USED by the
LICENSEE.  Also this LICENSEE is allowed to install the SCHOOL VERSION of the software ONLY onto any PC used
by any school district that is serviced regularly by the LICENSEE.

The GSL permits the LICENSEE to make copies of any upgrades, patches or fixes issued by Gecko Microsolutions, Inc. to
be similarly distributed in accordance with the provisions of this Section.

In granting this GSL, Gecko Microsolutions, Inc. is in no way releasing or diminishing any of its rights and ownership over
the SOFTWARE or in its rights of Copyright or other intellectual property rights.

VI.  Limited Warranty:
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Gecko Microsolutions, Inc. warrants that the media on which the SOFTWARE is distributed will be free from defects for a
period of sixty (60) days from the date of delivery of the SOFTWARE to you.

Your sole remedy in the event of a breach of this warranty will be that Gecko Microsolutions, Inc. will, at its option,
replace any defective media returned to Gecko Microsolutions, Inc. within the warranty period or refund the money you
paid for the SOFTWARE.  Gecko Microsolutions, Inc. does not warrant that the SOFTWARE will meet your requirements
or that the operation of the SOFTWARE will be uninterrupted or that the SOFTWARE will be error-free.

THE ABOVE WARRANTY IS EXLCUSIVE AND IN LIEU OF ALL OTHER WARRANTIES, WHETHER EXPRESS
OR IMPLIED, INCLUDING THE IMPLIED WARRANTIES OF MERCHANTABILITY, FITNESS FOR A
PARTICULAR PURPOSE.

THIS WARRANTY GIVES YOU SPECIFIC LEGAL RIGHTS.  YOU MAY HAVE OTHER RIGHTS WHICH MAY BE
ACCORDED BY STATE LAW.  STATE LAWS VARY FROM STATE TO STATE.

This Limited Warranty is void if a SOFTWARE failure has resulted from accident, illegal use, abuse, or misapplication.
Any replacement SOFTWARE will be warranted for the remainder of the original warranty period or thirty (30) days,
whichever is longer.  Neither these remedies nor any product support services offered by Gecko Microsolutions, Inc. are
available without proof of purchase.

VII.  Disclaimer of Damages:

REGARDLESS OF WHETHER ANY REMEDY SET FORTH HEREIN FAILS OF ITS ESSENTIAL PURPOSE, IN NO
EVENT WILL GECKO MICROSOLUTIONS, INC. BE LIABLE TO YOU FOR ANY SPECIAL, CONSEQUENTIAL,
INDIRECT OR DIRECT, SPECIAL, PUNITIVE, OR OTHER DAMAGES WHATSOEVER (INCLUDING, WITHOUT
LIMITATION, DAMAGES FOR LOSS OF BUSINESS PROFITS, BUSINESS INTERRUPTION, LOSS OF BUSINESS
INFORMATION, OR OTHER PECUNIARY LOSS) OR SIMILAR DAMAGES, INCLUDING ANY LOST PROFITS
OR LOST DATA ARISING OUT OF THE USE OR INABILITY TO USE THE SOFTWARE EVEN IF GECKO
MICROSOLUTIONS, INC. HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES.

THE ENTIRE RISK ARISING OUT OF THE USE OR PERFORMANCE OF THE SOFTWARE AND
DOCUMENTATION REMAINS WITH YOU.

BECAUSE SOME STATES AND JURISDICTIONS DO NO PERMIT THE LIMITATION OR EXCLUSION OF
LIABILITY FOR INCIDENTAL OR CONSEQUENTIAL DAMAGES THE ABOVE LIMITATION OR EXCLUSION
MAY NOT BE APPLICABLE TO YOU.

IN NO CASE SHALL GECKO MICROSOLUTIONS, INC.’ LIABILITY EXCEED THE PURCHASE PRICE FOR THE
SOFTWARE.

VIII.  Termination of EULA:

Without prejudice to any other rights, Gecko Microsolutions, Inc. may opt to terminate this EULA if you fail to comply
with the EULA’s terms and conditions.  In the event of termination, you are required to destroy all copies of the
SOFTWARE including archival copies as well as all of its component parts and documentation.  In addition, you are
required to comply with all other reasonable instructions concerning the disposal/return of the SOFTWARE.

IX.  Modification of EULA:

This EULA may be modified only by an ADDENDUM issued by Gecko Microsolutions, Inc..  Such an ADDENDUM, if
issued, will accompany this EULA or, under special circumstances, may be issued separately by Gecko Microsolutions,
Inc..  The effect of the modification instituted by the ADDENDUM to the original content and intent of this EULA will be
limited solely and exclusively to those terms and conditions which are specifically identified within the ADDENDUM.

X.  SOFTWARE Upgrading:

In the event that the SOFTWARE is:

(A)  an upgrade of a Gecko Microsolutions, Inc. product, you may use that upgraded product only in accordance with this
EULA.  LICENSEE agrees to promptly install the upgrade and to appropriately post any and all upgrade notices
and/or instructions.

 
(B)  an upgrade of a component of a Gecko Microsolutions, Inc. product that you licensed as a single product, the

SOFTWARE may be used and transferred only as part of that single product package and may not be separated for
use on more than one computer.
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(C)  a “patch” or “fix” for a Gecko Microsolutions, Inc.’ product or component of a product of Gecko Microsolutions,
Inc., LICENSEE agrees to promptly install the patch or fix and to appropriately post any and all accompanying
notices and/or instructions.

XI.  Term Invalidation Due to Applicable Law:

If any term, or portion thereof, of this EULA is determined or judged in a court of law to be invalid or unenforceable
pursuant to applicable law, including, but not limited to, the warranty disclaimers and liability limitations set forth above,
then the invalid or unenforceable provision will be deemed superseded by a valid and enforceable provision which most
closely matches the content and/or intent of the original provision and will not effect the remainder of the EULA which
shall continue to remain in full force and effect.

XII.  Reservation of Rights:

Any rights not expressly granted herein are reserved.

XIII.  Authorized Users of LICENSEE

Only the authorized users of the LICENSEE, including officers, employees, agents, and representatives, may have access to
and use the SOFTWARE.

XIV. U.S. Government Restricted Rights:

Use, duplication, or disclosure by the Government is subject to restrictions as set forth in subparagraph ( C ) (  1 ) ( ii ) of
the Rights in Technical Data and Computer Software clause at DFARS 252.227-7013 or subparagraphs ( C ) ( 1 ) and ( 2 )
of the Commercial Computer Software-Restricted Rights clause at 48 Code of Federal Regulations 52.227-19, as
applicable.  Manufacturer: Gecko Microsolutions, Inc., 822 E. Union Hills Drive, Suite 2-301, Phoenix, AZ 85024.

XV.  Restriction on International Transfer:

LICENSEE acknowledges that none of the SOFTWARE, the underlying information or the technology may be transported,
transferred, exported or re-exported into any country, or to a national or resident of same, which the United States of
America has embargoed or restricted the transmission of such goods or which is listed actively listed on the United States
Treasury Department's list of Specially Designated Nationals or the United States Commerce Department's Table of Denial
Orders.

By agreeing to the terms of this EULA you agree to the foregoing and  represent and warrant that you are neither located in
nor under the command and/or control of a national or resident of any such country so identified or listed.

XVI.  Contacting Gecko Microsolutions, Inc.:

Any questions or issues arising from this EULA or the SOFTWARE may be addressed to:

Gecko Microsolutions, Inc. Customer Service, 822 E. Union Hills Drive, Suite 2-301, Phoenix, AZ 85024.

[1-800-390-7520]  [www.geckoms.com]

XVII.  Copyright Notice:

Copyright © 1998 Gecko Microsolutions, Inc., 822 E. Union Hills Drive, Suite 2-301, Phoenix, AZ 85024 U.S.A.  All
rights reserved. Gecko Microsolutions, Inc. and Transportation Operations Manager Software are registered trademarks of
Gecko Microsolutions, Inc..
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Welcome to Transportation Operations Manager
(T.O.M.)

Thank you for selecting Transportation Operations Manager (T.O.M.).
T.O.M. was created by Gecko Microsolutions, a software firm specializing
in the development of software products for school transportation
operations.

I know that you will soon be taking advantage of the easy and powerful
features of your T.O.M. software.  As you know, T.O.M. was designed by
school transportation officials not by computer programmers.  As such,
you will find T.O.M. more robust in useful features than other
transportation programs.  Features like automatic assignment of drivers
and vehicles to field trips, automatic calculation of field trips estimates
and truly useful management reports could only be the product of people
who do the same job as you.

Now that you have invested in T.O.M. Gecko would like to extend to you
the same invitation that we extend to all of our customers.  Please tell us
how T.O.M. can improve.  Any excellent software product is never really
finished.  It is constantly evolving.  So it is with T.O.M..  Gecko is always
listening to its customers on ways to make T.O.M. an even more powerful
product.!

Once again, thank you for purchasing T.O.M..  We hope that it helps you
do your job better and make your life easier.  If you have any problems or
questions please don’t hesitate to contact us.

Brett Goshert

President
Gecko Microsolutions
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Chapter 1
Installing Your T.O.M. 4.0 Software
The T.O.M. 4.0 installation program lets you install the T.O.M. 4.0 software and/or the T.O.M. database
files on a standalone computer, a networked workstation or a network drive.


• The simple installation program makes it easy for you to make the right choices for your
individual situation.


• You can install the T.O.M. database files on any valid drive, not necessarily on the same drive as
your software.


• If you wish, you can copy the installation program to a file server so that you can run the
installation program directly from the server and quickly install T.O.M. on all your workstations.
No more “hoofing” the CD around to each workstation for installation!


• If you are upgrading your existing T.O.M. software, see the separate instructions that came with
your upgrade for details.


• Your T.O.M. 4.0 CD includes the comprehensive T.O.M. 4.0 Tutorial, which is
automatically installed on your computer when you install the T.O.M. software. You can
view the tutorial any time while you’re running T.O.M. by opening the Help menu, and
clicking the Tutorial option. It’s a great way to learn about “the most powerful field trip
software on the planet!”


• When you have completed installing your T.O.M. software see Chapter 2 – “Setting Up and
T.O.M. and Running T.O.M. For the First Time” later in this manual for a check list of things to
do to get T.O.M. up and running as quickly a possible.


Running the T.O.M. Installation Program
1. Insert your T.O.M. 4.0 CD into your CD drive.


2. Click the Start button on the Windows taskbar, and choose the Run option. The Run screen is
displayed (Figure 1-1).


3. Type d:setup in the Open field (Figure 1-1), where d is the CD drive containing the T.O.M. 4.0
CD. Click the OK button.


Figure 1-1. Starting the T.O.M. 4.0 Setup Program


4. The License Acceptance screen is displayed first (Figure 1-2). You may read the License agreement, if
you wish. Use the scroll bar to see the entire agreement. You must accept the License agreement to
continue with the setup program. Click the I Agree button to continue.







1-2 Transportation Operations Manager


Chapter 1: Installing Your T.O.M. 4.0 Software


NOTE: A hard copy of this license agreement is also found in the front of both the T.O.M. Getting
Started Manual and the T.O.M. User Guide.  Also a separate hard copy of the License agreement is
packed loose with the software shipment.


Figure 1-2. The License Agreement Screen


Click ‘I
Agree’
Button.
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5. The Welcome screen (Figure 1-3).  This is an introductory screen basically telling the user they are
about to install the T.O.M. software.  Click the Next button to continue.


Figure 1-3. The Welcome Screen


Click the
‘Next’
Button.
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6. The Select Which Type of Installation You Wish to Perform Screen displays.  If you are installing
T.O.M. for the first time click the New Installation button (Figure 1-4).


NOTE: If you are upgrading your existing T.O.M. software, see the separate instructions that came
with your upgrade for details.


Figure 1-4. The Type of Installation Screen


Click the
‘New
Installation’
button.







Getting Started Manual 1-5


Chapter 1: Installing Your T.O.M. 4.0 Software


7. The Version Selection screen (Figure 1-5) gives you a choice of four different versions of the software
to install. Click the button for the version you wish to install, as described below:


• Standalone: Both the full T.O.M. software and the empty T.O.M. database files will be installed
on a single P.C. that will be the exclusive user of the T.O.M. software.


• Network – Workstation: The T.O.M. software will run over a network (where the T.O.M. database
files will reside on a file server and the T.O.M. software will reside on each P.C. workstation
designated to run the T.O.M. software).  Because of this setup you must perform two different
types of installations to run T.O.M. on a network.  First, you will have to install the empty
database files on a file server.  Second, you will have to install the software on at least one P.C.
workstation.  Here you will be installing the T.O.M. software on a workstation.


NOTE:  If you are installing T.O.M. on a network then you should run the Network – New
Database setup first to install a blank set of T.O.M. database files to your file server.  This should
be done BEFORE you run the first Network – Workstation setup because the workstation setup
requires that you point to the T.O.M. database files that the software will use.  If there are no
T.O.M. database files on your server you will have nothing to point to.


• Network – New Database: The empty T.O.M. database files are installed on a file server.  This
process only needs to be performed once.  Then when you install the T.O.M. software on each
workstation you will attach to these T.O.M. database files.


• School: The special school version of T.O.M. is installed.  Like the Network – Workstation
software version no database files are installed with this choice.  Rather, after the software is
installed you attach to the T.O.M. database files on the file server.


Figure 1-5. The Version Selection Screen
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8. The destination directory defaults to C:\Trip (Figure 1-6). If this where you wish to install T.O.M.,
click the Next button to continue. NOTE: If you wish to change the destination directory, see the
T.O.M. Tip on the next page.


Figure 1-6. The Select Destination Directory Screen
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T.O.M Tip


Changing the Destination Directory


If you wish to change the destination directory, click the Browse button on the Select
Destination Directory screen (Figure 1-6). The Browse screen is displayed (Figure 1-7).
Navigate to the drive and directory where you wish to install the T.O.M. software
and/or database files and select it. (Browse to your network drive if you are installing
on a network.)


Figure 1-7. The Browse Destination Directory Screen


Click the OK button. The path you selected should be displayed on the Select
Destination Directory screen (Figure 1-6).
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9. If the Installation Details are correct as displayed on the Ready to Install screen (Figure 1-8) click the
Next button to start the installation. T.O.M. will install T.O.M. 4.0 on your computer according to the
installation options you chose.


NOTE: If you need to change the Installation Details click the Back button and change them before
continuing. Then click the Next button to start the installation.


Figure 1-8. The Ready to Install Screen


IMPORTANT! Some installations require that you attach to your T.O.M. database
before the installation is complete. If you see the Attach to T.O.M. Database screen
(Figure 1-11), follow the instructions in Attaching to Your T.O.M. Database later in
this chapter before you continue to step 10.
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10. When T.O.M has successfully completed the installation, the screen in Figure 1-9 is displayed. Check
the View What’s New with T.O.M. 4.0 Notes checkbox if you wish to view these notes when you exit
the Setup program. Otherwise, leave it unchecked. Click the Finish button.


Figure 1-9. The Installation Complete Screen


11. Click the OK button to restart your computer and complete the installation.


Figure 1-10. The Restart Windows Screen


NOTE: You can click the Cancel button if you wish to exit Setup without restarting the computer.
However, you will need to restart your computer at some point before your run the T.O.M. software.


Congratulations! You have successfully installed T.O.M. 4.0.
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Attaching to Your T.O.M. Database
The purpose of the Attach to T.O.M. database is to tell your T.O.M. software where your T.O.M. database
files are.  Because you can run T.O.M. on any drive on your P.C. and your T.O.M. database files can be on
a separate P.C.’s hard drive you must first tell T.O.M. where the T.O.M. database files are located before
you can run your T.O.M. software.  Now and then you may also need to remind T.O.M. where the T.O.M.
database files are located.  (This is especially true when you run T.O.M. over a network and a mapped
drive to your file server gets dropped for some reason.)


If you have an existing database, the Attach to T.O.M. Database screen is displayed (Figure 1-11) during
the installation process. Follow the steps in this section before continuing with the installation.


1. Setup will attempt to find the last location of your T.O.M. database so you don’t have to manually
locate it. Make sure the Use old path checkbox is checked and click the Attach button. T.O.M. attaches
the database and rebuilds the table attachments if you have the Refresh Table Attachments checkbox
checked.


Figure 1-11. The Attach T.O.M. Database Screen


However, if you are attaching the database from a location other than the old one or if T.O.M. has
trouble finding the database, you will need to browse to the database location. To do this, uncheck the
Use old path checkbox and click the Attach button. The Browse screen is displayed (Figure 1-12).


If this is the
first time you
have installed
your T.O.M.
software on
this P.C.
make sure the
‘Use old
path’ check
box is
unchecked.
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Figure 1-12. The Browse for T.O.M. Database Screen


This particular screen will ask you to locate the file ‘TRIP.MDB’.  This is your T.O.M. database.  If
you installed your T.O.M. software as a stand alone P.C. then this file will be in the same drive and
directory as your T.O.M. software.  If installed your T.O.M. software as a multiple user network
version of T.O.M. then your T.O.M. database will be located on a hard drive on your network server
probably within the directory ‘\TRIP’.


 
 The Windows File Screen lets you select what hard drive to look within.  This drive may either be a hard


drive on the P.C. that you are running the ‘Attach to T.O.M. Database’ Utility or a hard drive from
another P.C. that is on your network that is being shared to the other P.C.’s on the network.  If you are
running T.O.M. on a multiple user network then your file server’s hard drive(s) will be shared with
other P.C.’s on the network.


 
 Once you have selected what drive to look in you may then select the subdirectory (or folder) to look in on


that hard drive.  Typically your T.O.M. database is located in a subdirectory called ‘\TRIP’.
 
 Once you have selected what drive and subdirectory to look in you should see a short list of files on the left


hand side of your Windows File Screen.  One of those files in the list should be the file ‘TRIP.MDB’.
Click once on that file.  ‘TRIP.MDB’ should appear in the line that is above the list of files.


Navigate to the drive and directory where the ‘TRIP.MDB’ database is located and select it by clicking
on it. Then click the Open button and T.O.M. attaches the database and rebuilds the table attachments
if you have the Refresh Table Attachments checkbox checked (Figure 1-11).


Click on the
‘Trip’
(trip.mdb) file
then click on
the ‘Open’
button.
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2. When the database has been successfully attached, the message show in Figure 1-13 is displayed.
Click OK to continue.


Figure 1-13. The Workstation Attached Screen


3. Return to step 10 in Running the T.O.M. Installation Program to complete the installation process.
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Running Your T.O.M. Setup from a File Server
If you have to perform multiple installations, you may find it more convenient to copy T.O.M.’s
installation files to a file server and then run the T.O.M. setup from the file server.  This way the T.O.M.
CD does not have to be sent to each workstation to run the installation program. T.O.M. has made this very
easy for you to do by providing two different types of setup programs that you can run from a file server:
the Standalone version and the School version.


Installing using the Standard T.O.M. Setup program from a File Server vs the CD.


4. Copy SETUP.EXE and the Demo folder from the root directory of the T.O.M. 4.0 Installation CD to
the file server where you wish to run the installation routine.


5. From this file server location, double-click on SETUP.EXE.


6. Follow the installation steps in Running the T.O.M. Installation Program at the beginning of this
chapter.


7. Choose the Standalone version in step 7.


8. Browse to the workstation and select the path where you wish to install the software.


9. Complete the installation.


10. Attach the workstation to the T.O.M. database on your network to allow the workstation to work from
the appropriate database. See Attaching to Your T.O.M. Database described previously in this chapter
for details.


Installing using the special T.O.M. School Version setup program from a File
Server vs the CD.


1. Copy SCHOOL.EXE and the Demo folder from the root directory of the T.O.M. 4.0 Installation CD to
the file server where you wish to run the installation routine.


2. From this file server location, double-click on SCHOOL.EXE.


3. Follow the installation steps in Running the T.O.M. Installation Program at the beginning of this
chapter.


4. Choose the School version in step 7.


5. Browse to the workstation and select the path where you wish to install the software.


6. Complete the installation.


7. Attach the workstation to the T.O.M. database on your network to allow the workstation to work from
the appropriate database. See Attaching to Your T.O.M. Database described previously in this chapter
for details.
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		Changing the Destination Directory
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		Installing using the special T.O.M. School Version setup program from a File Server vs the CD.
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Setting Up and T.O.M. and Running
T.O.M. For the First Time
This chapter describes how to start T.O.M. and perform the tasks that must be performed before you can
start using T.O.M. in your organization.


Setting Up T.O.M.  A Check List
“OK, I’ve got T.O.M. on my computer...now what!?”


As with any powerful software system, T.O.M. requires some up-front setup work that you must perform
one time to allow you to use the system. Figure 2-1 provides a checklist of tasks that you must perform and
the order that they must be performed in before you can begin to use T.O.M. on a day-to-day basis.  Next
to each of these checklist items is a corresponding chapter or page number that gives more detailed
information about that item. Optional items may or may not pertain to your organization.


T.O.M. Setup Checklist


1. _____ Setup various lookup lists. (Chapter 3)


a) _____ Enter your billing rates. (Page 3.2)
b) _____ Enter your funds. (Page 3.9)
c) _____ Enter your employee types. (Page 3.12)
d) _____ Enter your vehicle types. (Page 3.15)
e) _____ Enter your schedules. (Page 3.18)
f) _____ Enter your destination categories (optional). (Page 3.26)
h) _____ Enter your divisions (optional). (Page 3.28)
i) _____ Enter your field trip categories (optional). (Page 3.30)
j) _____ Enter your grades (optional). (Page 3.32)
k) _____ Enter your characteristics (optional). (Page 3.34)
g) _____ Enter your money transaction types (optional). (Page 3.36)


2. _____   Enter your district options.  (Chapter 4)


3. _____ Enter your groups (optional).  (Chapter 9)


4. _____ Enter your users (optional).  (Chapter 9)


5. _____ Enter your customers (schools). (Chapter 5)


6. _____ Enter your vehicles (and their schedules). (Chapter 6)


7. _____ Enter your employees (and their hours, routes and schedules). (Chapter 7)


8. _____ Enter your known destinations (new destinations can be added on the fly!).
(Chapter 8)


9. _____ Enter / Change your invoice format template (optional). (Chapter 10)


10. _____ Enter / Change your trip ticket format template (optional). (Chapter 11)


11. _____ Enter / Change your Email template (optional). (Chapter 12)
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Figure 2-1. T.O.M. Setup Checklist


Starting Your T.O.M. Software


For Windows 95, 98 or Windows NT 4.0 or greater
 


1. Click the Start button. Highlight Programs, the T.O.M. folder and then click the T.O.M. program
(Figure 2-2).


 


Figure 2-2. Starting T.O.M. in Windows 95, 98 or Windows N.T. 4.0 or greater


For Windows, Windows for Workgroups or Windows NT 3.51 or older


1. In Windows open the T.O.M. Software Window.


2. Double-click on the School Bus icon labeled ‘T.O.M.’


Click the Start
button, then
Programs, the
T.O.M. folder
and then T.O.M.
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Using T.O.M.’s Main Screen
After a few moments the T.O.M. Main Screen will appear (Figure 2-3).  If you have T.O.M.’s security
turned on, you will first have to log into T.O.M.  See Chapter 9 - T.O.M. Security in this manual.


The T.O.M. Main Screen is your ‘home base’ in T.O.M. From this screen you can access the various
features of your T.O.M. software, which are explained in detail throughout this Getting Started Manual
and in the T.O.M. Users Guide.


Figure 2-3. T.O.M.’s Main Screen


The Status Bar provides a brief
description that helps tell you
what T.O.M. is doing.


These buttons allow you
quick access to some of
T.O.M.’s important
tasks.


These menus allow you
access to all of T.O.M.’s
features.





		Setting Up T.O.M. ( A Check List

		

		

		T.O.M. Setup Checklist







		Starting Your T.O.M. Software

		For Windows 95, 98 or Windows NT 4.0 or greater

		For Windows, Windows for Workgroups or Windows NT 3.51 or older



		Using T.O.M.’s Main Screen






Getting Started Manual 3-1


Chapter 3
Entering Lookup Lists
You will find that throughout T.O.M. you are offered several drop-down list boxes that allow you to
lookup various codes.  You use these codes to classify things like your employees and your vehicles or to
specify key information for your field trips like the billing rate or the fund.  These drop-down lists are
actually defined by you.


Before you can use T.O.M. you must set up these lists that tell the system how you want it to work for you.
In some of these lists you do more than just enter category information, you also enter values to be used in
calculations.  In your billing rates, for example, you enter an hourly and a mileage rate.  In your vehicle
types you assign various capacities that are used to calculate the number of vehicles required for a field
trip.


To access the various lookup list routines open the File menu, then click Other (Figure 3-1). Click the
lookup list you wish to access, such as Vehicle Types. That screen will be displayed.


Figure 3-1. Accessing the Lookup Lists on T.O.M.’s Main Screen


All of the lookup lists use the List Maintenance screen type format as is exhibited in the Billing Rates
screen (Figure 3-2).  Each of these screens is very similar in the way they allow you to navigate through
your list of values.  All of these routines allow you to add, change and remove items in the list. Figure 3-2
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gives a brief explanation of the various function buttons offered to you when you maintain a lookup list
file.


Some list maintenance screens have additional function buttons that allow you to perform special functions
for that type of list.


Working with Billing Rates
Billing rates are used to tell T.O.M. how much you charge for field trip miles and driver hours.  You may
create an unlimited number of billing rates.  When you enter your customers you may also specify a default
billing rate for this customer.  This billing rate is then automatically stamped on each field trip for that
specific customer.  You may also change this default billing rate and assign a new billing rate when
working with a specific field trip.


Figure 3-2. The Billing Rates List Screen


Figure 3-2 shows the Billing Rates List screen, which lists all of the billing rates that you have set up with
T.O.M.  From this screen you tell T.O.M. if you want to add a new billing rate, change an existing billing
rate or delete an existing billing rate.


Click to add a
new billing rate. Click to change the


selected existing
billing rate.


Click to remove
the selected
existing billing
rate.


Click to leave
the Billing Rates
List screen.


A list of all
your
existing
billing rates.
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Adding a New Billing Rate


If you wish to add a new billing rate click the New button and you will be taken to the Billing Rate Data
Entry screen (Figure 3-3, Figure 3-4 and Figure 3-5).  This screen will let you enter all of the billing rate
information.  To save the billing rate information you have entered click the OK button.  To exit this screen
without saving the information you have entered click the Exit button.  See Billing Rates Data Entry
Screen Options below for a complete description of the data entry fields and options.


Changing an Existing Billing Rate


If you wish to change an existing billing rate, then select a billing rate on the Billing Rate List screen
(Figure 3-2) by clicking the row containing the desired billing rate and then click the Edit button.  You will
be taken to the Billing Rate Data Entry screen (Figure 3-3, Figure 3-4 and Figure 3-5), which will let you
change any of the billing rate information except the billing rate code.  To save the billing rate information
you have changed, click the OK button.  To exit this screen without saving the information you have
entered click the Exit button. See Billing Rates Data Entry Screen Options below for a complete
description of the data entry fields and options.


Deleting an Existing Billing Rate


To remove an existing billing rate, then select a Billing rate on the Billing Rate List screen  (Figure 3-2) by
clicking the row containing the desired billing rate and then click the Delete button.  T.O.M. will ask you
to confirm that you really want to delete this billing rate.  If you do confirm to T.O.M. that you want to
delete the billing rate, T.O.M. will remove the billing rate from your T.O.M. database.
NOTE: T.O.M. will not allow you to delete a Billing rate that is being used by either a customer as a
default billing rate or by a field trip.
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Billing Rates Data Entry Screen Options


The Billing Rates screen uses three tabs to help you enter data in an organized fashion. They are the
Rates/General tab (Figure 3-3), the Minimums tab (Figure 3-4) and the Flat Amounts tab (Figure 3-5).
Click on the tab to see its options. The following describes the data entry fields and options for these tabs.


The Rates/General Tab on the Billing Rates Data Entry Screen


Click on the Rates/General tab in the Billing Rates Data Entry screen (Figure 3-3), if it is not already
displayed.


Figure 3-3. The Rates/General Tab on the Billing Rates Data Entry Screen


Billing Rate Code: The number that you assign a billing rate.  The number must be unique for that billing
rate.  The number can be between 1 and 32,767.


Billing Description: The long description of the billing rate.  This description can be a maximum of 30
characters.


Instructions: The instructions tell T.O.M. which billing rates and amounts to use.  T.O.M.’s field trip
billing can be very sophisticated and can accommodate a variety of billing methods simultaneously.  The
instructions tell T.O.M. what rate and amounts to use when calculating the field trip bill for all field trips
assigned to this particular billing rate.  T.O.M. offers you a list of six different billing instructions that you
may choose from.  Click on the down arrow to the right of the Instructions field to see this list of
instructions and then click on the instructions that best suites a billing rate.  The following is a detailed
discussion of each of these instruction options:
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Instruction Description
Rate (default) This instruction tells T.O.M. to multiply the field trips actual mileage and


actual driver hours by the mileage rate and hourly rate supplied in this
billing rate screen.


Step Rate This instruction tells T.O.M. to bill at two mileage and / or hourly rates.
When you select this instruction you will see the fields ‘For First ____
Miles (hours) then, use rate ____’ appear.  If you do not select ‘Step Rates’
for you instructions these fields would NOT display.   Step rates allow you
to bill for one rate for an initial number of miles and / or hours and then a
second rate for all miles / hours exceeding the initial number.


Employee Rates This instruction tells T.O.M. to multiply the actual field trip miles by the
mileage rate supplied in this billing rate screen and to multiply the actual
driver hours by the billing rate supplied in the employee screen for each
employee actually assigned to the field trip. (See Chapter 7 - Employees,
Their Hours and Schedules in this manual for more information about the
employee’s billing rate).


NOTE:  When calculating an estimate amount for a field trip using this
billing rate T.O.M. will multiply the estimate hours by the hourly rate
supplied in this billing rate screen.


You may also specify the rate as the # of Employee Rate to Use as
described below.


Employee Rates with OT This instruction tells T.O.M. to multiply the actual field trip miles by the
mileage rate supplied in this billing rate screen and to multiply the actual
driver hours by the billing rate supplied in the employee screen for each
employee actually assigned to the field trip.


T.O.M. will also determine what part (if any) of the employee’s actual
hours were performed in overtime for the week.  T.O.M. will then multiply
those weekly overtime hours by the Billing Weekly Overtime Hourly Rate
also supplied in the employee screen.  See Chapter 7 - Employees, Their
Hours and Schedules in this manual for more information about the
employee’s Billing Hourly Rate and Billing Weekly Overtime Hourly Rate
.


NOTE:  When calculating an estimate amount for a field trip using this
billing rate T.O.M. will multiply the estimate hours by the hourly rate
supplied in this billing rate screen.


The Employee Screen Allows you to specify up to six different Billing
Hourly Rates and Billing Weekly Overtime Hourly Rates.  In this Billing
Rates Screen you specify which of these Billing Rates and Billing Weekly
Overtime Rates you want T.O.M. to use when billing trips using this
Billing Rate.
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Instruction Description


Employee Rates with
Daily OT


This instruction tells T.O.M. to multiply the actual field trip miles by the
mileage rate supplied in this billing rate screen and to multiply the actual
driver hours by the billing rate supplied in the employee screen for each
employee actually assigned to the field trip.


T.O.M. will also determine what part (if any) of the employee’s actual
hours were performed in overtime for the day.  T.O.M. will then multiply
those weekly overtime hours by the Billing Daily Overtime Hourly Rate
also supplied in the employee screen.  See Chapter 7 - Employees, Their
Hours and Schedules in this manual for more information about the
employee’s Billing Hourly Rate and Billing Daily Overtime Hourly Rate


NOTE:  When calculating an estimate amount for a field trip using this
billing rate T.O.M. will multiply the estimate hours by the hourly rate
supplied in this billing rate screen.


The Employee Screen Allows you to specify up to six different Billing
Hourly Rates and Billing Daily Overtime Hourly Rates.  In this Billing
Rates Screen you specify which of these Billing Rates and Billing Daily
Overtime Rates you want T.O.M. to use when billing trips using this
Billing Rate.


Flat Amount This instruction tells T.O.M. to ignore the field trip’s miles and hours when
billing and simply bill the customer for the flat amounts that you have
entered in the field trip screen.


When you are adding a new field trip and you assign a billing rate to that
field trip any amounts and description that you have entered in the five flat
amount lines in this billing rate screen are stamped on the five flat amount
lines in the field trip screen.  You may then change these amounts for that
particular field trip


# of Employee Rate to Use:  If you have selected the options;  ‘Employee Rates’, ‘Employee Rates with
OT’ or ‘Employee Rates with Daily OT’ in the Instructions field then you are telling T.O.M. to use a set of
billing rates in each employees record.  T.O.M. allows you to specify up to six sets of these various billing
rates for each employee.  When you tell T.O.M. in the Billing Rates Instructions field that you want
T.O.M. to use an Employee’s Billing Rates you must also tell T.O.M. which one of these six set of
employee billing rates to use.  That is the purpose of the # of Employee Rate to Use field.   Click on the
down arrow to the right of the # of Employee Rate to Use field to see the list of numbers to use.


Mileage Rate: The dollar amount to multiply against actual miles when calculating bill if the instructions
are Rate, Step Rates, Employee Rates, Employee Rates with OT or Employee Rates with Daily OT.  This
amount is also multiplied against the field trip’s estimated miles when calculating an estimate for the field
trip if the instructions are Rate, Step Rates, Employee Rates, Employee Rates with OT or Employee Rates
with Daily OT.


Hourly Rate: The dollar amount to multiply against actual driver time when calculating the bill if the
instructions are Rate.  This amount is also multiplied against the field trip’s estimated driver time when
calculating an estimate for the field trip if the instructions are Rate, Step Rates, Employee Rates, Employee
Rates with OT or Employee Rates with Daily OT.
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The Minimums Tab on the Billing Rate Data Entry Screen


Click on the Minimums tab in the Billing Rate Data Entry screen (Figure 3-4), if it is not already displayed.
The following describes the data entry fields and options for this tab.


Figure 3-4. The Minimums Tab on the Billing Rates Data Entry Screen


Minimum # of Hours: This is a minimum number of hours that EACH driver assigned to the field trip
must have billed.  When you enter a number in this field T.O.M. will ensure during billing that the number
of hours multiplied by the appropriate hourly rate is at least equal to the minimum number of hours.


Minimum # of Miles: This is a minimum number of miles that EACH vehicle assigned to the field trip
must have billed.  When you enter a number in this field T.O.M. will ensure during billing that the number
of miles multiplied by the appropriate mileage rate is at least equal to the minimum number of miles.


Minimum Amount: This is a minimum dollar amount that you want T.O.M. to bill for EACH employee
and vehicle assigned to the field trip.  When you enter a number in this field T.O.M. will ensure during
billing that the total amount billed for EACH employee and vehicle is at least equal to the minimum
amount specified in this billing rate.


NOTE:  T.O.M. will not apply the minimums if you have selected ‘Flat Amount’ in the instructions field.
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The Flat Amounts Tab on the Billing Rate Data Entry Screen


Click on the Flat Amounts tab in the Billing Rate Data Entry screen (Figure 3-5), if it is not already
displayed. The following describes the data entry fields and options for this tab.


Figure 3-5. The Flat Amounts Tab on the Billing Rates Data Entry Screen


Flat Amount Descriptions (1-5): You may set up five flat charges that will be stamped on a field trip that
is assigned to this billing rate.  You may then change these amounts and their descriptions at the field trip
screen to some unique amount or description for that field trip.  These flat amounts can be useful for
entering common reoccurring charges that are to be commonly charged for field trips.  By setting up the
flat amounts in the Billing rate screen you will save time when entering field trips that usually charge the
customers for these amounts.  Each flat amount consists of the following two fields:


• Flat Amount Description: This is the description of the charge.  It can be up to 50 characters.
This description will appear on both the field trip estimate and invoice sent to the customer.


• Flat Amount: This is the amount of the charge.  This amount is added to the total amount billed
for a specific field trip.
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Working with Funds
T.O.M. allows you to set up an unlimited number of funds that are used by your district.  These funds that
you enter are then displayed for you when entering in field trips.  When entering a field trip you may
specify which fund is paying for the field trip.


Funds and Customer’s Field Trip Budgets


When setting up funds you may specify that a field trip that uses that fund will be subtracted from a
customer’s field trip budget.  This feature is useful when, for example, you wish to set up an outside
funding source like a PTSA group that will pay for field trips that are not funded by the school district.
You may enter a fund for this funding source and indicate that field trips using this fund are NOT to be
subtracted from a school’s field trip budget.


Figure 3-6. The Funds List Screen


A list of all your
funds.


Click to add a
new fund.


Click to change the
selected existing fund.


Click to remove
the selected
existing fund.


Click to leave
the Funds
List screen.Click to create a
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to replace
character strings in
your fund codes.


Search by fund
number.


Search by fund
description.


Check to search
only Active
funds, Inactive
funds or All
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Enter the fund #
or description,
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and then click
this button to
start the search.
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Figure 3-6 is the list screen showing you all of the funds that you have set up with T.O.M.  From this
screen you tell T.O.M. if you want to add a new fund, change an existing fund and remove existing fund.
You can search for funds by fund number or by description if you don’t know the fund number, which can
be quicker than scrolling if you have a lot of funds.


Searching for a Fund


You can quickly search for a fund-by-fund number or description using T.O.M.’s search feature. If you
don’t know the fund number, searching by fund description is helpful. If you have a lot of funds, searching
can be faster than scrolling. You can limit or expand your fund search by selecting All loans, only Active
loans or only Inactive loans in the Status field.


Enter the fund number or fund description. Select Active, Inactive or All in the Status field. Click the Find
button. If a match is found, the fund(s) will be displayed in the Existing Funds list. If you wish to edit this
fund, click the Edit button. NOTE: To select all funds again, delete the search information and click the
Find button.


Adding a New Fund


If you wish to add a new fund click the New button and you will be taken to the Fund Data Entry screen
(Figure 3-7).  This screen will let you enter all of the fund information. To save the fund information you
have entered, click the OK button.  To exit this screen without saving the information you have entered,
click the Exit button.


NOTE: By checking the Active checkbox, the fund will appear in any fund drop-down list. When a fund
becomes inactive, you can edit the fund here and uncheck this checkbox to make it inactive. The fund will
no longer appear in any fund drop-down list.


Figure 3-7. The Fund Data Entry Screen
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be up to 50
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Changing an Existing Fund


If you wish to change an existing fund then select a fund on the Fund List screen (Figure 3-6) by clicking
the row containing the desired fund and then click the Edit button.  You will be taken to the Fund Data
Entry screen (Figure 3-7).  This screen will let you change any of the fund information except the fund
code.  For example, you can make a fund inactive by “unchecking” the Active checkbox. To save the fund
information you have changed click the OK button.  To exit this screen without saving the information you
have entered click the Exit button.


Deleting an Existing Fund


If you wish to remove an existing fund, then select a Fund on the Fund List screen  (Figure 3-6) by clicking
the row containing the desired fund and then click the Delete button.  T.O.M. will ask you to confirm that
you really want to delete this fund.  If you do confirm to T.O.M. that you want to delete the fund, T.O.M.
will remove the fund from your T.O.M. database.  NOTE:  T.O.M. will not allow you to delete a Fund that
is being used by a field trip.


Creating a New Set of Funds from an Existing Set of Funds


Some T.O.M. customers must enter in a large number of funds that contain the actual fiscal year in the
fund number.  Those customers must then enter a new set of funds each year with the new fiscal year in the
fund number.  Not only is the time consuming and tedious it can leave the customer with a huge list of old
and new funds that is difficult to search through.  T.O.M. Create a Set of Funds from an Existing Set of
Funds feature was created to assist in this situation.


The Create New Funds from an Existing Set of Funds screen (Figure 3-9) allows you to create a new set of
funds by copying the existing funds and changing a group of characters in the fund number. For example,
you can replace the year “1999” with “2000.” In addition, you can make the previous year’s funds inactive
so that they do not appear in screens that list funds.


WARNING! This is a very powerful feature and should be used with caution and understanding of what
you are doing. Before proceeding, you should make sure that you are the only person using T.O.M. and
that you have backed up your T.O.M. database.
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Figure 3-8. DO NOT Proceed unless you have backed up your T.O.M. database!


From the Funds List screen (Figure 3-6), click the Create New Set of Funds button. Heed the warning
screen and click the OK button when you are ready to proceed. The Create New Funds From Existing
Funds screen (Figure 3-9) is displayed.


Figure 3-9. The Create New Funds From Existing Funds Screen
‘VCR’ buttons
that let you scroll
through your list
of funds.
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Position: This really is nothing more than a ruler that helps you determine the starting position of the
characters you wish to replace.  When entering the starting position of the characters you wish to replace,
look at this set of numbers. For example, if you are replacing 1999 in fund numbers that have this
sequence: MVPUB19990001, the starting position would be 6.


Sample Fund: Shows a sample of what your fund numbers look like. You can scroll through the records
using the “VCR buttons” near the bottom of the screen.


Replacement Characters: Enter the numbers you wish to replace. For example, to replace 1999 with
2000, you would enter “2000.”


Starting at Position: When entering the starting position of the characters you wish to replace, look at the
Position numbers at the top of the screen. For example, if you are replacing 1999 in fund numbers that
have this sequence: MVPUB19990001, the starting position would be 6.


Inactivate Copied Funds: Check this box to inactivate the original fund numbers so that they do not show
up in other screens that list funds. These funds are NOT deleted, just made inactive.
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Working with Employee Types
Employee Types allow you to enter the different categories of employees your district has.  You may enter
an unlimited number of employee types.  T.O.M. ships to you with a list example Employee Types.  You
do NOT have to use these Employee Types if you do not wish to.  Just keep the ones that you like and
delete the rest.


Figure 3-10. The Employee Type List Screen


Figure 3-10 is the list screen showing you all of the Employee Types that you have set up with T.O.M.
From this screen you tell T.O.M. if you want to add a new Employee Type, change an existing Employee
Type and remove existing Employee Type.


Adding a New Employee Type


If you wish to add a new Employee Type click the New button and you will be taken to the Employee Type
Data Entry screen (Figure 3-11).  This screen will let you enter all of the Employee Type information.  To
save the Employee Type information you have entered click the OK button.  To exit this screen without
saving the information you have entered, click the Exit button. See Employee Type Data Entry Screen
Options below for a complete description of the data entry fields and options.
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Figure 3-11. The Employee Type Data Entry Screen


Changing an Existing Employee Type


If you wish to change an existing Employee Type, select an Employee Type on the Employee Type List
screen (Figure 3-10) by clicking the row containing the desired Employee Type.  Then click the Edit
button.  You will be taken to the Employee Type Data Entry screen (Figure 3-11).  This screen will let you
change any of the Employee Type information except the Employee Type code.  To save the Employee
Type information you have changed, click the OK button.  To exit this screen without saving the
information you have entered, click the Exit button. See Employee Type Data Entry Screen Options below
for a complete description of the data entry fields and options.


Deleting an Existing Employee Type


If you wish to remove an existing Employee Type, select an Employee Type on the Employee Type List
screen  (Figure 3-10) by clicking the row containing the desired Employee Type.  Then click the Delete
button.  T.O.M. will ask you to confirm that you really want to delete this Employee Type.  If you do
confirm to T.O.M. that you want to delete the Employee Type, T.O.M. will remove the Employee Type
from your T.O.M. database.  NOTE:  T.O.M. will not allow you to delete a Employee Type that is being
used by an Employee.


Employee Type Data Entry Screen Options


The following describes the data entry fields and options for the Employee Type Data Entry screen.


Type:  This is the unique code assigned to each employee type.  The Type can be up to 5 characters - must
be unique to each Employee Type.


Description:  This is the long description of the employee type.  The description can be up to 30 characters
long.


Weekly OT Hours: When automatically assigning drivers to field trips T.O.M. can preclude weekly
overtime if you choose.  T.O.M. also gives you the flexibility to specify at what number of hours in a week
you consider overtime to occur (this is done in the District Options screen).  T.O.M. furthers this flexibility
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by allowing you to define what number of hours in a week you consider overtime to occur by employee
type.  This can be useful, for example, if you have drivers or aids that you do not wish to exceed 20 or 30
hours in a week.  When you specify a number greater than 0 in this field and instruct T.O.M. to preclude
overtime when assigning field trips, T.O.M. will ensure that no employees with this employee type are
assigned to field trips if that assignment will cause their weekly hours to exceed this number.  If this
number is 0 then T.O.M. will use the weekly OT Hours that you specified in the District Options screen.


Daily OT Hours: When automatically assigning drivers to field trips, T.O.M. can preclude daily overtime
if you choose.  T.O.M. also gives you the flexibility to specify at what number of hours in a day you
consider overtime to occur (this is done in the District Options screen).  T.O.M. furthers this flexibility by
allowing you to define what number of hours in a day you consider overtime to occur by employee type.
This can be useful, for example, if you have drivers or aids that you do not wish to exceed 4 or 5 hours in a
day.  When you specify a number greater than 0 in this field and instruct T.O.M. to preclude overtime
when assigning field trips T.O.M. will ensure that no employees with this employee type are assigned to
field trips if that assignment will cause their daily hours to exceed this number.  If this number is 0 then
T.O.M. will use the daily OT Hours that you specified in the District Options screen.
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Working with Vehicle Types
Vehicle Types allow you to not only specify the different categories of vehicles in your district but also to
specify the various capacity levels of each vehicle type. T.O.M. ships to you a list of example Vehicle
Types.  You do NOT have to use these Vehicle Types if you do not wish to.  Just keep the ones that you
like and delete the rest.


Vehicle Types − Passenger Capacities − and How T.O.M. Automatically Calculates
the Number of Vehicles Required for a Field Trip


Each vehicle type allows you to enter 3 levels of capacity; High, Medium and Low.  High capacity could
be for example, the number of first grade children that could fit in the vehicle.  Low capacity, on the other
hand, may be the number of high school football players in their uniforms that could fit in the vehicle.


These capacities are used by the system to calculate the number of vehicles required for a field trip.  When
entering a field trip, you may specify which capacity (high, medium or low) T.O.M. is to use when
calculating the number of vehicles required for the field trip. For more information about how T.O.M. uses
the vehicle capacity to calculate the number of vehicles required for a field trip, see the section titled How
T.O.M. Automatically Calculates the Number of Vehicles Needed for a Field Trip in Chapter 1 - Entering
Field Trips and Printing Estimates in the T.O.M. User Guide.


Figure 3-12. The Vehicle Types List Screen
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Figure 3-12 is the list screen showing you all of the Vehicle Types that you have set up with T.O.M.  From
this screen you tell T.O.M. if you want to add a new Vehicle Type, change an existing Vehicle Type and
remove existing Vehicle Type.


Adding a New Vehicle Type


If you wish to add a new Vehicle Type, click the New button and you will be taken to the Vehicle Type
Data Entry screen (Figure 3-13).  This screen will let you enter all of the Vehicle Type information.  To
save the Vehicle Type information you have entered, click the OK button.  To exit this screen without
saving the information you have entered, click the Exit button.


Figure 3-13. The Vehicle Type Data Entry Screen


Changing an Existing Vehicle Type


If you wish to change an existing Vehicle Type, select a Vehicle Type on the Vehicle Type List screen
(Figure 3-12) by clicking the row containing the desired Vehicle Type.  Then click the Edit button.  You
will be taken to the Vehicle Type Data Entry screen (Figure 3-13).  This screen will let you change any of
the Vehicle Type information except the Vehicle Type code.  To save the Vehicle Type information you
have changed, click the OK button.  To exit this screen without saving the information you have entered,
click the Exit button.


Deleting an Existing Vehicle Type


If you wish to remove an existing Vehicle Type, select a Vehicle Type on the Vehicle Type List screen
(Figure 3-12) by clicking the row containing the desired Vehicle Type.  Then click the Delete button.
T.O.M. will ask you to confirm that you really want to delete this Vehicle Type.  If you do confirm to
T.O.M. that you want to delete the Vehicle Type, T.O.M. will remove the Vehicle Type from your T.O.M.
database.  NOTE:  T.O.M. will not allow you to delete a Vehicle Type that is being used by a Field Trip or
by a Vehicle.
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Working with Schedules
The word “Schedules” is somewhat of a misnomer in the way T.O.M. uses them.  The best way to think of
schedules is as driver lists.  Schedules are a KEY item in the Automatic Assignment function of T.O.M.
When you enter schedules during setup you are merely entering the codes and descriptions of the schedules
that you will be assigning to employees and vehicles.  You may then build them by adding drivers and
vehicles to these schedules.


This is not the only place where you can build your schedules.  When you enter your employees and your
vehicles you may also indicate which schedule(s) they are assigned.


Please refer to Appendix A - Schedules - Setting Them Up & How They Affect Automatic Assignment
for a detailed discussion on schedules.  It is very important that you understand how schedules are
used by the system when automatically assigning drivers and vehicles to a field trip.  If you do not set
your schedules up correctly, the system will not automatically assign the correct drivers and vehicles
to your field trips.


Figure 3-14. The Schedule List Screen
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Figure 3-14 is the list screen showing you all of the Schedules that you have set up with T.O.M.  From this
screen you tell T.O.M. if you want to add a new Schedule, change an existing Schedule and remove
existing Schedule.


Adding a New Schedule


If you wish to add a new Schedule, click the New button and you will be taken to the Schedule Data Entry
screen (Figure 3-15).  This screen will let you enter all of the Schedule information.  To save the Schedule
information you have entered, click the OK button.  To exit this screen without saving the information you
have entered, click the Exit button.


 


Figure 3-15. The Schedule Data Entry Screen
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Changing an Existing Schedule


If you wish to change an existing Schedule, select a Schedule on the Schedule List screen (Figure 3-14) by
clicking the row containing the desired Schedule.  Then click the Edit button.  You will be taken to the
Schedule Data Entry screen (Figure 3-15).  This screen will let you change any of the Schedule information
except the Schedule code.  To save the Schedule information you have changed, click the OK button.  To
exit this screen without saving the information you have entered, click the Exit button.


Deleting an Existing Schedule


If you wish to remove an existing Schedule, select a Schedule on the Schedule List screen  (Figure 3-14)
by clicking the row containing the desired Schedule. Then click the Delete button.  T.O.M. will ask you to
confirm that you really want to delete this Schedule.  If you do confirm to T.O.M. that you want to delete
the Schedule, T.O.M. will remove the Schedule from your T.O.M. database.  NOTE:  T.O.M. will not
allow you to delete a Schedule that is being used by a Field Trip, Employee or by a Vehicle.


Printing a Schedule Report


You may at any time print a simple list of the schedule, its description and all the employees as well as
vehicles assigned to the schedule by clicking the Print button.  This list will also indicate which is the next
employee that will be assigned to a field trip using this schedule.
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Adding and Removing Employees To / From a Schedule


After creating a schedule you may right then add employees to that schedule.  Or you may wish to add new
employees to an existing schedule or remove employees from an existing schedule.  To access the screen
that allows you to do this click on the Add / Remove Employees button.  When you do this the Add /
Remove Employees From Schedule screen appears (Figure 3-16).  This screen will let you add or remove
employees from the current schedule.  When you have finished adding or removing employees from this
screen you will be returned to the Schedule screen.


Figure 3-16. The Add / Remove Employees To Schedule Screen
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Viewing the Spare Vehicles of a Schedule


While viewing a schedule you may also view those spare vehicles assigned to a schedule.  To do this you
would click the Vehicles button, which would cause the Vehicles Assigned to Schedule screen (Figure 3-
17) to display.  This screen lists all spare vehicles that are assigned to a specific schedule.  These vehicles
are listed in ascending order by date of last use and vehicle number.  From here you may go to the Add /
Remove Vehicles from a Schedule screen (Figure 3-18) where you may add or remove vehicles to or from
this schedule.


When you assign a vehicle to a schedule you are telling T.O.M. that it is available as a spare vehicle that
other employees may use when they are automatically assigned to a field trip that is using this schedule.
When automatically assigning drivers to field trips T.O.M. will always try and use that driver’s normal
vehicle.  But if that driver’s vehicle is the wrong type or is already in use then T.O.M. turns to this list of
vehicles assigned to the schedule for an alternate vehicle for that employee.  Please take time to read
Appendix A - Schedules - Setting Them Up & How they Affect Automatic Assignment for more information
about this topic.


 


Figure 3-17. The Vehicles Assigned to Schedule Screen
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Adding and Removing Vehicles To / From a Schedule


After creating a schedule you may right then add vehicles to that schedule.  Or you may wish to add new
vehicles to an existing schedule or remove vehicles from an existing schedule.  To access the screen that
allows you to do this click on the Add / Remove Vehicles button.  When you do this the Add / Remove
Vehicles From Schedule screen appears (Figure 3-18).  This screen will let you add or remove Vehicles
from the current schedule.  When you have finished adding or removing Vehicles from this screen you will
be returned to the Schedule screen.


.


Figure 3-18. The Add / Remove Vehicles To Schedule Screen
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Showing Open Cancellations for a Schedule


A driver is considered having a cancellation when he / she is assigned to a field trip and their assignment
status is changed to ‘Canceled’ by a user or the user cancels the entire field trip that driver was assigned to.
In your District Options Screen (Chapter 4 of this book) you may instruct T.O.M. whether, during
automatic assignment, you  want T.O.M. to automatically replace driver assignments that were canceled.  If
you do indicate that you want T.O.M. to replace these cancellations this screen allows you to see all
cancellations that have not been replaced for this particular schedule.  This can help you predict which
drivers T.O.M. will attempt to assign first the next time you run T.O.M. automatic assignment process.


Figure 3-19. The Open Cancellations Screen







3-26 Transportation Operations Manager


Chapter 3: Entering Lookup Lists


Showing Open Makeups for a Schedule


T.O.M. considers a makeup when a driver is either considered for assignment to a field trip during
automatica assignment and then is skipped due to some type of a conflict or the driver was assigned to a
trip and a user changes that driver’s assignment status from ‘Assigned’ to ‘Pass-Makeup’.  In your District
Options Screen (Chapter 4 of this book) you may instruct T.O.M. whether, during automatic assignment,
you  want T.O.M. to automatically replace driver makeups.  If you do indicate that you want T.O.M. to
replace these makeups this screen allows you to see all makeups that have not been replaced for this
particular schedule.  This can help you predict which drivers T.O.M. will attempt to assign first the next
time you run T.O.M. automatic assignment process.


Figure 3-20. The Open Makeups Screen
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Working with Destination Categories
T.O.M. allows you to group your destinations into various categories.  These categories can be useful later
in analyzing the number of field trips taken to certain types of destinations, for example.  These categories
are optional.  You are not required to create any destination categories.


Figure 3-21. The Destination Category List Screen


Figure 3-21 is the list screen showing you all of the Destination Categories that you have set up with
T.O.M.  From this screen you tell T.O.M. if you want to add a new Destination Category, change an
existing Destination Category and remove existing Destination Category.
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Adding a New Destination Category


If you wish to add a new Destination Category, click the New button and you will be taken to the
Destination Category Data Entry screen (Figure 3-22).  This screen will let you enter all of the Destination
Category information.  To save the Destination Category information you have entered, click the OK
button.  To exit this screen without saving the information you have entered, click the Exit button.


 


Figure 3-22. The Destination Category Data Entry Screen
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If you wish to change an existing Destination Category, select a Destination Category on the Destination
Category List screen (Figure 3-21) by clicking the row containing the desired Destination Category.  Then
click the Edit button.  You will be taken to the Destination Category Data Entry screen (Figure 3-22).  This
screen will let you change any of the Destination Category information except the Destination Category
code.  To save the Destination Category information you have changed, click the OK button.  To exit this
screen without saving the information you have entered, click the Exit button.


Deleting an Existing Destination Category


If you wish to remove an existing Destination Category, select a Destination Category on the Destination
Category List screen  (Figure 3-21) by clicking the row containing the desired Destination Category.  Then
click the Delete button.  T.O.M. will ask you to confirm that you really want to delete this Destination
Category.  If you do confirm to T.O.M. that you want to delete the Destination Category, T.O.M. will
remove the Destination Category from your T.O.M. database.  NOTE:  T.O.M. will not allow you to delete
a Destination Category that is being used by a Destination.
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Working with Divisions
T.O.M. allows you to group your customers into various divisions.  You may have a district with more than
one bus yard.  Each yard may service a group of schools.  You could set up each of these yards as divisions
and assign your customers to each yard.  You may then inquiry or report on your field trips by division.
These divisions are optional.  You are not required to create any Divisions.


 


Figure 3-23. The Divisions List Screen


Figure 3-23 is the list screen showing you all of the Divisions that you have set up with T.O.M.  From this
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Adding a New Division


If you wish to add a new Division, click the New button and you will be taken to the Division Data Entry
screen (Figure 3-24).  This screen will let you enter all of the Division information.  To save the Division
information you have entered, click the OK button.  To exit this screen without saving the information you
have entered, click the Exit button.


 


Figure 3-24. The Division Data Entry Screen
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If you wish to change an existing Division, select a Division on the Division List screen (Figure 3-23) by
clicking the row containing the desired Division.  Then click the Edit button.  You will be taken to the
Division Data Entry screen (Figure 3-24).  This screen will let you change any of the Division information
except the Division code.  To save the Division information you have changed, click the OK button.  To
exit this screen without saving the information you have entered, click the Exit button.


Deleting an Existing Division


If you wish to remove an existing Division, select a Division on the Division List screen (Figure 3-23) by
clicking the row containing the desired Division.  Then click the Delete button.  T.O.M. will ask you to
confirm that you really want to delete this Division.  If you do confirm to T.O.M. that you want to delete
the Division, T.O.M. will remove the Division from your T.O.M. database.  NOTE:  T.O.M. will not allow
you to delete a Division that is being used by a Customer.
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Working with Field Trip Categories
T.O.M. allows you to group your field trips into various categories.  These categories can be useful later in
analyzing the number of field trips taken to certain types of field trips.  For example you could create field
trips categories for your various school sports and then report on the number of field trips that were taken
for girls basketball in a year.  These categories are optional.  You are not required to create any field trip
categories.


 


Figure 3-25. The Field Trip Category List Screen


Figure 3-25 is the list screen showing you all of the Field Trip Categories that you have set up with T.O.M.
From this screen you tell T.O.M. if you want to add a new Field Trip Category, change an existing Field
Trip Category and remove an existing Field Trip Category.
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Adding a New Field Trip Category


If you wish to add a new Field Trip Category, click the New button and you will be taken to the Field Trip
Category Data Entry screen (Figure 3-26).  This screen will let you enter all of the Field Trip Category
information.  To save the Field Trip Category information you have entered, click the OK button.  To exit
this screen without saving the information you have entered, click the Exit button.


 


Figure 3-26. The Field Trip Category Data Entry Screen
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Category List screen (Figure 3-25) by clicking the row containing the desired Field Trip Category.  Then
click the Edit button.  You will be taken to the Field Trip Category Data Entry screen (Figure 3-26).  This
screen will let you change any of the Field Trip Category information except the Field Trip Category code.
To save the Field Trip Category information you have changed, click the OK button.  To exit this screen
without saving the information you have entered, click the Exit button.


Deleting an Existing Field Trip Category


If you wish to remove an existing Field Trip Category, select a Field Trip Category on the Field Trip
Category List screen (Figure 3-25) by clicking the row containing the desired Field Trip Category.  Then
click the Delete button.  T.O.M. will ask you to confirm that you really want to delete this Field Trip
Category.  If you do confirm to T.O.M. that you want to delete the Field Trip Category, T.O.M. will
remove the Field Trip Category from your T.O.M. database.  NOTE:  T.O.M. will not allow you to delete a
Field Trip Category that is being used by a Field Trip.
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Working with Grades
T.O.M. allows you to create grades for your field trips.  These can be useful later in analyzing the number
of field trips taken by certain grades.  These grades are optional.  You are not required to create any grades.


 


Figure 3-27. The Grade List Screen


Figure 3-27 is the list screen showing you all of the Grades that you have set up with T.O.M.  From this
screen you tell T.O.M. if you want to add a new Grade, change an existing Grade and remove an existing
Grade.
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Adding a New Grade


If you wish to add a new Grade, click the New button and you will be taken to the Grade Data Entry screen
(Figure 3-28).  This screen will let you enter all of the Grade information.  To save the Grade information
you have entered, click the OK button.  To exit this screen without saving the information you have
entered, click the Exit button.


 


Figure 3-28. The Grade Data Entry Screen


Changing an Existing Grade


If you wish to change an existing Grade, select a Grade on the Grade List screen (Figure 3-27) by clicking
the row containing the desired Grade.  Then click the Edit button.  You will be taken to the Grade Data
Entry screen (Figure 3-28).  This screen will let you change any of the Grade information except the Grade
code.  To save the Grade information you have changed, click the OK button.  To exit this screen without
saving the information you have entered, click the Exit button.
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T.O.M. will remove the Grade from your T.O.M. database.  NOTE:  T.O.M. will not allow you to delete a
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Working with Characteristics
T.O.M. allows you to create various driver characteristics.  These can be useful later in choosing drivers
for certain types of field trips.  For example you could create characteristics for drivers who are willing
(and able) to drive on mountain roads or who are willing to take overnight trips.  T.O.M. uses the
Characteristics when automatically assigning drivers to field trips. These categories are optional.  You are
not required to create any field trip categories. See Employee Characteristics in Chapter 7 – Employees,
Their Hours and Schedules in this manual and Appendix B – Advanced Field Trip Features in the T.O.M.
User Guide for additional details.


NOTE: Gecko recommends that initially you do not attempt to use the characteristics feature of the
automatic assignment process.  We recommend that you try in the beginning  to use the other features of
T.O.M. to accomplish in automatic assignment  what you are trying to accomplish with characteristics.
Characteristics that are assigned to a trip will cause all drivers that do not have these characteristics to be
skipped during automatic assignment.  So if you have a list of 70 drivers that T.O.M. normal tries when
automatically assigning drivers to a field trip and only one of those drivers has the characteristic required
by the field trip T.O.M. could in theory skip up to 69 drivers before assigning the one driver with the
characteristic.  T.O.M. would one by one try to assign each driver, find that the particular driver did NOT
have the characteristic required by the field trip and skip that driver and then try another driver.  If you
use characteristics often you may find that T.O.M. automatic assignment process will run very inefficiently.
It is better to try and accomplish most of the same kind of grouping initially with schedules.  If you have to
many groups of drivers or too many classifications needed for automatic assignment then it makes sense to
turn to characteristics.


 


Figure 3-29. The Characteristic List Screen
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Figure 3-29 is the list screen showing you all of the Characteristics that you have set up with T.O.M.  From
this screen you tell T.O.M. if you want to add a new Characteristic, change an existing Characteristic and
remove an existing Characteristic.


Adding a New Characteristic


If you wish to add a new Characteristic, click the New button and you will be taken to the Characteristic
Data Entry screen (Figure 3-30).  This screen will let you enter all of the Characteristic information.  To
save the Characteristic information you have entered, click the OK button.  To exit this screen without
saving the information you have entered, click the Exit button.


 


Figure 3-30. The Characteristic Data Entry Screen


Changing an Existing Characteristic


If you wish to change an existing Characteristic, select a Characteristic on the Characteristic List screen
(Figure 3-29) by clicking the row containing the desired Characteristic.  Then click the Edit button.  You
will be taken to the Characteristic Data Entry screen (Figure 3-30).  This screen will let you change any of
the Characteristic information except the Characteristic code.  To save the Characteristic information you
have changed, click the OK button.  To exit this screen without saving the information you have entered,
click the Exit button.


Deleting an Existing Characteristic


If you wish to remove an existing Characteristic, select a Characteristic on the Characteristic List screen
(Figure 3-29) by clicking the row containing the desired Characteristic.  Then click the Delete button.
T.O.M. will ask you to confirm that you really want to delete this Characteristic.  If you do confirm to
T.O.M. that you want to delete the Characteristic, T.O.M. will remove the Characteristic from your T.O.M.
database.  NOTE:  T.O.M. will not allow you to delete a Characteristic that is being used by a Field Trip.
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Working with Money Transaction Types
Money Transaction Types allow you to customize the various financial activities that occur with you field
trip billing and payment process.  You may enter an unlimited number of Money Transaction Types.
T.O.M. ships to you with a list a example Money Transaction Types.  You do NOT have to use these
Money Transaction Types if you do not wish to.  Just keep the ones that you like and delete the rest.


 


Figure 3-31. The Money Transaction Types List Screen


Figure 3-31 is the list screen showing you all of the Money Transaction Types that you have set up with
T.O.M.  From this screen you tell T.O.M. if you want to add a new Money Transaction Types, change an
existing Money Transaction Types and remove existing Money Transaction Types.
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Adding New Money Transaction Types


If you wish to add a new Money Transaction Types, click the New button and you will be taken to the
Money Transaction Types Data Entry screen (Figure 3-32).  This screen will let you enter all of the Money
Transaction Types information.  To save the Money Transaction Types information you have entered, click
the OK button.  To exit this screen without saving the information you have entered, click the Exit button.


 


Figure 3-32. The Money Transaction Types Data Entry Screen


Changing Existing Money Transaction Types


If you wish to change an existing Money Transaction Types, select a Money Transaction Types on the
Money Transaction Types List screen (Figure 3-31) by clicking the row containing the desired Money
Transaction Types.  Then click the Edit button.  You will be taken to the Money Transaction Types Data
Entry screen (Figure 3-32).  This screen will let you change any of the Money Transaction Types
information except the Money Transaction Types code.  To save the Money Transaction Types information
you have changed, click the OK button.  To exit this screen without saving the information you have
entered, click the Exit button.


Deleting Existing Money Transaction Types


If you wish to remove an existing Money Transaction Types, select a Money Transaction Types on the
Money Transaction Types List screen (Figure 3-31) by clicking the row containing the desired Money
Transaction Types.  Then click the Delete button.  T.O.M. will ask you to confirm that you really want to
delete this Money Transaction Types.  If you do confirm to T.O.M. that you want to delete the Money
Transaction Types, T.O.M. will remove the Money Transaction Types from your T.O.M. database.
NOTE:  T.O.M. will not allow you to delete a Money Transaction Types that is being used by a Field Trip.
T.O.M. also prohibits you from deleting the Money Transaction Types BIL and PAY as they are required
for T.O.M.’s internal use.
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District Options allows you to tailor the way that T.O.M. operates to your specific requirements.  In
District Options you can specify whether T.O.M. should prevent the automatic assignment of field trips
from giving the employee overtime hours.  You can tell T.O.M. how to automatically assign drivers to your
field trips.  You can also setup several assumed (or default) values that T.O.M. will assume when you are
entering field trips on a regular basis.  The default vehicle type and the drop return hours are examples of
telling the system what to assume when field trips are entered.  In the district options you may enter your
district name, address and logo information and then specify whether T.O.M. is to print this information on
your field trip estimates and invoices.


To access District Options open the File menu, then click Other (Figure 4-1). Click District Options and
the District Options screen will be displayed (Figure 4-2).


Figure 4-1. Accessing the District Options Screen


The District Options screen (Figure 4-2) uses a ‘tabbed’ format.  That is, the information on the screen is
grouped into different sections, or tabs, that you can display by clicking on that group’s tab. This chapter
contains complete descriptions of the fields found on the four tabs: General, Assignment, Billing and
Other.
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Using the District Options General Tab
The General tab on the District Options screen (Figure 4-2) contains general information concerning your
district’s operation of T.O.M.  The information on this tab is usually the root or key information for a field
trip request.  The following describes the data entry fields and options for this tab.


Figure 4-2. The General Tab on the District Options Screen


District Name:  This is the name of your school district.  It is 50 characters long.


Transportation Title:  This is the title of your transportation department.  It is 50 characters long.  This
title will print on the field trip estimate that you send to a customer.


Address #1:  This is the first line of your district’s street address.  It is 30 characters long.   You may
choose to have this address print on your field trip estimates, invoices and statements.


Address #2:  This is the second line of your district’s street address.  It is 30 characters long. You may
choose to have this address print on your field trip estimates, invoices and statements.


City:  This is the city that your district is located in.  It is 15 characters long. You may choose to have this
field print on your field trip estimates, invoices and statements.


State:  This is the state that your district is located in.  It is 2 characters long.  You may choose to have this
field print on your field trip estimates, invoices and statements.


Zip:  This is the zip code for your district.  It is 10 characters long.  You may choose to have this field print
on your field trip estimates, invoices and statements.







Getting Started Manual 4-3


Chapter 4: District Options


Phone:  This is your districts phone number. When you enter this phone number T.O.M. automatically
enters the parentheses around the area code and places a dash between the third and the fourth digit of the
root phone number.  If you do not wish to enter an area code with the phone number, then enter three
spaces in place of the area code and T.O.M. will automatically position you to the first digit of the main
phone number.


Replace Cancellations:  This is a checkbox field.  That is, it is either checked or not checked.  If this
option is checked you are telling T.O.M. that you wish to have the automatic assignment logic of T.O.M.
check to see if there are any drivers with cancellations that have not been replaced.  If there are drivers
with unreplaced cancellations and this option is checked T.O.M. will automatically attempt to replace those
cancellations with future field trips before it assigns drivers from the schedule assigned to the field trip.  If
this option is not checked then T.O.M. will ignore cancellations when assigning drivers to field trips.  For
more information about how T.O.M. uses cancellations see Chapter 2 - Assigning Drivers & Vehicles to
Field Trips, Printing Trip Tickets & Garage Check Lists and Chapter 3 - Canceling Field Trips and
Individual Drivers in the T.O.M. User Guide.


Replace Auto Skips / Makeups: This is a checkbox field.  That is, it is either checked or not checked.  If
this option is checked you are telling T.O.M. that you wish to have the automatic assignment logic of
T.O.M. check to see if there are any drivers who where skipped during automatic assign or who were
manually set to Pass - Makeup that have not had the makeup replaced.  If there drivers with unreplaced
makeups/skips and this option is checked T.O.M. will automatically attempt to replace those makeups with
future field trips.  If both this option is checked and the Replace Cancellations option is checked then
T.O.M. will first try and assign the field trip to drivers with unreplaced cancellations and then to drivers
with unreplaced skips / makeups.
 
Checking this option also instructs T.O.M. to automatically place drivers on the makeup list who are
skipped during automatic assignment of a field trip due to another conflicting field trip or due to preclusion
of overtime.  If this option is not checked then T.O.M. will simply skip those drivers with conflicting field
trips or those drivers who are in an overtime situation.


If this option is not checked then T.O.M. will ignore makeups when assigning drivers to field trips.  For
more information about how T.O.M. uses cancellations see Chapter 2 - Assigning Drivers & Vehicles to
Field Trips, Printing Trip Tickets & Garage Check Lists and Chapter 4 - Driver Refusals, Passes and
Passes with Makeups in the T.O.M. User Guide.


Log Assignment Activity:  This is a checkbox field.  That is, it is either checked or not checked.  If this
option is checked you are telling T.O.M. to record all events that affect driver and vehicle assignment to
field trips to T.O.M.’s Assignment Activity Log.  This log is very useful in determining why drivers and
vehicles did or did not get assigned to a field trip.


If this option is not checked then T.O.M. will record all events that affect driver and vehicle assignment to
field trips to T.O.M.’s Assignment Activity Log.  For more information about T.O.M.’s Assignment
Activity Log see Chapter 11- Assignment Activity Log in the T.O.M. User Guide.


Default Vehicle Type:  To make your job of entering the hundreds or thousands of field trips into the
computer T.O.M. tries to assume as much as possible for each new field trip.  The Vehicle Type is one of
the assumptions that T.O.M. tries to make when you enter a new field trip.  Whenever you enter a new
field trip, T.O.M. automatically sets the Vehicle Type of the new field trip to the Default Vehicle Type that
you entered here.


The button with the arrow pointing down to the right of this field indicates that this field is a drop down list
field.  That is if you click this button, you are given the valid choices available for this field.  When you
click this button, you are shown all of the Vehicle Types that you have entered into T.O.M.
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As you know the Vehicle Type is used by T.O.M. when T.O.M. automatically assigns vehicles to a field
trip.  The Vehicle Type that you select in a field trip tells T.O.M. what type of vehicles T.O.M. is to assign
to the field trip.


T.O.M. also uses the Vehicle Type to calculate the number of vehicles that are required by a field trip.
Each Vehicle Type has three different passenger capacities assigned to it that you entered when you setup
the Vehicle Type.  For more information about Vehicle Types see Vehicle Types in Chapter 3 - Entering
Lookup Lists in this manual.  For more information about how T.O.M. uses Vehicle Types when
automatically assigning vehicles to a field trip, see Chapter 2 - Assigning Driver & Vehicles To Field
Trips, Printing Trip Tickets & Garage Check Lists in the T.O.M. User Guide.


Drop / Return Trip Standard Hours:  Many field trips that your department performs are simply no
more than dropping students off at a location, returning to the transportation office, then at a designated
time returning to the location to pickup the students and returning them to their original location.  Many
districts call this a Drop / Return Trip.   These districts usually have a minimum number of hours that they
will charge the customer for performing these types of field trips.


This field is where you would enter the minimum number of hours that your district charges the customer
for performing a Drop / Return Trip.  When you are entering a new field trip, you can check a box titled
Drop / Return.  If you check this box in the Field Trip screen and you have NOT entered the Est. Driver
Time, then T.O.M. will automatically place the Drop / Return Trip Standard Hours in the District screen in
the Est. Driver Time in the Field Trip screen.  For more information about entering a new field trip, see
Chapter 1 - Entering Field Trips and Printing Estimates in the T.O.M. User Guide.


Auto Fill Field Trip List:  This checkbox instructs T.O.M. whether or not the Work With Field Trip
screen should retrieve all of your field trips when you first launch the screen or wait for the user to enter
search parameters in to instruct it when to search.  If you find that the Work With Field Trips screen tends
to take a long time to load then you may consider unchecking this checkbox.  By unchecking this checkbox
the Work with Field Trips screen will load much quicker, however, no field trips will display at first in the
field trip list.  Only after the user has clicked the Find All button will field trips display in the list.


Auto Fill Field Trip Request List:  This checkbox instructs T.O.M. whether or not the Work With Field
Trip Requests screen should retrieve all of your field trip requests when your school users first launch the
screen or wait for the school user to enter search parameters in to instruct it when to search.  If you find
that the Work With Field Trip Requests screen tends to take a long time to load then you may consider
unchecking this checkbox.  By unchecking this checkbox the Work with Field Trip Requests screen will
load much quicker, however, no field trip requests will display at first in the field trip list.  Only after the
user has clicked the Find All button will field trip requests display in the list.


Using the General Tab to Import a Scanned Copy of Your District Logo


T.O.M. can store a scanned version of your district logo in its database and then print it on the field trip
invoices and estimates that you send to your customers.  Having your district logo on your field trip
invoice and estimates can give them an even more professional appearance.  The following is a step-by-
step set of instructions on importing your district logo into the T.O.M. database:


1. Scan in your district logo and store it in a directory on your hard disk.  Either scan in your district
logo or acquire a file representing this scanned version of your district logo from your Data Processing
Department.  The scanned format must be in a BITMAP format!  NOTE: a file that is in the Bitmap
file format should have some kind of name followed by the characters “.bmp”.


 
2. Start T.O.M. and go to the District Options screen in T.O.M.
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3. Double-click on the box labeled District Logo. While in the District Options screen (Figure 4-3)
point to the box labeled District Logo and double click it with your mouse.  The Insert Object screen
should appear (Figure 4-4).


 
 
 


 
 
 
 


Figure 4-3. Telling T.O.M. That You Want To Import Your District Logo
 


4. Select the option marked Create From File. While in the Insert Object screen (Figure 4-4) click the
option labeled Create From File.  The Insert Object screen should change in appearance to look like
Figure 4-5.


 
 


Double click on
this square.







4-6 Transportation Operations Manager


Chapter 4: District Options


 
 


Figure 4-4. The Insert Object Screen - Selecting the Create From File Option
5. Click the Browse button and find your bitmap file. While in the new Insert Object screen


(Figure 4-5) type in the File field the name of the drive and directory where your picture is stored, and
then click the Browse button.  A standard Windows File Browse screen will appear which will allow
you to view the various files stored in your system (Figure 4-6).


 
 
 
 
 


 
 


Figure 4-5. Insert Object Screen - Create From File - Selecting the Browse Option
 
6. Select that picture file and click the OK button.  You will be returned to the Insert Object screen


and your Bitmap filename will appear in the File field (Figure 4-7).
 


Click this option
to load the
picture you
scanned.


Click the button
labeled Browse.
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Figure 4-6. The File Browse Screen - Locate Your Bitmap File and Select It


Find your bitmap
file, select it and
click the button
labeled Open.
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Click the OK button. Click the OK button in the Insert Object screen (Figure 4-7).  Microsoft Paintbrush
will automatically open within your district logo (Figure 4-8).  This is done to allow you to make any
changes to your logo image.  (NOTE: It is recommended at this time that you NOT make any changes to
the scanned images of your logo.)
 


 
 


Figure 4-7. Insert Object Screen AFTER Your District Logo File Has Been Selected


Click the
button
labeled OK.
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Figure 4-8. Microsoft Paintbrush Screen With Your District Logo Loaded


Exit Microsoft Paintbrush. Click on any part of the District Options Screen (Figure 4-8) and the
Microsoft Paintbrush Session will end.  You will be returned to the District Options screen with your
district logo placed in the box labeled District Logo (Figure 4-9).


Click any
part of the
District
Options
Screen.
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Figure 4-9. District Options Screen - With Your District Logo Now Stored In T.O.M.


Congratulations!  You have successfully imported a scanned copy of your district logo into T.O.M.!  You
may now print field trip invoices and estimates with your district logo.  NOTE: Make sure that you have
checked the option on your District Options screen labeled Print Logo on Invoice / Estimate.


Your district
logo is now
imported into
T.O.M.!
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Using the District Options Assignment Tab
The Assignment tab on the District Options screen (Figure 4-10) contains specific information on how
your district wants T.O.M. to automatically assign drivers to your field trips.  In this section you can
choose whether to have your drivers assigned to field trips by hours averaging or rotation.   You can
specify whether T.O.M. you preclude overtime when assigning field trips and whether T.O.M. should
consider a driver’s routes when assigning that driver to a field trip.  The following describes the data entry
fields and options for this tab.


Figure 4-10. The Assignment Tab on the District Options Screen


Automatic Assignment Method:  This is where you instruct T.O.M. what basic method of assignment
you want T.O.M. to use when automatically assigning drivers to field trips.  You may choose one of the
following four methods:
 


• Rotation: meaning you want your T.O.M. to rotate among the driver list (schedule) when
assigning trips.  This method is sometimes referred to as the ‘Wheel’ method because you rotate
amongst each driver on the list assigning field trips.  In short the basic philosophy of this method
is that each driver gets one turn at a field trip assignment.  When it’s a driver’s turn he / she gets
the next field trip to be assigned.  Whether that field trip is a long or a short field trip is irrelevant.
All that matters is that each driver gets a turn at a field trip assignment.
 
 When you select Rotation a section of the Assignment screen titled Rotation Options is enabled.
In this section you can give T.O.M. more precise information on how you wish T.O.M. to rotate
your drivers in their lists (schedules).  For more information about these options see Assignment
Rotation Options later in this chapter.
 


• Hours: meaning hours averaging or hours equalization.  This tells T.O.M. that you want to have
your drivers field trip hours equalized.  Using this method T.O.M. does not pay attention to what
driver was last assigned a field trip.  Rather, T.O.M. will total up a drivers field trip hours for both
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his assignments AND REFUSALS and award the driver with the least number of field trip hours
the field trip assignment.  (NOTE:  The driver that is awarded the field trip assignment must be in
the list of drivers you told T.O.M. to use when assigning.  T.O.M. will then try and equalize the
hours of all drivers in that list.)


When totaling the field trip hours for the field trips T.O.M. will always try and use the actual
hours first then if the field trip does not yet have actual hours T.O.M. will use the field trip’s
estimated hours.  The overall philosophy at work is that within the restrictions of driver lists and
precluding overtime that you place T.O.M. will attempt to give all drivers an equal amount of
field trip hours.


When you select Hours a section of the Assignment screen titled Hours Averaging Options is
enabled.  In this section you can give T.O.M. more precise information on how you wish T.O.M.
to equalize your drivers’ field trip hours.  For more information about these options see the section
marked Hours Averaging Options later in this chapter.


• Bid Allowance: This method is similar to the straight bidding method where the field trips are
posted and drivers take turns picking the field trips he / she wishes to drive. The Bid Allowance
method puts a small twist on this method. With the Bid Allowance method the drivers bid a
certain number of points for the trips he / she wants to drive. The driver that bids the highest
number of points with no conflicts will be awarded the field trip.


In the Bid Allowance method, T.O.M. allows you to enter the driver’s allowances, enter the
driver’s bids and then T.O.M. automatically chooses the highest bidding driver, checking for
conflicts, checking if the driver’s allowance has enough points for the bid and finally assigning
the driver. See Appendix B. How to Use the Bid Allowance Automatic Assignment Method for
additional details.


• Seniority:  meaning T.O.M. can automatically assign drivers to field trips using a straight seniority
method of assignment. Using this method the senior most driver on a schedule would ALWAYS
be given first chance to be automatically assigned to any field trip using that schedule. Only if that
driver has a conflict will T.O.M. rotate to the next most senior driver.
 


Check For Conflicts Outside of Schedules:  As you probably know T.O.M. let’s you group your drivers
and vehicles in to lists called schedules.  When T.O.M. is attempting to assign a driver to a field trip
T.O.M. ensures that this field trip assignment will not conflict with another field trip assignment that the
driver has on the same day.


By default T.O.M. will consider another field trip assignment in conflict with a potential field trip
assignment if it is for the same driver on the same day WITHIN THE SAME SCHEDULE.  If your district
has many schedules or if the field trips in different schedules tend to overlap in time you will probably
want T.O.M. to also check field trip assignment that a driver has outside a particular schedule.


If you CHECK this option you are telling T.O.M. to look for potential field trip conflicts for field trips
within the schedule or in OTHER schedules.  When T.O.M. checks for a field trip conflict it looks to see if
a field trip is on the same day for the same driver and is around the same time as the potential field trip
assignment.  If for example a driver is driving one field trip from 11:30 AM to 2:30 PM and T.O.M. is
trying to assign the driver to another trip on the same day that runs between 10:00 AM and 12:00 PM
T.O.M. will recognize that these two trips overlap in time and will skip the driver.


You can even specify an amount of time that you consider to be to close to allow the driver to drive the two
trips.  For example, you told T.O.M that if one field trip starts within half an hour of when another field
trip began you would consider that to close to comfortably assign both field trips to the same driver.  So if
T.O.M. were attempting to assign a driver to a trip that went from 9:00 AM to 11:15 AM and that driver
was already driving another field trip from 11:30 AM to 2:30 PM then T.O.M. would consider this to be
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too close to assign and would skip the driver.  This time period that you specify is call the Conflict Hours
Range and is described in more detail just below.


If you UNCHECK this field then you are instructing T.O.M. you are instructing T.O.M. to just consider
field trips on the same day with the same schedule as field trips that are in conflict with the field trip that
T.O.M. is trying to define.  You would UNCHECK this field if you are confident that field trips using
different schedules would not be in conflict with one and other.  This option will result in T.O.M.’s
automatic assignment running slightly faster.


Conflict Hours Range: This field is used in conjunction with the CHECK FOR CONFLICTS OUTSIDE
OF SCHEDULES field.  If the CHECK FOR CONFLICTS OUTSIDE OF SCHEDULE FIELD is clicked
then T.O.M. will check to see if a driver that is about to be assigned a field trip during automatic
assignment has another field trip that starts are ends within the Conflict Hours Range.  You would enter the
number of hours or a fraction of an hour.   For example if you enter .5 in this field you are telling T.O.M.
to check to see if a driver has other field trips that are within one half an hour of the field trip that the
driver is about to be automatically assigned to.


Mass Assign Order:  This field tells T.O.M. in what order T.O.M. is to select a group of field trips to
assign drivers and vehicles.  With the Mass Assign routine T.O.M. will allow you to assign up to a week of
field trips with one click of a button.  Some districts have specific policies with their driver unions or
associations as to what order the trips are selected for assignment.  The following is a detailed discussion
of each of the choices you can make for the Mass Assign Order:


Order Description
Date This choice tells T.O.M. to sort the field trips by the field trip departure


date, then the first schedule assigned to the field trip and finally the field
trip number.  T.O.M. sorts the trips in ascending order.  That is the field
trip with the earliest date will be selected before the field trip with the later
date.


Hour This choice tells T.O.M. to sort the selected field trips by the estimated
driver hours of the field trip, then the departure date, then the first schedule
of the field trip and finally the field trip number.  T.O.M. will sort the trips
by descending order for the estimated driver time then ascending order for
all other fields.  That is, T.O.M. will select the longer trips before the
shorter trips and if the trips are the same amount of time T.O.M. will select
the earlier trips before the later trips.


Date & Time This choice tells T.O.M. to sort the field trips by the field trip departure
date, departure time and schedule.


Rotation Options
 
These are options that are made available to you if you select Rotation or Bid for the Automatic
Assignment Method (Figure 4-10).  If you chose Hours for the Automatic Assignment Method these
options will be disabled that is they will not be available to you.
 
Rotation Order:  This is the order that you wish to have T.O.M. use when rotating field trip assignments
to drivers on your driver list (schedule).  The default for this field is Seniority.  That tells T.O.M. to sort the
drivers on each driver list (schedule) by their hire date and then the seniority field within that and to assign
field trips in that order.  T.O.M. remembers that last driver that was up for assignment when it is done
assigning field trips and will begin with that driver the next time it assigns field trips.  The following is a
list of the Rotation Orders that you may select from:
 


Rotation Order Description







4-14 Transportation Operations Manager


Chapter 4: District Options


Seniority (default) Sorts employees by hire date then seniority field.
Alpha Sorts employees by last name then first name.
License Sorts employees by license date and then seniority field.
Certificate Sorts employees by certification date and then seniority field.
User Sorts employees by custom user fields #1 and #2.


Allow Weekly Overtime: This is a checkbox field.  That is it is either checked or not checked.  If this
option is checked, you are instructing T.O.M. that when it is automatically assigning drivers to field trips
T.O.M. is not to be concerned about whether a field trip assignment will place a driver in a weekly
overtime situation.


If this field is NOT CHECKED, then T.O.M. will not allow a driver to be assigned a field trip if that field
trip combined with the driver’s normal route hours and any other field trips assigned to that driver for the
week add up to an amount greater than the number of hours you have designated in the Weekly O.T. Hours
field.  If you have different weekly overtime hours limits for different employee types T.O.M. allows you
to specify these different weekly overtime limits in the Employee Type information.  For more information
about specifying weekly overtime limits by Employee Type see the Employee Type section of Chapter 3 -
Entering Lookup Lists of this manual.


If this box is not checked, T.O.M. will automatically bypass any driver that will be in an overtime situation
when T.O.M. is assigning drivers to field trips.  For more information about how T.O.M. precludes
overtime while assigning drivers and vehicles to field trips, see T.O.M. Ensures That No Drivers or
Vehicles Have Scheduling Conflicts, If Applicable T.O.M. Also Ensures No Drivers Are Given Overtime in
Chapter 2 - Assigning Driver & Vehicles To Field Trips, Printing Trip Tickets & Garage Check Lists in the
T.O.M. User Guide.


Overtime Options


Weekly O.T. Hours Limit:  This is the limit to the number of weekly hours that an employee is allowed to
have.  If the Allow Weekly Overtime field is NOT CHECKED then T.O.M. will skip a driver during
automatic assignment if the hours of that field trip assignment will cause the employee to have total weekly
hours greater than the Weekly O.T. Hours.


Allow Daily Overtime: This is a checkbox field.  That is, it is either checked or not checked.  If this option
is checked you are instructing T.O.M. that when it is automatically assigning drivers to field trips, T.O.M.
is not be concerned about whether a field trip assignment will place a driver in an daily overtime situation.
 If this field is NOT checked then you are instructing T.O.M. to not allow a driver to be assigned a field trip
if that field trip combined with the driver’s normal route hours and any other field trips assigned to that
driver for the day will add up to total hours greater than the number of hours you have designated in the
Daily O.T. Hours field.  If you have different daily overtime hours limits for different employee types
T.O.M. allows you to specify these different daily overtime limits in the Employee Type information.  For
more information about specifying daily overtime limits by Employee Type see Employee Type in Chapter
3 - Entering Lookup Lists of this manual.
 
 If this box is not checked T.O.M. will automatically bypass any driver that will be in an overtime situation
when T.O.M. is assigning drivers to field trips.  For more information about how T.O.M. precludes
overtime while assigning drivers and vehicles to field trips see T.O.M. Ensures That No Drivers or
Vehicles Have Scheduling Conflicts, If Applicable T.O.M. Also Ensures No Drivers Are Given Overtime in
the Chapter 2 - Assigning Driver & Vehicles To Field Trips, Printing Trip Tickets & Garage Check Lists in
the T.O.M. User Guide.
 
Daily O.T. Hours Limit:  This is the limit to the number of daily hours that an employee is allowed to
have.  If the Allow Daily Overtime field is NOT CHECKED then T.O.M. will skip a driver during
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automatic assignment if the hours of that field trip assignment will cause the employee to have total daily
hours greater than the Daily O.T. Hours.


Use of Employee Route Hours: T.O.M. allows you the option of entering all of your employees routes.
You may then instruct T.O.M. to consider these routes when assigning drivers to field trips.  This field is
where you tell T.O.M. how to factor the drivers routes when automatically assigning drivers to a field trip.
You have three choices that you can make for this field.  The following is a detailed discussion of each of
these choices:


Choice Description
Don’t use the route hours This choice tells T.O.M. to ignore any employee routes when automatically


assigning drivers to field trips.
Use to prevent conflicting
field trips


This choice tells T.O.M. avoid giving a field trip to a driver if that field trip
will conflict with one or more of the driver’s routes.


Use to subtract overlap
time from overtime


This choice tells T.O.M. factor possible route and field trip overlap time
when precluding overtime.  Normally, T.O.M. adds a drivers hours that
you entered in the Employee screen with the total hours of the field trips
that the driver is assigned to for that week with the estimated hours of the
potential field trip assignment T.O.M. is about to give the driver.  If those
hours exceed the overtime hours then the driver is skipped.


With this choice, however, T.O.M. will examine both the potential field
trip and all of the field trip assignments the driver has for the week to see if
they overlap with any of the driver’s routes.  T.O.M. then totals this
overlap time and subtracts it from the total weekly hours of the driver.
After subtracting these overlap hours from the weekly hours T.O.M. then
determines if the potential field trip assignment will cause the driver to
exceed the weekly / daily overtime hours.


In essence with this choice you are telling T.O.M. to assume that a driver
will not perform any route that runs during the same time that a field trip
that the driver is assigned to runs.


Both – Prevent conflicting
trips and if a trip is found
overlapping subtract from
O.T.


This choice helps districts that occasionally need to manually assign drivers
to field trips that DO conflict with employee’s routes.


Many of our customers requested that T.O.M. use BOTH considerations
when automatically assigning drivers. We at Gecko at first thought this was
strange. After all, why would you want T.O.M. to subtract any overlapping
routes from an employee’s overtime calculation if you told T.O.M. to NOT
assign an employee to any field trips that conflict with that employee’s
routes. Wouldn’t this cause an employee to never have any overlapping
routes and field trips? The answer our customers gave was that you would
have overlapping routes and field trips if you occasionally had to manually
assign employees to trips that DO conflict with the employee’s routes. In
that case you are most likely pulling the employee off the route. So they
wanted T.O.M. to recognize when the employee is ALREADY assigned to
a field trip that conflicts with one or more routes AND to subtract those
overlapping route times from the employee’s overtime calculation.
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Current Route Tract #:  T.O.M. allows you to enter multiple sets of drivers bus routes for each driver.
You can then group these bus routes into tracts.  For example if your school has one set of bus routes in the
spring and one set in the fall you can enter both sets of bus routes and group all of the spring routes in tract
1 and all the fall bus routes in tract 2.  You can then tell T.O.M. which is tract is the current tract in use.
T.O.M. then only uses driver’s bus routes that are of the same tract # as the Current Route Tract # entered
here.


Standard Trip Route Conflict Range: This field allows you to specify a space of time between the field
trip and rout that you would consider too close. This time period is subtracted from the field trip’s start
time and added to the field trip’s end time. Both times are then compared to all of the employee’s routes for
the day of the field trip.


For example, driver Bill is being considered for assignment to a field trip that starts at 12:00 PM and ends
at 2:25 PM. Bill has a route that starts at 2:30 PM. This may be too close for most dispatcher’s comfort.
Assume now you have specified a Standard Trip / Route Conflict Range of .25 hours (15 minutes). T.O.M.
subtracts .25 hours from the start time and adds .25 hours to the return time. The new modified start time of
11:455 AM and 2:40 PM are compared to Bill’s route times for that day. T.O.M. would, therefore, skip Bill
for the field trip because the field trip’s modified return time was conflicting with Bill’s beginning route
time of 2:30 PM.


Drop / Return Trip Route Conflict Range: This field allows you to specify a space of time between a
drop / return field trip and route that you would consider too close.


A Drop / Return Trip is a trip where the driver(s) would take the passengers to the destination and instead
of waiting at the destination for the passengers to complete the field trip, return back to the bus garage
without the passengers and finally, return back to the destination to pick up the passengers at a designated
time. The advantage of a drop / return trip is that it allows the driver to perform a route while the
passengers are engaged in the field trip activity. When you enter a field trip into T.O.M. you can check a
checkbox indicating that the field trip is a drop / return field trip. If a trip is marked as drop / return then
T.O.M. will know to use a special logic when determining if a driver’s routes are in conflict with the field
trip assignment.


Normally, T.O.M. is skipping drivers due to route conflicts if a driver has a route that was between the
trip’s departure and return times. Normally this logic is acceptable. In a drop and return trip, however, this
can be too aggressive.


When checking to see if the driver’s route(s) will conflict with a drop / return trip T.O.M. will not simply
see if the route time is in conflict wit the trip’s departure and return times. Instead T.O.M. will take the
Drop / Return Trip Route Conflict Range field and both adds it to and subtracts it from the departure time
and return time of the field trip to create two sets of time ranges. T.O.M. then checks to see if the driver’s
route(s) conflict with these two ranges. If there is a conflict then the driver skipped. If there is not then the
driver is assigned.


For example, Shelly the driver had a daily route from 11:00 AM – 12:30 PM and she was being considered
for a field trip that was to have her pick up a class at 9:45 AM, take them to the destination and drop them
off, then return at 5:00 PM and take them back to school. If the field trip was NOT marked as drop / return
T.O.M. would skip Shelly. T.O.M. did this because Shelly’s daily route was considered in conflict with the
field trip.


Now let’s use this same example except now the field trip IS marked as drop / return. Let’s say for example
you that have set the Drop / Return Trip Route Conflict Range to a range of .5 (1/2 hour). T.O.M. would
take this conflict range and add it to and subtract it from both the departure time and the return time to
come up with two sets of ranges to check for possible conflicts with Shelly’s routes for the day. Therefore,
T.O.M. adds ½ and hour from 9:45 AM and 5:00 PM field trip start and return times. This results in two
time ranges of  9:15 – 10:15 AM and 4:30 – 5:30 PM to check for conflicts with Shelly’s routes for the
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day. T.O.M. then checks to see if Shelly’s route of 11:00 AM – 12:30 PM conflicts with these two time
ranges. It doesn’t so T.O.M. will now assign Shelly to this drop and return field trip.
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Using the Hours Averaging Options Tab
The Hours Averaging Options Tab (Figure 4. 11) is used if you selected your Automatic Assignment
Method to be Hours in your Assignment Options Tab (Figure 4-10).  This section gives you various
options that allows you to instruct T.O.M. exactly how you want your field trips to be assigned using the
hours averaging method of automatic assignment.


Figure 4. 11 – The Hours Averaging Section Tab of the District Options Screen


Average Hours Within the Schedule:  This is a checkbox field.  That is it is either checked or not
checked.  This instructs T.O.M. how you want T.O.M. to equalize your field trip hours.  As you know
T.O.M allows you to organize your drivers into groups or lists.  These lists are called schedules.  You may
create lists of drivers that reflect certain times of the day or weekend.  If you have Average Hours Within
the Schedule CHECKED you are telling T.O.M. that you want T.O.M. to track the driver for each of these
schedules and when assigning field trips to equalize the hours for each schedule.  So when assigning a field
trip in a weekend schedule, for example, T.O.M. will try and ensure that the number of hours of weekend
field trips is equal amongst the drivers on the weekend schedule.  If this field is NOT CHECKED T.O.M.
will factor in ALL field trip hours not just weekend field trips.


 Let’s use this in an example.  Paradise Valley School District has three schedules Mid Day, Week Day and
Week End.  Mid Day are field trips taken during the weekday during school hours.  Week Day are field
trips taken during the week day after school hours and Week End are field trips taken during week ends.
 
 Paradise Valley is going to use the Hour Averaging method of automatic assignment.  In the first example
Paradise Valley leaves the Average Hours Within the Schedule field as NOT CHECKED.  Now during
automatic assignment T.O.M. is trying to assign a weekend field trip using a list of 10 drivers.  On that list
is Bob Weekend-Only Driver and as his name alludes Bob only drives field trips on the weekend while all
the other driver on the schedule drive field trips on the Mid Day and Week Day schedules.  Because Bob
only drives on the weekends his total field trip hours for the year are going to probably be much less than
all of the other drivers.  This means that when a weekend field trip needs a driver T.O.M. will probably
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assign Bob to a majority of the Week End field trips because he will be low on total field trip hours.  This
situation may cause friction with the other 9 drivers on the Week End schedule.
 
 If Paradise Valley decides that having Bob get a majority of the Week End field trips is not fair then
Paradise Valley can CHECK the Average Hours Within the Schedule field.  Now when T.O.M. is
automatically assigning a weekend field trip T.O.M. will try and equalize the Week End field trip hours
ONLY.  The result is that every driver on the Week End Schedule has pretty much the same number of
Week End field trip hours assigned to them regardless of any Mid Day and Week Day field trips they may
perform.
 
How to break ties within a schedule: If T.O.M. encounters a tie when making an assignment, this field
tells T.O.M. how to break that tie. You can select the tie to be broken by either Seniority only or by Total
Field trip Hours (regardless of schedule) first and by Seniority second.


Total Date Range Usage: Click the drop-down arrow to select from the list. Select Beginning Date to total
all field trips from the beginning date forward. The Beginning Date is entered in the Total field trip hours
starting date field described below. Select Date Range to total trips with the date range as entered in the
Total field trip hours starting date field and Total field trip hours ending date field described below.


Total field trip hours starting date: Enter the starting date to begin totaling field trip hours. This field is
available when Beginning Date or Date Range is selected in the Total Date Range Usage field described
above.


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 just
click on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen
just click on the little button next to this date field that looks like a small calendar.  For more information
on T.O.M.’s Pop Up Calendar screen see Appendix C - The Pop Up Calendar Screen later in this manual.


Total field trip hours ending date: Enter the ending date to stop totaling field trip hours. This field is
available only when Date Range is selected in the Total Date Range Usage field described above. It is not
available when you select Beginning 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 just
click on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen
just click on the little button next to this date field that looks like a small calendar.  For more information
on T.O.M.’s Pop Up Calendar screen see Appendix C - The Pop Up Calendar Screen later in this manual.


Add Route Hours into total field trip hours: Check this box if you want T.O.M. to add Route Hours for
the past week. NOTE: Route Hours ONLY FOR THE PAST WEEK are added. Uncheck this checkbox to
not add Route Hours for the past week.
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Recalculate Hours Before Assigning a Single Driver to a Trip:  This is a checkbox field.  That is it is
either checked or not checked.  This use of this field is explained in the discussion of the use of the
Recalculate Hours Before Assigning Drivers for a Single Trip field below.
 
Recalculate Hours Before Assigning Drivers for a Single Trip:  This is a checkbox field.  That is it is
either checked or not checked.  This field tells T.O.M. whether T.O.M. should total drivers field trip hours
before assigning drivers when you click the Assign button in the field trip screen.
 
 To equalize field trip hours T.O.M. will total the field trip hours for driver’s assignments and refusals
starting from a date that you specify.   When a driver is assigned to a field trip T.O.M. will automatically
add that field trip’s hours to the driver’s total hours.  But, there are many things that can change a driver’s
field trip hours changing a driver’s total hours, canceling a field trip, changing a field trips estimate hours,
etc.  Because there are many ways to change a driver’s field trip hours T.O.M. should recalculate the
driver’s field trip hours on a regular basis.  However, depending on you district’s volume of field trips and
speed of you computer equipment this recalculation of field trip hours can be a bit time consuming.  You
must decide what is the right balance of timeliness updating of driver field trip hour vs accuracy.


 There are three ways that you can automatically assign drivers to field trips:
 


• In the Mass Assign Routine where drivers will be assigned to a group of field trips.  T.O.M. will
always recalculate drivers’ field trip hours before automatically assigning drivers to a group of
field trips.


• In the Field Trip screen where all drivers for a single field trip are automatically assigned.  If you
CHECK the Recalculate Hours Before Assigning Drivers to a Single Trip field then T.O.M. will
recalculate driver hours when you click the Auto Assign Driver button in the field trip screen.
You should check this field if your organization tends not to use the Mass Assign procedure and
you retrieve your trips one at a time and click the Auto Assign Button.


• In the Field Trip Driver Information screen where one driver is assigned to a field trip.  If you
CHECK the Recalculate Hours Before Assigning a Single Driver to a Trip field then T.O.M. will
recalculate driver hours when you click the Add Driver Automatically button in the Trip Driver
Information screen.  You should check this only if your district will tend not to use the Mass
Assign Feature or the Assign All Drivers to a Single Trip Feature but instead will retrieve each
trip one at a time and then one at a time assign each driver to each trip.
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Using the District Options Billing Tab
The Billing tab on the District Options screen (Figure 4-12) contains specific information on how your
district wants T.O.M. format your field trip estimates and invoices.  In this section you specify what
information to print on these forms.
 


Figure 4-12. The Billing Tab on the District Options Screen


District Billing Comments:  This is a line of text that you can enter and have print on all of the field trip
invoices and estimates sent to your customer (if you choose to have these comments appear in your Invoice
Format).  It is 50 characters long.  These comments can be a useful tool to communicate general billing
instructions (example; Please Make Attn.: Sue Lamor) or to communicate a seasonal message (example;
See You In The Fall!).


Allow Trips to be split to multiple customers / funds: If this checkbox is checked, the Split button is
displayed on the General tab section of the Detailed Field Trip screen.  See Appendix B – Advanced Field
Trip Features in your User’s Guide  for more information about splitting field trip charges to multiple
customers and / or funds. If this checkbox is unchecked, the Split button is not displayed.
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Using the District Options Other Tab
The Other tab on the District Options screen (Figure 4-13) contains other types of district options not
included on the other tabs. The following is a detail description of the fields on the Other tab.


Figure 4-13. The Other Tab on the District Options Screen


Calculate # of Primary Vehicles Needed (default):  This is a default for the assumed value of this field in
the field trip screen.  If this checkbox is checked (in the Field Trip Screen), T.O.M. automatically
calculates the number and types of vehicles needed for the field trip. If this checkbox is unchecked (in the
Field Trip Screen),  T.O.M. will prompt you to manually enter the number of primary vehicles you wish to
use.


Don’t add Driver Hours for Non School Days in OT calculation:  If this checkbox is checked, T.O.M.
will not add driver route hours for days marked as non-school days in T.O.M.’s Master Calendar in the OT
calculation. If the checkbox is unchecked, T.O.M. ignores non-school days for this calculation.


Automatically calculate Employees OT Hours for a trip (default):  This is the assumed value of this
field in the Field Trip Employee Information Screen.  If this checkbox is checked (in the Field Trip
Screen), T.O.M. automatically calculates employee’s daily and weekly OT hours for a field trip as it does
by default. If this checkbox is unchecked (in the Field Trip Screen), T.O.M. will prompt you to determine
what hours you wish to consider as OT hours. This gives you the flexibility to indicate hours that are not
usually considered OT hours.


Check for driver conflicts when manually assigning driver time:  T.O.M. allows you to manually
assign your drivers and vehicles to field trips.  While manually assigning these drivers and vehicles you
can have T.O.M. perform its rather extensive conflict checking for any conflicts that may exist with the
driver and vehicle you are manually assigning and other field trip assignments, conflicting routes, overtime
etc.  If T.O.M. finds any conflicts you will be notified of the conflict but still allowed to assign the driver
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and vehicle to the field trip.  If you do not want the T.O.M. to perform this conflict checking on drivers and
vehicles you manually assign to the software then uncheck this check box.
Ignore Arrive and Leave time when calculating driver time:  When entering the driver’s actual hours
you can do it two ways: 1. By simply entering the driver’s actual hours.  2. By entering the driver’s trip
times and having T.O.M. calculate the actual hours from these times.  When entering the driver’s trip times
you are allowed to enter four times; start time, arrive time, leave time, end time.  Typically the start time is
the time the driver starts the field trip, the arrive time is the time the bus arrives at the destination, the leave
time is the time the driver leaves the destination and the end time is the time the driver arrives back at the
customer’s location.  If this check box is checked then T.O.M. simply calculates the difference between the
start time and the end time to arrive at the driver’s actual time.  If, however, this checkbox is unchecked
then T.O.M. will factor in the arrive time and the leave time into the calculation of the driver’s actual time.
Specifically, T.O.M. will treat the time between the arrive time and the leave time as time NOT to be part
of the driver’s actual hours.  Let’s look at an example.


Driver – Mary just performed a field trip and reported the following times for the field trip:


Start Time:  9:00 AM
Arrive Time: 10:00 AM
Leave Time: 12:00 AM
End Time: 1:00 PM


T.O.M. would calculate Mary’s time in one of two ways depending on whether this checkbox was
checked or not:


Ignore Arrive and Leave Times – Checked:


Mary’s time – 4 Hours


Ignore Arrive and Leave Times – Unchecked:


Mary’s time – 2 Hours


Allow more than one trip with the same schedule to be assigned to the same driver on the same day:
Normally, T.O.M. considers the same driver assigned to more than one trip on the same day IN THE
SAME SCHEDULE to be in conflict and does not allow the driver to be assigned in the auto assignment
process and warns the user during the manual assignment process.  Many organizations, however, want
T.O.M. to allow a driver to have more than one trip assignment on the same day in the same schedule.
Those organizations would CHECK this option.  By checking this checkbox you are informing T.O.M. to
allow a driver to have more than one trip assignment on the same day in the same schedule AS LONG AS
THE TWO TRIP ASSIGNMENTS DO NOT OVERLAP IN TIME.


Warn if no vehicle was assigned when assigning trips: During automatic assignment of field trips
T.O.M. attempts to assign vehicles as well as drivers to the field trips.  Sometimes, however, for various
reasons T.O.M. can not locate a vehicle to assign to the field trip.  When this occurs T.O.M. normally will
display a warning message informing the user that no vehicles were assigned to a driver that was assigned
to the field trip.  Some organizations do not care if T.O.M. assigns vehicles to field trips and would rather
not have a warning message displayed when no vehicle was assigned.  Those organizations would CHECK
this box to tell T.O.M. to suppress any warning message when vehicles are NOT assigned to the field trip.


Trip Prefix:  T.O.M. allows you to enter a trip prefix that prints in front of your trip number on an invoice.
This is helpful, for example, if you have multiple copies of T.O.M. with separate databases. When you do
billing and print invoices you could have several invoices with the same field trip number, such as #100.
The trip prefix can be used to quickly distinguish which site generated the invoice. To use the prefix, enter
the prefix here and then indicate in your invoice format to print the prefix on your invoices.
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NOTE: The Trip Prefix will only print on the field trip invoice if you have selected it for display in your
Invoice Format Template.


First Day of the Week: This is the first day of the week that T.O.M. uses when calculating driver’s
overtime.  T.O.M. defaults to 1- Sunday.  Many organizations have different start days of the week.  Some
for example have a Mon-Sun week while others have Sat-Fri.  However, you organization starts its you can
setup T.O.M. to follow it.  The following is a list of the different numbers assigned to the different days.
These are the values you can set the First Day of the Week field to:


Number Day
1 Sunday
2 Monday
3 Tuesday
4 Wednesday
5 Thursday
6 Friday
7 Saturday


Using the District Options Schools / WebTrips Tab
The Schools / WebTrips tab on the District Options screen (Figure 4. 14) contains fields of district options
that are used specifically by the WebTrips product. The following is a detail description of the fields on the
Schools / WebTrips tab.


Figure 4. 14 – The Schools / WebTrips Tab of the District Options Screen


WebTrips Screen Comment: Gecko has an add on product to the T.O.M. software called WebTrips that
allows your organization to host a Web page that allows  individual customers (schools) to log in and
submit field trip requests electronically through the Web!  WebTrips ultimately sends the field trip request
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to T.O.M. for the Transportation Department to accept or reject.  WebTrips allows you to enter an
unlimited free form comment that appears on the main WebTrips screen.  This is a great tool to allow the
Transportation Department to broadcast information quickly to all of your schools.


Allow School Users to view other schools’ trips and trip requests: Different school districts and
organizations have different policies regarding whether or not they want schools (customers) to see each
others field trips and field trip requests.  Many school districts do NOT want their schools to see each
other’s field trips and field trip requests because they fear this would cause schools to ‘spy’ on each other’s
field trip activity and complain if there is a perception that one school is getting more field trip activity than
them.  Other districts want the schools to see each other’s trip activity to determine before entering a trip
request if a particular day will likely be too busy to accommodate that next field trip.  Whatever your
organization’s policy T.O.M. can follow it.


If you want your schools to see each other’s field trip activity then click on this check box.  If on the other
hand, you do NOT want your schools to see each other’s field trip activity then UNCHECK this checkbox.


Using the District Options Map Tab
The Map tab on the District Options screen (Figure 4. 15) contains fields of district options that are used
specifically by the mapping feature of T.O.M. that works with the Microsoft MapPoint product. The
following is a detail description of the fields on the Map tab.


Figure 4. 15– The Map Tab of the District Options Screen


Allow MapPoint Map to pass Trip Directions to Destination Special Instructions:  When T.O.M. has
Microsoft MapPoint create a map of an individual field trip it also has MapPoint create detailed driver
directions (lefts and rights).  T.O.M. can then take these driver directions and place them in the field trip’s
destination special instructions.  Having the driver directions in the Destination Special Instructions field
allows you to later print a trip ticket report for the field trip that will contain the detailed driver directions.
On the other hand, you may not want T.O.M. to automatically fill the Destination Special Instructions with
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the driver directions automatically because you may already have a robust set of default Destination
Special Instructions that you have already setup that you want to continue to use.


If you want T.O.M. to automatically place MapPoint’s driver directions into the field trip’s Destination
Special Instructions then CHECK this checkbox.  If on the other hand you DO NOT want T.O.M. to place
these driver directions into the Destination Special Instructions then UNCHECK this checkbox.


Allow MapPoint Map to pass the Estimated Miles: When MapPoint creates a map for the field trip it
will estimate the miles for this trip based on the map drawn.  T.O.M. will then take these estimated miles
and double them (to make them reflect a round trip) and ad any customer base miles to this total and place
that total in the field trip’s estimated miles.  If you do NOT want T.O.M. to do this then UNCHECK this
checkbox.
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Using the Custom Fields Option
While in the District Options screen (Figure 4-2) you can click the Custom Fields button, which will cause
the Custom Fields screen (Figure 4-16) to display.   T.O.M. provides you with fields that allow you to
decide what information will be stored and how these fields will be titled on your screens and reports.
T.O.M. provides you with five custom text fields and two custom date fields for each employee record and
three custom text fields for each vehicle record.  You can define these fields ANY time you wish and can
later change the definition of these fields.  If you decide you don’t need to use a field anymore, then simply
delete the captions that are assigned to these fields.


The Custom Fields screen allows you to define the captions used for these custom fields.  When you assign
a custom field a caption, it will automatically appear on either the Employee screen or the Vehicle screen
with the caption you have assigned.  Give it a try!


Figure 4-16. The Custom Fields Screen


Custom fields
that appear on
Employee Data
Entry screen and
Employee
Roster Report.Custom fields


that will appear
on the Vehicle
Data Entry
screen and the
Vehicle Roster
Report.


Click to return to
the District
Options screen  the
custom fields will
automatically be
saved.
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Using Garage Check List Items
While in the District Options screen (Figure 4-2) you may click the Garage Check List button , which will
cause the Garage Check List screen (Figure 4-17) to appear.  T.O.M. will automatically print a Garage
Check List (Figure 4-18) for each vehicle assigned to a field trip that you have marked as Out of Town.
This check list serves to remind the maintenance department to give each vehicle assigned to an out of
town field trip a detailed inspection before they take the trip.  The Garage Check List screen allows you to
customize the check list to meet your district’s requirements.  If you enter text in one of the check list
boxes a check box and your text will appear on the garage check list that prints out.  T.O.M. allows you to
define up to 28 check list items.  These items are grouped into two sections that are marked Garage Check
Item and Overall Item.


Figure 4-17. The Garage Check List Screen
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the first section
of the Garage
Check Sheet.


Custom check
lists items that
will appear in
the second
section of the
Garage Check
Sheet.


Click to return to the
District Options screen
the Garage Check List
items will be
automatically saved.







Getting Started Manual 4-29


Chapter 4: District Options


Figure 4-18. A Sample Garage Check List
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Using the Email Options
While in the District Options screen (Figure 4-2) you can click the Custom Fields button, which will cause
the Email Options screen (Figure 4. 19) to display.   T.O.M. allows your organization to enter up to three
email address on each field trip.  T.O.M. has several predefined events that can cause T.O.M. to
automatically generate an email message to any one of these three email addresses.  In the Email Options
Screen you can instruct T.O.M. which of these predefined events will cause an email message to
automatically be sent and to whom (in general) that (or those) email(s) will be sent to.  Below is a detailed
discussion of all of the options you can work with this screen.


Figure 4. 19 – The Email Options Screen
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The Email Recipients


As was stated previously T.O.M. allows you to enter up to three email address per field trip.  These
addresses are called:


Requestor
Approver


Administrator


These titles are nothing more than a way to distinguish between the three email addresses.  They could
have been called Email Address 1, 2 and 3.  You do NOT have be concerned that only the email address of
the actual person requesting the field trip can be entered in the Requestor address on the field trip.  NOTE:
Gecko highly recommends that you are consistent with the type of person who’s address goes in each of
these three addresses in all of your field trips.  If not then you might find you have unintended Emails sent
to wrong parties.


In the Email Options screen each of these three Email addresses can have an email automatically sent for
each of the predefined events.  Each of these events is discussed below.  T.O.M. allows more than one
address to receive the same Email for the same event.


The Predefined Events


T.O.M. is preprogrammed to automatically send an email when each of these events occur IF you have
instructed T.O.M. to do so for any one of the three email addresses and IF there is actually an Email
address in the specific field trip that had the event occur to it for the person that is suppose to receive the
email.   These preprogrammed events are represented as check boxes for each of the three email addresses.
If the event is checked then T.O.M. will automatically send an email to each email address in the specific
trip that is checked in this screen for that event.  T.O.M. uses the predefined Email Templates that you can
customize for each event to guide it on how the email message is to be composed.  For more information
on Email Templates see Chapter 12 – Email Templates later on in this book. Figure 4. 20 is a detailed
discussion of each of these predefined events and when they have an email message automatically sent if
the event is checked for any of the three email addresses:


NOTE: This option will only work if your default Email Client uses and Email standard format known
as MAPI.  If your default Email Client uses another Email format such as POP3 then this feature will
not work.
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T.O.M. Event Event Description
Trip Request was Accepted by


Transportation Department
Email is generated when the user clicks on
the Accept Button in the Field Trip Request


Screen.
Trip Request was Denied by
Transportation Department


Email is generated when the user clicks the
Denied Button in the Field Trip Request


Screen
A new field trip was entered in the


dispatching database
Email is generated when the user enters a


field trip directly into the dispatching
database by clicking the New button in the


Work With Field Trips Screen.
A field trip request’s status was
changed by it being approved by


an approver (other than the
Transportation Department) in


WebTrips.


Email is generated when a WebTrips
approver either approves or denies a field


trip request in WebTrips.


An unassigned field trip was
assigned a driver and vehicle


Email is generated either when an
unassigned trip has a driver and vehicle


automatically assigned by T.O.M. or when
an unassigned trip is manually assigned a


driver and vehicle.
An unbilled field trip was billed. Email is generated when the field trip is


either billed individually or billed in the
Mass Bill feature.


A field trip is canceled. Email is generated when the user clicks the
Cancel Trip button in the Work with Field


Trip Screen.
A field trips billed amount was


paid.
Email is generated when the unpaid billed


balance of a field trip is paid when user
enters a payment in the Bills & Payments


screen.


Figure 4. 20 -  List of Predefined Events that Can Cause T.O.M. to Automatically Send an Email Message





		Using the District Options General Tab

		Using the General Tab to Import a Scanned Copy of Your District Logo



		Using the District Options Assignment Tab

		

		

		

		Date & Time







		Rotation Options

		Overtime Options



		Current Route Tract #:  T.O.M. allows you to enter multiple sets of drivers bus routes for each driver.  You can then group these bus routes into tracts.  For example if your school has one set of bus routes in the spring and one set in the fall you can

		Using the Hours Averaging Options Tab

		Using the District Options Billing Tab

		Using the District Options Other Tab
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		Using the District Options Schools / WebTrips Tab

		Using the District Options Map Tab

		Using the Custom Fields Option

		Using Garage Check List Items

		Using the Email Options
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Your customers are more than likely the individual schools in your district.  You may also have some non-
district customers for whom you perform services such as church groups, associations, non-profit groups
and so on.  To access the Customer Maintenance Routine open the File menu, then click Customer
(Figure 5-1). The Customer Search screen will be displayed (Figure 5-2).


Figure 5-1. Accessing the Customer Search Screen


From the Customer Search screen (Figure 5-2), you may search for, add, change or delete customers.
When entering customers you will enter information such as the customer name, address, telephone and fax
as well as the customer’s field trip budget (optional not required).  You may also enter a special instruction
that you want to print on all invoices sent to the customer (for example ATTN.: Margaret).


While entering your customers you may enter certain assumptions or defaults that T.O.M. should make
when you enter a field trip for this customer.  These assumptions will make entering field trips quicker and
easier.  You can always change the assumptions while entering the actual field trip.  These assumptions
are:


• Vehicle Capacity   (High, Medium or Low)
• Billing Rate  (What this customer will be charged)
• Special Instructions  (Unlimited free form text of any special instructions you wish to give the


driver when they arrive at the customer site.)
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• Trip Requestor, Approver and Administrator Email Addresses


Figure 5-2. The Customer Search Screen


The Customer Search screen shows you all of the Customers that you have setup with T.O.M.  From this
screen you tell T.O.M. if you want to add a new Customer, change an existing Customer and remove
existing Customer.


The Customer Search screen also offers you a very simple way to retrieve an existing customer record.
Simply type in all or part of the customer’s name and then click the Find button.  After a moment a list of
customers who have names matching your search name will appear in a list below your search name.  If
you wish to change the search name, key over the last search name that you entered and then click the Find
button again and the system will refresh the list of found customers automatically.  Once you have spotted
the customer you desire, simply point to that name and click it and click the Edit button and you will be
taken to the Customer Data Entry screen (Figure 5-3) with selected customer displayed on the screen.


Adding a New Customer


If you wish to add a new Customer click the New button and you will be taken to the Customer Data Entry
screen (Figure 5.2).  This screen will let you enter all of the Customer information.  To save the Customer
information you have entered click the OK button.  To exit this screen without saving the information you
have entered click the Exit button.


A list of all
Customers
who’s name
match begins
with the search
name or all
customers if the
search name is
blank.


Click to add a
new Customer.


Click to change
the selected
existing
Customer.


Click to remove
the selected
existing
Customer.


Click to leave
the Customer
Search screen.


The customer
search name.
Enter all or part
of the name of
the customer you
wish to find and
then click the
Find button.


Click to
refresh the
list of all
customers
who’s name
begin with
the characters
in the search
name.







Getting Started Manual 5-3


Chapter 5: Customers


Figure 5-3. The General Tab on the Customer Data Entry Screen


Changing an Existing Customer


If you wish to change an existing Customer, select a Customer on the Customer Search screen (Figure 5-2)
by clicking the row containing the desired Customer and then click the Edit button.  You will be taken to
the Customer Data Entry screen (Figure 5-3).  This screen will let you change any of the Customer
information except the Customer number.  (See Appendix D – Changing a Customer’s Number for details
about changing a customer number.) To save the Customer information you have changed, click the OK
button.  To exit this screen without saving the information you have entered, click the Exit button.


Click to return to the
Customer Search screen
WITHOUT saving the
information that you typed.


Click to save the Customer
information and return to
the Customer Search screen.


Click on a tab
to view
different
Customer
options.


Click to work with
Customer’s
Approval Paths
(used by WebTrips).


Click here to select
specific funds that
customer is allowed
to charge a trip
against.
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Deleting an Existing Customer


If you wish to remove an existing Customer, select a Customer on the Customer Search screen (Figure 5-2)
by clicking the row containing the desired Customer.  Then click the Delete button.  T.O.M. will ask you to
confirm that you really want to delete this Customer.  If you do confirm to T.O.M. that you want to delete
the Customer, T.O.M. will remove the Customer from your T.O.M. database.  NOTE:  T.O.M. will not
allow you to delete a Customer that is being used by a Field Trip.


Customer Data Entry Screen Options


The Customer Data Entry screen uses four tabs to help you enter data in an organized fashion. They are the
General tab (Figure 5-3), Billing tab (Figure 5-4), Instructions tab (Figure 5-5) and Other tab (Figure 5.6).
Click on the tab to see its options. The following describes the data entry fields and options for these tabs.


Customer #:  This is a number that is automatically generated by T.O.M.  It uniquely identifies the
customer to T.O.M. This number appears on the screen no matter which tab is displayed.


NOTE: You may find it necessary to renumber a customer’s number for a particular reason. When you do
this, all field trips and other references to that customer are changed as well. See Appendix D – Changing a
Customer’s Number later in this manual for details. Make sure you have a current backup of your T.O.M.
database BEFORE using the Customer Renumber maintenance routine. (See Chapter 10 – Backing Up and
Restoring in the T.O.M. User Guide.) Also, make sure you are the ONLY person using T.O.M.


The General Tab on the Customer Data Entry Screen


Click on the General tab on the Customer Data Entry screen (Figure 5-3), if it is not already displayed.
This tab contains general information about the customer.


Customer Name:  This is the name of your customer.  It is 30 characters long.  You should enter it as you
wish it to appear on your reports as well as on the estimates and invoices you send to your customer.
NOTE: The way that you enter your customer name here is the way you must search for it alphabetically in
the Customer Search Screen.  So if you enter a customer with the name of “The Foothills Elementary
School”, you would need to begin searching with the letter “T” or the word “The” in the Customer Search
Screen.  If you wanted to search for the customer by typing the word “Foothills”, you would have to enter
the customer name as “Foothills Elementary School, The”.


Address:  This is actually two lines where you enter the customer’s street address.  Each line is 30
characters.  This address will appear on the driver trip tickets as well as on the customer estimates and
invoices.


City:  This is the city that the customer is located.  It is 15 characters. The City will appear on the driver
trip tickets as well as on the customer estimates and invoices.


State / Province:  This is the state (U.S.) or province (Canada) where the customer is located.  It is 2
characters. The State or Province will appear on the driver trip tickets as well as on the customer estimates
and invoices.


Zip / Postal Code:  This is the zip (U.S.) or postal code (Canada) where the customer is located.  It is 10
characters. The Zip or Postal code will appear on the driver trip tickets as well as on the customer estimates
and invoices.


Phone:  This is the customer’s phone number.  When you enter this phone number T.O.M. automatically
enters parentheses around the area code and places a dash between the third and the fourth digit of the root
phone number.  If you do not wish to enter an area code with the phone number then enter three spaces in
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place of the area code and T.O.M. will automatically position you to the first digit of the main phone
number.


Fax:  This is the customer’s fax telephone number. When you enter this phone number T.O.M.
automatically enters parentheses around the area code and places a dash between the third and the fourth
digit of the root phone number.  If you do not wish to enter an area code with the fax phone number, then
enter three spaces in place of the area code and T.O.M. will automatically position you to the first digit of
the main part of the fax phone number.


The Billing Tab on the Customer Data Entry Screen


Click on the Billing tab on the Customer Data Entry screen (Figure 5-4), if it is not already displayed. This
tab contains billing information about the customer.


Figure 5-4. The Billing Tab on the Customer Data Entry Screen


Assumed Billing Rate:  As was discussed previously in this section this is the field trip billing rate that
T.O.M. will use by default when you enter a field trip for this customer. The button with the arrow pointing
down to the right of this field indicates that this field is a drop down list field.  That is if you click this
button you are given the valid choices available for this field.  When you click this button you are shown
all of the billing rates that you have entered into T.O.M.   This billing rate is used by T.O.M. to determine
how much to bill the customer for the actual miles and hours logged by all drivers for field trips performed
for this customer.  For more information about billing rates see Billing Rates in Chapter 3 - Entering
Lookup Lists in this manual.  For more information about how T.O.M. bills field trips see Chapter 5 -
Entering Driver Field Trip Miles and Hours and Billing Field Trips in the T.O.M. User Guide.
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Base Hours:  You may use this field as a short cut to entering driver time for field trips into T.O.M.  Many
school district have the drivers log their hours from school back to school.  Those districts will then
afterwards add a certain amount of time and miles to the driver time and miles to come up with the actual
time of the field trip.  If you enter an amount of time in this field T.O.M. will automatically add that
amount of time to the driver’s actual time that you enter in the Trip Driver Information screen.  T.O.M. will
also add this time into the estimated driver time when printing a field trip estimate or management reports.
For more information about entering driver time and billing see Chapter 5 - Entering Driver Field Trip
Miles and Hours and Billing Field Trips in the T.O.M. User Guide.  Enter in as a whole number for hours
and a fraction for fraction of hours.   (Example, .5 = ½ an hour)
 
Base Miles:  You may use this field as a short cut to entering driver miles for field trips into T.O.M.  Many
school district have the drivers log their miles from school back to school.  Those districts will then
afterwards add a certain amount of time and miles to the driver time and miles to come up with the actual
time of the field trip.  If you enter an amount of miles in this field T.O.M. will automatically add that
amount of miles to the driver’s actual miles that you enter in the Trip Driver Information screen.  T.O.M.
will also add this time into the estimated trip miles when printing a field trip estimate or management
reports.  For more information about entering driver time and billing see Chapter 5 - Entering Driver Field
Trip Miles and Hours and Billing Field Trips in the T.O.M. User Guide.  Enter as whole number or miles
and fraction for fraction of miles.  (Example 10.5 = 10 and ½ miles)
 
Base Amount:  If there is a certain base dollar amount that is charged to a customer on top of all other
charges when a customer is billed for field trips you can enter that dollar amount to this field.  This amount
will be added to the amount calculated for EACH DRIVER that performed a field trip for this customer.
T.O.M. also uses this amount when calculating a field trip estimate as well as in management reports when
the field trip has not been billed.


Comments:  This is a short statement that allows you to enter any billing comments to be used when
printing invoices to the customer.  It is 50 characters long.  This billing comment will appear on any field
trip invoice that T.O.M. produces for the customer.  It can be used for specific billing instructions that your
customer may require.  For example, Attn.: Kate.  NOTE: This will only print on the customer’s invoice if
you have instructed T.O.M. to include this comment on the invoice in the invoice format that you selected
for the field trip.
 
Annual Field Trip Budget:  This is the field that is typically used to enter the dollar amount that a school
was budgeted for field trip expense for a year.  It is very useful within districts that use a Site Based
Management approach to field trip budget management.  This field is used by T.O.M. when producing the
Field Trip Budget Report.  T.O.M. will automatically calculate the amount of actual and estimated field trip
expense to subtract from this budget amount based on a date range that you enter, on the fund that the field
trip was charged against and on whether the field trip was billed or not.  T.O.M. will allow you to specify
that all field trips charged against a specific fund are not to be subtracted from this budget amount.  For
more information about how funds are used in determining whether field trips will be charged against this
budget amount see Funds in Chapter 3 - Entering Lookup Lists of this manual.  For more information
about how the customer’s remaining field trip budget is calculated, see Detailed / Summary Field Trip
Budget Report in Chapter 8 - Management Reports in the T.O.M. User Guide.
 
Default Invoice Template: This field shows the invoice template to be used to print invoices. Click on the
drop-down list to choose any of the available templates. See Chapter 10 – Invoice Templates in this manual
for details about invoice templates.
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The Instructions Tab on the Customer Data Entry Screen


Click on the Instructions tab on the Customer Data Entry screen (Figure 5-5), if it is not already displayed.
This tab contains special instructions about the customer you commonly give your drivers when they
perform field trips for this customer.


Figure 5-5. The Instructions Tab on the Customer Data Entry Screen


Assumed Customer Special Instructions:  This field can be used to enter any special instructions that you
commonly give your drivers when they perform field trips for this customer.  You can enter an unlimited
amount of information in this field.  When you enter a field trip for this customer these special instructions
are stamped on the field trip automatically by T.O.M.  You may then override these special instructions
with instructions specific to that unique field trip.  If you change the customer special instructions in the
field trip you will NOT change the customer’s assumed special instructions.  Conversely, if you change a
customer’s assumed special instructions you will NOT change the customer special instructions for all field
trips that you have entered previously for this customer.  The changed customer special instructions will
take effect for all new field trips entered in the future for this customer.







5-8 Transportation Operations Manager


Chapter 5: Customers


The Other Tab on the Customer Data Entry Screen


Click on the Other tab on the Customer Data Entry screen (Figure 5.6), if it is not already displayed. This
tab contains other types of information about the customer.


Figure 5.6 The Other Tab on the Customer Data Entry Screen


Assumed Vehicle Capacity:  As was mentioned previously in this section this is the field trip vehicle
capacity that is assumed when you enter a field trip for this customer.  The button with the arrow pointing
down to the right of this field indicates that this field is a drop down list field.  That is, if you click this
button you are given the valid choices available for this field.  For this field you are given the three choices
of; High, Medium and Low.  This vehicle capacity is used by T.O.M. in calculating the number of vehicles
is required to satisfactorily perform the field trip.  For more information about how T.O.M. uses the vehicle
capacity to calculate the number of vehicles required for a field trip see How T.O.M. Automatically
Calculates the Number of Vehicles Needed for a Field Trip in Chapter 1 - Entering Field Trips and
Printing Estimates in the T.O.M. User Guide.


Customer Internal #:  This is an alphanumeric field. When you create customers, T.O.M. automatically
assigns a customer number. If you have your own internal customer number you need to keep track of, this
field can be used for that reason.
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Division:  You may group your customers into divisions.  You create the divisions.  There is no limit to the
number of divisions that you may create.  You may then assign a customer to one of these divisions.  A
good use of this feature is to create a division for you various bus garages if you have more than one.  Then
assign each of your schools to the division (bus garage) that services that school.  You may then search
your field trips by division.  You may also create management reports by division.  To view the list of
divisions you’ve created just click on the down arrow to the right of the Division field and a list of your
divisions will appear in a drop down list you may then find the correct division and click on it.  T.O.M.
will automatically place the selected division in the customer’s division field.  This field is optional.  You
do have to assign the customer to a division.
 
 Approval Path:  This is the default approval path that all field trip requests for this customer entered by
WebTrips.  WebTrip assigns new Trip Requests this approval path if the customer does not have any
approval paths for a specific Trip Category.  This field is by WebTrips ONLY.  For more information
about this see your WebTrip’s User’s Guide.
 
 Trip Requestor Email: This is one of the three default Email addresses that T.O.M. allows you to set for a
customer.  This Email address will then stamp on any new field trip or field trip requested entered into
T.O.M.   This email address will stamp in the Trip Requestor Email address field in either the Field Trip
Request screen or the Field Trip screen.  This Email address is used by T.O.M. to automatically send
emails to people when key events to a field occur.  For information about this feature see Appendix H –
Having T.O.M. Automatically Send Emails During Key Events in your Users Guide.
 
 Trip Approver Email: This is one of the three default Email addresses that T.O.M. allows you to set for a
customer.  This Email address will then stamp on any new field trip or field trip requested entered into
T.O.M.   This email address will stamp in the Trip Approver Email address field in either the Field Trip
Request screen or the Field Trip screen. This Email address is used by T.O.M. to automatically send emails
to people when key events to a field occur.  For information about this feature see Appendix H – Having
T.O.M. Automatically Send Emails During Key Events in your Users Guide.
 
 Trip Administrator Email: This is one of the three default Email addresses that T.O.M. allows you to set
for a customer.  This Email address will then stamp on any new field trip or field trip requested entered
into T.O.M.   This email address will stamp in the Trip Administrator Email address field in either the Field
Trip Request screen or the Field Trip screen. This Email address is used by T.O.M. to automatically send
emails to people when key events to a field occur.  For information about this feature see Appendix H –
Having T.O.M. Automatically Send Emails During Key Events in your Users Guide.
 
Active:  This checkbox is used to signify if this is an active customer or not.  If this box is checked then the
customer is considered active.  If this box is not checked then the customer is considered inactive.  In the
Customer Directory Report T.O.M. allows you to specify whether you wish to list active, inactive or all
customers on the report.
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Setting Approval Paths by Customer / Trip Category


The WebTrips extension to T.O.M. allows you to setup approval paths by not only customer but also by a
combination of the type of trip and customer.  For example, a field trip for boys basketball for a school
would perhaps go to an athletic trip type of approval where as trip to the zoo for that same school may go
to a different approval path.  T.O.M. allows you to define when a combination of a customer and trip
category will automatically be assigned to a specific approval path.  When you click on the Approval Paths
by Trip Category button on the Customer Screen (Figure 5-3) the Customer / Trip Categories Screen
displays (Figure 5. 7).  This screen allows you to setup combinations of Customer and Trip Categories and
what approval path will service those combinations.  You can read more about this feature in your
WebTrips User’s Guide.  This feature is used by WebTrips ONLY.


Figure 5. 7 – The Customer / Trip Categories Screen
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Restricting the Funds that A Customer Can Charge A Field Trip To


T.O.M. allows you to limit the list of funds that a customer can charge a field trip to.  Normally, T.O.M.
will allow you or your customers to select from all the funds in the fund list that you enter in T.O.M.
However, many organizations desire to limit the list of funds that a customer can charge their trips against.
T.O.M. allows this.  To do this you must specify to T.O.M. which funds a customer is authorized to charge
a field trip against.  To do this you would click on the Funds button in the Customer Screen (Figure 5-1).
When you do this the Funds Assigned to Customer Screen displays (Figure 5. 8).


Figure 5. 8 – The Funds Assigned to the Customer Screen


Search Fund #: This is used by T.O.M. to search for all funds that have a number that matches the one
entered here.  You may also enter a partial number to search by.  For example, you could enter a Search
Fund Number of 1 and T.O.M. will return all funds that have number’s that start with 1.


Search Description: This is used by T.O.M. to search for all funds that have a fund description that
matches the one entered here.  You may also enter a partial number to search by.  For example, you could
enter a Search Description of ‘Elm’ and T.O.M. will return all funds with a description that begin with
‘Elm’.
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Funds: A list of all funds found by T.O.M. in the fund search matching the search fund # and search fund
description.  This list is rebuilt whenever the Find All Funds In Search button is clicked.


Add>>: This button when clicked will assign the fund that is selected in the Funds List to the list of funds
the customer is allowed to charge trips against.


 <<Remove: This button when clicked will remove the fund selected in the Funds Assigned to Customer
List from the list of funds the customer is allowed to charge trips against.


Add All: This button when clicked will add all funds found in the fund search list to the list of funds
assigned to the customer.


Remove All: This button when clicked will remove all funds from the list of funds that are assigned to the
customer.


Funds Assigned to Customer: This is the list of funds that the customer may charge a field trip against.


Find All Funds in Search:  This button when clicked will find all funds that match the search fund
number and / or the search fund description and place them in the Funds list.


Exit: This button when clicked will close the Funds Assigned to the Customer Screen (Figure 5. 8) and
return you to the Customer screen (Figure 5-3).
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		Funds Assigned to Customer: This is the list of funds that the customer may charge a field trip against.
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Chapter 6
Vehicles And Their Schedules
T.O.M. was designed to store almost if not all of the information your department must retain for your
vehicles.  When you select the Vehicle Maintenance Routine (Figure 6-1), the Vehicle List screen is
displayed (Figure 6-2).  When entering your vehicles into T.O.M. you must at least enter all of the vehicles
you will assign to field trips.  However, it is to your benefit to enter ALL of your vehicles because you will
then have just one place to go to look up information concerning your vehicles.  Take a moment to study
the Vehicle Roster to see the flexibility’s in retrieving vehicle information that it offers your department.


Figure 6-1. Accessing the Vehicle List Screen


When setting up your vehicle you can enter the vehicle’s make, year of manufacture, license, fuel type, and
a description and the vehicle’s total miles.  You can categorize each vehicle by selecting one of the Vehicle
Types from the Vehicle Type list that you previously setup.  If you have defined one or more custom fields,
you may also enter this specific information for each vehicle.


Working with Vehicles
Figure 6-2 is the list / search screen showing you all of the Vehicles that you have setup with T.O.M.  From
this screen you tell T.O.M. if you want to add a new Vehicle, change an existing Vehicle and remove
existing Vehicle.
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Figure 6-2. The Vehicle List Screen


Adding a New Vehicle


If you wish to add a new Vehicle click the New button and you will be taken to the Vehicle Data Entry
screen (Figure 6-3).  This screen will let you enter all of the Vehicle information.  To save the Vehicle
information you have entered, click the OK button.  To exit this form without saving the information you
have entered, click the Exit button. See Vehicle Data Entry Screen Options below for a complete
description of the data entry fields and options.


Changing an Existing Vehicle


If you wish to change an existing Vehicle, select a Vehicle on the Vehicle List (Figure 6-2) by clicking the
row containing the desired Vehicle.  Then click the Edit button.  You will be taken to the Vehicle Data
Entry screen (Figure 6-3).  This screen will let you change any of the Vehicle information except the
Vehicle number.  (See Appendix E – Changing a Vehicle’s Number for details about changing a vehicle
number.) To save the Vehicle information you have changed, click the OK button.  To exit this form
without saving the information you have entered, click the Exit button. See Vehicle Data Entry Screen
Options below for a complete description of the data entry fields and options.
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Figure 6-3. The Vehicle Data Entry Screen


Deleting an Existing Vehicle


If you wish to remove an existing Vehicle, select a Vehicle on the Vehicle List  (Figure 6-2) by clicking
the row containing the desired Vehicle.  Then click the Delete button.  T.O.M. will ask you to confirm that
you really want to delete this Vehicle.  If you do confirm to T.O.M. that you want to delete the Vehicle,
T.O.M. will remove the Vehicle from your T.O.M. database.  NOTE:  T.O.M. will not allow you to delete a
Vehicle that is being used by a Field Trip, Employee or Schedule.


Vehicle Data Entry Screen Options


Vehicle #:  This is the unique number assigned to each vehicle.  Unlike customers, destinations and
employees, T.O.M. does NOT assign a number to vehicles.  T.O.M. assumes that the district has already
assigned a unique number to each vehicle.  You may enter a number from 0 to 99999 in this field.  Each
vehicle must have a number that is unique to that vehicle.  You must enter a vehicle number.


NOTE: You may find it necessary to renumber a vehicle’s number for a particular reason. When you do
this, all field trips and other references to that vehicle are changed as well. See Appendix D – Changing a
Customer’s Number later in this manual for details. Make sure you have a current backup of your T.O.M.
database BEFORE using the Vehicle Renumber maintenance routine. (See Chapter 10 – Backing Up and
Restoring in the T.O.M. User Guide.) Also, make sure you are the ONLY person using T.O.M.
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Vehicle Type:  This is the category that you have assigned to this vehicle. The button with the arrow
pointing down to the right of this field indicates that this field is a drop down list field.  That is if you click
this button you are given the valid choices available for this field.  When you click this button you are
shown all of the vehicle types that you have entered into T.O.M.  For more information about vehicle types
see Vehicle Types in Chapter 3 - Entering Lookup Lists in this manual.


Description:  This field allows you to enter any additional description about the vehicle that you desire.  It
is 30 characters long.  You are not required to enter any information in this field.  You may find it useful to
use this field to further distinguish a vehicle from other vehicles of the same vehicle type and vehicle make.


License:  This is the vehicle’s license number.  It is 8 characters long.  You may put either letters or
numbers in this field.


Year of Manufacture:  This is the year that the vehicle was made.  You may enter the year as either “91”
or “1991” for example.  You should, however, be consistent on how you enter the Year of Manufacture for
all of the vehicles.  T.O.M. allows you to select all vehicles that were made on a certain year in the Vehicle
Roster Report.  If you enter some vehicles that were made in 1991 as “91” and some as “1991”, then you
would have to run the report twice.  Once requesting all vehicles with the Year of Manufacture of  “91”
and the second requesting all vehicles with the Year of Manufacture of  “1991”.


Vehicle Make:  This is the manufacturer of the vehicle.  It is 30 characters long.  You would usually enter
the name of the company that produced your vehicle. You should be consistent on how you enter the
Vehicle Make for all of the vehicles.  T.O.M. allows you to select all vehicles with a certain Vehicle Make
in the Vehicle Roster Report.  If you enter some vehicles that were made by Bluebird for example, as
“Blue” and some as “Bluebird” then you would have to run the report twice.  Once requesting all vehicles
with the Vehicle Make of “Blue” and the second requesting all vehicles with the Vehicle Make of
“Bluebird”.


Total Miles:  This is the total miles that the vehicle has been driven.  T.O.M. does NOT maintain this
information.  You would enter this information on a regular basis (weekly, monthly, quarterly, etc.)  and
have it available for management reports.  You may enter whole miles as well as tenths of miles in this
field.


Fuel Type:  This is the type of fuel that the vehicle uses.  It is a 1-character field.  You may enter a single
character the represents the type of fuel used by this vehicle.  For example, G-Gasoline, Diesel,
Compressed Natural Gas, or Electric. You should be consistent on how you enter the Fuel Type for all of
the vehicles.  T.O.M. allows you to select all vehicles with a certain Fuel Type in the Vehicle Roster
Report.  If you enter some vehicles that use diesel for example, as “D” and some as “E” then you would
have to run the report twice.  Once requesting all vehicles with the Fuel Type of “D” and the second
requesting all vehicles with the Fuel Type of  “E”.


Active:  This checkbox is used to signify if this is an active vehicle or not.  If this box is checked the
vehicle is considered active.  If this box is not checked the vehicle is considered inactive.  In the Vehicle
Directory Report T.O.M. allows you to specify whether you wish to list active, inactive or all vehicles on
the report.


Custom Fields 1-3:  These are the three user defined fields available for your use for each vehicle.  They
are NOT visible unless you have given them a caption.  You give a custom field a caption by going into the
Custom Fields screen from the District Options screen.  Each of these custom fields is 5 characters long.
You may enter either numbers and or letters in these fields.  They can be used to store any type of
information or code that you require concerning your district’s vehicles. You should be consistent on how
you enter the value of the custom fields for all of the vehicles.  T.O.M. allows you to select all vehicles
with a certain value in these custom fields in the Vehicle Roster Report.  The uses of these custom fields
are limited only to your imagination!  For more information about defining your vehicle custom fields see
Chapter 4 - District Options in this manual.
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Working with Vehicle Schedules
While entering the vehicle information, you may also establish in which schedules that vehicle will belong.
NOTE:  IN ORDER TO ENSURE THAT T.O.M. AUTOMATICALLY ASSIGNS VEHICLES TO
FIELD TRIPS CORRECTLY, YOU MUST PROPERLY ESTABLISH WHICH SCHEDULE EACH
VEHICLE BELONGS.  You can view what schedules a vehicle belongs in as well as add or remove
schedules that a vehicle belongs in by clicking the Schedule button which displays the Add / Remove
Vehicles From Schedule screen (Figure 6-4).


It is important that you understand how schedules are setup and how they work with the automatic
assignment function.  Please take time to read Appendix A - Schedules - Setting Them Up & How
They Affect Automatic Assignment.


. 


Figure 6-4. The Add / Remove Vehicle To Schedules Screen
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T.O.M. was designed to store almost if not all of the information your department must retain for your
employees.  When you select the Employee Maintenance Routine the Employee Search screen displays
(Figure 7-2). When entering employees into T.O.M., you must at least enter all of your drivers.  However,
it is to your benefit to enter ALL of your employees because you will then have just one place to go to look
up information concerning your employees.  Take a moment to study the Employee Directory to see the
flexibility’s in retrieving employee information offered to your department.


Figure 7-1. Accessing the Employee Search Screen


When setting up your employees, you can enter the employee’s name, address, phone and social security
number.  You can also enter more specific information required by your department such as hire date,
seniority, license #, license expiration date, and certification number.


You can categorize each employee by selecting one of the Employee Types from the Employee Type list
that you previously setup.  You can also select a vehicle to assign to the employee from the list of vehicles
that you had previously setup.  If you have defined one or more custom fields, you may also enter this
specific information for each employee.


Working with Employees
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Figure 7-2 is the list / search screen showing you all of the Employees that you have setup with T.O.M.
From this screen you tell T.O.M. if you want to add a new Employee, change an existing Employee or
remove existing Employee.


Figure 7-2. The Employee Search Screen


Finding an Employee


The Employee Search screen (Figure 7-2) offers you a very simple way to retrieve an existing Employee
record.  Simply type in all or part of the Employee’s name and then click the Find button.  After a moment
a list of Employees who have names matching your search name will appear in a list below your search
name.  If you wish to change the search name, key over the last search name that you entered and then
click the Find button again and the system will refresh the list of found Employees automatically.


Once you have spotted the Employee you desire, simply point to that name and click it and click the Edit
button and you will be taken to the Employee Data Entry screen (Figure 7-3) with selected Employee
displayed on the screen.


Adding a New Employee


If you wish to add a new Employee, click the New button on the Employee Search screen (Figure 7-2) and
you will be taken to the Employee Data Entry screen (Figure 7-3).  This screen will let you enter all of the
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Employee information.  To save the Employee information you have entered, click the OK button.  To exit
this screen without saving the information you have entered, click the Exit button. See Employee Data
Entry Screen Options below for a complete description of data entry fields and options.


Figure 7-3. The General Tab on the Employee Data Entry Screen


Changing an Existing Employee


If you wish to change an existing Employee, then select an Employee on the Employee List screen (Figure
7-2) by clicking the row containing the desired Employee and then click the Edit button.  You will be taken
to the Employee Data Entry screen (Figure 7-3).  This screen will let you change any of the Employee
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information except the Employee code.  To save the Employee information you have changed, click the
OK button.  To exit this screen without saving the information you have entered, click the Exit button. See
Employee Data Entry Screen Options below for a complete description of data entry fields and options.


Deleting an Existing Employee


If you wish to remove an existing Employee, then select an Employee on the Employee List  (Figure 7-2)
by clicking the row containing the desired Employee and then click the Delete button.  T.O.M. will ask you
to confirm that you really want to delete this Employee.  If you do confirm to T.O.M. that you want to
delete the Employee, T.O.M. will remove the Employee from your T.O.M. database.  NOTE:  T.O.M. will
not allow you to delete an Employee that is being used by a Field Trip or Schedule.


Employee Data Entry Screen Options


The Employee Data Entry screen uses four separate “tabs” of fields that allow you to enter all your
employee information. To display a tab, simply click on the appropriate tab: General, Employment, Billing
or Other. The following describes the data entry fields and options for each tab.


The General Tab on the Employee Data Entry Screen


The General tab on the Employee Data Entry screen (Figure 7-3) contains basic employee information.


Employee #:  This is a number or code that you enter for this employee.  It uniquely identifies the
employee to T.O.M.  The number can be up to 50 characters long including both numbers and letters.


SSN:  This is the nine-digit social security number of the employee. It is 11 characters including the
hyphens: 000-00-0000.  This field is optional.


First Name:  This is the first name of the employee.  It is 15 characters long.


Last Name:  This is the last name of your employee.  It is 30 characters long.  NOTE: The way that you
enter your employee last name here is the way you must search for it alphabetically in the Employee
Search screen.


Address:  This field uses two lines to enter the employee’s street address.  Each line is 30 characters.


City:  This is the city where the employee is located.  It is 15 characters.


State / Province:  This is the state (U.S.) or province (Canada) where the employee is located.  It is 2
characters.


Zip / Postal Code:  This is the zip code (U.S.) or postal code (Canada) of the employee.  It is 10
characters.


Phone:  This is the home phone number of the employee.  When you enter this phone number, T.O.M.
automatically enters the parentheses around the area code and places a dash between the third and the
fourth digit of the root phone number.  If you do not wish to enter an area code with the phone number,
then enter three spaces in place of the area code and T.O.M. will automatically position you to the first
digit of the main phone number.
Birthday:  This is the birth date of the employee.  The Employee Directory Report allows you to list a
group of employees whose birthdays fall within a date range that you enter.  This feature may be a useful
risk management tool in monitoring if any of your drivers would exceed some type of age limit that is
specified by your district or state.  This feature can also be used to give a list of employees who have a
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birthday for this month. For more information about the Employee Directory see The Employee Directory
in Chapter 7 - Master File Reports in the T.O.M. User Guide.
 
 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 just
click on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen
just click on the little button next to this date field that looks like a small calendar.  For more information
on T.O.M.’s Pop Up Calendar screen see Appendix C - The Pop Up Calendar Screen later in this manual.


The Employment Tab on the Employee Data Entry Screen


The Employment tab on the Employee Data Entry screen (Figure 7-4) allows you to enter more specific
employment-related information about the employee.


Hire Date:  This is the date the employee was hired in your district.  For drivers it is CRITICAL that you
enter this date.  T.O.M. uses the employee’s hire date and the employee’s seniority to position the
employee in the automatic assignment schedules that you will build.  These schedules are lists of drivers
used which T.O.M. places in descending order by the Employee’s Hire Date and then the Employee’s
Seniority.  When you enter field trips you specify which Schedule T.O.M. should use when it automatically
assigns drivers and vehicles to the field trip.
 
 You may add drivers to these schedules or remove drivers from the schedules at any time.  Whenever you
add a driver to a schedule, T.O.M. automatically positions that driver in the list according to the driver’s
Hire Date and Seniority.   For more information about schedules see the section Schedules in Chapter 3 -
Entering Lookup Lists in the manual.  Also see Appendix A - Schedules - Setting Them Up and How They
Affect Automatic Assignment in this manual.  For more information about how T.O.M. performs automatic
assignment see Chapter 2 - Assigning Drivers and Vehicles to Field Trips, Printing Trip Tickets and
Garage Check List in the T.O.M. User Guide.
 
 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 just
click on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen
just click on the little button next to this date field that looks like a small calendar.  For more information
on T.O.M.’s Pop Up Calendar screen see Appendix C - The Pop Up Calendar Screen later in this manual.
 
 The Employee Directory will allow you to select a list of employee’s who were hired on a date range that
you specify.  For more information about the Employee Directory see the section The Employee Directory
in Chapter 7 - Master File Reports in the T.O.M. User Guide.
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Figure 7-4. Employment Tab on the Employee Data Entry Screen


Seniority:  This is the seniority number assigned to the employee by your district.  You may enter any
number in this field from 0 to 99,999.  Typically districts use the seniority number to break any seniority
tie that would occur when more than one employee has the same Hire Date. For drivers it is CRITICAL
that you enter this date.  T.O.M. uses the employee’s hire date and the employee’s Seniority to position the
employee in the automatic assignment schedules that you will build.  These schedules are lists of drivers
used which T.O.M. places in descending order by the Employee’s Hire Date and then the Employee’s
Seniority.  When you enter field trips you specify which Schedule T.O.M. should use when it automatically
assigns drivers and vehicles to the field trip.
 
 You may add drivers to these schedules or remove drivers from the schedules at any time.  Whenever you
add a driver to a schedule, T.O.M. automatically positions that driver in the list according to the driver’s
Hire Date and Seniority.   For more information about schedules, see the section Schedules in Chapter 3 -
Entering Lookup Lists in this manual.  Also see Appendix A - Schedules - Setting Them Up and How They
Affect Automatic Assignment in this manual.  For more information about how T.O.M. performs automatic
assignment see Chapter 2 - Assigning Drivers and Vehicles to Field Trips, Printing Trip Tickets and
Garage Check List in the T.O.M. User Guide.
 
Employee Type:  This is a category of employee that you have previously defined.  The Employee Type
allows you to enter all of the employees in your Transportation / Maintenance Department and classify
them by their position.  The valid Employee Types should be defined and entered into T.O.M. before you
begin entering your employees.  For more information about Employee Types, see the section Employee
Type in Chapter 3 - Entering Lookup Lists in this manual.  The Employee Directory Report allows you to
list a group of employees with an Employee Type that you designate. For example, this feature allows you


A Popup
Calendar
screen
button.







Getting Started Manual 7-7


Chapter 7: Employees, Their Hours and Schedules


to list all of your drivers or all of your crosswalk guards.  For more information about the Employee
Directory, see the section The Employee Directory in Chapter 7 - Master File Reports in the T.O.M. User
Guide.


Vehicle #:  If the employee is a driver, then you may also specify the normal vehicle that he or she drives.
When assigning this employee to field trips, T.O.M. will always attempt to give that employee his / her
normal vehicle.  If the vehicle is not the vehicle type required for the field trip or if the vehicle is already
scheduled for another field trip, then T.O.M. will assign the employee a different vehicle from the spare
vehicle list.


The button with the arrow pointing down to the right of this field indicates that this field is a drop down list
field.  If you click this button, you are given the valid choices available for this field.  For this field you are
given a list of all of your vehicles in vehicle number order.  For more information about how T.O.M.
assigns vehicles to field trips see Chapter 2 - Assigning Drivers and Vehicles to Field Trips, Printing Trip
Tickets and Garage Check List in the T.O.M. User Guide.


The vehicle assigned to the employee is also used in the Employee Directory Report.  This report is
sophisticated enough to provide you a list of employees that drive a specific vehicle or those that drive a
specific vehicle type.  Using this report, therefore, you could print a list of drivers that are assigned to
vehicle #102 or you could print a list of drivers that are assigned to drive Small Handicap vehicle types.
By assigning vehicles to employees you also give T.O.M. the information it needs to derive what vehicle
type that employee drives.  For more information about the Employee Directory see the section The
Employee Directory in Chapter 7 - Master File Reports in the T.O.M. User Guide.


Certif.#:  This is the certification number of the employee.  It is 50 characters long.  You can enter both
numbers as well as letters in this field.  This field is an optional field.


Certification Date:  If the employee is certified, this is the date on which the employee was certified.
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 just
click on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen
just click on the little button next to this date field that looks like a small calendar.  For more information
on T.O.M.’s Pop Up Calendar screen see Appendix C - The Pop Up Calendar Screen later in this manual.


The Employee Directory will allow you to select a list of employee’s who were certified on a date range
that you specify.  For more information about the Employee Directory see the section The Employee
Directory in Chapter 7 - Master File Reports in the T.O.M. User Guide.


License:  If the employee is a driver, then you may enter the employee’s driver’s license number in this
field.  It is 25 characters long.  You may enter numbers or letters in this field.


Lic. Exp. Date:  If the employee is a driver, then you may enter his / her driver’s license expiration date in
this field.  The Employee Directory allows you to list all drivers whose license will expire within a date
range that you specify.  This feature can be a very useful risk management tool for your district. For
example, with this feature you can print a list of drivers whose licenses will expire next month and follow-
up with those drivers to ensure that their driver’s licenses are renewed before they continue driving the
district’s vehicles. For more information about the Employee Directory see the section The Employee
Directory in Chapter 7 - Master File Reports in the T.O.M. User Guide.
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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 just
click on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen
just click on the little button next to this date field that looks like a small calendar.  For more information
on T.O.M.’s Pop Up Calendar screen see Appendix C - The Pop Up Calendar Screen later in the book.


Base Hours:  You will only use this field if your district has chosen to have T.O.M. automatically assign
drivers to field trips using the Hours Averaging method.  Many times in a year the district will hire a new
employee or will allow an employee that previously didn’t drive field trips to drive them.  Or a driver may
be sick and not be able to perform field trips for an extended period of time like a month.  In any of these
cases you then are faced with a situation of a driver being added to a list of drivers that has far less (if any)
field trip hours than the other drivers on the list.  If this situation were left alone T.O.M. would then
heavily favor this new driver with field trip assignments for an extended period of time to bring that new
driver’s hours in line with the other drivers on the driver list (schedule).


Most districts would find that unacceptable.  To deal with this situation T.O.M. allows you to enter an
amount of hours called Base Hours that will be added to each driver’s total field trip hours when T.O.M.
recalculates a drivers field trip hours.  Thus, when you add a new driver to a driver list you can simply
determine the average hours of the other drivers and enter that average into the new driver’s base hours and
that new driver will be on equal footing with the other drivers in the driver list (schedule).


NOTE:  T.O.M. provides you with an excellent report that will give you the average hours of all
employees in a schedule or all employees in total.  This report is called the Driver / Schedule Field Trip
Hours Report.  To learn more about this report see Chapter 7 - Management Reports in the T.O.M. User
Guide.


If your district chooses to average hours WITHIN each schedule then you will not use the Base Hours field
found in the employee screen.  Rather, you will use the Base Hours field found in the Employee Schedule
record.  To learn more about the Employee / Schedule Base Hours field see Changing an Employee’s Base
Hours for a Schedule later in this chapter.


Bid Allowance: This field is only visible if you have selected Automatic Assignment Method or Bid in
district options.  It is the number of points an employee has remaining in a period that he / she can bid on a
field trip (if the district is using the Bid Allowance method of Automatic Assignment).  The user can enter
points into this field and as the employee bids on trips and those bids get awarded the trip – T.O.M.
automatically subtracts the number of points of the bid from this Bid Allowance.


The Billing Tab on the Employee Data Entry Screen


The Billing tab on the Employee Data Entry screen (Figure 7-5) allows you to enter certain billing
information for the employee.  The billing rate fields only come into play during billing if the field trip
being billed uses a billing rate with a billing instruction of Employee Rates, Employee Rates with OT, or
Employee Rates with Daily OT. When any of these billing instructions is selected, the user is asked to
specify a number 1-6 that tells T.O.M. which set of employee rates T.O.M. will use when billing the field
trip.
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Figure 7-5. The Billing Tab on the Employee Data Entry Screen


Billing Hourly Rate:  You can enter up to 6 different rates. Some districts have different billing rates
depending on the employee or employees that perform the field trip.  If you need to bill each employee that
performs a field trip at a different hourly billing rate here is where you enter that hourly billing rate.


NOTE:  Just entering an hourly billing rate in this field will not automatically cause T.O.M. to bill field
trips that this employee drives at this rate.  You must also set the Billing Instructions of the billing rate
assigned to the field trip to the value Employee Rates’, “Employee Rates with O.T’, or ‘Employee Rates
with Daily O.T.’.  This instructs T.O.M. to use the Billing Hourly Rate found for each employee when
calculating a field trip bill.  For more information about instructing T.O.M. to use the employee’s Billing
Hourly Rate see the section titled Billing Rates in Chapter 3 - Entering Lookup Lists of this manual.
 
Billing Wait Time Hourly Rate:  You can enter up to 6 different rates. These rates reflect when a driver is
waiting (that is, not driving) during a field trip. Some districts have different billing rates depending on the
employee or employees that perform the field trip.  If you need to bill each employee that performs a field
trip at a different hourly billing rate here is where you enter that hourly billing rate.
 
A NOTE ABOUT OVERTIME (OT) RATES
 
This note applies to all OT rates described below.  Some districts not only have different hourly billing rate
for each employee but they have a different hourly billing rate when the field trip that the employee is
performing causes that employee to go into overtime.  If your district has a different billing rate for any
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overtime hours that an employee incurs while performing a field trip, here is where you enter that overtime
billing rate.


Just entering an overtime hourly billing rate in this field will not automatically cause T.O.M. to bill the
employee’s overtime hours for field trips that this employee drives at this rate.  You must also set the
Billing Instructions of the billing rate assigned to the field trip to the value ‘Employee Rates With O.T.’ or
‘Employee Rates with Daily O.T.’.  This instructs T.O.M. to calculate if the field trip caused the employee
to incur any overtime (either weekly or daily).  T.O.M. calculates this by first adding an employee’s
standard route hours ( for the ENTIRE week for weekly overtime, for the ENTIRE day for daily overtime)
then adding all field trips (for the week for weekly overtime, for the day for daily overtime) taken prior to
the field trip being billed and then adding the employee’s actual hours for the field trip.  T.O.M. then
compares these hours to the Weekly Overtime Hours or Daily Overtime Hours you specified in the District
Options screen.  If these hours are greater than the Weekly Overtime Hours or Daily Overtime Hours
T.O.M. subtracts the Weekly Overtime Hours or Daily Overtime Hours from the calculated hours to give
the number of hours of overtime for the field trip being billed.  If the field trip had overtime hours T.O.M.
multiplies the overtime hours for the field trip by the either the Billing OT Rate for weekly overtime or the
Daily OT Rate for daily overtime.  For more information about instructing T.O.M. to use the employee’s
overtime Rate see the section titled Billing Rates in Chapter 3 - Entering Lookup Lists of this manual.


Billing Weekly OT Rate:  You can enter up to 6 different weekly rates. See note above about overtime
(OT) rates.  This Rate is used if the Billing Instructions for the Billing Rate is set to ‘Employee Rates with
O.T.’.


Billing OT Wait Time Rate:  You can enter up to 6 different rates. These rates reflect when a driver is
waiting (that is, not driving) during a field trip. See note above about overtime (OT) rates.  This Rate is
used if the Billing Instructions for the Billing Rate is set to ‘Employee Rates with O.T.’.  This rate is
multiplied against the OT Wait Time you entered for that particular driver for a particular field trip.


Billing Daily OT Rate:  You can enter up to 6 different rates. See note above about overtime (OT) rates.
This Rate is used if the Billing Instructions for the Billing Rate is set to ‘Employee Rates with Daily O.T.’.
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Billing Daily OT Wait Time Rate:  You can enter up to 6 different rates. These rates reflect when a driver
is waiting (that is, not driving) during a field trip. See note above about overtime (OT) rates.  This Rate is
used if the Billing Instructions for the Billing Rate is set to ‘Employee Rates with Daily O.T.’.  This rate is
multiplied against the OT Wait Time you entered for that particular driver for a particular field trip.


The Other Tab on the Employee Data Entry Screen


The Other tab on the Employee Data Entry screen (Figure 7-6) allows you to enter custom field
information.


Figure 7-6. The Other Tab on the Employee Data Entry Screen


Custom Fields 1-5:  These are the five user defined fields available for your use for each employee.  They
are NOT visible unless you have given them a caption.  You give a custom field a caption by going into the
Custom Fields screen from the District Options screen.  Each of these custom fields is 5 characters long.
You may enter either numbers or letters in these fields.  They can be used to store any type of information
or code that you require concerning your district’s employees. You should be consistent on how you enter
the value of the custom fields for all of the employees.  T.O.M. allows you to select all employees with a
certain value in these custom fields in the Employee Directory Report.  The uses of these custom fields are
limited only to your imagination!  For more information about defining your employee custom fields see
Chapter 4 - District Options in this manual. For more information about the Employee Directory see the
section The Employee Directory in Chapter 7 - Master File Reports in the T.O.M. User Guide.
Custom Date Fields 1& 2:  These are the two user defined date fields available for your use for each
employee.  They are NOT visible unless you have given them a caption.  You give a custom date field a
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caption by going into the Custom Fields screen from the District Options screen.   They can be used to
store any type of date information that you require concerning your district’s employees.  T.O.M. allows
you to select all employees with a certain date in these custom date fields in the Employee Directory
Report.  The uses of these custom fields are limited only to your imagination!  For more information about
defining your employee custom date fields see Chapter 4 - District Options in this manual. For more
information about the Employee Directory see the section The Employee Directory in Chapter 7 - Master
File Reports in the T.O.M. User Guide.


Active:  This checkbox is used to signify if this is an active employee or not.  If this box is checked, then
the employee is considered active.  If this box is not checked, then the employee is considered inactive.  In
the Employee Directory Report T.O.M. allows you to specify whether you wish to list active, inactive or all
employee on the report. For more information about the Employee Directory see the section The Employee
Directory in Chapter 7 - Master File Reports in the T.O.M. User Guide.







Getting Started Manual 7-13


Chapter 7: Employees, Their Hours and Schedules


 


Working with Employee Hours
While entering the employee information, you may also enter the employee standard weekly hours.  If you
are entering in a driver, these hours may be the driver’s standard route hours.  NOTE:  If you wish to have
T.O.M. prevent overtime while automatically assigning drivers to field trips, then you MUST enter driver’s
route hours.  These hours are used by the system in conjunction with field trip hours to determine if a field
trip’s hours will put the employee in an overtime situation.


To enter an employee’s route hours click the Hours button on the employee screen which will cause the
Hours screen (Figure 7-7) to display.  This screen enables you to enter the employee’s standard hours for
each day of the week.  When you finish entering the employee’s standard hours, then simply click the Exit
button and the system will store the hours information for the employee.


This screen will also allow you to clear the entire week’s hours to zero and start over by clicking the Clear
Hours button.  When you click this button every day’s hours will be set to the value of zero.


Figure 7-7. The Employee Hours Screen


Finally, if this employee is a driver or driver’s aid T.O.M. allows you to enter that employee’s actual route
times for the week (this is discussed further in this chapter).  If you have entered an employee’s route times
T.O.M. will, if you desire, automatically calculate the number of hours in each day that the employee’s
routes take to perform and enter those hours in this screen.  To have T.O.M. calculate these hours you
would click the Set To Routes button.  This will instruct T.O.M. to erase any existing hours in this screen
and replace those hours with the hours that T.O.M. calculates from the route times that you have entered.
For more information about entering an employee’s route times see the section marked Entering An
Employee’s Route Times later in this chapter.
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(Figure 7-3).  The
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saved.
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screen (Figure 7-
12) and place
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Click to reset
every day’s
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Working with Employee Schedules
When telling T.O.M. how to automatically assign employees and vehicles to your field trips you can setup
lists of employees and vehicles called schedules.  You create the schedules (see the section titled Schedules
in Chapter 3 - Entering Lookup Lists in this manual).  You can create as many schedules as you like.
Employees can be on as many or as few schedules as you like.  When you enter a new field trip you will
tell T.O.M. which schedule or schedules to use when assigning drivers to this field trip.


.
 


Figure 7-8. The Add / Remove Employees To Schedule Screen


While entering the employee information you may also establish in which schedules that employee will
belong.  NOTE:  IN ORDER TO ENSURE THAT T.O.M. AUTOMATICALLY ASSIGNS DRIVERS
TO FIELD TRIPS CORRECTLY, YOU MUST PROPERLY ESTABLISH TO WHICH SCHEDULE(S)
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EACH EMPLOYEE BELONGS.  You can view what schedules an employee belongs in as well as add or
remove schedules that an employee belongs in by clicking the Schedule button which displays the Add /
Remove Employees From Schedule screen (Figure 7-8).


It is important that you understand how schedules are setup and how they work with the automatic
assignment function.  Please take time to read Appendix A - Schedules - Setting Them Up & How they
Affect Automatic Assignment.


This screen displays all of the schedules that the employee is currently assigned to.  From here you may
add the employee to the list of a schedule, add the employee to the list of every schedule, delete an
employee from a schedule list, delete the employee from the list of every schedule or change the base hours
for an employee for a schedule that he / she ALREADY belongs to.


Deleting the Employee from a Schedule’s List


To remove the employee from a schedule, simply position your cursor on the line of the schedule in the list
of  schedules that the employee already belongs you wish to delete and click the <<Remove button.  When
you do this (or click on the Remove All button) T.O.M. displays a message box informing you that when
T.O.M. will not only remove this employee but will also remove any unreplaced cancellations and
makeups for the employee if T.O.M. finds the employee has any unreplaced cancellations or makeups
(Figure 7-9).  This is important to note because after you remove and employee from a schedule he /
she looses all unreplaced cancellations and makeups.  Even if you add that employee back to the
schedule those cancellations and makeups will not be revised as unreplaced.


Figure 7-9. T.O.M. Warning When You Remove an Employee From A Schedule


Adding an Employee to the List of a Schedule


To add an employee to the list of a schedules of all schedules and click the Add>> button which will cause
the selected schedule to appear in the list of schedules that the employee belongs.  You may also click the
Add All button and all of the schedules in the list of all schedules will also appear in the list of schedules
that the employee belongs to.


Changing the Base Hours for an Employee Schedule


To enter a base hours for an employee / schedule click on one of the schedules in the list of schedules that
the employee belongs to and then click the Change Base Hours button.  This will cause the Change
Employee / Schedule Base Hours screen to display (Figure 7-10).
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Figure 7-10. The Change Employee / Schedule Base Hours Screen


You will only use this field if your district has chosen to have T.O.M. automatically assign drivers to field
trips using the Hours Averaging method.  Many times in a year the district will hire a new employee or will
allow an employee that previously didn’t drive field trips to drive them.  Or a driver may be sick and not be
able to perform field trips for an extended period of time like a month.  In any of these cases you then are
faced with a situation of a driver being added to a list of drivers that has far less (if any) field trip hours
than the other drivers on the list.  If this situation were left alone T.O.M. would then heavily favor this new
driver with field trip assignments for an extended period of time to bring that new driver’s hours in line
with the other drivers on the driver list (schedule).
 
Most districts would find that unacceptable.  To deal with this situation T.O.M. allows you to enter an
amount of hours called Base Hours in the employee screen (Figure 7-3) that will be added to each driver’s
total field trip hours when T.O.M. recalculates a drivers field trip hours.  Thus, when you add a new driver
to a driver list you can simply determine the average hours of the other drivers and enter that average into
the new driver’s base hours and that new driver will be on equal footing with the other drivers in the driver
list (schedule).


NOTE:  T.O.M. provides you with an excellent report that will give you the average hours of all
employees in a schedule or all employees in total.  This report is called the Driver / Schedule Field Trip
Hours Report.  To learn more about this report see Chapter 7 - Management Reports in the T.O.M. User
Guide.
 
If your district choses to average hours WITHIN each schedule then you will not use the Base Hours field
found in the employee screen.  Rather, you will use the Base Hours field found in the Employee Schedule
record.  To enter a base hours for an employee / schedule click on the one of the schedules in the list of
schedules that the employee belongs to and then click the Change Base Hours button.


The base
hours for the
employee /
schedule.


Click Exit to
return to the
Add / Remove
Employees From
Schedule screen
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Viewing the Employee’s Assignment Activity Log
T.O.M. automatically will record all activity pertaining to employee and vehicle field trip assignment to
T.O.M.’s Assignment Activity Log.  You may view all the records in this log that pertain to the specific
employee that you are working with by clicking the Log button on the Employee Data Entry screen (Figure
7-2).  When you do this the Assignment Activity Log Inquiry screen displays (Figure 7-11) showing all
records in the log that pertain to the specific employee.  From here you may further restrict the records that
you wish to view by entering search parameters such as a log date range or source routine.  For more
information about the Assignment Activity Log and the Assignment Activity Log Inquiry see Chapter 11 -
Assignment Activity Log in the T.O.M. User Guide.


Figure 7-11. The Assignment Activity Log Inquiry Screen Showing Activity for an Employee
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Working with Employee Routes
T.O.M. allows you to enter an employee’s daily route times.  These route times can be used for
informational reporting purposes.  These route times can also be considered by T.O.M. when automatically
assigning drivers to field trips. T.O.M. can use assign field trips around these route times ensuring that the
driver will get no field trip assignment that will conflict with that route that the employee drives.  T.O.M.
can also consider route times that overlap with field trip assignment when precluding overtime.  To learn
more about how T.O.M. can use employee routes when automatically assigning drivers to field trips see
Employee Route Hours in the section The Assignment Section in Chapter 4 - District Options in this
manual.


When you click the Routes button in the Employee Data Entry screen (Figure 7-3) the Employee Routes
screen displays (Figure 7-12).  This screen displays all of the route times that you have created for this
employee in T.O.M.  From here you may add a new route, change an existing route, delete an existing
route or copy a route to another day.  The following is a detailed discussion of each of these functions.


Figure 7-12. The Employee Routes Screen
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Adding a New Employee Route


To add a new route time for an employee click the Add button in the Employee Route screen (Figure 7-12).
This will cause the Employee Route Data Entry screen to display (Figure 7-13).  This screen allows you to
enter in all of the pertinent information concerning an employee route.  To save the employee route
information that you have entered click the OK button.  To exit this screen without saving the employee
route information you have entered click the Exit button.  The following is a detailed discussion of each
field available to you in this screen. See Employee Route Data Entry Screen Options below for a complete
description of the data entry fields and options.


Figure 7-13. The Employee Route Data Entry Screen


Changing an Existing Employee Route


If you wish to change an existing Employee Route, then select a route on the Employee Route screen
(Figure 7-12) by clicking on the row containing the desired route and then click the Edit button.  You will
be taken to the Employee Route Data Entry screen (Figure 7-13).  This screen will let you change any of
the Employee Route information.  To save the Employee Route information you have changed, click the
OK button.  To exit this screen without saving the information you have entered click the Exit button. See
Employee Route Data Entry Screen Options below for a complete description of the data entry fields and
options.


Deleting an Existing Employee Route


If you wish to remove an existing employee route then select a route on the Employee Route screen (Figure
7-12) by clicking the row containing the desired route and then click the Delete button.  T.O.M. will ask
you to confirm that you really want to delete this route.  If you do confirm to T.O.M. that you want to
delete the route, T.O.M. will remove the route from your T.O.M. database.


Employee Route Data Entry Screen Options
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The following describes the data entry fields and options for the Employee Route Data Entry screen
(Figure 7-13).


Route Day:  This is the day of the week of the route.  You may enter the following values:  Mon, Tue,
Wed, Thu, Fri, Sat or Sun.  You may also select the day from a drop down list by clicking on the arrow to
the right of the Route Day field.  You must enter a route day.


Tract #:  The tract # is useful if your organization has year round classes where depending upon the time
of year the route times will change.  The tract # is also useful if your organization has regular early
dismissal – such as every Thursday class is released at 1:00PM rather than the usual 3:00PM.  In general
the tract # is a way that you can enter multiple sets of route times in for the same day and differentiate them
in T.O.M.


With tract numbers you can have all your various route times in for your various times of the year.  You
can then tell T.O.M. which tract number T.O.M. is to use when determining if there is a conflict between a
driver’s route and a potential field trip assignment.  You do this in the District Options section of T.O.M.
For more information on telling T.O.M. which tract number T.O.M. is to consider the current tract number
see Chapter 4 – “District Options” seen earlier in this manual.
 
Description:  This is a 50 character field that allows you describe this particular route time.
 
Start Time:  This is the beginning time of the route.  You must enter the route start time.  As with all time
fields in T.O.M. the start time is entered in standard AM / PM time (not military time).  T.O.M. also
manages most of the formatting of the time as well.  So if you are entering a start time of 8:30 AM you
need only type 0830am.  NOTE:  If you are using the route times to have T.O.M. assign field trips around
conflicting routes then make sure you put a start and end time that reflects when the driver is NOT
AVAILABLE.  If you enter a start time and end time that only reflects when the driver is strictly driving
the route T.O.M. may assign a field trip with a departure time that is too close to the beginning or end of a
route.


To make entering a time an even easier process T.O.M. also has a popup time clock screen that lets you
click on the hours, minutes and AM / PM that you want and it fills in the appropriate time.  To activate this
popup time clock screen click on the little button next to this time field that looks like a small clock.  For
more information on T.O.M.’s Pop Up Time Clock screen see Appendix C - The Pop Up Calendar and
Time Entry Screens in the T.O.M. Getting Started Manual for more details.
 
End Time:  This is the ending time of the route.  You must enter the route end time.  As with all time
fields in T.O.M. the end time is entered in standard AM / PM time (not military time).  T.O.M. also
manages most of the formatting of the time as well.  So if you are entering a end time of 9:30 AM you need
only type 0930am.  NOTE:  If you are using the route times to have T.O.M. assign field trips around
conflicting routes then make sure you put a start and end time that reflects when the driver is NOT
AVAILABLE.  If you enter a start time and end time that only reflects when the driver is strictly driving
the route T.O.M. may assign a field trip with a departure time that is too close to the beginning or end of a
route.


To make entering a time an even easier process T.O.M. also has a popup time clock screen that lets you
click on the hours, minutes and AM / PM that you want and it fills in the appropriate time.  To activate this
popup time clock screen click on the little button next to this time field that looks like a small clock.  For
more information on T.O.M.’s Pop Up Time Clock screen see Appendix C - The Pop Up Calendar and
Time Entry Screens in the T.O.M. Getting Started Manual for more details.
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Copying an Employee Route to Another Day


Entering the routes of every driver for every day can be a very time consuming and tedious job.  Even with
the quick and simple route data entry screen that T.O.M. provides this job can be quite a chore.  To help
speed this job along T.O.M. provides a feature that allows you to copy a route from one day of the week to
some or all days of the week.  This feature is very useful because many times a driver drives the same route
every day of the week.  With this feature you need only to enter the routes for a driver for one day and
copy those routes to the other days of the weeks.


Figure 7-14. The Copy A Route Screen


If you wish to remove an existing employee route then select a route on the Employee Route screen (Figure
7-12) by clicking the row containing the desired route and then click the Copy Route To Another Day
button.  This causes the Copy A Route screen to display (Figure 7-14).  This screen asks you which days of
the week to copy the route information to.  Just click on each day that you want to copy the route
information to and then click the Copy Route button.  T.O.M. will create Employee Routes for each
selected day using the information from the original Employee Route you selected to copy.  You will then
be returned to the Employee Route screen (Figure 7-12).
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Changing a Group of Employee Routes


This feature allows you to change the start time, end time and perhaps the description  of all an employee’s
routes that start with a specified start time.   To change route information for a group of employees click
the Change a Group of Routes button in the Employee Route screen (Figure 7-12).  This will cause the
Employee Route Group Change screen to display (Figure 7-13).  This screen allows you to enter the start
time you wish to change and then enter new start and ending times. You can also change the description.
To make the change, click the Change button.  To exit this screen without making the change, click the
Exit button.  The following is a detailed discussion of each field available to you in this screen.


Figure 7-15. The Employee Route Group Change Screen


Old Start Time:  This is the existing beginning time of the route for the group of routes you wish to
change.  As with all time fields in T.O.M. the start time is entered in standard AM / PM time (not military
time).  T.O.M. also manages most of the formatting of the time as well.  So if you are entering a start time
of 8:30 AM you need only type 0830am.  You must enter an old start time.  T.O.M. offers you and easy
way to enter any time by using your mouse.  Just click on the button with a picture of a clock in it next to
the time field and a pop up time clock time entry screen will appear allowing you an easy way to enter a
time using your mouse.  See Appendix C  - The Popup Calendar and Time Clock Screens in this book for
more information
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‘Using the Pop
Up Calendar and
Time Entry
Screens’ in this
book.)
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Old Tract #:  This is the tract # of the group of routes you wish to change.  If this number is entered
T.O.M. will select all routes that contain this tract number to make the group change you are requesting.


New Start Time: This is the new beginning time of the route for the group of routes you wish to change.
As with all time fields in T.O.M. the start time is entered in standard AM / PM time (not military time).
T.O.M. also manages most of the formatting of the time as well.  So if you are entering a start time of 8:30
AM you need only type 0830am. You must enter a new start time.


To make entering a time an even easier process T.O.M. also has a popup time clock screen that lets you
click on the hours, minutes and AM / PM that you want and it fills in the appropriate time.  To activate this
popup time clock screen click on the little button next to this time field that looks like a small clock.  For
more information on T.O.M.’s Pop Up Time Clock screen see Appendix C - The Pop Up Calendar and
Time Entry Screens in the T.O.M. Getting Started Manual for more details.


New End Time: This is the new ending time of the route for the group of routes you wish to change.  You
must enter the route start time.  As with all time fields in T.O.M. the end time is entered in standard AM /
PM time (not military time).  T.O.M. also manages most of the formatting of the time as well.  So if you
are entering a end time of 9:30 AM you need only type 0930am. You must enter a new end time.


To make entering a time an even easier process T.O.M. also has a popup time clock screen that lets you
click on the hours, minutes and AM / PM that you want and it fills in the appropriate time.  To activate this
popup time clock screen click on the little button next to this time field that looks like a small clock.  For
more information on T.O.M.’s Pop Up Time Clock screen see Appendix C - The Pop Up Calendar and
Time Entry Screens in the T.O.M. Getting Started Manual for more details.


Description:  This is a 50 character field that allows you describe this particular route time for the group of
routes you wish to change. The description field is optional.
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Deleting a Group of Routes


To delete a group of employees with a specific start time and/or day click the Delete a Group of Routes
button in the Employee Route screen (Figure 7-12).  This will cause the Employee Route Group Change
screen to display (Figure 7-13).  This screen allows you to enter either the start time and/or route day of the
group of employees you wish to delete. To delete the group, click the Delete button.  To exit this screen
without making the change, click the Exit button.  The following is a detailed discussion of each field
available to you in this screen.


Figure 7-16. The Employee Route Group Delete Screen


Start Time:  This is the existing beginning time of the route for the group of employee’s you wish to
delete.  As with all time fields in T.O.M. the start time is entered in standard AM / PM time (not military
time).  T.O.M. also manages most of the formatting of the time as well.  So if you are entering a start time
of 8:30 AM you need only type 0830am.


To make entering a time an even easier process T.O.M. also has a popup time clock screen that lets you
click on the hours, minutes and AM / PM that you want and it fills in the appropriate time.  To activate this
popup time clock screen click on the little button next to this time field that looks like a small clock.  For
more information on T.O.M.’s Pop Up Time Clock screen see Appendix C - The Pop Up Calendar and
Time Entry Screens in the T.O.M. Getting Started Manual for more details.


Route Day: This is the new beginning time of the route for the group of employees you wish to delete.  As
with all time fields in T.O.M. the start time is entered in standard AM / PM time (not military time).
T.O.M. also manages most of the formatting of the time as well.  So if you are entering a start time of 8:30
AM you need only type 0830am.


Click to delete
the employee’s
routes you wish
to delete
according to the
start time and
route day you
entered.
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Tract:  This is the number of the tract of the group of employee routes you wish to select to be deleted.  If
you enter a number here T.O.M. will select all of the employee routes that contain this tract number and
also match the selected Start Time and / or Route Day (if any are entered) and remove them.


Working with Employee Characteristics
This is an optional feature of T.O.M. that you do not have to use.  Characteristics act like filters in the
automatic assignment of drivers to field trips process.  You may enter a trip and tell T.O.M. when
automatically assigning drivers to that trip only select drivers with a certain set of characteristics.  T.O.M.
will then ensure that any driver that is automatically assigned to that trip has all of the characteristics that
you specified.  Here is where you specify what particular characteristics a driver has.


When telling T.O.M. how to automatically assign employees and vehicles to your field trips you can setup
employee characteristics.  You create the characteristics before assigning them to drivers (see
Characteristics in Chapter 3 - Entering Lookup Lists in this manual).  You can create as many
characteristics as you like.  A characteristic can be assigned to as many employees as you like.


.


Figure 7-17. The Employee Characteristics Screen


A list of the characteristics
assigned to this employee.


Click on this
button to add the
characteristic to
the employee.


Click on this button to
remove the
characteristic from the
employee.


Click on this
button to add the
employee to
ALL
characteristics.


Click on this button
to remove the
employee from ALL
characteristics.


Click this
button to
leave this
screen.


A list of all
characteristics.
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This screen displays two windows, or “panes”. In the left pane, you’ll see all of the characteristics you
have created. In the right pane, you’ll see the characteristics already assigned for this employee.  From here
you may assign an individually selected characteristic to the list of employee’s characteristics, assign all
the characteristics to the list of employee’s characteristics, remove a characteristic from the list of
employee’s characteristics or remove all the characteristics from the list of employee’s characteristics.


Adding Characteristics to the Employee’s List of Characteristics


To assign a characteristic to an employee’s list of characteristics click on the desired characteristic in the
left pane and then click the Add>> button which will cause the selected characteristic in the left pane to be
added to the list of employee’s characteristics in the right pane.  You may also click the Add All button and
all of the characteristics in the left pane will be added to the list of employee’s characteristics in the right
pane.


Deleting Characteristics from the Employee’s List of Characteristics


To delete a characteristic from an employee’s list of characteristics click on the desired characteristic in the
right pane and then click  the <<Remove button which will cause the selected characteristic in the right
pane to be deleted from the list of employee’s characteristics and will again appear in the list in the left
pane.  You may also click the Remove All button to delete all of the characteristics from the list of
employee’s characteristics in the right pane.
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Working with Field Trip Bids
NOTE: Disregard this section if you have not selected the Bid Allowance Method of Automatic
Assignment in your Assignment Section of your District Options Screen.


 Figure 7-18 shows a list of all bids for field trip assignment that this employee has made.   From here you
may add new bids for an employee or work with the employee’s existing bids.


Figure 7-18. The Bid Search Screen


Click to list the
field trip bids
that match the
search criteria
you have entered
in this screen.
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Finding an Employee


The Bid Search screen also offers you a very simple way to search trip bids by trip #, employee name or
employee # and edit them or add new trip bids or delete existing trip bids. This screen is displayed when
you click the Trip Bids button on the Employee Data Entry screen (Figure 7-3). NOTE: The Trip Bids
screen is only visible if you have selected Automatic Assignment Method of Bid Allowance in district
options.  In the Assignment Section of District Options Screen (Chapter 4 of this book).


Simply type in trip #, all or part of the Employee’s name or employee # and then click the FIND button.
After a moment a list of bids that match your criteria, if any, will appear in a list below the search criteria.
If you wish to change the search criteria, key over the last search criteria that you entered and then click the
FIND button again and the system will refresh the list of found bids automatically.  Once you have spotted
the bid you desire, simply point to that bid and click it and click the Edit button and you will be taken to
the Field Trip Bid screen (Figure 7-19) with selected bid displayed on the screen.


Adding a New Field Trip Bid


If you wish to add a new field trip bid, click the New button and you will be taken to the Field Trip Bid
screen (Figure 7-19).  This screen will let you enter all of the field trip bid information.  To save the field
trip bid information you have entered, click the OK button.  To exit this screen without saving the
information you have entered, click the Exit button. See Field Trip Bid Screen Options below for a
complete description of the data entry fields and options.


Figure 7-19. The Field Trip Bid Data Entry Screen


Click the Employee button to display screen to
alphabetically search for employees (Figure 7-2).
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Changing an Existing Field Trip Bid


If you wish to edit an existing field trip bid, highlight the desired bid and click the Edit button and you will
be taken to the Field Trip Bid screen (Figure 7-19).  This screen will let you change the field trip bid
information, unless it is a display only field (gray background).  To save the revised field trip bid
information you have entered, click the OK button.  To exit this screen without saving the revised
information you have entered, click the Exit button. See Field Trip Bid Screen Options below for a
complete description of the data entry fields and options.


NOTE: T.O.M. won’t let you Edit a bid if the bid has been accepted and the driver has already been
assigned to the field trip.


Deleting an Existing Field Trip Bid


When you click on the Delete command buttons in the Trip Bids screen you will delete the bid – UNLESS
it has been accepted on a field trip assignment – then you can’t delete it.


Field Trip Bid Screen Options


The following describes the data entry fields and options for the Field Trip Bid Data Entry screen (Figure
7-19).


Trip Num.:  This is the number of the field trip that the bid is for as shown in the BID # field.


Bid #:  This field is a display only field. This is the number of the bid assigned automatically or manually
when the bid was created.


Customer:  This field is a display only field. This is the customer name assigned to the selected field trip.


Destination:  This field is a display only field. This is the field trip destination.


Departure:  This field is a display only field. This is the field trip departure date


Purpose:  This field is a display only field. This is the purpose of the field trip.


Employee #:  This is the employee’s number for the employee placing the bid.


Employee Name:  This is the employee’s name for the employee placing the bid.


Bid Amount:  This is the amount of the bid, which can be any amount, including an amount greater than
the employee’s bid allowance.


Request Date:  This is the date of the bid.
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T.O.M. was designed to remember all destinations from your past field trips.  T.O.M. gives you the ability
to add new destinations ‘on the fly’ while entering a field trip.  The result is that as time goes on T.O.M.
builds a comprehensive list of destinations.  Having this list saves your department a lot of time because
you no longer have to enter the name, address, estimated miles and special instructions for a the
destinations for a great majority of your field trips because they have already been entered.


When you select the Destination Maintenance Routine (Figure 8-1) the Destination Search Screen displays
(Figure 8-2). From this screen you may add, change or delete destinations.  To retrieve an existing
destination, you may simply click the search button and lookup the destination alphabetically by name.
When entering destinations, you will enter the destination name and address information.  You may also
group your destinations into categories by selecting a destination category from a list that you setup
previously.


Figure 8-1. Accessing the Destination List Screen


While entering your destinations you may also enter certain assumptions or defaults that T.O.M. should
make when you enter a field trip going to this destination.  By entering these assumptions you can make
your job of entering field trips much quicker and easier.  Remember you can always change these
assumptions at the time you are entering the actual field trip.
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Below are all the assumptions you can instruct T.O.M. to make when entering a field trip going to a
particular destination:


• Average Miles   (average miles to the destination)
• Special Instructions  (unlimited free form text of any special instructions you wish to give


the driver when they arrive at the destination site)


Figure 8-2. The Destination Search Screen


Figure 8-2 is the list / search screen showing you all of the Destinations that you have setup with T.O.M.
From this screen you tell T.O.M. if you want to add a new Destination, change an existing Destination and
remove existing Destination.


The destination search name.  Enter
all or part of the name of the
destination you wish to find and then
click the Find button.


A list of all
Destinations
who’s name
match begins
with the search
name or all
Destination if
the search
name is blank


Click to refresh
the list of all
Destinations
who’s name
begin with the
characters in the
search name.


Click to
add a new
Destination
.


Click to change the
selected existing
Destination.


Click to remove
the selected
existing
Destination.


Click to leave
the Destination
Search screen.


Click on one of these
options to search only
active, inactive or all
destinations.
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Finding a Destination


The Destination List / Search screen also offers you a very simple way to retrieve an existing Destination
record.  Simply type in all or part of the Destination’s name and click the Destination Status option to
search only Active Destinations, Inactive Destinations or All Destinations. Then click the Find button.
After a moment a list of Destinations who have names matching your search name will appear in a list
below your search name.


If you wish to change the search name, key over the last search name that you entered and then click the
Find button again and the system will refresh the list of found Destinations automatically.  Once you have
spotted the Destination you desire simply point to that name, click it and click the Edit button and you will
be taken to the Destination Data Entry screen (Figure 8-3) with selected Destination displayed on the
screen.


Figure 8-3. The Destination Data Entry Screen


Click to save the Destination
information and return to the
Destination Search screen.


Click to return to the
Destination Search
screen WITHOUT
saving the information
that you typed.
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Adding a New Destination


If you wish to add a new Destination, click the New button and you will be taken to the Destination Data
Entry screen (Figure 8-3).  This screen will let you enter all of the Destination information.  To save the
Destination information you have entered, click the OK button.  To exit this screen without saving the
information you have entered, click the Exit button. See Destination Data Entry Screen Options below for
a complete description of the data entry fields and options.


You have now entered all the destination information made available by T.O.M.  To complete the task of
adding this destination you now click the OK button.


Changing an Existing Destination


If you wish to change an existing Destination then select a Destination on the Destination Search screen
(Figure 8-2) by clicking the row containing the desired Destination and then click the Edit button.  You
will be taken to the Destination Data Entry screen (Figure 8-3).  This screen will let you change any of the
Destination information except the Destination code.  To save the Destination information you have
changed, click the OK button.  To exit this screen without saving the information you have entered, click
the Exit button. See Destination Data Entry Screen Options below for a complete description of the data
entry fields and options.


Deleting an Existing Destination


If you wish to remove an existing Destination, then select a Destination on the Destination Search screen
(Figure 8-2) by clicking the row containing the desired Destination and then click the Delete button.
T.O.M. will ask you to confirm that you really want to delete this Destination.  If you do confirm to T.O.M.
that you want to delete the Destination, T.O.M. will remove the Destination from your T.O.M. database.
NOTE:  T.O.M. will not allow you to delete a Destination that is being used by a Field Trip.


Destination Data Entry Screen Options


Destination  #:  This is a number that is automatically generated by T.O.M.  It uniquely identifies the
destination to T.O.M.


Description:  This is the description of your destination.  It is 30 characters long.  You should enter it as
you wish it to appear in the alphabetical search in the Destination Search Screen.  If you enter a destination
with the description of ‘The McCormick Ranch’, you would need to begin searching with the letter ‘T’ or
the word ‘The’ in the Destination Search Screen.  If you wanted to search for the destination by typing the
word ‘McCormick’, you would have to enter the destination description as ‘McCormick Ranch, The’.


Category:  This is a grouping that you designate for your destinations.  By classifying all your destinations
with your own Destination Categories, you can use T.O.M. to produce summary field trip statistics by
these categories.  Using the Summary Miles report you can analyze the number of field trip miles taken to
your various destination categories.  For more information about Destination Categories, see Destination
Categories in Chapter 3 - Entering Lookup Lists in this manual.  For more information about the Summary
Miles report, see the section Summary Miles Report in Chapter 8 - Management Report in the T.O.M. User
Guide.


Average Miles:  This is the estimated miles from any one of your customer sites to the destination.  When
entering a field trip that is going to a particular destination, T.O.M. will automatically copy that
destination’s average miles to the field trip’s Estimated Miles.  The field trip’s Estimated Miles are used by
T.O.M. to calculate an estimated charge that will print on the Customer Field Trip Estimate.  In general it is
a good idea to enter an Average Miles that is somewhat high to ensure that the amount that prints on the
Customer Field Trip Estimate is a not to exceed figure.  For more information about the Customer Field
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Trip Estimate see the section Printing Field Trip Estimates for Customers in Chapter 1 - Entering Field
Trips and Printing Estimates in the T.O.M. User Guide.


Address:  This is two lines in which you may enter the destination’s street address.  Each line is 30
characters.  This address will appear on the driver trip tickets.


City:  This is the city where the destination is located.  It is 15 characters.  The city will appear on the
driver trip tickets.


State / Province:  This is the state (U.S.) or province (Canada) where the destination is located.  It is 2
characters.  The state will appear on the driver trip tickets.


Zip / Postal Code: This is the zip code (U.S.) or postal code (Canada) of the destination.  It is 10
characters. The zip code will appear on the driver trip tickets.


Special Instructions:  This field can be used to enter any default special instructions that you commonly
give your drivers when they perform field trips with this destination.  You can enter an unlimited amount
of information in this field.  When you enter a field trip arriving at this destination, these special
instructions are stamped on the field trip automatically by T.O.M.  You may then override these special
instructions with instructions specific to that unique field trip.  If you change the destination special
instructions in the field trip, you will NOT change the destination’s assumed special instructions.
Conversely, if you change a destination’s assumed special instructions, you will NOT change the
destination special instructions for all field trips that you have entered previously for this destination.  The
changed destination special instructions will take effect for all new field trips entered in the future for this
destination.


Active:  This checkbox is used to signify if this is an active destination or not.  If this box is checked, then
the destination is considered active.  If this box is not checked, then the destination is considered inactive.
In the Destination Directory Report T.O.M. allows you to specify whether you wish to list active, inactive
or all destinations on the report.
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Security
When you have your T.O.M. software fully operational you will no doubt have several people that will
want to have access to the information stored in the T.O.M. Database.  Whether you are running T.O.M.
from a multiple user network or a single computer there will be other people at your district that you would
like to give the ability to; lookup information, enter information, or change information.  The problem, of
course, is that you don’t want a situation where just anybody can do just anything in your T.O.M.
Software.  This is where T.O.M.’s security feature comes in.


With T.O.M.’s security feature you can tell T.O.M. who can get into T.O.M. and what can they do when
they’re in T.O.M.  This prevents both unintentional mistakes and willful sabotaging of information. There
are two parts to T.O.M.’s security:


• Users security: The main component of T.O.M.’s security is Users.  A user is information about a
person that is authorized to use the T.O.M. software.  By entering Users you are telling T.O.M.
both who is authorized to run the T.O.M. software and what they are authorized to do while
running the T.O.M. software.


See T.O.M. Security for Users starting on the next page for complete details about working with
Users security.


• Groups security: A Group is a short cut for entering User information.  A group is nothing more
than a set of permissions that can be copied when entering a User.  Groups let you establish sets of
common permissions that can be copied to a new user.  You can then change these individualize
these permissions for a user as you enter them.


You may always change the permissions assigned to a User by a Group or you may always reset
the permissions of a User to the standard permissions of a Group.  Remember: Groups are not
Users.  They are only tool that help you create a User quickly.


T.O.M. ships with three pre-loaded groups: Administrator, Clerk and Inquiry.  These three sample
groups are three common profiles of the type of Users you will most likely set up in you T.O.M.
security.


See T.O.M. Security for Groups later in this chapter for complete details about working with
Groups security.
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T.O.M. Security for Users
The main component of T.O.M.’s security is Users.  A user is information about a person that is authorized
to use the T.O.M. software.  By entering Users you are telling T.O.M. both who is authorized to run the
T.O.M. software and what they are authorized to do while running the T.O.M. software. To access Users
Security, click on the Security menu, and choose Users (Figure 9-1). The Users List screen is displayed
(Figure 9-2).


Figure 9-1. Accessing the Users List Screen to Maintain Users Security


When entering User information you enter among other things a password and the User permissions.  The
password is the special word that a person would enter with their User when they are running T.O.M. that
tells T.O.M. if that person is truly a valid person to run the T.O.M. software.   The user permissions is a
detail list of T.O.M. functions that the User can or cannot perform while running T.O.M.


The Users List screen (Figure 9-1) allows you to set up your Users by entering the User’s name,
description, password, group and detailed permissions.
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Figure 9-2. The Users List Screen


Figure 9-2 is the list / search screen showing you all of the Users that you have setup with T.O.M.  From
this screen you tell T.O.M. if you want to add a new User, change an existing User and remove an existing
User.


Adding a New User


If you wish to add a new User click the New button and you will be taken to the User Data Entry screen
(Figure 9-3).  This screen will let you enter all of the User information.  To save the User information you
have entered, click the OK button.  To exit this screen without saving the information you have entered,
click the Exit button. See Users Data Entry Screen Options below for a complete description of the data
entry fields and permissions you can set.


Changing an Existing User


If you wish to change an existing User, select a User on the Users List screen (Figure 9-2) by clicking the
row containing the desired User.  Then click the Edit button.  You will be taken to the User Data Entry
screen (Figure 9-3).  This screen will let you change any of the User information except the User I.D.  To
save the User information you have changed, click the OK button.  To exit this screen without saving the


Click to change
the selected
existing User.


Click to remove the
selected existing User.


Click to leave the
Users List screen.


List of
current
users.


Click to
add a new
User.
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information you have entered, click the Exit button. See Users Data Entry Screen Options below for a
complete description of the data entry fields and permissions you can set.


Deleting an Existing User


If you wish to remove an existing User, select a User on the Users List screen (Figure 9-2) by clicking the
row containing the desired User.  Then click the button labeled Delete.  T.O.M. will ask you to confirm
that you really want to delete this User.  If you do confirm to T.O.M. that you want to delete the User,
T.O.M. will remove the User from your T.O.M. database.


Figure 9-3. The General Tab on the User Data Entry Screen


Users Data Entry Screen Options


The Users Data Entry screen (Figure 9-3) uses five tabs to help you enter data and set permissions in an
organized fashion. They are the General tab (Figure 9-3), the Data Entry tab (Figure 9-4), the Reports tab


(Figure 9-5), the Field Trips tab (Figure 9-6) and the Administration tab (
Figure 9-7). The following describes the data entry fields and options for these tabs.


Click to save the User
information and return
to the Users List
screen.


Click to set / reset the
detailed User permissions to
that of the Group assigned
to the User.


Click to return to
the Users List
screen
WITHOUT
saving the
information that
you typed.
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The General Tab on the Users Data Entry Screen


Click on the General tab in the Users Data Entry screen (Figure 9-3), if it is not already displayed.


User I.D.: This is the unique I.D. assigned to each User.  Unlike customers, destinations and employees,
T.O.M. does NOT assign a number to Users.  The User I.D. can be up to 20 characters or numbers.  Each
User must have a User I.D. that is unique to that User.  You must enter a User I.D.
 
Description:  This is a long description of who or whom this User is for.  This field can be up to 50
characters long.
 
Password:  This is the secret word or code that confirms to T.O.M. that the person signing on to T.O.M. is
in fact the person assigned to the User I.D.  The password can be up to 20 characters or numbers.  T.O.M.
will not display the password it will merely show an asterisk (*) for each character of the password.
 
User Group:  This is the code of the Group that the User is assigned to.  It is an optional field; you do not
have to assign the user to a group.  Click the drop-down arrow to see a list of existing Groups. If you enter
a Group I.D. in this field it must belong to an already existing Group that you have setup with T.O.M.


Customer:  This field is to designate a user at a school that would have T.O.M. installed at the school.
This field contains the customer number of the school that the user is working from.  This must be the
number of a valid customer found in the customer list in your T.O.M. database.  You can select the
customer number from a drop down list of customers that will appear when you click the down arrow to
the right of the customer field. You may then find the customer that you desire and click on it and T.O.M.
will automatically fill in the chosen customer number in this field.


If you enter a valid customer number in this field T.O.M. does not require you to enter any information
about the user’s security.  Once T.O.M. knows that the user is a school type user T.O.M. uses a default set
of permissions for that user.


If the user is not a school user and is instead a regular T.O.M. user then you should not enter any
information into this field.


User Type:  This field is not open for input.  It is display only.  This field displays the type of user you
have defined in T.O.M.  Basically, T.O.M. will always display a user type of “T.O.M. User” unless you
have entered a customer number in the customer field. If you have entered a customer number then the
User Type is changed to “School”.
 
The Data Entry (Permissions) Tab on the Users Data Entry Screen


Click on the Data Entry tab in the Users Data Entry screen (Figure 9-4), if it is not already displayed. These
are the permissions that allow users to enter and maintain all information in your T.O.M. database besides
field trips and security.


Allow Customer Maintenance: This is a check box field. If checked you are telling T.O.M. that this user
has permission to add new Customers, change information about existing Customers and delete existing
Customers.  If unchecked you are telling T.O.M. that this user may not work with the Customer
Maintenance routine.


Allow Destination Maintenance: This is a check box field. If checked you are telling T.O.M. that this
user has permission to add new Destinations, change information about existing Destinations and delete
existing Destinations.  If unchecked you are telling T.O.M. that this user may not work with the
Destination Maintenance routine.
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Figure 9-4. The Data Entry (Permissions) Tab on the User Data Entry Screen


Allow Employee Maintenance: This is a check box field. If checked you are telling T.O.M. that this user
has permission to add new Employees, change information about existing Employees and delete existing
Employees.  If unchecked you are telling T.O.M. that this user may not work with the Employee
Maintenance routine.


Allow Employee Inquiry: This is a check box field. If checked you are telling T.O.M. that this user has
permission to view employee information found in the Employee Data Entry screen. (See Chapter 7 –
Employees, Their Hours and Schedules later in this manual.) If this option is checked, you cannot change
any employee information as with the Allow Employee Maintenance option described above. If unchecked
you are telling T.O.M. that this user may not even view employee information.


Allow Vehicle Maintenance: This is a check box field. If checked you are telling T.O.M. that this user has
permission to add new Vehicles, change information about existing Vehicles and delete existing Vehicles.
If unchecked you are telling T.O.M. that this user may not work with the Vehicle Maintenance routine.


Allow Other Maintenance: This is a check box field. If checked you are telling T.O.M. that this user has
permission to work with the Billing Rate, Fund, Employee Type, Vehicle Type, Schedule, Destination
Category, Money Transaction Type and District Options routines.  NOTE:  If checked the User will also
be allowed to run the Clear Schedule Routine and the Purge Assignment Activity Log Routine.  If checked
the user may add, change or delete information in any of these lists.  If unchecked the user may not access
any of these routines.


The Reports (Permissions) Tab on the Users Data Entry Screen


Click on the Reports tab in the Users Data Entry screen (Figure 9-5), if it is not already displayed. These
are the permissions that allow users to display and print all of T.O.M’s reports.
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Figure 9-5. The Reports (Permissions) Tab on the User Data Entry Screen


Allow Master Files Reports Access: This is a check box field. If checked you are telling T.O.M. that this
User has permission to run the reports in the Master Files section of the Reports Menu.  These reports are
the Customer Directory, the Destination Directory, the Employee Directory and the Vehicle Directory.  If
unchecked the User will not be allowed to run these reports.


Allow Management Reports Access: This is a check box field. If checked you are telling T.O.M. that this
User has permission to run the reports in the Management Reports section of the Reports Menu.  These
reports are the typically reports containing field trip information, assignment information or money
information.  Reports such as the Field Trip report, the Driver Activity Report, the Recap Report, The
Detailed Budget Report and the Money Owed Report are examples of some of the Management Reports.
If unchecked the User will not be allowed to run these reports.


Allow Other Reports Access: This is a check box field. If checked you are telling T.O.M. that this User
has permission to run the reports in the Other Reports section of the Reports Menu.  These reports are the
typically listings of the lookup lists that you created in the Data, Other menu option.   Reports such as the
Billing Rates List, the Vehicle Type List, the Employee Type List, and the Fund List are examples of some
of the Management Reports.  If unchecked the User will not be allowed to run these reports.


The Field Trips (Permissions) Tab on the Users Data Entry Screen


Click on the Field Trips tab in the Users Data Entry screen (Figure 9-6), if it is not already displayed.
These are the permissions that allow users to perform all key field trip administration activities in T.O.M.


Allow Field Trip Add/Change: This is a check box field. If checked you are telling T.O.M. that this User
has permission to add new field trips or change existing field trips.  If unchecked the User will not be
allowed to enter new field trips or change existing field trips.
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Figure 9-6. The Field Trips (Permissions) Tab on the User Data Entry Screen


Allow Field Trip Delete: This is a check box field. If checked you are telling T.O.M. that this User has
permission to delete existing field trips.  NOTE: If checked the user will also have permission to run the
Field Trip Purge Routine.  If unchecked the User will not be allowed to delete existing field trips or run the
Field Trip Purge Routine.


Allow Field Trip Cancel: This is a check box field. If checked you are telling T.O.M. that this User has
permission to cancel existing field trips.  NOTE: If checked the user will also have permission to cancel
individual drivers assigned to an existing field trip.  If unchecked the User will not be allowed to cancel
existing field trips or cancel individual drivers assigned to an existing field trip.


Allow Additional Trip Dates Access: This is a check box field. If checked you are telling T.O.M. that this
User has permission to add or delete a field trip’s additional trip date information.  If unchecked the User
will not be allowed to add or delete a field trip’s additional trip date information.


Allow Single Field Trip Auto Assignment: This is a check box field. If checked you are telling T.O.M.
that this User has permission to have T.O.M. automatically assign drivers and vehicles to a single field trip
by clicking the Auto Assign button on the field trip screen.  If unchecked the User will not be allowed to
have T.O.M. automatically assign drivers and vehicles to a single field trip.


Allow Field Trip Mass Assign: This is a check box field. If checked you are telling T.O.M. that this User
has permission to run the Mass Assign routine that will automatically assign drivers and vehicles to a group
of field trips.   If unchecked the User will not be allowed to run the Mass Assign routine.


Allow Single Field Trip Billing: This is a check box field. If checked you are telling T.O.M. that this User
has permission to calculate a bill amount, print a bill and mark the field trip as billed for a single field trip
by clicking the Bill Trip button on the Detailed Field Trip screen.  If unchecked the User will not be
allowed to bill a single field trip.
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Allow Pymts / Adj. Access:  This is a check box field. If checked you are telling T.O.M. that this User has
permission to access the Payments and Adjustments Information screen for a single field trip.  Through this
screen the user may add payment and A/R adjustment information against a field trip to affect its A/R
balance.  If unchecked the User will not be allowed to access the field trip Payments and Adjustments
Information screen.


Allow Additional Driver Info. Access: This is a check box field. If checked you are telling T.O.M. that
this User has permission to access the Trip Driver Information screen by clicking the Trip Driver Info.
button on the Detailed Field Trip screen.  Through this screen a User can add additional drivers and
vehicles both manually and automatically.  A user may also change a driver’s status from assigned to
refused, passed, canceled or pass-makeup.  If unchecked the User will not be allowed access to the Trip
Driver Information screen.


Allow Access to Driver Notes: This is a check box field. If checked you are telling T.O.M. that this User
has permission to view notes about drivers as entered in the screen. (See Chapter 5 – Entering Driver Field
Trip Miles and Hours and Billing Field Trips in the T.O.M. Getting Started Manual.) If this option is
checked, you can change any driver notes.  You may also print the Driver Notes Report in the Managmenet
Section of T.O.M’s Reports.  See Chapter 8 – Management Reports for more information about the
Driver’s Notes Report.  If unchecked the User will not be allowed to even view these notes. NOTE: Since
driver notes can contain sensitive (and perhaps even personal or personnel-type) information, you should
use caution when allowing user access.


The Administration (Permissions) Tab on the Users Data Entry Screen


Click on the Administration tab in the Users Data Entry screen (Figure 9-7), if it is not already displayed.
These are the permissions that allow users to perform key administration functions within T.O.M.
Following is a detailed discussion of the Administration Permissions.


Figure 9-7. The Administration (Permissions) Tab on the User Data Entry Screen







9-10 Transportation Operations Manager


Chapter 9: Security


Allow Security Administration: This is a check box field. If checked you are telling T.O.M. that this User
has permission to add, change or delete Users and Groups.  If unchecked the User will not be allowed to
add, change or delete Users and Groups.


Allow Backup / Restore: This is a check box field. If checked you are telling T.O.M. that this User has
permission to run the T.O.M. Backup and T.O.M. Restore Routines.  If unchecked the User will not be
allowed to run the T.O.M. Backup and T.O.M. Restore Routines.


Allow Calendar Maintenance: This is a check box field. If checked you are telling T.O.M. that this User
has permission to use the Master Calendar. The Master Calendar provides a calendar that monitors field
trip activity for everyone using the database.  You can enter comments about days, close days for field trip
entry and enter warning days that will display to anyone attempting to enter a field trip on that day. (See
Appendix C - Using the T.O.M. Master Calendar later in this manual). If unchecked the User will not be
allowed to use the Master Calendar.
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T.O.M. Security for Groups
A Group is a short cut for entering User information.  A group is nothing more than a set of permissions
that can be copied when entering a User.  Groups were created to allow you to establish sets of common
permissions that can be copied to a new user.  You can then change these individualize these permissions
for a user as you enter them. You may always change the permissions assigned to a User by a Group or you
may always reset the permissions of a User to the standard permissions of a Group.  Remember: Groups
are not Users.  They are only tool that help you create a User quickly.


T.O.M. ships with three pre-loaded groups: Administrator, Clerk and Inquiry.  These three sample groups
are three common profiles of the type of Users you will most likely setup in you T.O.M. security.  The
Administrator is a Group User that has permission to “do it all.”  This user has permission to perform any
function in T.O.M.  The Clerk is a Group User that has permission to do some functions in T.O.M. but not
all of them.  The Clerk can work with customers and destinations but not employees and vehicles.  The
Clerk can also enter, change and assign field trips but cannot run the mass assign or bill the field trip.  The
Inquiry is a Group User that can only run the Field Trip Inquiry, Management Reports and Other Reports.
You can use these groups as examples for to create your own groups.  You can also modify them.


When entering User information you enter among other things a Group I.D. and the Group User
permissions. The user permissions is a detail list of T.O.M. functions that the User that belongs to the
group can or cannot perform while running T.O.M.  Figure 9-8 illustrates how to run the Group
Maintenance section of T.O.M.


Figure 9-8. Accessing the Groups List Screen to Maintain Groups Security


When you select the Group Maintenance Routine the Group List screen displays (Figure 9-8).  When
setting up your Groups you can enter the Group’s description and detailed permissions.
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Figure 9-9. The Groups List Screen


Figure 9-9 is the list / search screen showing you all of the Groups that you have setup with T.O.M.  From
this screen you tell T.O.M. if you want to add a new Group, change an existing Group and remove existing
Group.


Adding a New Group


If you wish to add a new Group click the New button and you will be taken to the Group Data Entry screen
(Figure 9-10).  This screen will let you enter all of the Group information.  To save the Group information
you have entered, click the OK button.  To exit this screen without saving the information you have
entered, click the Exit button. See Groups Data Entry Screen Options below for a complete description of
the data entry fields and permissions you can set.


Changing an Existing Group


If you wish to change an existing Group, select a Group on the Group List screen (Figure 9-9) by clicking
the row containing the desired Group.  Then click the Edit button.  You will be taken to the Group Data
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Entry screen (Figure 9-10).  This screen will let you change any of the Group information except the Group
Id.  To save the Group information you have changed, click the OK button.  To exit this screen without
saving the information you have entered, click the Exit button. See Groups Data Entry Screen Options
below for a complete description of the data entry fields and permissions you can set.


Deleting an Existing Group


If you wish to remove an existing Group, select a Group on the Group List screen (Figure 9-9) by clicking
the row containing the desired Group.  Then click the Delete button.  T.O.M. will ask you to confirm that
you really want to delete this Group.  If you do confirm to T.O.M. that you want to delete the Group,
T.O.M. will remove the Group from your T.O.M. database.


Figure 9-10. The General Tab on the Groups Data Entry Screen


Groups Data Entry Screen Options


The Groups Data Entry screen (Figure 9-10) uses five tabs to help you enter data and set permissions in an
organized fashion. They are the General tab (Figure 9-10), the Data Entry tab (Figure 9-11), the Reports
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tab (Figure 9-12), the Field Trips tab (Figure 9-13) and the Administration tab (Figure 9-14). The
following describes the data entry fields and options for these tabs.
The General Tab on the Groups Data Entry Screen


Click on the General tab in the Groups Data Entry screen (Figure 9-10), if it is not already displayed.


Group ID:  This is the unique I.D. assigned to each Group.  Unlike customers, destinations and
employees, T.O.M. does NOT assign a number to Group.  The Group I.D. can be up to 20 characters or
numbers.  Each Group must have a Group I.D. that is unique to that Group.  You must enter a Group I.D.
 
Description:  This is a long description of the Group.  This field can be up to 50 characters long.
 
The Data Entry (Permissions) Tab on the Groups Data Entry Screen


Click on the Data Entry tab in the Groups Data Entry screen (Figure 9-11), if it is not already displayed.
These are the permissions that allow users to enter and maintain all information in your T.O.M. database
besides field trips and security.


Figure 9-11. The Data Entry (Permissions) Tab on the Groups Data Entry Screen


Allow Customer Maintenance:  This is a check box field. If checked you are telling T.O.M. that this
Group User has permission to add new Customers, change information about existing Customers and
delete existing customers.  If unchecked you are telling T.O.M. that this Group User may not work with the
Customer Maintenance routine.


Allow Destination Maintenance:  This is a check box field. If checked you are telling T.O.M. that this
Group User has permission to add new Destinations, change information about existing Destinations and
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delete existing Destinations.  If unchecked you are telling T.O.M. that this Group User may not work with
the Destination Maintenance routine.


Allow Employee Inquiry: This is a check box field. If checked you are telling T.O.M. that this Group
User has permission to view employee information found in the Employee Data Entry screen. (See Chapter
7 – Employees, Their Hours and Schedules later in this manual.) If this option is checked, you cannot
change any employee information as with the Allow Employee Maintenance option described above. If
unchecked you are telling T.O.M. that this Group User may not even view employee information.


Allow Employee Maintenance:  This is a check box field. If checked you are telling T.O.M. that this
Group User has permission to add new Employees, change information about existing Employees and
delete existing Employees.  If unchecked you are telling T.O.M. that this Group User may not work with
the Employee Maintenance routine.


Allow Vehicle Maintenance:  This is a check box field. If checked you are telling T.O.M. that this Group
User has permission to add new Vehicles, change information about existing Vehicles and delete existing
Vehicles.  If unchecked you are telling T.O.M. that this Group User may not work with the Vehicle
Maintenance routine.


Allow Other Maintenance:  This is a check box field. If checked you are telling T.O.M. that this Group
User has permission to work with the Billing Rate, Fund, Employee Type, Vehicle Type, Schedule,
Destination Category, Money Transaction Type and District Options routines.  NOTE:  If checked the
Group User will also be allowed to run the Clear Schedule Routine and the Purge Assignment Activity Log
Routine.  If checked the Group User may add, change or delete information in any of these lists.  If
unchecked the Group User may not access any of these routines.


The Reports (Permissions) Tab on the Groups Data Entry Screen


Click on the Reports tab in the Groups Data Entry screen (Figure 9-12), if it is not already displayed. These
are the permissions that allow Group Users to display and print all of T.O.M’s reports.


Allow Master Files Reports Access: This is a check box field. If checked you are telling T.O.M. that this
Group User has permission to run the reports in the Master Files section of the Reports Menu.  These
reports are the Customer Directory, the Destination Directory, the Employee Directory and the Vehicle
Directory.  If unchecked the Group User will not be allowed to run these reports.


Allow Management  Reports Access:   This is a check box field. If checked you are telling T.O.M. that
this Group User has permission to run the reports in the Management Reports section of the Reports Menu.
These reports are the typically reports containing field trip information, assignment information or money
information.  Reports such as the Field Trip report, the Driver Activity Report, the Recap Report, The
Detailed Budget Report and the Money Owed Report are examples of some of the Management Reports.
If unchecked the Group User will not be allowed to run these reports.
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Figure 9-12. The Reports (Permissions) Tab on the Groups Data Entry Screen


Allow Other Reports Access: This is a check box field. If checked you are telling T.O.M. that this Group
User has permission to run the reports in the Other Reports section of the Reports Menu.  These reports are
the typically listings of the lookup lists that you created in the Data, Other menu option.   Reports such as
the Billing Rates List, the Vehicle Type List, the Employee Type List, and the Fund List are examples of
some of the Management Reports.  If unchecked the Group User will not be allowed to run these reports.


The Field Trips (Permissions) Tab on the Users Data Entry Screen


Click on the Field Trips tab in the Groups Data Entry screen (Figure 9-13), if it is not already displayed.
These are the permissions that allow Group Users to perform all key field trip administration activities in
T.O.M.


Allow Field Trip Add/Change: This is a check box field. If checked you are telling T.O.M. that this
Group User has permission to add new field trips or change existing field trips.  If unchecked the Group
User will not be allowed to enter new field trips or change existing field trips.


Allow Field Trip Delete: This is a check box field. If checked you are telling T.O.M. that this Group User
has permission to delete existing field trips.  NOTE: If checked the Group User will also have permission
to run the Field Trip Purge Routine.  If unchecked the Group User will not be allowed to delete existing
field trips or run the Field Trip Purge Routine.


Allow Field Trip Cancel: This is a check box field. If checked you are telling T.O.M. that this Group User
has permission to cancel existing field trips.  NOTE: If checked the Group User will also have permission
to cancel individual drivers assigned to an existing field trip.  If unchecked the Group User will not be
allowed to cancel existing field trips or cancel individual drivers assigned to an existing field trip.
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Figure 9-13. The Field Trips (Permissions) Tab on the Groups Data Entry Screen


Allow Additional Trip Dates Access: This is a check box field. If checked you are telling T.O.M. that this
Group User has permission to add or delete a field trip’s additional trip date information.  If unchecked the
Group User will not be allowed to add or delete a field trip’s additional trip date information.


Allow Single Field Trip Auto Assignment: This is a check box field. If checked you are telling T.O.M.
that this Group User has permission to have T.O.M. automatically assign drivers and vehicles to a single
field trip by clicking the Auto Assign button on the Detailed Field Trip screen.  If unchecked the Group
User will not be allowed to have T.O.M. automatically assign drivers and vehicles to a single field trip.


Allow Field Trip Mass Assign: This is a check box field. If checked you are telling T.O.M. that this
Group User has permission to run the Mass Assign routine that will automatically assign drivers and
vehicles to a group of field trips.   If unchecked the Group User will not be allowed to run the Mass Assign
routine.


Allow Single Field Trip Billing: This is a check box field. If checked you are telling T.O.M. that this
Group User has permission to calculate a bill amount, print a bill and mark the field trip as billed for a
single field trip by clicking the Bill Trip button on the Detailed Field Trip screen.  If unchecked the Group
User will not be allowed to bill a single field trip.
Allow Pymts / Adj. Access:  This is a check box field. If checked you are telling T.O.M. that this Group
User has permission to access the Payments and Adjustments Information screen for a single field trip.
Through this screen the Group User may add payment and A/R adjustment information against a field trip
to affect its A/R balance.  If unchecked the Group User will not be allowed to access the field trip
Payments and Adjustments Information screen.


Allow Additional Driver Info. Access: This is a check box field. If checked you are telling T.O.M. that
this Group User has permission to access the Trip Driver Information screen by clicking the Trip Driver
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Info. button on the Detailed Field Trip screen.  Through this screen a Group User can add additional
drivers and vehicles both manually and automatically.  A Group User may also change a driver’s status
from assigned to refused, passed, canceled or pass-makeup.  If unchecked the Group User will not be
allowed access to the Trip Driver Information screen.


Allow Access to Driver Notes: This is a check box field. If checked you are telling T.O.M. that this Group
User has permission to view notes about drivers as entered in the screen. (See Chapter 5 – Entering Driver
Field Trip Miles and Hours and Billing Field Trips in the T.O.M. Getting Started Manual.) If this option is
checked, you can change any driver.  You may also print the Driver Notes Report in the Managmenet
Section of T.O.M’s Reports.  See Chapter 8 – Management Reports for more information about the
Driver’s Notes Report.  If unchecked the Group User will not be allowed to even view these notes. NOTE:
Since driver notes can contain sensitive (and perhaps even personal or personnel-type) information, you
should use caution when allowing user access.


The Administration (Permissions) Tab on the Groups Data Entry Screen


Click on the Administration tab in the Groups Data Entry screen (Figure 9-14), if it is not already
displayed. These are the permissions that allow Group Users to perform key administration functions
within T.O.M.  The following is a detailed discussion of the Administration Permissions:


Figure 9-14. The Administration (Permissions) Tab on the Groups Data Entry Screen


Allow Security Administration: This is a check box field. If checked you are telling T.O.M. that this
Group User has permission to add, change or delete Group Users and Groups.  If unchecked the Group
User will not be allowed to add, change or delete Group Users and Groups.
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Allow Backup / Restore: This is a check box field. If checked you are telling T.O.M. that this Group User
has permission to run the T.O.M. Backup and T.O.M. Restore Routines.  If unchecked the Group User will
not be allowed to run the T.O.M. Backup and T.O.M. Restore Routines.


Allow Calendar Maintenance: This is a check box field. If checked you are telling T.O.M. that this
Group User has permission to use the Master Calendar. The Master Calendar provides a calendar that
monitors field trip activity for everyone using the database.  You can enter comments about days, close
days for field trip entry and enter warning days that will display to anyone attempting to enter a field trip
on that day. (See Appendix C - Using the T.O.M. Master Calendar later in this manual). If unchecked the
Group User will not be allowed to use the Master Calendar.


Turning T.O.M.’S Security On and Off
T.O.M. ships with its security turned off.  That is, even though you might enter Users and Groups if the
security is off then T.O.M. will not ask the user to log in and anyone using the T.O.M. software can do
anything in T.O.M. that they desire.  You must turn T.O.M.’s security on if you want T.O.M. to enforce the
User Permissions that you have set up.  Conversely, you may want to later turn off T.O.M.’s security and
allow all persons using T.O.M. to do all things.


Turning T.O.M.’S Security On


When you first install T.O.M. you will find that there is already one user profile setup in T.O.M.  That user
has a User I.D. of  ‘T.O.M.’.  This user has no password and permission to do any function in your T.O.M.
software.  You will not be allowed to delete the User ‘T.O.M.’ from your system.  You may change the
password of this user and the permissions of this user.


To turn T.O.M.’s Security ON you must give the user ‘T.O.M.’ a password.  Once the software sees that
the user ‘T.O.M.’ has a password it assumes that all users most now enter their User I.D.’s and passwords
before they are allowed to run the T.O.M. software.  So if you want to have all of the people that are to
user T.O.M. enter a User I.D. and password when running T.O.M. you should first create the User I.D.’s
and passwords they will use.  Once you have created these User I.D.’s and passwords you would then enter
a password for the user ‘T.O.M.’.  Once you have completed this final step the next time someone runs the
T.O.M. software it will ask them to logon to T.O.M. (which means enter a User I.D. and password).  When
the user has logged on T.O.M. will automatically enforce all of the permissions that you have established
for that user.


NOTE: Before you change the password of the User ‘T.O.M.’ it is a good idea to create a new user that
has all permissions.   This way if you forget the new password that you give to T.O.M. or you type it
incorrectly you will have another User to logon as and change the password you gave to the user ‘T.O.M.’.


Turning T.O.M.’S Security Off


To turn T.O.M.’s security off simply remove the password you assigned to the User T.O.M.  The next time
a person runs the T.O.M. software and the software sees that the User ‘T.O.M.’ has no password then it
will no longer enforce the User Permissions that you have setup.
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Chapter 11
Trip Ticket Templates
T.O.M. comes with a predefined Trip Ticket template that you can use to print your trip tickets. In addition,
you can create your own Trip Ticket templates, choosing the information you want printed on the trip
ticket. T.O.M. makes it easy to create Trip Ticket templates by simply checking and unchecking print
options and entering custom titles to be printed on the trip ticket You can also edit existing templates as
necessary and delete templates you no longer need.


To access the various Trip Ticket templates routines open the File menu, then click Other (Figure 11-1).
Click Templates and then Trip Ticket templates. The Trip Ticket Templates List screen (Figure 11-2) will
be displayed.


Figure 11-1. Accessing Trip Ticket Templates on T.O.M.’s Main Screen


The Trip Ticket Templates list screen (Figure 11-2) allows you to add, change and remove items in the list.
Figure 11-2 gives a brief explanation of the various function buttons offered to you when you maintain a
Trip Ticket templates list file.
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Working with Trip Ticket Templates
Trip Ticket templates are used to print your trip tickets in the format you define and with the print options
you select. You may create an unlimited number of Trip Ticket templates.


Figure 11-2. The Trip Ticket Templates List Screen


Figure 11-2 shows the Trip Ticket Templates List screen, which lists all of the Trip Ticket templates that
you have set up with T.O.M.  From this screen you tell T.O.M. if you want to add a new Trip Ticket
Template, change an existing Trip Ticket Template or delete an existing Trip Ticket Template.


Adding a New Trip Ticket Template


If you wish to add a new Trip Ticket Template click the New button and you will be taken to the Trip Ticket
Templates Data Entry screen (Figure 11-3, Figure 11-4, Figure 11-5, Figure 11-6, Figure 11-7 and


Figure 11-8).  This screen will let you define the print options and titles for your Trip Ticket Template.  To
save the Trip Ticket Template information you have entered click the OK button.  To exit this screen
without saving the information you have entered click the Exit button.  See Trip Ticket Templates Data
Entry Screen Options below for a complete description of print selections and title fields.


Click to add a
new Trip Ticket
Template.


Click to change the
selected existing Trip
Ticket Template.


Click to remove
the selected
existing Trip
Ticket Template.


Click to leave
the Trip Ticket
Templates
List screen.


A list of all
your
existing Trip
Ticket
Templates.
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Note:  You can see a sample of a trip ticket at the end of this chapter.


Changing an Existing Trip Ticket Template


If you wish to change an existing Trip Ticket Template, then select a Trip Ticket Template on the Trip
Ticket Templates List screen  (Figure 11-2) by clicking the row containing the desired Trip Ticket


Template and then click the Edit button.  You will be taken to the Trip Ticket Templates Data Entry screen
(Figure 11-3, Figure 11-4, Figure 11-5, Figure 11-6, Figure 11-7 and


Figure 11-8), which will let you change any of the Trip Ticket Template print options and titles.  To save
the Trip Ticket Template information you have changed, click the OK button.  To exit this screen without
saving the information you have entered click the Exit button. See Trip Ticket Templates Data Entry
Screen Options below for a complete description of print selections and title fields.


Deleting an Existing Trip Ticket Template


To remove an existing Trip Ticket Template, then select a Trip Ticket Template on the Trip Ticket
Templates List screen  (Figure 11-2) by clicking the row containing the desired Trip Ticket Template and
then click the Delete button.  T.O.M. will ask you to confirm that you really want to delete this Trip Ticket
Template.  If you do confirm to T.O.M. that you want to delete the Trip Ticket Template, T.O.M. will
remove the Trip Ticket Template from your T.O.M. database.


Trip Ticket Templates Data Entry Screen Options


The Trip Ticket Templates Data Entry screen (Figure 11-3) uses six tabs to help you select your print
options and enter titles for different sections on the trip ticket, as well as a user section. These tabs are the
Top Section tab (Figure 11-3), the Section 1 tab (Figure 11-4), the Section 2 tab (Figure 11-5), the Section


3 tab (Figure 11-6), Section 4 tab (Figure 11-7) and the User Section tab (


Figure 11-8). Click on the tab to see its options. The following describes the print options and titles for
these tabs. A sample trip ticket in shown at the end of this chapter in Figure 11-14.


Template ID: The number that you assign a Trip Ticket Template. The number must be unique for that
invoice template. The number can be between 1 and 32,767. This field appears at the top of the Trip Ticket
template no matter which tab section you select.


Template Description: The long description of the Trip Ticket Template. This description can be a
maximum of 30 characters. This field appears at the top of the Trip Ticket template no matter which tab
section you select.


The Top Section Tab on the Trip Ticket Templates Data Entry Screen


Click on the Top Section tab in the Trip Ticket Templates Data Entry screen (Figure 11-3), if it is not
already displayed. These selections print in the top section of your trip ticket.


District Name: Check this checkbox in the Print column to print the district name in the top section of the
trip ticket. This is taken from the District Name field as entered in the District Options Data Entry screen.
(See Chapter 4 – District Options in this manual.) Uncheck this checkbox in the Print column if you do
NOT want to print this field on the trip ticket.


Trip #: Check this checkbox in the Print column to print the trip number in the top section of the trip
ticket. This is taken from the Field Trip # field assigned by T.O.M. when you create a new field trip in the
Field Trips Search / Selection screen. (See Chapter 1 – Entering Field Trips, Printing Estimates, Using the
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Field Trip Inquiry in the T.O.M. User Guide.) Enter a new title or use the title already displayed in the
Print column. The default title is “TRIP TICKET #:”. Uncheck this checkbox in the Print column if you do
NOT want to print this field on the trip ticket.


Figure 11-3. The Top Section Tab on the Trip Ticket Templates Data Entry Screen


Replacing Trip #: Check this checkbox in the Print column to print the replacing trip number in the top
section of the trip ticket. T.O.M. provides this number. Enter a new title or use the title already displayed in
the Print column. The default title is “REPLACING TRIP #:”. Uncheck this checkbox in the Print column
if you do NOT want to print this field on the trip ticket.


Internal Trip #: Check this checkbox in the Print column to print the internal trip number in the top
section of the trip ticket. This is taken from the Internal Field Trip Number as entered in the Detailed Field
Trip screen. (See Chapter 1 – Entering Field Trips, Printing Estimates, Using the Field Trip Inquiry in the
T.O.M. User Guide.) Enter a new title or use the title already displayed in the Print column. The default
title is “INTERNAL TRIP #:”. Uncheck this checkbox in the Print column if you do NOT want to print this
field on the trip ticket..


Driver’s Name: Check this checkbox in the Print column to print the driver’s name in the top section of
the trip ticket. This is taken from the Name field corresponding to the Driver # as entered in the Trip Driver
Information screen. (See Chapter 1 – Entering Field Trips, Printing Estimates, Using the Field Trip
Inquiry in the T.O.M. User Guide.) Enter a new title or use the title already displayed in the Print column.
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The default title is “DRIVER:”. Uncheck this checkbox in the Print column if you do NOT want to print
this field on the trip ticket.


The Section 1 Tab on the Trip Ticket Templates Data Entry Screen


Click on the Section 1 tab in the Trip Ticket Templates Data Entry screen (Figure 11-4), if it is not already
displayed.


Figure 11-4. The Section 1 Tab on the Trip Ticket Templates Data Entry Screen


Vehicle #: Check this checkbox in the Print column to print the vehicle number in section 1 of the trip
ticket. This is taken from the Vehicle # field as entered in the Trip Driver Information screen. Enter a new
title or use the title already displayed in the Print column. The default title is “VEHICLE:”. Uncheck this
checkbox in the Print column if you do NOT want to print this field on the trip ticket.


Vehicle Type Description: Check this checkbox in the Print column to print the vehicle type description
in section 1 of the trip ticket. This is the Description field corresponding to the Vehicle # as entered in the
Vehicle Type Data Entry screen. (See Chapter 3 – Lookup Lists in this manual.) Uncheck this checkbox in
the Print column if you do NOT want to print this field on the trip ticket.


Departure Date: Check this checkbox in the Print column to print the departure date in section 1 of the
trip ticket. This is taken from the Departure Date field as entered in the Detailed Field Trip screen. (See
Chapter 1 – Entering Field Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User
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Guide.) Enter a new title or use the title already displayed in the Print column. The default title is
“DEPARTURE DATE:”. Uncheck this checkbox in the Print column if you do NOT want to print this field
on the trip ticket.


Departure Time: Check this checkbox in the Print column to print the departure time in section 1 of the
trip ticket. This is taken from the Departure Time field as entered in the Detailed Field Trip screen. (See
Chapter 1 – Entering Field Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User
Guide.) Enter a new title or use the title already displayed in the Print column. The default title is “TIME
OF DEPARTURE:”. Uncheck this checkbox in the Print column if you do NOT want to print this field on
the trip ticket.


Arrival Time: Check this checkbox in the Print column to print the arrival time in section 1 of the trip
ticket. This is taken from the Arrival Time field as entered in the Detailed Field Trip screen. (See Chapter
1 – Entering Field Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User Guide.)
Enter a new title or use the title already displayed in the Print column. The default title is “TIME OF
ARRIVAL:”. Uncheck this checkbox in the Print column if you do NOT want to print this field on the trip
ticket.


Customer Name: Check this checkbox in the Print column to print the customer name in section 1 of the
trip ticket. This is taken from the Name field corresponding to the Customer # as entered in the Customer
Data Entry screen. (See Chapter 5 – Customers in this manual.) Enter a new title or use the title already
displayed in the Print column. The default title is “PICKUP:”. Uncheck this checkbox in the Print column
if you do NOT want to print this field on the trip ticket.


Contact: Check this checkbox in the Print column to print the contact in section 1 of the trip ticket. This is
taken from the Contact field as entered in the Detailed Field Trip screen. (See Chapter 1 – Entering Field
Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User Guide.) Enter a new title or use
the title already displayed in the Print column. The default title is “CONTACT:”. Uncheck this checkbox in
the Print column if you do NOT want to print this field on the trip ticket.


Customer Address: Check this checkbox in the Print column to print the customer address in section 1 of
the trip ticket. This is taken from the Address field corresponding to the Customer # as entered in the
Customer Data Entry screen. (See Chapter 5 – Customers in this manual.) Enter a new title or use the title
already displayed in the Print column. The default title is “ADDRESS:”. Uncheck this checkbox in the
Print column if you do NOT want to print this field on the trip ticket.


The Section 2 Tab on the Trip Ticket Templates Data Entry Screen


Click on the Section 2 tab in the Trip Ticket Templates Data Entry screen (Figure 11-5), if it is not already
displayed.


Drop / Return Message: Check this checkbox in the Print column to print the drop / return message in
section 2 of the trip ticket. When you check the Drop / Return checkbox on the Detailed Field Trip screen,
you can enter a message here to make a note to whoever receives the trip ticket that the field trip is a drop /
return trip. (See Chapter 1 – Entering Field Trips, Printing Estimates, Using the Field Trip Inquiry in the
T.O.M. User Guide.) Enter a new title or use the title already displayed in the Print column. The default
title is “DROP / RETURN:”. Uncheck this checkbox in the Print column if you do NOT want to print this
field on the trip ticket.


Shuttle Trip Message: Check this checkbox in the Print column to print the shuttle trip message in section
2 of the trip ticket. When you check the Shuttle Trip checkbox on the Detailed Field Trip screen, you can
enter a message here to make a note to whoever receives the trip ticket that the field trip is a shuttle trip.
(See Chapter 1 – Entering Field Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User
Guide.) Enter a new title or use the title already displayed in the Print column. The default title is
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“SHUTTLE TRIP:”. Uncheck this checkbox in the Print column if you do NOT want to print this field on
the trip ticket.


Multi-Destination Message: Check this checkbox in the Print column to print the multi-destination
message in section 2 of the trip ticket. When you use the Multi-Dest. button on the Detailed Field Trip
screen, you can enter a message here to make a note to whoever receives the trip ticket that the field trip is
multi-destination trip. (See Chapter 1 – Entering Field Trips, Printing Estimates, Using the Field Trip
Inquiry in the T.O.M. User Guide.) Enter a new title or use the title already displayed in the Print column.
The default title is “MULTI DESTINATIONS:”. Uncheck this checkbox in the Print column if you do
NOT want to print this field on the trip ticket.


Figure 11-5. The Section 2 Tab on the Trip Ticket Templates Data Entry Screen


Destination Description: Check this checkbox in the Print column to print the destination description in
section 2 of the trip ticket. This is taken from the Description field corresponding to the Destination # as
entered in the Destination Data Entry screen. (See Chapter 8 – Destinations in this manual.) Enter a new
title or use the title already displayed in the Print column. The default title is “DESTINATION:”. Uncheck
this checkbox in the Print column if you do NOT want to print this field on the trip ticket.


Destination Address: Check this checkbox in the Print column to print the destination address in section 2
of the trip ticket. This is taken from the Address field corresponding to the Destination # as entered in the
Destination Data Entry screen. (See Chapter 8 – Destinations in this manual.) Enter a new title or use the
title already displayed in the Print column. The default title is “ADDRESS:”. Uncheck this checkbox in the
Print column if you do NOT want to print this field on the trip ticket.
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Grade: Check this checkbox in the Print column to print the grade in section 2 of the trip ticket. This is
taken from the Grade field as entered in the Detailed Field Trip screen. (See Chapter 1 – Entering Field
Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User Guide.) Enter a new title or use
the title already displayed in the Print column. The default title is “GRADE:”. Uncheck this checkbox in
the Print column if you do NOT want to print this field on the trip ticket.
Return Time: Check this checkbox in the Print column to print the return time in section 2 of the trip
ticket. This is taken from the Return Time field as entered in the Detailed Field Trip screen. (See Chapter 1
– Entering Field Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User Guide.) Enter a
new title or use the title already displayed in the Print column. The default title is “RETURN TIME:”.
Uncheck this checkbox in the Print column if you do NOT want to print this field on the trip ticket.


Leave Time: Check this checkbox in the Print column to print the leave time in section 2 of the trip ticket.
This is taken from the Leave Time field as entered in the Detailed Field Trip screen. (See Chapter 1 –
Entering Field Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User Guide.) Enter a
new title or use the title already displayed in the Print column. The default title is “LEAVE TIME:”.
Uncheck this checkbox in the Print column if you do NOT want to print this field on the trip ticket.


Return Date: Check this checkbox in the Print column to print the return date in section 2 of the trip
ticket. This is taken from the Return Date field as entered in the Detailed Field Trip screen. (See Chapter 1
– Entering Field Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User Guide.) Enter a
new title or use the title already displayed in the Print column. The default title is “RETURN TO SCHOOL
DATE:”. Uncheck this checkbox in the Print column if you do NOT want to print this field on the trip
ticket.


The Section 3 Tab on the Trip Ticket Templates Data Entry Screen


Click on the Section 3 tab in the Trip Ticket Templates Data Entry screen (Figure 11-6), if it is not already
displayed.


Fund:  Check this checkbox in the Print column to print the fund in section 3 of the trip ticket. This is
taken from the Fund field as entered in the Detailed Field Trip screen. (See Chapter 1 – Entering Field
Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User Guide.) Enter a new title or use
the title already displayed in the Print column. The default title is “FUND:”. Uncheck this checkbox in the
Print column if you do NOT want to print this field on the trip ticket.


Purpose:  Check this checkbox in the Print column to print the trip purpose in section 3 of the trip ticket.
This is taken from the Purpose field as entered in the Detailed Field Trip screen. (See Chapter 1 – Entering
Field Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User Guide.) Enter a new title
or use the title already displayed in the Print column. The default title is “PURPOSE:”. Uncheck this
checkbox in the Print column if you do NOT want to print this field on the trip ticket.


# of Passengers:  Check this checkbox in the Print column to print the number of passengers in section 3
of the trip ticket. This is taken from the total number taken from the # of Adults and # of Students fields as
entered in the Detailed Field Trip screen. (See Chapter 1 – Entering Field Trips, Printing Estimates, Using
the Field Trip Inquiry in the T.O.M. User Guide.) Enter a new title or use the title already displayed in the
Print column. The default title is “PASSENGERS:”. Uncheck this checkbox in the Print column if you do
NOT want to print this field on the trip ticket.


# of Disabled Passengers:  Check this checkbox in the Print column to print the number of disabled
passengers in section 3 of the trip ticket. This is taken from the # of Handicap field as entered in the
Detailed Field Trip screen. (See Chapter 1 – Entering Field Trips, Printing Estimates, Using the Field Trip
Inquiry in the T.O.M. User Guide.) Enter a new title or use the title already displayed in the Print column.







Getting Started Manual 11-9


Chapter 11: Trip Ticket Templates


The default title is “NUMBER DISABLED:”. Uncheck this checkbox in the Print column if you do NOT
want to print this field on the trip ticket.


Category:  Check this checkbox in the Print column to print the category in section 3 of the trip ticket.
This is taken from the Field Trip Category field as entered in the Detailed Field Trip screen. (See Chapter
1 – Entering Field Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User Guide.)
Enter a new title or use the title already displayed in the Print column. The default title is “CATEGORY:”.
Uncheck this checkbox in the Print column if you do NOT want to print this field on the trip ticket.


Figure 11-6. The Section 3 Tab on the Trip Ticket Templates Data Entry Screen


Estimated Miles:  Check this checkbox in the Print column to print the estimated miles in section 3 of the
trip ticket. This is taken from the Estimated Miles field as entered in the Detailed Field Trip screen. (See
Chapter 1 – Entering Field Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User
Guide.) Enter a new title or use the title already displayed in the Print column. The default title is “EST.
MILES:”. Uncheck this checkbox in the Print column if you do NOT want to print this field on the trip
ticket.


Estimated Hours:  Check this checkbox in the Print column to print the estimated hours in section 3 of the
trip ticket. This is taken from the Estimated Time field as entered in the Detailed Field Trip screen. (See
Chapter 1 – Entering Field Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User
Guide.) Enter a new title or use the title already displayed in the Print column. The default title is “EST.
HOURS:”. Uncheck this checkbox in the Print column if you do NOT want to print this field on the trip
ticket.
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Other Drivers Assigned to Trip:  Check this checkbox in the Print column to print the other drivers
assigned to the field trip in section 3 of the trip ticket. This prints the other drivers if there are more than
one and allows you to make a note to whoever receives the trip ticket that the field trip has other drivers.
(See Chapter 1 – Entering Field Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User
Guide.) Enter a new title or use the title already displayed in the Print column. The default title is “TRIP
DRIVERS:”. Uncheck this checkbox in the Print column if you do NOT want to print this field on the trip
ticket.


The Section 4 Tab on the Trip Ticket Templates Data Entry Screen


Click on the Section 4 tab in the Trip Ticket Templates Data Entry screen (Figure 11-7), if it is not already
displayed.


Figure 11-7. The Section 4 Tab on the Trip Ticket Templates Data Entry Screen


Customer Special Instructions: Check this checkbox in the Print column to print the customer special
instructions in section 4 of the trip ticket. This is taken from the Customer Special Instructions field as
entered in the Detailed Field Trip screen. (See Chapter 1 – Entering Field Trips, Printing Estimates, Using
the Field Trip Inquiry in the T.O.M. User Guide.) Enter a new title or use the title already displayed in the
Print column. The default title is “CUSTOMER SPECIAL INSTRUCTIONS:”. Uncheck this checkbox in
the Print column if you do NOT want to print this field on the trip ticket.
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Destination Special Instructions: Check this checkbox in the Print column to print the destination special
instructions in section 4 of the trip ticket. This is taken from the Destination Special Instructions field as
entered in the Detailed Field Trip screen. (See Chapter 1 – Entering Field Trips, Printing Estimates, Using
the Field Trip Inquiry in the T.O.M. User Guide.) Enter a new title or use the title already displayed in the
Print column. The default title is “DESTINATION SPECIAL INSTRUCTIONS:”. Uncheck this checkbox
in the Print column if you do NOT want to print this field on the trip ticket.


The User Section Tab on the Trip Ticket Templates Data Entry Screen


Click on the User Section tab in the Trip Ticket Templates Data Entry screen (Figure 11-8), if it is not
already displayed.


Figure 11-8. The User Section Tab on the Trip Ticket Templates Data Entry Screen


Show User Area on the Trip Ticket: Check this checkbox to print the User Area displayed on this tab on
the trip ticket. Figure 11-14 shows you the area that prints when you check this checkbox. Uncheck this
checkbox if you do NOT want to print the User Area displayed on this tab on the trip ticket.


Double click anywhere on this square to import a text file
or to simply change the User Section in Word Processing
Mode (See Importing a Text File for the User Area
below).
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Importing a Text File for the User Area and / or Changing the User Section in Word
Processing Mode.


The User Section Tab allows you to import your own text file you create or have already created in a text
or word processor, such as Microsoft Notepad, WordPad or Word. This section describes how to import an
existing Microsoft Word document.


NOTE:   You do not have to import a word processing file to modify the user section
of the trip ticket.  You can simply the CANCEL button in the Insert Object Screen
(Figure 11-9) and T.O.M. will display the insert User Section in Word Processing
Mode (Figure 11-13).  You can then just modify the user section in this Word
Processing Mode screen if you wish.  (If you do not wish to import a word
processing document then skip to steps 2 and 3 and on the Insert Object Screen
(Figure 11-9) click the Cancel button and skip to step 8).


1. Create and save your file in Microsoft Word.


2. Start T.O.M. and go to the User Section Tab on the Trip Ticket Templates Data Entry screen.


Double-click on the User Section area. While in the User Section Tab on the Trip Ticket Templates Data
Entry screen


3. Figure 11-8, point to the User Section and double-click it with your mouse. The Insert Object screen
should appear.


 


 
 


Figure 11-9. The Insert Object Screen - Selecting the Create From File Option


4. Select the Microsoft Word Document object type and then click the option marked Create From
File. While in the Insert Object screen (Figure 11-9) click the option labeled Microsoft Word
Document in the Object Type list box. Then click the option labeled Create From File.  The Insert
Object screen should change in appearance to look like Figure 11-10.


 
 
 


Click this option
to load the
document you
created.


Click the button
labeled Browse.
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Figure 11-10. Insert Object Screen - Create From File - Selecting the Browse Option


5. Click the Browse button and find your text file. While in the new Insert Object screen (Figure 11-
10) type in the File field the name of the drive and directory where your Word document is stored and
click the Browse button.  A standard Windows File Browse screen will appear which will allow you to
view the various files stored in your system (Figure 11-11).


 
 


Figure 11-11. The File Browse Screen - Locate Your Document File and Select It


6. Select that text file and click the OPEN button.  You will be returned to the Insert Object screen and
your text filename will appear in the File field (Figure 11-12).


 


Find your
document, select
it and click the
button labeled
Open.
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Figure 11-12. Insert Object Screen AFTER Your Word File Has Been Selected


7. Click the OK button. Click the OK button in the Insert Object screen (Figure 11-12).  Microsoft
Word will automatically open up with your Word document in Word Processing Mode (Figure 11-13).
This is done to allow you to make any changes to your User Section.


 


 


Figure 11-13. Microsoft Word Screen With Your Word Document Loaded in Word Processing Mode


Click the
button
labeled OK.
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8. Modifying the User Section in the Word Processor Mode Screen.  Regardless of whether you
chose to import a word processing document into your User Section or you just clicked the Cancel
button  in the Insert Object Screen (Figure 11-9)  T.O.M. returns you to the User Section of the Trip
Ticket Template Screen in Word Processing Mode (Figure 11-13).  This means you will see word
process tool bars appear and vertical and horizontal rulers.  You can use your arrow and page up and
page down keys to maneuver and your mouse, key board and word processing tool bar to make
changes just like Microsoft Word Pad.  When you are done making changes to your User Section
simply click on any other part of the Trip Ticket Template Screen besides the User area and T.O.M.
will save your changes and close down the Word Processing Mode.


Figure 11-14 shows a sample trip ticket with the User Section printed.


Printing the Trip Ticket


The Trip Ticket that uses the Trip Ticket template is printed from the Detailed Field Trip screen. See
Chapter 2 – Assigning Driver & Vehicles to Field Trips, Printing Trip Tickets & Garage Check Lists in the
T.O.M. User Guide for details about printing the Trip Ticket.
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Sample Trip Ticket


Figure 11-14. A Sample Trip Ticket
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T.O.M. allows you to select certain predefined events in T.O.M. when you want an email to automatically
be sent to up to three recipients for a field trip.  T.O.M. also allows you to define in advance what
information those emails are to contain and how they are to be worded.  In fact T.O.M. allows you to have
a different definition for these emails for each of the predefined events.  These definitions are saved in
Email Templates.   T.O.M. comes with a set predefined Email Template that you can use to instruct T.O.M.
how to format and word your various automatically generated emails.   T.O.M. makes it easy to Email
Templates by simply checking and un-checking data options and entering custom messages to be included
in the email that T.O.M. automatically sends when the predefined event occurs.


To access the various Email Templates routines open the File menu, then click Other, then click on
Templates and then click on Email Templates. The Email Templates List screen (Figure 12- 1) will be
displayed.


Figure 12- 1. Accessing Email Templates on T.O.M.’s Main Screen


The Email Templates list screen (Figure 12- 2) allows you to change Email Templates that T.O.M. uses
when creating automatic email messages. Figure 12- 2 gives a brief explanation of the various function
buttons offered to you when you maintain a Email Templates list file.
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Working with Email Templates
Email Templates are used to by T.O.M. when it is automatically creating an email message when a specific
predefined event occurs.  You may instruct T.O.M. which event(s) should trigger T.O.M. to automatically
create an email message in your District Options Screen (See Chapter 4 of this book).  T.O.M. comes with
preset Email Templates.  One Email Template for each of the predefined events.     Figure 12- 3 is a list of
all the predefined Email Templates and what predefined event they correspond to.


Figure 12- 2 . The Email Templates List Screen


Click to change the
selected existing
Email Template.


Click to leave
the Email
Templates
List screen.


A list of all
your
existing
Email
Templates.
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Template Name T.O.M. Event Event Description
AcceptedByTransDept Trip Request was Accepted by


Transportation Department
Email is generated when the user
clicks on the Accept Button in the


Field Trip Request Screen.
DeniedByTransDept Trip Request was Denied by


Transportation Department
Email is generated when the user
clicks the Denied Button in the


Field Trip Request Screen
NewTripEntered A new field trip was entered in


the dispatching database
Email is generated when the user
enters a field trip directly into the
dispatching database by clicking
the New button in the Work With


Field Trips Screen.
StatusChangedWebTrips A field trip request’s status was


changed by it being approved by
an approver (other than the


Transportation Department) in
WebTrips.


Email is generated when a
WebTrips approver either


approves or denies a field trip
request in WebTrips.


TripAssignedDriver An unassigned field trip was
assigned a driver and vehicle


Email is generated either when an
unassigned trip has a driver and


vehicle automatically assigned by
T.O.M. or when an unassigned


trip is manually assigned a driver
and vehicle.


TripBilled An unbilled field trip was billed. Email is generated when the field
trip is either billed individually or


billed in the Mass Bill feature.
TripCanceled A field trip is canceled. Email is generated when the user


clicks the Cancel Trip button in
the Work with Field Trip Screen.


Trip Paid A field trips billed amount was
paid.


Email is generated when the
unpaid billed balance of a field
trip is paid when user enters a


payment in the Bills & Payments
screen.


Figure 12- 3 – Table of Predefined Email Templates and Their Descriptions.


Figure 12- 2 shows the Email Templates List screen, which lists all of the Email Templates that you have
set up with T.O.M.  From this screen you tell T.O.M. if you want modify one of these predefined Email
Templates.


Changing an Existing Email Template


If you wish to change an existing Email Template, then select a Email Template on the Email Templates
List screen  (Error! Reference source not found.) by clicking the row containing the desired Email
Template and then click the Edit button.  You will be taken to the Email Templates Data Entry screen
(Figure 12- 4, Figure 12- 5, Figure 12- 6, Figure 12- 7, Figure 12- 8 and Figure 12- 9), which will let you
change any of the Email Template print options and titles.  To save the Email Template information you
have changed, click the OK button.  To exit this screen without saving the information you have entered
click the Exit button. See Email Templates Data Entry Screen Options below for a complete description of
print selections and title fields.
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Email Templates Data Entry Screen Options


The Email Templates Data Entry screen (Figure 12- 4) uses six tabs to help you select your email content
options and text for different sections on the email. These tabs are the Email Text tab (Figure 12- 4), the
Customer / Destination tab (Figure 12- 5), the Dates / Times tab (Figure 12- 6), the Other tab (Figure 12-
7), Miles / Hours / Passengers tab (Figure 12- 8) and the Trip Requests tab (Figure 12- 9). Click on the tab
to see its options. The following describes the data to include options and captions for these tabs.


Template ID: The ID that is assigned a Email Template. You can not change this ID.


Template Description: The long description of the Email Template. This description can be a maximum
of 50 characters. This field appears at the top of the Email Template no matter which tab section you select.


The Email Text Tab on the Email Templates Data Entry Screen


Click on the Top Section tab in the Email Templates Data Entry screen (Figure 12- 4), if it is not already
displayed. These selections print in the top section of your trip ticket.


Subject of Email: This is the one line text that appears in the subject line of the automatic email message
that is generated by T.O.M.


Text at Beginning of Email: This is the text that is at the beginning of your full email text.  It will display
before any other information.  It is unlimited in length.
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Figure 12- 4 - The Email Text Section Tab on the Email Templates Data Entry Screen


Text at End of Email:  This is the text that appears at the very end of the email message that T.O.M.
automatically generates.  It is unlimited in length.


Trip #: Check this checkbox in the Show column to include the trip number of the field trip that had the
predefined event occur to it in the email generated by T.O.M.  If you check this checkbox the title next to
the check box for the trip number will display in front of the trip number in your email text.  You may
change this title.


The Customer / Destination Tab on the Email Templates Data Entry Screen


Click on Customer / Destination tab in the Email Templates Data Entry screen (Figure 12- 5), if it is not
already displayed.
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Figure 12- 5. Customer / Destination Tab on the Email Templates Data Entry Screen


Customer #: Check this checkbox in the Show column to include the customer number of the customer of
the field trip that had the predefined event occur to it in the email generated by T.O.M.  If you check this
checkbox the title next to the check box for the customer number will display in front of the customer
number in your email text.  You may change this title.


Customer Name: Check this checkbox in the Show column to include the name of the customer of the
field trip that had the predefined event occur to it in the email generated by T.O.M.  If you check this
checkbox the title next to the check box for the customer name will display in front of the customer name
in your email text.  You may change this title.


Customer Address: Check this checkbox in the Show column to include the address of the of the field trip
that had the predefined event occur to it in the email generated by T.O.M.  If you check this checkbox the
title next to the check box for the customer address will display in front of the customer address in your
email text.  You may change this title.


Bill Customer #: Check this checkbox in the Show column to include the Bill To Customer number of the
field trip that had the predefined event occur to it in the email generated by T.O.M.  If you check this
checkbox the title next to the check box for the Bill Customer number will display in front of the Bill To
Customer number in your email text.  You may change this title.


Bill Customer Name: Check this checkbox in the Show column to include the name of the Bill To
Customer of the field trip that had the predefined event occur to it in the email generated by T.O.M.  If you
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check this checkbox the title next to the check box for the Bill Customer name will display in front of the
Bill To Customer name in your email text.  You may change this title.


Bill Customer Address: Check this checkbox in the Show column to include the address of  the Bill
Customer of the field trip that had the predefined event occur to it in the email generated by T.O.M.  If you
check this checkbox the title next to the check box for the Bill Customer address will display in front of the
Bill To Customer address in your email text.  You may change this title.


Destination: Check this checkbox in the Show column to include the description of the Destination of the
field trip that had the predefined event occur to it in the email generated by T.O.M.  If you check this
checkbox the title next to the check box for the Destination will display in front of the description of the
Destination in your email text.  You may change this title.


Destination Address: Check this checkbox in the Show column to include the address of the Destination
of the field trip that had the predefined event occur to it in the email generated by T.O.M.  If you check this
checkbox the title next to the check box for the Destination Address will display in front of the address of
the Destination in your email text.  You may change this title.


Division: Check this checkbox in the Show column to include the Division of the field trip that had the
predefined event occur to it in the email generated by T.O.M.  If you check this checkbox the title next to
the check box for the Division will display in front of the Division in your email text.  You may change
this title.


The Dates / Times Tab on the Email Templates Data Entry Screen


Click on Dates / Times tab in the Email Templates Data Entry screen (Figure 12- 6), if it is not already
displayed.


Departure Date: Check this checkbox in the Show column to include the Departure Date of the field trip
that had the predefined event occur to it in the email generated by T.O.M.  If you check this checkbox the
title next to the check box for the Departure Date will display in front of the Departure Date in your email
text.  You may change this title.


Return Date: Check this checkbox in the Show column to include the Return Date of the field trip that had
the predefined event occur to it in the email generated by T.O.M.  If you check this checkbox the title next
to the check box for the Return Date will display in front of the Return Date in your email text.  You may
change this title.


Departure Time: Check this checkbox in the Show column to include the Departure Time of the field trip
that had the predefined event occur to it in the email generated by T.O.M.  If you check this checkbox the
title next to the check box for the Departure Time will display in front of the Departure Time in your email
text.  You may change this title.
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Figure 12- 6- The Dates / Times Tab on the Email Templates Data Entry Screen


Return Time: Check this checkbox in the Show column to include the Return Time of the field trip that
had the predefined event occur to it in the email generated by T.O.M.  If you check this checkbox the title
next to the check box for the Return Time will display in front of the Return Time in your email text.  You
may change this title.


The Other Tab on the Email Templates Data Entry Screen


Click on the Other tab in the Email Templates Data Entry screen (Figure 12- 7), if it is not already
displayed.


Fund: Check this checkbox in the Show column to include the primary Fund # of the field trip that had the
predefined event occur to it in the email generated by T.O.M.  If you check this checkbox the title next to
the check box for the Fund # will display in front of the Fund # in your email text.  You may change this
title.


Fund Description: Check this checkbox in the Show column to include the description of the  primary
Fund  of the field trip that had the predefined event occur to it in the email generated by T.O.M.  If you
check this checkbox the title next to the check box for the Fund Description will display in front of the
Fund Description in your email text.  You may change this title.


Purpose: Check this checkbox in the Show column to include the Purpose of the field trip that had the
predefined event occur to it in the email generated by T.O.M.  If you check this checkbox the title next to
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the check box for the Purpose will display in front of the Purpose in your email text.  You may change this
title.


Internal Trip #: Check this checkbox in the Show column to include the Internal Trip # of the field trip
that had the predefined event occur to it in the email generated by T.O.M.  If you check this checkbox the
title next to the check box for the Internal Trip # will display in front of the Internal Trip # in your email
text.  You may change this title.


Contact: Check this checkbox in the Show column to include the Contact of the field trip that had the
predefined event occur to it in the email generated by T.O.M.  If you check this checkbox the title next to
the check box for the Contact will display in front of the Contact in your email text.  You may change this
title.


Figure 12- 7. The Other Tab on the Email Templates Data Entry Screen


Grade: Check this checkbox in the Show column to include the Grade of the field trip that had the
predefined event occur to it in the email generated by T.O.M.  If you check this checkbox the title next to
the check box for the Grade will display in front of the Grade in your email text.  You may change this
title.


PO #: Check this checkbox in the Show column to include the PO # of the field trip that had the predefined
event occur to it in the email generated by T.O.M.  If you check this checkbox the title next to the check
box for the PO # will display in front of the PO # in your email text.  You may change this title.
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The Miles / Hours / Passengers Tab on the Email Templates Data Entry Screen


Click on the Miles / Hours / Passengers tab in the Email Templates Data Entry screen (Figure 12- 8), if it is
not already displayed.


Figure 12- 8 - The Miles / Hours / Passengers Tab on the Email Templates Data Entry Screen


Miles: Check this checkbox in the Show column to include the Estimated Miles of the field trip that had
the predefined event occur to it in the email generated by T.O.M.  If you check this checkbox the title next
to the check box for the Miles will display in front of the Estimated Miles in your email text.  You may
change this title.


Hours: Check this checkbox in the Show column to include the Estimated Hours of the field trip that had
the predefined event occur to it in the email generated by T.O.M.  If you check this checkbox the title next
to the check box for the Hours will display in front of the Estimated Hours in your email text.  You may
change this title.


Total Passengers: Check this checkbox in the Show column to include the Total Passengers (total of the
field trips students and adults) of the field trip that had the predefined event occur to it in the email
generated by T.O.M.  If you check this checkbox the title next to the check box for the Total Passengers
will display in front of the Total Passengers in your email text.  You may change this title.


# of Students: Check this checkbox in the Show column to include the number of students of the field trip
that had the predefined event occur to it in the email generated by T.O.M.  If you check this checkbox the
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title next to the check box for the number of students will display in front of the number of students in your
email text.  You may change this title.


# of Adults: Check this checkbox in the Show column to include the number of adults of the field trip that
had the predefined event occur to it in the email generated by T.O.M.  If you check this checkbox the title
next to the check box for the number of adults will display in front of the number of adults in your email
text.  You may change this title.


# of Wheelchair: Check this checkbox in the Show column to include the number of wheelchair bound
passengers of the field trip that had the predefined event occur to it in the email generated by T.O.M.  If
you check this checkbox the title next to the check box for the number of wheelchair will display in front
of the number of wheelchair bound passengers in your email text.  You may change this title.


The Trip Requests Tab on the Email Templates Data Entry Screen


Click on the Trip Requests tab in the Email Templates Data Entry screen (Figure 12- 9), if it is not already
displayed.


Figure 12- 9 - The Trip Requests Tab on the Email Templates Data Entry Screen


Comment by Transportation Department: Check this checkbox in the Show column to include the
Comment by the Transportation Department of the field trip request that had the predefined event occur to
it in the email generated by T.O.M.  If you check this checkbox the title next to the check box for the
Comment by Transportation Department will display in front of the Comment by the Transportation
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Department in your email text.  You may change this title.  NOTE:  This field will only be included in the
Trip Requested Accepted, Trip Request Denied and Trip Request Status Change in WebTrips predefined
events.
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Appendix A
How to Set Up Schedules and How They
Affect Automatic Assignment
What Are Schedules?
A schedule is nothing more than a list of your drivers and vehicles that are grouped in some way that you
have determined.  You can set up as many schedules as you need and your drivers and vehicles can be on
as few or as many schedules as you need.  Some districts use the schedules to organize their drivers and
vehicles into groups that are available to drive field trips at certain times of the day or week.  For example,
a district may have the following 3 schedules:


MD - Mid Day
(All Field Trips taken during the week days before 3:00 PM)


WD - Week Day
(All Field Trips taken during the week days from 3:00 PM and later.)


WE - Week End
(All Field Trips taken during a weekend or holiday.)


In this case the drivers and vehicles are organized by availability.  That is when that driver or vehicle is
available to be assigned a field trip.  You may also group drivers by qualifications, geography or any other
factor that is important to you. For example you could set up schedules for; Out of Town, Over Night, East
Side, West Side, High School, Elementary School, Etc.  There are limitless numbers of ways that you can
organize your schedules.


Each schedule consists of two lists: a list of drivers and a list of spare vehicles.  Figure A-1 is an example
of a schedule and its two lists:


Schedule:  Week End


Drivers Spare Vehicles
Randy Mills Bus 100
Mike Wales Mini Bus 12
Tom Weeks Bus 112


Ed Most Handicap Bus 45


Figure A-1. Sample Schedule


Driver List


The list of drivers for a schedule is simply a list of those drivers that can be assigned to a field trip that uses
this schedule.  When you enter a new field trip you select what schedule or schedules T.O.M. is to use
when automatically assigning drivers and vehicles to the field trip.  T.O.M. will use ONLY the drivers on
the schedule or schedules that you selected when entering the field trip.
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Spare Vehicle List


The list of spare vehicles for a schedule is a list of vehicles that may be assigned to the field trip when the
driver’s normal vehicle cannot be assigned.  Usually, when a driver is assigned to a field trip, the vehicle
that the driver normally drives is also assigned to the field trip.  The vehicle that the driver normally drives
is designated when you set up an employee in the system and select a vehicle for that employee.
Sometimes, however, either that vehicle is not available because it is already assigned to another field trip
or the driver is required a different kind of vehicle then the one that he / she normally drives.  When a field
trip is entered into the computer, two vehicle types can be specified for that field trip.  The system will then
automatically ensure that only those types of vehicles are assigned to the field trip.


When the system has determined that the driver’s normal vehicle cannot be assigned to the field trip, it then
looks to see if an alternate vehicle can be assigned using the list of spare vehicles.  By placing a vehicle on
a schedule’s list of spare vehicles, you are telling the system that this vehicle is available to be assigned to
a field trip using that schedule.


When selecting those vehicles that should be spare vehicles for a schedule, you should only select those
vehicles that can be assigned to any driver on that schedule.  If you only want a vehicle to be assigned to
field trips just when that vehicle’s normal driver is assigned to a field trip, then you should NOT designate
the vehicle as a spare vehicle.  However, if a vehicle can be assigned to any field trip using the schedule no
matter which driver drives the vehicle, you SHOULD designate the vehicle as a spare vehicle for the
schedule.  IT IS A GOOD IDEA TO ASSIGN AS MANY SPARE VEHICLES AS POSSIBLE TO EACH
SCHEDULE SO THERE IS LITTLE CHANCE THAT THE SYSTEM WILL EXHAUST ALL SPARE
VEHICLES WHEN ASSIGNING VEHICLES TO FIELD TRIPS USING THE SCHEDULE.


When you have completed setting up all of your schedules and designated all drivers and spare vehicles
then you should have a set of schedules that resemble Figure A-2:


MID DAY WEEK DAY WEEK END
Drivers Spare Vehicles Drivers Spare Vehicles Drivers Spare Vehicles


Randy Mills Bus 115 Nancy Moore Mini Bus 17 Karen Tion Bus 100
Mike Wales Handicap Bus 43 Randy Mills Bus 122 Tom Weeks Mini Bus 12
Tom Weeks Mini Bus 12 Lisa Nixt Handicap Bus 45 Kim Small Bus 112


Ed Most Handicap Bus 45 Ed Most Bus 100 Bob Noths Handicap Bus 45
Wendy Myne


Figure A-2. Sample List of Schedules


You will notice that several drivers and vehicles are on more than one schedule and some drivers and
vehicles are on just one schedule.  As was stated previously, you may have an unlimited number of
schedules, and your drivers and vehicles can be on as many or as few of these schedules as necessary.


Multiple Schedules


T.O.M. allows you to select up to five schedules to a field trip.  When you select more than one schedule
for a field trip you are telling T.O.M. in what priority you want T.O.M. to use when automatically
assigning drivers to the field trip.  When automatically assigning drivers to the field trip T.O.M. will first
try every driver on the first schedule until the field trip is fully assigned or until all the drivers have been
eliminated as candidates to perform the field trip before it moves on to the second schedule.  T.O.M. will
then try every driver on the second schedule until the field trip is fully assigned or until all the drivers on
the schedule have been eliminated as a candidates to perform the field trip before T.O.M. moves on to the
third schedule.  And so on.  This feature allows you to place a priority on certain lists of drivers when
T.O.M. automatically assigns drivers to field trips.  For example, if your school has a group full time field
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trip drivers that will perform most of the field trips and your regular route driver will perform the rest of
the field trips.  To instruct T.O.M. to assign field trips in this manner you would setup one schedule with
your full time field trip drivers and another schedule for your regular route drivers.  Then when entering
field trips you would first select the schedule of full time field trip drivers then select the schedule of
regular route drivers.  If you enter all of your field trips this way the result during automatic assignment is
that T.O.M. will assign most of the field trips to the full time field trip drivers and the remaining field trips
to the regular route drivers.
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How Are Schedules Used in the Automatic Assignment of
Drivers to Field Trips Using the Rotation Method?


When a field trip is entered into the system, you must specify from which schedule the field trip will draw
drivers and spare vehicles.  When automatically assigning drivers to a field trip, the system will go to that
schedule, determine which driver was to be assigned next and select the appropriate number of drivers
required in the order that they appear in the schedule.  When the system has completed assigning drivers to
a field trip, it will automatically remember which driver to begin with the next time it uses this schedule.
See Figure A-3. (NOTE: Before selecting drivers from a schedule, the system may first determine if there
are any canceled drivers or drivers with makeups to be replaced available to schedule.  This is discussed
in the Users Manual in the chapter labeled - Understanding Automatic Assignment.)


If T.O.M. tries to assign all of the drivers on the schedule and still does not have the field trip assign
T.O.M. will look to see if you have entered any additional schedules for the field trip.  If you have then
T.O.M. will move to the next schedule and continue the assigning process.  If you have not then T.O.M.
will display a warning message to you informing you that the field trip has not been fully assigned.


Drivers
Randy Mills
Mike Wales
Tom Weeks


Ed Most


Drivers
Randy Mills
Mike Wales
Tom Weeks


Ed Most


Figure A-3. Automatic Assignment of Drivers to a Field Trip Using Rotation


Next Driver
to assign to
field trip


Next Driver
to assign to
field trip


Auto Assign


Field Trip Using:
WEEK END Schedule


Needing 2 Drivers


Drivers Assigned to Field Trip:


Mike Wales
Tom Weeks


Schedule: WEEK END after
Auto Assignment


Schedule: WEEK END before
Auto Assignment
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How Are Schedules Used in the Automatic Assignment of
Drivers to Field Trips Using the Hours Averaging Method?
When a field trip is entered into the system, you must specify from which schedule the field trip will draw
drivers and spare vehicles.  When automatically assigning drivers to a field trip, the system will go to that
schedule, determine which drivers have the lowest field trip hours (if there is a tie between several drivers
then the senior most driver is selected) and assign the appropriate number of drivers to the trip in the order
of least number of field trip hours to the most number of field trip hours.  T.O.M. will only use the drivers
on the schedule and no other drivers.  If T.O.M. tries to assign all of the drivers on the schedule and still
does not have the field trip completely assigned T.O.M. will look to see if you have entered any additional
schedules for the field trip.  If you have then T.O.M. will move to the next schedule and continue the
assigning process.  If you have not then T.O.M. will display a warning message to you informing you that
the field trip has not been fully assigned.


Exactly How Does T.O.M. Total Driver Field Trip Hours?


Depending on the hours averaging options that you selected in the District Options Screen T.O.M. will
periodically recalculate each driver’s field trip hours.  When T.O.M. recalculates these hours T.O.M. first
will select all field trip assignments from the date that you specified in the Hours Averaging Options in the
District Options Screen.  T.O.M. will then total up all the assigned driver’s hours.  When possible T.O.M.
will always use the driver’s actual hours for the field trip.  If the driver has no actual hours T.O.M. will use
the field trip’s estimated driver hours.


T.O.M. will then total all of the driver refusal field trip hours.  Again, where possible T.O.M. will use the
actual field trip hours before estimated field trip hours.  You may ask, “How can T.O.M. use actual  driver
hours to calculate the hours to charge against a driver refusal?”.  Obviously, the refused driver has no
actual hours.  The drivers that actually did perform the field trip do, however, have actual hours.  If a driver
that performed the actual field trip has actual hours then T.O.M. will use that driver’s hours as the hours to
charge the driver refusal.  If more than one driver performed the field trip and have actual hours then
T.O.M. will calculate the average of the actual hours of all the drivers that performed the field trip and
charge the driver refusal with that average number of hours.


Let’s look at an example to better understand how T.O.M. calculates the hours to charge a driver refusal.
Janet and Bill were assigned to Trip # 100 that had an estimate number of hours of 3.  Janet refused the
field trip and Debbie was assigned the trip to replace Janet.  At this point Janet will be charged for 3 hours
for her driver refusal.  Later, it turns out that the trip went longer than expected and Bill turns in actual
hours for Trip #100 of 5 hours and Debbie turns in actual hours of 5 and ½ hours.  At this point Janet is
charged 5.25 hours for her refusal of the assignment to field trip 100.


T.O.M. then takes each drivers total field trip hours and total refusal hours and adds them to any employee
base hours that you may have entered for the drivers.  This total represents the total field trip hours that
T.O.M. bases the field trip assignments on.  When automatically assigning drivers to field trips T.O.M. will
take the drivers in the schedule of the field trip being assigned, sort them by their total field trip hours and
assign the driver or drivers with the least number of hours within the schedule to the field trip.
See Figure A-4.
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Drivers
Total Field
Trip Hours


Randy Mills 57
Mike Wales 61
Tom Weeks 63
Ed Most 70


Drivers
Total Field
Trip Hours


Randy Mills 60
Tom Weeks 63
Mike Wales 64
Ed Most 70


Figure A-4. Automatic Assignment of Drivers to a Field Trip Using Hours Averaging


Auto Assign


Field Trip Using:
WEEK END Schedule


Needing 2 Drivers
Estimate Hours - 3


Drivers Assigned to Field Trip:


Randy Miles
Mike Wales


Schedule: WEEK END after
Auto Assignment


Schedule: WEEK END before
Auto Assignment


Drivers
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Exactly How Does T.O.M. Total Driver Field Trip Hours If You Instructed T.O.M.
to Average Hours Within Schedules?


When T.O.M. recalculates driver’s field trip hours to average hours within schedules it uses almost
identically the same logic that was previously described in the section titled ‘EXACTLY HOW DOES
T.O.M. TOTAL DRIVER FIELD TRIP HOURS?’ with one difference.  T.O.M. will now subtotal each
driver’s field trip hours by schedule.  So for example T.O.M. may calculate that driver Janet has 32 hours
for weekend field trips, 20 hours for week day field trips and 10 hours for mid day field trips for a total of
62 hours for the year.


When automatically assigning drivers to field trips T.O.M. will take the drivers in the schedule of the field
trip being assigned, sort them by their total field trip hours FOR THE SCHEDULE and assign the driver or
drivers with the least number of hours within the schedule to the field trip. See Figure A-5.  Notice that the
drivers with the least total field trip hours are not necessarily the drivers that are selected for the field trip.
Rather, the drivers with the least total field trip hours WITHIN the schedule are the drivers assigned to the
field trip.


Drivers


Total Week
End Field


Trip Hours
Total Field
Trip Hours


Randy Mills 17 55
Tom Weeks 19 63
Ed Most 20 70
Mike Wales 21 59


Drivers


Total Week
End Field


Trip Hours
Total Field
Trip Hours


Randy Mills 20 58
Ed Most 20 70
Mike Wales 21 59
Tom Weeks 22 66


Figure A-5. Automatic Assignment of Drivers to a Field Trip Using Hours Averaging Within the Schedule
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WEEK END Schedule


Needing 2 Drivers
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Drivers Assigned to Field Trip:


Randy Miles
Tom Weeks
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Drivers
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number of
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the schedule.


Schedule: WEEK END before
Auto Assignment
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How Are Schedules Used in the Automatic Assignment of
Drivers to Field Trips Using the Bid Allowance Method?
Basically,  T.O.M. does not use the schedules when automatically assigning drivers to field trips using the
Bid Allowance method.  Instead T.O.M. chooses the driver(s) to assign to a field trip from a list of drivers
that have bid on that particular trip.  T.O.M. will automatically assign the driver with the highest point bid
and with no conflicts to the field trip.  For more information about the Bid Allowance Method of
automatically assigning drivers to field trips see Appendix B – How to Use the Bid Allowance Automatic
Assignment Method in this book.


T.O.M. does, however, use schedules if either no driver has bid on a field trip or all of the driver bid’s for a
field trip have been exhausted and the field trip is not fully assigned.  In such a case T.O.M. will then use
the Rotation method of automatically assigning drivers for that field trip.  In this case the schedules play a
critical role in which drivers are automatically assigned to field trips.  In fact Gecko recommends that if an
organization is going to use the Bid Allowance method of automatic assignment then that organization
should also read and understand how the Rotation Method works.  This is because of the fact that the
Rotation Method  is used by T.O.M. as a fall back method when no more driver bids can be found for a
field trip T.O.M. is attempting to assign.  Please see the section titled “How Are Schedules Used in the
Automatic Assignment of Drivers to Field Trips Using the Rotation Method?” earlier in this chapter for
more information about this fall back method that T.O.M. uses to assign drivers and vehicles to your
field trips automatically.
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How Are Schedules Used in the Automatic Assignment of
Drivers to Field Trips Using the Seniority Method
When a field trip is entered into the system, you must specify from which schedule the field trip will draw
drivers and spare vehicles.  When automatically assigning drivers to a field trip, the system will go to that
schedule, start with the senior most driver within the schedule and select the appropriate number of drivers
required in seniority order.  When the system has completed assigning drivers to a field trip, it will
automatically start again with the senior most driver in that schedule when it assigns another field trip
using this schedule.   See Figure A-6. (NOTE: Before selecting drivers from a schedule, the system may
first determine if there are any canceled drivers or drivers with makeups to be replaced available to
schedule, if these features are turned on in Your District Options.  This is discussed in the Users Manual in
the chapter labeled - Understanding Automatic Assignment.)


If T.O.M. tries to assign all of the drivers on the schedule and still does not have the field trip assign
T.O.M. will look to see if you have entered any additional schedules for the field trip.  If you have then
T.O.M. will move to the next schedule and continue the assigning process.  If you have not then T.O.M.
will display a warning message to you informing you that the field trip has not been fully assigned.


Drivers
Randy Mills (most senior)


Mike Wales
Tom Weeks


Ed Most (least senior)


Drivers
Randy Mills (most senior)


Mike Wales
Tom Weeks


Ed Most (least senior)


Figure A-6. Automatic Assignment of Drivers to a Field Trip Using Seniority Within the Schedule


See Figure A-7 for a detailed example of how T.O.M. automatically assigns vehicles to field trips.


First Driver
T.O.M. will
try to assign
to field trip


Next Driver
T.O.M. will
try assign to
field trip


Auto Assign


Field Trip Using:
WEEK END Schedule


Needing 2 Drivers


Drivers Assigned to Field Trip:


Randy Mills
Mike Wales


Schedule: WEEK END after
Auto Assignment


Schedule: WEEK END before
Auto Assignment
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How Are Schedules Used in the Automatic Assignment of
Vehicles to Field Trips?


Whether your district has T.O.M. automatically assign drivers to field trips using the rotation method or the
hours averaging method.  T.O.M. always uses the same method for automatically assigning vehicles to the
field trip.  The following is a detailed description of how T.O.M. assigns vehicles:


When automatically assigning vehicles to a field trip, the system first attempts to assign the vehicle that is
normally driven by the driver that is being assigned.   The vehicle that the driver normally drives is
designated when you set up an employee in the system and select a vehicle for that employee.   Sometimes,
however, either that vehicle is not available because it is already assigned to another field trip or the
driver is required a different kind of vehicle than the one that he / she normally drives.


When a field trip is entered into the computer, two vehicle types can be specified for that field trip.  The
system will then automatically ensure that only those types of vehicles are assigned to the field trip.


When assigning spare vehicles T.O.M. will automatically select the vehicle that has the oldest date of last
use.  This information is automatically kept and tracked by the system.  Before assigning a spare vehicle to
a field trip, the system will first verify that the vehicle is not already assigned to a field trip with the same
date and schedule as the current field trip.  If there is a scheduling conflict, the system will then select a
different spare vehicle of the correct vehicle type with the next oldest date of last use and check that
vehicle’s availability.


The system will repeat this process until: 1) a spare vehicle of the correct type that has no scheduling
conflicts has been found, or 2) the system exhausts all spare vehicles and can find no vehicle of the correct
type that does not have a scheduling conflict.


See Figure A-7 for a detailed example of how T.O.M. automatically assigns vehicles to field trips.
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Vehicles
Bus 115


Last Use: 1/05/96
Handicap Bus 43


Last Use: 1/4/96
Mini Bus 12


Last Use: 1/7/96
Handicap Bus 45


 Last Use 1/7/97


Vehicles
Bus 115


Last Use: 1/05/96
Handicap Bus 43


Last Use: 1/15/96
Mini Bus 12


Last Use: 1/7/96
Handicap Bus 45


 Last Use 1/7/97


Figure A-7. Automatic Assignment of Vehicles to a Field Trip Using Schedules


Auto Assign


Field Trip Using:
WEEK END Schedule


Needing 1 Spare Handicap
Bus Leaving on 1/15/96


Vehicle Assigned to Field Trip:


Handicap Bus 43


Schedule: WEEK END after
Auto Assignment


Schedule: WEEK END before
Auto Assignment
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		What Are Schedules?

		Driver List

		Spare Vehicle List

		Multiple Schedules



		How Are Schedules Used in the Automatic Assignment of Drivers to Field Trips Using the Rotation Method?

		How Are Schedules Used in the Automatic Assignment of Drivers to Field Trips Using the Hours Averaging Method?

		Exactly How Does T.O.M. Total Driver Field Trip Hours?

		Exactly How Does T.O.M. Total Driver Field Trip Hours If You Instructed T.O.M. to Average Hours Within Schedules?



		How Are Schedules Used in the Automatic Assignment of Drivers to Field Trips Using the Bid Allowance Method?

		T.O.M. does, however, use schedules if either no 

		How Are Schedules Used in the Automatic Assignment of Drivers to Field Trips Using the Seniority Method

		How Are Schedules Used in the Automatic Assignment of Vehicles to Field Trips?
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How to Use the Bid Allowance Automatic
Assignment Method
This appendix describes how the process of the bid allowance with the automatic assignment method
works. This is a general description of the process. See the referrals in this appendix for other chapters in
the T.O.M. manuals for additional details.


Generally, the Bid Allowance Method for automatically assigning driver for field trips basically is a
method where drivers are given an allowance of points that he / she can use to bid on field trip
assignments.   This allowance can be given yearly, quarterly, monthly, weekly – how ever often your
organization sees fit.  On a regular basis the field trips available for driver assignments are then posted and
the drivers can bid on these field trips by specifying how many of their allowance points they bid for a that
particular field trip assignment.  When T.O.M. automatically assigns the drivers to field trips T.O.M. will
find the driver that has bid the highest number of points without conflicts and award that driver the field
trip assignment and subtract the drivers bid from that driver’s remaining allowance of bid points.


To assist your organization to implement this method of assigning drivers to field trips T.O.M. has the
following features:


• A bid allowance field for each
employee.


• Automatic assignment of driver’s logic that will
find the driver with the highest bid and no
conflicts and assign that driver to the field trip.


• A field trip bid entry method by field
trip.


• An employee bid adjustment routine that allows
you to either zero out all driver’s bid
allowances or adjust all driver’s bid allowance
up or down by a specified number of points.


• A field trip bid entry method by
driver.


To use the Bid Allowance Method of automatically assigning your drivers to field trip you must first set
the Automatic Assignment Method to ‘Bid’ in the District Options screen (Figure B-1).
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Figure B-1. Automatic Assignment Method Set to ‘Bid’


ENTERING DRIVER BIDS FOR FIELD TRIPS


After you have setup your T.O.M. software to enter trips and have entered your field trips you may then
enter your driver bids for field trips.  There are two ways to enter driver bids for field trips:  1. By Field
Trip or 2. By Employee.  Let’s look at these two methods one at a time.


ENTERING DRIVER BIDS FOR FIELD TRIPS BY FIELD TRIP.


1. Complete normal trip processing, which includes entering driver’s bids for trips. From the Detailed
Field Trip screen, click the Trip Bids button (Figure B-2).


Set Automatic
Assignment
Method to ‘Bid’.
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Figure B-2. Click Trip Bids to Enter Driver’s Bids


The Bid Search screen is displayed (Figure B-3).


Click the Trip
Bids button.
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2. Click the New button each time you wish to add a driver’s bid.


Figure B-3. The Bid Search Screen


The Field Trip Bid screen is displayed (Figure B-4).


Figure B-4. The Field Trip Bid Screen
3. Find the employee and enter the bid points in the Bid Amount field (Figure B-5). Click the OK button.


Click the
New button.
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Figure B-5. The Field Trip Bid Screen with Bid Amount Entered.


The employees and their bids are displayed in the Bid Search screen (Figure B-5).


Figure B-6. The Bid Search Screen with Driver’s Bid Added
4. When you have entered all the bids, click the Exit button.


Click the OK
button.
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5. After you have entered all of the driver bids you may instruct T.O.M. to automatically assign the field
trip.  For more information on this see Chapter 2 in your User’s Guide.


ENTERING DRIVER BIDS FOR FIELD TRIPS BY EMPLOYEE


This method of entering driver bids is handy when you have bids for many trips for a single driver to enter
into T.O.M.


1. Select an employee that you wish to enter driver bids for and click the Trip Bids button (Figure B. 7) .


Figure B. 7 – Calling the Driver Bids Screen from the Employee Screen.
Click the Trip
Bids Button.
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2. This causes the Bid Search Screen to display showing all driver bids for this particular employee
(Figure B. 8 ).  Click the New button to enter a new bid ( Figure B. 8).


Figure B. 8 – The Driver Bid Search Screen.


Click the
New button.
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3. This causes the Field Trip Bid screen to display ( Figure B. 9).


Figure B. 9 – The Field Trip Bid Screen


4. Enter the driver bid information including the trip number of the field trip that the driver is bidding on.
When you have entered the complete bid click the OK button (Figure B. 10 ).


Figure B. 10 – The Field Trip Bid Screen after the driver bid information has been entered.


Click the OK
button when
the driver bid
has been
entered.







Getting Started Manual B-9


Appendix B: How to Use the Bid Allowance Automatic Assignment Method


5. You are returned to the Bid Search Screen with the driver bid displayed ( Figure B. 10).  You may
now enter another driver bid by clicking the New button or return back to the Employee Screen by
clicking the Exit button.


Figure B. 11 – The Bid Search Screen after the Driver’s Field Trip Bid has been accepted.
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How T.O.M. Uses the Driver’s Bids when Automatically Assigning
Drivers to Field Trips


T.O.M.’s automatic assignment routine performs the following steps when assigning drivers to a field trip
using the Bid Allowance method of assignment:


1. Determine if the trip has any driver bids.
2. If there are multiple driver bids for the trip attempt to use the use the highest bid.
3. Check the employee with the highest bid to see if there are any possible conflicts.
4. If there are conflicts then skip the driver and retrieve the next highest bid.
5. If there are no conflicts then check to see if the driver has enough remaining points in his / her


allowance to fulfill the bid.
6. If the driver does not have enough points to fulfill the bid skip the driver and retrieve the next


highest bid.
7. If the driver has enough points to fulfill the bid assign the driver to the field trip and subtract the


bid points from the driver’s remaining point allowance.
8. If there are no more bids for the trip then use the schedule(s) assign to the trip and use the rotation


method of assigning drivers to field trips.


What happens when a field trip or driver is canceled?


T.O.M. will add the number of points in the driver’s bid back into the employee’s bid allowance for a trip
assignment that was cancelled from a driver.


What about driver refusals?


When entering a driver refusal T.O.M. will prompt the user if he/she wishes to have the employee’s bid
points added back into the employee’s point allowance for a field trip assignment that the employee is
refusing.


What if we wish to assign an employee manually but still subtract points from the
employee’s bid allowance?


The Assign Employee Manually Screen will allow the user to enter the number of points to be subtracted
from the employee’s bid allowance for the field trip assignment that that the employee is being manually
given


Is there a way to keep track of what trips have been subtracted from an employee’s
bid allowance and how much points remain in that allowance?


The Employee Bid Allowance Report was created for just this purpose.  This report will show for a
particular employee; the employee’s name, each field trip assignment the employee has taken and the
number of points subtracted for that assignment, each field trip refusal taken and the number of points
subtracted for the refusal and the number of points remaining in the employee’s point allowance.  The user
will be able to run this report for a particular employee or all employees and for a particular date range.
For more information about this report see Chapter 8 – Management Reports in your User’s Guide.
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Adjusting Driver’s Bid Allowances


Periodically you will need to adjust your driver’s bid allowances.  You may, for example, wish to zero out
all of your driver’s bid allowances.  Or, you may wish to increase or decrease all of your driver’s bid
allowances by a certain number of points.  T.O.M. has a special routine to allow you to do just this.  To do
this simply click on the Maintain option in your Main T.O.M. menu and select the Group Bid Allowance
Adjustment routine (Figure B. 12 ).   This causes the Group Bid Allowance Adjustment Screen to display
(Figure B. 13 ).  From here you may either choose to zero out all driver’s bid allowances or to adjust all the
driver’s bid allowances up or down by a specified number of points that you may enter in this screen.
Once you have made your choice simply click the Adjust Now button and all of the driver’s bid allowances
will be adjusted according to your instructions.


Figure B. 12 – Accessing the Group Bid Allowance Adjustment Routine.


Click on Maintain
and then Group Bid
Allowance
Adjustment option.
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Figure B. 13  - The Group Bid Allowance Adjustment Routine
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Using the Pop Up Calendar and
Time Entry Screens
T.O.M. has a fast and easy way to enter any date and/or time into the computer.  The Pop Up Calendar
screen lets you enter dates; the Pop Up Time Entry screen lets you enter times.  These screens can be
displayed anyplace where you are required to enter a date or time into T.O.M.  These screens allow you to
literally point to the date or time that you want to enter into T.O.M.  This simple way to enter dates and
times can also reduce possible typing mistakes on important date and time information.  The following is a
detailed explanation of how the Pop Up Calendar and Pop Up Time Entry screens work.


The Pop Up Calendar Screen
To display the Pop Up Calendar screen, simply click the calendar button to the right of the date field you
are entering, such as the one shown in Figure C-1.  For example, to enter a beginning date for the driver’s
license expiration date, click the calendar button to the right of the beginning date in the License Expiration
Date Range field.


Figure C-1. Entering a Date in the Employee Directory Report Screen


Click the calendar button to the right of the date
you are entering to display the Pop Up Calendar
screen (Figure C-2).
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When the calendar button is clicked the Pop Up Calendar screen will display (Figure C-2).  If a date was
entered in the date field that you were working with then the Pop Up Calendar screen will position its
calendar to that date.  If no date was entered then the Pop Up Calendar screen will position itself to the
current (system) date.  As you can see, the Pop Up Calendar is nothing more than a small calendar showing
the month and the year on the top and days of the month below in a traditional calendar layout.  The day of
the month looks ‘pushed down’ as opposed to the other days of the month.


Figure C-2. The Pop Up Calendar Screen


Selecting the Year with the Popup Calendar


There are three ways you can change the year of the date displayed in the Pop Up Calendar Screen
(Figure C-3):


• You can type in the year.
• You can use the spin buttons to increase or decrease the year one year at a time.
• You can select the year from a drop-down list box. The drop-down list displays the years 1980


through 2020.  Any other years must be either typed in or selected with the spin buttons.


When you change the year T.O.M. will automatically adjust the days of the month to accurately reflect that
month in that year.


Figure C-3. Changing the Year on the Pop Up Calendar Screen
Selecting the Month with the Popup Calendar


There are three ways you can change the month of the date displayed in the Pop Up Calendar Screen
(Figure C-4):


The month
selected.


The year
selected.


The day of the
month selected.


You may type
the year here.


You may select the year
from the drop down list
box here.


You may increase the year
by one year using the spin
buttons.  The up arrow
button will add 1 to the year
the down arrow will subtract
one from the year.
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• You can type in the month.
• You can use the spin buttons to increase or decrease the month one month at a time.
• You can select the month from a drop down list box.


When you change the month T.O.M. will automatically adjust the days of the month to accurately reflect
the new month.


 


Figure C-4. Changing the Month on the Pop Up Calendar Screen


Selecting the Day with the Popup Calendar


Once you have selected the year and the month of the desired date there is only one way to select the day
and that is to point to that day and click on it (Figure C-5).  If you wanted to select the 21st day of the
month then you would position your mouse pointer to the box in the calendar with the number 21 and click
on it.


 


Figure C-5. Changing the Day on the Pop Up Calendar Screen


You will notice that the box with the number 21 will now be ‘pressed down’ while the last date that was
selected will now look ‘pushed up’ like the other dates in the calendar.


Accepting the Selected Date


Once you have selected the year, month and day, click OK (Figure C-6) to close the Pop Up calendar and
place the date in the date field you selected. In our example, T.O.M. would return the date 10/21/2000 that
we selected to the beginning driver license expiration date in the Employee Directory screen (Figure C-7).


You may type
the month
here.


You may select the
month from the drop
down list box here.


You may increase the
month by one month
using the spin buttons.
The up arrow button will
add 1 to the month the
down arrow will subtract
one from the month.


Click on the
day you wish
to select.
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Figure C-6. Accepting the Selected Date


If you did not wish to accept the selected date and merely return back to the original screen without having
the date passed back to the original screen then you would click the Cancel button (Figure C-6).


Figure C-7. Returning Back the Employee Directory Screen with the Selected Date Filled In.


The Time Entry Screen
To display the Pop Up Time Entry screen, simply click the clock button to the right of the time field you
are entering, such as the one shown in Figure C-8.  For example, to enter an time in the Arrival Time field,
click the clock button to the right of the Arrival Time field.


Click the ‘OK’
button to accept
the date and pass
the date back to
the original
screen.


Click the ‘Cancel’
button to return to
the original screen
without passing the
selected date.


The date
is placed
in the
field you
originally
selected.
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Figure C-8. Entering the Time in the Detail Field Trip Screen


When the clock button is clicked the Pop Up Time Entry screen will display (Figure C-9).  If a time was
entered in the time field that you were working with, then the Pop Up Time Entry screen will display that
time at the top of the screen.  If no time was entered, then the Pop Up Time Entry screen will display the
current (system) time at the top of the screen.


Figure C-9. The Pop Up Time Entry Screen


Click the clock button to the right of the time
you are entering to display the Pop Up Time
Entry screen (Figure C-9).


The time that was in the field
you selected is displayed. If
the field was blank, the current
(system) time is displayed.


Click this button to
select the current
(system) time.


Click any of these
buttons to select
the hour.


Click any of these buttons
to select the minutes.
Click either the AM or
PM button above the 0.
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Selecting the Time with the Popup Time Entry Screen


There are three things you need to do to change the time in the Pop Up Time Entry Screen
(Figure C-9):


• Click the appropriate Hour button, from 1 through 12, if you wish to change the hour. For
example, click the 10 button to change the hour to 10.


• Click the appropriate Minute button, from 1 through 0, if you wish to change the minutes. For
example, click the 3 button and then the 0 button to change the minutes to 30.


• Click either the AM or PM button if you wish to change the AM or PM status.


Figure C-10. Accepting the Selected Time


Click the ‘OK’
button to accept
the time and
pass the time
back to the
original screen.


Click the ‘Cancel’
button to return to
the original screen
without passing the
selected time.
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Accepting the Selected Time


Once you have selected time, click OK (Figure C-10) to close the Pop Up Time Entry screen and place the
time in the time field you selected. In our example, T.O.M. would return the time 6:30 PM that we selected
to the Arrival Time field in the Detail Field Trip screen (Figure C-11).


If you did not wish to accept the selected time and merely return back to the original screen without having
the time passed back to the original screen then you would click the Cancel button (Figure C-10).


Figure C-11. Returning Back the Detail Field Trip Screen with the Selected Time Filled In.


The time is placed in the field you
originally selected.
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Changing a Customer’s Number
Now and then you may find it necessary to change a customer’s number for a particular reason. When you
do this, all field trips and other references to that customer need to be changed as well.  T.O.M. has a easy
to use utility to perform this task.


WARNING: Make sure you have a current backup of your T.O.M. database BEFORE using the Customer
Renumber maintenance routine. (See Chapter 10 – Backing Up and Restoring in the T.O.M. User Guide.)
Also, make sure you are the ONLY person using T.O.M.


To access the Customer Renumber maintenance routine open the Maintain menu, then click Customer
Renumber (Figure D-1). The Customer Renumber Warning screen (Figure D-2) will be displayed.


Figure D-1. Accessing the Customer Renumber Screen
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Figure D-2. Be Sure to Follow These Precautions Before Completing the Customer Renumber Routine


If you have a current backup and are sure you are the ONLY person using T.O.M., click the OK button to
continue. The Customer Renumber screen (Figure D-3) will be displayed.


Figure D-3. The Customer Renumber Screen


Click OK only if
you have a backup
of your T.O.M.
database.







Getting Started Manual D-3


Appendix D: Changing a Customer’s Number


The first step is to select the existing (old) customer number. You can simply type it in the Old Customer #
field or click the drop-down arrow and select it from the list of existing customers. Use the scroll bar to
view more customers in the list.


Figure D-4. Selecting the Old Customer Number


The next step is to type in the new customer number in the New Customer # field and click the Renumber
button. T.O.M. will change the customer number and have all the field trips and other references to that
customer change as well.


Figure D-5. Changing to the New Customer Number


When the renumbering is complete, T.O.M. will display “Customer renumbering complete!” on the screen.


You can repeat these steps if you wish to renumber additional customer numbers. The new customer
numbers are not saved until you click the Exit button.


Type in the old
customer
number you
wish to
renumber or
click the drop-
down arrow
and choose
from the list.


Type in the
new customer
number and
click the
Renumber
button.


Use the scroll
bar to view
more customers
in the list.
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Figure D-6. Customer Renumbering is Complete


You can renumber as many customers as
you wish. When you are finished, click the
Exit button to leave.
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Invoice Templates
T.O.M. comes with a predefined Invoice template that you can print by simply selecting them from a list.
Invoice templates allow you to customize your own invoices to suit your individual needs. In addition, you
can create your own Invoice templates and choose the information you want printed on the invoice. T.O.M.
makes it easy to create Invoice templates by simply checking and unchecking print options and entering
custom titles to be printed on the invoice. You can also edit existing templates as necessary and delete
templates you no longer need.


To access the various Invoice templates routines open the File menu, then click Other (Figure 10-1). Click
Templates and then Invoice Templates. The Invoice Templates List screen (Figure 10-2) will be displayed.


Figure 10-1. Accessing Invoice Templates on T.O.M.’s Main Screen


The Invoice Templates screen (Figure 10-2) allows you to add, change and remove items in the list. Figure
10-2 gives a brief explanation of the various function buttons offered to you when you maintain an Invoice
Templates list file.


Working with Invoice Templates
Invoice templates are used to print your invoices in the format you define and with the print options you
select. You may create an unlimited number of Invoice templates.
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Figure 10-2. The Invoice Templates List Screen


Figure 10-2 shows the Invoice Templates List screen, which lists all of the Invoice templates that you have
set up with T.O.M.  From this screen you tell T.O.M. if you want to add a new invoice template, change an
existing invoice template or delete an existing invoice template.


Adding a New Invoice Template


If you wish to add a new invoice template click the New button and you will be taken to the Invoice
Templates Data Entry screen (Figure 10-3, Figure 10-4, Figure 10-5, Figure 10-6 and Figure 10-7).  This
screen will let you define the print options and titles for your invoice template.  To save the invoice
template information you have entered click the OK button.  To exit this screen without saving the
information you have entered click the Exit button.  See Invoice Templates Data Entry Screen Options
below for a complete description of print selections and title fields.


NOTE:  You can see examples of the invoices created with T.O.M. at the end of this chapter Figure 10. 8
and Figure 10. 9.


Click to add a
new Invoice
Template.


Click to change the
selected existing
Invoice Template.


Click to remove
the selected
existing Invoice
template.


Click to leave
the Invoice
Templates
List screen.


A list of all
your
existing
Invoice
Templates.
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Changing an Existing Invoice Template


If you wish to change an existing invoice template, then select a invoice template on the Invoice Templates
List screen  (Figure 10-2) by clicking the row containing the desired invoice template and then click the
Edit button.  You will be taken to the Invoice Templates Data Entry screen (Figure 10-3, Figure 10-4,
Figure 10-5, Figure 10-6 and Figure 10-7), which will let you change any of the invoice template print
options and titles.  To save the invoice template information you have changed, click the OK button.  To
exit this screen without saving the information you have entered click the Exit button. See Invoice
Templates Data Entry Screen Options below for a complete description of print selections and title fields.


Deleting an Existing Invoice Template


To remove an existing invoice template, then select a invoice template on the Invoice Templates List
screen  (Figure 10-2) by clicking the row containing the desired invoice template and then click the Delete
button.  T.O.M. will ask you to confirm that you really want to delete this invoice template.  If you do
confirm to T.O.M. that you want to delete the invoice template, T.O.M. will remove the invoice template
from your T.O.M. database.


Invoice Templates Data Entry Screen Options


The Invoice Templates screen uses five tabs to help you select your print options and enter titles for
different sections on the invoice, as well as a tear sheet section. These tabs are the Top Section tab (Figure
10-3), the Middle Section tab (Figure 10-4), the Charges Section tab (Figure 10-5), the Bottom Section tab
(Figure 10-6) and the Tear Sheet tab (Figure 10-7). Click on the tab to see its options. The following
describes the print options and titles for these tabs.


Template ID: The unique number or code that you assign an invoice template. The template ID can have
letters or numbers in it and can be up to 20 characters.  This field appears at the top of the Invoice
Templates Data Entry screen no matter which tab section you select.


Template Description: The long description of the invoice template. This description can be a maximum
of 30 characters. This field appears at the top of the Invoice Templates Data Entry screen no matter which
tab section you select.


The Top Section Tab on the Invoice Templates Data Entry Screen


Click on the Top Section tab in the Invoice Templates Data Entry screen (Figure 10-3), if it is not already
displayed. These selections print in the top section of your invoice.


District Address: Check this checkbox in the Print column to print the district address in the top section of
the invoice. This is taken from the Address #1 and Address #2 fields as entered in the District Options Data
Entry screen. (See Chapter 4 – District Options in this manual for details.) Uncheck this checkbox in the
Print column if you do NOT want to print the district address on the invoice. The district address is printed
at the top of each page if the invoice is more than one page.


Logo: Check this checkbox in the Print column to print your logo in the top section of the invoice. This is
taken from the logo found in the District Options screen. (See Chapter 4 – District Options in this manual
for details.) Uncheck this checkbox in the Print column if you do NOT want to print the logo on the
invoice. The logo is printed at the top of each page if the invoice is more than one page.


Top Line: Check this checkbox in the Print column to print a line below the logo in the top section of the
invoice. Uncheck this checkbox in the Print column if you do NOT want to print a line below the logo. The
top line is printed at the top of each page if the invoice is more than one page.
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Invoice Title: Check this checkbox in the Print column to print the invoice title in the top section of the
invoice. Enter a new title or use the title already displayed in the Print column. The default title is
“INVOICE”. Uncheck this checkbox in the Print column if you do NOT want to print this field on the
invoice.


Invoice Date: Check this checkbox in the Print column to print the date you print the invoice (technically,
the system date on your computer) in the top section of the invoice. Enter a new title or use the title already
displayed in the Print column. The default title is “INVOICE DATE:”. Uncheck this checkbox in the Print
column if you do NOT want to print this field on the invoice.


Figure 10-3. The Top Section Tab on the Invoice Templates Data Entry Screen


Estimate Date: When you print an estimate for a field trip using this invoice template you can state
whether you want the estimate date to print on the estimate.  Check this checkbox in the Print column to
print the date you print the estimate (technically, the system date on your computer) in the top section of
the invoice. (See Chapter 1 – Entering Field Trips, Printing Estimates, Using the Field Trip Inquiry in the
T.O.M. User Guide for details.)  Enter a new title or use the title already displayed in the Print column. The
default title is “ESTIMATE DATE:”. Uncheck this checkbox in the Print column if you do NOT want to
print this field on the invoice.


Internal #: Check this checkbox in the Print column to print the internal field trip number in the top
section of the invoice. The internal field trip number is taken from the Field Trip # field assigned by
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T.O.M. when you create a new field trip in the Field Trips / Search Selection screen. (See Chapter 1 –
Entering Field Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User Guide for
details.) Enter a new title or use the title already displayed in the Print column. The default title is
“INTERNAL #:”. Uncheck this checkbox in the Print column if you do NOT want to print this field on the
invoice.


Departure Date: Check this checkbox in the Print column to print this field on the invoice. This is taken
from the Departure Date field as entered in the Detailed Field Trip screen. (See Chapter 1 – Entering Field
Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User Guide for details.) Enter a new
title or use the title already displayed in the Print column. The default title is “DATE OF DEPARTURE:”.
Uncheck this checkbox in the Print column if you do NOT want to print this field on the invoice.


Tripnum at Top: Check this checkbox in the Print column to print the field trip number in the top section
of the invoice. The internal field trip number is taken from the Field Trip # field assigned by T.O.M. when
you create a new field trip in the Field Trips / Search Selection screen. (See Chapter 1 – Entering Field
Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User Guide for details.) Enter a new
title or use the title already displayed in the Print column. The default title is “Invoice #:”. Uncheck this
checkbox in the Print column if you do NOT want to print this field on the invoice.


The Middle Section Tab on the Invoice Templates Data Entry Screen


Click on the Middle Section tab in the Invoice Templates Data Entry screen (Figure 10-4), if it is not
already displayed. These selections print in the middle section of your invoice.
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Figure 10-4. The Middle Section Tab on the Invoice Templates Data Entry Screen


Prefix: Check this checkbox in the Print column to print the prefix in the middle section of the invoice.
This is taken from the Prefix field on the District Options Data Entry screen. (See Chapter 4 – District
Options in this manual for details.) Enter a new title or use the title already displayed in the Print column.
The default title is “PREFIX:”. Uncheck this checkbox in the Print column if you do NOT want to print
this field on the invoice.


Fund: Check this checkbox in the Print column to print the fund in the middle section of the invoice. This
is taken from the Fund field as entered in the Detailed Field Trip screen. (See Chapter 1 – Entering Field
Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User Guide for details.) Enter a new
title or use the title already displayed in the Print column. The default title is “FUND:”. Uncheck this
checkbox in the Print column if you do NOT want to print this field on the invoice.


Customer: Check this checkbox in the Print column to print the customer’s name and address in the
middle section of the invoice. This is taken from the Name and Address fields corresponding to the
Customer # as entered in the Customer Data Entry screen. (See Chapter 5 – Customers in this manual for
details.) Enter a new title or use the title already displayed in the Print column. The default title is
“CUSTOMER:”. Uncheck this checkbox in the Print column if you do NOT want to print this field on the
invoice.


Contact: Check this checkbox in the Print column to print the contact in the middle section of the invoice.
This is taken from the Contact field as entered in the Detailed Field Trip screen. (See Chapter 1 – Entering
Field Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User Guide for details.) Enter a
new title or use the title already displayed in the Print column. The default title is “CONTACT:”. Uncheck
this checkbox in the Print column if you do NOT want to print this field on the invoice.


Purpose: Check this checkbox in the Print column to print the purpose in the middle section of the invoice.
This is taken from the Purpose field as entered in the Detailed Field Trip screen. (See Chapter 1 – Entering
Field Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User Guide for details.) Enter a
new title or use the title already displayed in the Print column. The default title is “PURPOSE:”. Uncheck
this checkbox in the Print column if you do NOT want to print this field on the invoice.


Grade: Check this checkbox in the Print column to print the grade in the middle section of the invoice.
This is taken from the Grade field as entered in the Detailed Field Trip screen. (See Chapter 1 – Entering
Field Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User Guide for details.) Enter a
new title or use the title already displayed in the Print column. The default title is “GRADE:”. Uncheck this
checkbox in the Print column if you do NOT want to print this field on the invoice.


Customer Phone: Check this checkbox in the Print column to print the customer phone number in the
middle section of the invoice. This is taken from the Phone Number field as entered in the Customer Data
Entry screen. (See Chapter 5 – Customers in this manual for details.) Enter a new title or use the title
already displayed in the Print column. The default title is “PHONE:”. Uncheck this checkbox in the Print
column if you do NOT want to print this field on the invoice.


Destination: Check this checkbox in the Print column to print the destination in the middle section of the
invoice. This is taken from the Description field corresponding to the Destination # as entered in the
Destination Data Entry screen. (See Chapter 8 – Destinations in this manual for details.) Enter a new title
or use the title already displayed in the Print column. The default title is “DESTINATION:”. Uncheck this
checkbox in the Print column if you do NOT want to print this field on the invoice.


The Charges Section Tab on the Invoice Templates Data Entry Screen
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Click on the Charges Section tab in the Invoice Templates Data Entry screen (Figure 10-5), if it is not
already displayed. These selections print in the “charges” section of your invoice.


Charge Line #1: Check this checkbox in the Print column to print a dividing line with a title at the top of
the charges section of the invoice. Enter a new title or use the title already displayed in the Print column.
The default title is “CHARGES:”. Uncheck this checkbox in the Print column if you do NOT want to print
this field on the invoice.


Miles Hours Section: Check this checkbox in the Print column to print field trip mileage and hours in the
charges section of the invoice. This is taken from the mileage and hours information for the field trip found
in the Detailed Field Trip screen. (See Chapter 1 – Entering Field Trips, Printing Estimates, Using the
Field Trip Inquiry in the T.O.M. User Guide for details.) Uncheck this checkbox in the Print column if you
do NOT want to print this field on the invoice.


Figure 10-5. The Charges Section Tab on the Invoice Templates Data Entry Screen


Flat Charges Section: Check this checkbox in the Print column to print the flat charges in the charges
section of the invoice. This is taken from the Flat Amounts fields in the Detailed Field Trip screen. (See
Chapter 1 – Entering Field Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User
Guide for details.) Uncheck this checkbox in the Print column if you do NOT want to print this field on the
invoice.
Employee Detail Section: Check this checkbox in the Print column to print the employee detail
information in the charges section of the invoice. This is taken from the Trip Driver Information screen for
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the field trip. (See Chapter 2 – Assigning Drivers & Vehicles to Field Trips, Printing Trip Tickets &
Garage Check Lists in the T.O.M. User Guide for details.) Uncheck this checkbox in the Print column if
you do NOT want to print this field on the invoice.


Step Section: Check this checkbox in the Print column to print the step rates in the charges section of the
invoice. If you have setup your Billing Rate to have Billing Instructions that use the Step Rate method of
billing you will probably want this type of charges section.  It breaks down the charges based on the two
mileage and hourly step rates that you have setup in your Billing Rate screen.  Uncheck this checkbox in
the Print column if you do NOT want to print this field on the invoice.


Charge Line #2: Check this checkbox in the Print column to print a dividing line at the bottom of the
charges section of the invoice. Uncheck this checkbox in the Print column if you do NOT want to print this
field on the invoice.


The Bottom Section Tab on the Invoice Templates Data Entry Screen


Click on the Bottom Section tab in the Invoice Templates Data Entry screen (Figure 10-6), if it is not
already displayed. These selections print in the bottom section of your invoice.


Figure 10-6. The Bottom Section Tab on the Invoice Templates Data Entry Screen
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Invoice Total: Check this checkbox in the Print column to print the invoice total in the bottom section of
the invoice. This is taken from the total cost for the selected field trip. Enter a new title or use the title
already displayed in the Print column. The default title is “TOTAL INVOICE:”. Uncheck this checkbox in
the Print column if you do NOT want to print this field on the invoice.


District Comment: Check this checkbox in the Print column to print the district comment in the bottom
section of the invoice. This is taken from the District Billing Comments field as entered in the District
Options Data Entry screen. (See Chapter 4 – District Options.) Uncheck this checkbox in the Print column
if you do NOT want to print this field on the invoice.


Customer Comment: Check this checkbox in the Print column to print the customer comment in the
bottom section of the invoice. This is taken from the Comments field as entered in the Customer Data
Entry screen. (See Chapter 5 – Customers.) Uncheck this checkbox in the Print column if you do NOT
want to print this field on the invoice.


Template Comment: Check this checkbox in the Print column to print a template comment in the bottom
section of the invoice. Type in the text for the template comment in the Title field. Uncheck this checkbox
in the Print column if you do NOT want to print this field on the invoice.


Invoice Comment: Check this checkbox in the Print column to print the invoice comment in the bottom
section of the invoice. This is taken from the Invoice Comment field in the Detailed Field Trip screen. .
(See Chapter 1 – Entering Field Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User
Guide for details.) Uncheck this checkbox in the Print column if you do NOT want to print this field on the
invoice.


District Name: Check this checkbox in the Print column to print this field on the invoice. This is taken
from the District Name field as entered in the District Options Data Entry screen. (See Chapter 4 – District
Options.) Uncheck this checkbox in the Print column if you do NOT want to print this field on the invoice.


District Address: Check this checkbox in the Print column to print this field on the invoice. This is taken
from the Address #1 and Address #2 fields as entered in the District Options Data Entry screen. (See
Chapter 4 – District Options.) Uncheck this checkbox in the Print column if you do NOT want to print this
field on the invoice.


District Phone: Check this checkbox in the Print column to print this field on the invoice. This is taken
from the Phone field as entered in the District Options Data Entry screen. (See Chapter 4 – District
Options.) Uncheck this checkbox in the Print column if you do NOT want to print this field on the invoice.


The Tear Sheet Tab on the Invoice Templates Data Entry Screen


Click on the Tear Sheet tab in the Invoice Templates Data Entry screen (Figure 10-7), if it is not already
displayed. These selections print in the tear sheet portion of your invoice.


Tear Line: Check this checkbox in the Print column to print this field on the invoice. This is printed along
the tear line of the invoice. Enter a new title or use the title already displayed in the Print column. The
default title is “Please Return this Portion of the Invoice with your Payment”. Uncheck this checkbox in the
Print column if you do NOT want to print this field on the invoice.


Trip Number: Check this checkbox in the Print column to print this field on the invoice. This is taken
from the Field Trip # field assigned by T.O.M. when you create a new field trip. (See Chapter 1 – Entering
Field Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User Guide.) Enter a new title
or use the title already displayed in the Print column. The default title is “TRIP#:”. Uncheck this checkbox
in the Print column if you do NOT want to print this field on the invoice.
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Departure Date: Check this checkbox in the Print column to print this field on the invoice. This is taken
from the Departure Date field as entered in the Detailed Field Trip screen. (See Chapter 1 – Entering Field
Trips, Printing Estimates, Using the Field Trip Inquiry in the T.O.M. User Guide.) Enter a new title or use
the title already displayed in the Print column. The default title is “TRIP DATE:”. Uncheck this checkbox
in the Print column if you do NOT want to print this field on the invoice.


Figure 10-7. The Tear Sheet Tab on the Invoice Templates Data Entry Screen


Customer: Check this checkbox in the Print column to print this field on the invoice. This is taken from
the Name field corresponding to the Customer # as entered in the Customer Data Entry screen. (See
Chapter 5 – Customers in this manual.) Enter a new title or use the title already displayed in the Print
column. The default title is “CUSTOMER:”. Uncheck this checkbox in the Print column if you do NOT
want to print this field on the invoice.


Trip Amount: Check this checkbox in the Print column to print this field on the invoice. This is taken
from the total cost for the selected field trip. Enter a new title or use the title already displayed in the Print
column. The default title is “INVOICE AMOUNT:”. Uncheck this checkbox in the Print column if you do
NOT want to print this field on the invoice.
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Sample Invoices


Figure 10. 8 – Sample Invoice
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Figure 10. 9 – Sample Invoice – with Flat Charges and Employee Detail Charges Sections
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Appendix E
Changing a Vehicle’s Number
You may find it necessary to renumber a vehicle’s number for a particular reason. When you do this, all
field trips and other references to that vehicle are changed as well.


WARNING: Make sure you have a current backup of your T.O.M. database BEFORE using the Vehicle
Renumber maintenance routine. (See Chapter 10 – Backing Up and Restoring in the T.O.M. User Guide.)
Also, make sure you are the ONLY person using T.O.M.


To access the Vehicle Renumber maintenance routine open the Maintain menu, then click Vehicle
Renumber (Figure E-1). The Vehicle Renumber Warning screen (Figure E-2) will be displayed.


Figure E-1. Accessing the Vehicle Renumber Screen
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Figure E-2. Be Sure to Follow These Precautions Before Completing the Vehicle Renumber Routine


If you have a current backup and are sure you are the ONLY person using T.O.M., click the OK button to
continue. The Vehicle Renumber screen (Figure E-3) will be displayed.


Figure E-3. The Vehicle Renumber Screen


Click OK only if
you have a backup
of your T.O.M.
database.
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The first step is to select the existing (old) vehicle number. You can simply type it in the Old Vehicle #
field or click the drop-down arrow and select it from the list of existing vehicles. Use the scroll bar to view
more vehicles in the list.


Figure E-4. Selecting the Old Vehicle Number


The next step is to type in the new vehicle number in the New Vehicle # field and click the Renumber
button. T.O.M. will change the vehicle number and have all the field trips and other references to that
vehicle change as well.


Figure E-5. Changing to the New Vehicle Number


When the renumbering is complete, T.O.M. will display “Vehicle renumbering complete!” on the screen.


You can repeat these steps if you wish to renumber additional vehicle numbers.


Type in the old
vehicle number
you wish to
renumber or
click the drop-
down arrow
and choose
from the list.


Type in the
new
vehicle
number
and click
the
Renumber
button.


Use the scroll
bar to view
more vehicles
in the list.
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Figure E-6. Vehicle Renumbering is Complete


You can renumber as many vehicles as you
wish. When you are finished, click the
Exit.







