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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:



TC. 3
Transportation Operations Manager

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



TC. 7
Transportation Operations Manager

Table of Contents

Chapter 1 - Entering Field Trips, Printing Estimates and Using the Field Trip
Inquiry

1.1

Chapter 2 - Assigning Drivers & Vehicles to Field Trips, Printing Trip Tickets &
Garage Check Lists 2.1

Chapter 3 - Canceling Field Trips and Individual Drivers 3.1

Chapter 4 - Driver Refusals, Passes, Skips and Makeups 4.1

Chapter 5 - Entering Driver Field Trip Miles and Hours and Billing Field Trips 5.1

Chapter 6 - Entering Payments and Other Money Activity 6.1

Chapter 7 - Master File Reports 7.1

Chapter 8 - Management Reports 8.1

Chapter 9 - Other Reports 9.1

Chapter 10 - Backing Up and Restoring 10.1

Chapter 11 - Assignment Activity Log 11.1

Chapter 12 - Things That You May Want To Do At the End Of Year 12.1

Chapter 13 - Working With Field Trip Requests 13.1

Appendix A – Performing T.O.M. Database Maintenance Routines A.1

Appendix B – Advanced Field Trip Features B.1

Appendix C – Using the T.O.M. Master Calendar C.1



TC. 8
Transportation Operations Manager

Table of Contents

Appendix D – Using Microsoft Access 97 to Customize T.O.M. Reports D.1

Appendix E – Using Microsoft MapPoint and T.O.M. to Create a Map of Your
Field Trip

E.1

Appendix F – Saving Your T.O.M. Reports as Word, Excel, Text or Other Files F.1

Appendix G - Emailing Your T.O.M. Reports as Word, Excel, Text or Other
Files

G.1

Appendix H – Having T.O.M. Automatically Send Emails During Key Events H.1

Appendix I – Exporting T.O.M.’s Field Trip Invoices to Your Organization’s
Accounting Software

I.1





User Manual 1-1


Chapter 1
Entering Field Trips, Printing Estimates
and Using the Field Trip Inquiry
After you have setup T.O.M., field trip information is what you will work with most of the time.  With that
in mind T.O.M. was designed to allow you to quickly and easily enter field trip information.  After
working with the field trip screen for a little while you will be able to quickly enter a field trip.  You will
also be surprised at the amount of detailed information T.O.M. stores for each field trip.  In this chapter
you will learn:


• Entering Field Trips
 
• How T.O.M. Automatically Calculates the Number of Vehicles Needed for a Field Trip
 
• Entering Multiple Day Field Trips
 
• Retrieving An Existing Field Trip Using the Trip Number
 
• Retrieving An Existing Field Trip Using the Field Trip Search Screen
 
• Deleting A Field Trip
 
• Printing Field Trip Estimates for Customers


• Creating a Field Trip by Copying Another Field Trip


• Getting a Summary of Vehicle Types Required for a Group of Trips


• Printing a Report for a Group of Field Trips Found in Your Field Trip Search.


Advanced Field Trip Features
T.O.M. offers several advanced field trip features that truly makes it “the most powerful field trip software
on the planet!” See Appendix B – Advanced Field Trip Features later in this manual for the following
features:


• Charging a Trip to Multiple Customers and/or Funds
 
• Working with Multiple Destination Field Trips
 
• Working with Shuttle Trips – One Driver Dropping Off and Another Driver Picking Up
 
• Specifying Special Driver Characteristics
 
• Entering Driver Bids for a Field Trip
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Printing a Map of your Field Trip
T.O.M. can print a map of your field trip!  You must of Microsoft MapPoint 2002 or later to do this.  See
Appendix E - Using Microsoft MapPoint and T.O.M. to Create a Map of Your Field Trip later in this
manual for more information.


Working With Field Trips
When you first launch T.O.M., the T.O.M. Main screen is displayed (Figure 1-1).  To work with field trips,
click the Work With Field Trips button on the T.O.M. Main screen.  The Field Trip Search / Selection
screen (Figure 1-2) is displayed.


Figure 1-1. Accessing the Field Trip Search / Selection Screen to Work with Field Trips


Working with the Field Trip Search / Selection Screen


When you first enter the Field Trips Search / Selection screen (Figure 1-2), there are no field trips
displayed. If you wish to display all of the Field Trips that your district has made, click the Find All button.


Click the Work With Field Trips
button to display the Field Trip Search
/ Selection screen (Figure 1-2).
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Figure 1-2. Field Trip Search / Selection Screen


The Field Trip Search / Selection screen performs these important functions:


• Search your field trip records, using a wide variety of search and sort options. You can select any
of the tab sections near the top of the screen to enter various search parameters. The Sorting and
Lookup tab contains sort fields to organize the search results as displayed on the screen. (See
Searching and Sorting Field Trips later in this chapter for details.)


• Add new field trips, change existing field trips, and delete existing field trips. See Adding a Field
Trip, Changing an Existing Field Trip and Deleting an Existing Field Trip later in this chapter for
details.


• Copy an existing field trip to use as a template for creating a similar field trip rather than starting
from scratch. See Copying a Field Trip later in this chapter for details.


• Use the T.O.M. Master Calendar to monitor 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 Using the T.O.M. Master
Calendar to Close Days, Have Warnings or Add Notes for Days later in this chapter for details.


• Use the Summary feature summarizes the field trips that you have displayed in Field Trip Search /
Selection screen by the number of each vehicle type required.  See Getting a Vehicle Summary of
Your Field Trips later in this chapter for details.


Use these tab sections to choose from a
variety of search and sort options.


Use these buttons to perform important
field trip functions.


Number of records found
in the current search.
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Adding a New Field Trip


To add a new Field Trip click the New button on the Field Trip Search / Selection screen (Figure 1-2). The
Detailed Field Trip screen (Figure 1-3) is displayed.


Figure 1-3. The General Tab on Detailed Field Trip


The Detailed Field Trip screen uses a ‘tabbed’ format; that is, the information on the screen is grouped into
different tab sections that you can display by clicking on that group’s tab.  See Detailed Field Trip Screen
Options below for a complete description of the data entry fields and options.


You can click the Save button at any time to save the field trip information without closing the screen. To
save and close the screen, click OK. The Field Trip Search / Select Screen (Figure 1-2) will again be
displayed.


Detailed Field Trip Screen Options


The following describes the data entry fields and options for the Detailed Field Trip screen (Figure 1-3).


Field Trip Request #: This is the number of the field trip request that originated this field trip and appears
at the top of the screen no matter which tab is displayed.  If you enter a field trip directly into T.O.M. by
clicking the New button on the Field Trip Search / Select screen (Figure 1-2) then this number will be 0.
T.O.M. allows you to install this software at your schools and have each school enter the field trip request
into a database separate from your field trip which the transportation department may then review and
accept or deny.  If the request is accepted then T.O.M. automatically creates a field trip record in the field
trip database using the information from the field trip request.  Each field trip request that is entered by the
school is given a unique number.  T.O.M. will automatically stamp the new field trip with the number of
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the original field trip request entered by the school.  This provides your district with a direct trail to what
was the source of your field trip records.  For more information about field trip requests and schools
entering field trip requests see Chapter 13 of this book.


THE GENERAL TAB ON THE DETAILED FIELD TRIP SCREEN


The General tab on the Detailed Field Trip screen (Figure 1-3) contains general information concerning the
field trip.  The information on this tab is usually the root or key information for a field trip. The data entry
fields and options are described below.


Trip #: Automatically Assigned by T.O.M. - This is the unique number assigned by the system to each
Field Trip.  You cannot enter or change this number.  The number is displayed for your reference.


Request Date: Required - This is the date that the field trip was requested by the customer.  The system
automatically places the date the field trip was entered into the computer as the request date.  You may
change this field.  This field may not be blank and must contain a valid 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. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.


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


Drop / Return: Optional - You would check this box if the field trip is one in which the drivers are
supposed to take the students to the destination, return back to the transportation office, then later go back
out to the destination and pickup the students and drop them off at the customer site.  This is called a drop
and return field trip.


When this box is checked T.O.M. will automatically place the Drop / Return Standard Hours that you
entered in the District Options Screen into the Est. Driver Time for the field trip.  T.O.M. will only do this
if the Estimated Driver Time is zero.


Note:  When you automatically assign a field trip that is marked as a drop and return field trip T.O.M. will
use a time range that you entered in your district options to check conflicts with the drop and return trip’s
departure and return times for conflicts with other field trips and the driver’s routes.  For more information
about this subject see Chapter 4 – District Options in your Getting Started Manual.  See the section for
Drop and Return Conflict Range in the Assignment Section of the District Options.


Customer: Required - This is the number of the customer who is requesting the field trip.  If you know the
number of the customer that is requesting the field trip then enter it here.  If you don’t know the customer
number, click the Customer button to look up the customer by the name. See Chapter 5 – Customers in the
T.O.M. Getting Started Guide for details about searching for customers.


By default, once you have selected a customer T.O.M. automatically places the customer’s number and
name on the Field Trip Screen.  T.O.M. also places the customer’s assumed billing rate, assumed vehicle
capacity, assumed special instructions, field trip requestor email address, field trip approver email address
and field trip administrator email address on the screen.  By doing this T.O.M. will relieve you of tedious
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repetitive typing and reduce the number of errors that are made when entering a field trip.  You may
always override these values for any particular field trip.


Contact: Optional - This is the specific person at the school that is requesting or organizing the field trip
for the school.  For example, the contact may be a teacher’s name or a coach’s name.  You may enter up to
25 characters in this alphanumeric field.


Destination: Required - This is the number of the destination of the field trip.  If you know the number of
the destination of the field trip then enter it here. If you don’t know the destination number, click the
Destination button to look up the destination by name.  See Chapter 8 – Destinations in the T.O.M. Getting
Started Guide for details about searching for destinations.


By default, once you have selected a destination T.O.M. automatically places the destination’s number,
name and address on the Field Trip Screen.  T.O.M. also places the destination’s average miles on the
estimated miles field and the destination’s assumed special instructions on to the Field Trip Screen’s
Instructions Section.  By doing this T.O.M. will relieve you of tedious repetitive typing and reduce the
number of errors that are made when entering a field trip.  You may always override these values for any
particular field trip.


?Does the field trip’s destination have to already exist in T.O.M. before I create the
field trip?  No. Many times the destination of a new field trip will not exist in your system.  T.O.M.
allows you to add this destination while you are adding a field trip.  To add a new destination while
entering a new field trip you follow the normal steps to add a destination.  You do not have to exit from the
field trip screen.  Just leave the field trip screen as it is and add the new destination.  When the new
destination is entered you return to the field trip screen as you left it and assign the newly added destination
to the field trip.


Fund: Required - This is the fund that the field trip is charged against.  If you know the number of the fund
then enter it here or select it from the drop-down list. If you don’t know the number of the fund click the
Fund button to look up the fund by name. See Chapter 3 – Entering Lookup Lists in the T.O.M. Getting
Started Guide for details about searching for funds.


Split: Optional. This lets you charge a field trip’s cost to multiple customers and / or funds. To do this
click the Split button. This causes the Trip Split Charges screen to appear. See Appendix B – Advanced
Field Trip Features in this manual for details. NOTE: This button will not be visible if you have not
checked the Allow Splits option in the Billing tab on the District Options Screen. See Chapter 4 - District
Options in the T.O.M. Getting Started Manual.


Out of Town: Optional - You would check this box if you considered a field trip as an “Out of Town”
field trip.  If the field trip is checked as Out of Town T.O.M. will automatically print a Garage Checklist
Report for each vehicle assigned to the field trip.  This report prints when T.O.M. automatically assigns
drivers and vehicles to the field trip.


The Dates / Times Tab in the General Tab Section


The Dates / Times tab is located within the General tab on the Detailed Field Trip screen (Figure 1-4). The
data entry fields and options are described below.


Departure Date: Required - This is the date that the field trip will occur.  (Or if this is a multiple day field
trip this is the first date of the field trip.)  You are required to enter a valid date in this field.  You may not
leave this field blank.  This date will also automatically appear in the Return Date box.  T.O.M. makes the
assumption that the trip will return the same day that it departs.  This assumption is made merely to attempt
to save you the effort of entering the return date.  If the return date is different then enter the different date.
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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. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.


Figure 1-4. The Dates/ Times Tab on the General Tab Section


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


Return Date: Required - This is the date that the trip is complete.  You must enter this date.  As was
mentioned in the discussion about Departure Date T.O.M. automatically assigns the Return Date with the
same date as the Departure Date. This assumption is made to save you the effort of entering the return date.
If the return date is different you then enter the different 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. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.
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To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.


Departure Time: Optional - This is the time that the field trip leaves from the customer location to start
the field trip.  You do not have to enter this time.  As with all time fields in T.O.M. the departure 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 departure time of 8:30 AM you need only type 0830am. NOTE:
While this field is optional it is highly recommended that you enter a Departure Time especially if want
T.O.M. to avoid assigning drivers to this field trip with conflicting routes or that conflict with other field
trips using a different schedule as the trip you are entering.  If you do NOT enter a Departure Time T.O.M.
will NOT check for conflicting routes or conflicting trips using a different schedule when T.O.M.
automatically assigns drivers to this field trip.


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.


Arrival Time: Optional - This is the time that the field trip arrives at its destination.  You do not have to
enter this time.  As with all time fields in T.O.M. the departure 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 departure 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.


Leave Time: Optional - This is the time that the field trip is leaving the destination to return.  You do not
have to enter this time.  As with all time fields in T.O.M. the departure 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 departure 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.


Return Time: Optional - This is the time that the passengers should arrive back at the customer site and
the field trip is complete. You do not have to enter this time. As with all time fields in T.O.M. the Return
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. If you are entering a Return Time of 8:30 AM you need only type 0830am.
NOTE: While this field is optional it is highly recommended that you enter a Return Time especially if
want T.O.M. to avoid assigning drivers to this field trip with conflicting routes or that conflict with other
field trips using a different schedule as the trip you are entering.  If you do NOT enter a Return Time
T.O.M. will NOT check for conflicting routes or conflicting trips using a different schedule when T.O.M.
automatically assigns drivers to this field trip.
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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.  See
Appendix C - The Pop Up Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for
more details.


Calendar button: Optional - The Calendar button allows you to close or warn days in the T.O.M. master
calendar. See Appendix C - Using the T.O.M. Master Calendar in this manual for details.


The Passengers / Miles / Purpose Tab in the General Tab


The Passengers / Miles / Purpose tab is located within the General tab on the Detailed Field Trip screen
(Figure 1-5). The data entry fields and options are described below.


Figure 1-5. The Passengers / Miles / Purpose Tab on the Detailed Field Trip Screen


# of Adults: Required - This is the number of adults that require transportation for the field trip.  You must
enter this information. The Number of Adults is used by T.O.M. to calculate the number of vehicles
required to successfully perform the field trip.
 
# of Students: Required - This is the number of students that require transportation for the field trip.  You
must enter this information.  The Number of Students is used by T.O.M. to calculate the number of
vehicles required to successfully perform the field trip.
 
# of Handicap: Optional - This is the number of handicapped passengers that require transportation for the
field trip.  You do not have to enter this information.  This is usually the number of people that are in a
wheelchair or need assistance on or off the vehicle and has significance to the types and number of
handicap equipped vehicles required for the field trip.
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Est. Driver Time: Optional - This is the estimated number of hours that it will take ALL DRIVERS to
perform the field trip. You do not have to enter this information.  NOTE: This field is used in the
calculation of the estimated dollar amount that the customer will be billed for the field trip.  This estimated
dollar amount prints on the Trip Estimate that can be sent to the customer. If you do not enter any
Estimated Driver Hours then the customer will not see a dollar estimate for the driver hours portion of
performing the field trip.  You may enter both whole hours as well as portions of hours.  For example, if
you were going to enter an estimated hours of two and one-quarter hours you would type “2.25.”
 
NOTE:  While this field is optional it is highly recommended that you enter an Est. Driver Time especially
if you want T.O.M. to preclude daily or weekly overtime when assigning drivers to this field trip.  If you
do NOT enter an Est. Driver Time then T.O.M. cannot know how many hours this field trip will add to a
drivers daily or weekly total hours.  Therefore, T.O.M. cannot possibly determine if the driver should not
receive the field trip assignment due to precluding overtime.  In such a case T.O.M. could only assume that
the driver can receive the field trip assignment.


When you click the Calc button, T.O.M. calculates the estimated time based on the Departure Time,
Arrival Time, Leave Time and Return Time as entered in the Dates / Times tab.  The calculation is as
follows: total time from Departure Time to Arrival Time plus total time from Leave Time to Return Time.
 
 NOTE:  If the trip is marked as Drop / Return then when you click the Calc button T.O.M. will use the
standard Drop and Return Hours found in the District Options Screen.  For more information see Chapter 4
– District Options in your Getting Started Manual.
 
Est. Miles: Optional - This is the estimated number of miles that is required to perform the field trip.  You
do not have to enter this information.  NOTE: This field is used in the calculation of the estimated dollar
amount that the customer will be billed for the field trip.  This estimated dollar amount prints on the Trip
Estimate that can be sent to the customer. If you do not enter any Estimate Miles the customer will not see
a dollar estimate for the miles portion of performing the field trip.  You may enter both whole miles as well
as portions of miles.  For example, if you were to enter an estimated miles of 25 and 1/2 a mile you would
type “25.5.”
 
As was mentioned in the prior discussion regarding Destination Number T.O.M. automatically assigns the
destination’s Average Miles to the Estimated Miles.  This is done to make entering field trips easier for
you.  You may always change this figure for each field trip.


Purpose of Trip: Optional - This is a further description of the field trip.  You do not have to enter this
information.  With this field you may enter a quick description of why the field trip is being taken.  For
example “SEE CIVIL RIGHTS EXHIBIT.”  You may enter up to 25 characters in this field.


THE INSTRUCTIONS TAB ON THE DETAILED FIELD TRIP SCREEN


This Instructions tab on the Detailed Field Trip screen (Figure 1-6) contains information for general
instructions concerning the field trip.  The data entry fields and options are described below.


Customer Special Instructions: Optional - These are any special instructions that the drivers need to
know when they arrive at the customer site.  This field is free form unlimited text.  If you fill the available
space in the box with instructions a scroll bar will automatically appear allowing you to scroll up and down
to view and enter more instructions.  As was mentioned in the previous discussion about the customer
number, if the customer has assumed special instructions those special instructions will automatically
stamp in this box when the customer is assigned to this field trip.  You may then change these assumed
special instructions and customize them for a particular field trip.  Your changes will NOT affect the
special instructions in the Customer’s information, just the field trip information.
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When you click the Reset to Cust. Button, the customer special instructions are reset to the Customer’s
default special instructions as entered in the Customer Data Entry Screen. See Chapter 5 - Customers in the
T.O.M. Getting Started Manual.  This button is very useful if you have accidentally erased the Customer
Special Instructions.
 
Destination Special Instructions: Optional - These are any special instructions that the driver(s) need to
know when they arrive at the destination site.  This field is free form unlimited text.  If you fill in the
available space in the box with instructions a scroll bar will automatically appear allowing you to scroll up
and down to view and enter more instructions.  As was mentioned in the previous discussion about the
destination number, if the customer has assumed special instructions those special instructions will
automatically appear in this box when the destination is assigned to this field trip.  You may then change
these assumed special instructions and customize them for a particular field trip.  Your changes will NOT
affect the special instructions in the Destination’s information, just the field trip information.
 
When you click the Reset to Dest. Button, the destination special instructions are reset to the Destination’s
default special instructions as entered in the Destination Data Entry Screen. See Chapter 8 - Destinations
in the T.O.M. Getting Started Manual.  This button is very useful if you have accidentally erased the
Destination’s Special Instructions.


Figure 1-6. The Instructions Tab on the Detailed Field Trip Screen


Trip Comments: Optional - This is an area where you can enter general comments concerning the field
trip.  You do not have to enter this information.  Many districts use this field to enter driver comments
regarding incidents that occurred during the field trip.  These districts have the drivers write down their
specific comments on the back of their Trip Tickets.  When you enter the driver’s actual miles and hours
you may enter these comments as well.  The Trip Comments Report then allows you to retrieve these
comments at a later date by customer and or date range.
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This field is free form unlimited text.  If you fill in the available space in the box with instructions a scroll
bar will automatically appear allowing you to scroll up and down to view and enter more instructions.


THE ASSIGNMENT TAB ON THE DETAILED FIELD TRIP SCREEN


This Assignment tab on the Detailed Field Trip screen (Figure 1-7) contains driver and vehicle assignment
information concerning the field trip.  The data entry fields and options are described below.


Figure 1-7. The Assignment Tab on the Detailed Field Trip Screen
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Telling T.O.M. What Kind of Vehicles and How Many Vehicles are Required for a
Field Trip.


Specifying how many vehicles and what kind of vehicles are required for a field trip is a vital piece of
information to get correct when logging a field trip.  The number of vehicles required by a field trip
dictates the number of drivers assigned to a field trip.  The last thing a dispatcher wants to do is send the
wrong number of vehicles or wrong type of vehicles to a field trip!


T.O.M. helps greatly in this area.  From its beginning T.O.M. was designed to allow the job of entering
field trips be delegated to other people besides the dispatcher.  A key part of that was to have T.O.M.
calculate number of vehicles required for a field trip.  Since the person entering the trip does not have to
know how to do this the job of entering field trips can be given to people not expert in dispatching field
trips.


T.O.M. automatically determines the number of vehicles required based on the total number of passengers,
what passenger capacity the trip requires and what types of vehicles the trip requires.  T.O.M. allows you
to enter up to two types of vehicles required for a field trip.  The first type of vehicle is called the Primary
Vehicle Type and the second type of vehicle is called the Additional Vehicle Type.  Normally, T.O.M.
calculates the number of primary vehicles are required for a field trip (such as regular transit buses) and if
any different kinds of vehicles are required you the user enter what type of vehicle is required and how
many are required.  However, you can tell T.O.M. NOT to calculate the number of primary vehicles and
you can specify manually how many primary vehicles T.O.M. is to assign to the field trip.  The following
is a discussion of the six fields used in the Field Trip Screen that are used by T.O.M. to determine the
number and type of vehicles required for a field trip.  Those six fields are:  1. Calculate # of Primary
Vehicles Needed,  2. Primary Veh Type,  3. # of Primary Veh:,  4. Addit. Veh Type,  5. # of Addit. Veh.,
6. Capacity.  There is also a detailed discussion as to how T.O.M. calculates the number of vehicles
required for a field trip later in this chapter titled  “How T.O.M. Automatically Calculates The Number Of
Vehicles Needed For A Field Trip”.


Calculate # of Primary Vehicles Needed: Optional - If checked this field tells T.O.M. to calculate the
number of primary vehicles needed (and therefore drivers to drive the vehicles needed – during reporting
and auto assign).  Normally, you would have T.O.M. perform this function for you.  T.O.M. can be setup
to automatically calculate the number of vehicles that are required to perform a field trip.  This not only
saves time but also prevents mistakes being made when entering the field trip.


If this field is unchecked the T.O.M. allows you to enter the primary # of vehicles (if checked then that
field is disabled). See How T.O.M. Automatically Calculates the Number of Vehicles Needed for a Field
Trip later in this chapter for details in the section titled “How T.O.M. Automatically Calculates The
Number Of Vehicles Needed For A Field Trip”.


You can change the default setting of this field in the District Options Screen. See Chapter 4 - District
Options in the T.O.M. Getting Started Manual.


Primary Vehicle Type: Required - This is the primary type of vehicle that you want T.O.M. to assign to
perform this field trip.  You must enter this information.  T.O.M. allows you to enter two vehicle types; a
primary vehicle type and an alternate vehicle type.  T.O.M. will automatically calculate how many primary
vehicles are required to perform the field trip. (See How T.O.M. Automatically Calculates the Number of
Vehicles Needed for a Field Trip later in this chapter.)  You must, however, enter the number of alternate
type vehicles the field trip requires.
 
This field is also a drop down list box.  If you don’t know the code of the vehicle type that you want to
assign to the field trip click the down arrow next to the Vehicle Type box.  A list of all the vehicle types
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you entered when setting up T.O.M. will appear. Locate the desired vehicle type, point to it with your
mouse and click it.  T.O.M. will automatically place the selected vehicle type into the Vehicle Type box.


# of Primary Veh :  As was mentioned above this field is normally disabled.  If, however, you have
unchecked the field: Calculate # of Primary Vehicles Needed then this field is enabled and you may enter
the number of primary vehicles required for a field trip.


Normally, you would allow T.O.M. to calculate the number of vehicles required for a field trip.  This saves
time and reduces critical mistakes in how many vehicles are assigned to a field trip.  However, sometimes,
it is necessary to override T.O.M.’s calculations and tell T.O.M. how many vehicles are required for a trip.
For, example, a field trip may be a sports trip where a coach is specifically requesting three transit buses
even though two buses would very easily transport all of the passengers on the trip.  Perhaps, the coach
wants to split the passengers up to special units that will receive instructions in transit.  Whatever the
reason, you can uncheck the field Calculate # of Primary Vehicles Needed and enter the specific number of
primary vehicles that T.O.M. is to assign to this field trip in this field.


Additional Vehicle Type: Optional - This is a second type of vehicle that you can assign to a field trip.
You do not have to enter this information.  As was mentioned in the discussion about Vehicle Type T.O.M.
allows you to request two types of vehicles; a primary type and an alternate type.  When you specify an
alternate vehicle type you must also specify the number of alternate vehicles you require.  You might want
to specify an alternate vehicle, for example, when your primary vehicle would be a standard transit bus but
you also need a mini-handicap bus for several students that are taking the field trip.
 
T.O.M. will consider the capacity of the Alternate Vehicle Type and the number of these alternate vehicles
when calculating the number of primary vehicles required for the field trip.  (See How T.O.M.
Automatically Calculates the Number of Vehicles Needed for a Field Trip later in this chapter.)


This field is also a drop down list box.  If you don’t know the code of the vehicle type that you want to
assign to the field trip click the down arrow next to the Additional Vehicle Type box.  A list of all the
vehicle types you entered when setting up T.O.M. will appear. Locate the desired vehicle type, point to it
with your mouse and click it.  T.O.M. will automatically place the selected vehicle type into the Additional
Vehicle Type box.
 
# of Additional Vehicles: Required (If Additional Vehicle Type Not Blank) - This is the number of the
additional type vehicles you need to perform the field trip.  If the Additional Vehicle Type is not blank then
you must enter this information (the number will default to one when an additional vehicle type is entered).
 
T.O.M. will consider the number of these additional vehicles when calculating the number of primary
vehicles required for the field trip.  (See How T.O.M. Automatically Calculates the Number of Vehicles
Needed for a Field Trip later in this chapter.)
 
Capacity: Required - This is the vehicle passenger capacity that you want T.O.M. to use when calculating
the number of primary vehicles needed to perform the field trip.  You must enter this information.  You
may either enter the word ‘High’, ‘Medium’, or ‘Low’.  This information is then used to determine the
number of passengers each primary vehicle is capable of holding.  When you setup each vehicle type you
entered three passenger capacities that the vehicle type was capable of holding.  T.O.M. now uses the
Capacity field to decide which of those three passenger capacities to use when calculating the number of
primary vehicles required for the field trip. (See How T.O.M. Automatically Calculates the Number of
Vehicles Needed for a Field Trip later in this chapter.)
 
This field is also a drop down list box.  If you don’t know the code of the capacity that you want to assign
to the field trip click the down arrow next to the Capacity box.  When you click on the down arrow the
words ‘High’, ‘Medium’ and ‘Low’ will display.  These correspond to the three capacities you entered
when setting up your vehicle types.  Click on the desired Capacity, point to it with your mouse and click it.
T.O.M. will automatically place the selected Capacity into the Capacity box.
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When entering a new field trip this field will automatically be set to the default capacity for the customer
that you selected for the field trip.  You entered this default capacity when you set up your customers.


Ticket Template: Required - This field dictates how the trip ticket for this field trip will look. See Chapter
11 - Trip Ticket Templates in the T.O.M. Getting Started Manual.  You can create many different Trip
Ticket Formats, save them as templates and then select a template here.


This field is also a drop down list box.  If you don’t know the Trip Ticket template that you want to assign
to the field trip click the down arrow next to the Ticket Template box.  A list of all the Trip Ticket
templates you entered when setting up T.O.M. will appear. Locate the desired Trip Ticket template, point
to it with your mouse and click it.  T.O.M. will automatically place the selected Trip Ticket template into
the Ticket Template box.


Schedule #1: Required - This is the pre-designated list of drivers and vehicles that T.O.M. is to use when
automatically assigning drivers and vehicles to the field trip.  You must enter this information. This field is
also a drop down list box.  If you don’t know the code of the schedule that you want to assign to the field
trip click the down arrow next to the Schedule box.  A list of all the schedules you entered when setting up
T.O.M. will appear. Locate the desired schedule, point to it with your mouse and click it.  T.O.M. will
automatically place the selected schedule into the Schedule box.  T.O.M. allows you to enter up to five
schedules to a field trip.  This is the first of those five schedules.


Additional Schedules - Schedules 2-5):  Optional - These are additional schedules that you may instruct
T.O.M. to use when automatically assigning drivers and vehicles to this field trip.  As you know a schedule
is merely a list of drivers and spare vehicles that T.O.M. is confined to when automatically assigning
drivers and vehicles to a field trip.  You have already entered the first schedule in the Schedule #1 field.
You may want to instruct T.O.M. to use additional schedules when automatically assigning this field trip.
 
When automatically assigning drivers to a field trip that has more than one schedule T.O.M. will try to
assign all drivers required for the field trip from the first schedule.  If T.O.M. has tried every driver on the
first schedule and still has not completely assigned the field trip then T.O.M. will move to the second
schedule.  If T.O.M. has tried every driver on the second schedule and still has not completely assigned the
field trip then T.O.M. will move to the third schedule.  And so on.  This is called Cascading Schedules.
 
Let’s look at an example of when a district may choose to select more than one schedule for a field trip.
Gecko Unified School District has a group of full time field trip drivers.  Typically these drivers will be
assigned to about 60% - 70% of the field trips.  Gecko Unified School District then assigns its regular route
drivers to the remainder of the field trips.  In this scenario Gecko Unified School District would enter their
field trips selecting a schedule containing just the full time field trip drivers as the first schedule of each
field trip.  A second schedule containing the regular route drivers would also be selected for each trip.  In
this way T.O.M. will automatically try to assign all full time field trip drivers to all field trips first until
they are all busy.  T.O.M. will then begin to assign the regular route drivers to the remaining field trips.
 
Allow Auto Assign: Optional - This check box indicates whether you wish to have T.O.M. include this
field trip when you are performing the Mass Assign function.  You do not have to check this field.  It
automatically defaults as checked (or ‘Yes’).  If you uncheck this field it will cause T.O.M. to not include
this field trip with other field trips that are being automatically assigned.
 
When Allow Auto Assign is not marked T.O.M. will also disable the button marked ‘Auto Assign Driver’.
Normally, when this button is clicked T.O.M. will automatically assign drivers and vehicles for the
individual field trip that is currently displayed on the Field Trip Screen.   When the Allow Auto Assign is
not checked, however, this button will be disabled and nothing will happen when it is clicked.


Shuttle Trip: Optional –  If checked this field flags a field trip as a shuttle trip.  A Shuttle Trip is a trip
where one driver (or one set of drivers) drops off the passengers of the trip at the destination and leaves
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then later a different driver (or set of drivers) picks the passengers up at the destination and returns them.
If a trip is marked as a Shuttle Trip then when automatically assigning drivers to this field trip T.O.M. will
know that instead of one driver (or set of drivers) performing this field trip two drivers (or set of drivers)
must be assigned.  T.O.M. will also perform the conflict checking for the drivers on just one leg of the field
trip rather than the entire field trip.  For example,  rather than checking if the entire trip will conflict with
any routes of a candidate driver T.O.M. will only check to see that a single leg of the trip (either the
departure leg or the return leg) will conflict with the driver’s routes.


Notice that when the Shuttle Trip checked then the Multi-Dest. Button ‘lights’ up.  This is because a shuttle
trip is a special kind of multi-destination field trip.  It is a field trip where there are two destination legs.
The first leg is to the actual destination of the field trip.  The second leg is to the customer’s location.  For
more information about shuttle trips see -  Shuttle Trips – 1 Driver Dropping Off and Another Driver
Picking Up later in this chapter for details.


Multi-Destination Button: Optional - This button allows you to specify multiple destinations for the field
trip. Clicking this button causes the Destination Leg Screen to display. Multiple Destination Trips are trips
that require more than one stop at a destination to perform the entire field trip.  For example, first they will
go to the bread factory, then they will go to the toy factory, finally they will go to the park for lunch.  For
more information about see Appendix B - Advanced Field Trip Features in this manual.


Characteristics Button: Optional - This button allows you to specify certain driver characteristics
required for drivers to be assigned to this field trip. Clicking this button causes the Trip Characteristics
Screen to display. Driver Characteristics are a way that you can specify special characteristics that this
particular field trip requires of the drivers that are to be assigned to it.  For more information about Driver
Characteristics see Appendix B - Advanced Field Trip Features in this manual.
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THE BILLING SECTION OF THE DETAILED FIELD TRIP SCREEN


This Billing tab on the Detailed Field Trip screen (Figure 1-8) contains billing information concerning the
field trip.  The following is a detail description of the fields in this section.


Figure 1-8. Billing Tab on the Detailed Field Trip Screen


Billing Rate:  Required - This is the billing rate code that tells T.O.M. how to bill this field trip when
billing the customer for this field trip.  T.O.M. allows you to bill your field trips with a variety of methods.
Methods such as mileage and hourly rates, flat amounts, minimums, and employee hourly rates to name a
few.  The billing rate that you select will determine how this field trip will be billed by T.O.M. when you
instruct T.O.M. to bill the field trip.  For more information on billing rates see Chapter 3 - Entering
Lookup Lists in the T.O.M. Getting Started Manual.
 
As was mentioned in the customer description the billing rate will automatically default to the assumed
billing rate that you assigned to the customer that is requesting this field trip.  If you had no assumed
billing rate for the customer or you wish to change the default billing rate click the down arrow next to the
box that contains the billing rate.  This field is known as a Drop Down List Box.  This is a standard
Windows method of letting you know that there is a list of values available for this box that you can look
up by clicking the down arrow next to the box.  After clicking the down arrow you will see a list of all the
billing rates that you entered when setting up T.O.M.  Simply locate the desired billing rate, point to it with
your mouse and click.  T.O.M. will automatically place the selected billing rate into the billing rate box.
 
P.O.:  Optional - This is the Purchase Order number that might be assigned to the field trip.  Many school
districts issue purchase orders for all field trips taken.  This field allows you to store the Purchase Order
number assigned to the field trip.
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Flat Amounts 1-5:  You may enter up to five flat amount charges that will be billed to the customer when
you bill this field trip.  When you set up your Billing Rates you may enter up to five standard flat amounts
that will then be stamped on a field trip when you choose the Billing Rate for a field trip.  You may then
change any of the standard flat amounts.   You may also enter additional flat amounts in any of the
remaining unused flat amount lines. 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.


Template: Required - This field dictates how the invoice for this field trip will look when the trip is billed.
See Chapter 10 - Invoice Templates in the T.O.M. Getting Started Manual.  You can create many different
Invoice Formats, save them as templates and then select a template here.


This field is also a drop down list box.  If you don’t know the Invoice template that you want to assign to
the field trip click the down arrow next to the Template box.  A list of all the Invoice templates you entered
when setting up T.O.M. will appear. Locate the desired Invoice template, point to it with your mouse and
click it.  T.O.M. will automatically place the selected Invoice template into the Template box.


Invoice Comment: This is a comment for the invoice that is specific to this field trip. This field will only
print on the invoice if it is selected in the Invoice template. This field is unlimited in length.


Billing Customer Button: Optional - This allows you to specify a different customer to receive the bill
and who is expected to pay for the field trip.  If you know the number of the customer then enter it here.
Don’t worry if you don’t know the customer number.  T.O.M. gives you an easy way to lookup your
customer by the customer name.  To do this you click the Billing Customer button.  This causes the
Customer Search Screen to appear. See Chapter 5 – Customers in the T.O.M. Getting Started Guide for
details about searching for customers.  You may also click the arrow to the right of the field and a drop
down list of the customers will display for you.


Allow Trip To Be Billed: Optional - This check box indicates whether you wish to have the field trip
billed.  The main use of this field is to tell T.O.M. if you wish to include this field trip when you are
performing the Mass Bill function.  You do not have to check this field.  It automatically defaults as
checked (or ‘Yes’).  If you uncheck this field it will cause T.O.M. to not include this field trip with other
field trips that are being billed.
 
When Allow Trip to Be Billed is not marked T.O.M. will also disable the button marked ‘Bill Trip’ and
‘Print Est.’.  Normally, when the ‘Print Est.’ button is clicked T.O.M. will calculate the estimated amount
that the field trip will be billed for and automatically print an estimate that can be sent to the customer.
When the ‘Bill Trip’ button is clicked T.O.M. would automatically calculate the charge of the field trip
following the instructions of the Billing Rate that you chose for the trip and automatically print an invoice
that can be sent to the customer.   When the Allow Trip to be Billed is not checked, however, these buttons
will be disabled and nothing will happen when it is clicked.
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THE OTHER TAB ON THE DETAILED FIELD TRIP SCREEN


This Other tab on the Detailed Field Trip screen (Figure 1-9) contains other information concerning the
field trip.  The following is a detail description of the fields in this section.


 
Figure 1-9. The Other Tab on the Detailed Field Trip Screen


Internal Field Trip Number: Optional - Many times school districts have preprinted pre-numbered Field
Trip forms.  They use the preprinted number on the form to track the field trip throughout the district.  This
field is where you would put that number.  This number is 30 characters alphanumeric.
 
Field Trip Category: Optional - You may have created a list of categories that you can assign to field trips
for management reporting purposes.  Categories can for example group field trips that are for the same
activity (Girls Basketball).  This category can then be used later to search for field trips or to produce
management reports for those field trips.  To view the list of categories that you have created click on the
down arrow to the left of the Field Trip Category field.  When this is done a ‘drop down’ list of all the
categories that you have created will appear.  To choose one of these categories from the list click on it and
that category will automatically be placed in this field.  NOTE: A Field Trip Categories list is created as a
lookup list. See Chapter 3 – Entering Lookup Lists in the T.O.M. Getting Started Manual.
 
Grade: Optional - You can if you choose specify what grade is taking this field trip.  You may then later
search on field trips with a certain grade assigned to them.  To view the list of grades that you may choose
click on the down arrow to the left of the Grade field.  When this is done a ‘drop down’ list of all the
grades that you have created will appear.  To choose one of these grades from the list click on it and that
grade will automatically be placed in this field. NOTE: A Grades  list is created as a lookup list. See
Chapter 3 – Entering Lookup Lists in the T.O.M. Getting Started Manual.
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 Trip Requestor Email: This is one of the three Email addresses that T.O.M. allows you to set for a field
trip.  This Email address can be stamped on any new field trip or field trip requested entered into T.O.M.
from the customer defaults.  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 Email addresses that T.O.M. allows you to set for a field
trip.  This Email address can be stamped on any new field trip or field trip requested entered into T.O.M.
from the customer defaults.  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 Email addresses that T.O.M. allows you to set for a
field trip.  This Email address can be stamped on any new field trip or field trip requested entered into
T.O.M.  from the customer defaults.  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.
 
Changing a Field Trip


You can change information in an existing field trip you see listed on the Field Trips Search / Selection
screen (Figure 1-10). Click on the field trip line you want to change in the list of field trips found in the last
search and click the Edit button or just double click on the desired field trip.  The selected field trip is
displayed in the Detailed Field Trip screen (Figure 1-3).


Click on the
trip that you
want to
change.


Then click the
Edit button to
retrieve the field
trip.
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Figure 1-10. Selecting a Field Trip to Change


From here you can make the desired changes to the Field Trip. (See Detailed Field Trip Screen Options
below for a complete description of the data entry fields and options.) Click the Save button at any time to
save the field trip information without closing the screen. To save and close the screen, click OK. The
Field Trip Search / Select Screen (Figure 1-10) will again be displayed.


Deleting a Field Trip


T.O.M. allows you to delete a Field Trip that you have previously entered and saved.  Usually, you would
only want to delete those field trips that were entered into T.O.M. by mistake.  You SHOULD NOT delete
a field trip that has been canceled.   Rather, you should cancel the field trip in T.O.M.  Therefore, you
should not be deleting many field trips.   However, occasionally accidents happen and you may wish to
delete a field trip from T.O.M.


You can delete an existing field trip you see listed on the Field Trips Search / Selection screen
(Figure 1-11). Click on the field trip line you want to delete in the list of field trips found in the last search
and click the Delete button.


Figure 1-11. Selecting a Field Trip to Delete


T.O.M. will display a message screen asking you to confirm that the Field Trip is to be deleted
(Figure 1-12).  Once you confirm this deletion the selected Field Trip will be removed from your Field
Trip database.


Click on the field trip
request you wish to
delete.


Click the Delete button to tell
T.O.M. to delete the field trip
request.
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Figure 1-12. Deleting the Selected Field Trip


NOTE: You will NOT be permitted to delete a field trip from T.O.M. if the field trip matches any of the
following conditions:


• The field trip has had drivers and vehicles assigned to it.
• The field trip has been billed.
• The field trip has been canceled.


If you attempt to delete a Field Trip that meets any of these three conditions T.O.M. will display a message
screen telling you that you may not delete the Field Trip (Figure 1-13).   To delete a Field Trip that does
not meet the previous three conditions, find that Trip in the list of field trips found in the last search on the
Field Trip Search / Selection screen.


Figure 1-13. Some Field Trips May NOT Be Deleted


Copying a Field Trip


Entering new field trips can be a time consuming, tedious process.  T.O.M. tries to ease this job using three
strategies:


• Making the data entry of a new field trip quick and easy using default values, drop down list
boxes and pop up search screens.


• Where possible allowing schools to enter field trips in the form of field trip requests that the
transportation department can review and accept or deny.  (For more information about allowing
schools to enter field trip requests see Chapter 13 - Working With Field Trip Requests in this
manual.


• Allowing you to quickly create a new field trip by copying a similar existing field trip.


The Copy field trip function is a quick and easy way to add a new field trip into T.O.M.  For example if
Echo Mountain Elementary School has taken a trip to the City Zoo and they are once again requesting a
field trip to the City Zoo you can simply find the last trip they took to the City Zoo and Copy it to create
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the new field trip that they are taking to the City Zoo.  Let’s look at an example of creating a new field trip
by copying a similar existing field trip.


In this example the school Arrowhead Elementary School will be taking a field trip to Aguila Golf Course
on 6/16/2003.  We searched through our list of field trips for all field trips taken by Arrowhead Elementary
School to Aguila Golf Course (Figure 1-14).  To make a copy of one of these field trips, click on the field
trip in the list of field trips and click the Copy button.


Figure 1-14. Selecting a Field Trip to Copy


Click on the trip
that you want to
copy.


Then click the Copy button to create a new
field trip by copying the information from
this field trip.
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When this is done the Copy A Field Trip screen displays (Figure 1- 15).  This screen asks you for the
departure date of the new field trip to be created (T.O.M. will also initially set the return date of the new
field trip to this date).  This screen also asks you if you wish to copy the driver’s assigned to field as well.
If you check the Assign Drivers Assigned to Original Trip to New Trip checkbox then any drivers that
were assigned to the original field trip will also be assigned to the new copied field trip.


Figure 1- 15 – The Copy a Field Trip Screen


When this is done the new field trip is displayed in the Detailed Field Trip screen with almost all of the
same information as the previous copied field trip (Figure 1-16).  You’ll notice that we selected field trip
number - 12054 taken on 4/8/03.  The new field trip has the number - 12059 and the Request Date,
Departure Date and Return Date are now 6/16/2003 the date you entered on the Copy a Field Trip screen.  


You can copy any previous field trip regardless of whether it has been assigned, canceled or billed.  The
new field trip created will not be billed or canceled.  It may, however, be billed if you had selected to copy
the same driver assignments as the original field trip.  Besides these difference the new field trip will be
identical to the one that was copied.


From here you can make the desired changes to the Field Trip. (See Detailed Field Trip Screen Options
below for a complete description of the data entry fields and options.) Click the Save button at any time to
save the field trip information without closing the screen. To save and close the screen, click OK. The
Field Trip Search / Select Screen (Figure 1-14) will again be displayed.
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Figure 1-16. New Field Trip Created by Copying A Previous Field Trip


Request Date is
set to the current
day’s date.


Return Date is
set to the date
entered in the
Copy a Trip
Screen.


Departure Date
is set to the date
entered in the
Copy a Trip
Screen.
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How T.O.M. Automatically Calculates the Number of Vehicles Needed for a Field Trip


One of the many features of T.O.M. designed to reduce your workload when managing field trips is T.O.M.’s
ability to automatically calculate the number of vehicles (and, therefore, drivers) required to perform a field trip.
T.O.M. does this by using a variety of variables that you have provided.  The best way of understanding how
T.O.M. calculates the number of primary vehicles required by a field trip is to look at an example of how this
process is performed.  The following is a sample field trip that we will use to illustrate the process that T.O.M.
uses to calculate the number of vehicles required:


Field Trip #: 155
Number of Students: 130
Number of Adults: 8
Vehicle Type:  1 (Transit)
Capacity: Low
Alternate Vehicle Type: 4 (Mini Handicap Bus)
# of Additional Vehicle Types: 1


Along with this field trip there are two sample vehicle types that we will suppose are set up in T.O.M. in the
following manner:


Vehicle Type 1
Transit


High Capacity: 80
Medium Capacity: 66


Low Capacity: 56


Vehicle Type 4
Mini Handicap Bus
High Capacity: 10


Medium Capacity: 10
Low Capacity: 10


T.O.M. performs the following steps when calculating the number of vehicles required for a field trip:


1. Calculate total number of passengers using following formula:


 Total passengers = total students + total adults
 Total passengers = 130+8
 Total passengers = 138


2. Calculate total number of passengers transported by alternate vehicles by using following formula:


 Total passengers taken by alternate vehicles = number of alternate vehicles x alternate vehicle capacity.
 Total passengers taken by alternate vehicles = 1x10 (low capacity)
 Total passengers taken by alternate vehicle = 10


3. Calculate the remaining passengers required to be transported by primary vehicle type by using following formula:


 Remaining passengers = Total Passengers - Total passengers taken by alternate vehicle.
 Remaining passengers = 138 - 10 (low capacity)
 Remaining passengers = 128


4. Calculate the number of primary vehicles required to transport the remaining passengers using the following formula:


 Total Primary Vehicles = Remaining passengers / Primary Vehicle Type Capacity
 Total Primary Vehicles = 128 / 56 (low capacity)
 Total Primary Vehicles = 2.3 (rounded up to 3)


5. Calculate the total number of vehicles required by the field trip by using the following formula:


 Total Vehicles = Number of alternate vehicles + Number of primary vehicles
 Total Vehicles = 1 + 3
 Total Vehicles = 4


As you can see with the information that you supplied, T.O.M. very accurately calculated the number of vehicles
required to perform the field trip.  Of course, all of this is dependent upon you setting up the vehicle types
correctly and entering the correct number of students, number of adults, primary vehicle type, capacity, alternate
vehicle type and number of alternate vehicle types.
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Entering Multiple Day Field Trips


Many times your customers request a field trip that will span over several days (a softball tournament for
example).  To further complicate manners many times these field trips do not run during consecutive days
(for example the tournament runs on Monday 2/15/96, Wednesday 2/17/96, Friday 2/19/96 and Saturday
2/20/96 if the team keeps winning).  Most software systems would require that you enter this type of field
trip many times, once for each day of the tournament.  T.O.M., however, allows you to enter these type of
field trips quickly and easily by using Additional Trip Dates.


When you enter additional trip dates T.O.M. will print a driver trip ticket for each driver assigned to that
field trip for each date of that field trip using the beginning and ending times that you have entered for
each trip date.  T. O.M. will also list a multiple day field trip many times on the Field Trip Report.   The
field trip will print on the field trip report for each date assigned to that field trip.


To enter Additional Trip Dates click the Addit. Trip Dates button on the Field Trip Screen (Figure 1-17)


Figure 1-17. Entering Multiple Day Field Trips Using the Additional Trip Dates Button


This will cause the Additional Trip Dates Screen (Figure 1-18) to display.   This screen lists all of the dates
and times for which the field trip is scheduled.    From here you may either; add an additional trip date,
delete an additional trip date or return back to the Detailed Field Trip Screen.


Click the Addit. Trip Dates
button to enter multiple day
field trips.
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Figure 1-18. Additional Trip Date Screen


If you wish to add an additional trip date then click the Add button on the Additional Trip Date Screen.
This will cause the Add Trip Date Screen (Figure 1-19) to display.


Figure 1-19. Add Trip Date Screen
 
 
 From here you would simply type in the additional trip date and times as follows:


• Trip Day: The day of the additional trip.
• Start Time: The time that the additional trip is leaving.
• Leave Time: The time that the additional trip is leaving the destination to return.
• End Time: The time that the additional trip is complete.


 
 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. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.
 
T.O.M. will automatically default to the field trip’s times as the additional trip date’s times.  As with all
time fields in T.O.M. the times are entered in standard AM / PM time (not military time).  T.O.M. also
manages most of the formatting of the time as well. If you are entering a time of 8:30 AM you need only
type 0830am.


Enter the dates and times
in each field or click the
Calendar or Time Clock
buttons to enter dates and
times using the Pop Up
Calendar or Pop Up Time
Clock. See Appendix C –
Using the Pop Up
Calendar and Time Entry
Screens in the Getting
Started Manual for details.
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 To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.


 Click the Save button on the Additional Trip Date Screen to save the additional trip. If you do not wish to
add an additional date click the Exit button and you will be returned to the Additional Trip Date Screen
(Figure 1-18). If you wish to delete an additional trip date point to that additional trip date on the
Additional Trip Date Screen (Figure 1-18) and click it with your mouse.  Then click the Delete button at
the bottom of the screen.  T.O.M. will then ask you to confirm that you really do want to delete the date.
Upon your confirmation T.O.M. will remove that date from the field trip.
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Printing Field Trip Estimates for Customers
Once you have entered your field trip you can print an estimate of the charges for the field trip to be sent to
your customer.  Giving your customer a Field Trip Estimate can be beneficial in two ways:


• It provides your customer with an estimate of charges that they will incur if they take the field
trip.


• It gives your customer a written confirmation of the particulars of the field trip that they
requested.  This leaves the unspoken message that if the information is incorrect then it is now the
CUSTOMER’S responsibility to detect the error and advise your department.


You may print a field trip estimate for an individual field trip or estimates for a group of field trips.  This
section describes how to print a field trip for a single field trip.  To learn more about printing estimates for
a group of field trips then see Using the Group Estimate / Invoice / Billing Preparatory Report in Chapter
5 - Entering Driver Field Trip Miles and Hours and Billing Field Trips in this manual.
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How T.O.M. Calculates Field Trips When Printing Estimates
T.O.M. calculates field trip estimates differently depending on the billing rate that you select and the billing
instructions that you chose when setting up the billing rates.  T.O.M. calculates the estimated charges using the
following formulas:


IF THE BILLING RATE USES INSTRUCTIONS OF ‘Rates, ‘Employee Rates,  ‘Employee Rates with
O.T.’ or ‘Employee Rates with Daily O.T.’:


Estimated Trip Cost = (Estimated Driver Time x Hourly Rate) + (Estimated Miles x Mileage Rate) + (5 Flat
Amounts Entered in Field Trip Screen Billing Section) + (Customer Amount)


NOTE: If you have entered in any minimums - Minimum Miles, Minimum Hours, Minimum Amount
T.O.M. will automatically compare the estimated miles, hours and amount for each driver with any of the
minimums that you have entered and if the estimates are less than the minimums T.O.M. will use the
minimums.


Estimated Driver Time is taken from the field trip.  (If less than the minimum hours entered in the billing rate
then the minimum hours entered in the billing rate will be used.)


Estimated Miles is taken from the field trip.  (If less than the minimum miles entered in the billing rate then
the minimum miles entered in the billing rate will be used.)


Hourly Rate is taken from the Billing Rate record assigned to the field trip.


Mileage Rate is taken from the Billing Rate record assigned to the field trip.


Customer Amount is taken from the Billing information entered in the Screen.


If the estimated amount for each employee is less than the minimum amount entered in the billing rate then
the minimum amount entered in the billing rate will be used rather than the calculated estimate amount to
bill for each employee.


IF THE BILLING RATE USES INSTRUCTION OF ‘Flat Amount’:


Estimated Trip Cost = The sum of the 5 Flat Amounts Entered in Field Trip Screen Billing Section


Of course the accurate calculation of the estimated charges for the field trip depends on the correct hourly
rates and mileage rates being assigned to the billing rate record, the correct billing rate record being assigned
to the field trip, the correct estimated miles being entered into the field trip and the correct estimated driver
time being entered into the field trip.


   IF THE BILLING RATE USES INSTRUCTIONS OF ‘Step Rates’:


The estimated trip cost uses the same basic logic as is used by trip with billing rates using  instructions of
‘Rates, ‘Employee Rates,  ‘Employee Rates with O.T.’ or ‘Employee Rates with Daily O.T.’.  However, a
new twist is added to the calculation.


As you know the step rates allow you to enter two different mileage and / or hourly rates with a step amount
of miles and / or hours that tells T.O.M. which rate to use.  For example,  bill $10 / hour for all hours up to
the first three hours then bill $15 / hour for all hours after that.    A similar example could be used for the
mileage:  Bill $.50 / mile for the first 30 miles and $1.00 / mile for all miles after that.


With this new logic in mind T.O.M. uses the following formula when calculating a field trips estimated cost if
the field trip is using a billing rate with instructions of ‘Step Rates’:
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Estimated Trip Cost = (Estimated Driver Time (up to step number of hours) x Hourly Rate #1) +(Estimated
Driver Time (greater than step hours) x Hourly Rate #2) +  (Estimated Miles (up to step number of miles) x
Mileage Rate #1) + (Estimated Miles (greater than  step number of miles) x Mileage Rate #2) +  (5 Flat
Amounts Entered in Field Trip Screen Billing Section) + (Customer Amount)


How to Print an Estimate for a Field Trip


1.  Retrieve the field trip for which you wish to print an estimate.


Figure 1-20. Print Field Trip Estimate Button


2.  Click the Print Est. button (Figure 1-20). The Trip Estimate Print Screen is displayed (Figure 1-21).


Click the Print Est. button to
print a field trip estimate for
your customer.
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Figure 1-21. The Trip Estimate Print Screen


3.  Do one of the following:
• Click the Print button to print the estimate on your printer or to a file. Remember to choose the


Print to file option on your Print screen if you wish to print the estimate to a file.
• Click the Preview button to preview the estimate on the screen, which is useful for previewing the


estimate before printing it. When you click Preview the Preview window is displayed with your
estimate (Figure 1-22). In Print Preview, the mouse cursor changes to a magnifying glass. Click
the page to zoom in and out as necessary. If your estimate is more than one page, you can view
additional pages using the VCR-type controls in the lower left corner of the screen.


When you are finished, you can click the lower “X” in the top right corner of the screen or choose
Close from the File menu to close the Preview Screen. If you wish to print the invoice, click the
Restore button on the Trip Estimate Print Screen title bar in the lower left corner of the screen,
then click the Print button.
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Figure 1-22. Previewing the Trip Estimate before Printing


Click the Restore icon to
return to the Trip Estimate
Print Screen if you wish to
print the estimate.


In Print Preview, the mouse cursor
changes to a magnifying glass. Click
on the page to zoom in (+) and out (-)
as necessary.


If your estimate is more than one page,
you can view additional pages using
the VCR-type controls in the lower left
corner of the screen.
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Searching and Sorting Field Trips
The searching and sorting features of this screen are very powerful, but very easy to use.  To search your
Field Trips just enter your search parameters and click the button marked FIND ALL.  In a few moments
T.O.M. will display in the selected records box all the Field Trip records that matched your search
parameters.  The records will be sorted according to the sorting and lookup options you choose. Let’s take
a closer look at how use the searching feature of this screen.  Figure 1-23 shows the key search portions of
the Field Trip Search / Selection screen.


The screen uses a ‘Tabbed’ format. That is, the information on this portion of the screen is grouped into
different sections that you can display by clicking on that group’s tab. Below is a discussion of each field
in each group of the search and sort portion of the screen.


Figure 1-23. The Search and Sort Features of the Field Trip Screen


The search parameters tell
T.O.M. what field trips you
want to find in the search.


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


 Click the Find All button after you have finished entering
your search parameters telling T.O.M. to search the
database for all field trips that match the search parameters.


Number of records
found in the search.


Use these tab sections to choose from a
variety of search and sort options.
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Entering Search Criteria on the Dates and General Tab


This section describes the search fields in the Dates and General tab on the Detailed Field screen
(Figure 1-24).


Figure 1-24. The General Tab on the Field Trip Screen


Departure Date Range:  You can use the preprogrammed date ranges found in the Dates field drop-down
list or enter your own date ranges. If you use the preprogrammed date ranges, click on the Dates field drop-
down arrow and select from one of 12 date ranges, such as ‘Today’, ‘This Week’, ‘Last Year’ etc. The date
ranges are automatically filled in for you.


To enter your own date ranges, use the ‘To’ and ‘From’ fields to search your field trips by their departure
date.  T.O.M. makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when
typing in the date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called
‘masking’).  You must, however, enter 2 digits for the month and the day.  So, for example if you were
entering a date of  “3/2/1994” you would type “03021994” and T.O.M. would automatically place two “/”
in the appropriate positions in the date.  The year must be entered as the full year (ex. “2000” not “00”). If
for some reason this mask feature of T.O.M. gets confused you then must enter the entire date including
the slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.
 


Selected Trip #:  T.O.M. automatically numbers each field trip with a unique number when it is added to
the field trip database.  You can then search the field trip database for a specific field trip number.
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Selected Request #:  If the field trip was created when a field trip request was accepted by the
transportation department the field trip is stamped with the number of the field trip request that it was
created from.  You then search the field trips in the field trip database by the your original field trip request
number.  For example, you can search the field trip database for the field trip that was created from your
field trip request #100.
 
Customer:  You may select a specific customer to search your field trips by.  For example, you would use
this to search for all field trips for a particular school.  If you know the number of the customer then enter it
here.  Don’t worry if you don’t know the customer number.  T.O.M. gives you an easy way to look up your
customer by the customer name.  To do this you click the Customer button.  This causes the Custom Search
Screen to appear. This screen will allow you to quickly search your existing customers by an alphabetic
lookup. See Chapter 5 – Customers in the T.O.M. Getting Started Guide for details about searching for
customers.
 
Destination:  You may select a specific destination to search your Field Trips by.  For example, you may
search all field trips requests for the city zoo.  If you know the number of the destination of the field trip
then enter it here. If you don’t know the destination number, T.O.M. will provide an easy way to look up
your destination by the destination name (or description).  To do this you click the Destination button.
This causes the Destination Search Screen to appear.  This screen will allow you to quickly search your
existing destination by an alphabetic lookup. See Chapter 8 – Destinations in the T.O.M. Getting Started
Guide for details about searching for destinations.
 
NOTE: You can combine search parameters for more exact searches.  For example, you could enter a
departure date range and a destination to get only Field Trips made for that destination for that date range.
The following is a description of each of the search parameters that T.O.M. allows you to use when
searching for Field Trips.
 
Entering Search Criteria on the Billing Tab


This section describes the search fields in the Billing tab on the Detailed Field screen
(Figure 1-25).


Fund: You may select a specific fund that the field trip is charged against.  This field is a drop down list
box.  If you don’t know the number of the fund that you want to charge a field trip against click the down
arrow next to the fund box.  A list of all the funds you entered when setting up T.O.M. will appear. Simply
locate the desired fund, point to it with your mouse and click.  T.O.M. will automatically place the selected
fund into the fund box.


If you know the number of the fund that is requesting the field trip then enter it here.  Don’t worry if you
don’t know the fund number.  T.O.M. gives you an easy way to lookup your fund by the fund name.  To do
this you click the Fund button.  This causes the Fund Search Screen to appear. This screen will allow you
to quickly search your existing funds by an alphabetical lookup. See Chapter 3 – Entering Lookup Lists in
the T.O.M. Getting Started Guide for details about searching for funds.


Selected P.O. #:  This is the Purchase Order number assigned to the field trip.  Many school districts issue
purchase orders for all field trips taken. You may use this field to search your field trips by the P.O. #.


Selected Billing Rate:  You can search the database for a specific billing rate code. The billing rate code
tells T.O.M. how to bill this field trip when billing the customer for this field trip.  T.O.M. allows you to
bill your field trips with a variety of methods.  Methods such as mileage and hourly rates, flat amounts,
minimums, and employee hourly rates to name a few.  The billing rate that you select will determine how
this field trip will be billed by T.O.M. when you instruct T.O.M. to bill the field trip.
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This field is a drop down list box. Click the down arrow to see a list of all the billing rates that you entered
when setting up T.O.M.  Locate the desired billing rate, point to it with your mouse and click.  T.O.M. will
display all field trips that use the desired billing rate when you click the find all button.
 


Figure 1-25. The Billing Section on the Detailed Field Trip Screen


Billing Customer: This allows you to search by the customer who received the bill if it was different than
the customer who took the field trip.  If you know the number of the customer then enter it here.  Don’t
worry if you don’t know the customer number.  T.O.M. gives you an easy way to lookup your customer by
the customer name.  To do this you click the Billing Customer button.  This causes the Customer Search
Screen to appear. This screen will allow you to quickly search for the billing customer by an alphabetical
lookup. See Chapter 5 – Customers in the T.O.M. Getting Started Guide for details about searching for
customers.


Entering Search Criteria on the Assignment Tab


This section describes the search fields in the Assignment tab on the Detailed Field screen
(Figure 1-26).


Selected Schedule:  A schedule is a list of drivers that the you create when you first set up T.O.M..  When
a field trip is added to the field trip database you assign a schedule to that field trip.  This schedule tells
T.O.M. what group of drivers it’s to choose among when assigning drivers to this field trip automatically.
You may then search the field trip database for all field trips with a specific schedule.  Click on the down
arrow to the right of the Schedule field to see a list of schedules that your transportation department has
created. Once you find the schedule you desire click on it and it will automatically appear in the Schedule
field.  NOTE:  T.O.M. will only search the field trips on their FIRST schedule.  It will not search their
other four schedules to see if they match the selected schedule entered here.
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Assigned:  This field is a check box field.  That means it can either be checked or unchecked.  If the field
is checked you are telling T.O.M. to search for all assigned field trips.  An assigned field trip is a field trip
that has drivers and vehicles assigned to perform the field trip.
 


Figure 1-26. The Assignment Tab on the Detailed Field Trip Screen


Unassigned:  This field is a check box field.  That means it can either be checked or unchecked.  If the
field is checked you are telling T.O.M. to search for all field trips that have NOT been assigned.  An
assigned field trip is a field trip that has drivers and vehicles assigned to perform the field trip.
 
Billed:  This field is a check box field.  That means it can either be checked or unchecked.  If the field is
checked you are telling T.O.M. to search for all field trips that have been billed.
 
Unbilled:  This field is a check box field.  That means it can either be checked or unchecked.  If the field is
checked you are telling T.O.M. to search for all field trips that have NOT been billed.


Canceled:  This field is a check box field.  That means it can either be checked or unchecked.  If the field
is checked you are telling T.O.M. to search for all field trips that have been canceled.


Open:  This field is a check box field.  That means it can either be checked or unchecked.  If the field is
checked you are telling T.O.M. to search for all field trips that have NOT been canceled.


Entering Search Criteria on the Other Tab


This section describes the search fields in the Other tab on the Detailed Field screen
(Figure 1-27).


Selected Category: A field trip may be assigned a field trip category code defined by you.  These codes
can be used to group similar field trips (for example, boys basketball) for management reports.  You may
then search the field trip database for field trips with a specific field trip category.  Click on the down
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arrow to the right of the Category field to see a list of Categories that you created when you first setup
T.O.M. Once you find the Category you desire click on it and it will automatically appear in the Category
field
 
Select Division:  Divisions are typically used to group all customers in a certain geographic.  These
geographic areas may be serviced by different transportation facilities.  T.O.M. allows you to create
divisions and then assign your customers to these divisions.   You may then search field trips by division.
If you know the division that you wish to search by then enter here.  If you don’t know the division you
desire T.O.M. provides you with an easy drop down list of all of the divisions that you have created.  Just
click the down arrow to the right of the Division field and a list of existing divisions will display on your
screen.  To select a division click on the row containing the desired division and that division will
automatically appear in the Select Division field.
 


Figure 1-27. The Other Section on the Detailed Field Trip Screen


Selected Grade:  You may search your field trips by the student grade level that you assigned to the trips.
Click on the down arrow to the right of the grade field to see a list of grades that you may select. Once you
find the grade you desire click on it and it will automatically appear in the grade field.
 
Selected Internal Number:  Some school districts have preprinted, pre-numbered field trip request forms
and they track the field trip by that preprinted number.  T.O.M. stores this information in the Internal Field
Trip number.  You may search your field trips by this number.


Trip # Range: Search for a range of trip numbers, instead of just one trip number. Enter the beginning trip
number in the first field. Enter the ending trip number in the second field.


Entering Sort Criteria on the Sorting and Lookup Tab


This section describes the sort and ordering fields you can use in the Sorting and Lookup tab on the
Detailed Field screen (Figure 1-28).
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Sort by #1: This is the primary sort field. T.O.M. will use this field to sort first. Click on the drop down
arrow to select the field by which to sort that will use to break all sorting ties in the first sort field. You can
sort this field in Ascending or Descending order, which is specified in the Order By # 1 field.  T.O.M.
gives you over 15 different field to choose to sot from.


Sort by #2: This is the secondary sort field. T.O.M. will use this field to sort second within the results of
the Sort by #1 field. Click on the drop down arrow to select the field by which to sort. You can sort this
field in Ascending or Descending order, which is specified in the Order By # 2 field.


Figure 1-28. The Sorting and Lookup Section on the Detailed Field Trip Screen


Sort by #3: This is the third sort field. T.O.M. will use this field to sort third within the results of the Sort
by #2 field. Click on the drop down arrow to select the field by which to sort that will use to break all
sorting ties in the first and second sort field. You can sort this field in Ascending or Descending order,
which is specified in the Order By # 3 field.


Order by #1: Sorts the results of the Sort by #1 field in either Ascending or Descending order. Click the
drop down arrow to choose the sort order.


Order by #2: Sorts the results of the Sort by #2 field in either Ascending or Descending order. Click the
drop down arrow to choose the sort order.


Order by #3: Sorts the results of the Sort by #3 field in either Ascending or Descending order. Click the
drop down arrow to choose the sort order.
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Show Additional Trip Dates: As you know T.O.M. allows you to enter more than one departure date for a
field trip.  These are called additional trip dates.  This powerful feature allows you to easily enter multiple
day field trip.  See the section title “Multiple Trip Dates” discussed earlier in this chapter.


When searching your field trips you may or may not want T.O.M. to display your additional trip dates.  If
you are searching for all trips that fall within a date range then you may want to have T.O.M. look through
the additional trip dates.  If, however, you want T.O.M. to tell you have many field trips you have for a
specific customer then you may not want T.O.M. to show the additional trip dates.


If this check box is checked then T.O.M. will display all the additional trip dates for field trips matching
the search criteria in the list of field trips.  T.O.M. will also consider all the additional trip dates for any
date searches.  If this box is unchecked then T.O.M. will only use the trips original departure date for date
searches and only display the trip once regardless of how many additional trip dates that trip has.


Show Trip Splits:  T.O.M. allows you to split the charges of a field trip to multiple customers and / or
multiple funds.  Searching trips that are split between multiple customers and / or funds can be tricky.  For
more information about splitting field trip charges see Appendix B – Advanced Features in T.O.M.


You may want to have T.O.M. consider all split charges when searching your trips by customer or by fund.
However, if you are simply seeing how many trips you have for a given day you may not want T.O.M. to
clutter that list of trips with all the split charges that occur for those trips.


If this check box is checked then T.O.M. will display all the trip splits for field trips matching the search
criteria in the list of field trips.  T.O.M. will also consider all the trip splits for any searches by customer or
by fund.  If this box is unchecked then T.O.M. will only use the trips original customer and fund for all
searches and only list the trip once on the list of trips.


Printing a Report of the Field Trips Found in Your Field Trip Search


Once you have found a group of field trips you may want a print a report of these field trips.  T.O.M. Work
with Field Trip Screen or Field Trip Search Screen lets you do this easily.  Just click on the Print button on
the Field Trip Search Screen (Figure 1- 29).  This will cause the Field Trip Reports screen to display
(Figure 1- 30).  The Field Trip reports screen will automatically have the same search parameters filled in
as the Field Trip Search Screen.  From here you can simply select the report that you wish to print as well
as a report title.  When you have printed the report you desire simply click the Exit button and you will be
returned back to the Field Trip Search Screen (Figure 1-28).  For more information about the Field Trip
Report options see Chapter 8 – Management Reports in this manual.
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Figure 1- 29 – Printing A Report of the Field Trip Search Results


Click on the Print button to
print a report of the field trips
found in the search.
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Figure 1- 30 – The Field Trip Search Screen Launched Automatically by Clicking the Print Button in the
Field Trip Search Screen (Note that the Search Customer is the Same as the Field Trip Search Screen)


Note the Search Customer was set to the
same Search Customer as the Field Trip
Search Screen.
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Getting a Vehicle Count Summary of Your Field Trips


Knowing how many trips you have for a specific period of time is nice but that doesn’t necessarily tell you
how many drivers you will need for all of these trips.   Many times you need to know the number of
vehicles that are committed for a group of field trips.  A good example of this is in any given day you may
wish to know how many vehicles are required for a certain day’s field trips.  You may even need to know
the breakdown by type of vehicle of the vehicles required for a day’s field trip.  T.O.M. has an easy way
for you to lookup this information.  The Summary button displays the Field Trip Summary Screen, which
summarizes the field trips that you have displayed in Field Trip Search / Selection screen (Figure 1-31) by
the number of each vehicle type required.  You may use any search parameters offered to you in the Field
Trip Search / Selection screen and then click the Summary button to receive a summary by vehicle type of
these selected field trips.


Figure 1-31. Requesting A Vehicle Type Summary for A Group of Field Trips.


To display a summary of a group of field trips you would first enter your search parameters in the Field
Trip Search / Selection screen and click the Find All button.  T.O.M. then narrows the field trips displayed
in the Field Trip Search / Selection to just those trips that match your search parameters.  Once you have
narrowed the list of field trips click the Summary button.  After a few moments T.O.M. displays the Field
Trip Summary Screen that displays the total number of vehicles required to perform the selected field trips
by vehicle type (Figure 1-32).


Click the Summarize
button to get a vehicle
summary for the day.


Enter the search parameters
and click the Find All button
to narrow the list of field
trips to summarize.
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Let’s look at an example using this summary feature.  Gecko Unified School District has many buses
available to perform field trips, but only a few large wheelchair buses.  In the past Gecko Unified has
accidentally overbooked the large wheelchair buses by accepting too many field trips that require a large
wheelchair bus on any given day.  Using the summary feature of T.O.M. Gecko Unified can now quickly
see the number of vehicles require for a certain day and determine if they are over extended for a particular
vehicle type.


Figure 1-32. The Field Trip Summary Screen


In our example Gecko Unified is looking up the field trip activity for 1/23/1998 (Figure 1-31).  The Field
Trip Search / Selection screen finds 19 trips departing on that day.  Gecko Unified then asks T.O.M. for a
vehicle type summary for the day by clicking the Summary button.  In a few moments the Field Trip
Summary Screen Displays (Figure 1-32).  Gecko Unified now sees that those 19 field trips required 31
total vehicle and specifically 3 large wheelchair buses.  Since this is the limit of the number of large
wheelchair buses available for field trips Gecko Unified now knows to turn away any other field trips that
require a large wheelchair bus.


NOTE:  You can then go to T.O.M.’s Master Calendar and close that day for anymore field trips or put a
warning that no more wheelchair large vehicles are available for this day.  For more information about the
Master Calendar see Appendix B – Advanced Features in T.O.M.


Click the
Print button
for a paper
copy of this
summary.
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Using the Field Trip Inquiry
T.O.M. provides you with the ability to view the actual field trips in the transportation department’s field
trip database without changing the information through the Field Trip Inquiry Routine.  This ability has
many different uses.  With the Field Trip Inquiry Routine, for example, you can view all of the field trips
that you have for the current week.  You may also view the field trips that you took in the last month.


In this section we will discuss the following topics.


• Searching Field Trip With The Field Trip Inquiry Routine
• Viewing Individual Field Trips With the Field Trip Inquiry Program


Searching Field Trip With the Field Trip Inquiry
The Field Trip Inquiry gives you the same powerful and easy searching ability as the Work With Field
Trips Screen.  See pages 1-33 through 1-39 for the detailed discussion on entering search and sorting
information.


Viewing Individual Field Trips With the Field Trip Inquiry Program
To view detailed information about a specific field trip you find the desired field trip from the list of field
trips found from your last search.  When you have located the desired field trip click on that field trip and
the row containing that field trip will turn black.  Then click the View button on the Detailed Field Trip
screen (Figure 1-33).


Figure 1-33. Selecting a Specific Field Trip to View


This causes the Detail Field Trip screen to display in Inquiry Only Mode, meaning that you can see the
information but you cannot change it (Figure 1-34).


Click the
View button
to see details
about the
selected field
trip.
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Figure 1-34. Viewing the Selected Field Trip In the Detailed Field Trip Screen


While in the Detailed Field Trip screen you may not only view the field trip information provided by the
five tabbed sections (General, Instructions, Assignment, Billing and Other) you are also offered several
buttons that will display additional screens or print reports.  The table below describes each of these
command buttons.


Command Button Description
Addit. Trip Dates Displays the Additional Trip Dates Inquiry screen (Figure 1-35).  See


Additional Trip Dates Inquiry Screen later in this chapter.
Trip Driver Info Displays the Field Trip Driver Information Inquiry screen (Figure 1-36).


See Field Trip Driver Information Inquiry Screen later in this chapter.
Print Trip Ticket If the field trip is not assigned this button is disabled.  If the field trip is


assigned clicking this button displays the Print Trip Tickets screen (Figure
1-37).  See Print Trip Tickets Screen (Figure 1-37) later in this chapter.


Print Est. Prints a Field Trip Estimate to be printed for this field trip. See Printing
Field Trip Estimates for Customers earlier in this chapter.


Bills and Pymts Displays the Bills and Payments Inquiry screen (Figure 1-38). See Bills and
Payments Inquiry Screen later in this chapter.


Exit Returns you to T.O.M.’s Main Screen.


Additional Trip Dates Inquiry Screen


The Additional Trip Dates Inquiry screen (Figure 1-35) is displayed if you click the Addit. Trip Dates
button on the Field Trip Inquiry Screen (Figure 1-34).  The Additional Trip Dates Inquiry screen displays
all the departure date(s) and times for a particular field trip. You may only view these dates from this
screen; you may not change them.
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Figure 1-35. Additional Trip Dates Inquiry Screen


Trip Driver Information Inquiry Screen


The Trip Driver Information Inquiry screen (Figure 1-36) is displayed if you click the Trip Driver Info
button on the Field Trip Inquiry Screen (Figure 1-34).  The Trip Driver Information Inquiry screen displays
all the drivers and vehicles that are assigned to the field trip or were assigned to the field trip.  You may
only view the driver and vehicle assignment information from this screen.
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Figure 1-36. Trip Driver Information Inquiry Screen
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Trip Ticket Print Screen


The Trip Ticket Print screen (Figure 1-37) is displayed if you click the Print Trip Ticket button on the Field
Trip Inquiry Screen (Figure 1-34).  The Trip Ticket Print screen displays all the drivers assigned to the
field trip and allows you to select the driver(s) for which you wish to print a trip ticket.  Use the Add>>,
<<Remove, Select All and Deselect All buttons to move the employees to or from the Selected Employees
list of those employees that will have a Trip Ticket form print.  If your field trip is not assigned then you
may click the Print Blank Trip Ticket Button and T.O.M. will print a single trip ticket for the field trip with
the driver and vehicle information blank.


Figure 1-37. The Trip Ticket Print Screen
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Bills and Payments Inquiry Screen


The Bills and Payments Inquiry screen (Figure 1-38) is displayed if you click the Bills and Pymts button on
the Field Trip Inquiry screen (Figure 1-34).  The Bills and Payments Inquiry screen displays all billing,
payment and financial adjustment activity for a particular field trip. You may only view these billings,
payments and financial adjustment activities from this screen.


Figure 1-38. Bills and Payments Inquiry Screen


My Field Trip Search and Select Screen Takes Too Long to Open Up


Question: My Field Trip Search and Select Screen takes too long to open up when I either work with field
trips or just inquiry on field trips.  How can I speed this up?


Solution: When the Field Trip Search / Select Screen first loads it will immediately fill the lookup list of
field trips with ALL of your field trips in your field trip database.  After a while this can be quite a lot of
field trips and eventually may slow the loading process of your field trip program and field trip inquiry
program to unacceptable levels.  T.O.M. has planned for this event.  You may instruct T.O.M. that you do
not wish to have the Field Trip Search / Select screen list all of the field trips in your field trip database
when it first loads.  Rather, you can tell T.O.M. to load the Field Trip Search / Select Screen without
displaying ANY field trips at first.  This will cause the Field Trip Search / Select Screen to load much
faster.  You may then enter your search parameters and then click the Find All button.   Only then will
T.O.M. fill the field trip list and in that list will only be field trips that meet your search parameters.


To instruct T.O.M. NOT to load the Field Trip Search / Select Screen with ALL of your field trips when it
first loads you would uncheck the Auto Fill Field Trip Lists checkbox in the District Options screen.  See
Chapter 4 - District Options in the T.O.M. Getting Started Manual.
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Chapter 2
Assigning Drivers & Vehicles to Field
Trips, Printing Trip Tickets & Garage
Check Lists
After you have entered field trips into T.O.M. you now can have drivers and vehicles assigned to those
field trips and have trip tickets and garage check lists for those drivers and vehicles.  T.O.M. offers you
many ways of assigning drivers and vehicles to a field trip.  T.O.M. was designed to automatically assign
drivers and vehicles to field trips.  This feature will save your Transportation Department countless tedious
hours by vastly reducing the effort you must make in assigning drivers and vehicles to field trips.  In this
chapter you will learn:


• How Automatic Assignment of Drivers And Vehicles Works


• Using the Mass Assign Feature of T.O.M.


• Automatically Assigning Drivers and Vehicles to Just One Field Trip.


• Manually Assigning Drivers and Vehicles to A Field Trip.


• Adding Additional Drivers to A Field Trip That Has Already Had Drivers and Vehicles Assigned
to It.


• Viewing The Assignment Activity Log For A Field Trip


• Printing Driver Trip Tickets for Field Trip and Vehicle Garage Checklists for Out of Town Field
Trips.


How Automatic Assignment of Drivers and Vehicles Works
In order to properly use the automatic assignment feature of T.O.M. it is important that you have a
complete understanding of how this process works.  The assignment process is the same whether you are
assigning all drivers to a group of field trips, all drivers to a single field trip or a single driver to a single
field trip. Following is a step-by-step description of how drivers and vehicles are assigned to a field trip by
T.O.M.


NOTE: This description applies to all auto assign methods EXCEPT by bidding. If you have selected Bid
in the Automatic Assignment Method field of the District Options screen, refer to Appendix B – How to
Use the Bid Allowance Automatic Assignment Method in the T.O.M. Getting Started Manual. Refer to
Chapter 4 – District Options in the T.O.M. Getting Started Manual for details about using the District
Options screen.
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What to Do Before the Trip is Assigned


1. Build your schedules of drivers and spare vehicles (Figure 2-1).


The key to telling T.O.M. how to automatically assign drivers and vehicles to a field trip is building
your individual lists of drivers and spare vehicles.  These lists are called schedules.  When you enter a
field trip you must tell T.O.M. which schedule(s) it should use when assigning drivers and vehicles to
the field trip.


• If you told T.O.M. to use a rotation method of assigning then T.O.M. automatically keeps track of
the next driver that is to be assigned a field trip in each schedule.  T.O.M. also ensures that the
lists are processed one at a time in the order that you specified in your Assignment Options in
your District Options.


• If you told T.O.M. to use an hours averaging method of assigning then T.O.M. automatically
keeps track of all the drivers’ hours in the schedule and assigns the driver with the least number of
hours to the field trip.


See Chapter 3 – Entering Lookup Lists, Chapter 6 – Vehicles and Their Schedules and Chapter 7 –
Employees, Their Hours and Schedules in the T.O.M. Setup Manual for information on setting up
schedules, employees and vehicles.  Also see Appendix A – How to Set Up Schedules and How They
Affect Automatic Assignment in the T.O.M. Setup Manual for more information about schedules.


Figure 2-1. Setting Up Lists of Drivers (Schedules)
 


HOW AUTOMATIC ASSIGNMENT WORKS


What To Do Before a Trip is Assigned


1 Build your schedules of drivers and spare vehicles.


Schedule: Mid Day


Drivers
xxxx
xxxx
xxxx
xxxx


Spare Vehicles
xxxx
xxxx
xxxx
xxxx


Vehicles
xxxx
xxxx
xxxx
xxxx


1
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2. Build a database of scheduled drivers and vehicles (by you and T.O.M.) (Figure 2-2).


As you use T.O.M. and assign drivers and vehicles with T.O.M. a database of field trips, their dates,
the drivers assigned to the field trips and the vehicles that are assigned to the field trips is created by
T.O.M.   This database will later be used during automatic assignment to ensure that by assigning a
driver or vehicle to a field trip T.O.M. is not inadvertently creating a situation where a driver or
vehicle is being assigned to two field trips with the same schedule on the same day or on the same day
within the same time.


 


 
Figure 2-2. Building a Database of Scheduled Drivers and Vehicles


 
 
 


HOW AUTOMATIC ASSIGNMENT WORKS


What To Do Before a Trip is Assigned


2 Build a database of schedules drivers and vehicles.


Schedule: Mid Day


Drivers
xxxx
xxxx
xxxx
xxxx


Spare Vehicles
xxxx
xxxx
xxxx
xxxx


Vehicles
xxxx
xxxx
xxxx
xxxx


Assigned
Vehicles


xxxx
xxxx
xxxx


Assigned
Drivers


xxxx
xxxx
xxxx


2


1
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3. T.O.M. maintains a list of drivers who have had canceled field trips (Figure 2-3).


T.O.M. will automatically maintain a separate list of drivers who were originally assigned to a field
trip, but later had the field trip assignment canceled.  A field trip assignment cancellation can be
caused by either a single driver being removed from a field trip that he / she was assigned to by
changing his assignment status to “Cancel” or by canceling the entire field trip.  When either of these
two actions occurs T.O.M. automatically adds the driver that was canceled to a separate list of
canceled drivers who must have that cancellation replaced by a new field trip assignment.  These
cancellations are grouped by schedule.  NOTE: This feature is optional.  It may be turned on or off in
the District Options screen.  See Chapter 4 – District Options in the T.O.M. Getting Started Manual
for details.


 
 


 
Figure 2-3. Keeping a List of Canceled Drivers by T.O.M.


HOW AUTOMATIC ASSIGNMENT WORKS


What To Do Before a Trip is Assigned


3 T.O.M. maintains a list of drivers who have cancelled field trips.


Schedule: Mid Day


Drivers
xxxx
xxxx
xxxx
xxxx


Spare Vehicles
xxxx
xxxx
xxxx
xxxx


Vehicles
xxxx
xxxx
xxxx
xxxx


Canceled
Drivers


xxxx
xxxx
xxxx


Assigned
Vehicles


xxxx
xxxx
xxxx


Assigned
Drivers


xxxx
xxxx
xxxx3


2


1
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4. T.O.M. maintains a list of drivers who have had skipped / makeup field trips (Figure 2-4).


T.O.M. will automatically maintain a separate list of drivers who were either skipped a turn at an
assignment during automatic assignment or who were originally assigned to a field trip but were then
manually changed to “Passed-Makeup”.  When either of these two actions occurs T.O.M.
automatically adds the driver that was canceled to a separate list of makeup drivers who must have that
makeup replaced by a new field trip assignment.


These makeups are grouped by schedule.  The computer will only skip a driver if he / she has another
conflicting field trip or your district chose to preclude overtime during field trip assignment and this
field trip assignment would put the driver into overtime. T.O.M. will also skip a driver if you have
entered the driver’s route times and instructed T.O.M. to preclude assigning field trips that conflict
with routes and this field trip assignment conflicts with a driver’s route.  NOTE: The last two features
are optional.  They may be turned on or off in the District Options screen.  See Chapter 4 – District
Options in the T.O.M. Getting Started Manual for details.


 


 
Figure 2-4. Keeping a List of Skipped Drivers from Auto Assign or Passed With a Makeup by T.O.M.


HOW AUTOMATIC ASSIGNMENT WORKS


What To Do Before a Trip is Assigned


4 T.O.M. maintains a list of drivers who have
skipped or makeup field trips.


Schedule: Mid Day


Drivers
xxxx
xxxx
xxxx
xxxx


Spare Vehicles
xxxx
xxxx
xxxx
xxxx


Vehicles
xxxx
xxxx
xxxx
xxxx


Canceled
Drivers


xxxx
xxxx
xxxx


Skipped /
Makeup
Drivers


xxxx
xxxx
xxxx


Assigned
Vehicles


xxxx
xxxx
xxxx


Assigned
Drivers


xxxx
xxxx
xxxx


1


2


3


4
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5. You may enter the driver’s route times (Figure 2-5).
 


You may enter each driver’s route times.  You may then choose from three options on how to use
these route times in automatic assignment:
• Avoid assigning field trips that will be in conflict with a driver route.
• Assign field trips regardless of whether they conflict with route times or not.  However, in


considering preclusion of overtime subtract out any route time not taken due to a conflicting field
trip.


• Ignore the route time when assigning drivers to field trips.
 


For more information about entering employee routes and how they are used in automatic assignment
see Chapter 7 – Employees, Their Hours and Their Schedules and Chapter 4 – District Options in the
T.O.M. Getting Started Manual.


 


 
Figure 2-5. Entering Driver Route Times for T.O.M. to Consider During Automatic Assignment


HOW AUTOMATIC ASSIGNMENT WORKS


What To Do Before a Trip is Assigned


5 Enter the driver’s route times.


Schedule: Mid Day


Drivers
xxxx
xxxx
xxxx
xxxx


Spare Vehicles
xxxx
xxxx
xxxx
xxxx


Vehicles
xxxx
xxxx
xxxx
xxxx


Canceled
Drivers


xxxx
xxxx
xxxx


Skipped /
Makeup
Drivers


xxxx
xxxx
xxxx


Assigned
Vehicles


xxxx
xxxx
xxxx


Assigned
Drivers


xxxx
xxxx
xxxx


Employee
Routes


xxx
xxx


1


2


3


4


5
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6. You can enter driver characteristics required for drivers that perform certain trips (Figure 2-6).


You can enter specific driver characteristics for drivers, such as being certified to drive on mountain
roads or to drive in snow, and then have T.O.M. consider these characteristics in automatically
assigning field trips (optional). See Appendix B – Advanced Field Trip Features in this manual for
details.


Figure 2-6. Entering Driver Characteristics for T.O.M. to Consider During Automatic Assignment


HOW AUTOMATIC ASSIGNMENT WORKS


What To Do Before a Trip is Assigned


6 Enter driver characteristics required for certain trips.


Schedule: Mid Day


Drivers
xxxx
xxxx
xxxx
xxxx


Spare Vehicles
xxxx
xxxx
xxxx
xxxx


Vehicles
xxxx
xxxx
xxxx
xxxx


Canceled
Drivers


xxxx
xxxx
xxxx


Skipped /
Makeup
Drivers


xxxx
xxxx
xxxx


Assigned
Vehicles


xxxx
xxxx
xxxx


Assigned
Drivers


xxxx
xxxx
xxxx


Employee
Routes


xxx
xxx


Driver
Char.
xxx
xxx


1


2


4


3


5


6
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During Automatic Assignment of Drivers and Vehicles
 
1. You tell T.O.M. to automatically assign drivers and vehicles to a field trip (Figure 2-7).


At any time you may tell T.O.M. to automatically assign drivers and vehicles to a field trip or to a
group of field trips.


 


 
Figure 2-7.Starting Automatic Assignment for Drivers and Vehicles


HOW AUTOMATIC ASSIGNMENT WORKS


What Happens During Automatic Assignment of Drivers and Vehicles


1 Tell T.O.M. to automatically assign drivers and vehicles.


Schedule: Mid Day


Drivers
xxxx
xxxx
xxxx
xxxx


Spare Vehicles
xxxx
xxxx
xxxx
xxxx


Vehicles
xxxx
xxxx
xxxx
xxxx


Canceled
Drivers


xxxx
xxxx
xxxx


Skipped /
Makeup
Drivers


xxxx
xxxx
xxxx


Assigned
Vehicles


xxxx
xxxx
xxxx


Assigned
Drivers


xxxx
xxxx
xxxx


Field Trip
to be


Assigned


Employee
Routes


xxx
xxx


Driver
Char.
xxx
xxx


1T.O.M.
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2. T.O.M. selectes a candidate driver for assignment. T.O.M. checks to see if there are any canceled
drivers for the specified schedule available (Figure 2-8).


When selecting drivers to assign to a field trip T.O.M. first checks to see if there are any drivers who
have been canceled from a previous field trip using the same schedule as the field trip that T.O.M. is
trying to assign.  If there are, these drivers are initially selected as potential candidates to be assigned
to the field trip.  T.O.M. will automatically record that this field trip is replacing the canceled field trip
for those drivers.  (NOTE:  This step is skipped if you did not select Replace Cancellations in the
District Options screen).  See Chapter 4 – District Options in the T.O.M. Getting Started Manual for
details.


 
Figure 2-8. Checking for Canceled Drivers


HOW AUTOMATIC ASSIGNMENT WORKS


What Happens During Automatic Assignment of Drivers and Vehicles


2 T.O.M. checks to see if any cancelled drivers are available.


Schedule: Mid Day


Drivers
xxxx
xxxx
xxxx
xxxx


Spare Vehicles
xxxx
xxxx
xxxx
xxxx


Vehicles
xxxx
xxxx
xxxx
xxxx


Canceled
Drivers


xxxx
xxxx
xxxx


Skipped /
Makeup
Drivers


xxxx
xxxx
xxxx


Assigned
Vehicles


xxxx
xxxx
xxxx


Assigned
Drivers


xxxx
xxxx
xxxx


Field Trip
to be


Assigned


2


Employee
Routes


xxx
xxx


Driver
Char.
xxx
xxx


1T.O.M.







2-10 Transportation Operations Manager


Chapter 2: Assigning Drivers & Vehicles to Field Trips, Printing Trip Tickets & Garage Check Lists


3. T.O.M. gets a candidate driver for assignment and checks to see if there are any makeup drivers for
the specified schedule available (


4. HOW AUTOMATIC ASSIGNMENT WORKS


5. Figure 2-9).


T.O.M. next checks to see if there are any drivers who have been skipped during the automatic
assignment of a previous field trip or whose assignment status was changed to “Passed-Makeup” on a
previous field trip.  T.O.M. also ensures that these makeups are for field trips using the same schedule
as the field trip that T.O.M. is trying to assign.  If there are, then these drivers are initially selected as
potential candidates to be assigned to the field trip, which is recorded as replacing the makeup field
trip for those drivers.  NOTE:  This step is skipped if you did not select Replace Makeups in the
District Options screen. See Chapter 4 – District Options in the T.O.M. Getting Started Manual for
details.


What Happens During Automatic Assignment of Drivers and Vehicles


3 T.O.M. checks to see if any makeup drivers are available.
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Figure 2-9. Checking for Makeup Drivers


HOW AUTOMATIC ASSIGNMENT WORKS


What Happens During Automatic Assignment of Drivers and Vehicles


3 T.O.M. checks to see if any makeup drivers are available.


1T.O.M.


Schedule: Mid Day


Drivers
xxxx
xxxx
xxxx
xxxx


Spare Vehicles
xxxx
xxxx
xxxx
xxxx


Vehicles
xxxx
xxxx
xxxx
xxxx


Canceled
Drivers


xxxx
xxxx
xxxx


Skipped /
Makeup
Drivers


xxxx
xxxx
xxxx


Assigned
Vehicles


xxxx
xxxx
xxxx


Assigned
Drivers


xxxx
xxxx
xxxx


Field Trip
to be


Assigned


2


3


Employee
Routes


xxx
xxx


Driver
Char.
xxx
xxx
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6. T.O.M. gets a candidate driver for assignment. If T.O.M. still needs more drivers then T.O.M.
retrieves the appropriate driver(s) from the schedule used by the field trip (Figure 2-10).


 
If after searching the canceled driver list and makeup driver list T.O.M. still needs additional drivers to
assign to the field trip  then T.O.M. will begin selecting drivers from the schedule used by the field trip
being assigned.


 
• IF YOU ASSIGN BY ROTATION: T.O.M. automatically keeps track of the next driver to be


assigned to a field trip for each schedule.  T.O.M. begins with that next driver and selects as many
drivers  (using whatever rotation method you selected in the District Options screen) as are needed
to fulfill the field trip.  When finished selecting drivers T.O.M. will automatically record the next
driver that would have been assigned as the next driver to be assigned.  This driver is the driver
that T.O.M. will start with when assigning drivers to the next field trip using this schedule.


 
• IF YOU ASSIGN BY HOURS AVERAGING: When you selected Hours Averaging as your


assignment method you told 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 driver’s field trip hours for both 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 to equalize the hours of all drivers in that list.)  If
more than one driver have the same number of field trip hours T.O.M. will then select the senior
most driver based on the drivers’ hire date and seniority field that you entered in the Employee
screen.


 
When totaling the field trip hours for the field trips T.O.M. will always try to 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.


Depending on the Hours Averaging Options you selected in the District Options screen T.O.M.
will either try to equalize each driver’s field trip hours WITHIN each schedule or average the
driver’s total field trip hours for all schedules.


 
• IF YOU ASSIGN BY SENIORITY ONLY: When you selected Seniority as your assignment


method you told T.O.M. that you want to 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.
 


VEHICLES
 


Normally, when assigning vehicles to a field trip T.O.M. will try to assign the vehicle that is normally
driven by the driver that is being assigned to the field trip.  If that vehicle is not one of the types of
vehicle that is required by the field trip or if the vehicle is already assigned to a different trip for the
day (T.O.M. checks for scheduling conflicts for BOTH vehicles and employees) then T.O.M. will
perform the following:


 
  1. T.O.M. will determine whether a field trip’s primary vehicle type or alternate vehicle type is


required for the driver.
  2. T.O.M. will determine if a spare vehicle of the correct vehicle type is available for the schedule


used by the field trip.  If there are multiple spare vehicles of the correct type available in the
schedule then T.O.M. will select the vehicle that has the longest period of time since it was last
used (this ensures that no one vehicle is being used all of the time while all other vehicles are
relatively unused).
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Figure 2-10. Selecting Drivers & Spare Vehicles From The Schedule


HOW AUTOMATIC ASSIGNMENT WORKS


What Happens During Automatic Assignment of Drivers and Vehicles


4 If T.O.M. still needs more drivers the appropriate driver(s) from the
schedule used by the field trip are retrieved


Schedule: Mid Day


Drivers
xxxx
xxxx
xxxx
xxxx


Spare Vehicles
xxxx
xxxx
xxxx
xxxx


Vehicles
xxxx
xxxx
xxxx
xxxx


Canceled
Drivers


xxxx
xxxx
xxxx


Skipped /
Makeup
Drivers


xxxx
xxxx
xxxx


Assigned
Vehicles


xxxx
xxxx
xxxx


Assigned
Drivers


xxxx
xxxx
xxxx


Field Trip
to be


Assigned


2


3


4


Employee
Routes


xxx
xxx


Driver
Char.
xxx
xxx


T.O.M.
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7. T.O.M. ensures that no drivers or vehicles have scheduling conflicts.  If applicable T.O.M. also
ensures no drivers are given overtime (Figure 2-11).


 
T.O.M. checks to make sure that there are no scheduling conflicts for any of the drivers or vehicles
assigned to the field trip.  T.O.M. will search through the database of field trips that have already been
assigned drivers and vehicles and ensure that a driver or vehicle is not assigned to two field trips on
the same day WITH THE SAME SCHEDULE.  Depending on the Assignment Options you selected
in the District Options Screen T.O.M. will also check field trips in other schedules and see if there is a
conflict in time between the potential field trip assignment and the other field trip assignments.  When
checking for conflicts with field trips in other schedules T.O.M. will factor in the Conflict Hours that
you entered in the Assignment Options in your District Options Screen.  If a scheduling conflict for a
driver is found then T.O.M. will automatically pass over that driver and attempt to schedule another
canceled driver or the next driver in the schedule.


 
 If a scheduling conflict for a vehicle is found then T.O.M. will automatically try to replace that
vehicle with a spare vehicle of the same vehicle type from the schedule.  Whenever T.O.M. tries to
replace a driver or vehicle with a different driver or vehicle it will first make sure there are no
scheduling conflicts for THE REPLACEMENT driver or vehicle.


 
• OVERTIME – WEEKLY: If your district has instructed T.O.M. that you do not allow weekly


overtime (as you defined the weekly hours limit in your District Options and / or your Employee
Types) when assigning drivers to field trips T.O.M. performs the following steps:


1. T.O.M. retrieves each driver’s hours for the week.
2. T.O.M. retrieves all the field trips that each driver has been assigned to that fall within the


same week of the field trip that T.O.M. is assigning.  T.O.M. then totals the estimated driver
hours for those field trips.


3. T.O.M. then adds the total driver hours for the week and the total hours of the field trips that
each driver is already assigned to for the week and finally the hours for the field trip that is
being assigned.


4. If the total of all those hours of any of the drivers assigned to the field trip is greater than the
hours limit that you defined in your District Options and / or Employee Types then T.O.M.
automatically passes over that driver and tries to assign a new driver.


 
• OVERTIME – DAILY: If your district has instructed T.O.M. that you do not allow daily overtime


(as you defined the daily hours limit in your District Options and / or your Employee Types) when
assigning drivers to field trips T.O.M. performs the following steps:


1. T.O.M. retrieves each driver’s hours for the day of the week that the field trip being assigned
falls on.


2. T.O.M. retrieves all the field trips that each driver has been assigned to that fall on the same
day as the field trip that T.O.M. is assigning.  T.O.M. then totals the estimated driver hours
for those field trips.


3. T.O.M. then adds the total driver hours for the day of the week and the total hours of the field
trips that each driver is already assigned to for that day and finally the hours for the field trip
that is being assigned.


4. If the total of all those hours for any of the drivers assigned to the field trip is greater the
hours limit that you defined in your District Options and / or Employee Types then T.O.M.
automatically passes over that driver and tries to assign a new driver.


 
 NOTE:  T.O.M. has a Master Calendar that allows you to mark days as ‘no school days’.  If a day is


marked as a ‘no school day’ then T.O.M. will NOT add the employee’s regular hours for that day to
the weekly or daily overtime check hours.
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Figure 2-11. Ensuring There Are No Scheduling Conflicts or Overtime (O.T.)


HOW AUTOMATIC ASSIGNMENT WORKS


What Happens During Automatic Assignment of Drivers and Vehicles


5 T.O.M. ensures that no drivers or vehicles have scheduling conflicts.
If applicable T.O.M. also ensures no drivers are given overtime.
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8. (Optional)  T.O.M. can ensure that no driver is assigned to a field trip if it conflicts with a driver’s
route (Figure 2-12).


 AND / OR
 


T.O.M. can subtract the route time from the overtime calculation for a driver that will be assigned a
field trip that conflicts with a route  (Figure 2-12).


 
You can enter a driver’s route times and instruct T.O.M. to use these routes in one of four ways:


• Avoid assigning field trips that will be in conflict with a driver route.
• Assign field trips regardless of whether they conflict with route times or not.  However, in


considering preclusion of overtime subtract out any route time not taken due to a conflicting field
trip.


• Avoid assigning field trips that will be in conflict with a driver route AND subtract out any route
time not taken due to a conflicting field trip for other field trips beside the current field trip.  This
option is used by organization that want to tell T.O.M. – don’t assign a driver to a field trip if it
will conflict with the driver’s routes BUT when checking overtime, if you do find other trips that
conflict with the driver’s route then assume that the driver is NOT going to perform the route and
do not add that route time into the total overtime check hours.


• Ignore the route time when assigning drivers to field trips.


AVOID ASSIGNING TRIPS THAT CONFLICT WITH DRIVER ROUTES


If you have instructed T.O.M. to avoid assigning field trips that will conflict a driver’s route then
T.O.M. will check the time of the field trip against the candidate driver’s route times.  If the field trip
conflicts with any of the driver’s routes then T.O.M. will automatically pass over that driver and try to
assign a new driver.


 NOTE:  T.O.M. has a Master Calendar that allows you to mark days as ‘no school days’.  If a day is
marked as a ‘no school day’ then T.O.M. will NOT check for any route conflicts on that day.  T.O.M.
assumes that the employee will not performing his / her routes on a day with no school.


SUBTRACT CONFLICTING ROUTE TIMES FROM PRECLUSION OF OVERTIME
CALCULATION


If you have instructed T.O.M. to ignore conflicts with driver routes but to subtract overlapping route
times from weekly overtime calculations then T.O.M. will do the following.


• OVERTIME – WEEKLY: If your district has instructed T.O.M. that you do not allow weekly
overtime (as you have defined in your district options and / or the employee types) when
assigning drivers to field trips then T.O.M. will add the following steps to the overtime preclusion
logic:


1. T.O.M. determines if the field trip overlaps with any driver routes.
2. If the potential field trip assignment does overlap with one or more routes then T.O.M. will


subtract the route time(s) that overlap with the field trip from the total weekly hours.
3. T.O.M. then determines if the new adjusted total weekly hours is greater than the overtime


limit that you have entered in your District Options or in the Employee Type of the driver
being considered for assignment.


• OVERTIME – DAILY: If your district has instructed T.O.M. that you do not allow daily overtime
(as you have defined in your district options and / or the employee types) when assigning drivers
to field trips then T.O.M. will add the following steps to the overtime preclusion logic:
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1. T.O.M. determines if the field trip overlaps with any driver routes.
2. If the potential field trip assignment does overlap with one or more routes then T.O.M. will


subtract the route time(s) that overlap with the field trip from the total daily  hours.
3. T.O.M. then determines if the new adjusted total daily hours is greater than the daily overtime


limit that you have entered in your District Options or in the Employee Type of the driver
being considered for assignment.


 NOTE:  T.O.M. has a Master Calendar that allows you to mark days as ‘no school days’.  If a day is
marked as a ‘no school day’ then T.O.M. will NOT check for any route conflicts on that day.  T.O.M.
assumes that the employee will not performing his / her routes on a day with no school.
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Figure 2-12. Considering A Driver’s Route Times When Deciding Whether


 To Assign A Driver To A Field Trip.


HOW AUTOMATIC ASSIGNMENT WORKS


What Happens During Automatic Assignment of Drivers and Vehicles


6 T.O.M. can consider a driver’s route times when
deciding whether to assign a driver to a field trip.
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9. (Optional). T.O.M. ensures that only drivers that have the same characteristics as those requested
are assigned to the field trip (Figure 2-13).


If the field trip has driver characteristics specified then T.O.M. will check to see if the driver has all of
the driver characteristics specified by the field trip.  If the driver does NOT have all the driver
characteristics specified by the field trip then the driver is skipped by T.O.M.


Figure 2-13. T.O.M. checks that the driver has all of the driver characteristics specified by the field trip.


HOW AUTOMATIC ASSIGNMENT WORKS


What Happens During Automatic Assignment of Drivers and Vehicles


7 T.O.M. checks driver characteristics requested in the field trip.
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10. T.O.M. assigns selected drivers and vehicles and flags the field trip as assigned (Figure 2-14).


After performing all of the previous tasks to select drivers and vehicles T.O.M. then records that these
drivers and vehicles are assigned to perform the field trip.  This recording is made in the database
containing all other assigned drivers and vehicles to all other field trips.  This updated database will be
used again to ensure that no scheduling conflicts occur during assignment and the newly assigned field
trip will be considered with all other assigned field trips.


Figure 2-14. Assigning Drivers and Vehicles to the Field Trip


HOW AUTOMATIC ASSIGNMENT WORKS


What Happens During Automatic Assignment of Drivers and Vehicles


8 T.O.M. assigns the selected drivers and vehicles
and flags the field trip as assigned.
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11. If all drivers in schedule have been tried and the field trip is not completely assigned T.O.M. checks
to see if additional schedules have been entered for the field trip.  If so then T.O.M. gets the next
schedule entered for the field trip and repeats steps 1-8.


T.O.M. allows you to enter up to five schedules for each field trip.  T.O.M. will only use the additional
schedules when T.O.M. has gone through the first schedule and still has not assigned all of the drivers
required for the field trip.  Only then will T.O.M. look to the next schedule entered for the field trip
and repeat the assignment process of checking the canceled driver list, checking the makeup driver list
and then finally attempt to assign the drivers on the next schedule to the field trip.  T.O.M. will repeat
this process until the field trip assigned all of the drivers required by the field trip or until there are no
more schedules entered for the field trip.  We call this process cascading schedules.


This feature can be used for a variety of situations.  For example, if your district has a group of full
time field trip drivers that perform a majority of your field trip assignments but can’t perform all of
them which are performed by the regular route drivers, you could use multiple schedules to perform
this assignment process.  You could set up a schedule of your full time field trip drivers and another
schedule for your regular route drivers.  When entering field trips your could always select the
schedule of full time field trip drivers first then select the schedule of regular route drivers second.
This will have the effect of T.O.M. always trying to assign a full time field trip driver to a field trip
and when T.O.M. couldn’t do that T.O.M. would then assign a regular route driver to the trip.


You could also use this feature in a situation where you want T.O.M. to favor a group of experienced
drivers for particularly challenging field trips.  For example, you may prefer that when possible only
your senior drivers perform field trips that must be driven over mountain roads.  You could set up a
schedule of your most competent senior drivers and then a schedule of the remaining drivers.  Then
when entering a field trip that is to be driven over mountain roads you would select the schedule of
senior most drivers first and then select the schedule of others drivers second for the field trip.  There
really is a wide variety of situations that could be handled with this feature.
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Using the Mass Assign Feature of T.O.M.
The quickest and easiest ways to have drivers and vehicles assigned to a group of your field trips,
automatically, by T.O.M. is by using the Mass Assign feature of T.O.M.  This feature will allow you to tell
T.O.M. to automatically assign drivers and vehicles to ALL field trips with a given departure date or dates.
You may also tell T.O.M. to restrict the group of field trips to assign drivers and vehicles to just those of a
particular schedule or division.  T.O.M. will select those field trips that meet your criteria and
automatically assign drivers and vehicles to those field trips using the automatic assignment logic
explained in the previous section.  When automatically assigning drivers and vehicles to field trips T.O.M.
will process each of the selected field trips one at a time in the sorted order that you specified in the
Assignment Options in your District Options.  The following is a detailed description of how to use the
Mass Assign feature of T.O.M.


Figure 2-15. Starting the Mass Assign Feature


To use the Mass Assign feature you would first click the menu option Process on the menu bar at the top
row of the Main T.O.M. Screen.  This will cause the Process Submenu to drop down.  You will then select
the first option on the submenu.  This option will be Mass Assign  (Figure 2-15).
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When you cause the option Process submenu to drop down and click the phrase Mass Assign you will start
up the Mass Assign feature of T.O.M. and the Mass Assign Warning screen (Figure 2-16) will appear.


Figure 2-16. Mass Assign Warning Screen


The Mass Assign process is a fairly intensive one.  As such it requires that the person running this process
be THE ONLY USER IN T.O.M.  Before you run the Mass Assign Process ensure that no other person is
using T.O.M.  NOTE:  It’s okay if schools are using the school version of T.O.M. while you are running
the Mass Assign Process.  Because the school version of T.O.M. does not allow the user to actually change
any of the field trip information they cannot disrupt the Mass Assign process.  However, any regular
T.O.M. user should sign off of the T.O.M. system while the Mass Assign Process is running.


The Mass Assign process will make many changes to your database.  As such it is a very good idea to
backup your T.O.M. database BEFORE you run the Mass Assign process.  For more information about
backing up your T.O.M. Database see Chapter 10 - Backing Up and Restoring later in this manual.


When you are ready to continue to the Mass Assign screen click the OK button on the Mass Assign
Warning screen (Figure 2-16) and the Mass Assign screen will display (Figure 2-17).


The Mass Assign screen uses the tabbed format with two tabs: the Assigning Options tab (Figure 2-17) and
the Printing Trip Tickets tab (Figure 2-18).


Click  the OK
button to
continue.
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Figure 2-17. The Assigning Options Tab on the Mass Assign Screen


Using the Assigning Options Tab on the Mass Assign Screen


Click on the Assigning Options Tab on the Mass Assign screen (Figure 2-17), if it is not already selected.
This tab contains mass assigning preferences.


Assign All Field Trips With A Departure Date of: This is the departure date (or beginning departure
date) of all field trips that are to be selected for automatic assignment of drivers and vehicles.


Number of Additional Days (for an entire week select 6 days): This is the number of additional days
after the initial departure date of field trips you wish to have T.O.M. automatically assign.  You may enter
up to six additional days (for a full week).


Selected Division (blank for all):  This is a specific division that you wish T.O.M. to use exclusively
when selecting field trips to assign.  You may define divisions that you may assign your customers to.
When entering field trips for customers T.O.M. will know what division the field trip belongs to.  T.O.M.
will automatically select only those field trips that belong to the division entered in this screen as well as
matching the other criteria that you have entered for automatic assignment of drivers and vehicles.


Selected Schedule (blank for all): This is a specific schedule that you wish T.O.M. to use exclusively
when selecting field trips to assign.  When selecting field trips for assigning T.O.M. will only look at the
field trip’s primary schedule (or first schedule).  T.O.M. will NOT consider the other four schedules that
you may have entered in the Assignment Section of the Detailed Field Trip Screen for that field trip.
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Using the Assigning Options Tab on the Mass Assign Screen


Click on the Assigning Options Tab on the Mass Assign screen (Figure 2-18), if it is not already selected.
This tab contains mass assigning preferences.


Figure 2-18. The Printing Trip Tickets Tab on the Mass Assign Screen


Print Trip Tickets:  This is a check box that you may either check or uncheck.  If you check this field you
are telling T.O.M. to automatically print Trip Tickets as well as garage check lists (for out of town trips
only) for all field trips that are selected for automatic assignment.  If you uncheck this field you are telling
T.O.M. NOT to print Trip Tickets or Garage Check Lists for those field trips assigned by the Mass Assign
Routine.  NOTE:  You may always print trip tickets for your field trips in a group by using the Group Print
Trip Ticket feature of T.O.M.  For more information about this feature see the section titled ‘Printing Trip
Tickets and Garage Check Lists for More Than One Field Trip’ found later in this chapter.


Use Standard T.O.M. Trip Ticket Access Format: This is a check box that you may either check or
uncheck. If you check this field you are telling T.O.M. to automatically use the regular trip ticket format. If
you uncheck this field you can use a custom trip ticket format that you have stored in the MS Access
database TRIPRPT.MDB. This report is selected using the ACCESS format drop-down list as described
below. See Appendix B – Using MS Access to Customize T.O.M. Reports in this manual for details about
customizing your own reports.


ACCESS Format: If you uncheck the Use Standard T.O.M. Trip Ticket Format checkbox as described
above, you can click the drop-down arrow and select from any of the available formats. See Appendix B –
Using MS Access to Customize T.O.M. Reports in this manual for details about customizing your own
reports.
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Starting the Mass Assign Process


When you have finished entering your Mass Assign instructions to T.O.M. on this screen and you wish to
have the Mass Assign function begin then click the OK button on Mass Assign screen.  When it is
instructed to begin, the Mass Assign Process performs the following steps:


1. Selects every field trip that has a departure date that falls within the range that you selected on the
Mass Assign Screen (Figure 2-16).  To be selected for Mass Assign a field trip must also match the
following conditions:


 
• The field trip must not be marked as Already Assigned.
• The field trip must have field Allow Auto Assign checked on when you entered the field trip into


T.O.M.
 


2. T.O.M. then automatically assigns drivers and vehicles to all those selected field trips using the
automatic assignment logic described in the previous section one field trip at a time.


 
3. While automatically assigning drivers and vehicles to the selected field trips T.O.M. also prints driver


trip tickets for all drivers assigned to that selected field trip.
 


4. If any of the selected field trips were marked as Out of Town field trips then T.O.M. will automatically
print vehicle garage check lists for each vehicle assigned to those field trips.


 
5. Finally, T.O.M. will mark the field trip as Assigned to prevent this field trip from having additional


drivers and vehicles assigned to it accidentally through the Mass Assign Routine.
 


This feature allows you to run the Mass Assign routine multiple times for the same departure date
without the worry of accidentally assigning too many drivers to field trips.  So, for example, you could
run the Mass Assign feature for all field trips for the following week on a Wednesday.  You could then
repeat this process of running the Mass Assign feature for the same following week on the Friday
before the week.  This would have the effect of ensuring that all field trips departing on that following
week were assigned drivers and vehicles (even those that had been entered AFTER you had run the
Mass Assign feature on Wednesday).


With the Mass Assign feature you can now automatically; assign drivers and vehicles, print trip tickets for
all drivers assigned, print out of town garage check lists for all vehicles assigned to all field trips for an
entire week in less than an hour!


? What Happened?!


If you want to know specifically how T.O.M. decided what drivers and vehicles to assign to these field trips
don’t worry.  T.O.M. has detailed records that you can review telling how and why it chose the drivers and
vehicles that it did.  For more information see Chapter 11 - The Assignment Activity Log in this manual.
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Automatically Assigning Drivers and Vehicles to Just One
Field Trip
You may wish to automatically assign drivers and vehicles to just one field trip (For example, a last minute
field trip that you need to enter and turn right around and assign drivers and vehicles).  T.O.M. offers you
this flexibility.  To assign drivers and vehicles to a specific field trip you take the following steps:


1. Retrieve the field trip you wish to assign by using the Field Trip Search / Selection screen (see
Figure 1-2 in Chapter 1 - Entering Field Trips, Printing Estimates and Using the Field Trip Inquiry of
this manual).  Or you may enter a new field trip then press the Save button.


 
2. Click the AUTO ASSIGN DRIVER button (Figure 2-19) and T.O.M. will automatically assign drivers


and vehicles to the field trip.  It’s that easy!  (NOTE:  If the field trip has already had drivers and
vehicles assigned to it or if you unchecked the Allow Auto Assign check box then the Auto Assign
Driver button will be disabled).


Figure 2-19. The Auto Assign Driver Button


Click the Auto Assign Drivers button
to automatically assign drivers and
vehicles to just one field trip.
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When you click the Auto Assign Driver button T.O.M. will automatically calculate the number of vehicles
required for this field trip and perform the automatic assignment logic explained in the previous section for
this specific field trip.  T.O.M. will mark this field trip as Assigned and disable the Auto Assign Driver
button (Figure 2-20) to prevent someone from accidentally automatically assigning more drivers and
vehicles to this field trip.


Finally, T.O.M. will then automatically display Print Trip Ticket screen (
Figure 2-30) showing you the drivers that were assigned to the field trip and allowing you to select which
drivers you want to print a Trip Ticket for.  NOTE:  If you marked the field trip as Out of Town then
T.O.M. will also print a Garage Check List for the vehicle of each employee that you printed a Trip Ticket
for.


Figure 2-20. Field Trip AFTER Auto Assign Driver Button was Clicked


? What Happened?!


If you want to know specifically how T.O.M. decided what drivers and vehicles to assign to this field trip
don’t worry.  T.O.M. has detailed records that you can review telling how and why it chose the drivers and
vehicles that it did.  For more information see Chapter 11 - The Assignment Activity Log in this manual.
Also see the section later in this chapter titled “Viewing The Assignment Activity Log For A Field Trip.”


Disabled -
cannot be
clicked again


Now enabled.
Now can print
trip tickets on
demand.


Field trip is
clearly marked
that it has been
assigned.
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Manually Assigning Drivers and Vehicles to A Field Trip


At any time you may tell T.O.M. what drivers and vehicles are to be assigned to a field trip.  When
designing T.O.M. Gecko Microsolutions realized that there would be many different occasions when you
would not want T.O.M. to automatically assign drivers and vehicles to your field trips.  To manually assign
drivers and vehicles to a field trip you must perform the following steps:


1. Retrieve the field trip you wish to assign by using the Field Trip Search / Selection screen (see
Figure 1-2 in Chapter 1 - Entering Field Trips, Printing Estimates and Using the Field Trip Inquiry of
this manual).  Or you may enter a new field trip then press the Save button.


2. Click the Trip Driver Info button (Figure 2-21).   This will cause the Trip Driver Information screen
(Figure 2-22) to display.


 


 
 
 
 
 
 
 
 
 


Figure 2-21. Trip Driver Info. Button


3. On the Trip Driver Information screen click the Add Driver Manually button.  This will cause the Add
Employee to Trip Manually screen (Figure 2-23) to display.


Click the Trip Driver Info
button to begin manually
assigning drivers and
vehicles to a field trip.
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Figure 2-22. Trip Driver Information Screen & Add Driver Manually Button


 
 
 
 
 


Figure 2-23. Add Employee To Trip Manually Screen


Click the Search Employee button if you want to use
the Employee Search screen to find the employee.
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4. Enter the driver # that you wish to assign to the field trip.


NOTE: If you do not know the employee number of the driver you’re trying to assign you may either
select the employee from the drop down list that appears when you click the down arrow next to the
employee number or click the Search Employee button and the Employee Search screen will display
allowing you to search for the desired driver by his / her last name  (For more information about using
the Employee Search screen see Chapter 7 – Employees, Their Hours and Schedules in the T.O.M.
Getting Started Manual).


When you select an employee from the Employee Search screen T.O.M. automatically places the
number of the employee’s normal vehicle in the Vehicle # field in the Add Employee To Trip
Manually screen (Figure 2-23).  You may over/ ride this vehicle # with another vehicle # if you desire.


If you choose to select a different vehicle than the one that is normally assigned with the employee
then enter that vehicle number in the vehicle field.  If you do not know the vehicle number then click
the down arrow next to the vehicle field and select the vehicle from a drop down list that appears.


If you are entering this driver and vehicle AFTER the field trip has been performed you may enter the
actual odometer readings or miles, times or hours, and expense.  For more information about entering
this information as well as using the Calc Miles and Calc Hours buttons see Chapter 5 - Entering
Driver Field Trip Miles and Hours and Billing Field Trips later in this manual.


If the field trip is a shuttle trip then you may select which leg of the shuttle trip to which you are
manually assigning the driver. See Appendix B – Advanced Field Trip Features later in this manual for
details about working with shuttle trips.


If you assign the field trip by the Bid method you may enter the amount of bid points to be subtracted
from an employees bid allowance.


NOTE: T.O.M. checks all possible conflicts for this manually assigned driver as it does when you
assign drivers automatically (i.e. route conflicts, conflicts with other trips for both driver and vehicle,
overtime conflicts and driver characteristics) and will display a warning if any of these checks is true.
You may still assign the driver but you are warned in advance by T.O.M. that there is a conflict.


5. When you have completed entering the driver and vehicle information then click the Save button on
the Add Employee to Trip Manually screen (Figure 2-23).


 
6. T.O.M. will then assign the specified driver and vehicle to the field trip and refresh the Trip Driver


Information screen showing the driver and vehicle that you have manually assigned to the field trip
(Figure 2-24).   NOTE:  If another person is also updating this field trip at the same time you are
trying to manually assign a driver to the field trip then T.O.M. will display a message informing that
the driver cannot be assigned to the field trip until the other person is done updating that field trip.
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Figure 2-24. Trip Driver Information Screen with Manually Assigned Driver & Vehicle


7. You may repeat steps 3-6 until you have manually assigned all of the drivers and vehicles required for
the field trip.


 
8. When you have completed assigning the drivers and vehicles to the field trip click the Exit button and


T.O.M. will return you to the Field Trip screen.  You will notice that T.O.M. has now marked the field
trip as Assigned, has disabled the Auto Assign Driver button  (Figure 2-25).  If you wish to print trip
tickets for these manually assigned drivers and vehicles then simply click the Print Trip Ticket button.
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Figure 2-25. Field Trip After You Have Manually Assigned Drivers & Vehicles


Automatically Assigning Additional Drivers to A Field Trip
After you have assigned drivers and vehicles to a field trip (either automatically or manually) you may then
later assign additional drivers.  This can be handy if, for example, after assigning drivers to a field trip you
find out that the field trip needs an additional driver.  You can assign an additional driver and vehicle in
two ways:


• Manually - You specify which driver and vehicle T.O.M. should assign to the field trip.
 


• Automatically - T.O.M. uses the same automatic assignment logic that was described in a previous
section to select the driver and the vehicle to assign to the field.
 


The previous section entitled “Manually Assigning Drivers and Vehicles to A Field Trip” describes how to
manually assign drivers and vehicles to the field trip.  The following are the steps that you would take to
automatically assign one additional driver and vehicle to a field trip:


1. Retrieve the field trip you wish to assign by using the Field Trip Search / Selection screen (see
Figure 1-2 in Chapter 1 - Entering Field Trips, Printing Estimates and Using the Field Trip Inquiry of
this manual).  Or you may enter a new field trip then press the Save button.


 


Field trip is
clearly marked
that it has been
assigned.


Disabled to prevent
accidental duplicate
assignment.
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2. Click the Trip Driver Info button (Figure 2-26).   This will cause the Trip Driver Information screen
(Figure 2-27) to display.  On the Trip Driver Information screen you will notice that T.O.M. tells you
how many drivers have at one time been assigned to this field trip in the lower left hand corner of the
screen (Figure 2-27).  To see each of the drivers you can simply click the VCR buttons (the arrow
buttons).


 


 
 


 
 
 
 


Figure 2-26. Trip Driver Info Button
 
 


Click the Trip Driver Info button to assign
an additional driver to the field trip.
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3. On the Trip Driver Information screen click the Add Driver Automatically button.  This will cause the
What Vehicle Type To Assign screen (Figure 2-28) to display.


 


 


Figure 2-27. Trip Driver Information and Add Driver Automatically button


4. Since you are assigning an additional driver to a field trip that already has been fully assigned T.O.M.
will prompt you as to whether you want to assign this new driver a primary type of vehicle or an
alternative vehicle type.  If you recall, you defined what vehicle type was the primary vehicle type and
what vehicle type was the alternate vehicle type when you entered the field trip.   If you had not
defined an alternate vehicle type when you entered the field trip then the What Vehicle Type To
Assign screen (Figure 2-28) will disable the alternate vehicle option.


.
When you have selected the vehicle type click the OK button and T.O.M. will automatically assign an
additional driver and vehicle to this field trip and update the Trip Driver Information screen (Figure 2-
27).


NOTE: The Trip Leg drop-down list appears ONLY if the field trip is marked as a shuttle trip in the
Assignment tab of the Detailed Field Trip screen. Click the drop-down arrow to select the leg of the
trip for this driver. Leave it blank to assign one driver to each leg.


Counter telling you how many
drivers are involved with this field
trip. The arrow buttons let you scroll
through the various drivers.
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Figure 2-28. What Vehicle Type To Assign


5. When you have completed assigning the drivers and vehicles to the field trip click the Exit button and
T.O.M. will return you to the Field Trip screen (Figure 2-27).


? What Happened?!


If you want to know specifically how T.O.M. decided what driver and vehicle to assign to this field trip
don’t worry.  T.O.M. has detailed records that you can review telling how and why it chose the drivers and
vehicles that it did.  For more information see Chapter 11 - The Assignment Activity Log in this manual.
Also see the section later in this chapter titled “Viewing The Assignment Activity Log For A Field Trip.”


The Trip Leg drop-down list appears ONLY if the
field trip is marked as a shuttle trip in the Assignment
tab of the Detailed Field Trip screen. Click the drop-
down arrow to select the leg of the trip for this driver.
Leave it blank to assign one driver to each leg.
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Viewing the Assignment Activity Log for a Field Trip
The Trip Driver Information screen (Figure 2-27) also allows you to run the Assignment Activity Log
Inquiry Routine.  T.O.M. can automatically log all activity that affects the assignment of drivers and
vehicles to the field trip.  The Assignment Activity Log Inquiry Routine will allow searching this log for all
activity pertaining to this particular field trip.  For more information about the Assignment Activity Log
Inquiry Routine see Chapter 11 - Assignment Activity Log later in this manual.


Printing Driver Trip Tickets for Field Trips and Vehicle
Garage Check Lists for Out of Town Field Trips
Normally, T.O.M. would automatically print the driver trip tickets for all drivers assigned to a field trip and
a garage check list for all vehicles assigned to an out of town field trip when T.O.M. automatically
assigned drivers and vehicles to a field trip.  You may, however, need to reprint the trip tickets for the
drivers or you may need to reprint the garage check lists for the vehicles.  Perhaps you have assigned an
additional driver and vehicle to the field trip or perhaps you have changed an important piece of
information concerning the field trip.  Rather than contacting each driver and giving them new instructions
you can reprint the trip tickets for all the drivers assigned to the field trip and give the drivers their updated
trip tickets with the new instructions.


T.O.M. allows you to reprint both the trip tickets as well as garage check lists for a field trip ANY time
after it has been assigned drivers and vehicles.  T.O.M. allows you to print / reprint your trip tickets with
two methods:


• For a single field trip - that is retrieve a single field trip and then select which driver(s) to print the
trip ticket and garage check list.
 


• For a group of field trips - that is you may select a group of field trips that you want T.O.M. to
print the trip tickets or garage check lists for ALL of the drivers assigned to each field trip or for a
selected driver assigned all of the selected field trips.


Printing Trip Tickets / Garage Check Lists for a Single Field Trip


To reprint the trip tickets and garage check lists for drivers assigned to one specific field trip you perform
the following two tasks:


1. Retrieve the field trip you wish to assign by using the Field Trip Search / Selection screen (see
Figure 1-2 in Chapter 1 - Entering Field Trips, Printing Estimates and Using the Field Trip Inquiry of
this manual).  Or you may enter a new field trip then press the Save button.
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2. Click the Print Trip Ticket button (Figure 2-29).   This causes the Print Trip Ticket screen to display (
3. Figure 2-30).  This screen shows you all of the drivers assigned to the field trip and allows you to


select the driver(s) for which you wish to print a trip ticket.


Figure 2-29. Print Trip Ticket Button


• Select All button – Click the Select All button to print trip tickets for all employees assigned to
this field trip. When you click this button, T.O.M. adds all the drivers in the Employees Assigned
to Trip list to the Selected Employees list. This button is also useful if you have a lot of employees
and want to print trip tickets for all but a few. You can add them all to the Selected Employees list
by clicking Select All and then individually “deselect” them using the <Remove button, as
described below.


• Deselect All button – Click the Deselect All button to remove all the drivers from the Selected
Employees list. This can be useful if you make a mistake and want to start over.


• Add> button – Highlight an employee in the Employees Assigned to Trip list and click the Add>
button to add the driver to the Selected Employees list.


• <Remove button – Highlight an employee in the Selected Employees list and click the <Remove
button to remove the driver from the Employees Assigned to Trip list.


Click the Print Trip Ticket button to print trip
tickets for selected drivers of this field trip.
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Figure 2-30. The Print Trip Ticket Screen


4. Check the Use Standard T.O.M. Trip Ticket Access Format checkbox to automatically use the regular
trip ticket format for printing. If you uncheck this checkbox you can use a custom trip ticket format
that you have stored in the MS Access database TRIPRPT.MDB. This report is selected using the
ACCESS format drop-down list. See Appendix B – Using MS Access to Customize T.O.M. Reports in
this manual for details about customizing your own reports.


5. Once you have selected the appropriate employees then click the Print button. This will cause a Trip
Ticket to print for every driver assigned to that specific field trip.  If you have checked the Out of
Town check box then T.O.M. will also automatically print a Garage Check List for every vehicle
assigned to the field trip.


Note:  You may also click the Print Blank Trip Ticket button and T.O.M. will print a trip ticket for this
trip with the employee and vehicle information left blank.


Click on this button to
add all the employees
to the Selected
Employees list.


Click on this button
to remove all the
employees from the
Selected Employees
list.


Click on this button
to add the
highlighted
employee name to
the Selected
Employees List.


Click on this button
to remove the
highlighted
employee name
from the Selected
Employees List.


A list of all
employees assigned
to this trip.


List of employees for which
you wish to print trip tickets.
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Printing Trip Tickets / Garage Check Lists for a Group of
Field Trips
You can print / reprint trip tickets and a garage check lists for a group of field trips directly from the
T.O.M. Main Screen. To access this feature open the Process menu, then click Print Trip Tickets (Figure 2-
31). The Print Trip Tickets screen is displayed (Figure 2-32).


Figure 2-31. Accessing the Mass Print Trip Ticket Feature


Using the Print Trip Tickets Screen


The searching and sorting features of the Print Trip Tickets screen (Figure 2-32) are very powerful, but
very easy to use.  To search your field trip assignments just enter your search parameters and click the Find
All button.  In a few moments T.O.M. will display in the selected records box all the records that matched
your search parameters.  The records will be sorted according to the sorting and lookup options you
choose. Let’s take a closer look at how use the searching feature of this screen.  Figure 2-32 shows the key
search and sort portions of the Print Trip Tickets screen.


NOTE: Notice that this screen is not searching and displaying field trips but field trip assignments.  A field
trip assignment is an employee and vehicle that is assigned to the field trip.  Because T.O.M. allows you to
assign an unlimited number of employees and vehicles to a field trip then by nature you will have many
more field trip assignments than field trips.
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The Print Trip Tickets screen (Figure 2-32) uses a ‘Tabbed’ format. That is, the information on this portion
of the screen is grouped into different sections that you can display by clicking on that group’s tab. Below
is a discussion of each field in each group of the search and sort portion of the screen.


When you have narrowed the list displaying on this screen to just those field trip assignments that you want
to print then click either the Print Trip Tickets button to print trip tickets or the Print Garage Checklists
button to print garage checklists for all the field trip assignments.


Entering Search Criteria on the Dates and General Tab


This section describes the search fields in the Dates and General tab on the Print Trip Tickets screen
(Figure 2-32).


Figure 2-32. The Dates and General Tab on the Mass Print Trip Ticket Screen


Click the Find All button to
have T.O.M. search for all
field trip assignments that
meet the search criteria
you’ve entered at the top of
the screen.


Click the Print Trip
Tickets button to print
trip tickets for all field
trip assignments
selected in the last
search.


Click the Print Garage
Checklists button to print
garage checklists for all field
trip assignments selected in
the last search.


Use these tab sections to choose from a
variety of search and sort options.


Number of trip
assignments found in the
search.
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Trip Date Range:  Use these fields to search your field trip assignments by their departure date.  You can
use the preprogrammed date ranges found in the Dates field drop-down list or enter your own date ranges.
If you use the preprogrammed date ranges, click on the Dates field drop-down arrow and select from one
of 12 date ranges, such as ‘Today’, ‘This Week’, ‘Last Year’ etc. The date ranges are automatically filled
in for you.


If you enter your own date ranges, use these fields to search your field trip assignments by their departure
date.  T.O.M. makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when
typing in the date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called
‘masking’).  You must, however, enter 2 digits for the month and the day.  So, for example if you were
entering a date of  “3/2/1994” you would type “03021994” and T.O.M. would automatically place two “/”
in the appropriate positions in the date.  The year must be entered as the full year (ex. “2000” not “00”). If
for some reason this mask feature of T.O.M. gets confused you then must enter the entire date including
the slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.
 
NOTE: You can combine search parameters for more exact searches.  For example, you could enter a
departure date range and a destination to get only field trip assignments made for that destination for that
date range.  The following is a description of each of the search parameters that T.O.M. allows you to use
when searching for field trip assignments.


Customer:  You may select a specific customer to search your field trip assignments by.  For example, you
would use this to search for all field trip assignments for a particular school.  If you know the number of
the customer then enter it here.  Don’t worry if you don’t know the customer number.  T.O.M. gives you an
easy way to look up your customer by the customer name.  To do this you click the Customer button.  This
causes the Custom Search Screen to appear. This screen will allow you to quickly search your existing
customers by an alphabetic lookup.
 
Destination:  You may select a specific destination to search your field trips assignments by.  For example,
you may search all field trips assignments for the city zoo.  If you know the number of the destination of
the field trip then enter it here. If you don’t know the destination number, T.O.M. will provide an easy way
to look up your destination by the destination name (or description).  To do this you simply click the
Destination button.  This causes the Destination Search Screen to appear.  This screen will allow you to
quickly search your existing destination by an alphabetic lookup.
 
Only Out of Town Trips:  You may designate that a field trip is an Out of Town Field Trip by checking
the Out of Town checkbox when entering a field trip.  The Mass Trip Ticket Print Screen allows you to
then specify to list only field trip assignments for field trips that were marked as Out of Town.  To tell
T.O.M. to show only Out of Town field trips then check this field.
 
Entering Search Criteria on the Assignment Tab


This section describes the search fields in the Assignment tab on the Print Trip Tickets screen
(Figure 2-33).
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Figure 2-33. The Assignment Tab on the Mass Print Trip Ticket Screen


Selected Employee:  Because this search screen is listing field trip assignments rather than field trips you
may search for a specific employee that you wish, print trip tickets or garage checklists for all of that
employee’s assignments.  Click on the down arrow to the right of the Employee field to see a list of
Employees that you have entered. Once you find the employee you desire click on it and the employee
number will automatically appear in this field.
 
Selected Schedule:  A schedule is a list of drivers that the transportation department has created.  When a
field trip is added to the field trip database the transportation department assigns a schedule to that field
trip.  You may then search the field trip assignment database for all assignments with a specific schedule.
Click on the down arrow to the right of the Schedule field to see a list of schedules that you have entered.
Once you find the schedule you desire click on it and it will automatically appear in the Schedule field.


Assigned:  This field is a check box field.  That means it can either be checked or unchecked.  If the field
is checked you are telling T.O.M. to search for all assigned field trips.  An assigned field trip is a field trip
that has drivers and vehicles assigned to perform the field trip.
 
Unassigned:  This field is a check box field.  That means it can either be checked or unchecked.  If the
field is checked you are telling T.O.M. to search for all field trips that have NOT been assigned.  An
assigned field trip is a field trip that has drivers and vehicles assigned to perform the field trip.
 
Billed:  This field is a check box field.  That means it can either be checked or unchecked.  If the field is
checked you are telling T.O.M. to search for all field trips that have been billed.
 
Unbilled:  This field is a check box field.  That means it can either be checked or unchecked.  If the field is
checked you are telling T.O.M. to search for all field trips that have NOT been billed.
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Canceled:  This field is a check box field.  That means it can either be checked or unchecked.  If the field
is checked you are telling T.O.M. to search for all field trips that have been canceled.


Open:  This field is a check box field.  That means it can either be checked or unchecked.  If the field is
checked you are telling T.O.M. to search for all field trips that have NOT been canceled.


Entering Search Criteria on the Other Tab


This section describes the search fields in the Other tab on the Print Trip Tickets screen
(Figure 2-34).


Figure 2-34. The Other Tab on the Mass Print Trip Ticket Screen


Selected Category: A field trip may be assigned a category code that you created when you first set up
T.O.M.  These codes can be used to group similar field trips (for example, boys basketball).  You may then
search the field trip assignment database for field trips with a specific category.  Click on the down arrow
to the right of the Category field to see a list of Categories that you have entered. Once you find the
Category you desire click on it and it will automatically appear in the Category field.
 
Select Division:  Customers can be assigned to divisions.  You may then search field trip assignments by
division.  If you know the division that you wish to search by then enter here.  If you don’t know the
division you desire T.O.M. provides you with an easy drop down list of all of the divisions that you have
created.  Just click the down arrow to the right of the Division field and a list of existing divisions will
display on your screen.  To select a division simply click on the row containing the desired division and
that division will automatically appear in the Select Division field.
 







User Guide 2-45


Chapter 2: Assigning Drivers & Vehicles to Field Trips, Printing Trip Tickets & Garage Check Lists


Selected Grade:  You may search your field trip assignments by the student grade level that you assigned
to the field trips.  Click on the down arrow to the right of the grade field to see a list of grades that you may
select.  Once you find the grade you desire click on it and it will automatically appear in the grade field.
 
Use Standard T.O.M. Trip Ticket Access Format: This is a check box that you may either check or
uncheck. If you check this field you are telling T.O.M. to automatically use the regular trip ticket format. If
you uncheck this field you can use a custom trip ticket format that you have stored in the MS Access
database TRIPRPT.MDB. This report is selected using the ACCESS format drop-down list as described
below. See Appendix B – Using MS Access to Customize T.O.M. Reports in this manual for details about
customizing your own reports.


ACCESS Format: If you uncheck the Use Standard T.O.M. Trip Ticket Format checkbox as described
above, you can click the drop-down arrow and select from any of the available formats. See Appendix B –
Using MS Access to Customize T.O.M. Reports in this manual for details about customizing your own
reports.
 
Entering Sort Criteria on the Sorting and Lookup Tab


This section describes the sort and ordering fields you can use in the Sorting and Lookup tab on the Print
Trip Tickets screen (Figure 2-35).


Figure 2-35. The Sorting and Lookup Tab on the Mass Print Trip Ticket Screen


Sort by #1: This is the primary sort field. T.O.M. will use this field to sort first. Click on the drop down
arrow to select the field by which to sort. You can sort this field in Ascending or Descending order, which
is specified in the Order By # 1 field.
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Sort by #2: This is the secondary sort field. T.O.M. will use this field to sort second within the results of
the Sort by #1 field. Click on the drop down arrow to select the field by which to sort. You can sort this
field in Ascending or Descending order, which is specified in the Order By # 2 field.


Sort by #3: This is the third sort field. T.O.M. will use this field to sort third within the results of the Sort
by #2 field. Click on the drop down arrow to select the field by which to sort. You can sort this field in
Ascending or Descending order, which is specified in the Order By # 3 field.


Order by #1: Sorts the results of the Sort by #1 field in either Ascending or Descending order. Click the
drop down arrow to choose the sort order.


Order by #2: Sorts the results of the Sort by #2 field in either Ascending or Descending order. Click the
drop down arrow to choose the sort order.


Order by #3: Sorts the results of the Sort by #3 field in either Ascending or Descending order. Click the
drop down arrow to choose the sort order.


Show Additional Trip Dates: As you know T.O.M. allows you to have multiple trip dates for a field trip.
This is very useful for field trips for tournaments for example.  If you are having T.O.M. search your trips
by a date range you may want T.O.M. to consider these additional trip dates.


If this field is checked then T.O.M. will look at the additional trip dates when searching your field trips.  If
this field is unchecked then T.O.M. will look at the field trip’s original departure date only.


?My Mass Trip Ticket Print Screen takes too long to open up.  How can I speed
this up?


When the Mass Trip Ticket Print screen first loads it will immediately fill the lookup list of field trip
assignments with ALL of your field trip assignments in your field trip assignment database.  After a while
this can be quite a lot of field trip assignments and eventually may slow the loading process this program to
unacceptable amounts of time.  Gecko has planned for this event.  You may instruct T.O.M. that you do not
wish to have the Mass Trip Ticket Print screen list all of the field trip assignments in your field trip
assignment database when it first loads.  Rather, you can tell T.O.M. to load the Mass Trip Ticket Print
screen without displaying ANY field trip assignments at first.  This will cause the Mass Trip Ticket screen
to load much faster.  You may then enter your search parameters and then click the Find All button.   Only
then will T.O.M. fill the field trip assignment list and in that list will only be field trip assignments that
meet your search parameters.


To instruct T.O.M. NOT to load the Mass Trip Ticket Print screen with ALL of your field trip assignments
when it first loads you would uncheck the Auto Fill Field Trip Lists check box in your District Options.
See Chapter 4 - District Options in the T.O.M. Getting Started Manual.
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Driver Refusals, Passes, Skips and
Makeups
Many times for many reasons your drivers refuse field trips that are assigned to them.  This can be a
headache because you must not only log that this driver is not going to drive the field trip but you must
also find a new driver to replace the driver that refused his / her assignment.  Many districts have strict
limits of the number of times that a driver may refuse field trip assignments.  If a driver exceeds that limit
then he / she is dropped from the schedule of drivers available to be assigned to field trips.


T.O.M. makes the handling of driver refusals of field trip assignments a snap.  T.O.M. will let you log in
the driver refusal and automatically assign a new replacing driver in one easy step!  T.O.M. also
automatically logs each time a driver refused a field trip assignment.  You can then easily monitor the
number of times a driver has refused field trip assignments by either printing the Driver Refusal Report or
the Driver Activity Report.  These reports let you see in detail the number of times that a driver has refused
a field trip assignment.  You can then make the determination if a driver should be removed from a
schedule of drivers available for field trips in an informed manner.  NOTE: T.O.M. DOES NOT
automatically drop drivers from a schedule of available drivers.


T.O.M. offers you three methods to indicate that a driver is refusing a field trip assignment:


• Driver Refusal
• Driver Pass
• Driver Pass that will have a Makeup


If you indicate that a driver has Refused a field trip T.O.M. will automatically log the driver refusal for
later reporting purposes and then ask you if you wish to automatically assign another driver to replace the
refused driver (all in one step)!


If you indicate that a driver has Passed a field trip then you are telling T.O.M. that while the driver will not
be performing the field trip, you do not want T.O.M. to put on the driver’s record that he / she had refused
a field trip assignment.  You might use this method if the driver, for example, was given a field trip
assignment in a last minute manner.  If the driver refuses the field trip assignment because of a scheduling
conflict, you might not think it was right that the driver be marked with a refusal.  Instead you instruct
T.O.M. that the driver passed the field trip assignment.  T.O.M. then knows that the driver will not be
performing the field trip, but that he / she should not be marked with a refusal.  NOTE: Passed field trip
assignments do NOT show up on either the Driver Refusal Report or the Driver Activity Report.


If you indicate that a driver has Passed-Makeup then you are telling T.O.M.; that driver will not be
performing the field trip, that you do not want T.O.M. to put on the driver’s record that he / she has refused
a field trip assignment AND that you want to replace this field trip assignment with another field trip
assignment (or make it up).
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You might use this option, for example, if the driver was forced to decline a field trip due to another driver
refusing his / her assignment to the field trip at the last minute.  The first driver had been somewhat
unfairly forced to waste his / her place in the rotation due to the other driver refusing the field trip in an
unacceptably late time frame.  Rather than have the first driver in effect penalized due to the second drivers
irresponsible refusal you can tell T.O.M. to pass the first driver for this field trip but to remember that
driver for future field trips.


NOTE: If your district has a policy of NOT replacing certain driver passes then you should make
sure that the Replace Auto Skips / Makeups option is turned off in your District Options. For more
information see the Chapter 4 – District Options in the T.O.M. Getting Started Manual.


In this chapter you will learn:


• Logging a Driver Refusal and Replacing That Driver With a New Driver
 


• Logging a Driver Pass Instead of a Driver Refusal
 
• How T.O.M. Tracks Skipped / Passed Drivers Who Need A Replacement Trip
 


• Why Automatic Assignment Skips Some Drivers.
 


• Using the Passed-Makeup Option.
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Logging a Driver Refusal and Replacing That Driver With a
New Driver
What a headache!  It wasn’t enough that you had to log and schedule the field trips, assign the drivers and
vehicles to the field trips and notify the drivers that they were assigned to certain field trips.  But now some
of the drivers are refusing their field trip assignments!  Which means that you have to record the driver
refusals and find more drivers to replace the refusing drivers and notify the new drivers that they now are
assigned to the field trips.  Talk about your run around!


T.O.M. makes all of the hassle of driver refusals go away.  To process a driver refusal you change a
driver’s status from Assigned to Refuse and T.O.M. does the rest!  The driver’s refusal will be logged, a
new driver will automatically be assigned to the field trip and a Trip Ticket for the new driver will
automatically print.  It’s that easy.


The following is a detailed discussion of the steps you take when processing a driver refusal:


1. Retrieve the field trip you wish to assign by using the Field Trip Search / Selection screen (see
Figure 1-2 in Chapter 1 - Entering Field Trips, Printing Estimates and Using the Field Trip Inquiry of
this manual).  Or you may enter a new field trip then press the Save button.


 
2. Click the Trip Driver Info button (Figure 4-1).


 


Figure 4-1. The Trip Driver Info Button


Click the Trip Driver Info button to
change an assigned driver’s status.
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This will cause the Trip Driver Information screen (Figure 4-2) to display.


 
 
 
 
 


Figure 4-2. Trip Driver Information Screen


3. Change the selected driver’s status from Assigned to Refused.  To change a driver’s status on a field
trip click the down arrow of the Status drop down list box (Figure 4-3).  This list box displays the
many types of status options that you may assign to drivers of a field trip.  Point to the word Refused
and click it with your mouse.  The system will automatically change the Status box from Assigned to
Refused.


Driver status for field trip.  Click
arrow to list types of status options.
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Figure 4-3. Changing a Driver’s Status From Assigned to Refused


4. T.O.M. then asks you which vehicle type the new replacement driver will use (Figure 4-4).
 


 
 Figure 4-4. T.O.M. Asking What Vehicle Type to Assign to the Replacement Driver


Point to the word Refused and click it.  This will
cause T.O.M. to automatically log the driver refusal


The Trip Leg drop-down list appears ONLY if the field trip is marked as a shuttle trip in the
Assignment tab of the Detailed Field Trip screen. Click the drop-down arrow to select the leg
of the trip for this driver. Leave it blank to assign one driver to each leg.
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At this point, if you do not wish to assign a replacement driver then click the Exit button and T.O.M.
will bypass the step of automatically assigning a replacement driver. If you do wish T.O.M. to assign a
replacement driver then chose the vehicle type to assign to that driver and click the OK button.  If your
field trip did not have an alternate vehicle type assigned then T.O.M. will disable the alternate vehicle
type when asking this question and you will only be allowed to indicate the normal vehicle type.


NOTE: The Trip Leg drop-down list appears ONLY if the field trip is marked as a shuttle trip in the
Assignment tab of the Detailed Field Trip screen. Click the drop-down arrow to select the leg of the
trip for this driver. Leave it blank to assign one driver to both legs.


T.O.M. then assigns a replacement driver and displays the new driver on the Driver Information
screen.


NOTE: You can enter a note about the driver’s refusal in the driver’s notes section of the Driver
Information screen (Figure 4-5). Take care to ensure that you are entering the notes for the driver that
actually refused the field trip assignment.   After T.O.M. has assigned a replacement driver
automatically for the refusing driver you may find that the trip employee screen is positioned on the
replacement driver rather than the driver refusing the field trip.


Figure 4-5. Adding Driver’s Refusal Notes to the Driver Information Screen


This not appears on the Driver’s Notes report as described in Chapter 8 – Management Reports later
in this manual.


5. Click the Exit button to return to the Detailed Field Trip screen (Figure 4-1).







User Guide 4-7


Chapter 4: Driver Refusals, Passes, Skips and Makeups


Logging a Driver Pass Instead of a Driver Refusal
Sometimes a driver can’t accept his / her field trip assignment and it wouldn’t be accurate to say that he /
she refused the field trip.  A sudden emergency at home, for example, causes the driver to refuse the field
trip.  Whatever the circumstances, there are times when a driver must refuse a trip and you don’t want
T.O.M. to record an official refusal that will show up on various management reports.   On these occasions
you would tell T.O.M. that the driver Passed the field trip.


A simple Passed doesn’t show up on any refusal report.  Nor does a Passed cause the driver to receive any
special consideration in assigning any new field trips as Canceled or Passed-Makeup’ does.  A pass just
causes the driver’s field trip assignment to be ignored.  Nothing more.  T.O.M. does not assign a
replacement driver when you change a driver’s field trip assignment to pass.  If you do wish to have the
driver’s Passed field trip assignment replaced then you should refer to the section titled Using the Passed-
Makeup Assignment Option later in this chapter.


The following is a detailed discussion on the steps you must take to change a driver’s field trip assignment
to pass:


1. Retrieve the field trip you wish to assign by using the Field Trip Search / Selection screen (see
Figure 1-2 in Chapter 1 - Entering Field Trips, Printing Estimates and Using the Field Trip Inquiry of
this manual).  Or you may enter a new field trip then press the Save button.


 
2. Click the Trip Driver Info button (Figure 4-6).


 


 


Figure 4-6. The Trip Driver Info Button
This will cause the Trip Driver Information Screen (Figure 4-7) to display.


Click the Trip Driver Info button to
change an assigned driver’s status.
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Figure 4-7. Trip Driver Information Screen
 
3. Change the selected driver’s status from Assigned to Passed.  To change a driver’s status on a


field trip click the down arrow of the Status drop down list box (Figure 4-8).  This list box displays the
many types of status options that you may assign to drivers of a field trip.  Point to the word Passed
and click it with your mouse.  The system will automatically change the Status box from Assigned to
Passed.


 


Driver status for field trip.  Click arrow
to list various status options.
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Figure 4-8. Changing a Driver’s Status From Assigned to Passed
 
4. Click the Exit button to return to the Detailed Field Trip screen (Figure 4-6).


Point to the word
Passed and click it.
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Passed-Makeup / Skipped Drivers


How T.O.M. Tracks Skipped / Passed Drivers Who Need A Replacement Trip


T.O.M. Tracks those drivers who need makeup field trips in a separate list and remembers which of those
makeup trips have been replaced and which have not.  There are two ways that drivers can be placed on
this Makeup Trip List:


• The driver is skipped by the T.O.M.’s Automatic Assignment Engine when they were selected
from the schedule for assignment.


• The driver was originally assigned to a field trip and then that driver’s assignment status for the
field trip was manually changed from Assigned to Passed-Makeup.


 This Makeup Field Trip list is a separate list from the Canceled Driver List and is considered lower in
priority than the Canceled Driver List.  T.O.M. will replace driver cancellations before it will replace
Makeup Field Trips.  However, T.O.M. will try and replace Makeup Field Trips before it turns to the next
driver in the schedule assigned to the field trip.  Figure 4-9 shows the order in which T.O.M. will select
drivers for possible field trip assignment:


Overall Priority of Drivers Used by Automatic Assignment Engine


.


Figure 4-9. Overall Priority of Drivers Used by Automatic Assignment Engine


Assign field trips to
any drivers with open
canceled field trips.


Assign field trips to
any drivers with open


makeups.


Assign field trips to
drivers in the


schedule assigned to
field trip.
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How T.O.M. Tracks Skipped / Passed-Makeup Drivers Who Need A Replacement
Trip


A critical feature to driver automatic assignment is T.O.M.’s ability to first assign drivers who need a field
trip assignment made up before assigning drivers from a schedule.  To do this T.O.M. must keep track of
both those drivers who were first selected to be assigned by the Automatic Assignment Engine but were
then skipped and those drivers who were assigned to a field trip and then had that assignment changed
manually to Passed-Makeup.  The following is a detailed discussion of how T.O.M. keeps track of Makeup
drivers and how those drivers are later assigned replacing field trips:


1. Either a driver was skipped during automatic assignment when he / she should have been assigned a
field trip or a driver’s assignment status to a field trip was manually changed to Passed-Makeup.
T.O.M. automatically enters the driver, the field trip number and the date of the field trip into the
Makeup Driver List.  This list contains all makeups, both replaced and open.  See Figure 4-10 for an
illustrated example of this process.


 


 
 


                                              
 
 
 
 


 
 
 
 
 
 


Figure 4-10. Example of T.O.M.  Tracking Canceled Driver Assignments


Makeup Driver List


Driver


Skipped
/


Passed
Trip Sched.


Repl.
Trip#


Sue
Mell


111 Mid
Day


Vic
Mix


107 Mid
Day


Ted
Oso


101 Week
Day


Mike
Flyn


98 Mid
Day


100


T.O.M.


Driver- Sue Mell


Was skipped during
automatic assignment on:


Trip #111
Schedule - Mid Day


Due to: Other conflicting
field trip assignment.


Driver- Vic Mix


Assignment status
manually changed to
Passed-Makeup for:


Trip #107
Schedule - Mid Day
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2. Later when T.O.M. attempts to automatically assign drivers to a field trip before selecting drivers from
the schedule T.O.M. first inspects the Canceled Driver List to see if there are any canceled drivers
who:


 
• Have not had their canceled assignment replaced by another Field Trip.


• Had an original assignment with the same schedule (for example Mid Day) as the new field trip
that T.O.M. is attempting to automatically assign.


 
If both of the conditions above are FALSE then T.O.M. turns to the Makeup Driver List.  T.O.M.
inspects the Makeup Driver List for drivers who:    


 
• Have not had their makeup assignment replaced by another field trip.


• Had an original assignment with the same schedule (for example Mid Day) as the new field trip
that T.O.M. is attempting to automatically assign.
 


If both of the conditions above are TRUE then T.O.M. will assign the makeup driver(s).  Then if there
are no more makeup drivers who meet the previous two conditions T.O.M. will turn to the schedule
list of drivers.  See Figure 4-11 for an illustrated example of this process.


 
 
 


 
 
 
 
 
 
 
 
 
 
 
 


Figure 4-11. T.O.M. Checking Makeup Driver List First Possible Drivers to Assign to New Field Trip
 


Field Trip #112


Schedule: Mid Day


Drivers Required:


2 T.O.M.


Selected Drivers
that will be


assigned to field
trip #112


New Field Trip


Makeup Driver List


Driver


Skipped
/ Passed


Trip
Sched.


Repl.
Trip#


Sue
Mell


111 Mid
Day


Vic
Mix


107 Mid
Day


Ted
Oso


101 Week
Day


Mike
Flyn


98 Mid
Day


100
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3. T.O.M. then records the number of the new field trip as the replacement field trip number on the
Makeup Driver record.  This information is kept on record to allow your district to later report to the
driver that in fact all of his / her makeup field trip assignments were replaced and which field trips
replaced the makeup assignments.  Figure 4-12 gives an illustrated example of this process.


 
 
 
 
 
 
 
 
 
 
 


 
 


Figure 4-12. T.O.M. Selects Two Makeup Drivers to Assign to New Field Trip and Logs the
New Field Trip Number Into Makeup Driver List


? Why Does Automatic Assignment Skip Some Drivers?


There are only five reasons why a driver who was selected by T.O.M.’s Automatic Assignment Engine to
be assigned to a field trip would then subsequently be skipped.  All drivers that are skipped by T.O.M. for
automatic assignment are logged in T.O.M.’s Assignment Activity Log (see Chapter 11 later in this book
for more information).


Reason 1:
The field trip that T.O.M.’s Automatic Assignment Engine is trying to assign the driver to is in conflict
with another field trip that the driver is ALREADY assigned to.  There are two situations that will cause
T.O.M. to consider a potential field trip assignment in conflict with another previous field trip assignment:


• The potential field trip assignment is for the same day, same driver and same SCHEDULE as
another previous field trip assignment.


 
• The potential field trip is for the same day and same driver, different schedule as another field trip


assignment AND the potential field trip’s departure and return times overlap with the potential
field trip assignments.


 
NOTE:  You must specifically instruct T.O.M. to check for this kind of conflict in the Assignment Section
of your District Options Screen.  You may also specify an amount of time that you consider to be to close
between when one field trip ends and another field trip begins.  For example, you may tell T.O.M. in the


Field Trip #112


Schedule: Mid Day


Drivers Assigned:


Sue Mell
Vic Mix T.O.M.


Replacement Trip
Recorded on
Canceled List


New Field Trip


Makeup Driver List


Driver


Skipped
/


Passed
Trip Sched.


Repl.
Trip#


Sue
Mell


111 Mid
Day


112


Vic
Mix


107 Mid
Day


112


Ted
Oso


101 Week
Day


Mike
Flyn


98 Mid
Day


100
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Assignment Section of your District Options Screen to check for conflicts with other field trip with other
schedules and that if two field trips on the same day for the same driver start / end within an hour of each
other then that is too close for comfort.  So for example, if the driver Ima Driver already has one field trip
assignment on 2/23/98 from 8:00 AM - 11:30 AM in the morning schedule and is being considered for
another field trip on 2/23/98 from 12:00 PM - 3:00 PM in the afternoon schedule using the previously
discussed assignment options these two assignments would be considered  too close and the employee
would be skipped for the later field trip assignment.


 
Reason 2:
You have instructed T.O.M. in the District Options Screen to preclude weekly overtime when assigning
field trips and if the driver was assigned to this field trip he / she would have more than the number of
hours for the week that you specified either in the driver’s employee type or in the Assignment Section of
your District Options Screen.


 
NOTE:  You can instruct T.O.M. to consider any overlaps between a potential field trip assignment and
the employee routes when calculating the weekly hours.  For example, Ima Driver normally, has 37 hours a
week in regular routes and is being considered for a 5-hour field trip.  You have told T.O.M. to preclude
weekly overtime and you defined any hours over 41 hours a week as overtime hours.  In this situation Ima
Driver would be skipped from the field trip assignment.  However, you may instruct T.O.M. to consider
any overlapping hours between Ima Driver’s field trips and routes.  This is because if Ima Driver is
assigned a field trip during his route you will find a replacement for Ima Driver’s route so Ima Driver is
free to take the field trip.  In this example the field trip is from 8:00 AM - 1:00 PM.  Ima driver has a route
from 8:30 AM - 10:00 AM.  Therefore, while the field trip assignment would add 5 hours to Ima Driver’s
weekly hours the overlapping route time of 1.5 hours would be subtracted leaving a net total weekly hours
of 40.5.  Ima Driver would, therefore, receive the field trip assignment.


Reason 3:
You have instructed T.O.M. in the District Options Screen to preclude daily overtime when assigning field
trips and if the driver was assigned to this particular field trip he would have more than the number of
hours for the day that you specified either in the driver’s employee type or in the Assignment Section of
your District Options Screen.


 
NOTE:  You can instruct T.O.M. to consider any overlaps between a potential field trip assignment and
the employee routes when calculating the daily hours.  For example, Ima Driver normally, has 7 hours on
Monday in regular routes and is being considered for a 4-hour field trip for that day.  You have told
T.O.M. to preclude weekly daily overtime and you defined any hours over 10 hours a day as overtime
hours.  In this situation Ima Driver would be skipped from the field trip assignment.  However, you may
instruct T.O.M. to consider any overlapping hours between Ima Driver’s field trips and routes.  This is
because if Ima Driver is assigned a field trip during his route you will find a replacement for Ima Driver’s
route so Ima Driver is free to take the field trip.  In this example the field trip is from 8:00 AM - 12:00 PM.
Ima driver has a route from 8:30 AM - 10:00 AM.  Therefore, while the field trip assignment would add 4
hours to Ima Driver’s daily hours for Monday the overlapping route time of 1.5 hours would be subtracted
leaving a net total daily hours for Monday of 9.5.  Ima Driver would, therefore, receive the field trip
assignment.


 
Reason 4:
You have instructed T.O.M. in the District Options Screen to preclude assigning field trips that will be in
conflict with a driver’s route hours and if the driver was assigned to this field trip he / she would conflict
with one or more of the his / her routes.


Reason 5:
You have specified certain driver characteristics for a field trip and the prospective driver to be assigned to
the trip does not have those characteristics.
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Using the Passed-Makeup Assignment Option


Sometimes when a driver refuses a trip you might feel that the circumstances are such that the driver
should not only avoid being penalized for a refusal but also that driver should have the field trip
assignment replaced.  It might be a refusal due to a last minute field trip assignment handed to the driver or
the driver must refuse the field trip because he / she is performing another assignment that you requested.
Whatever the circumstances, there are times when a driver must refuse a trip and you don’t want T.O.M. to
record an official refusal that will show up on various management reports and you want the field trip
assignment that the driver refused to be replaced by another field trip assignment.   On these occasions you
would tell T.O.M. that the driver Passed-Makeup the field trip.


A Passed-Makeup doesn’t show up on any refusal report.  A Passed-Makeup does cause the driver to
receive a special consideration in assigning new field trips in a way similar as cancellation does. For more
information on how a Passed-Makeup field trip is replaced see the section titled How T.O.M. Tracks
Skipped / Passed Drivers Who Need A Replacement Trip found earlier in this chapter.


The following is a detailed discussion on the steps you must take to change a driver’s field trip assignment
to Passed-Makeup’:


1. Retrieve the field trip you wish to assign by using the Field Trip Search / Selection screen (see
Figure 1-2 in Chapter 1 - Entering Field Trips, Printing Estimates and Using the Field Trip Inquiry of
this manual).  Or you may enter a new field trip then press the Save button.


 
2. Click the Trip Driver Info button (Figure 4-13).


 


 
Figure 4-13. The Trip Driver Info Button


Click the Trip Driver Info button to
change an assigned driver’s status.
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This will cause the Trip Driver Information Screen (Figure 4-14) to display.


 
 
 
 


Figure 4-14. Trip Driver Information Screen


3. Change the selected driver’s status from Assigned to Passed-Makeup.  To change a driver’s status on a
field trip click the down arrow of the Status drop down list box (Figure 4-15).  This list box displays
the many types of status options that you may assign to drivers of a field trip.  Point to the word
Passed-Makeup and click it with your mouse.  The system will automatically change the Status box
from Assigned to Passed-Makeup.


 


Driver status for field trip.  Click
arrow to list various status options.
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Figure 4-15. Changing a Driver’s Status From Assigned to Passed-Makeup
 


4. Click the Exit button to return to the Detailed Field Trip screen (Figure 4-13).


Point to the word Passed-
Makeup and click it.
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Entering Driver Field Trip Miles and
Hours and Billing Field Trips
There are many advantages to billing for your field trips if you are a school district.  You have a higher
degree of accuracy for the true costs of your field trips.  You can more quickly identify those funds that
have not been accurately transferred to the transportation department for field trip services rendered.  You
can help both individual schools as well as your district budget for field trip costs.  You can also assist
schools and the district in monitoring field trip budget balances.


If you are a private contractor then, of course, you must bill for field trip.  It is one of your main income
sources.


T.O.M. makes billing trips as easy as a two-step process.  First enter driver hours and miles then click a
button and T.O.M. prints a bill.  Or, if you need a more sophisticated process T.O.M. allows you to enter
the driver’s hours and miles for field trips at various times and then later bill a group of field trips.  T.O.M.
lets you print / reprint field trip invoices before or after you have billed the field trip.  T.O.M. also lets you
print a Field Trip Statement that shows summary billing, payment and adjustment activity for the field trip.
 
In this chapter you will learn:


• Entering a Driver’s Field Trip Hours and Miles
 


• Entering Driver Expenses
 


• Using the Driver’s Post Date for Payroll Reports
 


• How T.O.M. Calculates the Amount to Bill a Field Trip
 


• Billing A Single Field Trip


• Correcting Mistakes AFTER You Have Billed Your Field Trip
 


• Reprinting the Invoice of A Single Trip
 


• Printing A Field Trip Statement
 


• Billing A Group of Field Trips
 


• Printing / Reprinting A Field Trip Invoice For A Group of Trips
 


• Using the Group Estimate, Invoice or Billing Preparation Report Routine
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Entering a Driver’s Field Trip Hours and Miles


After the field trip is over you need to capture the actual miles of the field trip and the actual driver hours
that were required to perform the field trip.  Most districts have the drivers record their field trip miles and
hours using the Field Trip Ticket that T.O.M. automatically prints when it assigns drivers to a field trip.
You may, however, use any form that you prefer.


The following is a detailed discussion on the process of entering driver field trip miles and hours:


1. Retrieve the field trip you wish to enter driver miles and hours by using the Field Trip Search /
Selection screen (see Figure 1-2 in Chapter 1 - Entering Field Trips, Printing Estimates and Using the
Field Trip Inquiry of this manual).  Click on the field trip that you desire and click the Edit button. The
Detailed Field Trip screen is displayed (Figure 5-1).


 
2. Click the Trip Driver Info button (Figure 5-1).


 


 
 
 
 


 
 


Figure 5-1. The Trip Driver Info Button
 


This will cause the Trip Driver Information screen (Figure 5-2) to display.


Click the Trip Driver Info button to
enter driver miles and hours.
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The Trip Driver Information screen uses three tabs to help you enter data in an organized fashion.
They are the General tab, the Notes tan and the Other tab. Click on the tab to see its options.


 
 
 
 
 
 


Figure 5-2. Trip Driver Information Screen


Click on a tab to view its
options.







5-4 Transportation Operations Manager


Chapter 5: Entering Driver Field Trip Miles and Hours and Billing Field Trips


3. Enter the driver’s miles and hours in the following ways:


• Enter the driver’s miles and hours that are already calculated.


If you have already calculated the driver’s miles and hours and simply need to enter them into
T.O.M., then just enter the field trip miles and hours for each driver in the Miles and Hours fields.
You may enter both partial miles and partial hours.  See (Figure 5-3) as an example.  When you
are finished click the Exit button and you will be returned to the Detailed Field Trip screen
(Figure 5-1).


Figure 5-3. Trip Driver Information Screen With Driver Miles and Hours Entered


• Enter the driver’s miles and hours using odometer readings and times and have T.O.M. calculate
the miles and hours.


Many schools have the drivers log down the beginning and ending odometer readings and times
when they perform the field trip.  T.O.M. will allow you to enter these odometer readings and
beginning and ending times and then calculate the miles and hours for you.  This allows you to
enter the driver’s miles and hours without having to perform any preparation work on the driver’s
trip tickets.  The following are three examples of using these fields and how T.O.M. calculates the
miles and hours for you.   When you are finished click the Exit button and you will be returned to
the Detailed Field Trip screen (Figure 5-1).


Driver miles and hours fields
where each driver’s actual field
trip miles and hours are entered.
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Example 1:
Entering simple beginning and ending odometer readings and times and having T.O.M. calculate
the miles and hours.


In this example you are simply entering the driver’s beginning and ending odometer readings and
the driver’s beginning and ending times and then clicking the Calc Miles and Calc Hours buttons
and T.O.M. automatically calculates the miles and hours and places them in the Miles and Hours
Fields (Figure 5-4).


Figure 5-4. Trip Driver Information Screen With Driver Beginning and Ending Odometer Readings and
Times Entered and T.O.M. Calculating Trip Miles and Hours


Enter the driver’s beginning and ending odometer readings and
then click the Calc Miles button.


Enter the driver’s beginning and ending times and then click the
Calc Hours button.


T.O.M. automatically
calculates the driver’s miles
and hours from the Odometer
and Time entries.
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Example 2:
Entering four sets of odometer readings and times and having T.O.M. calculate the miles and
hours (Figure 5-5).


In this example you are entering four sets of odometer readings and times and then clicking the
Calc Miles and Calc Hours buttons.  The Beginning and Ending odometer readings and times are
the odometer readings when you leave and arrive back at the school or bus garage.  The Arrival
and Departing odometer readings and times are the odometer readings when you arrive at the
destination and leave the destination.  A typical example of when you would use four sets of
odometer readings and times is when the drivers are performing a drop and return or shuttle trip
where the driver takes the passengers to the destination and drops them off at the destination.  The
driver then leaves the destination and performs another job like a route or another field trip.  The
driver then later returns to the destination and picks up the passengers and returns them back to
the school.  In this scenario T.O.M. is sophisticated enough to calculate the mileage between the
Beginning and Arrival odometer readings and hours and between the Leave and Ending odometer
readings and hours.  T.O.M. then totals the miles and hours between these two segments and
places them in the Miles and Hours fields in the Trip Driver Information screen (Figure 5-5).


Figure 5-5. Trip Driver Information Screen With Driver Beginning, Arrival, Leave and Ending Odometer
Readings and Times Entered and T.O.M. Calculating Trip Miles and Hours


T.O.M. automatically calculates
the driver’s miles and hours from
the Odometer and Time entries.


Enter the driver’s beginning, arrival, leave and ending odometer readings
and then click the Calc Miles button. Enter the driver’s beginning,
arrival, leave and ending times and then click the Calc Hours button.







User Guide 5-7


Chapter5: Entering Driver Field Trip Miles and Hours and Billing Field Trips


Example 3
Enter simple beginning and ending odometer readings and times and have T.O.M. calculate the
miles and hours including adding customer miles and hours to the miles and hours calculated
from the odometer readings and times (Figure 5-6).


Many districts have their drivers log the beginning and ending odometer readings and times from
school to school.  This means that the drivers log the odometer readings and time when they start
the field trip at the school and when they return back to the school.  Those districts then add an
additional number of miles and time that it takes a driver to drive to the school from the bus
garage and then back.  T.O.M. allows you to enter this standard miles and time in your customer
screen.  Then whenever you instruct T.O.M. to calculate a driver’s actual miles or hours from the
odometer readings and times T.O.M. will check and see if you have set up additional miles and
hours for that customer.  If you have entered these additional miles and hours T.O.M. will display
those miles and hours on the Trip Driver Information screen and add them to the calculated miles
and hours (Figure 5-6).  


Figure 5-6. Trip Driver Information Screen With Driver Beginning and Ending Odometer Readings and
Times Entered and T.O.M. Calculating Trip Miles and Hours Also Using the Customer Miles and Hours


T.O.M. adds the miles and
hours that you set up in the
Customer Screen to the
calculated miles and hours.


Enter the driver’s Beginning, and Ending odometer
readings and then click the Calc Miles button.
Enter the driver’s Beginning, Ending times and then
click the Calc Hours button.


T.O.M. automatically calculates the
driver’s miles and hours from the
Odometer and Time entries.







5-8 Transportation Operations Manager


Chapter 5: Entering Driver Field Trip Miles and Hours and Billing Field Trips


Example 4:
Entering four sets of odometer readings and times and having T.O.M. calculate the miles and
hours and wait time hours (Figure 5. 7).


In this example you are entering four sets of odometer readings and times, clicked the Calc Wait
Time check box and then clicking the Calc Miles and Calc Hours buttons.  The Beginning and
Ending odometer readings and times are the odometer readings when you leave and arrive back at
the school or bus garage.  The Arrival and Departing odometer readings and times are the
odometer readings when you arrive at the destination and leave the destination.  Normally, if a
driver has four sets of odometer readings and times they are either performing a drop and return
type trip or they are performing a trip with wait time (time the driver is not driving merely waiting
for the passengers at the destination site).  If you check the Calc Wait Time check box you are
telling  T.O.M. to calculate the mileage between the Arrival hours and the Leave hours as the wait
time.  T.O.M. then places this wait time in the Wait Time Field (Figure 5. 7).


Figure 5. 7. Trip Driver Information Screen With Driver Beginning, Arrival, Leave and Ending Odometer
Readings and Times Entered and T.O.M. Calculating Trip Miles and Hours AND Wait Time


T.O.M. automatically calculates the driver’s wait
time from the driver’s arrival and leave times.


T.O.M. automatically calculates
the driver’s miles and hours from
the Odometer and Time entries.


Enter the driver’s beginning, arrival, leave and ending
odometer readings and then click the Calc Miles button.
Enter the driver’s beginning, arrival, leave and ending times
and then click the Calc Hours button.


Check Cacl Wait Time
before clicking the Calc
Hours Button to have T.O.M.
calculate the drivers wait
time
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What about over time wait time?
Currently,  T.O.M. does not automatically calculate the amount of wait time that was in overtime.
However, T.O.M. does allow you to enter the number of wait time hours that were in overtime for a driver
for a field trip.  These hours are stored in the field titled ‘OT Wait Time:’ (Figure 5. 7).  T.O.M. allows you
to have a different hourly rate for overtime wait time in both the Billing Rates Screen as well as the six
employee rates.


Entering A Driver’s Expenses
Sometimes when a driver performs a field trip he / she will incur expenses that you may want to bill the
customer.  Of course, T.O.M. will allow you to enter flat amounts in for a field trip.  However, what if
more than one driver has performed a field trip and each driver incurs a different expense that you want to
bill the customer?  A typical example of this is if you had an overnight field trip that had multiple drivers
and each driver had an expense account for the trip that needed to be billed to the customer.  T.O.M. allows
you to enter this information in the Trip Driver Information screen for each driver assigned to the field trip
(Figure 5-8).  T.O.M. will then add this amount to the invoice amount of the field trip.


Figure 5-8. Entering Driver’s Field Trip Expense Amount


Enter the dollar amount of a specific driver’s
field trip expense for that field trip.
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Using the Driver’s Post Date for Payroll Reports
Many school districts must report a driver’s field trip hours separate from the driver’s other hours.  In
general this information is easy to retrieve from T.O.M. by simply listing all of the field trips with the
driver’s actual hours the driver has taken over a certain period of time.  However, this can be complicated
if the driver turns in his / her trip tickets so late that they must be reported during a later payroll period.
Trying to retrieve a report that showed for example all the field trip hours a driver had for one week and
include with it the field trip hours the driver had for a prior week that were turned in this week is not
possible with the some of the standard field trip information and reports that T.O.M. keeps.


Fortunately, T.O.M. has a feature to help with this situation.  When you enter a driver’s actual hours or
have T.O.M. calculate those actual hours T.O.M. records that date that this was done in a field called the
Post Date (Figure 5-9), which is located on the Other tab of the Trip Driver Information screen.  This is the
date that the employee’s actual hours were posted or entered into the computer for a field trip.  You may
change this date.  T.O.M. then offers you a special report called the Employee Payroll Report that allows
you to print the driver’s field trip hours for a range of POST DATES.  The combination of the Post Date
and the Employee Payroll Report give you the tracking that you need to accurately report an employee’s
field trip hours for any payroll period.


Figure 5-9. The Post Date (or Date the Employee’s Actual Time Was Entered into T.O.M.)


The Post Date automatically defaults to the date
of the day that you enter the driver’s actual hours.
But it can be changed.


Click on the
Other tab.
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Using the Hours Paid Field for Payroll Reports
The Hours Paid field defaults to the hours billed. For example, Figure 5-10 shows 4.50 billed hours and
4.50 paid hours.


Figure 5-10. The Hours Paid Field for Payroll Reports


You can override the paid hours by entering a different amount in the Hours Paid field. This amount will
show up in the Employee Payroll Reports as described in Chapter 8 – Management Reports later in this
manual.


The Hours Paid field defaults to the hours
billed, but it can be changed. This amount will
show up in the Employee Payroll Reports.
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Telling T.O.M. Whether to Add the Employee’s Field Trip
Hours to the Employees Weekly / Daily Hours for Overtime
Determination
The Add to Emp.’s OT Hours checkbox (Figure 5-11) defaults to the setting (checked or unchecked)
designated in the Other field of the District Options screen. (See Chapter 4 – District Options in the T.O.M.
Getting Started Manual).  You can override the District Options setting for this field trip by checking or
unchecking the Add to Emp.’s OT Hours checkbox.


Figure 5-11. The Add to Emp.’s OT Hours Checkbox


Sometimes you may not want an employee’s hours for a field trip to be considered when T.O.M. calculates
the daily or weekly hours for overtime preclusion.  For example, you may have a last minute trip that you
badly need a driver to take.  As an incentive you offer a driver that if he / she takes the trip the hours for
that trip will not go against that drivers total hours for the week / day when considering field trip
assignments for other field trips.  (In other words, ‘this won’t go against your overtime hours’).  T.O.M.
allows you to do this with the Add to Emp’s OT hours field .


If this checkbox is checked, 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, T.O.M. will not add these field trip hours
when determining if any new field trip assignments for this employee should be skipped due to overtime
preclusion.


The Add to Emp.’s OT Hours defaults to the setting
(checked or unchecked) designated in the Other tab of the
District Options screen.
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Manually Telling T.O.M. How Many Overtime Hours to Bill
for Field Trip
Normally T.O.M. calculates a driver’s daily and weekly OT hours that will be billed to the customer for the
field trip. As shown in Figure 5-12, the Calculate OT checkbox will be checked. This checkbox is
designated in the Other field of the District Options screen. (See Chapter 4 – District Options in the T.O.M.
Getting Started Manual.


Figure 5-12. Uncheck the Calculate OT Checkbox to Manually Enter OT Hours


However, you can uncheck the Calculate OT checkbox and then manually enter the amount of overtime
hours in the OT Hours field, as shown in Figure 5-13. T.O.M. will bill the overtime rate based on the hours
entered in this field.


T.O.M. will automatically calculate a driver’s daily and weekly
OT hours. If you uncheck the Calculate OT checkbox, you can
then manually enter hours in the OT hours field (Figure 5-13).
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Figure 5-13. Manually Enter OT Hours for T.O.M. to Bill Overtime Rates


NOTE: This impacts only field trips that use a billing rate with billing instructions set to “Employee Rates
with OT” or “Employee Rates with Daily OT.”


Entering Driver Notes
You can enter notes about the selected driver on the Notes tab of the Trip Driver Information screen
(Figure 5-14). For example, you might enter notes about the driver’s performance or timeliness on the field
trip, notes why the driver refused a trip or notes about the driver’s attitude about the trip. The notes should
apply only to this driver and only about this field trip.


With the Calculate OT check box unchecked,
you can manually enter the OT hours for
T.O.M. to bill overtime rates.
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Figure 5-14. Entering Driver Notes


Driver notes can be independently authorized in the security portion of T.O.M. See the Driver Notes report
in Chapter 8 – Management Reports later in this manual that reports these notes.


How T.O.M. Calculates the Amount to Bill a Field Trip
T.O.M. is very flexible in when and how you may bill for your field trips.  You may bill a single field trip
or you may bill a group of field trips.  T.O.M. allows you many different options as to how T.O.M. is to
calculate how much to bill for a field trip.  You specify how T.O.M. is to calculate the amount to bill a
field trip by the billing rate that you selected for the field trip and the billing instructions you selected for
the billing rate.  The following is a detailed discussion of each of the major ways that you can bill field
trips using T.O.M.  This is not an exhaustive discussion.  There are many combinations of elements such as
different rates, minimum amounts, flat amounts, customer amounts and employee expenses that allow you
wide number of choices in how your field trip bills get calculated.  This is just a discussion of the major
options available to you when defining field trip billing:


Enter driver notes. This field can be
independently authorized in the security
portion of T.O.M.
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 How T.O.M. Calculates the Amount to Bill a Field Trip


If the Billing Rate Has ‘Rate’ in the Billing Instructions


When the billing rate that you assigned to the field trip has a billing instruction of ‘RATE’ then you are
telling T.O.M. that you basically want to multiply the driver’s actual hours by an hourly rate and the driver’s
actual miles by a mileage rate.  Both the mileage rate and the hourly rate are entered in the Billing Rate
Screen.  You may, of course, also add some flat amounts to this calculated amount.  You may also instruct
T.O.M. to use a minimum number of hours or miles or dollar amount when calculating a field trip amount.
Specifically the formula that T.O.M. uses when calculating the amount to bill a field trip that has a billing
rate that has ‘RATE’ for the instructions is as follows:


Trip Amount = Total Driver Amount + Total of 5 Flat Miles


Total Driver Amount = Total of (Each Driver’s Cost) for All Drivers that Performed the Field Trip


Each Driver’s Cost = (Driver’s Actual Miles x Billing Rate’s Mileage Rate) + (Driver’s Actual
Hours x Employee’s Hourly Rate) + Driver’s Employee Expense for the
Trip + Customer Amount (entered in the Customer Screen).


NOTE: If the Driver’s Actual Miles are less than the Minimum Miles
entered in the Billing Rate Screen then T.O.M. will multiply the
Minimum Miles by the Mileage Rate rather than the Actual Miles.


If the Driver’s Actual Hours are less than the Minimum Hours
entered in the Billing Rate Screen then T.O.M. will multiply the
Minimum Hours by the Hourly Rate rather than the Actual Hours.


If the Driver’s Cost is less than the Minimum Amount entered in
the Billing Rate Screen then T.O.M. will use the Minimum
Amount for that driver rather than the calculated driver cost.


Let’s look at an example of how this formula would work:


Example Field Trip: Field Trip Billing Rate: INDIST Number of Drivers: 2
Field Trip Customer: Echo Mountain
Flat Amount #1: $50  #2: $20  #3: $0  #4: $0  #5: $0


Driver 1: Kathy Unger Actual Miles: 35 Actual Hours: 2 Driver Expense: 0
Driver 2: Sandy Werser Actual Miles: 36 Actual Hours: 1.75 Driver Expense: 35


Example Billing Rate: Example Customer:
Billing Rate: INDIST Customer Name: Echo Mountain
Billing Instructions: RATE Customer Amount: 0
Mileage Rate: $.60
Hourly Rate: $15.00
Minimum Miles: 0
Minimum Hours: 2
Minimum Amount: 0


Field Trip Calculation:


Each Driver’s Cost = (Driver’s Actual Miles x Billing Rate’s Mileage Rate) + (Driver’s Actual Hours
Billing Rate’s Hourly Rate) + Driver’s Employee Expense for the Trip + Customer
Amount (entered in the Customer Screen).


Kathy Unger’s Total Charge = (35 x .6) + (2 * 15) + 0 + 0 = $51
Sandy Werser’s Total Charge = (36 x .6) + (2 * 15) + 35 + 0 = $86.6


(Notice that the Minimum Hours of 2 was used for Sandy instead of her actual hours of 1.75.)


Total Driver Amount = Total of (Each Driver’s Cost) for All Drivers that Performed the Field Trip
Total Driver Amount = $51 + $86.6 = $137.6


Trip Amount = Total Driver Amount + Total of 5 Flat Miles
Trip Amount = $137.60 + $50 + $20 + $0 + $0 + $0 = $207.60
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How T.O.M. Calculates the Amount to Bill a Field Trip


If the Billing Rate Has ‘Employee Rates’ in the Billing Instructions


When the billing rate that you assigned to the field trip has a billing instruction of ‘EMPLOYEE RATES’
then you are telling T.O.M. that you want to multiply the driver’s actual hours and actual miles by one of the
six hourly rates that you specified for each employee in the Employee Screen and mileage rate that you
specified in the Billing Rate Screen.  You may, of course, also add some flat amounts to this calculated
amount.  You may also instruct T.O.M. to use a minimum number of hours or miles or dollar amount when
calculating a field trip amount.  Specifically the formula that T.O.M. uses when calculating the amount to bill
a field trip that has a billing rate that has ‘EMPLOYEE RATES’ for the instructions is as follows:


Trip Amount = Total Driver Amount + Total of 5 Flat Miles


Total Driver Amount = Total of (Each Driver’s Cost) for All Drivers that Performed the Field Trip


Each Driver’s Cost = (Driver’s Actual Miles x Billing Rate’s Mileage Rate) + (Driver’s Actual
Hours x Employee’s Hourly Rate (1-6)) + Driver’s Employee Expense for
the Trip + Customer Amount (entered in the Customer Screen).


NOTE: If the Driver’s Actual Miles are less than the Minimum Miles
entered in the Billing Rate Screen then T.O.M. will multiply the
Minimum Miles by the Mileage Rate rather than the Actual Miles.


If the Driver’s Actual Hours are less than the Minimum Hours
entered in the Billing Rate Screen then T.O.M. will multiply the
Minimum Hours by the Hourly Rate rather than the Actual Hours.


If the Driver’s Cost is less than the Minimum Amount entered in
the Billing Rate Screen then T.O.M. will use the Minimum
Amount for that driver rather than the calculated driver cost.


Let’s look at an example of how this formula would work:


Example Field Trip: Field Trip Billing Rate: INDIST Number of Drivers: 2
Field Trip Customer: Echo Mountain
Flat Amount #1: $50  #2: $20  #3: $0  #4: $0  #5: $0


Driver 1: Kathy Unger Actual Miles: 35 Actual Hours: 2 Driver Expense: 0 Rate #1: $13
Driver 2: Sandy Werser Actual Miles: 36 Actual Hours: 1.75 Driver Expense: 35 Rate #1: $14.5


Example Billing Rate: Example Customer:
Billing Rate: INDIST Customer Name: Echo Mountain
Billing Instructions: Employee Rate Customer Amount: 0


With OT
Mileage Rate: $.60
Hourly Rate: $15.00 # of Employee Rate to use: 1
Minimum Miles: 0
Minimum Hours: 2
Minimum Amount: 0


Field Trip Calculation:


Each Driver’s Cost = (Driver’s Actual Miles x Billing Rate’s Mileage Rate) + (Driver’s Actual Hours  x
Employee’s Hourly Rate (1-6)) + Driver’s Employee Expense for the Trip +
Customer Amount (entered in the Customer Screen).


Kathy Unger’s Total Charge = (35 x .6) + (2 * 13) + 0 + 0 = $47
Sandy Werser’s Total Charge = (36 x .6) + (2 * 14.5) + 35 + 0 = $85.6
(Notice that the Minimum Hours of 2 was used for Sandy instead of her actual hours of 1.75.)


Total Driver Amount = Total of (Each Driver’s Cost) for All Drivers that Performed the Field Trip
Trip Amount = Total Driver Amount + Total of 5 Flat Miles
Total Driver Amount = $47 + $85.6 = $132.6
Trip Amount = $132.60 + $50 + $20 + $0 + $0 + $0 = $202.60
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How T.O.M. Calculates the Amount to Bill a Field Trip


If the Billing Rate Has ‘Employee Rates with OT’ in the Billing Instructions


When the billing rate that you assigned to the field trip has a billing instruction of ‘EMPLOYEE RATES
WITH OT’ then you are telling T.O.M. that you want to multiply the driver’s actual hours and actual miles
by one of the six hourly rates that you specified for each employee in the Employee Screen and mileage rate
that you specified in the Billing Rate Screen.  (However, if you manually enter the overtime hours (see
Figure 5-13) T.O.M. would not calculate the OT Hours.)


Further, you are telling T.O.M. to determine if the field trip assignment put a driver into overtime hours.  If
the field trip did cause a driver to experience overtime hours you instructed T.O.M. to calculate the number
of hours that the employee was paid due to this field trip assignment.  T.O.M. will then calculate these
overtime hours by one of the six Overtime Hourly Billing Rates that you specified for each employee in the
Employee Screen.  T.O.M. will add this overtime amount to the total amount billed to the customer.


You may, of course, also add some flat amounts to this calculated amount.  You may also instruct T.O.M. to
use a minimum number of hours or miles or dollar amount when calculating a field trip amount.  Specifically
the formula that T.O.M. uses when calculating the amount to bill a field trip that has a billing rate that has
‘EMPLOYEE RATES WITH OT’ for the instructions is as follows:


Trip Amount = Total Driver Amount + Total of 5 Flat Miles


Total Driver Amount = Total of (Each Driver’s Cost) for All Drivers that Performed the Field Trip


Each Driver’s Cost = (Driver’s Actual Miles x Billing Rate’s Mileage Rate) + ((Driver’s Actual
Hours - Driver Trip Overtime Hours)  x Employee’s Hourly Rate (1-6)) +
(Driver Trip Overtime Hours x Employee’s Overtime Hourly Billing Rate
(1-6) ) + Driver’s Employee Expense for the Trip + Customer Amount
(entered in the Customer Screen).


Driver’s Trip = ((Total Average Weekly Hours entered in Employee Hours
Overtime Hours Screen) + (Hours of all Field Trips that the Driver is Assigned to Taken


BEFORE This Field Trip) + (Driver’s Actual Hours of Field Trip Being
Billed))  - Weekly Overtime Hours Limit (Set in Employee Type Screen or
District Options Screen)


NOTE: If the Driver’s Actual Miles are less than the Minimum Miles
entered in the Billing Rate Screen then T.O.M. will multiply the
Minimum Miles by the Mileage Rate rather than the Actual Miles.


If the Driver’s Actual Hours are less than the Minimum Hours
entered in the Billing Rate Screen then T.O.M. will multiply the
Minimum Hours by the Hourly Rate rather than the Actual Hours.


If the Driver’s Cost is less than the Minimum Amount entered in
the Billing Rate Screen then T.O.M. will use the Minimum
Amount for that driver rather than the calculated driver cost.


Let’s look at an example of how this formula would work:


Example Field Trip: Field Trip Billing Rate: INDIST Number of Drivers: 2
Field Trip Customer: Echo Mountain
Flat Amount #1: $50  #2: $20  #3: $0  #4: $0  #5: $0


(continued on next page)
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How T.O.M. Calculates the Amount to Bill a Field Trip


If the Billing Rate Has ‘Employee Rates with OT’ in the Billing Instructions (continued)


Example Billing Rate: Example Customer:


Billing Rate: INDIST Customer Name: Echo Mountain
Billing Instructions: Employee Rates Customer Amount: 0


With Daily OT
        Mileage Rate: $.60


Hourly Rate: $15.00 # of Employee Rate to use: 1
Minimum Miles: 0
Minimum Hours: 2
Minimum Amount: 0


Example Employees:


Driver Name: Kathy Unger Driver Hourly Billing Rate #1: $13.00
Driver Hourly Overtime Billing Rate #1: $20
Average non field trip hours: 35
Field Trip Hours Before Field Trip being Billed: 5
Weekly Overtime Hours Limit: 40


Driver Name: Sandy Werser Driver Hourly Billing Rate #1: $14.50
Driver Hourly Overtime Billing Rate #1: $22
Average non field trip hours: 30
Field Trip Hours Before Field Trip being Billed: 5
Weekly Overtime Hours Limit: 40


Field Trip Calculation:


Driver’s Trip Overtime Hours =
((Total Average Weekly Hours entered in Employee Hours Screen) + (Hours of all
Field Trips that the Driver is Assigned to Taken BEFORE This Field Trip) +
(Driver’s Actual Hours of Field Trip Being Billed) )  - Weekly Overtime Hours
Limit (Set in Employee Type Screen or District Options Screen)


Kathy Unger’s Overtime Hours = (35 + 5 + 2) - 40 = 2
Sandy Werser’s Overtime Hours = (30 + 5 + 1.75) - 40 = -3.25 (0)


Each Driver’s Cost = (Driver’s Actual Miles x Billing Rate’s Mileage Rate) + (Driver’s Actual Hours x
Employee’s Hourly Rate (1-6)) + (Driver Trip Overtime Hours x Employee’s
Overtime Hourly Billing Rate (1-6) ) + Driver’s Employee Expense for the Trip +
Customer Amount (entered in the Customer Screen).


Kathy Unger’s Total Charge = (35 x .6) + (2-2 x 13) + (2 x 20) + 0 + 0 = $61
Sandy Werser’s Total Charge = (36 x .6) + (2 - 0 * 14.5) + (0 x 22)  + 35 + 0 = $85.6


(Notice that the Minimum Hours of 2 was used for Sandy instead of her actual hours of 1.75)


Total Driver Amount = Total of (Each Driver’s Cost) for All Drivers that Performed the Field Trip
Total Driver Amount = $61 + $85.6 = $146.60


Trip Amount = Total Driver Amount + Total of 5 Flat Miles
Trip Amount = $146.60 + $50 + $20 + $0 + $0 + $0 = $216.60
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How T.O.M. Calculates the Amount to Bill a Field Trip


If the Billing Rate Has ‘Employee Rates with Daily OT’ in the Billing Instructions


When the billing rate that you assigned to the field trip has a billing instruction of ‘EMPLOYEE RATES
WITH DAILY OT’ then you are telling T.O.M. that you want to multiply the driver’s actual hours and actual
miles by one of the six hourly rates that you specified for each employee in the Employee Screen and
mileage rate that you specified in the Billing Rate Screen.  (However, if you manually enter the overtime
hours (see Figure 5-13) T.O.M. would not calculate the OT Hours.)


Further, you are telling T.O.M. to determine if the field trip assignment put a driver into overtime hours.  If
the field trip did cause a driver to experience overtime hours you instructed T.O.M. to calculate the number
of hours that the employee was paid due to this field trip assignment.  T.O.M. will then calculate these
overtime hours by one of the six Daily Overtime Hourly Billing Rates that you specified for each employee
in the Employee Screen.  T.O.M. will add this overtime amount to the total amount billed to the customer.


You may, of course, also add some flat amounts to this calculated amount.  You may also instruct T.O.M. to
use a minimum number of hours or miles or dollar amount when calculating a field trip amount.  Specifically
the formula that T.O.M. uses when calculating the amount to bill a field trip that has a billing rate that has
‘EMPLOYEE RATES WITH DAILY OT’ for the instructions is as follows:


Trip Amount = Total Driver Amount + Total of 5 Flat Miles


Total Driver Amount = Total of (Each Driver’s Cost) for All Drivers that Performed the Field Trip


Each Driver’s Cost = (Driver’s Actual Miles x Billing Rate’s Mileage Rate) + ((Driver’s Actual
Hours - Driver Trip Overtime Hours)  x Employee’s Hourly Rate (1-6)) +
(Driver Trip Daily Overtime Hours x Employee’s Daily Overtime Hourly
Billing Rate (1-6) ) + Driver’s Employee Expense for the Trip + Customer
Amount (entered in the Customer Screen).


Driver’s Trip = ((Total Average Weekly Hours entered in Employee Hours
Overtime Hours Screen) + (Hours of all Field Trips that the Driver is Assigned to Taken


BEFORE This Field Trip) + (Driver’s Actual Hours of Field Trip Being
Billed))  - Weekly Overtime Hours Limit (Set in Employee Type Screen or
District Options Screen)


NOTE: If the Driver’s Actual Miles are less than the Minimum Miles
entered in the Billing Rate Screen then T.O.M. will multiply the
Minimum Miles by the Mileage Rate rather than the Actual Miles.


If the Driver’s Actual Hours are less than the Minimum Hours
entered in the Billing Rate Screen then T.O.M. will multiply the
Minimum Hours by the Hourly Rate rather than the Actual Hours.


If the Driver’s Cost is less than the Minimum Amount entered in
the Billing Rate Screen then T.O.M. will use the Minimum
Amount for that driver rather than the calculated driver cost.


Let’s look at an example of how this formula would work:


Example Field Trip: Field Trip Billing Rate: INDIST Number of Drivers: 2
Field Trip Customer: Echo Mountain
Flat Amount #1: $50  #2: $20  #3: $0  #4: $0  #5: $0


(continued on next page)
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How T.O.M. Calculates the Amount to Bill a Field Trip


If the Billing Rate Has ‘Employee Rates with Daily OT’ in the Billing Instructions
(continued)


Example Billing Rate: Example Customer:


Billing Rate: INDIST Customer Name: Echo Mountain
Billing Instructions: RATE Customer Amount: 0
Mileage Rate: $.60
Hourly Rate: $15.00 # of Employee Rate to use: 1
Minimum Miles: 0
Minimum Hours: 2
Minimum Amount: 0


Example Employees:


Driver Name: Kathy Unger Driver Hourly Billing Rate #1: $13.00
Driver Hourly Daily Overtime Billing Rate #1: $18
Average non field trip hours: 35
Field Trip Hours Before Field Trip being Billed: 5
Weekly Overtime Hours Limit: 40


Driver Name: Sandy Werser Driver Hourly Billing Rate #1: $14.50
Driver Hourly Daily Overtime Billing Rate #1: $21
Average non field trip hours: 30
Field Trip Hours Before Field Trip being Billed: 5
Weekly Overtime Hours Limit: 40


Field Trip Calculation:


Driver’s Trip Overtime Hours =
((Total Average Weekly Hours entered in Employee Hours Screen) + (Hours of all
Field Trips that the Driver is Assigned to Taken BEFORE This Field Trip) +
(Driver’s Actual Hours of Field Trip Being Billed) )  - Weekly Overtime Hours
Limit (Set in Employee Type Screen or District Options Screen)


Kathy Unger’s Overtime Hours = (35 + 5 + 2) - 40 = 2
Sandy Werser’s Overtime Hours = (30 + 5 + 1.75) - 40 = -3.25 (0)


Each Driver’s Cost = (Driver’s Actual Miles x Billing Rate’s Mileage Rate) + (Driver’s Actual Hours x
Employee’s Hourly Rate (1-6))+ (Driver Trip Daily Overtime Hours x Employee’s
Daily Overtime Hourly Billing Rate (1-6) ) + Driver’s Employee Expense for the
Trip + Customer Amount (entered in the Customer Screen).


Kathy Unger’s Total Charge = (35 x .6) + (2-2 x 13) + (2 x 18) + 0 + 0 = $57
Sandy Werser’s Total Charge = (36 x .6) + (2 - 0 * 14.5) + (0 x 21)  + 35 + 0 = $85.6


(Notice that the Minimum Hours of 2 was used for Sandy instead of her actual hours of 1.75)


Total Driver Amount = Total of (Each Driver’s Cost) for All Drivers that Performed the Field Trip
Total Driver Amount = $57 + $85.6 = $142.60


Trip Amount = Total Driver Amount + Total of 5 Flat Miles
Trip Amount = $142.60 + $50 + $20 + $0 + $0 + $0 = $212.60
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How T.O.M. Calculates the Amount to Bill a Field Trip


If the Billing Rate Has ‘Step Rates’ in the Billing Instructions


When the billing rate that you assigned to the field trip has a billing instruction of ‘STEP RATES’ then you
are telling T.O.M. that you basically want to multiply the driver’s actual hours by an hourly rate and the
driver’s actual miles by a mileage rate.  Both the mileage rate and the hourly rate are entered in the Billing
Rate Screen.  Further, you are telling T.O.M. that you have two mileage rates and two hourly rates that you
want to use.  In your Billing Rates Screen you have setup a limit for your miles and / or hours.  You have
told T.O.M. to bill at the first mileage / hourly rate up and until the miles / hours hit the limit of miles and
hours you have entered and then to bill all further miles / hours at the second mileage / hourly rate.  You
may, of course, also add some flat amounts to this calculated amount.  You may also instruct T.O.M. to use a
minimum number of hours or miles or dollar amount when calculating a field trip amount.  Specifically the
formula that T.O.M. uses when calculating the amount to bill a field trip that has a billing rate that has ‘STEP
RATES’ for the instructions is as follows:


Trip Amount = Total Driver Amount + Total of 5 Flat Miles


Total Driver Amount = Total of (Each Driver’s Cost) for All Drivers that Performed the Field Trip


Each Driver’s Cost = (Driver’s Actual Miles (up to the miles limit) x Billing Rate’s Mileage Rate
#1) + (Driver’s Actual Miles (greater than the miles limit) x Billing Rate’s
Mileage Rate #2) + (Driver’s Actual Hours (up to the hours limit) x
Employee’s Hourly Rate #1) + (Driver’s Actual Hours (greater than the
hours limit) x Employee’s Hourly Rate #2) + Driver’s Employee Expense
for the Trip + Customer Amount (entered in the Customer Screen).


NOTE: If the Driver’s Actual Miles are less than the Minimum Miles
entered in the Billing Rate Screen then T.O.M. will multiply the
Minimum Miles by the Mileage Rate rather than the Actual Miles.


If the Driver’s Actual Hours are less than the Minimum Hours
entered in the Billing Rate Screen then T.O.M. will multiply the
Minimum Hours by the Hourly Rate rather than the Actual Hours.


If the Driver’s Cost is less than the Minimum Amount entered in
the Billing Rate Screen then T.O.M. will use the Minimum
Amount for that driver rather than the calculated driver cost.


Let’s look at an example of how this formula would work:


Example Field Trip: Field Trip Billing Rate: INDIST Number of Drivers: 2
Field Trip Customer: Echo Mountain
Flat Amount #1: $50  #2: $20  #3: $0  #4: $0  #5: $0


Driver 1: Kathy Unger Actual Miles: 35 Actual Hours: 4 Driver Expense: 0
Driver 2: Sandy Werser Actual Miles: 36 Actual Hours: 4.25 Driver Expense: 35


Example Billing Rate: Example Customer:
Billing Rate: INDIST Customer Name: Echo Mountain
Billing Instructions: STEP RATES Customer Amount: 0
Mileage Rate#1: $.60 Mileage Step: 0 Mileage Rate #2: $0
Hourly Rate#1: $15.00 Hourly Step: 2 Hourly Rate #2: $20.00
Minimum Miles: 0
Minimum Hours: 2
Minimum Amount: 0


(continued on next page)
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How T.O.M. Calculates the Amount to Bill a Field Trip


If the Billing Rate Has ‘Step Rates’ in the Billing Instructions (continued)


Field Trip Calculation:


Each Driver’s Cost = (Driver’s Actual Miles (up to the miles limit) x Billing Rate’s Mileage Rate #1) +
(Driver’s Actual Miles (greater than the miles limit) x Billing Rate’s Mileage Rate
#2) + (Driver’s Actual Hours (up to the hours limit)   x Billing Rate’s Hourly Rate
#1) + (Driver’s Actual Hours (greater than the miles limit) x Billing Rate’s Hourly
Rate #2) +  Driver’s Employee Expense for the Trip + Customer Amount (entered in
the Customer Screen).


Kathy Unger’s Total Charge = (35 x .6) + (0 x  0) + (2 x 15) + (2 x 20) + 0 + 0 = $91
Sandy Werser’s Total Charge = (36 x .6) + (0 x  0) + (2 x 15) + (2.25 x 20) + 35 + 0 = $111.6


Total Driver Amount = Total of (Each Driver’s Cost) for All Drivers that Performed the Field Trip
Total Driver Amount = $91 + $111.6 = $202.6


Trip Amount = Total Driver Amount + Total of 5 Flat Miles
Trip Amount = $202.60 + $50 + $20 + $0 + $0 + $0 = $272.60
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How T.O.M. Calculates the Amount to Bill a Field Trip


If the Billing Rate Has ‘Rate’ in the Billing Instructions and You Bill Differently for a driver’s
Wait Time or Overtime Wait Time


When the billing rate that you assigned to the field trip has a billing instruction of ‘RATE’ then you are
telling T.O.M. that you basically want to multiply the driver’s actual hours by an hourly rate and the driver’s
actual miles by a mileage rate.  Both the mileage rate and the hourly rate are entered in the Billing Rate
Screen.  Further you may enter a Wait Time Rate and an Overtime Wait Time Rate to be multiplied against
any wait time or overtime wait time a driver has for a field trip.  You may, of course, also add some flat
amounts to this calculated amount.  You may also instruct T.O.M. to use a minimum number of hours or
miles or dollar amount when calculating a field trip amount.  Specifically the formula that T.O.M. uses when
calculating the amount to bill a field trip that has a billing rate that has ‘RATE’ for the instructions with a
Wait Time Rate is as follows:


Trip Amount = Total Driver Amount + Total of 5 Flat Miles


Total Driver Amount = Total of (Each Driver’s Cost) for All Drivers that Performed the Field Trip


Each Driver’s Cost = (Driver’s Actual Miles x Billing Rate’s Mileage Rate) + (Driver’s Actual
Hours x Employee’s Hourly Rate) + (Employee’s Wait Time x Billing
Rate’s Wait Time Hourly Rate) + (Employee’s Overtime Wait Time x
Billing Rate’s Overtime Wait Time Hourly Rate) + Driver’s Employee
Expense for the Trip + Customer Amount (entered in the Customer Screen).


NOTE: If the Driver’s Actual Miles are less than the Minimum Miles
entered in the Billing Rate Screen then T.O.M. will multiply the
Minimum Miles by the Mileage Rate rather than the Actual Miles.


If the Driver’s Actual Hours are less than the Minimum Hours
entered in the Billing Rate Screen then T.O.M. will multiply the
Minimum Hours by the Hourly Rate rather than the Actual Hours.


If the Driver’s Cost is less than the Minimum Amount entered in
the Billing Rate Screen then T.O.M. will use the Minimum
Amount for that driver rather than the calculated driver cost.


Let’s look at an example of how this formula would work:


Example Field Trip: Field Trip Billing Rate: INDIST Number of Drivers: 2
Field Trip Customer: Echo Mountain
Flat Amount #1: $50  #2: $20  #3: $0  #4: $0  #5: $0


Driver 1: Kathy Unger Actual Miles: 35 Actual Hours: 3 Driver Expense: 0
Wait Time:  1 Overtime Wait Time: 0


Driver 2: Sandy Werser Actual Miles: 36 Actual Hours: 3.25 Driver Expense: 35
Wait Time:  1 Overtime Wait Time: 0


Example Billing Rate: Example Customer:
Billing Rate: INDIST Customer Name: Echo Mountain
Billing Instructions: RATE Customer Amount: 0
Mileage Rate: $.60
Hourly Rate: $15.00 Wait Time Hourly Rate: $10.00 Overtime Wait Time Hourly Rate: $12.00
Minimum Miles: 0
Minimum Hours: 2
Minimum Amount: 0


(continued on next page)
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How T.O.M. Calculates the Amount to Bill a Field Trip
If the Billing Rate Has ‘Rate’ in the Billing Instructions and You Bill Differently for a Driver’s Wait
Time  (continued)


Field Trip Calculation:


Each Driver’s Cost = (Driver’s Actual Miles x Billing Rate’s Mileage Rate) + (Driver’s Actual Hours
Billing Rate’s Hourly Rate)+ (Employee’s Wait Time x Billing Rate’s Wait Time
Hourly Rate) + (Employee’s Overtime Wait Time x Billing Rate’s Overtime Wait
Time Hourly Rate)  + Driver’s Employee Expense for the Trip + Customer Amount
(entered in the Customer Screen).


Kathy Unger’s Total Charge = (35 x .6) + (3 x 15) + (1x 10) + (0 x  12) + 0 + 0 = $76
Sandy Werser’s Total Charge = (36 x .6) + (3.25 x 15) + (1x 10) + (0 x 12) + 35 + 0 = $115.35


Total Driver Amount = Total of (Each Driver’s Cost) for All Drivers that Performed the Field Trip
Total Driver Amount = $76 + $115.35 = $191.35


Trip Amount = Total Driver Amount + Total of 5 Flat Miles
Trip Amount = $191.35 + $50 + $20 + $0 + $0 + $0 = $261.35
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How T.O.M. Calculates the Amount to Bill a Field Trip


If the Billing Rate Has ‘Employee Rates’, ‘Employee Rates with OT’  or ‘Employee Rates with
Daily OT’  in the Billing Instructions and You Bill Differently for a Driver’s Wait Time


When the billing rate that you assigned to the field trip has a billing instruction of ‘EMPLOYEE RATES’,
‘Employee Rates with OT’ or  ‘Employee Rates with Daily OT’ then you are telling T.O.M.
that you want to multiply the driver’s various actual hours and actual miles by one set of the six sets of
hourly rates that you specified for each employee in the Employee Screen and mileage rate that you specified
in the Billing Rate Screen.  Further, your are telling T.O.M. that you want to multiply any wait time or
overtime wait time that the employee had for that field trip by one set of the six sets of wait time and
overtime wait time rates that you specified for each employee in the Employee Screen.  You may, of course,
also add some flat amounts to this calculated amount.  You may also instruct T.O.M. to use a minimum
number of hours or miles or dollar amount when calculating a field trip amount.  Specifically the formula
that T.O.M. uses when calculating the amount to bill a field trip that has a billing rate that has ‘EMPLOYEE
RATES’ for the instructions is as follows:


Trip Amount = Total Driver Amount + Total of 5 Flat Miles


Total Driver Amount = Total of (Each Driver’s Cost) for All Drivers that Performed the Field Trip


Each Driver’s Cost = (Driver’s Actual Miles x Billing Rate’s Mileage Rate) + (Driver’s Actual
Hours x Employee Hourly Rate (1-6)) + (Employee’s Wait Time x
Employee’s Wait Time Hourly Rate (1-6)) + (Employee’s Overtime Wait
Time x Employee’s Overtime Wait Time Hourly Rate (1-6)) + Driver’s
Employee Expense for the Trip + Customer Amount (entered in the
Customer Screen).


NOTE: If the Driver’s Actual Miles are less than the Minimum Miles
entered in the Billing Rate Screen then T.O.M. will multiply the
Minimum Miles by the Mileage Rate rather than the Actual Miles.


If the Driver’s Actual Hours are less than the Minimum Hours
entered in the Billing Rate Screen then T.O.M. will multiply the
Minimum Hours by the Hourly Rate rather than the Actual Hours.


If the Driver’s Cost is less than the Minimum Amount entered in
the Billing Rate Screen then T.O.M. will use the Minimum
Amount for that driver rather than the calculated driver cost.


Let’s look at an example of how this formula would work:


Example Field Trip: Field Trip Billing Rate: INDIST Number of Drivers: 2
Field Trip Customer: Echo Mountain
Flat Amount #1: $50  #2: $20  #3: $0  #4: $0  #5: $0


Driver 1: Kathy Unger Actual Miles: 35 Actual Hours: 4 Driver Expense: 0 Rate #1: $13
Wait Time: 1 Overtime Wait Time: 0
Wait Time Rate #1: $10.00 Overtime Wait Time Rate #1: $0.00


Driver 2: Sandy Werser Actual Miles: 36 Actual Hours: 4.25 Driver Expense: 35 Rate #1: $14.5
Wait Time: 1 Overtime Wait Time: 0
Wait Time Rate #1: $11.00 Overtime Wait Time Rate #1: $0.00


(continued on next page)
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How T.O.M. Calculates the Amount to Bill a Field Trip
If the Billing Rate Has ‘Employee Rates’, ‘Employee Rates with OT’  or ‘Employee Rates with Daily
OT’  in the Billing Instructions and You Bill Differently for a Driver’s Wait Time (continued)


Example Billing Rate: Example Customer:
Billing Rate: INDIST Customer Name: Echo Mountain
Billing Instructions: Employee Rate Customer Amount: 0


With OT
Mileage Rate: $.60
Hourly Rate: $15.00 # of Employee Rate to use: 1
Minimum Miles: 0
Minimum Hours: 2
Minimum Amount: 0


Field Trip Calculation:


Each Driver’s Cost = (Driver’s Actual Miles x Billing Rate’s Mileage Rate) + (Driver’s Actual Hours  x
Employee’s Hourly Rate (1-6) )+ (Employee’s Wait Time x Employee’s Wait Time
Hourly Rate (1-6)) + (Employee’s Overtime Wait Time x Employee’s Overtime
Wait Time Hourly Rate (1-6))  + Driver’s Employee Expense for the Trip +
Customer Amount (entered in the Customer Screen).


Kathy Unger’s Total Charge = (35 x .6) + (4 x 13) + (1 x 10) +(0 x 0) + 0 + 0 = $83
Sandy Werser’s Total Charge = (36 x .6) + (4.25 x 14.5) + (1 x 11) + (0 x 0) + 35 + 0 = $129.23


Total Driver Amount = Total of (Each Driver’s Cost) for All Drivers that Performed the Field Trip
Trip Amount = Total Driver Amount + Total of 5 Flat Miles
Total Driver Amount = $83 + $129.23 = $212.23
Trip Amount = $212.23 + $50 + $20 + $0 + $0 + $0 = $282.23
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How T.O.M. Calculates the Amount to Bill a Field Trip


If the Billing Rate Has ‘Flat Amount’ in the Billing Instructions


When the billing rate that you assigned to the field trip has a billing instruction of ‘FLAT AMOUNT’ then
you are telling T.O.M. that you simply want to charge the customer the total of the five flat amounts in the
Trip Billing Section.  You are also telling T.O.M. to ignore all miles and hours logged for the field trip as
well as employee expenses and customer amounts.  Specifically the formula that T.O.M. uses when
calculating the amount to bill a field trip that has a billing rate that has ‘FLAT AMOUNT’ for the
instructions is as follows:


Trip Amount = Total of 5 Flat Miles


Let’s look at an example of how this formula would work:


Example Field Trip: Field Trip Billing Rate: INDIST Number of Drivers: 2
Field Trip Customer: Echo Mountain
Flat Amount #1: $50  #2: $20  #3: $0  #4: $0  #5: $0


Driver 1: Kathy Unger Actual Miles: 35 Actual Hours: 2 Driver Expense: 0
Driver 2: Sandy Werser Actual Miles: 36 Actual Hours: 1.75 Driver Expense: 35


Example Billing Rate: Example Customer:
Billing Rate: INDIST Customer Name: Echo Mountain
Billing Instructions: RATE Customer Amount: 0
Mileage Rate: $.60
Hourly Rate: $15.00
Minimum Miles: 0
Minimum Hours: 2
Minimum Amount: 0


Field Trip Calculation:


Trip Amount = Total of 5 Flat Miles
Trip Amount = $50 + $20 + $0 + $0 + $0 = $70
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How Do I Bill a Single Field Trip Using T.O.M.?
Billing a single field trip with T.O.M. is literally clicking one button.  Just retrieve the field trip and click
the Bill Trip button.  After clicking the Bill Trip button (Figure 5-15) T.O.M. will calculate the amount that
the field trip is to be billed, log the amount the field trip was billed and print the field trip invoice.  The
following is a detailed discussion of the steps you take when billing a single field trip using T.O.M.:


1. Retrieve the field trip you wish to bill by using the Field Trip Search Selection screen.


2. Click the Bill Trip button (Figure 5-15).


 
 


 Figure 5-15. The Bill Trip Button


This will cause T.O.M. to:


a) Calculate the amount to bill the customer for the field trip.


b) Log a Money Activity record for the field trip for the amount billed (for more information on
Money Activity Record see Chapter 6 - Entering Field Trip Payments and Other Money
Activities later in this manual).


Click the Bill Trip button to bill
only this field trip.
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c) Ask you if you wish to print a Field Trip Invoice or Statement for the field trip. See
Reprinting a Field Trip Invoice for a Single Field Trip later in this chapter for details about
using this screen.


d) Mark the field trip as Billed so that it will not be accidentally billed again.


e) Log the date the field trip was billed for later reporting purposes.


f) Change the Bill Trip button to read ‘Print Bill’ (Figure 5-16).


g) Display the word ‘Billed’ and the date the field trip was billed on the main field trip screen
(Figure 5-16)


Figure 5-16. Field Trip Main Screen AFTER the Field Trip Was Billed


The Bill Trip button is changed to say ‘Print Bill’
to prevent you from accidentally re-billing the
field trip.


The word ‘Billed’ and
the date that the field trip
was billed is displayed
on the screen.
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Correcting Mistakes AFTER You Have Billed Your Field Trip
Mistakes happen even to the best of us.   Gecko understands this and has T.O.M. to be flexible and
forgiving of mistakes.  When you bill a field trip T.O.M. performs the following steps:


1. Calculates the amount to bill the field trip.
2. Creates / prints an invoice.
3. Creates a record in the Accounts Receivable A/R (Bills & Payments) file for that field trip.
4. Marks the Trip as Billed.


What happens if after you billed the trip you realized that something was wrong that after all this has
happened?


No problem.  T.O.M. makes it easy to correct mistakes AFTER you have billed your field trip.  Just
perform the following steps:


1. Correct the wrong information (such as the driver miles, hours, billing rate, flat charges etc.)
2. Save the field trip.
3. T.O.M. will automatically detect that the field trip has already been billed and that you have changed


information that will affect the amount the field trip should be billed and automatically notify you
that the amount in the A/R (Bills & Payments) file for this field trip should be recalculated to reflect
this change (Figure 5. 17).  Just click OK on this screen and T.O.M. will automatically recalculate the
trip’s charge amount and update the trips A/R (Billed) balance.


Figure 5. 17 – T.O.M.’s Recalculate Trip Amount Screen that Automatically Displays When You Change
the Information that Will Affect that A BILLED Trip Should have Been Charged.


NOTE: If you click the Cancel button on this screen T.O.M. will NOT change the amount of the field
trip’s A/R (Billed) amount.  This could cause your T.O.M. reports to not match any reprinted invoices.
This is because if you did NOT allow T.O.M. to recalculate the trip’s A/R (Bill) amount and did reprint
the invoice – the invoice will reflect the changes made but the Trip’s A/R (Bill) amount used by your
management reports will not.
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Reprinting a Field Trip Invoice for a Single Field Trip
Sometimes you need another copy of the Field Trip Invoice printed even though T.O.M. automatically
prints a Field Trip Invoice when you bill a field trip. For example, your customer may misplace their Field
Trip Invoice.  Or you may need a copy of the invoice for your own records.


It’s no problem with T.O.M.  You can reprint your Field Trip Invoice for a single billed trip as many times
as you need.  If you remember when you billed a field trip the Bill Trip button changed to say ‘Print Bill’.
By pressing this button you can reprint the Field Trip Invoice.  The following is a detailed discussion on
the steps you take to reprint a Field Trip Invoice:


1. Retrieve the field trip that requires you to reprint an invoice by using the Field Trip Search / Selection
screen.


 
2. Click the Print Bill button (Figure 5-18). This will cause the Please Select Report screen to display.


Figure 5-18. The Print Bill Button Can Be Used to Reprint a Field Trip Invoice


3. The Please Select Report screen (Figure 5-19) gives you the choice to either print a Field Trip Invoice
or a Field Trip Statement, as follows:
• The Field Trip Statement is a report that lists a summary of financial activity for the field trip.


Click to instruct T.O.M. to
reprint the Field Trip
Invoice.
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• The Field Trip Invoice is the actual bill for the field trip.


You select which report to print by clicking the button with the report name DOWN and then clicking
the Print button. To print the Field Trip Invoice click the Reprint Invoice button down and click the
Print button.  T.O.M. will then print the Field Trip Invoice for that field trip. In other words, when you
click the Print button T.O.M. will print the report indicated by which button that is clicked down.


Figure 5-19. The Please Select Report Screen


Use Standard T.O.M. Invoice Format: This is a check box that you may either check or uncheck. If
you check this field you are telling T.O.M. to automatically use the regular invoice format. If you
uncheck this field you can use a custom invoice format that you have stored in the MS Access
database TRIPRPT.MDB. This report is selected using the ACCESS format drop-down list as
described below. See Appendix D – Using MS Access to Customize T.O.M. Reports in this manual for
details about customizing your own reports.


ACCESS Format: If you uncheck the Use Standard T.O.M. Invoice Format checkbox as described
above, you can click the drop-down arrow and select from any of the available formats. See Appendix
D – Using MS Access to Customize T.O.M. Reports in this manual for details about customizing your
own reports.


Printing a Field Trip Statement
Occasionally, you will need to make adjustments to the amount of money that a customer owes for a field
trip.  This is done by entering a Money Activity record against the field trip (this is explained in detail in
Chapter 6 - ‘Entering Payments and Other Money Activity’).  When entering other money activities you
may need to print a statement to the customer indicating the change that was made to the balance of the
amount owed for the field trip.  The Field Trip Statement Report is that report.  This report prints a


Click this button down
to instruct T.O.M. to
reprint the Field Trip
Invoice (shown clicked
down)


Click this button down
to instruct T.O.M. to
reprint the Field Trip
Statement.


Click this button
when you have
selected the report
you desire.
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summary list of all financial activity concerning the field trip.  For example, it may show that a field trip
was billed for $113.50 on 1/15/96 then the field trip’s balance was adjusted by -$50.00 on 1/30/96 leaving
a final balance owed of  $63.50.


To print a Field Trip Statement report you follow the exact detailed procedures described in the previous
section of this chapter titled Reprinting A Field Trip Invoice.  On step 3, however, you would click the
Print Statement button and then click the Print button.
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Billing A Group of Field Trips
Different school districts have different ways that they prefer to bill their field trips.  Some districts prefer
to save the drivers’ trip tickets with the actual miles and hours and then enter them in as a group and bill
each field trip as they go.  Other districts prefer to enter the driver’s miles and hours as they receive them
but to bill at a later time in a group of field trips (all field trips for a month for example).  Fortunately,
T.O.M. was designed to accommodate both methods of billing.  We have already discussed how to bill an
individual field trip earlier in this chapter.  Now, we are going to discuss T.O.M.’s Mass Billing feature
that allows you to bill groups of field trips with just one click of a button.


To use the Mass Billing feature open the Process menu, then click Billing and then Mass Billing
(Figure 5-20). The Mass Billing Warning screen will appear (Figure 5-21).


Figure 5-20. Starting the Mass Billing Feature


The Mass Billing process is a fairly intensive one.  As such it requires that the person running this process
be THE ONLY USER IN T.O.M.  Before you run the Mass Billing Process ensure that no other person is
using T.O.M.  NOTE:  It’s okay if schools are using the school version of T.O.M. while you are running
the Mass Billing Process.  Because the school version of T.O.M. does not allow the user to actually change
any of the field trip information, they cannot disrupt the Mass Billing process.  However, any regular
T.O.M. user should sign off of the T.O.M. system while the Mass Assign Process is running.
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Figure 5-21. Mass Billing Warning Screen


The Mass Billing process will make many changes to your database.  As such it is a very good idea to back
up your T.O.M. database BEFORE you run the Mass Billing process.  For more information about backing
up your T.O.M. Database see Chapter 10 - Backing Up and Restoring later in this manual.


When you are ready to proceed to the Mass Billing screen click the OK button on the Mass Billing
Warning screen (Figure 5-21) and the Mass Billing screen will display (Figure 5-22).


Billing Unbilled Field Trips


Follow these steps to bill a group of field trips from the Mass Billing screen (Figure 5-22):


1. Specify the search parameters of your group billing. (See the sections below for details about entering
search and sort criteria for each tab on the Mass Billing screen.)


2. Click the Find All button.
3. Verify that the list of unbilled field trips that matched your search parameters is correct.
4. Click the Bill All button.


That’s all that is required to have T.O.M. automatically bill a group of field trips.  When T.O.M. bills each
field trip T.O.M. performs the following tasks:


1. Calculate the amount to bill the customer for the field trip.
2. Log a Money Activity record for the field trip for the amount billed. (For more information on Money


Activity Record see Chapter 6 - Entering Field Trip Payments and Other Money Activities.)
3. Print a Field Trip Invoice for the field trip (optional).


Click the OK button to
continue.
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4. Mark the field trip as Billed so that it will not be accidentally billed again.
5. Log the date the field trip was billed for later reporting purposes.


Figure 5-22. The Mass Billing Screen


When you click the Find All button T.O.M. will locate all field trips that match your search parameters that
are NOT BILLED and that have the Allow Trip To Be Billed field in the Billing Section of the Detailed


Number of unbilled
field trips found in
the search.


All unbilled field trips
that have been found in
the search are displayed
in this list.


If Print Invoices is checked all
field trips billed in the mass billing
process will have an invoice print.
If unchecked no invoices will print.


 Click the Find All button after you have finished entering
your search parameters on each of the tabs near the top of
this screen. T.O.M. searches the database and displays all
the field trips that match the search parameters.


Click the Bill All button
to bill all the selected
unbilled field trips.


Use the tab sections to choose from a variety of search
and sort options. The parameters tell T.O.M. what
unbilled field trips you want to find in the search.
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Field Trip Screen checked.  If the field trip is already billed or has the Allow Trip To Be Billed field
unchecked it will NOT show up a list of field trips even if it otherwise matches your search parameters.


Searching and Sorting Unbilled Field Trips


The searching and sorting features of the Mass Billing screen (Figure 5-22) is very powerful, but very easy
to use.  To search your unbilled field trips just enter your search parameters and click the Find All button.
In a few moments T.O.M. will display in the selected records box all the Field Trip records that matched
your search parameters.  The records will be sorted according to the sorting and lookup options you
choose. Let’s take a closer look at how use the searching feature of this screen.  Figure 5-22 shows the key
search portions of the Mass Billing screen.


The screen uses a ‘Tabbed’ format. That is, the information on this portion of the screen is grouped into
different sections that you can display by clicking on that group’s tab. Below is a discussion of each field
in each group of the search and sort portion of the screen.


Entering Search Criteria on the Dates and General Tab


This section describes the search fields in the Dates and General tab on the Mass Billing screen
(Figure 5-23).


Departure Date Range:  You can use the preprogrammed date ranges found in the Dates field drop-down
list or enter your own date ranges. If you use the preprogrammed date ranges, click on the Dates field drop-
down arrow and select from one of 12 date ranges, such as ‘Today’, ‘This Week’, ‘Last Year’ etc. The date
ranges are automatically filled in for you.


If you enter your own date ranges, use these fields to search your field trips by their departure date.
T.O.M. makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when typing in
the date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called ‘masking’).
You must, however, enter 2 digits for the month and the day.  So, for example if you were entering a date
of  “3/2/1994” you would enter “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. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.
 
NOTE: You can combine search parameters for more exact searches.  For example, you could enter a
departure date range and a destination to get only unbilled field trips made for that destination for that date
range.  The following is a description of each of the search parameters that T.O.M. allows you to use when
searching for unbilled field trips.


Customer:  You may select a specific customer to search your field trips by.  For example, you would use
this to search for all field trips for a particular school.  If you know the number of the customer then enter it
here.  Don’t worry if you don’t know the customer number.  T.O.M. gives you an easy way to look up your
customer by the customer name.  To do this you click the Customer button.  This causes the Custom Search
Screen to appear. This screen will allow you to quickly search your existing customers by an alphabetic
lookup. See Chapter 5 – Customers in the T.O.M. Getting Started Guide for details about searching for
customers.
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Figure 5-23. The Dates and General Tab on the Mass Billing Screen


Destination:  You may select a specific destination to search your Field Trips by.  For example, you may
search all field trips requests for the city zoo.  If you know the number of the destination of the field trip
then enter it here. If you don’t know the destination number, T.O.M. will provide an easy way to look up
your destination by the destination name (or description).  To do this you click the Destination button.
This causes the Destination Search Screen to appear.  This screen will allow you to quickly search your
existing destination by an alphabetic lookup. See Chapter 8 – Destinations in the T.O.M. Getting Started
Guide for details about searching for destinations.
 
Print Invoices:  This field is a check box field which means it is either checked or unchecked.  If this field
is checked you are telling T.O.M. to print a field trip invoice for each unbilled field trip that is selected to
be billed in the mass billing job that you run when you click the Bill All button.  If this field is unchecked
you are telling T.O.M. to bill the selected field trips but do NOT print the field trip invoices at this time for
those field trips that are billed.  NOTE:  You may always print the invoices for the selected field trips at a
later time using the Group Estimate / Invoice / Billing Prep Report Print Routine which is described later in
this chapter.
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Entering Search Criteria on the Assignment Tab


This section describes the search fields in the Assignment tab on the Detailed Field screen
(Figure 5-24).


Figure 5-24. The Assignment Tab on the Mass Billing Screen


Selected Schedule:  A schedule is a list of drivers that you create when you first set up T.O.M.  When a
field trip is added to the field trip database you assign a schedule to that field trip.  You may then search
the field trip database for all field trips with a specific schedule.  Click on the down arrow to the right of
the Schedule field to see a list of schedules that your transportation department has created. Once you find
the schedule you desire click on it and it will automatically appear in the Schedule field.  NOTE:  T.O.M.
will only search the field trips on their FIRST schedule.  It will not search their other four schedules to see
if they match the selected schedule entered here.
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Entering Search Criteria on the Billing Tab


This section describes the search fields in the Billing tab on the Detailed Field screen
(Figure 5-25).


Figure 5-25. The Billing Section on the Mass Billing Screen


Fund: You may select a specific fund that the field trip is charged against.  This field is a drop down list
box.  If you don’t know the number of the fund that you want to charge a field trip against click the down
arrow next to the fund box.  A list of all the funds you entered when setting up T.O.M. will appear. Simply
locate the desired fund, point to it with your mouse and click.  T.O.M. will automatically place the selected
fund into the fund box.


If you know the number of the fund that is requesting the field trip then enter it here.  Don’t worry if you
don’t know the fund number.  T.O.M. gives you an easy way to lookup your fund by the fund name.  To do
this you click the Fund button.  This causes the Fund Search Screen to appear. This screen will allow you
to quickly search your existing funds by an alphabetical lookup. See Chapter 3 – Entering Lookup Lists in
the T.O.M. Getting Started Guide for details about searching for funds.


Billing Customer: This allows you to search by the customer who received the bill if it was different than
the customer who took the field trip.  If you know the number of the customer then enter it here.  Don’t
worry if you don’t know the customer number.  T.O.M. gives you an easy way to lookup your customer by
the customer name.  To do this you click the Billing Customer button.  This causes the Customer Search
Screen to appear. This screen will allow you to quickly search for the billing customer by an alphabetical
lookup. See Chapter 5 – Customers in the T.O.M. Getting Started Guide for details about searching for
customers.
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Entering Search Criteria on the Other Tab


This section describes the search fields in the Other tab on the Detailed Field screen
(Figure 5-26).


Figure 5-26. The Other Section on the Mass Billing Screen


Selected Category: A field trip may be assigned a category code defined by you.  These codes can be used
to group similar field trips (for example, boys basketball).  You may then search the field trip database for
field trips with a specific category.  Click on the down arrow to the right of the Category field to see a list
of Categories that you created when you first setup T.O.M. Once you find the Category you desire click on
it and it will automatically appear in the Category field
 
Select Division:  Customers can be assigned to divisions.  You may then search field trips by division.  If
you know the division that you wish to search by then enter here.  If you don’t know the division you
desire T.O.M. provides you with an easy drop down list of all of the divisions that you have created.  Just
click the down arrow to the right of the Division field and a list of existing divisions will display on your
screen.  To select a division click on the row containing the desired division and that division will
automatically appear in the Select Division field.
 
Selected Grade:  You may search your field trips by the student grade level that you assigned to the trips.
Click on the down arrow to the right of the grade field to see a list of grades that you may select. Once you
find the grade you desire click on it and it will automatically appear in the grade field.
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Entering Sort Criteria on the Sorting Tab


This section describes the sort and ordering fields you can use in the Sorting and Lookup tab on the
Detailed Field screen (Figure 5-27).


Sort by #1: This is the primary sort field. T.O.M. will use this field to sort first. Click on the drop down
arrow to select the field by which to sort. You can sort this field in Ascending or Descending order, which
is specified in the Order By # 1 field.


Sort by #2: This is the secondary sort field. T.O.M. will use this field to sort second within the results of
the Sort by #1 field. Click on the drop down arrow to select the field by which to sort. You can sort this
field in Ascending or Descending order, which is specified in the Order By # 2 field.


Sort by #3: This is the third sort field. T.O.M. will use this field to sort third within the results of the Sort
by #2 field. Click on the drop down arrow to select the field by which to sort. You can sort this field in
Ascending or Descending order, which is specified in the Order By # 3 field.


Order by #1: Sorts the results of the Sort by #1 field in either Ascending or Descending order. Click the
drop down arrow to choose the sort order.


Order by #2: Sorts the results of the Sort by #2 field in either Ascending or Descending order. Click the
drop down arrow to choose the sort order.


Order by #3: Sorts the results of the Sort by #3 field in either Ascending or Descending order. Click the
drop down arrow to choose the sort order.


Use Standard T.O.M. Invoice Format:  T.O.M. allows you to use Microsoft Access 97 to customize
many of T.O.M.’s reports.  One of these reports is the Field Trip Invoice.  This is a check box that you may
either check or uncheck. If you check this field you are telling T.O.M. to automatically use the regular
invoice format. If you uncheck this field you can use a custom invoice format that you have stored in the
MS Access database TRIPRPT.MDB. This report is selected using the ACCESS format drop-down list as
described below. See Appendix D – Using MS Access to Customize T.O.M. Reports in this manual for
details about customizing your own reports.


ACCESS Format: If you uncheck the Use Standard T.O.M. Invoice Format checkbox as described above,
you can click the drop-down arrow and select from any of the available formats. See Appendix D – Using
MS Access to Customize T.O.M. Reports in this manual for details about customizing your own reports.
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Figure 5-27. The Sorting and Lookup Section on the Mass Billing Screen
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Using the Group Estimate, Invoice or Billing Preparation
Report Routine
Many districts and private contractors need to perform billing and estimating in mass or in large groups of
field trips.  T.O.M. facilitates this by allowing you to perform mass billing.  T.O.M. also allows you to
print your field trip estimates and field trip invoices for a group of field trips rather than one at a time.
While billing large groups of field trip there is a need for a preparation report before billing is performed.
A report that allows you to quickly review how each field trip in a group of field trips will be billed.
T.O.M. offers you that report as well called the Billing Preparation Report. All three of these functions are
performed in one routine called the Group Estimate, Invoice or Billing Preparation Report Routine.


To use the Group Estimate, Invoice or Billing Preparation Report Routine open the Process menu, then
click Billing and then Group Estimate, Invoice or Billing Preparation Report Print (Figure 5-28).


Figure 5-28. Starting The Group Estimate, Invoice, Billing Preparation Report Print Routine


The Group Estimate, Invoice, or Billing Preparation Report screen is displayed (Figure 5-29).  This screen
gives you both a very powerful field trip searching function as well as the ability to print Estimates,
Invoices and a Billing Preparation Report.
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To use the Group Estimate, Invoice, or Billing Preparation Report screen you would perform the following
steps:


1. Specify the search parameters of the group you wish to print. (See Searching and Sorting Unbilled
Field Trips later in this chapter for details about entering search and sort/print criteria for each tab on
the Group Estimate, Invoice and Billing Preparation Report Print screen.)


2. Click the Find All button.
3. Verify that the list of field trips that matched your search parameters is correct.
4. Click the Print Invoices, Print Estimates or the Print Billing Prep Report buttons to print the report(s)


that you desire.


Figure 5-29. The Group Estimate, Invoice and Billing Preparation Report Print Screen


Number of  field trips
found in the search.


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


Click the Print Invoices button to print an invoice for all trips in
the search list.


Click the Print Estimates button to print an estimate for all trips in
the search list.


Click the Print Billing Prep Report button to print the Billing
preparation report that will include all field trips in the search list.


Use the tab sections to choose from a variety of search
and sort options. The parameters tell T.O.M. what
unbilled field trips you want to find in the search.


Click the Find All button after
you have finished entering your
search parameters on each of
the tabs near the top of this
screen. T.O.M. searches the
database and displays all the
field trips that match the search
parameters.
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Printing Invoices for a Group of Field Trips


Many times your district may need to print or reprint invoices for a group of field trips.  In fact, some
districts need the ability to print invoices BEFORE they actually bill the field trips.  T.O.M.’s group
invoice print feature handles all of these features.  You may ask ‘How can T.O.M. print an invoice
BEFORE a field trip has been billed?’.   For unbilled field trips T.O.M. calculates the invoice amount for
the field trip without billing the field trip.  T.O.M. allows you to print or reprint invoices for billed field
trips as well.


To print invoices for a group of field trips perform the following steps:  


1. Specify the search parameters of the group you wish to print.
2. Click the Find All button.
3. Verify that the list of field trips that matched your search parameters is correct.
4. Click the Print Invoices button to print invoices for the field trips you have selected.


T.O.M. allows you to print / reprint an invoice for a single field trip.  (See Reprinting the Invoice of A
Single Trip earlier in this chapter for details.)  T.O.M. also allows you some flexibility on how your invoice
will print.  For information about how to change the appearance of your invoice see Chapter 4 - District
Options in the T.O.M. Getting Started Manual.


Printing Estimates for a Group of Field Trips


Many times your district may need to print or reprint estimates for a group of field trips.   T.O.M.’s group
estimate print feature handles all of these features.  T.O.M. allows you to print estimates for both billed and
unbilled field trips.  You may ask ‘How can T.O.M. print an estimate AFTER a field trip has been billed?’.
T.O.M. simply uses estimate miles and hours when appropriate to calculate the estimated amount rather
than actual miles and hours.   For those districts using employee hourly billing rates T.O.M. will also use
the estimated billing rate in the billing rate screen rather than the employee’s actual billing rate when
printing an estimate for a billed field trip.


To print estimates for a group of field trips perform the following steps:


1. Specify the search parameters of the group you wish to print.
2. Click the Find All button.
3. Verify that the list of field trips that matched your search parameters is correct.
4. Click the Print Estimates button to print estimates for the field trips you have selected.


T.O.M. allows you to print / reprint an estimate for a single field trip.  (See Printing Field Trip Estimates
for Customers in Chapter 1 – Entering Field Trips, Printing Estimates and Using the Field trip Inquiry
later in this manual for details.)  T.O.M. also allows you some flexibility on how your estimates will print.
For information about how to change the appearance of your estimate see Chapter 4 - District Options in
the T.O.M. Getting Started Manual.


Printing the Billing Preparation Report for a Group of Field Trips


When billing a group of field trips at the same time you will probably want to verify that everything is
correct for those field trips.  You want to ensure that the billing rates are correct, the flat amounts are
correct, the actual miles and hours are correct.  This is a lot of work!  Especially if you have to retrieve
each and every field trip you want to bill and one at a time look at all of that information.  Fortunately,
T.O.M. has an answer: the Billing Preparation Report (Figure 5-31).  This report has everything you need
in one easy to read printout to make sure that your field trips are billed right.


To print the Billing Preparation Report for a group of field trips perform the following steps:
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1. Specify the search parameters of the group you wish to print.
2. Click the Find All button.
3. Verify that the list of field trips that matched your search parameters is correct.
4. Click the Print Billing Prep Report button to print the Billing Preparation Report (Figure 5-31) for the


field trips you have selected.
5. T.O.M. compiles the report (this may take a few minutes, depending on the number of field trips) and


then displays the Billing Preparation Report Print / Preview screen (Figure 5-30).


Figure 5-30. Billing Preparation Report Print / Preview Screen


The Billing Preparation Report Print / Preview screen allows you to either print the report on your printer
or to preview the report on the screen. You also have the option to show in detail how the amount billed for
each employee is calculated.  If the Show Detailed Employee Information checkbox is checked the
employee detail section will print for each field trip.  If this field is unchecked the employee detail section
will not print.


The Billing Preparation Report is somewhat busy with a lot of numbers.  This can be confusing the first
time you see the report.  However, you will soon find that the report is designed well and includes
everything you need to know to find out how and WHY your field trips will be billed.  To help you use this
report


The General Field Trip Section of the Billing Preparation Report
Continued


Total Emp. Exp.:  This is the total of all of the driver’s expenses entered for each driver assigned to the
field trip in the Trip Driver Information screen.
Total Amount:  This is the actual amount that the customer will be charged for the field trip.


LINE 4
# of Hours @ Rate1: If you are using a billing rate with the Billing Instructions of ‘Step Rates’ then this number
is the number of hours that will be billed at the first of the two hourly rates for the step rate.  Depending on what
the hours limit is in your step billing rate this number may or may not be the same as the Total Hours field found
in line 1.  If your field trip is using a billing rate that has a Billing Instructions NOT set to ‘Step Rates’ then this
number will simple be the same as the Total Hours.


Hourly Rate #2:  If you are using a billing rate with the Billing Instructions of ‘Step Rates’ then this number is
the second of two hourly rates that you may enter for the step rate.  T.O.M. will calculate how many hours
exceeded the step hours limit and multiply those hours by this second hourly rate.  For example you may have a
step billing rate that tells T.O.M. to bill the first 2 hours at $12/ hour and then all hours after that at $15.  So if a
driver logged 4 hours for a trip using this rate T.O.M. would bill 2 hours at this Hourly Rate #2 ($15).


Total Wait Hours:  This is Wait Hours that was either calculated by T.O.M. using the times entered for a
particular employee or the hours that a user keyed directly into the Wait Time field in the Trip Employee Screen.
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Wait Hrly Rate:  This is the hourly rate that is multiplied against the wait hours for the employee.  This hourly
rate is either found in Billing Rates screen or the Employee Screen.  The Billing Rates special instructions tell
T.O.M. which Wait Hourly Rate to use for a field trip.


Total Wait Amt:  This is the dollar amount charged for a driver’s wait time for a field trip.  It is calculated by
multiplying the driver’s wait time by the wait hourly rate.


LINE 5


# of Miles @ Rate1: If you are using a billing rate with the Billing Instructions of ‘Step Rates’ then this number
is the number of miles that will be billed at the first of the two mileage rates for the step rate.  Depending on
what the miles limit is in your step billing rate this number may or may not be the same as the Total Miles field
found in line 1.  If your field trip is using a billing rate that has a Billing Instructions NOT set to ‘Step Rates’
then this number will simple be the same as the Total Miles.


Mileage Rate #2:  If you are using a billing rate with the Billing Instructions of ‘Step Rates’ then this number is
the second of two mileage rates that you may enter for the step rate.  T.O.M. will calculate how many miles
exceeded the step miles limit and multiply those miles by this second hourly rate.  For example you may have a
step billing rate that tells T.O.M. to bill the first 30 miles at $.05/ hour and then all miles after that at $1.  So if a
driver logged 40 miles for a trip using this rate T.O.M. would bill 10 miles at this Mileage Rate #2 ($1).


Total OT Wait Hours:  This is Overtime Wait Hours that a driver logged for a field trip.  These Overtime Wait
Hours keyed directly into the Overtime Wait Time field in the Trip Employee Screen by a user .


Wait OT Hrly Rate:  This is the hourly rate that is multiplied against the OT Wait Hours for the employee.
This hourly rate is either found in Billing Rates screen or the Employee Screen.  The Billing Rates special
instructions tell T.O.M. which Wait OT Hourly Rate to use for a field trip.


Total OT Wait Amt:  This is the dollar amount charged for a driver’s overtime wait time for a field trip.  It is
calculated by multiplying the driver’s overtime wait time by the overtime wait hourly rate.


Figure 5-32 provides a detailed description of each field in each line of the General Field Trip Section and
Figure 5-33 provides a detailed description of each field in each line of the Detailed Employee Section.


?My Group Invoice, Estimate or Billing Prep Report takes too long to open up
when I first select it from the menu.  How can I speed this up?
When the Group Invoice, Estimate or Billing Prep Report Print Screen first loads it will immediately fill
the lookup list of field trips with ALL of your field trips in your field trip database.  After a while this can
be quite a lot of field trips and eventually may slow the loading process of your field trip program and field
trip inquiry program to unacceptable levels.  T.O.M. has planned for this event.  You may instruct T.O.M.
that you do not wish to have the Field Trip Search / Select screen list all of the field trips in your field trip
database when it first loads.  Rather, you can tell T.O.M. to load the Group Estimate, Invoice or Billing
Prep Report Print Screen without displaying ANY field trips at first.  This will cause the Group Estimate,
Invoice or Billing Prep Report Print Screen to load much faster.  You may then enter your search
parameters and then click the Find All button.   Only then will T.O.M. fill the field trip list and in that list
will only be field trips that meet your search parameters.


To instruct T.O.M. NOT to load the Group Estimate, Invoice or Billing Prep Report Print Screen with ALL
of your field trips when it first loads you would uncheck the check box in your District Options that is
labeled ‘Auto Fill Field Trip Lists’.  See Chapter 4 – District Options in the T.O.M. Getting Started
Manual.
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The
Summary
Billing
Information
for a field
trip.


The
Detailed
Employee
section. In
this
example,
there are 2
employees
assigned to
this field
trip.


Figure 5-31.
The Billing
Preparation
Report
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The General Field Trip Section of the Billing Preparation Report
LINE 1
Trip#:  This is the number of the field trip that will be billed.
Customer: This is the name of the customer assigned to the field trip.
Description:  This is the description of the primary destination assigned to the field trip.
Total Hours:  This is the total driver hours that will be billed for the field trip.
Total Miles:  This is the total vehicle miles that will be billed for the field trip.
Flat Amount #1:  This is the first of five flat amounts that you may enter for a field trip.
Flat Amount #4:  This is the fourth of five flat amounts that you may enter for a field trip.
Total OT Hours:  This is the total employee hours that were paid the employee’s overtime hourly billing
rate.  This field will only be calculated if the field trip is using a Billing Rate with the Billing Instructions of
‘Employee Rates with OT’ or ‘Employee Rates with Daily OT’.


LINE 2
Billed:  This is a checkbox indicating if a field trip has been billed.  If the box is CHECKED then the field
trip has been billed if the box is UNCHECKED then the field trip has NOT been billed.
Date of Departure:  This is the field trip’s date of departure.
Allow To Be Billed:  This is a checkbox indicating whether you are allowing the field trip to be
automatically billed by T.O.M.  If the box is CHECKED the field trip is allowed to be billed. If the box is
UNCHECKED then the field trip is not allowed to be billed by T.O.M.
Hourly Rate #1: This is the billing rate that will be multiplied against the driver’s actual hours.  This rate is
found in the Billing Rate Screen of the Billing Rate assigned to the field trip. NOTE:  If the Billing Rate has
Billing Instructions of ‘Employee Rates’, ‘Employee Rates with OT’ or ‘Employee Rates with Daily OT’
then this rate is only used in calculating a estimate amount for the field trip and is NOT multiplied against the
driver’s actual hours.  The hourly billing rate entered in the employee screen is the rate that is multiplied
against each driver’s actual hours.  If the billing rate has Billing Instructions of ‘Step Rates’ then this is the
first of two rates allowed by the step rate.  It is multiplied against the number of driver hours that are less
than or equal to the step hours limit.
Mileage Rate #1:  This is the billing rate that will be multiplied against the actual vehicle miles of the field
trip.  This rate is found in the Billing Rate Screen of the Billing Rate assigned to the field trip.  If the billing
rate has Billing Instructions of ‘Step Rates’ then this is the first of two rates allowed by the step rate.  It is
multiplied against the number of miles that are less than or equal to the step miles limit.
Flat Amount #2:  This is the second of five flat amounts that you may enter for a field trip.
Flat Amount #5:  This is the fifth of five flat amounts that you may enter for a field trip.
Total OT Amt.:  This is the total dollar amount calculated when the various driver’s overtime hours for the
field trip were multiplied by the hourly overtime billing rate entered in the Employee Screen for each driver
that performed the field trip.


LINE 3
Assigned:  This is a checkbox indicating if a field trip has been assigned drivers and vehicles.  If the box is
CHECKED then the field trip has been assigned if the box is UNCHECKED then the field trip has NOT
been assigned.  If the field trip is not assigned then T.O.M. will use the estimated miles and hours and the
Billing Rates Mileage Rate and Hourly Rate where appropriate to calculate the amount to bill the field trip.
Billing Instructions:  These are the instructions as to which mileage and hourly rates (if any) to use when
billing the field trip.  Billing Instructions are found in the Billing Rates Screen.
Hours Amount:  This is the total amount to be charged for all of the driver’s hours for the field trip.  This
amount is the total of each driver’s Hrly Amount explained later in this section.
Mileage Amount: This is the total amount to be charged to the customer for all of the driver’s actual miles.
This amount is the total of each driver’s Mileage Amount explained in Figure 5-33.
Flat Amount #3:  This is the third of five flat amounts that you may enter for a field trip.


Continued on next page…
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The General Field Trip Section of the Billing Preparation Report
Continued


Total Emp. Exp.:  This is the total of all of the driver’s expenses entered for each driver assigned to the
field trip in the Trip Driver Information screen.
Total Amount:  This is the actual amount that the customer will be charged for the field trip.


LINE 4
# of Hours @ Rate1: If you are using a billing rate with the Billing Instructions of ‘Step Rates’ then this number
is the number of hours that will be billed at the first of the two hourly rates for the step rate.  Depending on what
the hours limit is in your step billing rate this number may or may not be the same as the Total Hours field found
in line 1.  If your field trip is using a billing rate that has a Billing Instructions NOT set to ‘Step Rates’ then this
number will simple be the same as the Total Hours.


Hourly Rate #2:  If you are using a billing rate with the Billing Instructions of ‘Step Rates’ then this number is
the second of two hourly rates that you may enter for the step rate.  T.O.M. will calculate how many hours
exceeded the step hours limit and multiply those hours by this second hourly rate.  For example you may have a
step billing rate that tells T.O.M. to bill the first 2 hours at $12/ hour and then all hours after that at $15.  So if a
driver logged 4 hours for a trip using this rate T.O.M. would bill 2 hours at this Hourly Rate #2 ($15).


Total Wait Hours:  This is Wait Hours that was either calculated by T.O.M. using the times entered for a
particular employee or the hours that a user keyed directly into the Wait Time field in the Trip Employee Screen.


Wait Hrly Rate:  This is the hourly rate that is multiplied against the wait hours for the employee.  This hourly
rate is either found in Billing Rates screen or the Employee Screen.  The Billing Rates special instructions tell
T.O.M. which Wait Hourly Rate to use for a field trip.


Total Wait Amt:  This is the dollar amount charged for a driver’s wait time for a field trip.  It is calculated by
multiplying the driver’s wait time by the wait hourly rate.


LINE 5


# of Miles @ Rate1: If you are using a billing rate with the Billing Instructions of ‘Step Rates’ then this number
is the number of miles that will be billed at the first of the two mileage rates for the step rate.  Depending on
what the miles limit is in your step billing rate this number may or may not be the same as the Total Miles field
found in line 1.  If your field trip is using a billing rate that has a Billing Instructions NOT set to ‘Step Rates’
then this number will simple be the same as the Total Miles.


Mileage Rate #2:  If you are using a billing rate with the Billing Instructions of ‘Step Rates’ then this number is
the second of two mileage rates that you may enter for the step rate.  T.O.M. will calculate how many miles
exceeded the step miles limit and multiply those miles by this second hourly rate.  For example you may have a
step billing rate that tells T.O.M. to bill the first 30 miles at $.05/ hour and then all miles after that at $1.  So if a
driver logged 40 miles for a trip using this rate T.O.M. would bill 10 miles at this Mileage Rate #2 ($1).


Total OT Wait Hours:  This is Overtime Wait Hours that a driver logged for a field trip.  These Overtime Wait
Hours keyed directly into the Overtime Wait Time field in the Trip Employee Screen by a user .


Wait OT Hrly Rate:  This is the hourly rate that is multiplied against the OT Wait Hours for the employee.
This hourly rate is either found in Billing Rates screen or the Employee Screen.  The Billing Rates special
instructions tell T.O.M. which Wait OT Hourly Rate to use for a field trip.


Total OT Wait Amt:  This is the dollar amount charged for a driver’s overtime wait time for a field trip.  It is
calculated by multiplying the driver’s overtime wait time by the overtime wait hourly rate.


Figure 5-32. The General Field Trip Section of the Billing Preparation Report







User Guide 5-53


Chapter5: Entering Driver Field Trip Miles and Hours and Billing Field Trips


The Detailed Employee Section of the Billing Preparation Report
LINE 1
Employee Name:  This is the name of each driver that was assigned to the field trip.
Cust. Hours:  This the number of hours you entered in the Customer Screen for the customer assigned to the
field trip.  These hours were added to the employees calculated actual hours if you told T.O.M. to calculate
the employee hours.  If you did NOT tell T.O.M. to calculate the employee hours then these hours are NOT
added to the calculated Actual Driver Hours.
Bill Hours:  This is the number of hours that T.O.M. will bill the field trip for that particular employee.
These hours will be same as either the employee’s actual hours or the minimum hours entered in the Billing
Rate Screen, whichever is greater.
Rate:  This is the billing rate that is multiplied against the Bill Hours.  This rate will either be hourly rate in
the Billing Rate record if the Billing Instructions were ‘Rate’ or the hourly billing rate in the Employee
record if the Billing Instructions were ‘Employee Rates’, ‘Employee Rates with OT’ or ‘Employee Rates
with Daily OT’.
Hrly Amount:  This is the amount calculated when the Bill Hours were multiplied against the bill hourly
rate.
Emp. Expense:  This is the expense amount that you entered for the employee in the Trip Driver
Information screen.


LINE 2
Actual Hours:  This is the actual driver hours for this employee for this field trip entered in the Trip Driver
Information screen.
Actual Miles:  This is the actual driver miles for this employee for this field trip entered in the Trip Driver
Information screen.
Miles:  This the number of miles you entered in the Customer Screen for the customer assigned to the field
trip.  These miles were added to the employees calculated actual miles if you told T.O.M. to calculate the
employee miles from the odometer readings.  If you did NOT tell T.O.M. to calculate the employee miles
from the odometer readings then these miles are NOT added to the calculated Actual Driver Miles.
Bill Miles:  This is the number of miles that T.O.M. will bill the field trip for that particular employee.
These miles will be the same as either the employee’s actual miles or the minimum miles entered in the
Billing Rate Screen, which ever is greater.
Rate:  This is the billing rate that is multiplied against the Bill Miles.  This rate is the Mileage Rate entered
in the Billing Rate Screen.
Mile Amount:  This is the amount calculated when the Bill Miles were multiplied against the bill mileage
rate.
Min Amount:  This is the minimum amount to bill for each driver assigned to the field trip.  This amount is
entered in the Billing Rate Screen.  If the actual calculated billing amount for the driver is less than the
Minimum Amount then T.O.M. will bill the customer the Minimum Amount for the driver.


LINE 3
Min: Hours:  This the minimum number of hours to bill each driver assigned to the field trip.  These hours
are entered in the Billing Rate Screen.  When determining the number of hours to bill the customer for this
driver T.O.M. will compare the driver’s actual hours against the Minimum Hours and choose the greater
number.
Miles:  This the minimum number of miles to bill each driver assigned to the field trip.  These miles are
entered in the Billing Rate Screen.  When determining the number of miles to bill the customer for this driver
T.O.M. will compare the driver’s actual miles against the Minimum Miles and choose the greater number.
Amount:  This is the customer amount that is entered in the Customer Screen for the customer assigned to
the field trip.  This amount is added to the total calculated amount to bill the customer for EACH driver
assigned to the field trip.


(continued on next page)
Figure 5-33. The Detailed Employee Section of the Billing Preparation Report
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The Detailed Employee Section of the Billing Preparation Report
(continued from previous page)


LINE 3 (continued)
OT Hours:  This is the number of actual driver hours for the field trip that were found to be in overtime.  For
more detailed information about how T.O.M. calculates the number of driver hours that are considered in
overtime see the section titled  ‘How T.O.M. Calculates the Amount to Bill a Field Trip’ found earlier in this
chapter. NOTE: T.O.M. will only calculate these hours if the Billing Instructions for the Billing Rate
assigned to the trip are ‘Employee Rates with OT’ or ‘Employee Rates with Daily OT’.
Rate:  This is the Overtime Hourly Billing Rate that is multiplied against the Overtime Hours.  The Overtime
Hourly Billing Rate is found in the Employee Screen for each employee assigned to the field trip.
OT Amount:  This is the dollar amount calculated when multiplying a driver’s Overtime Hours against the
Driver’s Overtime Hourly Billing Rate.
Calc. Amount:  This is the amount to bill a customer for an individual driver BEFORE it is compared to the
Minimum Amount.  This amount is the total of the Hourly Amount, Mileage Amount, OT Amount and
Customer amount.
Amt. Billed for Driver:  This is the actual amount that the customer will be billed for an individual driver.
It is equal to either the Calc. Amount or the Minimum Amount whichever is greater.


LINE 4
Wait Hours:  This is the number of wait time hours that was entered for the driver or calculated by T.O.M
for the driver based on the drivers times.
Wait Rate:  This is the Wait Hourly Billing Rate that is multiplied against the Wait Hours. The wait Hourly
Billing Rate is found in either the Billing Rate Screen or the Employee Screen for each employee assigned to
the field trip.
Amount:  This is the dollar amount calculated when multiplying a driver’s Wait Hours against the driver’s
Wait Rate.
OT Hours:  This is the number of wait time hours that were considered in overtime.  These hours are entered
in the Trip Driver Information Screen.
Rate:  This is the Overtime Wait Hourly Billing Rate that is multiplied against the Overtime Wait Hours.
The wait Overtime Hourly Billing Rate is found in either the Billing Rate Screen or the Employee Screen for
each employee assigned to the field trip
OT Amount:  This is the dollar amount calculated when multiplying a driver’s Overtime Wait Hours against
the Driver’s Overtime Wait Hourly Billing Rate.


Figure 5-35 (continued). The Detailed Employee Section of the Billing Preparation Report
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Searching and Sorting Field Trips


The searching and sorting features of the Group Estimate, Invoice or Billing Preparation Report Print
screen (Figure 5-22) is very powerful, but very easy to use.  To search your field trips just enter your
search parameters and click the Find All button.  In a few moments T.O.M. will display in the selected
records box all the Field Trip records that matched your search parameters.  The records will be sorted
according to the sorting and lookup options you choose. Let’s take a closer look at how use the searching
feature of this screen.  Figure 5-22 shows the key search portions of the Mass Billing screen.


The screen uses a ‘Tabbed’ format. That is, the information on this portion of the screen is grouped into
different sections that you can display by clicking on that group’s tab. Below is a discussion of each field
in each group of the search and sort portion of the screen.


Entering Search Criteria on the Dates and General Tab


This section describes the search fields in the Dates and General tab on the Mass Billing screen
(Figure 5-34).


Figure 5-34. The General Tab on the Group Estimate, Invoice and Billing Prep Report Screen


Departure Date Range:  You can use the preprogrammed date ranges found in the Dates field drop-down
list or enter your own date ranges. If you use the preprogrammed date ranges, click on the Dates field drop-
down arrow and select from one of 12 date ranges, such as ‘Today’, ‘This Week’, ‘Last Year’ etc. The date
ranges are automatically filled in for you.


If you enter your own date ranges, use these fields to search your field trips by their departure date.
T.O.M. makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when typing in
the date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called ‘masking’).







5-56 Transportation Operations Manager


Chapter 5: Entering Driver Field Trip Miles and Hours and Billing Field Trips


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 enter “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. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.
 
NOTE: You can combine search parameters for more exact searches.  For example, you could enter a
departure date range and a destination to get only unbilled field trips made for that destination for that date
range.  The following is a description of each of the search parameters that T.O.M. allows you to use when
searching for unbilled field trips.


Customer:  You may select a specific customer to search your field trips by.  For example, you would use
this to search for all field trips for a particular school.  If you know the number of the customer then enter it
here.  Don’t worry if you don’t know the customer number.  T.O.M. gives you an easy way to look up your
customer by the customer name.  To do this you click the Customer button.  This causes the Custom Search
Screen to appear. This screen will allow you to quickly search your existing customers by an alphabetic
lookup. See Chapter 5 – Customers in the T.O.M. Getting Started Guide for details about searching for
customers.
 
Destination:  You may select a specific destination to search your Field Trips by.  For example, you may
search all field trips requests for the city zoo.  If you know the number of the destination of the field trip
then enter it here. If you don’t know the destination number, T.O.M. will provide an easy way to look up
your destination by the destination name (or description).  To do this you click the Destination button.
This causes the Destination Search Screen to appear.  This screen will allow you to quickly search your
existing destination by an alphabetic lookup. See Chapter 8 – Destinations in the T.O.M. Getting Started
Guide for details about searching for destinations.
 
Selected Trip #:  As with the field trip requests, T.O.M. automatically numbers each field trip with a
unique number when it is added to the field trip database.  You can then search the field trip database for a
specific field trip number.
 
Trip # Range: Search for a range of trip numbers. Enter the beginning trip number in the first field. Enter
the ending trip number in the second field.
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Entering Search Criteria on the Assignment Tab


This section describes the search fields in the Assignment tab on the Detailed Field screen
(Figure 5-35).


Figure 5-35. The Assignment Tab on the Group Estimate, Invoice and Billing Prep Report Screen


Selected Schedule:  A schedule is a list of drivers that you create when you first set up T.O.M.  When a
field trip is added to the field trip database you assign a schedule to that field trip.  You may then search
the field trip database for all field trips with a specific schedule.  Click on the down arrow to the right of
the Schedule field to see a list of schedules that your transportation department has created. Once you find
the schedule you desire click on it and it will automatically appear in the Schedule field.  NOTE:  T.O.M.
will only search the field trips on their FIRST schedule.  It will not search their other four schedules to see
if they match the selected schedule entered here.
 
Assigned:  This field is a check box field.  That means it can either be checked or unchecked.  If the field
is checked you are telling T.O.M. to search for all assigned field trips.  An assigned field trip is a field trip
that has drivers and vehicles assigned to perform the field trip.
 
Unassigned:  This field is a check box field.  That means it can either be checked or unchecked.  If the
field is checked you are telling T.O.M. to search for all field trips that have NOT been assigned.  An
assigned field trip is a field trip that has drivers and vehicles assigned to perform the field trip.
 
Billed:  This field is a check box field.  That means it can either be checked or unchecked.  If the field is
checked you are telling T.O.M. to search for all field trips that have been billed.
 
Unbilled:  This field is a check box field.  That means it can either be checked or unchecked.  If the field is
checked you are telling T.O.M. to search for all field trips that have NOT been billed.
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Entering Search Criteria on the Billing Tab


This section describes the search fields in the Billing tab on the Detailed Field screen
(Figure 5-36).


Figure 5-36. The Billing Section on the Group Estimate, Invoice and Billing Prep Report Screen


Fund: You may select a specific fund that the field trip is charged against.  This field is a drop down list
box.  If you don’t know the number of the fund that you want to charge a field trip against click the down
arrow next to the fund box.  A list of all the funds you entered when setting up T.O.M. will appear. Simply
locate the desired fund, point to it with your mouse and click.  T.O.M. will automatically place the selected
fund into the fund box.


If you know the number of the fund that is requesting the field trip then enter it here.  Don’t worry if you
don’t know the fund number.  T.O.M. gives you an easy way to lookup your fund by the fund name.  To do
this you click the Fund button.  This causes the Fund Search Screen to appear. This screen will allow you
to quickly search your existing funds by an alphabetical lookup. See Chapter 3 – Entering Lookup Lists in
the T.O.M. Getting Started Guide for details about searching for funds.


Billing Customer: This allows you to search by the customer who received the bill if it was different than
the customer who took the field trip.  If you know the number of the customer then enter it here.  Don’t
worry if you don’t know the customer number.  T.O.M. gives you an easy way to lookup your customer by
the customer name.  To do this you click the Billing Customer button.  This causes the Customer Search
Screen to appear. This screen will allow you to quickly search for the billing customer by an alphabetical
lookup. See Chapter 5 – Customers in the T.O.M. Getting Started Guide for details about searching for
customers.
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Entering Search Criteria on the Other Tab


This section describes the search fields in the Other tab on the Detailed Field screen
(Figure 5-37).


Figure 5-37. The Other Section on the Group Estimate, Invoice and Billing Prep Report Screen


Selected Request #:  If the field trip was created when a field trip request was accepted by the
transportation department the field trip is stamped with the number of the field trip request that it was
created from.  You then search the field trips in the field trip database by the your original field trip request
number.  For example, you can search the field trip database for the field trip that was created from your
field trip request #100.


Selected Grade:  You may search your field trips by the student grade level that you assigned to the trips.
Click on the down arrow to the right of the grade field to see a list of grades that you may select. Once you
find the grade you desire click on it and it will automatically appear in the grade field.
 
Selected Internal Number:  Some school districts have preprinted, pre-numbered field trip request forms
and they track the field trip by that preprinted number.  T.O.M. stores this information in the Internal Field
Trip number.  You may search your field trips by this number.


Selected Category: A field trip may be assigned a category code defined by you.  These codes can be used
to group similar field trips (for example, boys basketball).  You may then search the field trip database for
field trips with a specific category.  Click on the down arrow to the right of the Category field to see a list
of Categories that you created when you first setup T.O.M. Once you find the Category you desire click on
it and it will automatically appear in the Category field
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Select Division:  Customers can be assigned to divisions.  You may then search field trips by division.  If
you know the division that you wish to search by then enter here.  If you don’t know the division you
desire T.O.M. provides you with an easy drop down list of all of the divisions that you have created.  Just
click the down arrow to the right of the Division field and a list of existing divisions will display on your
screen.  To select a division click on the row containing the desired division and that division will
automatically appear in the Select Division field.
 
Entering Sort Criteria on the Sorting and Printing Tab


This section describes the sort and ordering fields you can use in the Sorting and Lookup tab on the
Detailed Field screen (Figure 5-38).


Figure 5-38. The Sorting / Printing Section on the Group Estimate, Invoice and Billing Prep Report Screen


Sort by #1: This is the primary sort field. T.O.M. will use this field to sort first. Click on the drop down
arrow to select the field by which to sort. You can sort this field in Ascending or Descending order, which
is specified in the Order By # 1 field.


Sort by #2: This is the secondary sort field. T.O.M. will use this field to sort second within the results of
the Sort by #1 field. Click on the drop down arrow to select the field by which to sort. You can sort this
field in Ascending or Descending order, which is specified in the Order By # 2 field.


Sort by #3: This is the third sort field. T.O.M. will use this field to sort third within the results of the Sort
by #2 field. Click on the drop down arrow to select the field by which to sort. You can sort this field in
Ascending or Descending order, which is specified in the Order By # 3 field.


Order by #1: Sorts the results of the Sort by #1 field in either Ascending or Descending order. Click the
drop down arrow to choose the sort order.
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Order by #2: Sorts the results of the Sort by #2 field in either Ascending or Descending order. Click the
drop down arrow to choose the sort order.


Order by #3: Sorts the results of the Sort by #3 field in either Ascending or Descending order. Click the
drop down arrow to choose the sort order.


Use Standard T.O.M. Invoice Format:  T.O.M. allows you to use Microsoft Access 97 to customize
many of T.O.M.’s reports.  One of these reports is the Field Trip Invoice.  This is a check box that you may
either check or uncheck. If you check this field you are telling T.O.M. to automatically use the regular
invoice format. If you uncheck this field you can use a custom invoice format that you have stored in the
MS Access database TRIPRPT.MDB. This report is selected using the ACCESS format drop-down list as
described below. See Appendix D – Using MS Access to Customize T.O.M. Reports in this manual for
details about customizing your own reports.


ACCESS Format: If you uncheck the Use Standard T.O.M. Invoice Format checkbox as described above,
you can click the drop-down arrow and select from any of the available formats. See Appendix D – Using
MS Access to Customize T.O.M. Reports in this manual for details about customizing your own reports.
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Chapter 6
Entering Payments and Other Money
Activities
After you have billed your customers for field trips that you performed you will later need to enter
payments.   Each district will have its own unique way of paying for a field trip.  Some districts may
simply send a report confirming the transferring of funds from the school’s budget to the transportation
department’s budget.  Other districts may have given the transportation department the entire district field
trip budget for the year in advance and payment may be a formal expensing of a field trip’s cost.   Still
other districts may in fact actually have each school write a check to the transportation department to pay
for the field trip.  There are as many methods for paying for field trips as there are districts.


However your district designates that a payment has been made for a field trip entering that payment into
T.O.M. is a quick and straightforward process.  A key element in the processing of payments is that you
must setup a Money Transaction Type for a payment transaction (See the Setup Manual for more
information about setting up Money Transaction Types).


A Money Transaction Type is a code that you define when setting up T.O.M. that describes a certain type
of field trip money activity (Bill, Payment, Adjustment, Discount etc.).  You may setup an unlimited
number of these money transaction types.  Any money transaction that you enter for a field trip must be
assigned a valid Money Transaction Type that you have predefined.


T.O.M. comes initially with several common Money Transaction Types.  You may choose to use these pre-
loaded Money Transaction Types or setup new Money Transaction Types.


Because you can setup up as many Money Transaction Types as you desire you may use Money
Transactions to record other types of financial activities concerning the field trip besides payments.  You
could use these Money Activity Transactions to enter an adjustment to the amount that the customer owes
for a field trip.  Or you may enter some type of a discount that you may offer to the customer.  There really
is no limit to the number of different types of financial activities you can log against a field trip.


In this chapter you will learn:


• Entering A Payment For A Field Trip


• Entering Other Money Activities For A Field Trip


• Deleting a Money Activity
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Entering a Payment for a Field Trip
When you receive what you consider to be payment for a field trip from the customer you must record the
payment into T.O.M. to ensure that your management reports are correct.  All that T.O.M. requires to enter
a payment is a Payment Money Transaction Type, the payment amount and the payment date.  T.O.M. will
also allow you to enter a check number of the payment but it is not required.


The following is a detailed discussion on the process of entering customer payments to field trips:


1. Retrieve the field trip that requires you to enter the payment by using the Field Trip Search / Selection
screen.


 
2. Click the Bills and Pymts button (Figure 6-1).


 
 
 
 
 
 
 
 


Figure 6-1. The Bills and Pymnts Button on the Detailed Field Trip Screen


This will cause the Bills and Payments screen (Figure 6-2) to display.


Click the Bills and Pymts button to
enter payments you receive for a
field trip and other transactions
such as adjustments to the balance.
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Figure 6-2. Bills and Payments Screen


3. Click the Add button to add a new Money Activity Record to the field trip.  The Add Trip Money
Record screen (Figure 6-3) is displayed.


 


Figure 6-3. Add Trip Money Record Screen


This is the amount the customer
currently owes for the field trip.
T.O.M. recalculates this amount
as you add or delete transactions.


Click the Add button to add a
payment type money activity, such as
a payment or balance adjustment.


Click the Money
Type down
arrow to select
from a list of
Money Types
you have already
set up, such as
Payment or
Adjustment.


This line shows the Bill Money Activity automatically
generated by T.O.M. when the field trip was billed.
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4. Select the Money Transaction Type that you have designated for a payment type activity.  Next enter
the date and the amount of the payment (T.O.M. assumes that the session date on the computer is the
date the payment was made, you may change this date).  If you wish to record a check number for the
payment T.O.M. gives you a place to enter that number as well.


 


Figure 6-4. A Payment Type Money Activity Before It Is Saved


Figure 6-4 shows an example of a completed payment type money activity.  Notice the payment
amount is entered as a negative.  This is critical.  WHEN ENTERING THE PAYMENT AMOUNT
YOU MUST ENTER IT AS A NEGATIVE NUMBER.  You can enter it as “-78.40” or “(78.40)”. It
will always be displayed with parentheses. If you do not do this T.O.M. will add the payment amount
to the unpaid balance rather than subtract it.


5. When you have completed entering the payment information click the Save button.  T.O.M. records
the Money Activity and automatically recalculates the unpaid balance. The Bills and Payments screen
is again displayed showing the new payment (Figure 6-5).


If you do not wish to save the payment, click the Exit button to return to the Bills and Payments
screen.


Must be entered
in as a negative
amount if it is
for a payment
activity.


Payment Money
Type that you
setup when setting
up T.O.M.


When you have completed
entering the payment information
click the Save button.
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Figure 6-5. Bills and Payments Screen AFTER the Payment was Added


6. You can add another payment, if you wish, by repeating steps 1 through 3. To finish this process click
the Exit button and T.O.M. will return you to the Detailed Field Trip screen (Figure 6-1).


Entering Other Money Type Activities for a Field Trip
Occasionally you will need to adjust the amount of money that the customer owes for a field trip.  For
whatever reason you may need to increase or decrease the unpaid balance of the field trip.  You will also
want an accurate audit trail of the changes that you have made to the unpaid balance.


Changes to the unpaid balance of a field trip are made with T.O.M. through Money Activity Records.
These records record the date of the change and the dollar amount of the change.  Also recorded in these
records is a Money Transaction Type that describes the nature of the change.  You define these Money
Transaction Types when you first set up T.O.M. for everyday use. (For more information see Chapter 3 –
Entering Lookup Lists of the T.O.M. Getting Started Manual.)  You may set up as many of these Money
Transaction Types as you need.


Entering a Money Activity Record is very similar to entering a payment against a field trip as described in
the previous section of this chapter.  Instead of selecting a payment Money Transaction Type, however,
you would select the Money Transaction Type that best describes the Money Activity transaction that you
are entering.


The unpaid balance is
recalculated for the new
payment.


The payment
you entered is
now listed.
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The following is a detailed discussion of the steps that you take when entering other types of Money
Activities.  This example describes how to use the Adjustment Money Type to decrease the unpaid
balance.


1. Retrieve the field trip for which you need to make an adjustment on the unpaid balance using the Field
Trip Search / Selection screen.


 
2. Click the Bills and Pymts button (Figure 6-6).


 


Figure 6-6. The Bills and Pymnts Button on the Detailed Field Trip Screen
 


This will cause the Bills and Payments screen (Figure 6-7) to display.


Click the Bills and Pymts button to
enter payments you receive for a
field trip and other transactions
such as adjustments to the balance.
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Figure 6-7. Bills and Payments Screen
 


3. Click the Add button to add a new Money Activity Record to the field trip.  The Add Trip Money
Record screen (Figure 6-8) will display.


 


Figure 6-8. Add Trip Money Record Screen


This line shows the Bill Money Activity automatically
generated by T.O.M. when the field trip was billed.


Click the Add button to add a
payment type money activity, such as
a payment or balance adjustment.


This is the amount the customer
currently owes for the field trip.
T.O.M. recalculates this amount
as you add or delete transactions.


Click the Money
Type down
arrow to select
from a list of
Money Types
you have already
set up, such as
Payment or
Adjustment.
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4. Select the Money Transaction Type that you have setup that best describes this transaction.  Next enter
the date and the amount of the Money Activity (T.O.M. assumes that the session date on the computer
is the date the of the Money Activity).


 


Figure 6-9. An Adjustment Type Money Activity Before it is Saved


Figure 6-9 shows an example of a completed adjustment type money activity.  Notice the adjustment
amount is entered as a negative.  This is critical.  WHEN ENTERING THE MONEY ACTIVITY
AMOUNT YOU MUST ENTER IT AS A NEGATIVE NUMBER IF YOU ARE DECREASING
THE UNPAID AMOUNT OR AS A POSITIVE NUMBER IF YOU ARE INCREASING THE
UNPAID AMOUNT.  You can enter it as “-50” or “(50.00)”. It will always be displayed with
parentheses. If you do not do this T.O.M. will add the adjustment amount to the unpaid balance rather
than subtract it.


5. When you have completed entering the payment information click the Save button.  T.O.M. records
the Money Activity and automatically recalculates the unpaid balance. The Bills and Payments screen
is again displayed showing the new adjustment (Figure 6-10).


Payment Money
Type that you set
up when setting
up T.O.M.


Must be entered
in as a negative
amount if it is
for a payment
activity.
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Figure 6-10. Bills and Payments Screen AFTER the Adjustment was Added


6. You can add another payment, if you wish, by repeating steps 1 through 3. To finish this process click
the Exit button and T.O.M. will return you to the Detailed Field Trip screen (Figure 6-6).


Deleting a Money Activity
Occasionally, you will make a mistake when entering a money activity and you will need to correct the
activity.  Proper accounting standards do not recommend that someone just changes a money transaction.
Instead it is recommended that you delete the money activity completely and reenter that money activity.
The following is a detailed discussion of the steps you take to delete a money activity record from a field
trip:


1. Retrieve the field trip that requires you to delete the money activity by using the Field Trip Search /
Selection screen.


 
2. Click the Bills and Pymts button (Figure 6-11).


The unpaid balance is
recalculated for the new
payment.


The payment
you entered is
now listed.
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Figure 6-11. The Bills and Pymnts Button on the Detailed Field Trip Screen


This will cause the Bills and Payments screen (Figure 6-12) to display.


Click the Bills and Pymts button to
delete an existing payment from
field trip.
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Figure 6-12. Bills and Payments Screen


3. Point to the row that displays the money activity record that you wish to delete and then click on it
with your mouse.


 
4. Click the Delete button telling T.O.M. that you wish to delete the specified money activity record.
 
5. T.O.M. displays a message box asking you to confirm that you really wish to delete the selected


money activity record (Figure 6-13).  You then click the O.K. button and T.O.M. removes the money
activity record from your database.


 


 
 
 
 
 
 


Figure 6-13. The Delete Money Transaction Confirmation Screen


Click the OK
button to confirm
to T.O.M. to
delete the money
activity record.
Otherwise, click
the Cancel button.


Second, click the Delete button to delete
the highlighted money activity, such as a
payment or balance adjustment.


This is the amount the customer
currently owes for the field trip.
T.O.M. recalculates this amount
as you add or delete transactions.


First, click on the money
activity you wish to delete.
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6. T.O.M. returns you to the Bills and Payments screen that now has the deleted money activity record
removed from the screen and the unpaid balance recalculated (Figure 6-14).  You then click the Exit
button to return to the Detailed Field Trip screen (Figure 6-11).


Figure 6-14. Bills and Payments Screen AFTER the Money Activity Record Has Been Deleted


The unpaid balance that was
recalculated reflects the removal
of the money activity record.
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Entering Payments or Other Money Activities for Trips with
Charges Split to Multiple Customers
T.O.M. efficiently handles payments and other money activities for field trips with split charges to multiple
customers. When you receive what you consider to be payment for a field trip from the customer you must
record the payment into T.O.M. and credit it to the right customer to ensure that your management reports
are correct.  All that T.O.M. requires to enter a payment is a Payment Money Transaction Type, the
payment amount, the payment date and the customer.  T.O.M. will also allow you to enter a check number
of the payment but it is not required.


The following is a detailed discussion on the process of entering a customer payment for a split trip:


1. Retrieve the field trip for which you need to make an adjustment on the unpaid balance using the Field
Trip Search / Selection screen.


 
2. Click the Bills and Pymts button (Figure 6-15).


Figure 6-15. The Bills and Pymnts Button on the Detailed Field Trip Screen


This will cause the Bills and Payments screen (Figure 6-16) to display.


Entering payments for a
split trip is easily
handled by T.O.M.


Click the Bills and Pymts
button to delete an existing
payment from field trip.
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Figure 6-16. Bills and Payments Screen for a Multiple Customer Split Trip Charge


3. Click the Add button to add a new Money Activity Record to the field trip.  The Add Trip Money
Record screen (Figure 6-17) is displayed.


4. Select the Money Transaction Type that you have designated for a payment type activity.  Next enter
the date and the amount of the payment (T.O.M. assumes that the session date on the computer is the
date the payment was made, you may change this date).  If you wish to record a check number for the
payment T.O.M. gives you a place to enter that number as well.  Click on the drop-down arrow in the
Customer field to choose the customer making this payment.


Click the Add button
to add a payment
type money activity,
such as a payment or
balance adjustment.


This is the total unpaid amount
for the entire field trip. T.O.M.
recalculates this amount as you
add or delete transactions.


This line shows the Bill Money Activity automatically
generated by T.O.M. when the field trip was billed.


In a split trip, the unpaid
balance for each customer
charged with the field trip is
displayed here. T.O.M.
recalculates these amounts as
you add or delete transactions.
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Figure 6-17. A Payment Type Money Activity Before It Is Saved


Figure 6-17 shows an example of a completed payment type money activity.  Notice the payment
amount is entered as a negative.  This is critical.  WHEN ENTERING THE PAYMENT AMOUNT
YOU MUST ENTER IT AS A NEGATIVE NUMBER.  You can enter it as “-57.00” or “(57.00)”. It
will always be displayed with parentheses. If you do not do this T.O.M. will add the payment amount
to the unpaid balance rather than subtract it.


Payment Money
Type that you set
up when setting
up T.O.M.


Must be entered
in as a negative
amount if it is
for a payment
activity.


Click on the drop-down arrow in the
Customer field to choose the customer
making this payment.
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5. When you have completed entering the payment information click the Save button.  T.O.M. records
the Money Activity and automatically recalculates the unpaid balance. The Bills and Payments screen
is again displayed showing the new payment (Figure 6-18).


If you do not wish to save the payment, click the Exit button to return to the Bills and Payments
screen.


Figure 6-18. Bills and Payments Screen AFTER the Adjustment was Added


6. You can add another payment, if you wish, by repeating steps 1 through 3. To finish this process click
the Exit button and T.O.M. will return you to the Detailed Field Trip screen (Figure 6-15).


The payment
you entered is
now listed.


Balances are adjusted
according to the customer
credited with the transaction.
The total unpaid amount is
also adjusted.





		Entering a Payment for a Field Trip

		Entering Other Money Type Activities for a Field Trip

		Deleting a Money Activity

		Entering Payments or Other Money Activities for Trips with Charges Split to Multiple Customers
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Master File Reports
The Customer, Destination, Employee and Vehicle files are considered to be key files or Master Files.
These files are considered Master Files because they hold many pieces of key information.  This
information is valuable and T.O.M. was designed to give you many different ways of using the information
when printing these master file reports.  This advanced flexibility makes these reports powerful tools that
allow you to create a vast number of unique reports for any number of special purposes.


Accessing the Master File Reports
To access the master file reports you click the Reports menu option at the top of your screen and then click
the Master File submenu option (Figure 7-1) for the Master File Report you wish to produce.


Figure 7-1. Accessing the Master Files Reports


Previewing and Printing Master File Reports
Once you have selected your report, you can either print the report on your printer or preview it on the
screen. The Print button and Preview button is always available at the bottom of the screen, such as in the
Customer Directory screen shown in Figure 7-3.


• Click the Print button to print the report on your printer or to a file. Remember to choose the
Print to file option on your Print window if you wish to print the report to a file.
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• Click the Preview button to preview the report on the screen, which is useful for previewing the
report before printing it. When you click the Preview button, the report is processed and the
Preview window is displayed with your report (Figure 7-2). In Print Preview, the mouse cursor
changes to a magnifying glass. Click the page to zoom in and out as necessary. If your estimate is
more than one page, you can view additional pages using the VCR-type controls in the lower left
corner of the screen.


When you are finished, you can click the “X” in the top right corner of the screen or choose Close
from the File menu to close the Preview Screen. If you wish to print the report, click the Restore
button on the reports screen title bar in the lower left corner of the screen (such as the Field Trip
Reports screen shown in Figure 7-2), then click the Print button.


Figure 7-2. The Report Preview Screen


Working with the Customer Directory Reports
The Customer Directory was designed to give the Transportation Department a complete source of
information for each of its customers on file. The Customer Directory is actually two different reports.


Click the Restore icon
to return to the reports
screen.


In Print Preview, the mouse cursor
changes to a magnifying glass. Click
on the page to zoom in (+) and out (-)
as necessary.


If your estimate is more than one page,
you can view additional pages using
the VCR-type controls in the lower left
corner of the screen.
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To print the Customer Directory Report open the Reports menu, select the Master File Reports menu and
then click the Customer Directory option.  (See Accessing the Management Reports at the beginning of this
chapter for details.)  The Customer Directory screen is displayed (Figure 7-3).


The Customer Directory screen uses a ‘Tabbed’ format.  The screen uses the General tab (Figure 7-3), the
Sort tab (Figure 7-4). Click on a tab to see its options. The following describes the fields in each tab.


Entering Selection Criteria on the General Tab


Click on the General tab in the Customer Directory screen (Figure 7-3), if it’s not already selected. This tab
allows you to enter the selection parameters of the report, which report you wish to print and a user title
that you wish to include on the report.


Figure 7-3. The General Tab on the Customer Directory Screen
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Selected Division:  Customers can be assigned to divisions that you created.  You can list all customers
that belong to a division. If you know the division that you wish to report on then enter here.  If you don’t
know the division you desire T.O.M. provides you with an easy drop down list of all of the divisions that
you have created.


What Report: This is a report that you want to print.  As was previously mentioned you can choose from a
list of two reports.  The following is a brief description of each of these reports:
 


Report Name Description
1 Line (Figure 7-5) This is a very simple report listing one line of basic information for each


customer.  This includes the customer’s number, name, address, phone, division
and status.


Detailed (Figure 7-6) This report is a comprehensive report listing all information that T.O.M. stores
for each customer.


 
Title:  This is a title that you can have printed on the report that you select.  Any of the selected reports
will print this title.  The title will print at the top of each page of your report below your district name and
the main name of this report.  You can use this title to further describe the report you’ve printed.  For
example, West Division’s Customers.
 
Customer Status:  This field uses a toggle button or push down button display.  That is you click on or
press the button of the choice you want.  If you click the Active button you are telling T.O.M. to only print
customers that are marked as Active.  If you click the Inactive button you are telling T.O.M. to only print
the customers that are marked as Inactive.  If you click the All button you are telling T.O.M. to print all
selected customers whether they are marked as Active or Inactive.
 







User Guide 7-5


Chapter7: Master File Reports


Entering Sort Criteria on the Sort Tab


Click on the Sort tab in the Customer Directory screen (Figure 7-4), if it’s not already selected. This tab
allows you to enter the sort and order fields of the report.  You may enter up to three sort fields.  You may
also define how you want the fields to be sorted.


Figure 7-4. The Sort Tab on the Customer Directory Screen


Sort by #(1,2 or 3):  These are the three sort fields that you may define for the report.  You have quite a
list of fields to choose from when defining the sort fields. Click on the down arrow to the right of the each
sort field to see a list of fields that you may choose from. Once you find the sort field you desire click on it
and it will automatically appear in the sort field.
 
Order by #(1,2, or 3):  This is the order that you want the related sort field to be sorted.  You may choose
either ascending, (a-z, smallest-largest, oldest-newest) or descending (z-a, largest-smallest, newest-oldest).
 
Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
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see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.


Previewing and Printing Customer Directory Reports


Once you have selected your report, you can either print the report on your printer or preview it on the
screen. The Print and Preview buttons are always available at the bottom of the screen (Figure 7-3). See
Previewing and Printing Management Reports previously described in this chapter for details.


Figure 7-6 and Figure 7-6 shows a list of samples of the Customer Directory Reports that you can print
from the Customer Directory Reports screen. Refer to the table in the description of the What Report field
found previously in this section for a complete reference of the Customer Directory Reports.
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Figure 7-5. The 1 Line Customer Directory
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Figure 7-6. The Detailed Customer Directory
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Working with the Destination Directory Reports
The Destination Directory was designed to give the Transportation Department a complete source of
information for each of its destinations on file. The Destination Directory is actually two different reports.
The Destination Directory is very useful as a hard copy list of all of the destinations to which the
Transportation Department has taken at least one field trip.  The Destination Directory allows you to select
a specific destination category to print or to print all destinations regardless of their destination category.
The Destination Directory also allows you to specify whether you wish to print active destinations, inactive
destinations or all destinations on file.


To print the Destination Directory Report open the Reports menu, select the Master File Reports menu and
then click the Destination Directory option.  (See Accessing the Management Reports at the beginning of
this chapter for details.)  The Destination Directory screen is displayed (Figure 7-7).


The Destination Directory screen uses a ‘Tabbed’ format.  The screen uses the General tab (Figure 7-7) and
the Sort tab (Figure 7-8). Click on a tab to see its options. The following describes the fields in each tab.
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Entering Selection Criteria on the General Tab


Click on the General tab in the Destination Directory screen (Figure 7-7), if it’s not already selected. This
tab allows you to enter the selection parameters of the report, which report you wish to print and a user title
that you wish to include on the report.


Figure 7-7. The General Tab on the Destination Directory Screen


Select Category:  Destinations can be assigned to categories that you created.  You can list all destinations
that belong to a category. If you know the category that you wish to report on then enter here.  If you don’t
know the category you desire T.O.M. provides you with an easy drop down list of all of the categories that
you have created.
 
What Report: This is the report that you want to print.  As was previously mentioned you can choose
from a list of two reports.  The following is a brief description of each of these reports:
 


Report Name Description
1 Line (Figure 7-9) This is a very simple report listing one line of basic information for each


Destination.  This includes the destination’s number, description, address,
category, average miles and status.


Detailed (
Figure 7-10)


This report is a comprehensive report listing all information that T.O.M. stores
for each Destination.
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Title:  This is a title that you can have printed on the report that you select.  Any of the selected reports
will print this title.  The title will print at the top of each page of your report below your district name and
the main name of this report.  You can use this title to further describe the report you’ve printed.  For
example, ‘City Parks’.
 
Destination Status:  This field uses a toggle button or push down button display.  That is you click on or
press the button of the choice you want.  If you click the Active button you are telling T.O.M. to only print
destinations that are marked as Active.  If you click the Inactive button you are telling T.O.M. to only print
the destinations that are marked as Inactive.  If you click the All button you are telling T.O.M. to print all
selected destinations whether they are marked as Active or Inactive.


Entering Sort Criteria on the Sort Tab


Click on the Sort tab in the Destination Directory screen (Figure 7-8), if it’s not already selected. This tab
allows you to enter the sort and order fields of the report.  You may enter up to three sort fields.  You may
also define how you want the fields to be sorted.


Figure 7-8. The Sort Tab on the Destination Directory Screen


Sort by #(1,2 or 3):  These are the three sort fields that you may define for the report.  You have quite a
list of fields to choose from when defining the sort fields. Click on the down arrow to the right of the each
sort field to see a list of fields that you may choose from. Once you find the sort field you desire click on it
and it will automatically appear in the sort field.
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Order by #(1,2, or 3):  This is the order that you want the related sort field to be sorted.  You may choose
either ascending, (a-z, smallest-largest, oldest-newest) or descending (z-a, largest-smallest, newest-oldest).
 
Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.


Previewing and Printing Destination Directory Reports


Once you have selected your report, you can either print the report on your printer or preview it on the
screen. The Print and Preview buttons are always available at the bottom of the screen (Figure 7-7). See
Previewing and Printing Management Reports previously described in this chapter for details.
Figure 7-9 and Figure 7-10 shows a list of samples of the Destination Directory Reports that you can print
from the Destination Directory Reports screen. Refer to the table in the description of the What Report
field found previously in this section for a complete reference of the Destination Directory Reports.
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Figure 7-9. The 1 Line Destination Directory
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Figure 7-10. The Detailed Destination Directory
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Working with the Employee Directory Reports
The Employee Directory was designed to give the Transportation Department a complete source of
information for employees.  The Employee Directory is actually four different reports.


There are many ways that this directory can be used by the Transportation Department.  The Employee
Directory, for example, could be used as a listing of all drivers whose licenses will expire in the next two
months.  Or, this report could be used as a list of employees that have a birthday next month.  There really
is a wide range of options offered by the Employee Directory.


The Employee Directory not only prints the values in any of the ACTIVE custom fields it also allows the
user to use any of these custom fields as selection criteria.  So, for example, if one of the Employee’s
Custom fields in your district was Speaks Spanish (Yes / No) you could use this field and the Employee
Directory to list just those employees that speak Spanish.


You don’t have to remember what you have entered into your active custom fields because T.O.M. will
automatically scan your database of employees and compile a unique list of all of the values that you have
entered into each active custom field.  Each of these custom fields is displayed with a drop down list box
that allows you to open and display all of the values that you have entered into each custom field.


To print the Employee Directory Report open the Reports menu, select the Master File Reports menu and
then click the Employee Directory option.  (See Accessing the Management Reports at the beginning of
this chapter for details.)  The Employee Directory screen is displayed (Figure 7-11).


The Employee Directory screen uses a ‘Tabbed’ format.  The screen uses the General tab (Figure 7-11), the
Vehicle tab (Figure 7-12), the Dates tab (Figure 7-13), the User tab (Figure 7-14) and the Sorting tab
(Figure 7-15). Click on a tab to see its options. The following describes the fields in each tab.
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Entering Selection Criteria on the General Tab


Click on the General tab in the Employee Directory screen (Figure 7-11), if it’s not already selected. This
tab allows you to enter the selection parameters of the report, which report you wish to print and a user title
that you wish to include on the report.


Figure 7-11. The General Tab on the Employee Directory Screen


Selected Employee Type:  This is the employee type that was assigned to the employee.  For example,
please list all my Bus Driving Aids.
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What Report: This is a report that you want to print.  As was previously mentioned you can choose from a
list of four reports.  The following is a brief description of each of these reports:
 


Report Name Description
1 Line (Figure 7-16) This is a very simple report listing one line of basic information for each


Employee.  This includes the employee’s number, name, address, phone, and
status.


1 Line No Phone #
(Figure 7-17)


This is the same as the 1 Line report except no phone numbers are printed for
privacy concerns.


2 Line (Figure 7-18) This contains all information in 1line report and then includes a second line of
information.  This second line includes the employee’s seniority, SSN,
Birthday, Hire Date, Vehicle # assigned, Employee Type, Certification Date
and License expiration date.


2 Line No Phone #
(Figure 7-19)


This is the same as the 2 Line report except no phone numbers are printed for
privacy concerns.


3 Line (Figure 7-20) This contains all information in 2 line report and then includes a third line of
information.  This third line includes the five custom fields, the type of the
vehicle assigned, the billing hourly rate, and the overtime hourly billing rate.


4 Line (Figure 7-21) This contains all information in the 3 line report and then includes a fourth line
of information.  This fourth line includes the two custom date fields.


Detailed Figure 7-22) This report is a comprehensive report listing all information that T.O.M. stores
for each Employee.


 
Title:  This is a title that you can have printed on the report that you select.  Any of the selected reports
will print this title.  The title will print at the top of each page of your report below your district name and
the main name of this report.  You can use this title to further describe the report you’ve printed.  For
example, ‘Employees With March Birthdays’.


Employee Status:  This field uses a toggle button or push down button display.  That is you click on or
press the button of the choice you want.  If you click the Active button you are telling T.O.M. to only print
employees that are marked as Active.  If you click the Inactive button you are telling T.O.M. to only print
the employees that are marked as Inactive.  If you click the All button you are telling T.O.M. to print all
selected employees whether they are marked as Active or Inactive.
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Entering Selection Criteria on the Vehicle Tab


Click on the Vehicle tab in the Employee Directory screen (Figure 7-12), if it’s not already selected. This
tab allows you to enter selection parameters of the report.


Figure 7-12. The Vehicle Tab on the Employee Directory Screen


Selected Vehicle:  This is the vehicle number of the vehicle that is assigned to the employee.  For example,
please list all employee(s) that are assigned to bus 100.


Selected Vehicle Type:  This is the vehicle type of the vehicle that is assigned to the employee.  For
example, please list all employees who are assigned to handicap buses.
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Entering Selection Criteria on the Dates Tab


Click on the Dates tab in the Employee Directory screen (Figure 7-13), if it’s not already selected. This tab
allows you to enter date ranges of date-related selection criteria of the report.


Figure 7-13. The Dates Tab on the Employee Directory Screen


Hire Date Range:  This is a range of the employee hire dates.  For example, please list all employees hired
from 01/01/1985 to 12/31/1989.
 
License Expiration Date Range:  This is a range of the employee’s license expiration date.  For example,
please list all employee’s who’s license expire between 1/1/1998 to 2/28/1998.
 
Birthday Range: This is a range of the employee’s birthdays.  For example please list all employees
whose birthday are from 01/01/1920 to 12/31/1929.
 
Certification Date Range:  This is a range of the employee’s certification date.  For example, please list
all employees who were certified between 01/01/1980 to 12/31/1997.
 
Inactive Date Range:  This is a range of dates that the employee was marked as inactive.  For example,
please list all employees that were marked inactive from 01/01/1995 to 12/31/1997.


Birthday Month: This is the month that the employee was born. For example, please list all employees
whose birthday is in March.
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Entering Selection Criteria on the User Tab


Click on the User tab in the Employee Directory screen (Figure 7-13), if it’s not already selected. This tab
allows you to enter date ranges of date-related selection criteria of the report.


Figure 7-14. The User Tab on the Employee Directory Screen


custom fields 1-7:  These are the five custom text fields and two custom date range fields that are available
for your use in the Employee screen.  If you have entered a caption for the custom field in the District
Options that field will appear with the caption you entered in the Employee screen and in the Employee
Directory screen.  Figure 7-14 shows how these fields might be used.


T.O.M. also builds a unique list of every value that you entered in to that custom fields and makes it
available in a drop down list box next to that custom field.  So for example in Custom Field #1 that we
gave a caption of ‘FIRST AID’ if we either typed a ‘A’, ‘B’ or left the field blank T.O.M. would build a
drop down list box that would display the values; blank, ‘A’ or ‘B’.  For example, list all the route times
for employees with an ‘A’ in ‘FIRST AID’.
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Entering Sort Criteria on the Sorting Tab


Click on the Sorting tab in the Employee Directory screen (Figure 7-15), if it’s not already selected. This
tab allows you to enter the sort and order fields of the report.  You may enter up to three sort fields.  You
may also define how you want the fields to be sorted.


Figure 7-15. The Sorting Tab on the Employee Directory Screen


Sort by #(1,2 or 3):  These are the three sort fields that you may define for the report.  You have quite a
list of fields to choose from when defining the sort fields. Click on the down arrow to the right of the each
sort field to see a list of fields that you may choose from. Once you find the sort field you desire click on it
and it will automatically appear in the sort field.
 
Order by #(1,2, or 3):  This is the order that you want the related sort field to be sorted.  You may choose
either ascending, (a-z, smallest-largest, oldest-newest) or descending (z-a, largest-smallest, newest-oldest).


Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.
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Previewing and Printing Employee Directory Reports


Once you have selected your report, you can either print the report on your printer or preview it on the
screen. The Print and Preview buttons are always available at the bottom of the screen (Figure 7-15). See
Previewing and Printing Management Reports previously described in this chapter for details.


Figure 7-16 through Figure 7-22 shows a list of samples of the Employee Directory Reports that you can
print from the Employee Directory Reports screen. Refer to the table in the description of the What Report
field found previously in this section for a complete reference of the Employee Directory Reports.
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Figure 7-16. 1 Line Employee Directory
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Figure 7-17. 1 Line No Phone # Employee Directory
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Figure 7-18. The 2 Line Employee Directory
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Figure 7-19. The 2 Line No Phone # Employee Directory
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Figure 7-20. The 3 Line Employee Directory
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Figure 7-21. The 4 Line Employee Directory
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Figure 7-22. The Detail Employee Directory
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Working with the Employee Route Report
As you know T.O.M. allows you to enter in an employee’s daily routes.  These routes can be used to
influence the automatic assignment of drivers to field trips.  However, having this route information in the
computer is valuable in and of itself.  It is very useful to be able to produce an easy to read report of an
employee’s route times.  T.O.M. gives you that report.


The report itself is a simple one, listing each selected employee and his/her routes and their times.  The
Employee Route Report screen (Figure 7-23) gives you many selection options to customize how you want
your route information to print.  This makes what seems like a simple report into a powerful tool for you to
use when managing an employee’s routes.


To print the Employee Route Report open the Reports menu, select the Master File Reports menu and then
click the Employee Route option.  (See Accessing the Management Reports at the beginning of this chapter
for details.)  The Employee Route Report screen is displayed (Figure 7-23).


Figure 7-23. The Employee Route Report Screen


Selected Vehicle Type:  This the vehicle type of the vehicle assigned to the employee.  For example list
the route times of all employees that drive a small handicap bus.
 
Selected Vehicle:  This is the vehicle number of the vehicle assigned to the employee.  For example list all
of the route times of all the employees that drive bus 100.
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Selected Route Day:  This is the day that the route is performed.  You may choose from Sun. - Sat.  For
example, list all employee routes on Monday.
 
Selected custom fields 1-5:  These are the five custom fields that are available for your use in the
employee screen.  If you have entered a caption for the custom field in the District Options that field will
appear with the caption you entered in the Employee Screen and in the Employee Directory Screen.  In this
example we are using three of the custom fields and gave them the captions: ‘FIRST AID’, ‘REFRESHER’
and ‘DOT PHYSIC’.  T.O.M. also builds a unique list of every value that you entered in to that custom
fields and makes it available in a drop down list box next to that custom field.  So for example in Custom
Field #1 that we gave a caption of ‘FIRST AID’ if we either typed a ‘A’, ‘B’ or left the field blank T.O.M.
would build a drop down list box that would display the values; blank, ‘A’ or ‘B’.  For example, list all the
route times for employees with an ‘A’ in ‘FIRST AID’.
 
Selected Employee Types:  These are the employee types that you want to list the route times for.  T.O.M.
allows you to enter all of your transportation employees into the Employee Database.   Since many
employee types do NOT have route times T.O.M. allows you to specify which employee types to select for
this report.
 
T.O.M. makes this an easy process by displaying one list of ALL the employee types that you have created
and then another list of those employee types that you want to report on.  You then use the Select All,
Deselect All, Add and Remove buttons to move employee types to and from the selected list.
 
NOTE:  If for some reason the employee types in the list of all your employee types do NOT match your
employee types then click the Refresh List button which will rebuild the list of all employee types in the
list to just include the employee types that you have created.


Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.


Previewing and Printing the Employee Route Report


Once you have selected your report, you can either print the report on your printer or preview it on the
screen. The Print and Preview buttons are always available at the bottom of the screen (Figure 7-23). See
Previewing and Printing Management Reports previously described in this chapter for details.


Figure 7-16 shows a sample of the Employee Route Report that you can print from the Employee Route
Reports screen.
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Figure 7-24. The Employee Route Report
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Working with the Vehicle Directory Report
The Vehicle Directory was designed to give the Transportation Department a complete source of
information for its vehicles.


There are many ways that this directory can be used by the Transportation Department.  The Vehicle
Directory, for example, can be used as a listing of all vehicles that run on diesel fuel.  Or, this report can be
used as a list of vehicles that have more than 100,000 miles logged.  Or, this report can be used as a list of
vehicles manufactured by Bluebird.  There really is a wide range of options offered by the Vehicle
Directory.


The Vehicle Directory not only prints the values in any of the ACTIVE custom fields it also allows the user
to use any of these custom fields as selection criteria.  So, for example, if one of the Vehicle’s Custom
fields in your district was Has Child Restraints (Yes / No) you could use this field and the Vehicle
Directory to list just those vehicles that have child restraints in them.


You don’t have to remember what you have entered into your active custom fields because T.O.M. will
automatically scan your database of vehicles and compile a unique list of all of the values that you have
entered into each active custom field.  Each of these custom fields is equipped with a drop down list box
that you can open and display all of the values that have been entered into each custom field.


The Vehicle Directory will allow the user to select specific Vehicle Records in the following manner:


• A specific manufacturer or all.
• A range of manufactured years.
• A range of total miles.
• A specific fuel type or all.
• A specific vehicle type or all.
• Whether the vehicle is active, inactive or all.
• If the vehicle is inactive a range of dates that the vehicle became inactive.


The Vehicle Directory includes the following information:


• Vehicle number.
• Vehicle description.
• Vehicle make.
• Vehicle fuel type.
• Vehicle year of manufacture.
• Vehicle type.
• Vehicle total miles.
• Vehicle license.
• Whether the vehicle is active.
• If the vehicle is inactive the date that the vehicle became inactive.
• Each of the three ACTIVE Custom fields.
• A total count of reported vehicles.


To print the Vehicle Directory open the Reports menu, select the Master File Reports menu and then click
the Vehicle Directory option.  (See Accessing the Management Reports at the beginning of this chapter for
details.)  The Vehicle Directory screen is displayed (Figure 7-25).
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The Vehicle Directory screen uses a ‘Tabbed’ format.  The screen uses the General tab (Figure 7-25), the
Active Status tab (Figure 7-26), the User tab (Figure 7-27) and the Sort tab (Figure 7-28). Click on a tab to
see its options. The following describes the fields in each tab.


Entering Selection Criteria on the General Tab


Click on the General tab in the Vehicle Directory screen (Figure 7-25), if it’s not already selected. This tab
allows you to enter the selection parameters of the report.


Figure 7-25. The General Tab on the Vehicle Directory Screen


Selected Manufacturer: This is the manufacturer of the vehicle.  T.O.M. builds a drop down list of all of
the values that you have entered in this field for all of your vehicles.


Manufactured Year Range: This is the year the vehicle was manufactured.  You may enter a range of
these years to report on.


Selected Vehicle Type: This is the type of the vehicle.  Don’t worry if you don’t remember the code for a
specific vehicle type.  T.O.M. offers you a drop down list of all of the vehicle types available to you.


Total Miles Range: This is the miles on the vehicle.  T.O.M. allows you to select a range of mileage to
report on.


Selected Fuel Type: This is the fuel type of the vehicle.  T.O.M. builds a drop down list of all of the
values that you have entered into this field of all of your fuel types.
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Print Report Selection Page: This is a check box field.  It is either checked or unchecked..  If this field is
checked then T.O.M. will print a one page list of all of the selection parameters that you have specified
when running this report.


Entering Selection Criteria on the Active Status Tab


Click on the Active Status tab in the Vehicle Directory screen (Figure 7-26), if it’s not already selected.
This tab allows you to enter date range parameters of the report.


Figure 7-26. The Active Status Tab on the Vehicle Directory Screen


Vehicle Status:  This field uses a toggle button or push down button display.  That is you click on or press
the button of the choice you want.  If you click the Active button you are telling T.O.M. to only print
vehicles that are marked as Active.  If you click the Inactive button you are telling T.O.M. to only print the
vehicles that are marked as Inactive.  If you click the All button you are telling T.O.M. to print all selected
vehicles whether they are marked as Active or Inactive.


Inactive Date Range: If you select the Inactive or Both button in the Vehicle Status field described above,
you can also enter an inactive date range, if you wish. This selects only the inactive vehicles within this
range. If you leave this field blank, all inactive vehicles are selected.
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Entering Selection Criteria on the User Tab


Click on the User tab in the Vehicle Directory screen (Figure 7-14), if it’s not already selected. This tab
allows you to enter selection criteria for user-defined fields of the report.


Figure 7-27. The User Tab on the Vehicle Directory Screen


Selected (custom fields 1-3):  These are the three custom text fields that are available for your use in the
Vehicle screen.  If you have entered a caption for the custom field in the District Options that field will
appear with the caption you entered in the Vehicle screen and in the Vehicle Directory screen.  Figure 7-27
shows how these fields might be used.


T.O.M. also builds a unique list of every value that you entered in to that custom fields and makes it
available in a drop down list box next to that custom field.  So for example in Custom Field #1 that we
gave a caption of ‘LIFT CHAIR’ if we either typed a ‘A’, ‘B’ or left the field blank T.O.M. would build a
drop down list box that would display the values; blank, ‘A’ or ‘B’.  For example, list all the route times
for employees with an ‘A’ in ‘LIFT CHAIR’.
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Entering Sort Criteria on the Sort Tab


Click on the Sort tab in the Vehicle Directory screen (Figure 7-28), if it’s not already selected. This tab
allows you to enter the sort and order fields of the report.  You may enter up to three sort fields.  You may
also define how you want the fields to be sorted.


Figure 7-28. The Sort Tab on the Vehicle Directory Screen


Sort by #(1,2 or 3):  These are the three sort fields that you may define for the report.  You have quite a
list of fields to choose from when defining the sort fields. Click on the down arrow to the right of the each
sort field to see a list of fields that you may choose from. Once you find the sort field you desire click on it
and it will automatically appear in the sort field.
 
Order by #(1,2, or 3):  This is the order that you want the related sort field to be sorted.  You may choose
either ascending, (a-z, smallest-largest, oldest-newest) or descending (z-a, largest-smallest, newest-oldest).
 
Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.
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Previewing and Printing the Vehicle Directory Report


Once you have selected your report, you can either print the report on your printer or preview it on the
screen. The Print and Preview buttons are always available at the bottom of the screen (Figure 7-28). See
Previewing and Printing Management Reports previously described in this chapter for details.


Figure 7-29 shows a sample of the Vehicle Directory (also called Roster) that you can print from the
Vehicle Directory Reports screen.
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Figure 7-29. The Vehicle Directory (Roster) Report
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As the name indicates many of T.O.M.’s reports assist you in the management of the Transportation
Department.  These powerful reports are some of the most attractive features of the T.O.M. system.
Almost all feature several selection / sub setting options.  This advanced flexibility makes these reports
powerful tools that allow you to create a vast number of unique reports for any number of special purposes.


Accessing the Management Reports
To access the Management Reports click the Report menu option at the top of your screen and then click
the Management Reports submenu option (Figure 8-1).


Figure 8-1. Accessing the Management Reports Menu


Click the report option you wish to produce, such as Driver Report. See the section later in this chapter if
you need details about producing the selected report. The Driver Hours Reports option has a submenu with
additional report options.
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Previewing and Printing Management Reports
Once you have selected your report, you can either print the report on your printer or preview it on the
screen. The Print button and Preview button is always available at the bottom of the screen, such as in the
Field Trip Reports screen shown in Figure 8-3.


• Click the Print button to print the report on your printer or to a file. Remember to choose the
Print to file option on your Print window if you wish to print the report to a file.


• Click the Preview button to preview the report on the screen, which is useful for previewing the
report before printing it. When you click the Preview button, the report is processed and the
Preview window is displayed with your report (Figure 8-2). In Print Preview, the mouse cursor
changes to a magnifying glass. Click the page to zoom in and out as necessary. If your estimate is
more than one page, you can view additional pages using the VCR-type controls in the lower left
corner of the screen.


When you are finished, you can click the “X” in the top right corner of the screen or choose Close
from the File menu to close the Preview Screen. If you wish to print the report, click the Restore
button on the reports screen title bar in the lower left corner of the screen (such as the Field Trip
Reports screen shown in Figure 8-2), then click the Print button.


Figure 8-2. The Report Preview Screen


Click the Restore icon
to return to the reports
screen.


In Print Preview, the mouse cursor
changes to a magnifying glass. Click
on the page to zoom in (+) and out (-)
as necessary.If your estimate is more than one page, you can view additional pages using


the VCR-type controls in the lower left corner of the screen.
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Working with Field Trip Reports
The Field Trip Reports is actual ten different reports that you may select from a powerful report options
screen.  All of these reports list detail or summary field trip information.


To print Field Trip Reports open the Reports menu, select the Management Reports menu and then click
the Field Trip Reports option (Figure 8-1). (See Accessing the Management Reports at the beginning of
this chapter for details.)  The Field Trip Reports screen is displayed (Figure 8-3). This screen offers you
wide variety of selection and sorting options.  This is in many ways very similar in its operation to the
Field Trip Inquiry screen.  You can enter search parameters and then click the Find All button and the
screen will display the results of the search.


One of the ways this screen is different from the Field Trip Inquiry screen is that it uses a ‘Tabbed’ format.
The screen uses the Selection / Title tab (Figure 8-3), the Sorting tab (Figure 8-4) and the Records Selected
tab (Figure 8-5). Click on a tab to see its options. The following describes the fields in each tab.


Entering Search Criteria on the Selection / Title Tab


Click on the Selection / Title tab in the Field Trip Reports screen (Figure 8-3), if it’s not already selected.
This tab allows you to enter the search selection parameters of the report, which report you wish to print
and a user title that you wish to include on the report.


Figure 8-3. The Selection / Title Tab on the Field Trip Reports Screen


Departure Date Range:  You can use the preprogrammed date ranges found in the Dates field drop-down
list or enter your own date ranges. If you use the preprogrammed date ranges, click on the Dates field drop-
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down arrow and select from one of 12 date ranges, such as ‘Today’, ‘This Week’, ‘Last Year’ etc. The date
ranges are automatically filled in for you.


If you enter your own date ranges, use these fields to search your field trips by their departure date.
T.O.M. makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when typing in
the date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called ‘masking’).
You must, however, enter 2 digits for the month and the day.  So, for example if you were entering a date
of  “3/2/1994” you would type “03021994” and T.O.M. would automatically place two “/” in the
appropriate positions in the date.  The year must be entered as the full year (ex. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.


Selected Trip #:  As with the field trip requests, T.O.M. automatically numbers each field trip with a
unique number when it is added to the field trip database.  You can then search the field trip database for a
specific field trip number.
 
Selected Schedule:  A schedule is a list of drivers that you create when you first set up T.O.M.  When a
field trip is added to the field trip database you assign a schedule to that field trip.  You may then search
the field trip database for all field trips with a specific schedule.  Click on the down arrow to the right of
the Schedule field to see a list of schedules that your transportation department has created. Once you find
the schedule you desire click on it and it will automatically appear in the Schedule field.  NOTE:  T.O.M.
will only search the field trips on their FIRST schedule.  It will not search their other four schedules to see
if they match the selected schedule entered here.
 
Fund: You may select a specific fund that the field trip to report on.  This field is a drop down list box.  If
you don’t know the number of the fund that you want to report on click the down arrow next to the Fund
field.  A list of all the funds you entered when setting up T.O.M. will appear. Locate the desired fund and
click on it to place the fund in the Fund field.


Don’t worry if you don’t know the fund number.  T.O.M. gives you an easy way to lookup your fund by
the fund name.  To do this you click the Fund button.  This causes the Fund Search Screen to appear. This
screen will allow you to quickly search your existing funds by an alphabetical lookup. See Chapter 3 –
Entering Lookup Lists in the T.O.M. Getting Started Guide for details about searching for funds.


Customer:  This is the customer number of a specific customer that you want to report on.  If you don’t
know the customer number click the down arrow next to the Customer field and a list of all your customers
will appear in alphabetical order.  Click on the customer name to select it; the customer’s number will
appear in the Customer field.  If you leave this field blank all customers will be selected for this report.
Click the Customer button if you need to look up the customer using an alphabetical lookup. See Chapter 5
– Customers in the T.O.M. Getting Started Guide for details about searching for customers.
 
Destination:  You may select a specific destination to search your Field Trips by.  For example, you may
search all field trips requests for the city zoo.  If you know the number of the destination of the field trip
then enter it here. If you don’t know the destination number, T.O.M. will provide an easy way to look up
your destination by the destination name (or description).  To do this you click the Destination button.
This causes the Destination Search Screen to appear.  This screen will allow you to quickly search your
existing destination by an alphabetic lookup. See Chapter 8 – Destinations in the T.O.M. Getting Started
Guide for details about searching for destinations.
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Selected Request #:  If the field trip was created when a field trip request was accepted by the
transportation department the field trip is stamped with the number of the field trip request that it was
created from.  You then search the field trips in the field trip database by the your original field trip request
number.  For example, you can search the field trip database for the field trip that was created from your
field trip request #100.


Selected Category: A field trip may be assigned a category code defined by you.  These codes can be used
to group similar field trips (for example, boys basketball).  You may then search the field trip database for
field trips with a specific category.  Click on the down arrow to the right of the Category field to see a list
of Categories that you created when you first setup T.O.M. Once you find the Category you desire click on
it and it will automatically appear in the Category field
 
Selected Grade:  You may search your field trips by the student grade level that you assigned to the trips.
Click on the down arrow to the right of the grade field to see a list of grades that you may select. Once you
find the grade you desire click on it and it will automatically appear in the grade field.


Selected Division:  Customers can be assigned to divisions.  You may then search field trips by division.
If you know the division that you wish to search by then enter here.  If you don’t know the division you
desire T.O.M. provides you with an easy drop down list of all of the divisions that you have created.  Just
click the down arrow to the right of the Division field and a list of existing divisions will display on your
screen.  To select a division click on the row containing the desired division and that division will
automatically appear in the Select Division field.
 
Selected Internal Number:  Some school districts have preprinted, pre-numbered field trip request forms
and they track the field trip by that preprinted number.  T.O.M. stores this information in the Internal Field
Trip number.  You may search your field trips by this number.


Assigned:  Check this checkbox to search for all assigned field trips.  An assigned field trip is a field trip
that has drivers and vehicles assigned to perform the field trip.
 
Unassigned:  Check this checkbox to search for all field trips that have NOT been assigned.  An assigned
field trip is a field trip that has drivers and vehicles assigned to perform the field trip.
 
Billed:  Check this checkbox to search for all field trips that have been billed.
 
Unbilled:  Check this checkbox to search for all field trips that have NOT been billed.


Canceled:  Check this checkbox to search for all field trips that have been canceled.


Open:  Check this checkbox to search for all field trips that have NOT been canceled.


What Report: This is a report that you want to print.  Choose from a list of ten reports.  The following is a
brief description of each of these reports:
 


Report Name Sample
Report


Description


1 Line Figure 8-6 This is a very simple report listing one line of basic information
for each field trip.  This includes the trip date, destination, return
date and time.


2 Line Figure 8-7 This contains all information in 1line report and then includes a
second line of information.  This second line includes contact,
purpose, est. time and miles, # of students and adults and grade.


3 Line Figure 8-8 This contains all information in 2 line report and then a third line
of information.  This third line includes the category, fund, internal
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Report Name Sample
Report


Description


#, vehicle types and capacities.
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Report Name Sample
Report


Description


4 Line Figure 8-9 This contains all information in the 3 line report and then a fourth
line of information.  This fourth line includes the schedules (driver
lists) assigned to the trips and the # of vehicles required.


With Drivers Figure 8-10 This report contains three lines of basic information about each
field trip and then a list of all drivers and vehicles assigned to this
list.


With Drivers New
Page Per Day


Figure 8-11 This report is very similar in format to the With Drivers report.
This report has two key differences from the With Drivers report:
1.  You cannot define its sort order.  It always sorts by trip
departure date, schedule and trip number.  2.  This report will start
a new page if there is a break in the days of the field trip.  So you
will see all of field trips for March 6th on one page and March 7th


on another page.
Category Summary Figure 8-12 This report will summarize all selected field trips by the field trip


categories assigned to the field trips.  The report will list the
various field trip categories and summary field trip statistics for
each category.


Customer
Summary


Figure 8-13 This report will summarize all selected field trips by the customer
assigned to the field trips.  The report will list the various
customers and summary field trip statistics for each customer.


Destination
Summary


Figure 8-14 This report will summarize all selected field trips by the
destination assigned to the field trips.  The report will list the
various destinations and summary field trip statistics for each
destination.


Destination
Category Summary


Figure 8-15 This report will summarize all selected field trips by the
destination categories assigned to the field trips.  The
transportation department can group the list of destinations in its
database into categories that it creates. The report will list the
various destination categories and summary field trip statistics for
each destination category.


Fund Summary Figure 8-16 This report will summarize all selected field trips by the funds
assigned to the field trips.  The report will list the various funds
and summary field trip statistics for each fund.


Grade Summary Figure 8-17 This report will summarize all selected field trips by grade
assigned to the field trips. The report will list the various grades
and summary field trip statistics for each grade.


Split Trips: This is a drop-down list that lets you select from three choices:


Split Trip Options Description
None Do not break down any split trips. T.O.M. takes just the customer and fund on the


main screen.
Customer Break all split trips down to the customer level. For example, if a trip is split


between two customers, T.O.M. makes it two reporting tripsone for each
customer.


Fund Break all split trips down to the customer and fund level. For example, if a trip is
split between two customers and two funds, T.O.M. makes it four reporting
tripsone for each customer and fund combination.


Title:  This is a title that you can have printed on the report that you select.  Any of the selected reports
will print this title.  The title will print at the top of each page of your report below your district name and
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the main name of this report.  You can use this title to further describe the report you’ve printed, such as
“July’s Field Trips.”


Selected P.O. #:  This is the Purchase Order number assigned to the field trip.  Many school districts issue
purchase orders for all field trips taken.


Entering Sort Criteria on the Sorting Tab


Click on the Sorting tab in the Field Trip Reports screen (Figure 8-4), if it’s not already selected. This tab
allows you to enter the sort and order fields of the report.  You may enter up to three sort fields.  You may
also define how you want the fields to be sorted.


Figure 8-4. The Sorting Tab on the Field Trip Reports Screen


Sort by #(1,2 or 3):  These are the three sort fields that you may define for the report.  Some of the reports
will not allow you to define the sort fields.  This is because these reports are summary reports or by
definition require a certain sort pattern. The reports that you CAN define the sort order are: 1 Line Report,
2 Line Report, 3 Line Report, 4 Line Report and the With Drivers Report.  You have quite a list of fields to
choose from when defining the sort fields. Click on the down arrow to the right of the each sort field to see
a list of fields that you may choose from. Once you find the sort field you desire click on it and it will
automatically appear in the sort field.
 
Order by #(1,2, or 3):  This is the order that you want the related sort field to be sorted.  You may choose
either ascending, (a-z, smallest-largest, oldest-newest) or descending (z-a, largest-smallest, newest-oldest).
 
Use Standard T.O.M. Reports Formats: T.O.M. allows you to use Microsoft Access 97 to customize
many of T.O.M.’s reports.  The 1, 2, 3 and 4 Line Field Trip Reports as well as the Field Trip Report with
Employees and the Field Trip Report with Employees New Page for Each Day reports are all reports that
you can customize.  Check this checkbox to automatically use the regular trip ticket format for printing. If
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you uncheck this checkbox you can use a custom trip ticket format that you have stored in the MS Access
database TRIPRPT.MDB. This report is selected using the ACCESS format drop-down list. See Appendix
B – Using MS Access to Customize T.O.M. Reports in this manual for details about customizing your own
reports.


ACCESS Format: If you uncheck the Use Standard T.O.M. Reports Formats checkbox as described
above, you can click the drop-down arrow and select from any of the available formats. See Appendix D –
Using MS Access to Customize T.O.M. Reports in this manual for details about customizing your own
reports.


Build Employee Assignment Report Database: This checkbox is enabled only if the Use Standard
T.O.M. Trip Ticket Access Formats checkbox is unchecked. Many of T.O.M.’s reports need a special
temporary database of trip assignment information to be created. This is because of the complexity of
reporting on things such as shuttle trips and trips with multiple destinations. T.O.M. has a procedure that
automatically creates this temporary database that the reports then use. If you are running a custom report it
may need this temporary database to be built, in which case you should check this box. If you have used
the T.O.M. Field Trip Report with Drivers as a base for the custom report, you will need to check this box.


Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.


Viewing Selected Field Trips on the Records Selected Tab


Click on the Records Selected tab in the Field Trip Reports screen (Figure 8-5), if it’s not already selected.
This tab displays all of the field trips that matched your search parameters of the last search.  To update this
list click the Find All button.







8-10 Transportation Operations Manager


Chapter 8: Management Reports


 
Figure 8-5. The Records Selected Tab on the Field Trip Reports Screen


Previewing and Printing Field Trip Reports


Once you have selected your report, you can either print the report on your printer or preview it on the
screen. The Print and Preview buttons are always available at the bottom of the screen (Figure 8-5). See
Previewing and Printing Management Reports previously described in this chapter for details.


Figure 8-6 through Figure 8-17 shows a list of samples the Field Trip Reports that you can print from the
Field Trip Reports screen. Refer to the table in the description of the What Report field found previously in
this section for a complete reference of the Field Trip Reports.
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Figure 8-6. The 1Line Field Trip Report
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Figure 8-7. The 2 Line Field Trip Report


Figure 8-8. The 3 Line Field Trip Report
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Figure 8-9. The 4 Line Field Trip Report
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Figure 8-10. The Field Trip Report With Drivers
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Figure 8-11. The Field Trip Report With Drivers and Page Break on Each Day







8-16 Transportation Operations Manager


Chapter 8: Management Reports


Figure 8-12. The Field Trip Category Summary Report


Figure 8-13. The Field Trip Customer Summary Report
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Figure 8-14. The Field Trip Destination Summary Report


Figure 8-15. The Field Trip Destination Category Summary Report
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Figure 8-16. The Field Trip Fund Summary Report


Figure 8-17. The Field Trip Grade Summary Report
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Working With Field Trip Employee Reports
The Field Trip Employee reports is actually three different reports that you may select from a powerful
report options screen.  All of these reports list detail or summary field trip assignment information.  At first
glance this set of reports seems very similar to the Field Trip Reports and in fact they are similar in power
and flexibility.  The Field Trip Employee Reports will report on a deeper level of information than the field
trip reports.  While the field trip reports will print reports at the field trip level the Field Trip Employee
Report will print reports at the field trip assignment level.  This is an important distinction.  A single field
trip may have many employees and vehicles assigned to it.  These reports will print information about each
employee / vehicle assigned to those field trips.


To print Field Trip Employee Reports open the Reports menu, select the Management Reports menu and
then click the Field Trip Employee Reports option (Figure 8-1). (See Accessing the Management Reports at
the beginning of this chapter for details.)  The Field Trip Employee Reports screen is displayed (Figure 8-
18). This screen offers you a wide variety of selection and sorting options.  This is in many ways very
similar in its operation to the Field Trip Inquiry screen.  You can enter search parameters and then click the
Find All button and the screen will display the results of the search.


One of the ways this screen is different from the Field Trip Inquiry screen is that it uses a ‘Tabbed’ format.
The screen uses the Selection / Title tab (Figure 8-18), the Sorting tab (Figure 8-19) and the Records
Selected tab (Figure 8-20). Click on a tab to see its options. The following describes the fields in each tab.


Entering Search Criteria on the Selection / Title Tab


Click on the Selection / Title tab in the Field Trip Employee Reports screen (Figure 8-18), if it’s not
already selected. This tab allows you to enter the search selection parameters of the report, which report
you wish to print and a user title that you wish to include on the report.


Figure 8-18. The Selection / Title Tab on the Field Trip Employee Reports Screen
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Departure Date Range:  You can use the preprogrammed date ranges found in the Dates field drop-down
list or enter your own date ranges. If you use the preprogrammed date ranges, click on the Dates field drop-
down arrow and select from one of 12 date ranges, such as ‘Today’, ‘This Week’, ‘Last Year’ etc. The date
ranges are automatically filled in for you.


If you enter your own date ranges, use these fields to search your field trips by their departure date.
T.O.M. makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when typing in
the date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called ‘masking’).
You must, however, enter 2 digits for the month and the day.  So, for example if you were entering a date
of  “3/2/1994” you would type “03021994” and T.O.M. would automatically place two “/” in the
appropriate positions in the date.  The year must be entered as the full year (ex. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.


Selected Trip #:  As with the field trip requests, T.O.M. automatically numbers each field trip with a
unique number when it is added to the field trip database.  You can then search the field trip database for a
specific field trip number.
 
Selected Schedule:  A schedule is a list of drivers that you create when you first set up T.O.M.  When a
field trip is added to the field trip database you assign a schedule to that field trip.  You may then search
the field trip database for all field trips with a specific schedule.  Click on the down arrow to the right of
the Schedule field to see a list of schedules that your transportation department has created. Once you find
the schedule you desire click on it and it will automatically appear in the Schedule field.  NOTE:  T.O.M.
will only search the field trips on their FIRST schedule.  It will not search their other four schedules to see
if they match the selected schedule entered here.
 
Selected Fund: You may select a specific fund to report on.  This field is a drop down list box.  If you
don’t know the number of the fund that you want to report on click the down arrow next to the Fund field.
A list of all the funds you entered when setting up T.O.M. will appear. Locate the desired fund and click on
it to place the fund in the Fund field.


Don’t worry if you don’t know the fund number.  T.O.M. gives you an easy way to lookup your fund by
the fund name.  To do this you click the Fund button.  This causes the Fund Search Screen to appear. This
screen will allow you to quickly search your existing funds by an alphabetical lookup. See Chapter 3 –
Entering Lookup Lists in the T.O.M. Getting Started Guide for details about searching for funds.


Customer:  This is the customer number of a specific customer that you want to report on.  If you don’t
know the customer number click the down arrow next to the Customer field and a list of all your customers
will appear in alphabetical order.  Click on the customer name to select it; the customer’s number will
appear in the Customer field.  If you leave this field blank all customers will be selected for this report.
Click the Customer button if you need to look up the customer using an alphabetical lookup. See Chapter 5
– Customers in the T.O.M. Getting Started Guide for details about searching for customers.
 
Destination:  You may select a specific destination to search your Field Trips by.  For example, you may
search all field trips requests for the city zoo.  If you know the number of the destination of the field trip
then enter it here. If you don’t know the destination number, T.O.M. will provide an easy way to look up
your destination by the destination name (or description).  To do this you click the Destination button.
This causes the Destination Search Screen to appear.  This screen will allow you to quickly search your
existing destination by an alphabetic lookup. See Chapter 8 – Destinations in the T.O.M. Getting Started
Guide for details about searching for destinations.
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Selected Request #:  If the field trip was created when a field trip request was accepted by the
transportation department the field trip is stamped with the number of the field trip request that it was
created from.  You then search the field trips in the field trip database by the your original field trip request
number.  For example, you can search the field trip database for the field trip that was created from your
field trip request #100.


Selected Category: A field trip may be assigned a category code defined by you.  These codes can be used
to group similar field trips (for example, boys basketball).  You may then search the field trip database for
field trips with a specific category.  Click on the down arrow to the right of the Category field to see a list
of Categories that you created when you first setup T.O.M. Once you find the Category you desire click on
it and it will automatically appear in the Category field
 
Selected Grade:  You may search your field trips by the student grade level that you assigned to the trips.
Click on the down arrow to the right of the grade field to see a list of grades that you may select. Once you
find the grade you desire click on it and it will automatically appear in the grade field.


Selected Division:  Customers can be assigned to divisions.  You may then search field trips by division.
If you know the division that you wish to search by then enter here.  If you don’t know the division you
desire T.O.M. provides you with an easy drop down list of all of the divisions that you have created.  Just
click the down arrow to the right of the Division field and a list of existing divisions will display on your
screen.  To select a division click on the row containing the desired division and that division will
automatically appear in the Select Division field.
 
Selected Internal Number:  Some school districts have preprinted, pre-numbered field trip request forms
and they track the field trip by that preprinted number.  T.O.M. stores this information in the Internal Field
Trip number.  You may search your field trips by this number.


Assigned:  This field is a check box field.  That means it can either be checked or unchecked.  If the field
is checked you are telling T.O.M. to search for all assigned field trips.  An assigned field trip is a field trip
that has drivers and vehicles assigned to perform the field trip.
 
Unassigned:  This field is a check box field.  That means it can either be checked or unchecked.  If the
field is checked you are telling T.O.M. to search for all field trips that have NOT been assigned.  An
assigned field trip is a field trip that has drivers and vehicles assigned to perform the field trip.
 
Billed:  This field is a check box field.  That means it can either be checked or unchecked.  If the field is
checked you are telling T.O.M. to search for all field trips that have been billed.
 
Unbilled:  This field is a check box field.  That means it can either be checked or unchecked.  If the field is
checked you are telling T.O.M. to search for all field trips that have NOT been billed.


Canceled:  This field is a check box field.  That means it can either be checked or unchecked.  If the field
is checked you are telling T.O.M. to search for all field trips that have been canceled.


Open:  This field is a check box field.  That means it can either be checked or unchecked.  If the field is
checked you are telling T.O.M. to search for all field trips that have NOT been canceled.
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What Report: This is a report that you want to print.  Choose from a list of ten reports.  The following is a
brief description of each of these reports:
 


Report Name Sample
Report


Description


1 Line Figure 8-21 This is a very simple report listing one line of basic information
for each field trip.  This includes the trip date, customer,
destination, return date, leave time, return time, employee, cancel
status and vehicle #.


2 Line Figure 8-22 This contains all information in 1line report and then includes a
second line of information.  This second line includes contact,
purpose, est. time, est. miles, # of students, # of adults, grade,
vehicle description, actual miles and hours.


Employee
Summary


Figure 8-23 This report will summarize all selected field trip assignments by
the drivers assigned to the field trips.  The report will list the
various drivers and summary field trip statistics for each driver.


Vehicle Summary Figure 8-24 This report will summarize all selected field trip assignments by
the field trip vehicles assigned to the field trips.  The report will
list the various vehicles and summary field trip statistics for each
vehicle.


Vehicle Type
Summary


Figure 8-25 This report will summarize all selected field trip assignments by
the type of vehicle assigned to the field trips.  The report will list
the various vehicle types and summary field trip statistics for each
vehicle type.


Selected Employee: You may select a specific employee on which to report. Click on the down arrow to
the right of the employee field to see a list of employees that you may select. Once you find the employee
you desire click on it and it will automatically appear in the employee field.


Title:  This is a title that you can have printed on the report that you select.  Any of the selected reports
will print this title.  The title will print at the top of each page of your report below your district name and
the main name of this report.  You can use this title to further describe the report you’ve printed, such as
“July’s Field Trips.”


Selected Vehicle:  You may search your field trips by the vehicles that you assigned to the trips.  Click on
the down arrow to the right of the vehicle field to see a list of vehicles that you may select. Once you find
the vehicle you desire click on it and it will automatically appear in the vehicle field.


Entering Sort Criteria on the Sorting Tab


Click on the Sorting tab in the Field Trip Employee Reports screen (Figure 8-19), if it’s not already
selected. This tab allows you to enter the sort and order fields of the report.  You may enter up to three sort
fields.  You may also define how you want the fields to be sorted.


Sort by #(1,2 or 3):  These are the three sort fields that you may define for the report.  Some of the reports
will not allow you to define the sort fields.  This is because these reports are summary reports or by
definition require a certain sort pattern. The reports that you CAN define the sort order are: 1 Line Report,
2 Line Report, 3 Line Report, 4 Line Report and the With Drivers Report.  You have quite a list of fields to
choose from when defining the sort fields. Click on the down arrow to the right of the each sort field to see
a list of fields that you may choose from. Once you find the sort field you desire click on it and it will
automatically appear in the sort field.
 
Order by #(1,2, or 3):  This is the order that you want the related sort field to be sorted.  You may choose
either ascending, (a-z, smallest-largest, oldest-newest) or descending (z-a, largest-smallest, newest-oldest).
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Figure 8-19. The Sorting Tab on the Field Trip Employee Reports Screen


Use Standard T.O.M. Reports Formats: T.O.M. allows you to use Microsoft Access 97 to customize
many of T.O.M.’s reports.  The 1 and 2 Line Field Trip Employee Reports are reports that you can
customize.  Check this checkbox to automatically use the regular trip ticket format for printing. If you
uncheck this checkbox you can use a custom trip ticket format that you have stored in the MS Access
database TRIPRPT.MDB. This report is selected using the ACCESS format drop-down list. See Appendix
B – Using MS Access to Customize T.O.M. Reports in this manual for details about customizing your own
reports.


ACCESS Format: If you uncheck the Use Standard T.O.M. Reports Formats checkbox as described
above, you can click the drop-down arrow and select from any of the available formats. See Appendix D –
Using MS Access to Customize T.O.M. Reports in this manual for details about customizing your own
reports


Build Employee Assignment Report Database: This checkbox is enabled only if the Use Standard
T.O.M. Trip Ticket Access Formats checkbox is unchecked. Many of T.O.M.’s reports need a special
temporary database of trip assignment information to be created. This is because of the complexity of
reporting on things such as shuttle trips and trips with multiple destinations. T.O.M. has a procedure that
automatically creates this temporary database that the reports then use. If you are running a custom report it
may need this temporary database to be built, in which case you should check this box. If you have used
the T.O.M. Field Trip Report with Drivers as a base for the custom report, you will need to check this box.


Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.
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Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.


.
Viewing Selected Field Trips on the Records Selected Tab


Click on the Records Selected tab in the Field Trip Reports screen (Figure 8-20), if it’s not already
selected. This tab displays all of the field trips that matched your search parameters of the last search.  To
update this list click the Find All button.


 
Figure 8-20. The Records Selected Tab on the Field Trip Employee Reports Screen


Previewing and Printing Field Trip Employee Reports


Once you have selected your report, you can either print the report on your printer or preview it on the
screen. The Print and Preview buttons are always available at the bottom of the screen (Figure 8-20). See
Previewing and Printing Management Reports previously described in this chapter for details.


Figure 8-21 through Figure 8-36 shows a list of samples the Field Trip Employee Reports that you can
print from the Field Trip Reports screen. Refer to the table in the description of the What Report field
found previously in this section for a complete reference of the Field Trip Employee Reports.
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Figure 8-21. The 1 Line Trip Employee Report
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Figure 8-22. The 2 Line Field Trip Employee Report
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Figure 8-23. The Employee Summary Report
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Figure 8-24. The Vehicle Summary Report


Figure 8-25. The Vehicle Type Summary Report
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Working with the Trip Comments Report
The Field Trip Comments Report (Figure 8-27) was designed to give the Transportation Department the
ability to recall the various comments that the field trip drivers have logged over a period of time. For
example, the Field Trip Comments Report can be used to assist the Transportation Department in
diagnosing a problem customer and presenting a more specific list of past problems to that customer. You
can select a specific customer for which to print field trip comments as well as a range of dates.


The Field Trip Comments Report contains the following information:


• The selected customer name.
• The user specified date range.
• The field trip number of the field trip where the comment was logged.
• The destination description of the field trip where the comment was logged.
• The date of departure of the field trip where the comment was logged.
• The comment that was logged against the field trip.


To print the Trip Comments Report, select the Management Reports menu and then click the Trip
Comments Report option (Figure 8-1). (See Accessing the Management Reports at the beginning of this
chapter for details.)  The Trip Comments Report screen is displayed (Figure 8-26).


Figure 8-26. Trip Comments Report Screen


This screen allows you to select a customer and/or a departure date range.  Enter your report options and
then click the Print button to print the report or the Preview button to view the report on the screen. (See
Previewing and Printing Management Reports previously described in this chapter for details.) Figure 8-27
shows a sample report.


Selected Customer:  This is the customer number of a specific customer that you want to report on.  If you
don’t know the customer number then click the down arrow next to the Customer field and a list of all your
customers will appear in alphabetical order.  Click on the customer name to select it; the customer’s
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number will appear in the Customer field.  If you leave this field blank all customers will be selected for
this report.
 
Trip Departure Date Range:  You can use the preprogrammed date ranges found in the Dates field drop-
down list or enter your own date ranges. If you use the preprogrammed date ranges, click on the Dates field
drop-down arrow and select from one of 12 date ranges, such as ‘Today’, ‘This Week’, ‘Last Year’ etc.
The date ranges are automatically filled in for you.


If you enter your own date ranges, use these fields to search your field trips by their departure date.
T.O.M. makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when typing in
the date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called ‘masking’).
You must, however, enter 2 digits for the month and the day.  So, for example if you were entering a date
of  “3/2/1994” you would type “03021994” and T.O.M. would automatically place two “/” in the
appropriate positions in the date.  The year must be entered as the full year (ex. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.


Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.
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Figure 8-27. The Trip Comments Report
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Working with the Hours Report
The Hours Report (Figure 8-29) was designed to give a list of all employee hours summarized by each day
of the week.  The hours in this report can either be a driver’s route hours or the normal hours worked by an
hourly employee.


The Hours Report can be used by the Transportation Department as an hourly payroll report that can be
given to the district office.  This report even includes a signature line and effective date at the bottom to be
filled out by the Transportation Manager.


The Hours Report includes the following information:


• The employee’s last name.
• The employee’s first name.
• The employee’s social security number.
• The employee’s hours worked for each day of the week (Mon. - Sun.).
• The total hours worked for the week for each employee.
• A signature line on each page to be used by the Transportation Manager.
• An effective date on each page to be used by the Transportation Manager.


To print the Hours Report, select the Management Reports menu and then click the Hours Report option
(Figure 8-1). (See Accessing the Management Reports at the beginning of this chapter for details.)  The
Hours Report screen is displayed (Figure 8-28).


Figure 8-28. Hours Report Screen


Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.


This report will list the employee hours that were entered when maintaining the employee information.
This report will list these hours for every active employee in the employee file.  There are no selection
options to choose on this screen. Click the Print button to print the report or the Preview button to view the
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report on the screen. (See Previewing and Printing Management Reports previously described in this
chapter for details.) Figure 8-29 shows a sample report.
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Figure 8-29. The Hours Report
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Working with the Driver Activity Report
The Driver Activity Report (Figure 8-31) was designed to give both the Transportation Department and
each driver a tool that will show a detailed log of all field trips taken, refused and canceled for a given date
range. This management tool allows the Transportation Department to quickly answer any questions or
concerns that a driver may have about his / her allotment of assigned field trips over a given period of time.


The Driver Activity Report lists the following information:


• Selected date range.
• Selected driver (can be all drivers).
• Driver name.
• A detailed list of field trips taken for each driver for each user defined schedule.  These field trips


are listed in chronological order.  The following information is listed for each field trip:
» Schedule assigned to field trip.
» Departure date of field trip.
» Field Trip Number.
» Customer requesting field trip.
» Driver hours for field trip.


• Total field trips taken per driver per user defined schedule.
• Total overall field trips taken by that driver.
• A detail list of field trips refused for each driver for each user defined schedule. These field trips


are listed in chronological order.  The following information is listed for each field trip refused by
the driver:
» Schedule assigned to field trip.
» Departure date of field trip.
» Field Trip Number.
» Customer requesting field trip.


• Total field trips refused per driver per user-defined schedule.
• Total overall field trips refused by that driver.
• A detail list of field trips canceled for each driver for each user defined schedule. These field trips


are listed in chronological order.  The following information is listed for each field trip canceled
by the driver:
» Schedule assigned to field trip.
» Departure date of field trip.
» Field Trip Number.
» Customer requesting field trip.
» Number of the field trip that replaced the canceled field trip (if the canceled field trip has


been replaced).


You can run this report for a single driver or for all drivers.  You can specify a range of dates for this report
to list detailed driver information.


To print the Driver Activity Report, select the Management Reports menu and then click the Driver
Activity Report option (Figure 8-1). (See Accessing the Management Reports at the beginning of this
chapter for details.)  The Driver Activity Report screen is displayed (Figure 8-30).
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Figure 8-30. Driver Activity Report Screen


This screen allows you to select an employee and/or date range. Enter your report options and then click
the Print button to print the report or the Preview button to view the report on the screen. (See Previewing
and Printing Management Reports previously described in this chapter for details.) Figure 8-31 shows a
sample report.


Date Range:  You can use the preprogrammed date ranges found in the Dates field drop-down list or enter
your own date ranges. If you use the preprogrammed date ranges, click on the Dates field drop-down arrow
and select from one of 12 date ranges, such as ‘Today’, ‘This Week’, ‘Last Year’ etc. The date ranges are
automatically filled in for you.


If you enter your own date ranges, use these fields to search your field trips by their departure date.
T.O.M. makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when typing in
the date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called ‘masking’).
You must, however, enter 2 digits for the month and the day.  So, for example if you were entering a date
of  “3/2/1994” you would type “03021994” and T.O.M. would automatically place two “/” in the
appropriate positions in the date.  The year must be entered as the full year (ex. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.


Employee (blank for all):  Leave this field blank to include all employees in the report for the selected
field trips or select a specific employee.  If you know the number of the employee then enter it here or
select it from the drop-down list which lists the employees alphabetically by name.


Show estimate time of refusals: If you check this checkbox the estimated hours for those trips where the
driver refused the trip is also printed.


Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
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more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.
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Figure 8-31. The Driver Activity Report
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Working with the Driver Report
The Driver Report (Figure 8-33) is an excellent management tool that allows the Transportation
Department to view overall field trip allocation for all drivers and to communicate that allocation to the
drivers.  This report’s nickname is the “Gossip Report” because it is meant to end all gossip about which
driver received which field trip.


A major benefit to the Driver Report is that it provides the Transportation Department a credible detailed
report that can substantiate the Transportation Department’s fair and impartial allotment of field trips to all
drivers.  This report can be posted in the employee area for all drivers to inspect and verify the fairness of
field trip assignment.


This report has two major sections:
• The detailed driver section listing information for each driver
• The summary section listing overall report total and average information.


The drivers can compare their detailed field trip statistics in the detail section with the report summary field
trip statistics in the summary section (or other driver’s field trip statistics in the detailed section).


The Detailed Section of the Driver Report lists the following:
• Selected report date range.
• A summary of all field trip activity for each driver and each schedule.  This summary contains the


following information:
» Employee number.
» Employee first name.
» Employee last name.
» Schedule.
» Total field trips taken for that employee for that schedule within the report date range.
» Total field trips refused by that employee for that schedule within the report date range.
» Total field trips that have been assigned to that employee for that schedule within the report


date range that have not yet been driven by the driver.
» Total field trips offered to that employee for that schedule within the report date range.  Field


trips offered = field trips taken + field trips refused + field trips pending.
• Total field trips taken for that employee for ALL schedules within the report date range.
• Total field trips refused by that employee for ALL schedules within the report date range.
• Total field trips that have been assigned to that employee for ALL schedules within the report date


range that have not yet been driven by the driver.
• Total field trips offered to that employee for ALL schedules within the report date range.  Field


trips offered = field trips taken + field trips refused + field trips pending.


The Summary Section of the Driver Report Lists the Following:
• Each schedule code
• Each schedule description
• The average number of field trips taken for each driver for that schedule for the report date range.
• The average number of field trips refused for each driver for that schedule for the report date


range.
• The total number of field trips taken for ALL drivers for that schedule for the report date range.
• The total number of field trips refused for ALL drivers for that schedule for the report date range.
• The total number of field trips taken for ALL drivers for ALL schedules for the report date range.
• The total number of field trips refused for ALL drivers for ALL schedules for the report date


range.
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To print the Driver Report, select the Management Reports menu and then click the Driver Report option
(Figure 8-1). (See Accessing the Management Reports at the beginning of this chapter for details.)  The
Driver Report screen is displayed (Figure 8-32).


Figure 8-32. The Driver Report Screen


This screen allows you to enter a departure date range of field trips to include on this report.  This screen
also allows you to specify if you wish to include the detail report section, the summary report section or
both.  (You may be interested in just one of the sections.) Enter your report options and then click the Print
button to print the report or the Preview button to view the report on the screen. (See Previewing and
Printing Management Reports previously described in this chapter for details.) Figure 8-33 shows a sample
report.


Date Range:  You can use the preprogrammed date ranges found in the Dates field drop-down list or enter
your own date ranges. If you use the preprogrammed date ranges, click on the Dates field drop-down arrow
and select from one of 12 date ranges, such as ‘Today’, ‘This Week’, ‘Last Year’ etc. The date ranges are
automatically filled in for you.


If you enter your own date ranges, use these fields to search your field trips by their departure date.
T.O.M. makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when typing in
the date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called ‘masking’).
You must, however, enter 2 digits for the month and the day.  So, for example if you were entering a date
of  “3/2/1994” you would type “03021994” and T.O.M. would automatically place two “/” in the
appropriate positions in the date.  The year must be entered as the full year (ex. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.


Print Detail Pages: Check this checkbox to include the Detailed Section of the Driver Report.


Print Summary Page: Check this checkbox to include the Summary Section of the Driver Report.
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Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.
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Figure 8-33. The Driver Report
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Working with the Money Owed (Accounts Receivable) Report
The Money Owed Report (Figure 8-36) was designed to give the Transportation Department a complete
listing of the outstanding balance each customer has for each field trip. The Money Owed Report allows
you to select a specific customer or all customers as well as a date range of invoice dates.  This report will
then automatically select all field trips that have been billed for the specific customer (or all customers) and
have been billed within the date range specified by the user.


The Money Owed Report contains the following information:


• The selected customer.
• The selected date range.
• The field trip number of each field trip with a balance.
• The departure date of each field trip reported.
• The fund assigned to each field trip reported.
• The destination description of each field trip reported.
• The purpose of each field trip reported.
• The balance of money owed by the customer for each field trip reported.
• A total balance for each customer in the report.


To print the Money Owed Report, select the Management Reports menu and then click the Money Owed
Report option (Figure 8-1). (See Accessing the Management Reports at the beginning of this chapter for
details.)  The Money Owed Report screen is displayed (Figure 8-34).


Figure 8-34. The Money Owed Report Screen


This screen allows you to select a specific customer to list all unpaid field trips on this report.  This screen
also allows you to enter a departure date range of field trips to include on this report.  You can start each
customer on a new page and include additional details about the trip (as described below). Enter your
report options and then click the Print button to print the report or the Preview button to view the report on
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the screen. (See Previewing and Printing Management Reports previously described in this chapter for
details.) Figure 8-36 shows a sample report.


THE SELECTION TAB


Selected Customer:  This is the customer number of a specific customer that you want to report on.  If you
don’t know the customer number then click the down arrow next to the Customer field and a list of all your
customers will appear in alphabetical order.  Click on the customer name to select it; the customer’s
number will appear in the Customer field.  If you leave this field blank all customers will be selected for
this report.


Selected Fund: This the Fund or charge code of a specific fund that you want to report on.  If you don’t
know the fund’s number then click on the Fund button and this will cause the Fund Search screen to
display and allow you to select a fund from which to report on.
 
Bill Date Range:  You can use the preprogrammed date ranges found in the Dates field drop-down list or
enter your own date ranges. If you use the preprogrammed date ranges, click on the Dates field drop-down
arrow and select from one of 12 date ranges, such as ‘Today’, ‘This Week’, ‘Last Year’ etc. The date
ranges are automatically filled in for you.


If you enter your own date ranges, use these fields to search your field trips by their departure date.
T.O.M. makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when typing in
the date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called ‘masking’).
You must, however, enter 2 digits for the month and the day.  So, for example if you were entering a date
of  “3/2/1994” you would type “03021994” and T.O.M. would automatically place two “/” in the
appropriate positions in the date.  The year must be entered as the full year (ex. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.


New Page for Each Customer: Check this checkbox if you wish to start each new customer in the report
on a new page.  This is a very useful feature if you wish to print and distribute a Money Owed Report to
every one of your customers.  With this checkbox checked you only need this report once and all of your
reports are printed.


Show Additional Detail: Check this checkbox if you wish to include an additional line in the report that
contains P.O.#, Grade, Trip Category and Internal Trip Number information.
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THE OTHER TAB


Figure 8. 35 – The Other Tab of the Money Owed Report


Use Standard T.O.M. Reports Formats: T.O.M. allows you to use Microsoft Access 97 to customize
many of T.O.M.’s reports.  The Money Owed Report is a report that you can customize.  Check this
checkbox to automatically use the regular trip ticket format for printing. If you uncheck this checkbox you
can use a custom trip ticket format that you have stored in the MS Access database TRIPRPT.MDB. This
report is selected using the ACCESS format drop-down list. See Appendix B – Using MS Access to
Customize T.O.M. Reports in this manual for details about customizing your own reports.


Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.
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Figure 8-36. The Money Owed Report
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Working with the Recap Report
The Recap Report was designed to give the Transportation Department a list of all field trips sorted and
subtotaled by Fund and then Customer within Fund (Figure 8-39) or by Customer and Fund within
Customer (Figure 8-40).


Since the customer and the fund are the two main accounting classifications for each field trip the Recap
Report was designed to provide a detailed report accounting for field trip miles and hours for each of these
two classifications. The Recap Report allows the Transportation Department to answer the question what
was the cost of field trips taken for each customer and fund. The Recap Report can be sorted and
subtotaled by fund and then customer or by customer and then fund.


The Recap Report includes the following information:


• An indication as to whether the user selected to sort and subtotal by Fund and then Customer or
Customer and then Fund.


• The date range selected by the user.
• The field trip number.
• The fund number.
• The fund description.
• The customer number.
• The customer name.
• The total number of miles for all drivers for each field trip.
• The total number of hours for all drivers for each field trip.
• The total cost for each field trip.
• A total / subtotal number of miles for all field trips for each customer.
• A total / subtotal number of hours for all field trips for each customer.
• A total / subtotal cost for all field trips for each customer.
• The annual field trip budget for each customer.
• A total / subtotal number of miles for all field trips for each fund.
• A total / subtotal number of hours for all field trips for each fund.
• A total / subtotal cost for all field trips for each fund.


To print the Recap Report, select the Management Reports menu and then click the Recap Report option
(Figure 8-1). (See Accessing the Management Reports at the beginning of this chapter for details.)  The
Recap Report screen is displayed (Figure 8-37).


This screen uses the ‘Tabbed’ format. The screen uses the Selection and Sorting tab (Figure 8-37) and an
Other tab (Figure 8-38). Click on a tab to see its options. Enter your report options as described below and
then click the Print button to print the report or the Preview button to view the report on the screen. (See
Previewing and Printing Management Reports previously described in this chapter for details.) Figure 8-39
and Figure 8-40 show sample reports.
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Entering Search and Sort Criteria on the Selection and Sorting Tab


Click on the Selection and Sorting tab (Figure 8-37), if it’s not already selected. This tab allows you to
enter selection criteria and sort the resulting report in two different sort orders.


Figure 8-37. The Selection and Sorting Tab in the Recap Report Screen


THE SELECTION AND SORTING TAB


Date Range:  You can use the preprogrammed date ranges found in the Dates field drop-down list or enter
your own date ranges. If you use the preprogrammed date ranges, click on the Dates field drop-down arrow
and select from one of 12 date ranges, such as ‘Today’, ‘This Week’, ‘Last Year’ etc. The date ranges are
automatically filled in for you.


If you enter your own date ranges, use these fields to search your field trips by their departure date.
T.O.M. makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when typing in
the date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called ‘masking’).
You must, however, enter 2 digits for the month and the day.  So, for example if you were entering a date
of  “3/2/1994” you would type “03021994” and T.O.M. would automatically place two “/” in the
appropriate positions in the date.  The year must be entered as the full year (ex. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.


Customer:  This is the customer number of a specific customer that you want to report on.  If you don’t
know the customer number then click the down arrow next to the Customer field and a list of all your
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customers will appear in alphabetical order.  Click on the customer name to select it; the customer’s
number will appear in the Customer field.  If you leave this field blank all customers will be selected for
this report. Click the Customer button if you need to look up the customer using an alphabetical lookup.
See Chapter 5 – Customers in the T.O.M. Getting Started Guide for details about searching for customers.
 
Fund: You may select a specific fund to report on.  This field is a drop down list box.  If you don’t know
the number of the fund that you want to report on click the down arrow next to the Fund field.  A list of all
the funds you entered when setting up T.O.M. will appear. Locate the desired fund and click on it to place
the fund in the Fund field.


Don’t worry if you don’t know the fund number.  T.O.M. gives you an easy way to lookup your fund by
the fund name.  To do this you click the Fund button.  This causes the Fund Search Screen to appear. This
screen will allow you to quickly search your existing funds by an alphabetical lookup. See Chapter 3 –
Entering Lookup Lists in the T.O.M. Getting Started Guide for details about searching for funds.


Sorted By: Click the Fund / Customer button to sort and subtotal the report by fund and then customer
(Figure 8-39). Click the Customer / Fund button to sort and subtotal the report by customer then fund
(Figure 8-40).


THE OTHER TAB


Click on the Other tab (Figure 8-38), if it’s not already selected. This tab allows you to choose the standard
T.O.M. report format or select a custom report format you have created in Microsoft Access.


Figure 8-38. The Other Tab in the Recap Report Screen


Use Standard T.O.M. Reports Formats: T.O.M. allows you to use Microsoft Access 97 to customize
many of T.O.M.’s reports.  The recap reports (by Fund / Customer or Customer / Fund) are reports that you
can customize.  Check this checkbox to automatically use the regular Recap Report format for printing. If
you uncheck this checkbox you can use a custom report format that you have stored in the MS Access
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database TRIPRPT.MDB. This report is selected using the ACCESS format drop-down list. See Appendix
B – Using MS Access to Customize T.O.M. Reports in this manual for details about customizing your own
reports.


ACCESS Format: If you uncheck the Use Standard T.O.M. Reports Formats checkbox as described
above, you can click the drop-down arrow and select from any of the available formats. See Appendix D –
Using MS Access to Customize T.O.M. Reports in this manual for details about customizing your own
reports


Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.







User Guide 8-51


Chapter 8: Management Reports


Figure 8-39. Recap Report by Fund then Customer
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Figure 8-40. Recap Report by Customer Then Fund
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Working with the Employee Payroll Hours Report
While payroll is not a function that T.O.M. performs, T.O.M. does keep much information that is useful
when preparing a transportation department’s payroll.  A key piece of information that T.O.M. holds is a
driver’s field trip hours.  To help you prepare for your payroll T.O.M. has the Employee Payroll Hours
Report (Figure 8-42).  This report basically lists a driver’s standard hours and field trip hours.


Reporting a driver’s field trip hours for a certain payroll period can be complicated.  This is largely due to
the fact drivers sometimes don’t turn in their trip tickets that contain their field trip hours on time.  The
result is that you must include these late hours with the next payroll hours.  Unfortunately, with most field
trip software packages this factor would invalidate any report that the software could produce that could be
used to list the number of field trip hours for a specific payroll period.  That is because most field trip
software reports are based on a field trip departure date range rather than the date that the hours were
actually reported by the driver.


For example, the driver Bill Pipist performed a field trip on 1/12/98.  Normally, this field trip would be
reported for the payroll period of 1/11/98 - 1/17/98.  However, Bill didn’t turn in his trip ticket until
1/19/98 so it must be processed with the payroll period of 1/19/98 - 1/31/98.  If you then were to run a
report of the driver’s field trip hours for the payroll period of 1/19/98 - 1/31/98 most reports would miss
Bill’s late field trip.


T.O.M. would not miss Bill’s time.  That’s because T.O.M. records the date that the driver’s actual hours
were actually entered into T.O.M. in a field called the Post Date.  You can see and change the Post Date in
the Trip Driver Information Screen. T.O.M. then compliments this Post Date with the Employee Payroll
Hours Report that allows you to print the driver’s field trip hours within a range of Post Dates.  With this
feature you can use T.O.M. to accurately report on the number of field trip hours a driver had during a
payroll period.


Many times a school district will have a policy of a minimum number of hours that a driver will be paid
and a customer will be billed for a field trip.  T.O.M. allows you to set up this minimum number of hours
policy in its billing instructions.  In the Employee Payroll Hours Report T.O.M. will report and total a
driver’s hours with and without these minimum numbers of hours.   Your district’s policy towards
minimums will dictate which figure on this report you will use.


TO further assist in payroll reporting T.O.M. allows you to differentiate how many hours the employee is
being paid versus how many hours the customer is billed for the employee’s labor on the field trip.  The
Employee Payroll Hours Report will use the employee’s Hours Paid field in the Field Trip Employee
Information Screen.


Finally, in a further attempt to design this report to be a useful payroll reporting tool T.O.M. will also list
an employee’s standard weekly hours.  If you will recall you enter these standard weekly hours in the
Employee Screen.  T.O.M. will even total these weekly hours with the total field trip hours.


NOTE: This total will only be valid if your reporting period is for a week.  If the period is any longer than
this than most likely the report will underreport the number of standard weekly hours that were incurred for
the period because it will only add ONE week’s worth of standard weekly hours.


To print the Employee Payroll Hours Report, select the Management Reports menu and then click the
Employee Payroll Hours Report option (Figure 8-1). (See Accessing the Management Reports at the
beginning of this chapter for details.)  The Employee Payroll Hours Report screen is displayed (Figure 8-
41).
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Figure 8-41. The Employee Payroll Hours Report Screen


This screen allows you to select the employees you wish to include in the report. Employees can be added
and removed from the selected list on at a time or all at once. You can also select a date range for the report
for the date the field trip was posted. Enter your report options as described below and then click the Print
button to print the report or the Preview button to view the report on the screen. (See Previewing and
Printing Management Reports previously described in this chapter for details.) Figure 8-42 shows a sample
report.


Post Date Range:  Use these fields to search your field trips by the date they were entered or posted into
T.O.M.  When you enter a driver’s actual hours T.O.M. automatically sets the Post Date in the Trip Driver
Information screen.


You can use the preprogrammed date ranges found in the Dates field drop-down list or enter your own date
ranges. If you use the preprogrammed date ranges, click on the Dates field drop-down arrow and select
from one of 12 date ranges, such as ‘Today’, ‘This Week’, ‘Last Year’ etc. The date ranges are
automatically filled in for you.


If you enter your own date ranges, use these fields to search your field trips by their departure date.
T.O.M. makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when typing in
the date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called ‘masking’).
You must, however, enter 2 digits for the month and the day.  So, for example if you were entering a date
of  “3/2/1994” you would type “03021994” and T.O.M. would automatically place two “/” in the
appropriate positions in the date.  The year must be entered as the full year (ex. “2000” not “00”). If for
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some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.


Selected Employee: You may select a specific employee to print a report for if you like. Enter the number
of the employee or leave this field blank for all employees. Click on the down arrow to the right of the
employee field to see a list of employees that you may select. Once you find the employee you desire click
on it and it will automatically appear in the employee field.


Title:  This is a title that you can have printed on the report that you select.  Any of the selected reports
will print this title.  The title will print at the top of each page of your report below your district name and
the main name of this report.  You can use this title to further describe the report you’ve printed, such as
“July’s Field Trips.”


Selected Employee Types:  These are the employee types that you want to report on.  T.O.M. allows you
to enter all of your transportation employees into the Employee Database.   Since many employee types do
NOT have route times T.O.M. allows you to specify which employee types to select for this report.
 
T.O.M. makes this an easy process by displaying one list of ALL the employee types that you have created
and then another list of those employee types that you want to report on.  Use the Select All, Deselect All,
Add>> and <<Remove buttons to move employee types to and from the selected list.  For example, to add
an employee type to the list of selected employees, click on the employee type in the Employee Types list
and then click the Add>> button. The employee type you selected will be added to the Selected Employee
Types list.


NOTE: The Select All button is useful if you wish to report on all but a few employee types. Click the
Select All button and then click the Add>> button to add all the employee types to the Selected Employee
Types list. Then individually select each employee type you don’t want in the Selected Employee Types
list and click the <<Remove button.
 
NOTE:  If for some reason the employee types in the list of all your employee types do NOT match your
employee types then click the Refresh List button to rebuild the list of all employee types in the list to
include only the employee types that you have created.


Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.
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Figure 8-42. The Employee Payroll Hours Report
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Working with the Driver Refusal Report
The Driver Refusal Report (Figure 8-44) was designed to give the Transportation Department a tool to
analyze the number of times that a driver refused a field trip that he / she has been offered (assigned). With
the Driver Refusal Report the Transportation Department can quickly determine if there are any drivers for
a schedule that are particularly unreliable.


The Driver Refusal Report includes the following information:


• The selected employee.
• The selected schedule.
• The specified date range.
• The last name of the driver that refused a field trip.
• The first name of the driver that refused a field trip.
• The schedule of the field trip that was refused.
• The name of the customer of the field trip that was refused.
• The number of the field trip that was refused.
• The departure date of the field trip that was refused.
• The subtotal count of field trips refused by a driver for a schedule.
• The total count of field trips refused by a driver.


To print the Driver Refusal Report, select the Management Reports menu and then click the Driver Refusal
Report option (Figure 8-1). (See Accessing the Management Reports at the beginning of this chapter for
details.)  The Driver Refusal Report screen is displayed (Figure 8-43).


Figure 8-43. The Driver Refusal Report Screen


This screen allows you to enter a departure date range, select a specific employee or all employees and
select a specific schedule or all schedules.  Enter your report options as described below and then click the
Print button to print the report or the Preview button to view the report on the screen. (See Previewing and
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Printing Management Reports previously described in this chapter for details.) Figure 8-44 shows a sample
report.


Date Range:  You can use the preprogrammed date ranges found in the Dates field drop-down list or enter
your own date ranges. If you use the preprogrammed date ranges, click on the Dates field drop-down arrow
and select from one of 12 date ranges, such as ‘Today’, ‘This Week’, ‘Last Year’ etc. The date ranges are
automatically filled in for you.


If you enter your own date ranges, use these fields to search your field trips by their departure date.
T.O.M. makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when typing in
the date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called ‘masking’).
You must, however, enter 2 digits for the month and the day.  So, for example if you were entering a date
of  “3/2/1994” you would type “03021994” and T.O.M. would automatically place two “/” in the
appropriate positions in the date.  The year must be entered as the full year (ex. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.


Employee: You may select a specific employee on which to report. Click on the down arrow to the right of
the employee field to see a list of employees that you may select. Once you find the employee you desire
click on it and it will automatically appear in the employee field.


Print All Employees: Check this checkbox to print the report for all drivers, even if one is listed in the
Employee field.


Schedule: You may search your field trips by the schedules to which a driver is assigned.  Click on the
down arrow to the right of the schedule field to see a list of schedules that you may select. Once you find
the schedule you desire click on it and it will automatically appear in the schedule field.


Print All Schedules: Check this checkbox to print all the schedules to which a driver is assigned.


Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.
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Figure 8-44. The Driver Refusal Report
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Working with the Canceled Trip Report
The Canceled Trip Report (Figure 8-46) was designed to give the Transportation Department a complete
log of all field trips that have either been partially or completely canceled by the customer. The
Transportation Department can use the Canceled Trip Report to quickly determine those drivers that have
had a field trip canceled and are waiting for a new field trip to replace the canceled field trip.  Or the
Transportation Department can use this report to identify customers that have a high rate of field trip
cancellations.


When running the Canceled Trip Report the user can specify a date range of cancellations to print.  The
user can also select a specific employee (or all employees) that has had cancellations. Finally, the user can
specify if he / she wishes to see all cancellations or just those that have not been replaced by another field
trip.


The Canceled Trip Report contains the following information:
• The Selected Employee.
• Whether the user selected all cancellations or just those not yet replaced by another field trip.
• The selected date range.
• The last name of the employee that was canceled from a field trip.
• The first name of the employee that was canceled from a field trip.
• The schedule of the canceled field trip.
• The number of the canceled field trip.
• The departure date of the canceled field trip.
• The destination description of the canceled field trip.
• The number of the field trip that replaced the canceled field trip.
• The departure date of the field trip that replaced the canceled field trip.
• The destination description of the field trip that replaced the canceled field trip.


To print the Canceled Trip Report, select the Management Reports menu and then click the Canceled Trip
Report option (Figure 8-1). (See Accessing the Management Reports at the beginning of this chapter for
details.)  The Canceled Trip Report screen is displayed (Figure 8-45).


Figure 8-45. The Canceled Trip Report Screen
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This screen allows you to enter a departure date range, select a specific employee or all employees and
select canceled field trips of a specific employee or all employees that have not been replaced by other field
trips.  Enter your report options as described below and then click the Print button to print the report or the
Preview button to view the report on the screen. (See Previewing and Printing Management Reports
previously described in this chapter for details.) Figure 8-46 shows a sample report.


Date Range:  You can use the preprogrammed date ranges found in the Dates field drop-down list or enter
your own date ranges. If you use the preprogrammed date ranges, click on the Dates field drop-down arrow
and select from one of 12 date ranges, such as ‘Today’, ‘This Week’, ‘Last Year’ etc. The date ranges are
automatically filled in for you.


If you enter your own date ranges, use these fields to search your field trips by their departure date.
T.O.M. makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when typing in
the date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called ‘masking’).
You must, however, enter 2 digits for the month and the day.  So, for example if you were entering a date
of  “3/2/1994” you would type “03021994” and T.O.M. would automatically place two “/” in the
appropriate positions in the date.  The year must be entered as the full year (ex. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.


Employee: You may select a specific employee on which to report. Click on the down arrow to the right of
the employee field to see a list of employees that you may select. Once you find the employee you desire
click on it and it will automatically appear in the employee field.


Print All Employees: Check this checkbox to print the report for all drivers, even if one is listed in the
Employee field.


Print JUST Unreplaced Cancellations: Check this checkbox to select all canceled field trips that have
NOT been replaced by other field trips.


Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.
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Figure 8-46. The Canceled Trip Report
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Working with the Makeup Trip Report
The Makeup Trip Report (Figure 8-48) was designed to give the Transportation Department a complete log
of all incidents where drivers had assignments to a field trip skipped during automatic assignment due to
overtime preclusion or conflicting field trips.  This report also lists incidents where drivers who were
assigned to a field trip but then had their assignment status manually changed to Passed-Makeup. The
Transportation Department can use the Makeup Trip Report to quickly determine those drivers that are
waiting for a new field trip to replace the makeup field trip.


When running the Makeup Trip Report you can specify a date range of skips / passed-makeups.  You can
select a specific employee (or all employees) that has makeup field trips. You can also choose to see all
makeups or just those that have not been replaced by another field trip.


The Makeup Trip Report contains the following information:


• The Selected Employee.
• Whether the user selected all makeups or just those not yet replaced by another field trip.
• The selected date range.
• The last name of the employee that has a makeup field trip.
• The first name of the employee that has a makeup field trip.
• The schedule of the field trip that was skipped / passed-makeup.
• The number of the field trip that was skipped / passed-makeup.
• The departure date of the field trip that was skipped / passed-makeup.
• The destination description of the field trip that was skipped / passed-makeup.
• The number of the field trip that replaced the makeup field trip.
• The departure date of the field trip that replaced the makeup field trip.
• The destination description of the field trip that replaced the makeup field trip.


To print the Makeup Trip Report, select the Management Reports menu and then click the Makeup Trip
Report option (Figure 8-1). (See Accessing the Management Reports at the beginning of this chapter for
details.)  The Makeup Trip Report screen is displayed (Figure 8-47).


This screen allows you to enter a departure date range, select a specific employee or all employees and
select makeup field trips of a specific employee or all employees that have not been replaced by other field
trips.  Enter your report options as described below and then click the Print button to print the report or the
Preview button to view the report on the screen. (See Previewing and Printing Management Reports
previously described in this chapter for details.) Figure 8-48 shows a sample report.







8-64 Transportation Operations Manager


Chapter 8: Management Reports


Figure 8-47. The Makeup Trip Report Screen


Date Range:  You can use the preprogrammed date ranges found in the Dates field drop-down list or enter
your own date ranges. If you use the preprogrammed date ranges, click on the Dates field drop-down arrow
and select from one of 12 date ranges, such as ‘Today’, ‘This Week’, ‘Last Year’ etc. The date ranges are
automatically filled in for you.


If you enter your own date ranges, use these fields to search your field trips by their departure date.
T.O.M. makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when typing in
the date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called ‘masking’).
You must, however, enter 2 digits for the month and the day.  So, for example if you were entering a date
of  “3/2/1994” you would type “03021994” and T.O.M. would automatically place two “/” in the
appropriate positions in the date.  The year must be entered as the full year (ex. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.


Employee: You may select a specific employee on which to report. Click on the down arrow to the right of
the employee field to see a list of employees that you may select. Once you find the employee you desire
click on it and it will automatically appear in the employee field.


Print All Employees: Check this checkbox to print the report for all drivers, even if one is listed in the
Employee field.


Print JUST Unreplaced Makeups: Check this checkbox to select all makeup field trips that have NOT
been replaced by other field trips.


Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.
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Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.
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Figure 8-48. The Makeup Trip Report
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Working with the Field Trip Budget Report
The Detailed  / Summary Field Trip Budget Reports (Figure 8-50 and Figure 8-51) were designed to give
your school district an exact accounting of each schools field trip budget. The Detailed Field Trip Budget
Report (Figure 8-50) gives you all of the information you need to know concerning a school’s field trip
budget.  This report will list a school’s beginning field trip budget amount, all billed field trips, all
outstanding field trips, and the remaining field trip budget amount.


“What about field trips funded by PTSA or an athletic organization?”  No problem, T.O.M. allows you to
designate whether a field trip is to be charged against the school’s field trip budget or not.  The Detailed
Field Trip Budget Report will also list those field trips (both billed and outstanding) that do not affect the
school’s field trip budget.  These field trips are listed separately and will not be subtracted from a school’s
field trip budget.


The Detailed / Summary Field Trip Budget Reports allow you to select a specific customer (school) and a
range of departure dates.  You can specify whether you wish to print the Detailed Budget Report or the
Summary Budget Report.


The Summary Field Trip Budget Report (Figure 8-51) gives exact field trip budget information in one line
for each of your customers (schools) in a straightforward simple to read report.  The Summary Field Trip
Budget Report gives you the school’s beginning field trip budget, the total of all billed field trips, the
estimated total for all outstanding field trips and a remaining field trip budget.


The Detailed Field Trip Budget Report contains the following information:


• The selected customer.
• The selected departure date range.
• The name and number of each customer.
• The beginning field trip budget
• A section containing all Billed Field Trips.  This section contains:


» The number of the billed field trip
» The departure date of the billed field trip
» The fund that the billed field trip was charged against
» The destination of the billed field trip
» The purpose of the billed field trip
» The actual amount billed
» A subtotal of all billed field trips at the end of the section


• A section containing all Outstanding (unbilled) Field Trips.  This section contains:
» The number of the outstanding field trip
» The departure date of the outstanding field trip
» The fund that the outstanding field trip will be charged against
» The destination of the outstanding field trip
» The purpose of the outstanding field trip
» The estimated amount the field trip will be billed
» An estimated subtotal of all outstanding field trips at the end of the section


• A remaining field trip budget balance at the end of the report.


To print the Field Trip Budget Report (Detailed or Summary), select the Management Reports menu and
then click the Field Trip Budget Report option (Figure 8-1). (See Accessing the Management Reports at the
beginning of this chapter for details.)  The Field Trip Budget Report screen is displayed (Figure 8-49).
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Figure 8-49. The Field Trip Budget Report Screen


This screen allows you to enter a customer and/or departure date range of field trips to include on this
report.  This screen allows you to specify if you wish to include the detail report section, the summary
report section or both.  (You may be interested in just one of the sections.) You can also include in the
report field trips that didn’t affect the budget. Enter your report options and then click the Print button to
print the report or the Preview button to view the report on the screen. (See Previewing and Printing
Management Reports previously described in this chapter for details.) Figure 8-50 shows a sample of a
Detailed Field Trip Budget Report. Figure 8-51 shows a sample of a Summary Field Trip Report.


Selected Customer:  This is the customer number of a specific customer that you want to report on.  If you
don’t know the customer number then click the down arrow next to the Customer field and a list of all your
customers will appear in alphabetical order.  Click on the customer name to select it; the customer’s
number will appear in the Customer field.  If you leave this field blank all customers will be selected for
this report.
 
Departure Date Range:  You can use the preprogrammed date ranges found in the Dates field drop-down
list or enter your own date ranges. If you use the preprogrammed date ranges, click on the Dates field drop-
down arrow and select from one of 12 date ranges, such as ‘Today’, ‘This Week’, ‘Last Year’ etc. The date
ranges are automatically filled in for you.


If you enter your own date ranges, use these fields to search your field trips by their departure date.
T.O.M. makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when typing in
the date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called ‘masking’).
You must, however, enter 2 digits for the month and the day.  So, for example if you were entering a date
of  “3/2/1994” you would type “03021994” and T.O.M. would automatically place two “/” in the
appropriate positions in the date.  The year must be entered as the full year (ex. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
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the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.


Selected Customer:  This is the customer number of a specific customer that you want to report on.  If you
don’t know the customer number then click the down arrow next to the Customer field and a list of all your
customers will appear in alphabetical order.  Click on the customer name to select it; the customer’s
number will appear in the Customer field.  If you leave this field blank all customers will be selected for
this report.
 
Summary Report Only: Check this checkbox to print only the Summary Field Trip Budget Report
(Figure 8-51); otherwise both reports are printed.


 
Show Field Trips That Didn’t Affect The Budget:  Check this checkbox to print all field trips for a
customer, regardless of whether or not the field trip affected the budget.  If it is not checked just those field
trips with funds designated, as those as to be subtracted from the budget are included in the report.


NOTE: As you know you can designate that a field trip should not be subtracted from a customer’s
budget.  To do this you would assign a fund that you defined as one not to be subtracted from the
customer’s field trip budget to a field trip that should not affect the budget.  When this option is checked
those field trips that didn’t affect the budget will also print in separate sections on the report. For more
information about defining a fund as one that will be subtracted from a customer’s budget see Funds in
Chapter 3 - Entering Lookup Lists of the T.O.M. Getting Started Manual.


Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.
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Figure 8-50. The Detailed Field Trip Budget Report
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Figure 8-51.  The Summary Field Trip Budget Report
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Working with the Driver Hours Reports
If your district assigns field trips by field trip hours equalization or hours averaging, then tracking and
reporting these hours is vital.  Whether or not you are assigning your drivers to field trips using an hours’
averaging method having up to date statistics on you driver field trip hours is important.  T.O.M. has the
two following management reports to address this need:


• Driver Field Trip Hours Report
• Driver / Schedule Field Trip Hours Report


The Driver Field Trip Hours Report (Figure 8-53) lists each driver’s total field trip hours for all field trips
taken from the beginning of the school year to the latest field trip assignment.  The Driver / Schedule Field
Trip Hours Report (Figure 8-55) will list all drivers in a particular schedule and the total field trip hours
each driver has for ALL field trips OR just field trips within THAT schedule from the beginning of the
school year to the latest field trip assignment.


NOTE:  How does T.O.M. know when the beginning of your school year is?  You tell T.O.M. in the
District Options screen.  BUT you can only tell T.O.M. this date if you have set your automatic assignment
method to Hours.  If the automatic assignment method is set to Rotation then this date is disabled.  So how
can you run this report if you are assigning drivers using the Rotation method?  Just go into your District
Options screen and temporarily change your automatic assignment method to Hour, which will cause the
field Recalculate Driver’s Field Trip Hours As Of This Date to enable.  This is the date that the reports use.
It is usually the beginning of the district’s school year, however, you can choose whatever date you please.
After you have set the date then change the automatic assignment method back to Rotation and you may
then run these reports.


To print the Drivers Hours Report, select the Management Reports menu and then click the Drivers Hours
Report option (Figure 8-1). Then click on one of the following options:


• Driver Field Trip Hours Report option. The Driver Field Trip Hours Report screen is displayed
(Figure 8-52).


• Driver / Schedule Field Trip Hours Report option. The Driver / Schedule Field Trip Hours Report
is displayed (Figure 8-54).


(See Accessing the Management Reports at the beginning of this chapter if you need help selecting reports
from the Management Reports menu.)


About the Driver Field Trip Hours Report


The Driver Field Trip Hours Report (Figure 8-53) will list each employee’s total field trip hours and the
five components that make up a driver’s field trip hours. T.O.M. will sort the Employee Field Trip Hours
Report in ascending order (smallest to largest) by the employee’s total field trip hours.


Base Hours:  These are the hours that you have entered in the Employee screen or the Employee Schedule
screen.  These hours are used to give a number of hours to a new driver that comes into the district in the
middle of the year and therefore, has no field trip hours.  To prevent T.O.M. from giving this new driver
almost all field trip assignments until he / she caught up in field trip hours with the other drivers you can
enter the average number of field trip hours the other drivers had at the time the driver started.


 
Assigned Hours - Actual:  This is the total hours of the field trips that the driver was assigned to that has
actual hours recorded for the driver.
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Assigned Hours - Estimated:  For those field trips that the driver is assigned to but has not logged actual
hours in for T.O.M. will use the field trip’s estimated hours.  The total of all field trips that the driver is
assigned to without actual hours is represented in this figure.


Refused Hours - Actual:  When a driver is assigned to a field trip and then later refuses the field trip he /
she is still charged for the field trip assignment as if they actually performed the field trip.  If the other
drivers that actually performed the field trip have their actual hours logged for a field trip that another
driver refused the refusing driver is charged that average of all the employees assigned to the trip’s actual
hours.  The total of these hours is represented in this figure.


 
Refused Hours - Estimated:  For those field trips that the driver has refused that do not have any actual
hours logged in by the drivers that actually performed the field trip T.O.M. will use the field trip’s
estimated hours.  The total of all field trips that the driver has refused without actual hours is represented in
this figure.


Using the Driver’s Field Trip Hours Report Screen


The Driver’s Field Trip Hours Report screen (Figure 8-52) allows you to select the employees you wish to
include in the report. Employees can be added and removed from the selected list on at a time or all at
once. Enter your report options as described below and then click the Print button to print the report or the
Preview button to view the report on the screen. (See Previewing and Printing Management Reports
previously described in this chapter for details.) Figure 8-53 shows a sample report.
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Figure 8-52. The Driver’s Field Trip Hours Report Screen


Recalculate Employee Field Trip Hours Before Running Report:  Because there are so many factors
and situations that affect a driver’s total field trip hours T.O.M. does not keep track of this total as it’s
performing various field trip operations.  Rather, T.O.M. will periodically recalculate every driver’s field
trip hours from the beginning.  Depending on your district’s size and the speed of your computer and
network this can be somewhat time consuming.  This checkbox allows you to control whether T.O.M. will
perform this recalculation before printing the report.
 
In general, it is a good idea to let T.O.M. recalculate the driver’s field trip hours before printing this report.
That way you can be sure you have the most up to date information on your report.  However, if you know
for example, that T.O.M. had just performed this recalculation for a previous function and the recalculation
process can be rather long, then you may choose to UNCHECK this field and have T.O.M. bypass this
step.
 
Selected Employee:  You may select a specific employee to print a report for if you like.  Enter the
number of the employee that you wish to report on here or leave this field blank for all employees.  If you
don’t know the number of the employee that you desire then click on the down arrow to the right of the
selected employee field.  A drop down list of all of your employees will appear and allow you to select one
of these employees for the report.
 
Selected Employee Types:  These are the employee types that you want to report on.  T.O.M. allows you
to enter all of your transportation employees into the Employee Database.   Since many employee types do
NOT have route times T.O.M. allows you to specify which employee types to select for this report.
 
T.O.M. makes this an easy process by displaying one list of ALL the employee types that you have created
and then another list of those employee types that you want to report on.  Use the Select All, Deselect All,
Add>> and <<Remove buttons to move employee types to and from the selected list.  For example, to add
an employee type to the list of selected employees, click on the employee type in the Employee Types list
and then click the Add>> button. The employee type you selected will be added to the Selected Employee
Types list.


NOTE: The Select All button is useful if you wish to report on all but a few employee types. Click the
Select All button and then click the Add>> button to add all the employee types to the Selected Employee
Types list. Then individually select each employee type you don’t want in the Selected Employee Types
list and click the <<Remove button.
 
NOTE:  If for some reason the employee types in the list of all your employee types do NOT match your
employee types then click the Refresh List button to rebuild the list of all employee types in the list to
include only the employee types that you have created.
 
Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.
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Figure 8-53. The Driver Field Trip Hours Report
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About the Driver / Schedule Field Trip Hours Report


While similar to The Driver Field Trip Hours Report, The Driver / Schedule Field Trip Hours Report
(Figure 8-55) differs in one key way; it focuses on the schedule.  The Driver / Schedule Field Trip Hours
Report will list all the drivers in the selected schedule(s) as well as their total field trip hours.  These total
field trip hours can either be for all field trips or just field trips for that particular schedule.  The Driver
Field Trip Hours Report will list each employee’s total field trip hours or total field trip hours for a
particular schedule and the five components that make up a driver’s field trip hours:


Base Hours:  These are the hours that you have entered in the Employee screen or the Employee Schedule
screen.  These hours are used to give a number of hours to a new driver that comes into the district in the
middle of the year and therefore, has no field trip hours.  To prevent T.O.M. from giving this new driver
almost all field trip assignments until he / she caught up in field trip hours with the other drivers you can
enter the average number of field trip hours the other drivers had at the time the driver started.


 
Assigned Hours - Actual:  This is the total hours of the field trips that the driver was assigned to that has
actual hours recorded for the driver.


 
Assigned Hours- Estimated:  For those field trips that the driver is assigned to but has not logged actual
hours in, T.O.M. will use the field trip’s estimated hours.  The total of all field trips that the driver is
assigned to without actual hours is represented in this figure.


 
Refused Hours - Actual:  When a driver is assigned to a field trip and then later refuses the field trip he /
she is still charged for the field trip assignment as if they actually performed the field trip.  If the other
drivers that actually performed the field trip have their actual hours logged for a field trip that another
driver refused, the refusing driver is charged that average of all the employees assigned to the trip’s actual
hours.  The total of these hours is represented in this figure.


 
Refused Hours - Estimated:  For those field trips that the driver has refused that do not have any actual
hours logged in by the drivers that actually performed the field trip, T.O.M. will use the field trip’s
estimated hours.  The total of all field trips that the driver has refused without actual hours is represented in
this figure.


Using the Driver / Schedule Field Trip Hours Report Screen


The Driver / Schedule Field Trip Hours Report screen (Figure 8-54) allows you to select the schedules you
wish to include in the report. Schedules can be added and removed from the selected list on at a time or all
at once. Enter your report options as described below and then click the Print button to print the report or
the Preview button to view the report on the screen. (See Previewing and Printing Management Reports
previously described in this chapter for details.) Figure 8-55 shows a sample report.


Recalculate Employee Field Trip Hours Before Running Report:  Because there are so many factors
and situations that affect a driver’s total field trip hours T.O.M. does not keep track of this total as it’s
performing various field trip operations.  Rather, T.O.M. will periodically recalculate every driver’s field
trip hours from the beginning.  Depending on your district’s size and the speed of your computer and
network this can be somewhat time consuming.  This checkbox allows you to control whether T.O.M. will
perform this recalculation before printing the report.
 
In general, it is a good idea to let T.O.M. recalculate the driver’s field trip hours before printing this report.
That way you can be sure you have the most up to date information on your report.  However, if you know
for example, that T.O.M. had just perform this recalculation for a previous function and the recalculation
process can be rather long then you may choose to UNCHECK this field and have T.O.M. bypass this step.
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Figure 8-54. The Driver / Schedule Field Trip Hours Report Screen
 
Selected Schedules:  These are the schedules that you want to report on.  T.O.M. allows you to group your
drivers into lists called schedules.  You then can select which schedule or schedules T.O.M. is to use when
automatically assigning drivers to a field trip.   You may choose to print this report for one, some or all
schedules.
 
T.O.M. makes this an easy process by displaying one list of ALL the schedules that you have created and
then another list of those schedules that you want to report on.  Use the Select All, Deselect All, Add>>
and <<Remove buttons to move schedules to and from the selected list.  For example, to add a schedule to
the list of selected schedules, click on the schedule in the Schedules list and then click the Add>> button.
The schedule you selected will be added to the Selected Schedules list.


NOTE: The Select All button is useful if you wish to report on all but a few schedules. Click the Select All
button and then click the Add>> button to add all the schedules to the Selected Schedules list. Then
individually select each schedule you don’t want in the Selected Schedules list and click the <<Remove
button.
 
NOTE:  If for some reason the schedules in the list of all your schedules do NOT match your schedules
then click the Refresh List button to rebuild the list of all schedules in the list to include only the schedules
that you have created.


Report Hours On:  This is a toggle button field.  That means you click the button of the option that you
wish to choose.  If you click the Employee button you are telling T.O.M. to calculate total field trip hours
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and the five components of the total field trip hours for all field trips regardless of schedule for each
employee in the schedule.  T.O.M. will then sort the Employee / Schedule Field Trip Hours Report in
ascending order (smallest to largest) by the employee’s total field trip hours.


However, if you click the Employee / Schedule button you are telling T.O.M. to calculate the total field trip
hours and five components of the total field trip hours for ONLY field trips using that specific schedule.
T.O.M. will also print the employee’s total field trip hours for all field trips regardless of schedule but will
not calculate the breakdown of those hours by the five components.  T.O.M. will then sort the Employee /
Schedule Field Trip Hours Report in ascending order (smallest to largest) by the employee / schedule total
field trip hours.


When you use T.O.M. to automatically assign field trips using the Hours Averaging methodology you still
tell T.O.M. which list(s) of drivers to use.  So you are restricting which drivers can average the field trip
hours among.  More than likely you will have more than one schedule and not all drivers will be on all
schedules.  In this environment T.O.M. will NEVER be able to give even close to equal field trip hours to
all drivers that drive field trips.  The best that T.O.M. can do is give around the same number of hours to all
drivers in each schedule.  It is only natural then that you would want to organize your driver field trip hours
by schedule.
 
T.O.M. let’s you choose two different ways to automatically assign drivers to field trips using the Hours
Averaging method:
 


• Average Hours For All Field Trips
• Average Hours For Field Trips Within Each Schedule


 
Let’s look at an example to understand how these two methods will impact how field trips are assigned.
The Gecko school district has three schedules Mid Day, Week Day and Week End.  Bill Ring is a driver
for Gecko who only drives Week End field trips.  Cathy Pen is another driver who will drive any field trip
that the district offers her.  Bill is only on the Week End schedule.  Cathy is on all three schedules.
 
Let’s assume that Gecko instructs T.O.M. to average hours for ALL field trips.  In this case most field trip
would be assigned to Bill rather than Cathy.  This is because Cathy is taking field trips through out the
week while Bill is only taking field trips on weekend.  Naturally, Cathy’s total field trip hours will most
likely be greater than Bill’s and T.O.M. will continually try and increase Bill’s hours by awarding him
most of the weekend field trips.  This may or may not be fair to Cathy and Bill.
 
Now let’s assume that Gecko instructs T.O.M. to average hours for field trips WITHIN each schedule.
Now both Bill and Cathy will have roughly the same number of hours in weekend field trips.  Cathy’s total
field trip hours for all schedules, however, will greatly exceed Bill because she is taking field trips during
the mid days and weekdays and Bill is not.  Again, this may or may not be fair to Cathy and Bill.  It is
really a matter of your district deciding on its philosophy and running T.O.M. to reflect that philosophy.
 
How you tell T.O.M. to average you field trip hours is how you will tell T.O.M. to run this report.  If you
average hours for ALL field trips then you will most likely choose the Employee button.  If, however, you
average hours within each schedule then you will most likely choose the Employee / Schedule button.
 
Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.
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Figure 8-55. The Driver / Schedules Field Trip Hours Report
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Working with the Driver Allowance Report
The Driver Allowance Report (Figure 8-57) is for those districts that assign drivers to trips using the Bid
Allowance method. The Driver Allowance Report is meant to help those districts keep track of drivers bid
points. If your district does not use the Bid Allowance method of assigning drivers, you won’t need to use
this report.


To print the Driver Allowance Report, select the Management Reports menu and then click the Driver
Allowance Report option (Figure 8-1). (See Accessing the Management Reports at the beginning of this
chapter for details.)  The Driver Allowance Report screen is displayed (Figure 8-56).


Figure 8-56. The Driver Allowance Report Screen


This screen allows you to enter a date range of field trips to include on this report.  This screen also allows
you to specify a specific employee or all employees. Enter your report options and then click the Print
button to print the report or the Preview button to view the report on the screen. (See Previewing and
Printing Management Reports previously described in this chapter for details.) Figure 8-57 shows a sample
report.


Date Range:  You can use the preprogrammed date ranges found in the Dates field drop-down list or enter
your own date ranges. If you use the preprogrammed date ranges, click on the Dates field drop-down arrow
and select from one of 12 date ranges, such as ‘Today’, ‘This Week’, ‘Last Year’ etc. The date ranges are
automatically filled in for you.


If you enter your own date ranges, use these fields to search your field trips by their departure date.
T.O.M. makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when typing in
the date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called ‘masking’).
You must, however, enter 2 digits for the month and the day.  So, for example if you were entering a date
of  “3/2/1994” you would type “03021994” and T.O.M. would automatically place two “/” in the
appropriate positions in the date.  The year must be entered as the full year (ex. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.
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To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.


Employee:  You may select a specific employee to print a report for if you like.  Enter the number of the
employee that you wish to report on here or leave this field blank for all employees.  If you don’t know the
number of the employee that you desire then click on the down arrow to the right of the selected employee
field.  A drop down list of all of your employees will appear and allow you to select one of these
employees for the report.
 
Print All Employees: Check this checkbox if you wish to print the report for all employees. The report
prints all employees even if an employee is selected in the Employee field.


Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.
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Figure 8-57. The Driver Allowance Report







8-84 Transportation Operations Manager


Chapter 8: Management Reports


Working with the Money Transaction Report
The Money Transaction Report (Figure 8-59) allows you to print a detailed accounts receivable activity log
of all money transactions that affected a field trip or that a customer made during a certain time period.
You can select a specific date range to run the report. You can also specify a selected customer and a
specific money transaction type. For example, you can run a report that answers the question: “How many
payments (transaction type) did Echo Mountain Elementary (customer) make this year (date range)?”


To print the Money Transaction Report, select the Management Reports menu and then click the Money
Transaction Report option (Figure 8-1). (See Accessing the Management Reports at the beginning of this
chapter for details.)  The Money Transaction Report screen is displayed (Figure 8-58).


Figure 8-58. The Money Transaction Report Screen


This screen allows you to enter a date range of when the transaction was posted to include on this report.
This screen also allows you to specify a specific customer and transaction code, if you wish. Enter your
report options and then click the Print button to print the report or the Preview button to view the report on
the screen. (See Previewing and Printing Management Reports previously described in this chapter for
details.) Figure 8-59 shows a sample report.


Transaction Date Range:  This field specifies the date range for when the money transaction was posted.
You can use the preprogrammed date ranges found in the Dates field drop-down list or enter your own date
ranges. If you use the preprogrammed date ranges, click on the Dates field drop-down arrow and select
from one of 12 date ranges, such as ‘Today’, ‘This Week’, ‘Last Year’ etc. The date ranges are
automatically filled in for you.


If you enter your own date ranges, use these fields to search your field trips by their departure date.
T.O.M. makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when typing in
the date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called ‘masking’).
You must, however, enter 2 digits for the month and the day.  So, for example if you were entering a date
of  “3/2/1994” you would type “03021994” and T.O.M. would automatically place two “/” in the
appropriate positions in the date.  The year must be entered as the full year (ex. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.
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Customer:  This is the customer number of a specific customer that you want to report on.  If you don’t
know the customer number click the down arrow next to the Customer field and a list of all your customers
will appear in alphabetical order.  Click on the customer name to select it; the customer’s number will
appear in the Customer field.  If you leave this field blank all customers will be selected for this report.
Click the Customer button if you need to look up the customer using an alphabetical lookup. See Chapter 5
– Customers in the T.O.M. Getting Started Guide for details about searching for customers.
 
Transaction Code: This is the number that you assigned to the Money Transaction Type. If you don’t
know the transaction code, click the down arrow next to the Transaction Code field and a list of all your
transaction codes will appear in alphabetical order. Click on the transaction code to select it; the transaction
code will appear in the Transaction Code field. If you leave this field blank all transaction codes will be
selected for this report. See Chapter 3 – Entering Lookup Lists in the T.O.M. Getting Started Guide for
details about creating money transaction codes.
 
Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.
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Figure 8-59. The Money Transaction Report
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Working with the Driver Notes Report
The Driver Notes Report (Figure 8-61) allows you to retrieve notes made about a driver’s performance or
refusal for various field trips. There are many uses of this combination of notes and report. The primary use
is to allow a district an opportunity to enter notes about a driver’s performance for a specific field trip.
However, they can also allow the district a chance to make comments about why a driver refused a trip or
was manually passed or canceled from a trip.


The driver notes are secured; only authorized personnel are permitted to view and work with them.


To print the Driver Notes Report, select the Management Reports menu and then click the Driver Notes
Report option (Figure 8-1). (See Accessing the Management Reports at the beginning of this chapter for
details.)  The Driver Notes Report screen is displayed (Figure 8-60).


Figure 8-60. The Driver Notes Report Screen
 
This screen allows you to enter a date range of when the field trip took place to include on this report.  This
screen also allows you to specify a specific employee and customer, if you wish. Enter your report options
and then click the Print button to print the report or the Preview button to view the report on the screen.
(See Previewing and Printing Management Reports previously described in this chapter for details.) Figure
8-61 shows a sample report.


Departure Date Range:  You can use the preprogrammed date ranges found in the Dates field drop-down
list or enter your own date ranges. If you use the preprogrammed date ranges, click on the Dates field drop-
down arrow and select from one of 12 date ranges, such as ‘Today’, ‘This Week’, ‘Last Year’ etc. The date
ranges are automatically filled in for you.


If you enter your own date ranges, use these fields to search your field trips by their departure date.
T.O.M. makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when typing in
the date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called ‘masking’).
You must, however, enter 2 digits for the month and the day.  So, for example if you were entering a date
of  “3/2/1994” you would type “03021994” and T.O.M. would automatically place two “/” in the
appropriate positions in the date.  The year must be entered as the full year (ex. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
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the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.


Employee:  You may select a specific employee to print a report for if you like.  Enter the number of the
employee that you wish to report on here or leave this field blank for all employees.  If you don’t know the
number of the employee that you desire then click on the down arrow to the right of the selected employee
field.  A drop down list of all of your employees will appear and allow you to select one of these
employees for the report.
 
Customer:  This is the customer number of a specific customer that you want to report on.  If you don’t
know the customer number click the down arrow next to the Customer field and a list of all your customers
will appear in alphabetical order.  Click on the customer name to select it; the customer’s number will
appear in the Customer field.  If you leave this field blank all customers will be selected for this report.
Click the Customer button if you need to look up the customer using an alphabetical lookup. See Chapter 5
– Customers in the T.O.M. Getting Started Guide for details about searching for customers.
 
Email Report: T.O.M. allows you to automatically email most of your T.O.M. Reports as attached MS
Word, MS Excel, Text or other files.  To send your report as an email simply check this checkbox.  For
more information on this feature see Appendix G – “Emailing  Your T.O.M. Reports as Word, Excel, Text
or other Files” found later in this book.


Email Report: T.O.M. allows you to save most of your T.O.M. Reports as MS Word, MS Excel, Text or
other files.  To save your report as a file simply check this checkbox.  For more information on this feature
see Appendix F – “Saving  Your T.O.M. Reports as Word, Excel, Text or other Files” found later in this
book.
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Figure 8-61. The Driver Notes Report
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When setting up T.O.M. you created several lookup lists that allowed you to easily customize how T.O.M.
would operate within your school district.  These lists include Billing Rates, Employee Types, Vehicle
Types, Funds, etc.  These lookup lists were then readily available to you in various screens as drop-down
list boxes that let you scroll through the list and quickly select the appropriate value.  While these drop-
down list boxes should be adequate in most cases to see what various values are available you may still
wish to have a printed form of these lists.  Reports that print these lists are all grouped in the report
category called Other Reports.


See Chapter 3 – Entering Lookup Lists in the T.O.M Getting Started Manual for details about creating and
working with lookup lists.


Accessing the Other Reports
To access the Other Reports click the Report menu option at the top of your screen and then click the Other
Reports submenu option (Figure 9-1).


Figure 9-1. Accessing the Other Reports Menu


Click the report option you wish to print, such as Billing Rate List. See the section later in this chapter for
details about each report.
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The Billing Rate List
The Billing Rate List (Figure 9-2) includes a list of all of the billing rates that you have set up in T.O.M.
To print this list open the Reports menu, select the Other menu and then click the Billing Rate List option
(Figure 9-1).


Figure 9-2. The Billing Rate List
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The Field Trip Category List
The Field Trip Category List (Figure 9-3) includes a list of all of the field trip categories that you have set
up in T.O.M.   To print this list open the Reports menu, select the Other menu and then click the Field Trip
Category List option (Figure 9-1).


Figure 9-3. The Field Trip Category List
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The Destination Category List
The Destination Category List (Figure 9-4) includes a list of all of the destination categories that you have
set up in T.O.M.   To print this list open the Reports menu, select the Other menu and then click the
Destination Category List option (Figure 9-1).


Figure 9-4. The Destination Category List
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The Division List
The Division List (Figure 9-5) includes a list of all of the divisions that you have set up in T.O.M.  To print
this list open the Reports menu, select the Other menu and then click the Division List option (Figure 9-1).


Figure 9-5. The Division List


The Employee Type List
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The Employee Type List (Figure 9-6) includes a list of all of the employee types that you have set up in
T.O.M. To print this list open the Reports menu, select the Other menu and then click the Employee Type
List option (Figure 9-1).


Figure 9-6. The Employee Type List
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The Fund List
The Fund List (Figure 9-7) includes a list of all of the funds that you have set up in T.O.M. To print this
list open the Reports menu, select the Other menu and then click the Fund List option (Figure 9-1).
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Figure 9-7. The Fund List


The Money Transaction Types List
The Money Transaction Types List (Figure 9-8) includes a list of all of the money transaction types that
you have set up in T.O.M.  To print this list open the Reports menu, select the Other menu and then click
the Money Transaction Type List option (Figure 9-1).


Figure 9-8. The Money Transaction Type List
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The Vehicle Type List
The Vehicle Type List (Figure 9-9) includes a list of all of the vehicle types that you have set up in T.O.M.
To print this list open the Reports menu, select the Other menu and then click the Vehicle Type List option
(Figure 9-1).


Figure 9-9. The Vehicle Type List
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The Grade List
The Grade List (Figure 9-10) includes a list of all of the grades that you have set up in T.O.M.   To print
this list open the Reports menu, select the Other menu and then click the Grade List option (Figure 9-1).


Figure 9-10. The Grade List
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The Characteristic List
The Characteristic List (Figure 9-11) includes a list of all of the characteristics that you have set up in
T.O.M.   To print this list open the Reports menu, select the Other menu and then click the Characteristic
List option (Figure 9-1).


Figure 9-11. The Characteristic List
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Backing Up and Restoring
Once you start using T.O.M. you should backup your information regularly.  Although today’s technology
is very reliable hardware failures do occur.  If your hardware does fail and you do not have a backup of
your T.O.M. information you will be forced to reenter all of the information that you had previously typed
into the computer.  Fortunately, backing up your T.O.M. information is a quick and easy process.


This chapter describes the following features:


• Why it’s important to back up and restore your T.O.M. Data


• Backing up your data to a diskette, a set of diskettes or to another hard disk


• Browsing for backup and restore locations


• Restoring your data from a diskette, a set of diskettes or from another hard disk


About Backing Up and Restoring Your T.O.M. Data
In order to establish a safe and reliable backup and restore procedure for your organization, let’s first learn
a little about these routines and why they are so important.


What is the Difference Between Backup and Restore?


The phrase “backing up your data” means to make a copy of your data and store that copy on something
other than your computer’s hard disk.  Usually you backup your data onto another hard disk, diskettes or a
tape.  This copy of your data acts as an insurance policy in case your computer is destroyed or your
computer’s hard disk fails.  You can then use the backup copy of your information and copy it back (or
restore it) to a replacement computer or hard disk.


Another reason you backup your information is that sometimes something might cause your data to
become erroneous or corrupted.  It might be a routine that you accidentally ran like Mass Assign, it might
be a computer virus, or it might be a partial failure of your hard disk.  In any of these situations – once you
have discovered that your data is corrupted you can restore from your backup copy and begin processing
again knowing that your information is accurate.


The phrase” restoring your data” means to recopy a previous backup copy of your information from
another hard disk, a diskette or a tape to your computer’s hard disk.  You only need to restore from your
backup data when your original information on your computer’s hard disk was either lost or corrupted.
You may never have to restore your data, but when you do need to restore your information it is a critical
need.


How Often Should I Backup My Data?


You should backup your T.O.M. information everyday that you use the T.O.M. system.  The T.O.M.
Backup process is very quick and is well worth the effort. It’s best to create multiple sets of backup
diskettes or multiple folders on your backup hard disk so that you are not always overwriting the same
backup files.
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Should I Create Multiple Sets of Backups or Use Just a Single Backup?


You should definitely create multiple sets of diskettes or multiple folders on your backup hard disk.  It is
not a wise policy to rely on one diskette or one set of diskettes or one file on your hard disk as your last
line of defense from losing your data.


If You Backup Your T.O.M. Data to Diskettes


If you backup your data to diskettes, remember that diskettes fail much more often than hard disks.
Alternate between several diskettes or sets of diskettes.  For example, you may have a separate diskette or
set of diskettes that you use as backup diskettes for each day of the week.  Label each backup: Monday,
Tuesday, Wednesday, Thursday and Friday.  If your most recent backup fails you still have other backups
to restore from.


NOTE:  T.O.M. uses a powerful file compression tool that will compact your data before copying it to
your backup diskette.  This compression tool is so powerful that most school districts will be able to copy
at least one full year of history information on to a single backup diskette!


If You Backup Your T.O.M. Data to Another Hard Disk


If you backup your data to another hard disk, you should still have a policy have many different backup
copies on that hard disk.  Just as you would have separate sets of backup diskettes for each day of the week
you might create “daily subdirectories” in a backup directory.  The backup structure might look like this:


Backup Location Drive and/or Directory Name*
Backup Hard Disk n:\


Backup Directory n:\backup
Monday Backup Directory n:\backup\1-mon\
Tuesday Backup Directory n:\backup\2-tue\
Wednesday Backup Directory n:\backup\3-wed\
Thursday Backup Directory n:\backup\4-thu\
Friday Backup Directory n:\backup\5-fri\
Before Mass Assign Directory n:\backup\mass-assign\
After End of School Year Directory n:\backup\year-end\2000\


*Be sure to add the last “\” character to the drive and/or directory path.


This can make it easy to keep your backup files logically organized by backing up your data to the
directory for that day of the week.  Interim backups can be done in special subdirectories before
undertaking special tasks such as a Mass Assign or year-end wrap-up.


NOTE: Since Windows displays filenames alphabetically, we’ve named our daily folders beginning with
the numbers 1, 2, 3, 4 and 5 so that they display consecutively in the list. If they were named beginning
with just the words mon, tu, wed, thu and fri, they would display in the wrong order (fri, mon, thu, tue and
wed). Not a necessity, but it will help keep the backups organized and may keep you from mistakenly
selected the wrong one.


Can I Backup My T.O.M. Data to the Same Hard Disk Running
My T.O.M. Software?


You can but we do not recommend it.  If that hard disk fails, you’ll have no running software and no
backup to restore! You will have no choice but to reenter your data. We certainly don’t want you to be
facing that daunting task!
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Backing Up Your T.O.M. Data
T.O.M. has a very quick and easy backup process.  The following is a detailed discussion of the steps you
must take to properly backup your T.O.M. information. Once you have started the backup routine you can
choose between instructions to backup your data to a diskette or set of diskettes or to another hard disk, as
described later in this section.


Starting the Backup Routine


Backing up your T.O.M. information requires that the T.O.M. database be free of use.  Make sure that no
other users are using the T.O.M. software before you start the backup routine.  They must all exit
COMPLETELY from the T.O.M. software.


2. Select the Backup menu option from the top menu (Figure 10-1) or click the Backup T.O.M. button.


Figure 10-1. Running The T.O.M. Backup Procedure


The Backup Database Files screen is displayed (Figure 10-2).


Select Backup from the Backup
menu at the top of the screen, or
click the Backup T.O.M. button.
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Figure 10-2. Backup Database Files Screen


3. Do one of the following:


• Backup your T.O.M. data to a diskette or set of diskettes. See Backing Up Your T.O.M. Data to a
Diskette below for details.


• Backup your T.O.M. data to another hard disk. See Backing Up Your T.O.M. Data to Another
Hard Disk later in this chapter for details.


Enter the location
where you want to
backup your T.O.M.
database.


Click the OK
button to start
backing up your
database.


Click the Browse button if
you wish to locate the drive
and/or directory where you
want to backup your T.O.M.
database.


Check to
have backup
T.O.M.
database files
compressed
to one Zip file
called
Tomback.zip.
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Backing Up Your T.O.M. Data to a Diskette
 
Start the backup routine if you haven’t already done so. (See Starting the Backup Routine, previously in
this section for details.) NOTE: if backing up to diskettes it is HIGHLY recommended that the Compress
Files checkbox is CHECKED.  Then follow these instructions:


1. Insert your backup diskette into the diskette drive.


2. T.O.M. defaults to drive A in the Backup Database screen (Figure 10-2). If your diskette is not in drive
A then enter the drive letter where your diskette is located in the Backup to Where? field. For
example, if your diskette is in drive B, enter B:\ (be sure to enter the “\” character).


NOTE: Click the Browse button if you need to locate the drive on the diskette where you’ll be
backing up your data.  See Browsing for the Backup Location on the Backup Database Files Screen
later in this section for details.


3. Click the OK button.  T.O.M. will display a message reminding you to place the first disk into your
diskette drive (Figure 10-3).


 
 


Figure 10-3. Insert Backup Diskette Reminder
 
4. Click the OK button and T.O.M. will begin making a backup copy of the T.O.M. database. A status


screen showing your progress will display. If your data is too large to fit one a single diskette T.O.M.
will prompt you to insert additional diskettes into your diskette drive as the backup proceeds. When
T.O.M. has completed its backup of your data it will display a message informing you that your data
was successfully copied to the backup diskette(s) (Figure 10-4).


Figure 10-4. Successful Backup Message


5. Click the OK button to return to the Backup Database Files screen (Figure 10-2).


6. Remove the diskette from your diskette drive. Be sure to label the diskette(s) properly and store the
diskette(s) in a safe place.
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Backing Up Your T.O.M. Data to Another Hard Disk
 
Start the backup routine if you haven’t already done so. (See Starting the Backup Routine, previously in
this section for details.) Then follow these instructions:


1. T.O.M. defaults to drive A in the Backup Database Files screen (Figure 10-2). Enter the full path of
the backup hard disk in the Backup to Where? field, such as n:\backup\1-Mon\. Be sure to enter the
last “\” character at the end of the pathname. Otherwise, the backup file will be incorrectly placed in
the directory \backup instead of n:\backup\1-Mon\.


NOTE: Click the Browse button if you need to locate the drive and/or directory where you’ll be
backing up your data.  See Browsing for the Backup Location on the Backup Database Files Screen
later in this section for details.


2. Select whether or not you want to you want to have the T.O.M. Database Files compressed into one
zipped file called ‘Tomback.zip’ or just saved individually uncompressed at the backup location.


3. Click the OK button and T.O.M. will begin making a backup copy of the T.O.M. database. A status
screen showing your progress will display. When T.O.M. has completed its backup of your data it will
display the message in (Figure 10-5).


Figure 10-5. Successful Backup Message


4. Click the OK button to return to the Backup Database Files screen (Figure 10-2).


Browsing for the Backup Location on the Backup Database Files Screen


If you’re not sure of the path you should enter for your backup location in the Backup Database Files
screen you can browse to it by clicking the Browse button to the right of the Backup to Where? field
(Figure 10-2). The standard Windows File Search screen is displayed (Figure 10-6).  Locate the drive and
the path where you want to backup your T.O.M. database.  (Remember, it will first default to drive A.)
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Figure 10-6. The Windows File Search Screen – Before the Backup Path Is Selected


NOTE: There is one small quirk to how this screen works.  You must select a file (it can be any file) in the
path before this screen lets you return the pathname to the Backup Database Files screen.  Unfortunately, if
you have a backup path that does not contain any files you cannot use this screen to point to it. You will
have to type the pathname in the Backup to Where? field in the Backup Database Files screen.


The Browse feature is useful if you are backing up your data to multiple folders on another hard disk, you
can locate the appropriate drive and/or directory using the Windows File Search screen. The following
example describes how you might navigate to a “Tuesday folder” to do your Tuesday backup.
1. From the Backup Database Files screen (Figure 10-2), click the Browse button. The Windows Search


screen is displayed (Figure 10-6). It defaults to the A drive.


2. Click the Look in drop-down arrow to select the drive where the backups are located, such as drive E
(Figure 10-7). Folders for that drive are displayed in the list.


We’ve selected the E drive where
the backup files are located.
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Figure 10-7. The Windows File Search Screen – Drive E and the Backup Directory Selected


3. Double-click on the Backup folder to display the daily backup folders (Figure 10-8).


Figure 10-8. The Windows File Search Screen – Tuesday Backup Directory Selected
NOTE: Since Windows displays filenames alphabetically (Figure 10-8), we’ve named our daily
folders beginning with the numbers 1, 2, 3, 4 and 5 so that they display in the right order (mon, tue,
wed, thu, fri) in the list. If they were named beginning with just the words mon, tu, wed, thu and fri,
they would display in the wrong order (fri, mon, thu, tue and wed). Not a necessity, but it will help
keep the backups organized and may keep you from mistakenly selected the wrong one.


4. Double-click on the 2-tue folder (Figure 10-8).


5. Click on tomback.zip (Figure 10-9). This is the backup file T.O.M. creates when doing a backup.
T.O.M. will automatically replace the old backup file with the new one, so be sure this is the one you


We’ve
selected the
Backup
directory.


We’ve
selected the
2-tue
directory.
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want. In other words, be sure that you’re in the right folder! (You could select any name in the
directory. T.O.M. only returns the pathname to the Backup Database Files screen.)


Figure 10-9. The Windows File Search Screen – With the tomback.zip File Selected


We’ve clicked on the
file tomback.zip.
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6. Click the Open button. The Backup Database Files screen is displayed with the path e:\backup\2-tue\
in the Backup to Where? field (Figure 10-10). Notice that T.O.M. does not enter the filenamejust
the pathname with the last “\” character. This is why you could select any filename in your directory,
as previously mentioned.


Figure 10-10. The Backup Database Files Screen – Backup To Pathname Filled In


Now you can complete the backup procedure as described in Backing Up Your T.O.M. Data to Another
Hard Disk described previously in this section.


The backup pathname you
selected in the Windows File
Search screen is displayed here.







User Guide 10-11


Chapter 10: Backing Up and Restoring


Restoring Your T.O.M. Data
T.O.M. has a very quick and easy data restore process.  The following is a detailed discussion of the steps
you must take to properly restore your backup T.O.M. information. Once you have started the restore
routine you can choose between instructions to restore your data from a diskette or set of diskettes or from
another hard disk, as described later in this section.


Starting the Restore Routine


Backing up your T.O.M. information requires that the T.O.M. database be free of use.  Make sure that no
other users are using the T.O.M. software before you start the backup routine.  They must all exit
COMPLETELY from the T.O.M. software.
Restoring a backup copy of your T.O.M. information requires that the T.O.M. database be free of use.
Make sure that no other users are using the T.O.M. software before start the restore routine.  They must all
exit COMPLETELY from the T.O.M. software. You also must exit T.O.M. because the restore routine is a
separate program you run from your desktop.


1. Click the Exit option from the top menu in the Main T.O.M. screen (Figure 10-11).


Figure 10-11.- Exiting T.O.M. Software


You must first exit T.O.M. before
entering the restore routine.







10-12 Transportation Operations Manager


Chapter 10: Backing Up and Restoring


2. Click the Start button. Highlight Programs, the T.O.M. folder and then click the Restore T.O.M.
Database option (Figure 10-12).


Figure 10-12. Running the Restore T.O.M. Database From Windows 95/98


The Restore Database Files screen is displayed (Figure 10-13).


Click the Start button, then
Programs, the T.O.M. folder and
then Restore T.O.M. Database.
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Figure 10-13. Restore Database Files Screen
 


Where you originally backed up your T.O.M. database determines how you will run your restore
procedure.  T.O.M. assumes that you are going to restore a backup diskette to the path that you
currently have your T.O.M. software running from.


3. Do one of the following:


• Restore your T.O.M. data from a diskette or set of diskettes. See Restoring Your T.O.M. Data
from a Diskette below for details.


• Restore your T.O.M. data from another hard disk. See Restoring Up Your T.O.M. Data from
Another Hard Disk later in this chapter for details.


 
Restoring Your T.O.M. Data from a Diskette or Set of Diskettes
 
Start the restore routine if you haven’t already done so. (See Starting the Restore Routine, previously in
this section for details.) Then follow these instructions:


1. Insert your most recent T.O.M. backup diskette or the first diskette of your most recent set of backups
into your diskette drive. NOTE: If you have multiple backups, be sure it is the most recent one.


 


Click these Browse buttons if
you wish to locate the drive
and/or directory where you
want to restore your T.O.M.
database “from” and “to.”


Click the OK
button to begin
restoring your
database.


Enter the location(s)
where you want to
restore your T.O.M.
database “from” and
“to.”
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2. If the default paths in the Restore From Where? and the Restore To Where? fields are correct then
click the OK button (Figure 10-13).


If your diskette is not in the drive indicated in the Restore From Where? field enter the appropriate
drive letter. For example, if your diskette is in drive B, enter B:\ (be sure to enter the last “\”
character).


If the path in the Restore To Where? field is wrong enter the appropriate full pathname. For example,
your pathname may be d:\programs\trip\. Be sure to enter a backslash character at the end of the
pathname. Otherwise, the backup file will be incorrectly restored to d:\programs.


NOTE: Click the Browse button if you need to find the drive and/or directory for either the Restore
From Where? or Restore To Where? fields.  See Browsing for the Restore Locations on the Restore
Database Files Screen later in this section for details.


3. If the database still exists in the Restore To Where? location, the message in Figure 10-14 is displayed.
Click the Yes to All button to replace all the related database files.


Figure 10-14. Overwrite Confirmation Message


T.O.M. will restore your backup database to the drive and directory you specified in the Restore
Database Files screen.  A status screen showing your progress will display.  When T.O.M. has
completed restoring your backup database it will display the message in Figure 10-15.


Figure 10-15. Successful Restore Message


4. Click the OK button to return to the Restore Database Files screen (Figure 10-13).


5. Click the Cancel button to exit the restore routine.


You have now successfully restored your backup database to your hard disk and can start T.O.M. and
begin processing. NOTE: Your T.O.M. data will be as you left it when you made you’re the backup copy
you just restored.  Any information entered or changed after you made the backup will be lost and you will
need to reenter or make the changes to the information again.


Click the Yes
to All button
to restore all
the database
files.
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Restoring Your T.O.M. Data from a Backup Hard Disk
 
Start the restore routine if you haven’t already done so. (See Starting the Restore Routine, previously in
this section for details.) Then follow these instructions:


1. If the default paths in the Restore From Where? and Restore To Where? fields are correct then click
the OK button (Figure 10-13).


If the paths in the Restore From Where? and/or Restore To Where? field are wrong enter the
appropriate full pathname. For example, your pathname may be d:\programs\trip\. Be sure to enter a
“\” character at the end of the pathname Otherwise, the backup file will be incorrectly restored to
d:\programs.


NOTE: Click the Browse button if you need to navigate to a drive and/or directory for either the
Restore From Where? or Restore To Where? fields.  See Browsing for the Restore Locations on the
Backup Database Files Screen later in this section for details.


2. If the database still exists in the Restore To Where? location, the message in Figure 10-16 is displayed.
Click the Yes to All button to replace all the related database files.


Figure 10-16. Overwrite Confirmation Message


T.O.M. will restore your backup database on to the drive and directory you specified in the Restore
Database Files screen.  A status screen showing your progress will display.  When T.O.M. has
completed restoring your backup database it will display the message in Figure 10-17.


Figure 10-17. Message Box of Successful Restore


6. Click the OK button to return to the Restore Database Files screen (Figure 10-13).


7. Click the Cancel button to exit the restore routine.


Click the Yes
to All button
to restore all
the database
files.
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You have now successfully restored your backup database to your hard disk and can start T.O.M. and
begin processing. NOTE: Your T.O.M. data will be as you left it when you made you’re the backup copy
you just restored.  Any information entered or changed after you made the backup will be lost and you will
need to reenter or make the changes to the information again.


Browsing for the Restore Locations on the Restore Database Files Screen


If you’re not sure of the path you should enter for your restore to and/or restore from locations in the
Backup Database Files screen you can browse to it by clicking the Browse button to the right of the the
appropriate field (Figure 10-13). The standard Windows File Search screen is displayed (Figure 10-18).
Locate the drive and the path where you want to backup your T.O.M. database.


 
Figure 10-18. The Windows File Search Screen


NOTE: There is one small quirk to how this screen works.  You must select a file (it can be any file) in the
path before this screen lets you return the pathname to the Backup Database Files screen.  Unfortunately, if
you have a backup path that does not contain any files you cannot use this screen to point to it. You will
have to type the pathname in the Backup to Where? field in the Backup Database Files screen.


This example describes how to browse to the e:\backup\2-tue folder to use for your Restore From Where?
field. The same principle can be applied to the Restore To Where? location. You would browse to the drive
and/or directory where the T.O.M. database is located that you wish to replace with the backup.


1. From the Restore Database Files screen (Figure 10-13), click the Browse button to the right of the
Restore From Where? field. The Windows Search screen is displayed (Figure 10-18).


2. Click the Look in drop-down arrow to select the drive where the backup file is located, such as drive E
(Figure 10-19).
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Figure 10-19. The Windows File Search Screen With Backup Directory On Drive E Selected


3. Double-click on the Backup folder (Figure 10-19) to display the daily backup folders (Figure 10-20).


Figure 10-20. The Windows File Search Screen – Tuesday Backup Directory Selected


NOTE: Since Windows displays filenames alphabetically (Figure 10-20), we’ve named our daily
folders beginning with the numbers 1, 2, 3, 4 and 5 so that they display in the right order (mon, tue,
wed, thu, fri) in the list. If they were named beginning with just the words mon, tu, wed, thu and fri,
they would display in the wrong order (fri, mon, thu, tue and wed). Not a necessity, but it will help
keep the backups organized and may keep you from mistakenly selected the wrong one.


We’ve
selected the
Backup
directory.


We’ve
selected the
2-tue
directory.
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4. Double-click on the 2-tue folder (Figure 10-20) to display the e:\backup\2-tue folder (Figure 10-21).


5. Click on tomback.zip (Figure 10-21).


Figure 10-21. The Windows File Search Screen – With the tomback.zip File Selected


6. Click the Open button. The Backup Database Files screen is displayed with the path e:\backup\2-tue\
in the Backup to Where? field (Figure 10-10). Notice that T.O.M. does not enter the filenamejust
the pathname with the last “\” character. This is why you could select any filename in your directory,
as previously mentioned.


We’ve clicked on the
file tomback.zip.
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Figure 10-22. The Backup Database Files Screen – Restore From Pathname Filled In


When you have located both the restore from and restore to locations, you can complete the restore routine
as described in Backing Up Your T.O.M. Data to Another Hard Disk previously in this section.


The pathname you selected in
the Windows File Search
screen is displayed here.
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Assignment Activity Log
Driver assignments to field trips is a sensitive topic.  In most districts, drivers watch over field trip
assignments very intently.  At any time the person in charge of driver assignments to field trips must be
prepared to answer specific questions as to how driver assignments were decided upon.  The need to
answer these questions was the reason why the Assignment Activity Log was developed for T.O.M.


The purpose of T.O.M.’s Assignment Activity Log was to keep a detailed record of every activity that
affected driver assignments to field trips.  With this log you have a thorough audit trail of exactly why
every driver was given or was NOT given a field assignment.


In this chapter you will learn about:


• How the Assignment Activity Log Works
 


• How to Use the Assignment Activity Log Inquiry
 


• The Assignment Activity Log Report
 


• Turning The Assignment Activity Log On / Off
 


• How to Purge the Assignment Activity Log


? How Does the Assignment Activity Log Work?


The Assignment Activity Log simply records detailed information when key activity regarding driver field
trip assignments occur.  This log, for example, records all activities performed by T.O.M.’s Automatic
Assignment Engine.


When a driver is assigned to a field trip, it’s recorded.  When a driver that was supposed to be assigned to a
field trip is skipped due to a conflicting field trip, it’s recorded (even the field trip number of the
conflicting field trip). When a driver that was supposed to be assigned to a field trip but is skipped due to
precluding overtime, it’s recorded (even the number of hours that the driver would have had if he / she had
been assigned the field trip).  Every driver AND vehicle assignment made or changed by the Automatic
Assignment Engine is recorded in detail in the Assignment Activity Log.


The Assignment Activity Log also records any changes made by the users of T.O.M..  If a driver assigned
to a field trip has their assignment status changed from assigned to refused, canceled or passed, it is
recorded (and the user who made the change is recorded as well).   If a driver was assigned to a field trip
manually by a user it is recorded in the log.  The Assignment Activity Log even records if an employee is
taken off a schedule either manually by a user or through the Schedule Clear Out Routine.


All in all T.O.M. logs dozens of different activity types to the Assignment Activity Log.   Figure 11-1
gives a detailed list of all those activities that T.O.M. records to the Assignment Activity Log.   This list is
broken down by the screen or process that you would be running when the activity occurred.
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All Activities Recorded in the Assignment Activity Log


Routine Activity Activity Code
Emp. skipped- weekly OT 1
Emp. skipped- daily OT 2
Emp. skipped- schedule conflict 3
Emp. assigned by Mass Assign 8
Emp. assigned by a Trip 9
Emp. assigned by Single Driver 10
Veh. skipped- schedule conflict 12
Veh. skipped- wrong type 13
Emp. skipped - inactive 15
No drivers available - next schedule 27
No drivers available - all schedules 28
Emp. skipped - route conflict 29
Emp. Bid added back into allowance 30
Emp. Skipped not enough points in Allowance 31
Emp. Bid subtracted from the Allowance 32


Automatic Assignment


Emp. Skipped – Missing Characteristic 40
Cancel. Removed-Sched. Delete 18
Makeup Removed-Sched. Delete 20
Emp. Removed from Sched-Emp 22
Emp.’s Base Hours Changed 24
Emp./Sched. Base Hours Changed 25
Emp. added to schedule (also in Schedule Screen) 26
Employee added characteristic 36


Employee Screen


Employee characteristic removed 37
Entire trip canceled 6
Trip Marked as a Shuttle Trip 33
Trip Unmarked as a Shuttle Trip 34
Trip Characteristic Added 38
Trip Characteristic Removed 39
Calculate # of Primary Vehicles Changed 41
Primary Vehicle Type Changed 42
# of Primary Vehicles Changed 43
Additional Vehicle Type Changed 44
# of Additional Vehicles Changed 45
Capacity Changed 46
Schedule #1 Change 47
Schedule #2 Change 48
Schedule #3 Change 49
Schedule #4 Change 50


Field Trip Screen


Schedule #5 Change 51
Cancel. Removed-Sched. Purge 19
Makeup Removed-Sched. Purge 21


Schedule Clear Out


Emp. Removed from Sched-Clear 23
Emp. passed by user 4
Emp. refused 5
Emp. canceled 7
Emp. assigned manually 11
Veh. changed by user 14
Status changed back to Assigned 16
Emp. passed-with makeup by user 17


Trip Driver Screen


Emp. Destination Leg Changed 35
Figure 11-1. All Activities T.O.M. Records to the Assignment Activity Log
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Once in place the Assignment Activity Log becomes a tool that you can use.  T.O.M. has a powerful
inquiry routine that allows you to quickly have your questions answered concerning passed field trip
assignment activity.  This inquiry routine allows you to view the log on screen or on a printed report.


T.O.M. also provides you with quick ways to lookup all log activity for a selected field trip or employee.
The Trip Driver Information screen and the Employee Data Entry screen have a Log button that
automatically runs the Assignment Activity Log Inquiry routine and tells it to look up information about
that selected field trip or employee.  So while you’re working with a field trip you may click a button and
you are instantly able to see the assignment activity history for that field trip.


The true value to the Assignment Activity Log is that it builds confidence.  Confidence that your drivers
have with how the transportation department assigns field trips and confidence you have in T.O.M.
assigning drivers to field trips.







11-4 Transportation Operations Manager


Chapter 11: Assignment Activity Log


How to Use the Assignment Activity Log Inquiry
The Assignment Activity Log Inquiry routine is what makes the Assignment Activity Log a powerful
concept.  Many transportation departments already have their dispatchers keep detail notes concerning
driver activity.  Not only is this process tedious and time consuming, but researching previous field trip
assignments in trip records is difficult at best.  With the Assignment Activity Log Inquiry routine you can
answer field trip assignment questions and resolve disputes in secondsquestions you could have only
guessed at in the past.  For example, how many times a specific driver was skipped from a field trip
assignment due to preclusion of overtime is right there for you to discover.


You can call the Assignment Activity Log Inquiry routine in three ways:


• Generally - from the T.O.M. Main Screen.
• Specifically for an employee - from the Employee Maintenance screen.
• Specifically for a field trip - from the Driver Information screen.


Calling the Inquiry Routine for General Inquiry


1. If you have a general inquiry not specific to an employee or a field trip you may call the Assignment
Activity Log Inquiry routine from the T.O.M. Main Screen (Figure 11-2) or from the Detailed Field
Trip screen.


Figure 11-2. Accessing the Activity Log Inquiry from the T.O.M. Main Screen


The Assignment Activity Log screen is displayed (Figure 11-3).
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Figure 11-3. The Assignment Activity Log Screen


2. From the Assignment Activity Log screen you may choose many different combinations of search
criteria, as described below:


Selected Employee - the employee number of the employee that was affected by the log activity.


Selected Schedule - the schedule code of the schedule that was involved in the log activity.


Selected Vehicle - the vehicle number of the vehicle that was affected by the log activity.


Selected Activity Type - the predefined number of the type of activity that was recorded (see Figure
11-1 - for a detailed list of all possible activities that are recorded).


Log Date Range - a beginning date and ending date to range to search the Assignment Activity Log
with.


Dates: You can use the preprogrammed date ranges found in the Dates field drop-down list or enter
your own date ranges in the Log Date Range field. If you use the preprogrammed date ranges, click on
the Dates field drop-down arrow and select from one of 12 date ranges, such as ‘Today’, ‘This Week’,
‘Last Year’ etc. The date ranges are automatically filled in for you.


Selected Trip# - the number of a specific field trip that was affected by the log activity.


Mass Assign Job# - When you run the Mass Assign procedure T.O.M. will give that particular run of
the Mass Assign process a Job Number.  You may then ask the Assignment Activity Log Inquiry
Routine to list all Assign Activity Log records created with that Job Number.  This can give a detailed
log of exactly what happened when you ran that Mass Assign process.
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Enter the your search parameters and then click the Find All button.  For example we have instructed
the inquiry routine to find all log records for the date of 2/4/1998 (Figure 11-4).


 


 
 
 
 
 
 
 


Figure 11-4. Entering A Search Date Range To Inquiry On
 


First enter the
search date range.


Then click the
Find All button. You can also choose a pre-


programmed date from the
Dates drop-down list.
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3. After a short period of time the Assignment Activity Log Inquiry routine will display a list of all
records that match your search parameters (Figure 11-5).  NOTE: The time is takes to display the list
may vary, depending on district size, size of the log, computer and network speed and search
parameters.


 
 


Figure 11-5. All Assignment Activity Log Records that Matched Our Search Parameters
 


Our example shows that we had many activity records for our search date.  This list shows you the
date, time, employee, vehicle, brief description and schedule of each record.
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4. From here you may do one of several things:


• Enter another set of search parameters and run another search.
• Inspect each record in a more detailed fashion.
• Print a report detailing each log record selected by clicking the Print button.
• Exit the Assignment Activity Inquiry routine by clicking the Exit button.


In our example we’ve chosen to look a little more deeply into one of the log records.  The Assignment
Activity Log Inquiry routine lets you inspect detailed information for each log record.  This is called
commonly called “drilling down” and T.O.M. lets you do it to a very detailed level.  To do this, select
a log record on the screen and click the Detail button (Figure 11-6).


 


 
 
 
 
 
 
 
 


Figure 11-6. Selecting A Specific Log Record to View In More Detail


The Activity Log Detail View screen is displayed (Figure 11-7).
 


First click on
the record you
wish to inspect
in more detail.


Then click the
Detail button.
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Figure 11-7. Activity Log Detail View Screen


 
As you can see the Activity Log Detail View screen gives you a lot of detailed information concerning
the activity record.  In our example it is telling us that:


• Driver Jill Suzich was skipped during the Add One Driver Automatically  process.
• Jill was going to be assigned to the field trip 5695 for Indian Bend Elem. that was going to Cerreta


Chocolate Factory which departed on 2/5/98.
• Jills’s name was selected from the Mid Day schedule and that user ‘nicholsonn’ was the person


adding one more driver to the field trip - using the Add Driver Automatically button in the Trip
Driver Information screen.


• The Automatic Assignment Engine found that Jill had another field trip number 5704 that she was
already assigned to that was in conflict with field trip # 5695.


This is just a brief demonstration of the power of this feature.  With just a few clicks of the mouse we
were able to pin point exactly why Jill Suzich was not assigned to a field trip when the Add One
Driver Automatically process was run on 2/5/1998.


The following is a detailed description of the information on the Activity Log Detail View screen:
 


Log Date:  The date and time that the log entry was made.


Trip#:   The number of the field trip affected by the activity.
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Date of Departure:  The date of departure of the field trip affected by the activity.


Mass Assign #: This is the Job Number given to a run of the Mass Assign process.  Every Assignment
Activity Log record created during this Mass Assign process is stamped with this job number.


Vehicle:  The number and description of the vehicle affected by the activity.


Schedule:  The code and description of the schedule involved in the activity.


User:  The User ID of the person that either ran the procedure that caused the log activity or that
actually performed the log activity.


Employee:  The number and name of the employee affected by the log activity.


Customer:  The name of the customer assigned to the field trip affected by the log activity.


Destination:  The description of the destination assigned to the field trip affected by the log activity.


In Program:  The description of the screen or procedure where the activity occurred.


Source List:  Referring to driver / vehicle assignments and automatic assignment skips.  It is meant to
clarify if the employee was chosen from the schedule assigned to the field trip, the canceled driver list
of the schedule assigned to the field trip, or the makeup driver list of the schedule assigned to the field
trip  (or the spare vehicle list of a schedule assigned to a field trip.)


Comment:  The detailed description of the activity.  This description may include the numbers of
conflicting field trips, a detailed description of the driver’s hours to explain overtime preclusion or the
breakdown of types of vehicles needed for a field trip if a vehicle is skipped during automatic
assignment.


 
5. From the Activity Log Detail View screen you may either print a hard copy report of the Activity Log


Detail View screen by clicking the Print button or return to the Activity Log Inquiry screen
(Figure 11-5) by clicking the Exit button.
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Calling the Inquiry Routine To Review Activity for a Specific Field Trip


T.O.M. was designed to allow you to quickly view the detailed Assignment Activity Log history for a
specific field trip.  This is done by giving you a specific button in the field trip’s Driver Information screen
that will call up the Assignment Activity Inquiry Routine and instruct it to search specifically for the
desired field trip.  All with a click of one button.  It couldn’t be easier.  The following is a detailed
discussion of running the inquiry routine for a specific field trip:


1. While working with the desired field trip in the Field Trip screen (or viewing in the Field Trip Inquiry
screen) click the Trip Driver Info button (Figure 11-8).  This will cause the Trip Driver Information
screen to display (Figure 11-9).


 


 
 
 
 
 


Figure 11-8. Accessing the Assignment Activity Log from the Detailed Field Trip Screen
 


The Trip Driver Info button is another way
to access the Assignment Activity Log.
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2. Click the Log button (Figure 11-9).
 


Figure 11-9. Displaying the Assignment Activity Log from the Trip Driver Information Screen
 


The Assignment Activity Log Inquiry screen is displayed showing all log records in the log for that
specific field trip (Figure 11-10).


Click the Log button to display the
Assignment Activity Log.
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Figure 11-10. The Activity Log Inquiry Screen Showing All Log Records for the Specific Field Trip


 
You can see this inquiry tells us an interesting story.  Although this field trip only has one employee
assigned to it - Carl Malzgas, the automatic assignment routine did have to change his vehicle from 89
to 119.  Furthermore, at one time Susan Siupdass was assigned to the field trip by the Mass Assign
Process on 1/9/98 but then refused it on 1/15/98.  When Susan was assigned to the field trip she too
had to have her vehicle changed by the automatic assignment routine from 58 to 188.  From here you
may run a different search (now that you have called the Activity Inquiry screen you may use it for
more inquiry activity than just to search for the selected field trip).


3. From the Assignment Activity Log screen you may print a hard copy report of the log records selected
on this search by clicking the Print button.  You may inspect any of the records in more detail by
selecting that record and clicking the Detail button.  Or you may click the Exit button to return to the
Trip Driver Information screen (Figure 11-9).
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Calling the Inquiry Routine to Review Activity for a Specific Employee


Since drivers are always asking about why they were or were not given certain field trip assignments
T.O.M. was designed to allow you to quickly view the detailed Assignment Activity Log history for a
specific employee.  This is done by giving you a specific button in the Employee Data Entry  screen that
will call up the Assignment Activity Inquiry Routine and instruct it to search specifically for the desired
employee.  All with a click of one button.  It couldn’t be easier.  The following is a detailed discussion of
running the inquiry routine for a specific employee:


1. After selecting the specific employee on the Employee Data Entry screen click the Log button
(Figure 11-11).


 


 
 
 
 
 


Figure 11-11. Accessing the Assignment Activity Log from the Employee Data Entry Screen


The Assignment Activity Log Inquiry screen is displayed showing all log records in the log for that
specific employee (Figure 11-12).


Click the Log button to display the
Assignment Activity Log.
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Figure 11-12. The Activity Log Inquiry Screen Showing All Log Records for the Specific Employee


This screen shows us all of the log activity that was recorded for the driver.  It is displayed in
chronological order from the newest activity to the oldest.  If you want you could narrow the search
and enter a date range or a particular activity type.


2. From the Assignment Activity Log screen you may print a hard copy report of the log records selected
on this search by clicking the Print button.  You may inspect any of the records in more detail by
selecting that record and clicking the Detail button.  Or you may click the Exit button to return back to
the Employee Data Entry screen (Figure 11-11).
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The Assignment Activity Log Report
The Assignment Activity Log Report (Figure 11-13) is report is simply a hard copy report listing each
detail Assignment Activity Log Record selected in the inquiry routine.


• If you click the Print button in the Activity Inquiry Routine (Figure 11-12) this report will list all
records selected for that specific search.


• If you click the Print button in the Activity Log Detail View screen (Figure 11-7) this report will
list the single log record that you have selected to view in that detailed view.


Figure 11-13. The Log Activity Report
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Turning the Assignment Activity Log On / Off


T.O.M. is shipped to you with the Assignment Activity Log feature turned on.


• To turn the Assignment Activity Log feature off uncheck the checkbox in the District Options
screen titled ‘Log Assignment Activity’.


• To turn the Assignment Activity Log feature back on check that same check box.


For more information see the Chapter 4 – District Options in the T.O.M. Getting Started Manual.


How to Purge the Assignment Activity Log
Eventually you will want to remove some of the older records in your Assignment Activity Log.  It will not
take long before your log becomes very voluminous.  Depending on the size of your district, the type of
activity your district has and the power and size of your computer and / or network eventually the size of
your log file will begin slowing the performance of your T.O.M. software unacceptably.  Your district may
purge this log file monthly, quarterly, semiannually or when ever it deems needed.  The Activity Log Purge
Routine was developed to quickly remove unwanted log records.  The following is a detailed discussion on
running this process:


1. Firstand most importantlymake a backup of your T.O.M. database.  This purge routine
removes the Assignment Activity Log information you select permanently.  It is always wise to have a
backup copy of your T.O.M. database to fall back on in case you made a mistake in the way that you
ran this purge routine. See Chapter 10 – Backing Up and Restoring in this manual for details about
backing up your T.O.M. database.


 
2. Secondand also very importantmake sure that you are THE ONLY PERSON USING THE


T.O.M. software.  Make sure that all other users are not only NOT using T.O.M. but also are
completely logged of the T.O.M. software.  Running this purge while users are using the T.O.M.
software will cause unpredictable and most likely unpleasant results.
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3. Click the Maintain menu option at the top of the T.O.M. Main Screen and then click the Log Purge
option (Figure 11-14).


 


 
Figure 11-14. Accessing the Assignment Activity Log Purge Routine from the T.O.M. Main Screen


The Activity Log Purge Warning screen is displayed (Figure 11-15).
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4. The Activity Log Purge Warning screen reminds you to back up your data and have all your users log
off the T.O.M. system before you run this purge routine.  To continue click the OK button.


 
 


 
 
 
 
 
 


Figure 11-15. The Activity Log Purge Warning Screen
 


The Activity Log Purge screen is displayed (Figure 11-16).
 
 
 


If you have a database backup, click
the OK button to continue.
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5. From the Activity Log Purge screen enter a purge cutoff date and then click the Purge Now button.
The Assignment Activity Purge routine will then remove all Assignment Activity Log records with a
log date on or before the purge cutoff date you entered.  NOTE: Depending on the size of your purge
file, the speed of your computer and network and the amount of information you are purging this
process can take just a few seconds or quite a few minutes.


 


 
 
 
 
 
 
 
 
 


Figure 11-16. The Activity Log Purge Screen


T.O.M Tip


You can check the Completely Drop Log checkbox if you wish to completely wipe out
the log file regardless of the purge date. This is useful if the log file has become
especially bloated in size and a purge on a slower PC or network may take too long.


First enter the
purge cutoff
date.


Then click the
Purge Now
button.


Check this box if
you wish to
completely
purge the log file
regardless of the
purge date.
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6. When the all the records are purged from your Assignment Activity Log the Assignment Activity
Purge screen will display the message ‘Database Compaction and Cleanup Completed’ (Figure 11-17).


Figure 11-17. Assignment Activity Purge Screen After Purge is Completed


Congratulations, you’ve successfully purged old log records from your Assignment Activity Log.


7. Click the Exit button to return to the T.O.M. Main Screen.


Click the Exit
button to return
to the T.O.M.
Main Screen.
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Chapter 12
Things That You May Want to Do At the
End of Year
T.O.M. doesn’t really have any year end procedures.  There is nothing wrong with using T.O.M. without
changing anything or removing old field trips from T.O.M.’s database.  After all, all of T.O.M.’s
management reports are driven by date ranges that you enter and processes like Mass Assign ask you to
enter a date as well.  Many districts using the T.O.M. software keep several years of historical data in the
T.O.M. database.  It’s then very convenient for them to produce management reports on historical data.
However, after you have used the T.O.M. software for a while you may want to clear out old information
or clean up some of your T.O.M. database.   You also may want to clean up your schedules for a new year
with new drivers and get rid of any old unreplaced cancellations or makeups from a prior year. T.O.M.
features a couple of routines that will make these tasks simple.


In this chapter you will learn about:


• The Clear Schedule Routine


• Resetting the Rotation Order of a Schedule.


• The Field Trip Purge Routine.


• The Field Trip Request Purge Routine.


Using the Clear Schedule Routine
Typically, after you have T.O.M. for a school year or part of a school year and you are about to begin a
new school year you will want to either clean the drivers that are on your schedule list or completely
rebuild them.  Over the summer some drivers leave and new ones come in and you want to make sure your
schedules reflect these changes.


Another consideration that you have when a new school year starts after using T.O.M. in a prior school
year is that each of your schedules may have open cancellations and makeups.  As you know T.O.M.
remembers all driver cancellations and attempts to replace them with future field trips.  T.O.M. also
remembers skipped drivers and drivers that are passed with a makeup and attempts to replace them with
future field trips.  Most likely some of these cancellations and makeups will not be replaced by the end of a
school year.  You may not want T.O.M. to attempt to replace these cancellations and makeups in the new
school year.  You may instead prefer to have T.O.M. start with a ‘clean slate’ with no open cancellations
and makeups.


The Clear Schedule routine was created with this purpose in mind.  This routine can help you performed all
of the tasks we just described.  The Clear Schedule routine can perform the following tasks:


1. Clear out all unreplaced driver cancellations for a specific schedule or for all of your schedules.


2. Clear out all unreplaced driver makeups for a specific schedule or for all of your schedules.


3. Remove all drivers from a schedule(s) as well as clear out all unreplaced driver cancellations and
driver makeups.  This can be done for a specific schedule or for all schedules.
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So at the end of a school year you may like to use the Clear Schedule routine to completely remove all of
the drivers of the schedules as well as their unreplaced cancellations and refusals so that you can later
rebuild the schedules fresh for the new school year.  Or you may instead choose to just remove the
unreplaced cancellations and makeups at the end of the year so the new school year will begin assigning
straight from the schedule.


The following is a detailed example of how to run the Clear Schedules program:


1. First and most importantly make a backup of your T.O.M. database.  This routine removes drivers
from schedules and closes unreplaced driver cancellations and makeups permanently.  It is always
wise to have a backup copy of your T.O.M. database to fall back on in case you made a mistake in the
way that you ran this routine.


 
2. Second, and also very important make sure that you are THE ONLY PERSON USING THE T.O.M.


software.  Make sure that all other users are not only NOT using T.O.M. but also are completely
logged off the T.O.M. software.  Running this routine while other persons are using the T.O.M.
software will cause unpredictable and most likely unpleasant results.


 
3. From the T.O.M. Main screen open the Maintain menu, and click the Clear Schedule option


(Figure 12-1).


Figure 12-1. Accessing the Clear Schedules Routine


The Clear Schedule Warning screen is displayed (Figure 12-2).
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4. The Clear Schedule Warning screen reminds you to back up your data and have all your users log off
the T.O.M. system before you run this routine.  To continue click the OK button.


Figure 12-2. The Clear Schedule Warning Screen


Click the OK button
to continue.
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5. Next the Clear Schedule Screen displays (Figure 12-3).  From here you specify which schedule you
would like to clear and how you want to clear the schedule.  If you want to clear all your schedules
then leave the Schedule to Clear field blank.  Once you have selected the schedule and clear option
you desire click the Clear Now button.  In our example we have chosen to clear the unreplaced driver
cancellations for all of our schedules.


 


 
 
 
 
 
 
 
 
 
 


Figure 12-3. The Clear Schedule Screen
 
 
 
 
 
 
 
 


Select the
schedule that
you want to
clear and how
you want to
clear it.


Then click the Clear
Now button.
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6. After a period of time (depending on the speed of your computer / network) the schedule will be
cleared and the Clear Schedule Screen will display the message ‘Schedule Cleared!” (Figure 12-4).
From here you may either run the clear schedule again and clear all the unreplaced driver makeups, for
example, or click the Exit button and return to the T.O.M. Main Screen (Figure 12-1).


Figure 12-4. The Clear Schedule Screen AFTER the Schedule Has Been Cleared
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Resetting the Rotation Order of a Schedule


(Use this feature only if your district is using the
Rotation or Bid Allowance method of automatically assigning.)


When a new school year starts many districts elect to start the driver at the top of their rotation lists rather
than with the driver who was due up next at the end of the prior school year.  This is a simple task with
T.O.M.  You have two ways of performing this task with T.O.M.:


• Have the Clear Schedule routine remove all of the employees from your schedules.  Then rebuild
your schedules to reflect which drivers will be on the schedule for this school year.  T.O.M.
automatically will start the schedule with the driver at the top of the list.


• If you choose not to have your schedules clear out then make all changes to your schedules
concerning drivers that should be taken on or taken off the schedule.  Then perform the steps
described below.


1. From the T.O.M. Main screen open the File menu, then click the Other menu. Click the Schedule
Master option (Figure 12-5). The Schedules List screen is displayed (Figure 12-6).


 
 


Figure 12-5. Accessing the Schedule Maintenance Program
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2. Click on the schedule you wish to reset and click the Edit button (Figure 12-6).
 


 
 
 
 
 
 
 
 


Figure 12-6. Selecting the Schedule To Reset In the Schedules List Screen


The Schedule Data Entry screen is displayed (Figure 12-7).
 
 
 
 
 
 
 
 


Click on the line
containing the schedule
you wish to reset.


Click the Edit
button to reset the
selected schedule.







12-8 Transportation Operations Manager


Chapter 12: Things That You May Want to Do at the End of Year


3. Click on the down arrow in the Next Employee # field  (Figure 12-7).
 


 
 
 
 
 
 
 


Figure 12-7. Opening the Next Employee Drop Down List In The Schedule Data Entry Screen


A drop down list containing all the employees that belong to the schedule is displayed (Figure 12-8).
The drop down list is sorted in the order that you specified in your District Options.  The list
automatically positions itself to the current employee marked to be the next one assigned to a field trip
for that schedule.


Click the down arrow next to the
Next Employee # field.
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4. Manually position the list to the first (top) driver on the list.
 


 
 
 
 
 
 
 


Figure 12-8. Manually Resetting The Next Driver to Be Assigned To A Field Trip To The Top Driver.


Drop down list shows all the drivers sorted
by employee number. The Next Employee
# field shows the driver next to be assigned.


Position the list to
the driver at the
very top.
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5. Click the OK button (Figure 12-9).


Figure 12-9. Accepting The Schedule With The Next Employee To Assign Set
To The Driver at the Beginning of the List


6. Repeat steps 2 through 5 for each schedule that you wish to reset.  When you are finished click the
Exit button on the Schedules List screen (Figure 12-6) to return to the T.O.M. Main Screen (Figure 12-
1).


The Field Trip Purge Routine
After spending all the time that you have entering your field trip information the thought of then turning
around and have this information removed probably makes you a little uneasy.  As it should!  You’ve
invested quite a bit of time and energy to build up your T.O.M. database and there are significant
advantages to leaving more than one years worth of information in your T.O.M. database.  Removing your
old field trip information is not something that you should do at the end of every school year.  On the
contrary it is something you should do only when the circumstances call for it to be done.


Sooner or later, however, it will make sense to remove your old field trip information from your T.O.M.
database.  The following are just a few examples of when removal of old information may be called for:


Next Employee # to assign a
field trip has been set to the
beginning driver.


Click the OK button to
save the changed Next
Employee #.
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• Your T.O.M. software is running much more slowly than it has in the past.  As your database
becomes larger it little by little slows down the processing speed of your T.O.M. software.  At
what point this becomes unacceptable to you depends on your district size, your field trip activity
and the speed of your computer / network.
 


• You want to delete a bunch of old drivers, schedules, vehicles, customers and / or destinations
from your T.O.M. database.  Your T.O.M. database is a true relational database.  What that means
to you is that it establishes relationships between your field trips and your drivers, schedules,
vehicles and so on.  This relational structure lends itself well to powerful reporting and inquiry.
 
T.O.M. will not let you remove a significant member of this relationship and therefore leave other
members by themselves pointing to a missing record (or ‘orphaned’).  For example, T.O.M. will
not allow you to delete a Driver that is assigned to field trips.  If you did it would leave
‘orphaned’ field trips that were pointing to a driver that didn’t exist any more.


The only way to delete drivers, schedules, vehicles, customers and destinations (as well as funds,
billing rates and vehicle types) from your T.O.M. database after they have been assigned to at
least one field trip is to remove all field trips that refer to those records.  For example Paradise
Valley School District has a driver Tom Burns who was assigned to dozens of field trips.  In the
middle of the school year Tom left the district.  Even though Paradise Valley School District
would like to delete Tom Burns from its database it cannot do so until all field trips that Tom
Burns is assigned to are removed from the T.O.M. Database.


In the case of Tom Burns we can just mark him as inactive and he will not be assigned to any
more field trips.  But, at some point you may have so many inactive customers, destinations,
employees and vehicles that it may justify removing your old field trip information so you can
clean up these old records.


The Field Trip Purge was created for the purpose of removing old field trip information.  When you run
this routine you will enter a cutoff date and the Field Trip Purge routine will remove all field trip
information for field trips with a departure date on or before the cutoff date.  Specifically, the Field Trip
Purge Routine will remove:


• Field Trips
• Field Trip Additional Dates
• Drivers and Vehicles Assigned to Selected Field Trips
• Drivers Canceled from the Selected Field Trips
• Driver Refusals for the Selected Field Trips
• Driver Passes for the Selected Field Trips
• Driver Passes with Makeups for the Selected Field Trips
• Billings, Payments and Adjustments for the Selected Field Trips.


You can see the Field Trip Purge is quite comprehensive in the removal of field trip information.  The
following is a detailed description of how to run the Field Trip Purge Routine:


1. First decide if there are any final management reports you wish to run on the historical field trip
information before you remove it.  Once you have run the Field Trip Purge Routine the only way to
create these reports will be to back up your current database, restore an older backup of the database
that was made before the purge and run the reports you desire.


 
2. Second and most importantly make a backup of your T.O.M. database.  This purge routine removes


the field trip information permanently.  It is always wise to have a backup copy of your T.O.M.
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database to fall back on in case you made a mistake in the way that you ran this routine.  NOTE:  It
may be wise in fact to make two separate backup copies of your data if you are backing up to a floppy
diskette.  Floppy diskettes have been known to fail now and then and you wouldn’t want to be put in
the position of having to restore your backup only to find that the floppy diskette that you made your
backup on has failed.


 
3. Third, also very important make sure that you are THE ONLY PERSON USING THE T.O.M.


software.  Make sure that all other users are not only NOT using T.O.M. but also are completely
logged of the T.O.M. software.  Running this routine while other persons are using the T.O.M.
software will cause unpredictable and most likely unpleasant results.


 
4. From the T.O.M. Main screen open the Maintain menu, and click the Field Trip Purge option


(Figure 12-10).


Figure 12-10. Accessing the Field Trip Purge Routine


The Field Trip Purge Warning screen is displayed (Figure 12-11).
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5. The Field Trip Purge Warning screen reminds you to back up your data and have all your users log off
the T.O.M. system before you run this routine.  To continue click the OK button.


Figure 12-11. The Field Trip Warning Screen


The Field Trip Purge screen is displayed (Figure 12-12).


Click the OK button
to continue.
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6. Enter a purge cutoff date and then click the Purge Now button.  The Field Trip Purge routine will then
remove all field trip information related to field trips with a departure date on or before the purge
cutoff date you entered.  Depending on the size of your purge file, the speed of your computer and
network and the amount of information you are purging this process can take just a few seconds or
quite a few minutes.


 


 
 
 
 
 
 
 
 


Figure 12-12. The Field Trip Purge Screen


First enter the
cutoff purge date.Then click the Purge


Now button.
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7. When the all the related field trip information has been purged from your T.O.M. database the Field
Trip Purge screen will display the message “Field Trip Compaction and Cleanup Completed”
(Figure 12-13).


Figure 12-13. Field Trip Purge Screen After Purge is Completed


Congratulations, you’ve successfully purged old field trip information from your T.O.M. database.


8. Click the Exit button to return to the T.O.M. Main Screen (Figure 12-10).


The Field Trip Request Purge Routine
As with field trip information you are probably a little reluctant to remove field trip request information
that either your schools have entered or that you have imported.  But, field trip requests aren’t quite as
critical to archive as field trip information.  After all, any field trip request that is accepted is duplicated
into the field trip database.  The only field trip request information that wouldn’t be in the field trip
database would be denied field trip requests and after a period of time this information would surely be of
minimum value.


The Field Trip Request Purge was created for the purpose of removing old field trip request information.
When you run this routine you will enter a cutoff date and the Field Trip Request Purge routine will


Click the Exit button to return
to the T.O.M. Main Screen.
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remove all field trip request information for field trip requests with a departure date on or before the cutoff
date.  Specifically, the Field Trip Request Purge Routine will remove field trips and field trip additional
dates.


You can see the Field Trip Request Purge is quite comprehensive in the removal of field trip information.
The following is a detailed description of how to run the Field Trip Request Purge Routine:


1. First and most importantly make a backup of your T.O.M. database.  This purge routine removes the
field trip request information permanently.  It is always wise to have a backup copy of your T.O.M.
database to fall back on in case you made a mistake in the way that you ran this routine.  NOTE:  It
may be wise in fact to make two separate backup copies of your data if you are backing up to a floppy
diskette.  Floppy diskettes have been known to fail now and then and you wouldn’t want to be put in
the position of having to restore your backup only to find that the floppy diskette that you made your
backup on has failed.


 
2. Second, also very important make sure that you are THE ONLY PERSON USING THE T.O.M.


software.  Make sure that all other users are not only NOT using T.O.M. but also are completely
logged of the T.O.M. software.  Running this routine while other persons are using the T.O.M.
software will cause unpredictable and most likely unpleasant results.


 
3. From the T.O.M. Main Screen open the Maintain menu, and click the Field Trip Request Purge option


(Figure 12-14).  The Field Trip Request Purge Warning screen is displayed (Figure 12-15).


Figure 12-14. Accessing the Field Trip Request Purge Routine
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4. The Field Trip Request Purge Warning screen reminds you to back up your data and have all your
users log off the T.O.M. system before you run this routine.  To continue click the OK button.


Figure 12-15. The Field Trip Request Purge Warning Screen


The Field Trip Request Purge screen is displayed (Figure 12-16).


Click the OK button
to continue.
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5. Enter a purge cutoff date and then click the Purge Now button  The Field Trip Request Purge routine
will then remove all field trip request information related to field trip requests with a departure date on
or before the purge cutoff date you entered.  Depending on the size of your purge file, the speed of
your computer and network and the amount of information you are purging this process can take just a
few seconds or quite a few minutes.


 


 
 
 
 
 
 
 


Figure 12-16. The Field Trip Request Purge Screen


First enter the
cutoff purge date.


Then click the
Purge Now button.
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6. When all the related field trip request information has been purged from your T.O.M. database the
Field Trip Request Purge screen will display the message “Field Trip Request Compaction and
Cleanup Completed” (Figure 12-17).


Figure 12-17. Field Trip Request Purge Screen After Purge is Completed


Congratulations, you’ve successfully purged old field trip request information from your T.O.M.
database.


7. Click the Exit button to return to the T.O.M. Main Screen (Figure 12-14).


Click the Exit button to return
to the T.O.M. Main Screen.







12-20 Transportation Operations Manager


Chapter 12: Things That You May Want to Do at the End of Year





		Using the Clear Schedule Routine

		Resetting the Rotation Order of a Schedule

		

		

		(Use this feature only if your district is using the �Rotation or Bid Allowance method of automatically assigning.)







		The Field Trip Purge Routine

		The Field Trip Request Purge Routine
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Chapter 13
Working With Field Trip Requests
A powerful feature of the T.O.M. software system is that it allows you install this software at each of the
schools in your district and allow them to enter field trip requests and to lookup their field trip information
and run reports on their field trips.  If the thought of having your schools enter field trip requests directly
into T.O.M. makes you a little nervous don’t worry.  This feature was designed to give the transportation
department FULL control of what field trips are actually are accepted to be performed.  With this feature a
school CANNOT sneak a field trip in to be performed at 8:00 AM tomorrow morning for example.


When a school enters a field trip into T.O.M. it is considered a field trip request and it is stored in a
separate database from T.O.M.’s field trip database.  The transportation department must then review these
field trip requests and either approve the field trip requests or deny them.  If the transportation department
approves the field trip request then T.O.M. creates a new field trip record in its field trip database by
copying the information from the approved field trip request.  If the transportation department denies the
field trip request then it simply remains in the field trip request database.


Does your school district already have an in house system that allows your schools to enter field trip
requests?  Great!  T.O.M. has a feature that will allow you to import these field trip requests into T.O.M.
field trip request database and process them as if they were entered into T.O.M.


In this chapter will discuss the following topics.


• How Does The Field Trip Request Feature Work
 


• Setting T.O.M. Up At A School
 


• Reviewing Field Trip Requests
 


• Field Trip Requests With Additional Trip Dates and Times
 


• New Destinations Created by Schools
 


• Using The Field Trip Request Search / Selection screen To Search Your Field Trip Requests
 


• Approving Field Trip Requests
 


• Denying Field Trip Requests
 


• Importing Field Trip Requests


How Does The Field Trip Request Feature Work?
As we mentioned in the introduction to this chapter a special version of T.O.M. can be installed at each of
your schools.  This special version will give your school several select functions.  The key function is the
ability for a school to enter their field trips online.  When we first mention this capability many
transportation departments shudder at the thought of a school being able to enter field trips in the computer
and have it immediately appear in a list of field trips that the transportation department MUST perform.
The biggest worry is that this feature will allow a school to enter in a field trip request at 5:00 PM one day
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that is to be taken at 8:00 AM the next day.  Don’t worry!  Remember T.O.M. was designed by
transportation directors and dispatchers who have the same concerns as you.


This feature was designed so that the transportation department has COMPLETE control what field trips
get accepted and when they get accepted.  When a school enters a field trip it is considered a field trip
request by T.O.M. and is stored in a separate database for field trip requests.  The transportation
department can then periodically review the new field trip requests that have added by the schools and then
either accept or deny these requests.  If the field trip request is accepted then T.O.M. creates a field trip
record using the information in the field trip request record in the field trip database that the transportation
department normally works with.
Figure 13-1 illustrates this process.


Figure 13-1. Illustration of Accepted Field Trip Requests Creating Field Trip Records
in Transportation Department’s Field Trip Database


Once the transportation department has accepted a field trip the school can no longer make any changes to
the field trip request.  It has been LOCKED by T.O.M.  The school can only view the accepted field trip
request.  If the school needs to make any additional changes to that field trip request they must then contact
the transportation department and notify them of the changes that are needed for the field trip.  This
ensures that the transportation department is not later surprised by the school by a change in dates, times or
number of vehicles required.


When the transportation department rejects a field trip request it can enter a special comment that is seen
by the school that can explain exactly why the field trip request was rejected.  A school may make changes
to a rejected field trip request and resubmit it back to the transportation department for further review.


The special school version of T.O.M. also allows a school to inquiry about that school’s field trip.  The
school is allowed to run the Field Trip Inquiry program that allows the school to view ALL of their field
trips in the transportation department’s field trip database.  T.O.M. does NOT allow the school to change
any information about the field trips in the transportation department’s database.  A school can look at but
NOT TOUCH their field trip information.  T.O.M. does not allow the school to look at any other school’s
field trips.  The school can inquiry on that school’s field trips ONLY.


T.O.M. also allows the schools trip print reports on their field trip information in the transportation
department’s field trip database.  T.O.M. provides the schools with three management reports that they
may print:


• The Field Trip Reports (this is actually 10 different reports that the school may run from the Field
Trip Reports screen).


• The Money Owed Report.
• The Detail Field Trip Budget Report.


This feature gives the school the benefit of getting vital field trip information right away without having to
ask someone for it and without having to wait for it.  This feature benefits the transportation department
because it gives each school one less reason to call the transportation department and one less job that has


School’s
Field Trip Requests


Database


Transportation
Department’s


Field Trip Database


Accepted Field Trip Requests
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to be performed by the transportation department.  Again T.O.M. allows the school to print reports on their
field trips ONLY.


For more information about what school version of T.O.M. allows a school to see and do please refer to the
Running Transportation Operations Manager (T.O.M.) at a School Manual.


Can My Schools Enter Trip Requests Through the WEB?


Yes, however, not with the standard School Version of T.O.M. but through an add on product by Gecko
Microsolutions, Inc. called WebTrips. The standard School Version of T.O.M. works through your
organziation’s Wide Area Network (or WAN) requiring you to install the School Version of T.O.M. at
each school PC that wants to submit field trip requests.  WebTrips, instead, allows you to host a Web page
that your schools would surf over to using a Web browser software product like Microsoft’s Internet
Explorer.  WebTrips works with the T.O.M. software and ultimately sends all of your school’s trip requests
to the T.O.M. software.  For more information concerning WebTrips please contact Gecko @ 1-800-390-
7520 or visit our Web page @ www.geckoms.com.


Can I Have Multiple Approvers to Review the Schools Field Trip
Requests?


Yes, however, not with the standard School Version of T.O.M. but through an add on product by Gecko
Microsolutions, Inc. called WebTrips.  WebTrips allows you to setup multiple approval paths with many
different approval parties.  WebTrips will then automatically route the field trip requests to the various
approvers and allow them to either approver or deny the schools’ field trip requests electronically through
the Web. For more information concerning WebTrips please contact Gecko @ 1-800-390-7520 or visit our
Web page @ www.geckoms.com.


Setting Up T.O.M. at a School
You can install T.O.M. into your schools at your own pace.  You can install a few schools at a time and
make sure they are comfortable running the T.O.M. software before installing T.O.M. to any more schools.
To get T.O.M. up and running at a school you must perform the following two basic steps:


1. Make Your T.O.M. Server and District Wide Area Network Ready.  Before you install T.O.M. at any
school your district must be networked together in a Wide Area Network or W.A.N.  The P.C. Server
that your T.O.M. Database is installed at must be on this W.A.N..  The hard drive and folder (or
subdirectory) where the T.O.M. Database is stored on the P.C. Server must be available to all the
schools that are going to be using the T.O.M. software.


 
It would be advisable that the hard driver and folder where the T.O.M. Database is stored on the P.C.
Server by Mapped to a drive letter (Example - G: or S) at each of the school’s P.C.’s that are going to
use T.O.M. before you install the T.O.M. software.  This will make the process of attaching to your
T.O.M. database from that P.C. much easier.


 
It would be a good idea if you reviewed your plans to install T.O.M. at your schools with your Data
Processing Department and coordinate this making drives / folders available and mapping drives /
folders to schools BEFORE you begin loading your T.O.M. software on to your school’s P.C.’s.


 
2. Setup the School As A User in T.O.M.’s Security Making Sure to Specify the Customer Number of


the School.  T.O.M. allows you to set up various authorized users of the T.O.M. software.  You do this
in T.O.M.’s security feature.  T.O.M. has a special way to designate a user as a school.  You do this by
selecting the customer number of that school in the User Information screen (Figure 13-2).  This tells
T.O.M. that the user is at a particular school.  It also tells T.O.M. what the user can and cannot do with



http://www.geckoms.com/

http://www.geckoms.com/
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the T.O.M. software.  You do not have to specify what permissions a school type user has.  T.O.M.
already knows.  For more information about setting up a school type USERID see Chapter 9 - Security
in the T.O.M. Getting Started Manual.


 


 
 
 
 
 
 
 
 


Figure 13-2. Setting Up A School Type User In T.O.M. Security


3. You then would go to the school and install the T.O.M. School Version software on to each P.C. at the
school that will be running the T.O.M. software.


4. Your school is now ready to run the T.O.M. software.  That’s it! T.O.M. is loaded on the school’s P.C.
and ready to run.  You should, however, review with the user how to use this software and give them a
Running Transportation Operations Manager (T.O.M.) at a School Manual.   You should also review
with that user any policies of field trip request data entry that your transportation department may have
established.


Select the number of the school
from the drop down list.


T.O.M. then knows that this user is
a school and knows what functions
on T.O.M. that user can perform.
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Reviewing Field Trip Requests
Now that you have T.O.M. installed at your schools you’re going to want to review the field trip requests
that they submit to the transportation department.  You do this using the Field Trip Request Search /
Selection screen.  To access this screen you would select the menu option File from the top menu in the
T.O.M. Main Screen.  When you select the File menu option a drop down submenu appears.  From this
submenu select the option Trip Requests (Figure 13-3).


Figure 13-3. Accessing the Field Trip Request Search / Selection Screen


When you do this the Field Trip Request Search / Selection screen (Figure 13-4) will display.   This screen
will by default show you just those field trip requests that the transportation department has not either
accepted or rejected.  You will notice that the Search Status for this screen has been preset to Pending.  A
field trip request may have a status that is either Pending, Accepted or Denied.  You can view field trip
requests with any of these statuses or all of them with this screen.  From this screen you can then view
these field trip requests and accept or deny them.  You may also add a new field trip request or delete an
existing field trip request  (though you would probably let your schools do the bulk of adding and deleting
field trip requests).  This screen will also let you search your field trip requests in a variety of ways.


Open the File menu option and click the Trip
Requests option to run the Field Trip Request
Search / Select Program.
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Figure 13-4. Field Trip Request Screen


Viewing a Pending Field Trip Request


To view a pending field trip request you first find the field trip request that you wish to view and then click
on it.  This will cause the line that the desired field trip request is listed on to turn black.  You then would
click on the Edit button on the Field Trip Request Search Selection (Figure 13-5).  When this is done the
Detailed Field Trip Request screen appears (Figure 13-6).  The Detailed Field Trip Request screen uses a
Tabbed format.  That is, the information on the screen is grouped into different sections that you can
display by clicking on that groups tab.


NOTE:  When entering a field trip request all fields on the Field Trip Request Form are optional. It is up to
your school and the Transportation Department to decide which information on this screen the school is
required to enter.


The next several pages describe each field in each group of the Detailed Field Trip Request screen.
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Figure 13-5. Selecting a Field Trip Request to View


First, click on the
line containing the
desired field trip
request.


Then, click the
Edit button to
view details of
the field trip.
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Figure 13-6. The General Tab on the Detailed Field Trip Request Screen


Information at the Top of the Detailed Field Trip Request Screen


The information at the top of the screen (Figure 13-6) is displayed regardless of the tab section displayed
on the Detailed Field Trip Request screen.


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


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


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


A new field trip request starts out with a status of Pending.
 
Status date / time: This is the date and time that the status was assigned to the field trip request.  When the
status changes the date and time of this change is displayed next to that new status.
 
Entered By:  This is the T.O.M. Userid of the person who entered the field trip request record.  This is the
Userid that the person used when the logged into T.O.M.  The T.O.M. security officer in the Transportation
Department assigns the Userid.
 
Enter date / time:  This is the date and time that the field trip request was entered into the computer.
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Information at the Bottom of the Detailed Field Trip Request Screen


The information at the bottom of the screen  (Figure 13-6) is displayed regardless of the tab section
displayed on the Detailed Field Trip Request screen.


Comment From Trans. Dept.:  This is a free form comment field that is only visible and available when
the transportation department is viewing the field trip request.  It is unlimited in length.  It is meant to be
used as a communication tool between the transportation department and the school.  The most common
use of this field will be to communicate to the school why a field trip was denied by the transportation
department.  However, the transportation department could also use this field to communicate a message to
a school about an accepted request as well.


The General Tab on the Detailed Field Trip Request Screen


The General tab on the Detailed Field Trip Request screen (Figure 13-6) is almost identical in appearance
to the General Section of the Detailed Field Trip screen.  However, several of the fields behave slightly
differently when the school was entering the field trip request.  The field Schedule was not visible and not
available when the school entered the field trip request.  The following is a detail description of the fields
in this section:


Request #:  Automatically Assigned by T.O.M. - This is the unique number assigned by the system to each
field trip request.  You cannot enter or change this number.  The number is displayed for your reference.


Request Date:  Optional - This is the date that the school is requesting the field trip.  The system
automatically places the date the field trip request was entered into the computer as the request date.  You
may change this field.  This field may be blank or must contain a valid 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. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.


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


Drop / Return: Optional - You would check this box if the field trip is one in which the drivers are
supposed to take the students to the destination, return back to the transportation office, then later go back
out to the destination and pickup the students and drop them off at the customer site.  This is called a drop
and return field trip.


When this box is checked T.O.M. will automatically place the Drop / Return Standard Hours that you
entered in the District Options Screen into the Est. Driver Time for the field trip.  T.O.M. will only do this
if the Estimated Driver Time is zero.


Note:  When you automatically assign a field trip that is marked as a drop and return field trip T.O.M. will
use a time range that you entered in your district options to check conflicts with the drop and return trip’s
departure and return times for conflicts with other field trips and the driver’s routes.  For more information
about this subject see Chapter 4 – District Options in your Getting Started Manual.  See the section for
Drop and Return Conflict Range in the Assignment Section of the District Options.
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Customer:  Automatically Assigned by T.O.M. - This is the customer number assigned to the school.
T.O.M. knows what school the user belongs to and automatically fills this number in for the school.  The
school may not change this number but if you are viewing this field trip request from the transportation
department you may change this number. T.O.M. gives you an easy way to look up your customer by the
customer name.  To do this you click the Customer button.  This causes the Custom Search screen to
appear. See Chapter 5 – Customers in the T.O.M. Getting Started Guide for details about searching for
customers.
 
By default, once you have selected a customer T.O.M. automatically places the customer’s number and
name on the Field Trip Screen.  T.O.M. also places the customer’s assumed billing rate, assumed vehicle
capacity and assumed special instructions on the screen.  By doing this T.O.M. will relieve you of tedious
repetitive typing and reduce the number of errors that are made when entering a field trip.  You may
always override these values for any particular field trip.


Contact: Optional - This is the specific person at the school that is requesting or organizing the field trip
for the school.  For example, the contact may be a teacher’s name or a coach’s name.  You may enter up to
25 characters in this alphanumeric field.


Destination: Optional - This is the number of the destination of the field trip.  As with entering field trips
the school can select a pre-existing destination by entering the destination’s number or searching for the
destination using the destination search screen similar to the destination search screen used when entering
field trips.  The destinations that they will see will be those that the transportation department has created.
 
What if a school can’t find it’s destination in the list of destinations created by the transportation
department?  T.O.M. was designed to allow the schools to add new destinations.  Does this thought make
your hair stand on end?  The thought of all of your schools polluting your lists of destinations with dozens
of their own possibly duplicate destinations?  Don’t worry!  Remember T.O.M. was designed by
transportation directors and dispatchers.  When a school adds a new destination it is NOT added to the
transportation department’s destination list.  Rather, the new destination information is appended to the
field trip request record itself.  This field trip request record is then flagged by T.O.M. as one that contains
a new destination.  You may then decide whether this destination will be added to the transportation
department’s list of destinations or not.  For more information about working with school added
destinations see the section titled New Destinations Created by Schools.


Fund: Optional. This is the fund that the field trip is charged against.  If you know the number of the fund
then enter it here or select it from the drop-down list. If you don’t know the number of the fund click the
Fund button to look up the fund by name. See Chapter 3 – Entering Lookup Lists in the T.O.M. Getting
Started Guide for details about searching for funds.


Split: Optional. This lets you charge a field trip to multiple customers and / or funds. To do this click the
Split button. This causes the Trip Split Charges screen to appear. See Appendix B – Advanced Field Trip
Features in this manual for details. NOTE: This button will not be visible if you have not checked the
Allow Splits option in the Billing tab on the District Options Screen. See Chapter 4 - District Options in
the T.O.M. Getting Started Manual.


The Dates / Times Tab in the General Tab


The Dates / Times tab is located within the General tab on the Field Trip Request screen (Figure 13-7). The
data entry fields and options are described below.
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Figure 13-7. The Dates/ Times Tab on the General Tab Section


Departure Date: Optional - This is the date that the field trip will occur.  (Or if this is a multiple day field
trip this is the first date of the field trip.)  If the school enters a date it must be a valid date in this field.
This date will also automatically appear in the Return Date box.  T.O.M. makes the assumption that the trip
will return the same day that it departs.  This assumption is made merely to attempt to save you the effort
of entering the return date.  If the return date is different then enter the different 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. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.


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


Return Date: Optional - This is the date that the trip is complete.  As was mentioned in the discussion
about Departure Date T.O.M. automatically assigns the Return Date with the same date as the Departure
Date. This assumption is made to save you the effort of entering the return date.  If the return date is
different you then enter the different 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
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appropriate positions in the date.  The year must be entered as the full year (ex. “2000” not “00”). If for
some reason this mask feature of T.O.M. gets confused you then must enter the entire date including the
slashes.


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


Departure Time: Optional - This is the time that the field trip is leaving.  You do not have to enter this
time.  As with all time fields in T.O.M. the departure 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
departure 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.  See
Appendix C - The Pop Up Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for
more details.


Arrival Time: Optional - This is the time that the field trip arrives at its destination.  You do not have to
enter this time.  As with all time fields in T.O.M. the departure 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 departure time of 8:30 AM you need only type 0830am.  NOTE: While this field is optional it is highly
recommended that you enter an Arrival Time especially if want T.O.M. to avoid assigning drivers to this
field trip with conflicting routes or that conflict with other field trips using a different schedule as the trip
you are entering.  If you do NOT enter an Arrival Time T.O.M. will NOT check for conflicting routes or
conflicting trips using a different schedule when T.O.M. automatically assigns drivers to this field trip.


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.  See
Appendix C - The Pop Up Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for
more details.


Leave Time: Optional - This is the time that the field trip is leaving the destination to return.  You do not
have to enter this time.  As with all time fields in T.O.M. the departure 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 departure time of 8:30 AM you need only type 0830am. NOTE: While this field is optional
it is highly recommended that you enter a Leave Time especially if want T.O.M. to avoid assigning drivers
to this field trip with conflicting routes or that conflict with other field trips using a different schedule as
the trip you are entering.  If you do NOT enter a Leave Time T.O.M. will NOT check for conflicting routes
or conflicting trips using a different schedule when T.O.M. automatically assigns drivers to this field trip.


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.  See
Appendix C - The Pop Up Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for
more details.


Return Time: Optional - This is the time that the field trip is complete. You do not have to enter this time.
As with all time fields in T.O.M. the Return 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. If you are entering a Return Time of 8:30
AM you need only type 0830am. NOTE: While this field is optional it is highly recommended that you
enter a Return Time especially if want T.O.M. to avoid assigning drivers to this field trip with conflicting







User Guide 13-13


Chapter13: Working With Field Trip Requests


routes or that conflict with other field trips using a different schedule as the trip you are entering.  If you do
NOT enter a Return Time T.O.M. will NOT check for conflicting routes or conflicting trips using a
different schedule when T.O.M. automatically assigns drivers to this field trip.


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.  See
Appendix C - The Pop Up Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for
more details.


Calendar button: Optional - The Calendar button allows you to close or warn days in the T.O.M. master
calendar. See Appendix C - Using the T.O.M. Master Calendar in this manual for details.


The Passengers / Miles / Purpose Tab in the General Tab


The Passengers / Miles / Purpose tab is located within the General tab on the Field Trip Request screen
(Figure 13-8). The data entry fields and options are described below.
 


Figure 13-8. The Passengers / Miles / Purpose Tab on the General Tab Section


# of Adults: Optional - This is the number of adults that require transportation for the field trip.  The
number of adults is used by T.O.M. to calculate the number of vehicles required to successfully perform
the field trip.
 
# of Students: Optional - This is the number of students that require transportation for the field trip.    The
number of students is used by T.O.M. to calculate the number of vehicles required to successfully perform
the field trip.
 
# of Handicap: Optional - This is the number of handicapped passengers that require transportation for the
field trip.  You do not have to enter this information.  The Number of Handicap is used by T.O.M. to
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calculate the number of vehicles required to successfully perform the field trip. This is usually the number
of people that are in a wheelchair and has significance to the types and number of handicap equipped
vehicles required for the field trip.


Estimated Time: Optional - This is the estimated number of hours that it will take ALL DRIVERS to
perform the field trip. You do not have to enter this information.  NOTE: This field is used in the
calculation of the estimated dollar amount that the customer will be billed for the field trip.  This estimated
dollar amount prints on the Trip Estimate that can be sent to the customer. If you do not enter any
Estimated Driver Hours then the customer will not see a dollar estimate for the driver hours portion of
performing the field trip.  You may enter both whole hours as well as portions of hours.  For example, if
you were going to enter an estimated hours of two and one-quarter hours you would type “2.25.”
 
NOTE:  While this field is optional it is highly recommended that you enter an Est. Driver Time especially
if you want T.O.M. to preclude daily or weekly overtime when assigning drivers to this field trip.  If you
do NOT enter an Est. Driver Time then T.O.M. cannot know how many hours this field trip will add to a
drivers daily or weekly total hours.  Therefore, T.O.M. cannot possibly determine if the driver should not
receive the field trip assignment due to precluding overtime.  In such a case T.O.M. could only assume that
the driver can receive the field trip assignment.


When you click the Calc button, T.O.M. calculates the estimated time based on the Departure Time,
Arrival Time, Leave Time and Return Time as entered in the Dates / Times tab.  The calculation is as
follows: total time from Departure Time to Arrival Time plus total time from Leave Time to Return Time.
 
Estimated Miles: Optional - This is the estimated number of miles that is required to perform the field trip.
You do not have to enter this information.  NOTE: This field is used in the calculation of the estimated
dollar amount that the customer will be billed for the field trip.  This estimated dollar amount prints on the
Trip Estimate that can be sent to the customer. If you do not enter any Estimate Miles the customer will not
see a dollar estimate for the miles portion of performing the field trip.  You may enter both whole miles as
well as portions of miles.  For example, if you were to enter an estimated miles of 25 and 1/2 a mile you
would type “25.5.”
 
As was mentioned in the prior discussion regarding Destination Number T.O.M. automatically assigns the
destination’s Average Miles to the Estimated Miles.  This is done to make entering field trips easier for
you.  You may always change this figure for each field trip.


Purpose: Optional - This is a further description of the field trip.  You do not have to enter this
information.  With this field you may enter a quick description of why the field trip is being taken.  For
example “SEE CIVIL RIGHTS EXHIBIT.”  You may enter up to 25 characters in this field.


The Instructions Tab on the Detailed Field Trip Request Screen


The Instructions tab on the Detailed Field Trip Request screen (Figure 13-9) contains information for
general instructions concerning the field trip.  The following is a detail description of the fields in this
section:


Customer Special Instructions: Optional - These are any special instructions that the drivers need to
know when they arrive at the school site.  This field is free form unlimited text.  If you fill the available
space in the box with instructions a scroll bar will automatically appear allowing you to scroll up and down
to view and enter more instructions.   If the customer has any assumed special instructions in its database
these assumed special instructions will automatically appear in this box when you add a new field trip
request.  You may then change these assumed special instructions and customize them for a particular field
trip request.
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Figure 13-9. The Instructions Tab on the Detailed Field Trip Request Screen


Destination Special Instructions: Optional - These are any special instructions that the driver(s) need to
know when they arrive at the destination site.  This field is free form unlimited text.  If you fill in the
available space in the box with instructions a scroll bar will automatically appear allowing you to scroll up
and down to view and enter more instructions.  As was mentioned in the previous discussion about the
destination, if the destination has assumed special instructions those special instructions will automatically
appear in this box when the destination is assigned to a field trip request.  You may then change these
assumed special instructions and customize them for a particular field trip request.
 
Trip Comments: Optional - This comment field is used to allow the school to communicate any other
information to the transportation department about this field trip request that cannot be placed in any of the
other fields on Detailed Field Trip Request form.  This field is free form unlimited text.  If the school fills
in the available space in the box with text a scroll bar will automatically appear allowing the school to
scroll up and down to view and enter more text.  If you don’t know where to enter some information about
a field trip request it is always a good idea to enter it here.  That way you can be sure that the information
was communicated.
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The Assignment Tab on the Detailed Field Trip Request Screen


The Assignment tab on the Detailed Field Trip Request screen (Figure 13-10) is not seen by the schools as
they enter the field trip information.  Therefore the information that you see in this section is either blank
or automatically set by defaults assigned in the Customer screen or the District Options screen.  When
reviewing this information you may change any of the fields.


Figure 13-10. The Assignment Tab on the Detail Field Trip Screen


The information in this tab is identical to the information found in the Assignment Section of your Detailed
Field Trip screen.  For more information about the fields found in the Assignment Section of the Detailed
Field Trip Request screen refer to the section titled The Assignment Tab on the Detailed Field Trip Screen
in Chapter 1 – Entering Field Trips, Printing Estimates, Using the Field Trip Inquiry found earlier in this
manual.
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The Billing Tab on the Detailed Field Trip Request Screen


When the schools enter field trip requests the only field they could see and work with in this section was
the P.O. number.  Consequently, all other information will either be blank or be the default billing rate
assigned to the school and flat amounts from the billing rate.  The transportation department may change
this information when viewing the field trip request.


Figure 13-11. Billing Information Section


The Billing Tab on the Detailed Field Trip Request screen (Figure 13-11) is almost identical to the Billing
Tab in the Detailed Field Trip screen.  For more information about the fields in this section refer to the
section titled The Billing Tab on the Detailed Field Trip Screen in Chapter 1 – Entering Field Trips,
Printing Estimates, Using the Field Trip Inquiry found earlier in this manual.
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The Other Tab on the Detailed Field Trip Request Screen


The Other Tab on the Detailed Field Trip Request screen (Figure 13-12) contains a variety of typically
non-critical information concerning a field trip.  When the school was entering the field trip request all
fields in this section were visible and available for the school to enter.


Figure 13-12. The Other Information Section


This tab is identical to the Other Section in the Detailed Field Trip screen.  For more information about the
fields in this section refer to the section titled The Other Section on the Detailed Field Trip Screen in
Chapter 1 – Entering Field Trips, Printing Estimates, Using the Field Trip Inquiry found earlier in this
manual.
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Saving Changes to a Field Trip Request


After you have entered all of the changes for the field trip request just click on the button marked OK in
the Detailed Field Trip Request screen and the field trip request will be saved and you will automatically
be returned to the Field Trip Request Search / Select screen (Figure 13-4).


Field Trip Requests With Additional Trip Dates and Times


Schools are allowed to enter additional trip dates and times for the field trip request they are entering.   The
transportation department may view and / or change these additional trip dates and times when viewing the
field trip request.  NOTE: Unlike with field trips the initial departure date is not shown on the additional
trip dates screen.  This is done for simplicity to the schools.  When they view this screen they are only
seeing the additional departure dates and times.  When the field trip request is accepted both the original
departure date and times as well as any additional trip dates and times will all be entered in the additional
trip dates for the field trip record created from the field trip request when the field trip request is accepted.


Working with additional trip dates and times for field trip request is very similar to working with additional
trip dates and times for field trips.  The following is a brief explanation of how to access the field trip
requests additional trip dates information.  To enter Additional Trip Dates click the button on the Detailed
Field Trip Request screen marked Addit. Trip Dates  (Figure 13-13).


Figure 13-13. The Additional Trip Dates Button


Then, click the Addit. Trip Dates
button to view all the dates for
which the field trip is scheduled.
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This will cause the Additional Trip Dates screen (Figure 13-14) to display.   This screen lists all of the
dates for which the field trip is scheduled.    From here you may either; add an additional trip date, delete
an additional trip date or return back to the Detailed Field Trip Request screen.


Figure 13-14. Additional Trip Date Screen


If you wish to add an additional trip date then click the Add button on the Additional Trip Date screen.
This will cause the Add Trip Date screen (Figure 13-15) to display.


Figure 13-15. Add Trip Date Screen
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 From here you would type in the additional trip date and click the Save button on the Additional Trip Date
screen. T.O.M. makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when
typing in the date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called
masking’).  You must, however, enter 2 digits for the month and the day.  So, for example if you were
entering a date of 3/2/1994 you would type 03021994 and T.O.M. would automatically place two / in the
appropriate positions in the date.  The year must be entered as the full year (ex. 1997 not 97’). If for some
reason this mask feature of T.O.M. gets confused you then must enter the entire date including the slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.


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.  See
Appendix C - The Pop Up Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for
more details.


T.O.M. will automatically place the field trip requests departure time and return time into additional trip
date’s start and end time.  You may change these times if they are different for that additional trip date.


If you do not wish to add an additional date then click the Exit button and you will be returned to the
Additional Trip Date screen (Figure 13-14).


If you wish to delete an additional trip date then point to that additional trip date on the Additional Trip
Date screen (Figure 13-14) and click it with your mouse.  Then click the Delete button at the bottom of the
screen.  T.O.M. will then ask you to confirm that you really do want to delete the date.  Upon your
confirmation T.O.M. will remove that date from the field trip.


Working with Advanced Field Trip Features


T.O.M. offers several advanced field trip features that truly makes it “the most powerful field trip software
on the planet!” They include working with Trip Splits, Shuttle Trips, Multiple Destinations and Trip
Characteristics. These features are described in detail in Appendix B – Advanced Field Trip Features.
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New Destinations Created by Schools
As we mentioned earlier a school may create a new destination when entering a field trip request.
However, T.O.M. will not immediately create this new destination in the transportation department’s list of
destinations.  T.O.M. first allows the transportation department to review the new destination information
before accepting the field trip request.  The transportation department can then change the destination
assigned to the pending field trip request to a destination that already exists in the transportation
department’s list of destinations.  This is done to prevent the schools from accidentally creating multiple
destination records to the same physical location (example 12 destinations for the City Zoo).


The Field Trip Request Search / Selection screen allows you to list only those field trip requests that have
new destinations assigned to them. To do this, click the New Dest. checkbox in the Field Trip Request
Search / Selection screen’s search parameters section and click the Find All button (Figure 13-16).


Figure 13-16. Telling T.O.M. to Only Display Field Trip Requests With New Destinations


Check the New Dest. Only checkbox
and click the Find All button.
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When the transportation department selects a field trip request that has a new destination to view T.O.M.
will display in bold yellow letters the word * NEW * to clearly communicate that this field trip request
contains a new destination (Figure 13-17).   To view the new destination information click the Destination
button.


Figure 13-17. The Detailed Field Trip Request Screen Indicating a New Destination is
Entered for the Selected Field Trip Request


Word * NEW * indicating a new destination
is assigned to the field trip request.


Click the Destination button
to view the new destination
information.
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This causes the Destination Search screen to display (Figure 13-18).  To view the new field trip
information assigned to the field trip request click the New button (Figure 13-18).


Figure 13-18. The Destination Search Screen


This causes the New Destination screen to display (Figure 13-19).  From here you may view and change
any of the new destination information and then click the OK button to save the information and return
back to the Destination Search screen (Figure 13-18).


If you do not want the new destination to be assigned to the field trip request then click the Exit button in
the New Destination screen (Figure 13-19) and you will be returned to the Destination Search screen
(Figure 13-18).  From here you would then select an existing destination from the transportation
department’s destination list.  That destination information will then be applied to the field trip request.


Click the New button to
display the new
destination information.
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Figure 13-19. The Add New Destination Screen


Here are some common questions about working with new destinations:


Question: How is a new destination added by a school added to the list of destinations in the
Transportation Department’s database?


Answer: When you approve a pending field trip request with a new destination that new destination is
added to the transportation department’s destination list.


Question: What if I accidentally select a destination from the Destination Search screen when trying to
look at the new destination information that the school added?


Answer: That’s OK.  T.O.M. still retains the new destination information.  To get rid of a destination that
you accidentally selected from the Destination Search screen go back to the Destination Search screen
(Figure 13-18) and click the New button and the New Destination screen (Figure 13-19) will be displayed
with the new destination information that the school had entered.  From this screen click the button and
T.O.M. will enter a 0 in the Destination Number, display the new destination name and address and display
the word * NEW * below the destination.


Question: Sometimes when a school adds a new destination, they say that there is already a number in the
estimated miles and special instructions in the new destination’s Special Instructions field.  Why?


Answer: The school probably selected an existing destination from the Destination Search screen (Figure
13-18) that had special instructions and estimated miles that stamped on the field trip request.  They then
went back and decided to add a new destination.  When they did this, the original destination’s estimated
miles and special instructions appeared on the New Destination screen (Figure 13-19). This is because the
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new destination information is kept in the field trip request record and it uses the field trip request’s
estimated miles and destination special instructions. The school can always change this information.


Using The Field Trip Request Search / Selection Screen To
Search Your Field Trip Requests
The search feature of this screen is very easy and powerful.  To search your field trip requests just enter
your search parameters and click the button marked Find All.  In a few moments T.O.M. will display in the
selected records box all the field trip request records that matched your search parameters.  Let’s take a
closer look at how to use the searching feature of this screen.  Figure (Figure 13-20) shows the key search
portions of the Field Trip Request Search / Selection screen.


Figure 13-20. Field Trip Request Screen


Number of
records found in
the search.


The search parameters tell
T.O.M. what field trip
requests you want to find
in the search.


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


 Click the Find All button after you have finished
entering your search parameters telling T.O.M. to
search the database for all field trip requests that
match the search parameters.
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You can combine search parameters for more exact searches.  For example, you could enter a departure
date range and a destination to get only field trip requests made for that destination for that date range.  The
following is a description of each of the search parameters that T.O.M. allows you to use when searching
for field trip requests.


Departure Date Range:  Use these fields to search your field trip requests by their departure date.  T.O.M.
makes it easy for you to key in any date.  Rather than having to type in a “/” or a”-” when typing in the
date, T.O.M. automatically places a “/” between the Month, Day and Year (this is called masking’).  You
must, however, enter 2 digits for the month and the day.  So, for example if you were entering a date of
3/2/1994 you would type 03021994 and T.O.M. would automatically place two / in the appropriate
positions in the date.  The year must be entered as the full year (ex. 1997 not 97’). If for some reason this
mask feature of T.O.M. gets confused you then must enter the entire date including the slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.


Enter Date Range:  Use these fields to search your field trip requests by their enter date.  T.O.M. makes it
easy for you to key in any date.  Rather than having to type in a “/” or a”-” when typing in the date, T.O.M.
automatically places a “/” between the Month, Day and Year (this is called masking’).  You must, however,
enter 2 digits for the month and the day.  So, for example if you were entering a date of 3/2/1994 you
would type 03021994 and T.O.M. would automatically place two / in the appropriate positions in the date.
The year must be entered as the full year (ex. 1997 not 97’). If for some reason this mask feature of T.O.M.
gets confused you then must enter the entire date including the slashes.
 
To make entering a date an even easier process T.O.M. also has a popup calendar screen that lets you click
on the day that you want and it fills in the appropriate date.  To activate this popup calendar screen click on
the little button next to this date field that looks like a small calendar.  See Appendix C - The Pop Up
Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for more details.


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


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


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


If you leave this field blank or select the value ALL then the search will ignore the status as a search
condition.  If you click the down arrow to the right of the status field a drop down list will appear giving
you the various statuses that you can search on.  Once you find the status you desire click on it and it will
automatically appear in the Status field.
 
New Dest Only:  This field is a check box field.  That means it can either be checked or unchecked.  If it is
checked you are telling T.O.M. to choose only field trip requests that have a destination that is not in the
transportation department’s destination list.  For more information about creating a new destination with a
field trip request see the section titled New Destinations Created by Schools earlier in this chapter.


Customer:  You may select a specific customer to search your field trip requests by.  For example, you
would use this to search for all field trip requests for a particular school.  If you know the number of the
customer then enter it here.  Don’t worry if you don’t know the customer number.  T.O.M. gives you an
easy way to look up your customer by the customer name.  To do this you click the Customer button.  This
causes the Custom Search screen to appear. This screen will allow you to quickly search your existing
customers by an alphabetic lookup
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Select Division:  Customers can be assigned to divisions.  You may then search field trip requests by
division.  If you know the division that you wish to search by then enter here.  If you don’t know the
division you desire T.O.M. provides you with an easy drop down list of all of the divisions that you have
created.  Just click the down arrow to the right of the Division field and a list of existing divisions will
display on your screen.  To select a division simply click on the row containing the desired division and
that division will automatically appear in the Select Division field.
 
Destination:  You may select a specific destination to search your field trip requests by.  For example, you
may search all field trips requests for the city zoo.  You may search the list of destinations created by your
transportation department alphabetically by clicking the button next to the department field marked
DEPARTMENT.  For more information using the destination search screen see the discussion on searching
destinations in the section titled Adding A New Field Trip Request previously in this chapter.
 
Selected Internal Number:  Some school districts have preprinted, pre-numbered field trip request forms
and they track the field trip requests by that preprinted number.  T.O.M. stores this information in the
Internal Field Trip number.  You may search your field trip requests by this number.
 
Selected Grade:  You may search your field trip requests by the student grade level that you assigned to
the trip requests.  Click on the down arrow to the right of the grade field to see a list of grades that you may
select. Once you find the grade you desire click on it and it will automatically appear in the grade field.
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Approving Field Trip Requests
To approve a field trip request you simply locate it on your Field Trip Request Search / Selection screen,
click on it and click the Edit button (Figure 13-21).


Figure 13-21. Selecting a Field Trip Request to be accepted


The Detailed Field Trip Request screen appears with the selected field trip request.  You then click the
green Accept button (Figure 13-22).


NOTE:  At this point T.O.M. imposes all of the field checking that you normally face when entering a
regular field trip.  So all the rules that you follow when enter a field trip you will have to follow when
trying to accept a field trip request even though you have not had any problems entering and changing the
field trip request.  For example, when the school created the field trip request it did not enter the fund.
When you viewed the field trip request you did not enter a fund.  Up to this point T.O.M. has not said
anything to you.  However, when you attempt to accept a field trip request and, therefore, create a new
field trip record in your field trip database T.O.M. will start enforcing the normal data entry rules that it
enforces when you enter a normal field trip.


First click on the
desired field trip
request to be
accepted.


Then click on the Edit Button.
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What this means is that you will usually find yourself probably entering some additional information to a
field trip request or completing it before you accept that field trip request.  A good example of information
that you have to enter before accepting a field trip request is the field trip’s schedule.  Since a school
cannot enter that information you will usually have to provide it before you can accept the field trip
request.


Figure 13-22. Accepting a Pending Field Trip Request


After you have accepted the field trip request you are returned to the Field Trip Request Search / Selection
screen (Figure 13-23).  Notice that the field trip request that we accepted now has a status of Accepted.


Here are some common questions and answers about approving field trip requests:


Question: When I accepted a Field Trip Request it disappeared off the Field Trip Request Search /
Selection screen. Why? Where did it go?


Answer: You will notice that the search status of our Field Trip Request Search / Selection screen is now
set to All (Figure 13-23).  Your search status on your Field Trip Request / Selection screen may be set to
Pending which is the default search status when you first load the Field Trip Request Search / Selection
screen.  Change your search status to All or Accepted and then click the Find All button.  You will then see
your accepted field trip request.


Click the Accept
button to accept
the field trip
request.
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Figure 13-23. The Field Trip Request Search / Selection Screen – AFTER the
Field Trip Request has Been Accepted


Question: After I have accepted the Field Trip Request can school or I change the Field Trip Request?


Answer: No. Once a field trip request has been accepted it cannot be changed either by the school or the
transportation department.  If you select an accepted field trip request in the Field Trip Request Search /
Selection screen and click the Edit button, the accepted field trip request will be displayed on an Inquiry
Only screen that will allow you to view the field trip request but not allow you to make changes to that
field trip request (Figure 13-24).  This is a safeguard to prevent the school from unknowingly making a
change to the field trips date, time or number of vehicles required that the transportation department will
not be aware of because the field trip request record is no longer used.   This way the school is forced to
notify the transportation department of any relevant change to the field trip.


The field trip requests status
is now set to Accepted.


Be sure this option is set to All
or Accepted or the accepted field
The field trip requests will not
display in the list.


If you change the
Status field, click the
Find All button to
refresh the list.
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Figure 13-24. An Accepted Field Trip Request as it is Displayed in the Detail Field Trip Request Screen


Date and time
Field Trip
Request was
accepted.


Number of field trip that was created in the transportation
department’s field trip database from the field trip request.
Click on it to view the actual field trip record in the
Transportation Department’s field trip database.
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Denying Field Trip Requests
To deny a field trip request you simply locate it on your Field Trip Request Search / Selection screen, click
on it and click the Edit button (Figure 13-25).


Figure 13-25. Selecting a Field Trip Request to Be Denied


Click on the
desired field trip
request to be
denied.


Then click on the
Edit Button.
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The Detailed Field Trip Request screen appears with the selected field trip request.  You then enter an
explanation as to why the field trip request was denied in the Comment From Trans. Dept. field and then
click the red Deny button (         Figure 13-26).


         Figure 13-26. Denying a Pending Field Trip Request
Click the Deny
button to accept
the field trip
request.
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Here are some common questions and answers about denying field trip requests:


Question: When I denied a Field Trip Request and then clicked the OK button it disappeared off the Field
Trip Request Search / Selection screen. Why? Where did it go?


Answer: Your search status on your Field Trip Request / Selection screen may be set to Pending which is
the default search status when you first load the Field Trip Request Search / Selection screen.  Change your
search status to All or Denied and then click the Find All button.  You will then see your denied field trip
request.


Question: After I have denied the Field Trip Request can school or I change the Field Trip Request and
resubmit it later to be accepted?


Answer: Yes.  T.O.M. allows either the transportation department or the school to edit a field trip request
that has been denied.  T.O.M. also allows the transportation department to accept a previously denied field
trip request.  This enables a school that has the field trip request denied to make changes to the field trip
request and resubmit it to the transportation department for later approval.


Figure 13-27 shows the Field Trip Search / Selection screen as a school would see it.  As you can see this
school (Eagle Ridge Elementary) can only see the field trip requests for that school.  Eagle Ridge
Elementary is going to change a field trip request that has recently been denied by the transportation
department.  To change this denied field trip request Eagle Ridge Elementary clicks on the line that
contains the denied field trip request and then clicks the Edit button (Figure 13-27).  This causes the denied
field trip request to display in the Detailed Field Trip Request screen (Figure 13-28).  You will notice that
the field trip request has a status of Denied and Eagle Ridge Elementary can see (but cannot change) the
comments by the transportation department as to why the field trip request was denied.  From here Eagle
Ridge Elementary can make the needed changes to the field trip request and resubmit it to the
transportation department for approval.
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Figure 13-27. A School Selecting a Denied Field Trip Request to Edit


First select the
denied field trip
that you want to
change.


Second click the
Edit button.


School can only
see their field
trip requests.
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Figure 13-28. A Denied Field Trip Request as it is Seen By The School
 in the Detailed Field Trip Request Screen


Date and time
field trip request
was rejected.


Comments by the transportation department as to why the field
trip request was denied.  These comments can be viewed but
cannot be changed by the school.
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Importing Field Trip Requests


If your district has already developed a automated system that allows your schools to enter field trip
requests you are probably going to be reluctant to switch to something new like T.O.M.’s school software.
After all, it probably took a lot of work just to install your in house software to every school and train them
on the proper use of that software.  Fear not.  T.O.M. was designed to talk to other software systems so that
you can leave your in house system in place, feed T.O.M. the school’s field trip requests and use the rest of
T.O.M.’s powerful field trip functions.


The way that T.O.M. talks to your in house software is by importing field trip request information from an
import file, which is a standard ASCII coma delimited file that you prepare for T.O.M.  Before you begin
importing field trip requests from your in house system to T.O.M. you will most likely need assistance
from your data processing department to create a routine that will prepare this import file.  An coma
delimited ascii file is a very common type of a file to create.  Any person with some advanced computer
training should be able to create this type of a file.  Once your data processing person has created the
routine to create the import file you can then begin importing field trip requests into T.O.M.


The table below gives you a detail list of all the fields that are in the import file, what order they must be
in, what type of information is stored in the fields and what the maximum length of the fields are.  You do
NOT need to provide T.O.M. with all of the information in the import file.  You can provide T.O.M. with
as little or as much information as can be extracted from your in house software.  Once you have imported
this information you would then enter whatever information you could not provide.  NOTE: Your import
file can have any name that you desire BUT it must have .txt  (text file) type.
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The Field Trip Request Import File Layout


Field Name Description Data Type Length
BILLRATE The code of the billing rate setup in T.O.M. Number 5
REQDATE The date the field trip was requested. (Enter


in following format - MM/DD/YYYY)
Text 9


FUND The number of the fund to charge the field
trip against (must be setup in T.O.M.)


Text 50


CUSTOMER The number of the customer who is taking
the field trip (must exist in the T.O.M.
Customer table).


Text 30


BILLCUST The number of the customer who is paying
for the field trip (must exist in the T.O.M.
Customer table).


Text 30


CONTACT The name of the contact person for the field
trip


Text 25


DESTINATION The number of the destination where the trip
is going.  This number must be setup in
T.O.M.  If the field trip request contains a
new destination then enter a zero in this
field.


Number 10


DEPDATE The departure date of the field trip.  (Enter in
following format - MM/DD/YYYY)


Text 9


DEPTIME The time of departure of the field trip.
(Enter in the following format - HH:MM:SS)


Text 8


RETDATE The return date of the field trip.  (Enter in
following format - MM/DD/YYYY)


Text 9


RETTIME The time of return of the field trip.  (Enter in
the following format - HH:MM:SS)


Text 8


ARRIVETIME The time the passengers are to arrive at the
destination of the field trips


Text 8


LEAVETIME The time the passengers are to leave the
destination of the field trips.


Text 8


ESTMILE The estimated number of miles for ALL
drivers for the field trip.


Number
(2 decimals)


9


ESTTIME The estimated number of hours required to
perform the field trip for ALL the drivers
assigned to the field trip.


Number
(2 decimals)


9


NUMSTUDENTS The number of students that will be taking
the field trip.


Number 5


NUMADULTS The number of adults that will be taking the
field trip


Number 5


NUMHAND The number of passengers that require
handicap facilities on the vehicle.


Number 5


PURPOSE A brief description as to the purpose of the
field trip


Text 25


DESTSPEC The special instructions for the driver for the
destination.


Text Unlimited


OUTOFTOWN A flag indicating whether the trip is an out of
town trip. (Enter in following format -
1=True, 0=False)


Number 1
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The Field Trip Request Import File Layout


Field Name Description Data Type Length
SCHEDULE The first of five schedules (or driver lists)


assigned to the field trip.  Must exist in
T.O.M.’s list of schedules.


Text 6


SCHEDULE2 The second of five schedules (or driver lists)
assigned to the field trip.  Must exist in
T.O.M.’s list of schedules.


Text 6


SCHEDULE3 The third of five schedules (or driver lists)
assigned to the field trip.  Must exist in
T.O.M.’s list of schedules.


Text 6


SCHEDULE4 The fourth of five schedules (or driver lists)
assigned to the field trip.  Must exist in
T.O.M.’s list of schedules.


Text 6


SCHEDULE5 The fifth of five schedules (or driver lists)
assigned to the field trip.  Must exist in
T.O.M.’s list of schedules.


Text 6


CALCNUMDRIVERS This is a flag that tells T.O.M. whether or not
you want T.O.M. to automatically calculate
the number of vehicles of the first vehicle
type.  Normally T.O.M. does this, however,
some districts desire to explicitly tell T.O.M.
how many of these types of vehicles that the
trip requires.  If you want T.O.M. to
calculate this number of vehicles then set this
field to True (-1) if you want to tell T.O.M.
how many vehicle of the first type to user
then set this field to False (0).


Number 1


TYPE The main type of vehicle to be used by the
field trip.  Must exist in T.O.M.’s list of
vehicle types


Text 3


NUMTYPE The number of vehicles of the first type (see
above).  Usually T.O.M. calculates this
amount but the user can if they want
explicitly enter the number this type and
T.O.M. will use this number if the field
CALCNUMDRIVERS is set to True.


Number 5


CAPACITY The vehicle capacity that the field trip is
running at.  Can be ‘High’, ‘Medium’ or
‘Low’.


Text 6


ADDLTYPE The type of additional vehicles assigned to
the field trip.  Must exist in T.O.M.’s list of
vehicles types.


Text 3


NUMADDL The number of the additional type of
vehicles required for the field trip.


Number 5


CUSTSPEC The special instructions to the driver for the
customer.


Text Unlimited


DROPRET A flag indicating whether the field trip is to
be handled as a drop / return field trip. (Enter
in following format -1=True, 0=False)


TRIPCOM A comment field for the field trip where the
customer can give any general instructions to


Text Unlimited
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The Field Trip Request Import File Layout


Field Name Description Data Type Length
the transportation department regarding the
field trip.


AUTOASSIGN A flag indicating whether you want to allow
the field trip to be automatically assigned by
T.O.M. when transportation department runs
the automatic assign process. (Enter in
following format -1=True, 0=False)


Number 1


PO The P.O. number that the trip is to bill
against.


Text 15


TRIPCAT The field trip category assigned to the field
trip.  Must exist in T.O.M. Field Trip
Category list.


Text 20


INTTRIPNUM The internal trip number for the field trip.  If
your district has it’s own field trip
numbering scheme and that number must be
remembered for tracking purposes it can be
entered in this field.


Text 30


DESTDESC This is the description of the destination if a
new destination is assigned to the field trip.


Text 30


DESTCAT This is the destination category of the
destination if a new destination is assigned to
the field trip.  Must exist in T.O.M.
Destination Category list.


Text 5


MILES This is the average number of miles to the
destination if a new destination is assigned to
the field trip.


Number 10


DESTADD1 This is the first address line of the
destination if a new destination is assigned to
the field trip.


Text 30


DESTADD2 This is the second address line of the
destination if a new destination is assigned to
the field trip.


Text 30


DESTCITY This is the city of the destination if a new
destination is assigned to the field trip.


Text 15


DESTSTATE This is the state of the destination if a new
destination is assigned to the field trip.


Text 2


DESTZIP This is the zip code of the destination if a
new destination is assigned to the field trip.


Text 10


AMOUNT1 This is the first of five flat dollar amounts for
expenses and other charges that can be billed
to the customer.


Number
(2 decimals)


10


AMOUNT2 This is the second of five flat dollar amounts
for expenses and other charges that can be
billed to the customer.


Number
(2 decimals)


10


AMOUNT3 This is the third of five flat dollar amounts
for expenses and other charges that can be
billed to the customer.


Number
(2 decimals)


10


AMOUNT4 This is the fourth of five flat dollar amounts
for expenses and other charges that can be
billed to the customer.


Number
(2 decimals)


10
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The Field Trip Request Import File Layout


Field Name Description Data Type Length
AMOUNT5 This is the fifth of five flat dollar amounts


for expenses and other charges that can be
billed to the customer.


Number
(2 decimals)


10


AMOUNTTXT1 This is the first of five descriptions for the
five flat dollar amounts that can be billed to
the customer.


Text 50


AMOUNTTXT2 This is the second of five descriptions for the
five flat dollar amounts that can be billed to
the customer.


Text 50


AMOUNTTXT3 This is the third of five descriptions for the
five flat dollar amounts that can be billed to
the customer.


Text 50


AMOUNTTXT4 This is the fourth of five descriptions for the
five flat dollar amounts that can be billed to
the customer.


Text 50


AMOUNTTXT5 This is the fifth of five descriptions for the
five flat dollar amounts that can be billed to
the customer.


Text 50


GRADE This is the grade of the class that is taking
the field trip. This grade must be a valid
grade found in the Grade table.


Text 5


INVOICE_FORMAT This is the invoice template that tells T.O.M.
which invoice format to use when printing
invoices for this field trip.  If no format is
entered T.O.M. defaults to TOM_INVOICE


Text 50


INVOICE_COMMENT#1 This is a comment that will (if you have
selected to print this in your invoice
template) print on your invoice.


Memo -


TICKET_FORMAT This is the trip ticket template that tells
T.O.M. which trip ticket format to use when
printing trip tickets for this field trip.  If no
format is entered T.O.M. defaults to
TOM_TICKET.


Text 50
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Using T.O.M. Field Trip Request Import Feature


To import field trip requests from the import file that you have prepared click on File menu option on the
T.O.M. Main Screen and then click the Import option (Figure 13-29).


Figure 13-29. Accessing the Field Trip Request Import Routine


The Field Trip Request Import Warning screen displays (Figure 13-30).  This screen is warning you that
you should make a backup of your T.O.M. databases before you import field trip requests because you may
accidentally import bad field trip request records that would corrupt your field trip request database.
Because you may then restore your T.O.M. databases from the backup that you made you want to ensure
that you are the only active user of T.O.M. when you import your field trip requests.
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Figure 13-30. The Field Trip Request Import Warning Screen


To continue to the Field Trip Request Import screen click the OK button on the Field Trip Request Import
Warning screen (Figure 13-30). The Field Trip Request Import screen will then display (Figure 13-31).


Click the OK button to continue if you have
already made a backup of your database.
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From the Import Field Trip Requests screen enter the import file name (or text file name as it’s called on
the screen).  This name MUST include the full file path of the file.   If you are not sure of the full file path
of the file or unsure of it’s name click the Browse button (Figure 13-31) and navigate to the drive and
directory where the import file is located.


Figure 13-31. The Field Trip Request Import Screen


Enter the import
file name
including the
FULL file path.


Or click the Browse
button to search for your
import file.


Check this box to delete the import
file from its original location.
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The Text File Search screen then displays (              Figure 13-32).  The Text File Search screen is really
just a standard Windows File Search screen that you are probably very familiar with.  With this screen you
would first specify the drive to search.  Then you would specify the folder within that file to search.
Finally, you would point to that file in the list of files, click on it and click the OK button (              Figure
13-32).  NOTE: Your import file can have any name that you desire BUT it must have .txt  (text file) type.


              Figure 13-32. The Browse Text Files Screen


First, specify
what path to
search.


Third, click on
the Open button
to accept the
selected text file.


Second, find the
file in the list of
files found in the
folder and click
on it.
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You are then returned to the Field Trip Request Import screen (Figure 13-33).  You now may begin the
import process by clicking the IMPORT button (Figure 13-33).  After a period of time that will vary
depending on the speed of your computer, your network and the size of the file you are importing you will
be returned to the T.O.M. Main Screen (Figure 13-29).


Figure 13-33. The Field Trip Request Import Screen AFTER Selecting An Import File


To begin the
import process
click the Import
button.
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Question: How do I know what Field Trip Requests were imported and what Field Trip Requests were
entered by a school?


Answer: T.O.M. will automatically assign the user that entered the field trip request to Imported for all
field trip requests that were imported into T.O.M. (Figure 13-34).  Those field trip requests that were
entered by a school will have the Userid of the person that entered the field trip request.


Figure 13-34. An Imported Field Trip Request As Show In the Detailed Field Trip Request Screen


The user Imported is
stamped on all field
trip requests that were
imported into T.O.M.





		How Does The Field Trip Request Feature Work?

		Setting Up T.O.M. at a School

		Reviewing Field Trip Requests

		Viewing a Pending Field Trip Request

		Information at the Top of the Detailed Field Trip Request Screen

		Information at the Bottom of the Detailed Field Trip Request Screen

		The information at the bottom of the screen  (Figure 13-6) is displayed regardless of the tab section displayed on the Detailed Field Trip Request screen.

		The General Tab on the Detailed Field Trip Request Screen

		The Dates / Times Tab in the General Tab

		The Passengers / Miles / Purpose Tab in the General Tab

		The Instructions Tab on the Detailed Field Trip Request Screen

		The Assignment Tab on the Detailed Field Trip Request Screen

		The Billing Tab on the Detailed Field Trip Request Screen

		The Other Tab on the Detailed Field Trip Request Screen



		Saving Changes to a Field Trip Request

		Field Trip Requests With Additional Trip Dates and Times

		Working with Advanced Field Trip Features



		New Destinations Created by Schools

		Using The Field Trip Request Search / Selection Screen To Search Your Field Trip Requests

		Approving Field Trip Requests

		Denying Field Trip Requests
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Performing T.O.M. Database
Maintenance Routines
As you probably know T.O.M. was developed in Microsoft’s Access.  This product is a combination of a
user-friendly desktop tool, a relational database, a powerful programming language and a tightly integrated
component of Microsoft’s Office suite of software programs.


A Microsoft Access database should have a couple of house cleaning routines performed on it: repair the
database and compact the database.  These two processes will ensure that your T.O.M. Database will
always run at the optimum performance level.


Since the T.O.M. Database is a Microsoft Access database those rules apply to it too.  T.O.M. comes with
some tools that make it very easy for you to perform these tasks.


T.O.M Tip


Gecko recommends that you run the database maintenance routines no less than once
a week and generally it’s a good idea to backup, repair and compact your T.O.M.
Database and Field Trip Request Database daily!


Database maintenance routines for your T.O.M. Database includes:


• Repairing your T.O.M. Database


• Compacting your T.O.M. Database


• Repairing your T.O.M. Field Trip Request Database


• Compacting your T.O.M. Field Trip Request Database


This chapter describes first how to start the T.O.M. Tools program, which allows you to perform these four
database maintenance routines. Each routine is described later in this chapter.


Backing Up Your T.O.M. Database First
You should always backup your T.O.M Database immediately before performing any T.O.M. Database
maintenance routines. Although each routine will warn you about this, you should do the backup before
you start T.O.M. Tools since backups are done in the T.O.M. softwarenot in T.O.M. Tools. Refer to
Chapter 10 – Backing Up and Restoring in this manual for details about doing a backup.
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Using T.O.M. Tools to Maintain Your T.O.M. Database
All of the T.O.M. Database maintenance routines are part of the T.O.M. Tools program, which you can run
from the Windows Programs menu on your desktop.


1. Make a backup of your T.O.M. Database before you run any of the T.O.M. Database maintenance
routines.  It is wise to have a backup copy of your T.O.M. Database in case you experience problems
with the maintenance procedure.


 
2. Make sure that you are THE ONLY PERSON USING THE T.O.M. software.  Make sure that all other


users are not only NOT using T.O.M. but also are completely logged off the T.O.M. software.  The
maintenance routine will NOT run if another person is using the T.O.M. software.


 
3. The T.O.M. Database maintenance routines require that even you be out of the T.O.M. software. Open


the Exit menu, and click the Exit option (Figure A-1).


Figure A-1. Everyone Must Exit the T.O.M. Software to Use T.O.M. Tools
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4. To open the T.O.M. Tools program, click the Start button, then highlight Programs, the T.O.M. folder
and click the T.O.M. Tools option (Figure A-2).


Figure A-2. Running T.O.M. Tools Option from Windows 95/98


Click the Start button, then
Programs, the T.O.M. folder and
T.O.M. Tools.
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The T.O.M. Tools Main Screen is displayed (Figure A-3).


Figure A-3. The T.O.M. Tools Main Screen


From the T.O.M. Tools Main Screen (Figure A-3) you can perform any of the T.O.M. Database
maintenance routines:


• Compact  & Repair your T.O.M. Database.


• Compact & Repair your T.O.M. Field Trip Request Database.


These two buttons allow you to
perform all the T.O.M. database
maintenance routines.
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 Compacting  & Repairing Your T.O.M. Database
As you enter, change and remove information into your T.O.M. Database it can become disorganized and
inefficient in the way it stores and retrieves information.  This can cause your T.O.M. software to run
slowly at times.  The Compact T.O.M. Database tool runs Access’s Compact Database utility, which cleans
up your T.O.M. Database and ensures that it is running at optimum performance as well as eliminating any
corruption found in the database.


T.O.M Tip


Gecko recommends that you run the Compact T.O.M. Database no less than once a
week and generally it’s a good idea to backup, repair and compact your T.O.M.
Database and Field Trip Request Database daily!


1. Follow the steps described in the section Using T.O.M. Tools to Maintain Your T.O.M. Database at the
beginning of this chapter to access the T.O.M. Tools Database maintenance program.


2. Click the Compact & Repair T.O.M. Database button on the T.O.M. Tools Main Screen (Figure A-4).


Figure A-4. Accessing the Compact & Repair T.O.M. Database


Click the Compact &
Repair T.O.M. Database
button.
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The Compact T.O.M. Database Warning screen is displayed (Figure A-5).
The Compact T.O.M. Database Warning screen reminds you that this routine will not run if there are
other people using the T.O.M. Database and that it would be a good idea to back up your T.O.M.
Database before performing this task.


NOTE: If you wish to backup your T.O.M. Database before continuing, click the Cancel button, exit
T.O.M. Tools and refer to Chapter 10 – Backing Up and Restoring in this manual for details about
doing a backup. Then return to this section to compact your T.O.M. Database.


Figure A-5. The Compact T.O.M. Database Warning Screen


3. Click the OK button to continue if you don’t need to do a backup (Figure A-5). The Compact
Database screen is displayed (Figure A-6).


If you have observed the screen’s cautions, click
the OK button to continue. If not, see the note in
step 3 above.
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Click the Compact Now button (Figure A-6).


Figure A-6. The Compact T.O.M. Database Screen


Depending on the size of your database and the speed of your computer / network the compact process
should take anywhere from a few seconds to several minutes.  When the repair compact is complete
the message T.O.M. Database Compacted will display on your Compact T.O.M. Database screen
(Figure A-7).


Click the Compact Now button to compact
your T.O.M. Database.
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Figure A-7. The Compact T.O.M. Database Screen AFTER The Compact Process


4. Click the Exit button to return to the T.O.M. Tools Main Screen (Figure A-4).


5. You may choose to perform another database maintenance routine or exit from T.O.M. Tools by
selecting the Exit button (Figure A-3).


Click the Exit button to return to the
T.O.M. Tools Main Screen.
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Compacting  & Repairing Your T.O.M. Field Trip Request
Database
As you enter, change and remove information into your T.O.M. Field Trip Request Database it can become
disorganized and inefficient in the way it stores and retrieves information.  This can cause your T.O.M.
software to run slowly at times.  The Compact T.O.M. Field Trip Request Database tool runs Access’s
Compact Database utility, which cleans up your T.O.M. Field Trip Request Database and ensures that it is
running at optimum performance.


T.O.M Tip


Gecko recommends that you run the Compact & Repair T.O.M. Field Trip Request
Database no less than twice a week and generally it’s a good idea to backup, repair
and compact your T.O.M. Database and Field Trip Request Database daily!


1. Follow the steps described in the section Using T.O.M. Tools to Maintain Your T.O.M. Database at the
beginning of this chapter to access the T.O.M. Tools Database maintenance program.


2. Click the Compact & Repair T.O.M. Field Trip Request Database button on the T.O.M. Tools Main
Screen (Figure A-8).


Click the Compact T.O.M. Field Trip
Request T.O.M. Database button.
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Figure A-8. Accessing the Compact T.O.M. Field Trip Request Database


The Compact T.O.M. Field Trip Request Database Warning screen is displayed (Figure A-9).
The Compact T.O.M. Field Trip Request Database Warning screen reminds you that this routine will
not run if there are other people using the T.O.M. Field Trip Request Database and that it would be a
good idea to back up your T.O.M. Field Trip Request Database before performing this task.


NOTE: If you wish to backup your T.O.M. Field Trip Request Database before continuing, click the
Cancel button, exit T.O.M. Tools and refer to Chapter 10 – Backing Up and Restoring in this manual
for details about doing a backup. Then return to this section to compact your T.O.M. Field Trip
Request Database.


Figure A-9. The Compact T.O.M. Field Trip Request Database Warning Screen


3. Click the OK button to continue if you don’t need to do a backup (Figure A-5). The Compact T.O.M.
Field Trip Request Database screen is displayed (Figure A-10).


If you have observed the screen’s cautions, click
the OK button to continue. If not, see the note in
step 3 above.
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4. Click the Compact Now button (Figure A-10).


Figure A-10. The Compact T.O.M. Field Trip Request Database Screen


Depending on the size of your database and the speed of your computer / network the compact process
should take anywhere from a few seconds to several minutes.  When the compact process is complete
the message T.O.M. Field Trip Request Database Compacted will display on your Repair T.O.M. Field
Trip Request Database screen (Figure A-11).


Click the Compact Now button to compact
your T.O.M. Field Trip Request Database.
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Figure A-11. The Compact T.O.M. Field Trip Request Database Screen AFTER The Compact Process


5. Click the Exit button to return to the T.O.M. Tools Main Screen (Figure A-8).


6. You may choose to perform another database maintenance routine or exit from T.O.M. Tools by
selecting the Exit button (Figure A-3).


Click the Exit button to return to the
T.O.M. Tools Main Screen.





		Backing Up Your T.O.M. Database First

		Using T.O.M. Tools to Maintain Your T.O.M. Database

		Compacting  & Repairing Your T.O.M. Database

		Compacting  & Repairing Your T.O.M. Field Trip Request Database
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Using the T.O.M. Master Calendar
The T.O.M. Master Calendar (Figure C-3) provides a calendar that allows you to communicate a day’s
status regarding field trip activity for everyone using the T.O.M software. Here’s what you can do with the
Master Calendar:


• Enter comments about days.
• Close days for field trip entry.
• Enter warning days that will display to anyone attempting to enter a field trip on that day.
• Mark days as ‘No School Days’.


The Master Calendar can be accessed from two different screens:
• Click the Calendar button on the Field Trip Search / Selection Screen (Figure C-1).


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


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


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


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


• Click on any day in the month to select it.
• Click the < button in the VCR controls (near the top of the screen) to change the calendar to the


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


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


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


next year of the same month.
• Double-click on any day in the month to open the Notes for the Day Screen (Figure C-4), which


allows you to close days, include warnings or add notes for days.


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


Notes for: This field shows the selected day from the Master Calendar.


Short note: This field is used for the note that appears on the Master Calendar, such as No Trips.


Long note: This field is used for a more comprehensive note for the day that appears only in the Notes for
the Day Screen.


School Closed on this day?: This is a checkbox that, when checked, causes T.O.M.’s auto assign
procedure not to bother checking for route conflicts and to subtract a driver’s route time for that day from
O.T. Calculation.


Severity: This controls what happened when you attempt to schedule a trip or trip request for this day.
Choose from one of the three options as follows:


• Note – no message is displayed when you enter trips on that day.
• Warning – a warning is displayed when you enter trips for that day but the trip is still accepted.
• Day closed – a warning is displayed when you enter trips for that day and the trip is NOT


accepted.


Click the Exit button to
leave the Master
Calendar.


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


Double click on
a day to view the
Notes for that
Day Screen
(Figure C-4).


Use the <
and >
buttons to
select the
previous
month (<)
or next
month (>)
of the
same year.
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Figure C-4. The Notes for the Day Screen


Icon for Note: This is the small picture that appears on the Master Calendar for this day. Select from any
icon in the list. Use the scroll bar to the right of the list to see more choices. NOTE: You can add your own
icon by clicking the Add Icon button. See Add Your Own Icon Button to the Notes for the Day below for
details.


Add Icon Button: Add your own icons to the Icon for Note list that can then be selected for any note.
You can change the name of the icon even after they have been added to the list. See Add Your Own Icon
Button to the Notes for the Day below for details.


Click OK to save
the note and
return to the
Master Calendar. Click Delete Note to remove


this entire note from the
Master Calendar.


Click Cancel to
exit this screen
without saving
your changes.


Click Add
Icon to add
your own
icon to the
list.
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Add Your Own Icon to the Notes for the Day


You can add your own icons to the Icon for Note list that can then be selected for any note.  You can
change these icons even after they have been added to the list. The bit image file must already exist before
you can add it to the list.


1. Click the Add Icon button to display the Choose a Picture screen (Figure C-5).


Figure C-5. Choose the Bit Image File That Contains the Icon You Wish to Add


2. Navigate to the drive and folder that contains the icon file. Select the file and click the Open button.


Figure C-6. Enter a Name for Your Icon.


3. Enter a name for the icon you are adding and click the OK button (Figure C-6). The icon is added to
the list in the Note for the Day Screen (Figure C-7).
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Figure C-7. Your Icon is Added to the List.





		Add Your Own Icon to the Notes for the Day
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Using Microsoft Access 2000 to
Customize T.O.M. Reports
Gecko Microsolutions takes software reports very seriously. We know that in the end a software package is
only as good as the reports it produces and questions it can answer. With that in mind, T.O.M. was created
with a rich and robust set of management reports. These reports are enhanced by T.O.M.’s powerful
searching and sorting options. 


While T.O.M. has by far the best field trip reporting in the industry, we wanted to take its already
formidable features even further. We found that there was still a need for our customers to take some of
T.O.M.’s reports and change them a little to make them “just right.” Or really be able to change the layout
and look of the trip ticket or invoice.


To help you get the most from T.O.M.’s reporting features, we have included a feature that allows you to
change T.O.M. reports or create your own unique reports (using Microsoft Access 2000) and run them in
T.O.M. T.O.M. ships with a new custom report library database containing many of T.O.M.’s more
popular reports. You can open this custom report library with Access 2000 and modify any of the reports in
that library using the powerful Report Writer in Access 2000. You can even create your own new reports
in this report library.


When running many of the management reports in T.O.M., you can tell T.O.M. that you want to run one of
these reports in the custom report library. The report library ships with the following popular management
reports and forms. You can then use Access 2000 to change any of these reports.


• Field Trip 1 Line Report
• Field Trip 2 Line Report
• Field Trip 3 Line Report
• Field Trip 4 Line Report
• Field Trip Report with Employees
• Field Trip Report with Employees New Page per Day
• Field Trip Employees Report 1 Line
• Field Trip Employees Report 2 Line
• Recap Report
• Trip Ticket
• Invoice


An important part of this feature is that these reports are protected when a new version of T.O.M. comes
out. You don’t have to recreate them each time T.O.M. comes out with a new release. Let’s take a look at
how this works. 


Before You Start…


• You should have a basic understanding of designing reports in Microsoft Access 2000 in order to
follow the example in this appendix. 


• You should be fully knowledgeable in working with Access 2000 if you decide to customize or
create your own reports. If you are not, we strongly suggest you find someone who is before you
attempt to modify any T.O.M. reports or create your own reports for use with T.O.M.
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• All tables in this database are temporary work tables that T.O.M. replaces when running certain
reports.


• The queries located in this database should not be deleted or modified.  If they are, some reports
will not run correctly.


• The custom report library database is named ‘TRIPRPT.MDB’ and it is stored on EACH user’s
P.C. in the same directory that their T.O.M. software is stored.  NOTE:  If you create a custom
report it is only available on your P.C.  If you want it available for other users you must copy the
TRIPRPT.MDB file to the other P.C.’s.


An Example of Changing an Existing T.O.M. Custom Report
For our example, we will be working with one of T.O.M.’s popular dispatching reports: the 2 Line Field
Trip Report. It is a simple report that shows 2 lines of information for a selected list of field trips. In this
example, you will learn how to make a simple change by replacing the Grade field with the Fund field of
the field trip, as shown in Figure D-1.
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Figure D-1. An Example of the 2 Line Field Trip Report
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Changing the Custom Report in Access 2000


1. Start Microsoft Access 2000 and open the database “TRIPRPT.MDB”.  Click on the reports tab and
select the report that you want to modify.   NOTE: Before you change anything in a report, you should
always work from a copy of the original report, giving it a new name, such as
“RPT_FIELDTRIP_2LINE_DEMO”  (Figure D. 2).


Figure D. 2 – Copying Report Format and Saving as a New Report
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2. Figure D-3 shows the list of T.O.M.’s custom reports in the custom report library TRIPRPT.MDB,
which is loaded in Access 2000. You can see our new report RPT_FIELDTRIP_2LINE_RPT_DEMO.
We click on our report and click on the Design button.


Figure D-3. Accessing the 2 Line Field Trip Report in Access 2000


Click on the
desired report
format and
click on the
‘Design’
button.
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3.  The report is opened in the Access 2000 Report Writer (Figure D-4). Report Writer is a very powerful
tool that allows you to visually design your custom report using Access 2000.


Figure D-4. The New 2 Line Field Trip Report Before Changes are Made
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4. Now we will remove the Grade field from the original report format (Figure D-4) and replace it with
the Fund field (Figure D-5). 


Figure D-5. The New 2 Line Field Trip Report With The Grade Field Changed to the Fund


We’ve
replaced
the Grade
field with
the Fund
field
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5. We then save the modified report and are returned to the database screen (Figure D-6).  Are work is
done, we then exit from Microsoft Access 2000


Figure D-6. The New Custom Report in the Report Library after the change
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Using the Custom Report in T.O.M.


Now that the custom report has been changed, you can use it in T.O.M. to print your field trip report with
the Fund field instead of the Grade field.


1. Open the Report menu option, click on Management Reports, and then click on Field Trip Reports
(Figure D-7). 


Figure D-7. Accessing the Custom Field Trip Report


The Field Trip Reports screen is displayed (Figure D-8).
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2. Complete the screen to search and sort the field trips you want included in the report. See Chapter 8 –
Management Reports if you need help.  Do NOT select a report from the What Report field.  Instead
click on the Sorting tab ( Figure D-8).


Figure D-8. The Field Trip Reports Screen


Click on the
Sorting Tab.







D-12 Transportation Operations Manager


Appendix D: Using Microsoft Access 97 to Customize T.O.M. Reports


3. The Sorting section of the Field Trip Reports screen displays (Figure D-9).  Uncheck the Use standard
T.O.M. Report Formats checkbox.


Figure D-9. Accessing Your Custom Report Through the Sorting Tab


Uncheck
the Use
standard
T.O.M.
Report
Formats
box.
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4. This ‘enables’ the ACCESS Format drop down list.  This is a list of all of the reports contained in the
Access 2000 database ‘TRIPRPT.MDB’.  This allows you to select exactly which report you wish to
run. Here we will click on the ‘Access Format’ drop-down arrow and select
RPT_FIELDTRIP_2LINE_DEMO from the list (Figure D-10). 


Figure D-10. The Custom Report Selected in the ACCESS Format Field


Select the
custom report
you wish to
print from the
list of reports
found in
‘triprpt.mdb’.
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5. The selected custom report will display in the ACCESS Format field. You are now ready to run the
custom report by clicking the Print button.  (Notice the Preview button is disabled.   You may not
preview a custom report).    After a few minutes your custom report is printed (Figure D-12).


NOTE:  Normally, T.O.M. would then create a temporary work table in the ‘TRIPRPT.MDB’
database containing the field trips selected for this report to by used by your custom report.  However,
if you were using the Field Trip Report with Employees or the Field Trip Report with Employees New
Page Per Day reports formats as templates for your custom report then you would have to instruct
T.O.M. to create a second temporary work table of the employee’s assigned to these selected field
trips.  To do this you would need to click on the ‘Build Employee Assignment Report Database’ check
box (see Figure D-11).


Figure D-11. The Field Trip Reports Screen, Sorting Section After the Desired Custom Report was
Selected


NOTE:  T.O.M. displays ALL the report formats found in the database TRIPRPT.MDB in the ACCESS
Format drop down list.  However, certain report formats depend on certain work tables that are only built
in certain screens.  You must take care to run your custom reports from the correct screens based on what
T.O.M. report you based your custom report upon.  This will ensure that T.O.M. will rebuild the correct
work table that your custom report uses.  For example, you would not create a custom report based on the
Recap Report Format and then run that custom report in the Print Trip Tickets Screen.  T.O.M. would not
build the correct report table needed by your custom report.  See    for a complete list of the report formats
available for you to customize and the work tables (and screens that build them) these report formats use.


If you
were
running a
custom
report
based on
the Field
Trip
Report
With
Employees
or Field
Trip
Report
With
Employees
New Page
Per Day
Report
then you
would
need to
click this
check box
to tell
T.O.M. to
build a
second
work table
of the
employees
assigned to
the
selected
field trips.


Click the Print button to print
the report.  (You cannot
preview a custom report).
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Figure D-12. An Example of the Customized 2 Line Field Trip Report with the Fund Field
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Report Name Description Work Table Used Screen to Run
Report From


RPT_FIELDTRIP_1LINE_DRIV 1 Line Field Trip
Drivers Report


QTBL_FIELDTRIP_EMP_RPT Field Trip
Employee Reports


RPT_FIELDTRIP_1LINE_RPT 1 Line Field Trip
Report


QTBL_FIELDTRIP_RPT Field Trip Reports


RPT_FIELDTRIP_2LINE_DRIV 2 Line Field Trip
Drivers Report


QTBL_FIELDTRIP_EMP_RPT Field Trip
Employee Reports


RPT_FIELDTRIP_2LINE_RPT 2 Line Field Trip
Report


QTBL_FIELDTRIP_RPT Field Trip Reports


RPT_FIELDTRIP_3LINE_RPT 3 Line Field Trip
Report


QTBL_FIELDTRIP_RPT Field Trip Reports


RPT_FIELDTRIP_4LINE_RPT 4 Line Field Trip
Report


QTBL_FIELDTRIP_RPT Field Trip Reports


RPT_FIELDTRIP_NB_RPT Field Trip Report with
Employees


QTBL_FIELDTRIP_RPT Field Trip Reports


RPT_FIELDTRIP_RPT Field Trip Report with
Employees New Page
per Day


QTBL_FIELDTRIP_RPT Field Trip Reports


RPT_FIELDTRIP_RPT_SUB A sub report of all
drivers assigned to
each field trip.  It is
used in both
RPT_FIELDTRIP_NB_
RPT and
RPT_FIELDTRIP_RPT


QRY_FIELDTRIP_RPT_SUB (You shouldn’t
print this report –
it is used in Field
Trip Report with
Employees and
Field Trip Report
with Employees
New Page Per
Day)


RPT_INVOICE Invoice QTBL_INVOICE Individual Invoice
Print, Group
Invoice Print and
Mass Billing


RPT_INVOICE_SUB1 Sub Report that is the
invoice’s subtotal
miles and hours
charges section.


QTBL_INVOICE (You shouldn’t
print this report –
it is used when
printing invoices.)


RPT_INVOICE_SUB2 Sub Report that is the
invoice’s flat charges
section.


QTBL_INVOICE (You shouldn’t
print this report –
it is used when
printing invoices.)


RPT_INVOICE_SUB3 Sub Report that is the
invoice’s detail
employee charges
section.


QTBL_INVOICE_SUB (You shouldn’t
print this report –
it is used when
printing invoices.)


RPT_INVOICE_SUB4 Sub Report that is the
invoice’s step billing
charges section.


QTLB_INVOICE (You shouldn’t
print this report –
it is used when
printing invoices.)


RPT_RECAP_CUST_HEAD Recap Report sorted
by Customer / Fund


QRY_RECAP_CUST_HEAD –
Query using work table -
QTBL_RECAP_CUST_SUB


Recap Report


Continued on next page…
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Report Name Description Work Table Used Screen to Run
Report From


RPT_RECAP_CUST_SUB Sub Report of detail
information for Recap
Report sorted by
Customer and Fund


QTBL_RECAP_CUST_SUB (You shouldn’t
print this report –
it is used when
printing Recap
Report sorted by
Customer / Fund.)


RPT_RECAP_FUND_HEAD Recap Report sorted
by Fund / Customer


QRY_RECAP_FUND_HEAD –
Query using work table -
QTBL_RECAP_FUND_SUB


Recap Report


RPT_RECAP_FUND_SUB Sub Report of detail
information for Recap
Report sorted by Fund
and Customer


QTBL_RECAP_FUND_SUB (You shouldn’t
print this report –
it is used when
printing Recap
Report sorted by
Fund / Customer.)


RPT_TRIPTICKET Trip Ticket QTBL_TRIPTICKET_RPT Individual Trip
Ticket Print, Mass
Assign, Group
Trip Ticket Print.


RPT_TRIPTICKET_SUBRPT Sub Report – used in
trip ticket – listing all
drivers assigned to a
field trip.


QTBL_TRIPTICKET_SUB2 (You shouldn’t
print this report –
it is used when
printing trip
tickets.)


RPT_TRIPTICKET_SUBRPT2 Sub Report – used in
trip ticket – listing
destinations and
addresses of trips.


QTBL_TRIPTICKET_SUB (You shouldn’t
print this report –
it is used when
printing trip
tickets.)


Figure D. 13 – List of Reports Available Customizations
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		Changing the Custom Report in Access 2000

		Using the Custom Report in T.O.M.
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Using Microsoft MapPoint and T.O.M. to
Create a Map of Your Field Trip
Having a map for a field trip is a natural help.  Either you are taking a trip to a new location or you have a
new relatively inexperienced driver who needs help in finding his / her way around the field trip.  Gecko
has linked T.O.M. with a relatively new member to the Microsoft Office family of software products –
MapPoint to do this.  MapPoint is one of the easiest yet most powerful mapping software products
available on the market.  MapPoint is not only a powerful mapping tool, it also contains detail street maps
and points of interest for all of North America.  Because both T.O.M. and MapPoint were developed in the
Microsoft Office framework they can easily communicate with each other providing you with two products
that can act as one!


Note: In order to use the mapping feature of T.O.M. you must have Microsoft MapPoint 2002 or
later installed on your workstation.


Using T.O.M. and MapPoint to create a map for your field trip is a simple two step process:  1. Retrieve the
field trip you wish a map for and edit it in the Working With Field Trips Screen.  2. Click on the Map
button on the Detailed Field Trip Screen.  T.O.M. automatically launches MapPoint, feeds it the field trip’s
customer location and destination location and instructs MapPoint to create a route from the customer to
the destination.  (Note: if your field trip has multiple destinations T.O.M. will feed MapPoint the location
of all the destinations in your field trip and the sequence that you will visit each destination.)  T.O.M. then
instructs MapPoint to generate detailed driver directions (lefts and rights) for this route.  T.O.M. will then
retrieve these driver directions and place them in the destination’s special instructions. T.O.M. will also
retrieve the estimated miles of the trip that MapPoint estimates and place them in the field trip’s estimated
miles.  (Note: having T.O.M. retrieve both the driver directions and estimated miles from MapPoint and
place them in the field trip record is optional.  You can specify in the District Options whether or not
T.O.M. you retrieve this information and place it in the field trip record.)


Let’s see how it’s done step by step:


First Retrieve the Field Trip You Want to Map:


You must first retrieve the field trip you wish to map.  To do this locate the field trip you wish to map on
your field trip search screen and double click on it or click on it and click the Edit button (Figure E- 1).
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Figure E- 1Selecting a Field Trip To Map


Either
Click in
the
desired
trip and
click the
Edit
button or
double
click on
the
d i d


After selecting
the trip click the
Edit button.
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Second, Click on the Map Button on the Detailed Field Trip Screen


Once the Detailed Field Trip Screen displays simply click on the MAP button located in the General
Section of the Detailed Field Trip Screen to the left of the Fund text box (Figure E- 2).  T.O.M. will
automatically launch MapPoint, give it the customer and destination locations, and instruct MapPoint to
create a route from the customer to the destination(s) (Figure E- 3).


Figure E- 2 – Clicking on the Map Button to Create a Map in MapPoint for the Field Trip.


Click on the
Map Button.
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Figure E- 3- Map of Field Trip Automatically Created when T.O.M. Launched MapPoint


While in MapPoint you can Pan / Zoom in and out of the map of the field trip to better understand it.  You
can also print this map using any one of the many different attractive maps or reports available in
MapPoint.  For more information on what you can do in MapPoint see the user’s guide that came with
MapPoint or refer to MapPoint’s comprehensive electronic Help.  When you are ready to return to your
T.O.M. Software simply close your MapPoint session.


What Does T.O.M. Retrieve From MapPoint?


As was mentioned at the start of this chapter T.O.M. can retrieve two things from MapPoint: 1. The
detailed driver directions generated from MapPoint.  2. The estimated miles of the field trip calculated by
MapPoint.  Let’s take a look in detail at each of these:


DRIVER DIRECTIONS


As you have seen MapPoint automatically creates detailed driver directions (or lefts and rights) for your
field trip.  T.O.M. can automatically retrieve those directions and place them in the field trip’s Destination
Special Instructions.  By doing this T.O.M. is now able to print a Trip Ticket for the field trip that will
contain these special instructions.  Figure E- 4 shows the driver directions for the trip by MapPoint.  Figure
E- 5 shows the Instructions Section of the Detailed Field Trip Screen with that field trip with MapPoint’s
driver directions automatically copied into the Destination Special Instructions by T.O.M.
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Figure E- 4 – The Driver Directions Section of the MapPoint Map of the Field Trip


The
driver
directions
section of
the map.
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Figure E- 5 – Same Driver Directions Created by MapPoint Copied Automatically into the Trip’s
Destination Special Instructions


MapPoint’s
driver
directions
copied by
T.O.M. into
the trip’s
Destination
Special
Instructions.
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ESTIMATED MILES


MapPoint also calculates the estimated miles for a trip.  T.O.M. can automatically retrieve that estimate and
place it in the field trip’s estimated miles section.  NOTE: when MapPoint estimates the miles for a trip it
estimates a ONE WAY TRIP only.  When T.O.M. retrieves that estimate, T.O.M. will first double the
estimate to estimate a ROUND WAY TRIP mileage before placing it in the trip’s Estimated Miles.  T.O.M.
will also add the customer’s Base Miles to that estimate if there are any.  Remember the Customer’s Base
Miles was entered to estimate a round trip from the bus garage to the customer’s.  By both doubling
MapPoint’s estimated miles and adding the Customer’s Base Miles T.O.M. effectively transforms
MapPoint’s estimated miles for a one way trip from the customer to the destination to a round trip from the
bus garage, to the customer then to the destination and back.


Figure E- 6 shows how MapPoint has calculated the trip’s Estimated Miles as a one way trip.  Figure E- 7
shows how T.O.M. then automatically takes this number and doubles it to reflect a round trip and then adds
the customer’s base miles to that number before placing it into the field trip’s Estimated Miles.


Figure E- 6 – MapPoint’s Estimated Mileage for the Field Trip


MapPoint’s
Estimated
Miles.
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Figure E- 7 – Results of T.O.M. Taking MapPoint’s Estimated Miles & Doubling It & Adding Customer’s
Base Miles


The result of T.O.M. automatically taking
MapPoint’s Estimated Mileage, doubling it
to reflect a round trip and adding the
customer’s base miles.
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What If I Don’t Want T.O.M. To Copy this Information From MapPoint?


If for some reason you decide you don’t want T.O.M. to retrieve either the driver directions or estimated
miles from MapPoint you can turn these features off.  In T.O.M.’s District Options there is a new section
titled Map that contains check boxes that allow you to turn these two features on or off ().


Figure E- 8- Map Section In T.O.M.’s District Options Screen that Allows You to Turn Off T.O.M.’s
Retrieving of Driver Directions and / or Estimated Miles from MapPoint


Check box options that allow you to signal to
T.O.M. what information you want T.O.M. to
automatically retrieve from a MapPoint map
of a field trip.





		Second, Click on the Map Button on the Detailed Field Trip Screen

		What If I Don’t Want T.O.M. To Copy this Informat
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Saving Your T.O.M. Reports as Word,
Excel, Text or Other Files.
Reports are many times the reason why you purchase a software product like T.O.M. spend all the effort to
use it.  You want T.O.M. to give you reports to let you know your field trip activity.  Gecko takes reporting
seriously and it’s reflected in T.O.M.’s rich set of reports as well as report customization capabilities in
T.O.M.  T.O.M. has yet another dimension to addressing your reporting needs.  T.O.M. allows you to
create a report and then to save the report as a file such as Microsoft Word or Excel.  You may then load
up your report in these programs and further tailor it to you exact reporting requirements.  You can also
incorporate your T.O.M. Report in another document that draws information from your T.O.M. report.


T.O.M. allows you to save your T.O.M. Report in the following formats:


• Microsoft Word
• Microsoft Excel
• HTML
• Microsoft Access Snapshot
• Text file


All your T.O.M. Reports allow you to export the reports as a file.  The following is an example of how you
would do this.  For this example we chose to save a Money Owed Report as an Excel Spreadsheet.  First
we would select the Money Owed Report and enter reporting parameters.  Then we would tell T.O.M. that
we want to save the report as a file.  To do this we click on the Report to File Check box found in the Other
Section of the Money Owed Report Screen and then click the Print button (Figure F- 1).   NOTE: Clicking
the Preview button will NOT cause the report to be saved as a file.


Figure F- 1- Instructing T.O.M. to Save the Money Owed Report to a File.


First, Click on the Report to
File Checkbox to tell T.O.M. to
save the report as a file.


Then click on the Print button (Preview
will NOT cause the file to be created).
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The Output to What screen will then display asking you which type of file you want to save your report to
(Figure F- 2).  NOTE: Rich Text Format or RTF is used and understood by Microsoft Word.  If you want
to save your report as a Word document then select Rich Text Format.  HTML is a format you would
choose if you want to post your report to a Webpage on the Internet or Intranet.  MS-DOS Text is simply a
text file that will write the report with just the characters and spaces.  All the fonts will be changed to
single font.  All formatting like bold or underline will be dropped.


Figure F- 2 – The Output To What Screen that Allows You to Specify What Type of File You Wish to Have
Your T.O.M. Report Saved As


The Output To Where Screen will then display (Figure F- 3).  This is a Microsoft Windows Explorer like
screen that allows you to specify exactly where your new report file is to be saved.  Use this screen to
navigate where you want your file saved and click the OK button to save your report file to this location.


Figure F- 3- The Output To Where Screen that Allows You to Specify Where to Save Your Report File


Select the file
type you want
your T.O.M.
report saved
as.


Then click
the OK
button.


Use this
Windows
Explorer like
screen to
navigate to
where you
want to save
your report
file.


Then click on
the OK
Button.
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You are then returned to your report screen to either exit or print the report normally or save it as another
file format.


NOTE:  Almost all of T.O.M.’s reports have this feature.  Sometimes the Report to File Check box
will not be in the same place depending on the complexity of the report’s screen.  If the Report to
File Checkbox is not on the report’s main screen then you should find it either in the Other or
Sorting tab of the report’s screen.


NOTE:  You will find that on some of these file formats your T.O.M. Report does not retain all of the
same formatting and style that it prints in.  This is to be expected.  Not all file formats accommodate
some of the text formatting that is available in T.O.M. Report Writer.


Excel especially will have a tendency to have a blank sheet of nothing but page headings.  If you
scroll to the RIGHT you will find your T.O.M. Report with all of the data.
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Appendix G
Emailing Your T.O.M. Reports as Word,
Excel, Text or Other Files.
One part of a report’s job is to assist you in communicating information about your Transportation
Department to other individuals.  T.O.M. has a handy dimension to it’s reporting capabilities that will
allow you to do this in an easy electronic fashion.  T.O.M. allows you to email a report to another person as
a file attachment to that email.


T.O.M. allows you to email your T.O.M. Report as a file attachment to the email in the following formats:


• Microsoft Word
• Microsoft Excel
• HTML
• Microsoft Access Snapshot
• Text file


NOTE: This T.O.M. Feature will only work if your default email client on your computer uses a
‘MAPI’ email standard.  This feature will not work if your default email client uses another
standard besides MAPI such as ‘POP3’.  T.O.M. will automatically try and send this file attachment
to whatever email client you have designated as your ‘default email client’ on your computer.
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Most  your T.O.M. Reports allow you to attach the reports as a file to an email.  The following is an
example of how you would do this.  For this example we chose to email a Money Owed Report as an Excel
Spreadsheet.  First we would select the Money Owed Report and enter reporting parameters.  Then we
would tell T.O.M. that we want to email the report as a file attachment.  To do this we click on the Email
Report Check box found in the Other Section of the Money Owed Report Screen and then click the Print
button (Figure G- 1).   NOTE: Clicking the Preview button will NOT cause the report to be emailed as a
file attachment.


Figure G- 1 - Instructing T.O.M. to Email the Money Owed Report as a File Attachment.


First, Click on the Email Report
Checkbox to tell T.O.M. to email the
report as a file attachment.


Then click on the Print button (Preview
will NOT cause the report to be emailed).
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The Output to What File Type screen will then display asking you which type of file you want to email
your report as (Figure G- 2).  NOTE: Rich Text Format or RTF is used and understood by Microsoft Word.
If you want to save your report as a Word document then select Rich Text Format.  HTML is a format you
would choose if you want to post your report to a Webpage on the Internet or Intranet.  MS-DOS Text is
simply a text file that will write the report with just the characters and spaces.  All the fonts will be
changed to single font.  All formatting like bold or underline will be dropped.


Figure G- 2– The Output To What File Type Screen that Allows You to Specify What Type of File You Wish
to Have Your T.O.M. Report Emailed As


Select the file
type you want
your T.O.M.
report
emailed as.


Then click
the OK
button.
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Appendix G: Emailing Your T.O.M. Reports as Word, Excel, Text or Other Files


Your default email client software then displays (in this example it is Microsoft Outlook Express)  (Figure
G- 3).    Your default email address is filled in the From section and your T.O.M. Report is attached as a
file in the format you selected.  All you need to do now is fill in the To: email address, the subject and any
additional email notes and send the document with the report attached.  It’s that easy!


Figure G- 3- Your Default Email Client Software then Displays With Your T.O.M. Report Attached as a
File in the Format You Selected.


You are then returned to your report screen to either exit or print the report normally or email it to another
recipient.


NOTE:  Almost all of T.O.M.’s reports have this feature.  Sometimes the Report to File Check box
will not be in the same place depending on the complexity of the report’s screen.  If the Report to
File Checkbox is not on the report’s main screen then you should find it either in the Other or
Sorting tab of the report’s screen.


NOTE:  You will find that on some of these file formats your T.O.M. Report does not retain all of the
same formatting and style that it prints in.  This is to be expected.  Not all file formats accommodate
some of the text formatting that is available in T.O.M. Report Writer.


Excel especially will have a tendency to have a blank sheet of nothing but page headings.  If you
scroll to the RIGHT you will find your T.O.M. Report with all of the data.


Your default
email
address.


The T.O.M.
Report
attached as a
file in the file
type you
selected.
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What if my Email Client isn’t based in the MAPI format?  Can I still email my T.O.M.
Reports as file attachments?  Yes!


If your computer’s email does NOT use the MAPI format then this feature will not work.  HOWEVER,
you can still save your report as a file and then launch your email program and send the save report as a file
attachment yourself.  The Email Report option simply saved you the second step of launching your email
and attaching the report file.
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Appendix H
Having T.O.M. Automatically Send
Emails During Key Events.
T.O.M. has a powerful feature that allows you to designate key events that will cause an Email message to
automatically be created and sent to up to three Email address for each field trip.  T.O.M. allows you to
select which events out of a list of predefined events are to cause email messages to be sent.  T.O.M. also
lets you define which type of Email address should receive the email message when the event occurs.
Further, T.O.M. let’s you define how the email message is to be composed and what information
concerning the field trip it is to contain using T.O.M.’s Email Templates.  Finally, you can enter up to three
default email addresses per customer that are stamped on each new field trip added for that customer.  You
may then change or remove those email addresses on the individual field trip screen.  Below is a detailed
discussion of how you would setup and use this powerful feature in T.O.M. and where you may find
additional information on the various subjects discussed.


NOTE: This T.O.M. Feature will only work if your default email client on your computer uses a
‘MAPI’ email standard.  This feature will not work if your default email client uses another
standard besides MAPI such as ‘POP3’.  T.O.M. will automatically try and send these emails using
whatever email client you have designated as your ‘default email client’ on your computer.


Telling T.O.M. When You Want An Email Sent


T.O.M. has a set of predefined events that occur to field trips that you can select to have emails sent to field
trips.   T.O.M. allows you to specify which of these events will cause an email to be sent and to which or
the up to three email addresses the email is to be sent to.  To work with these settings you must click on the
Email Options button in the District Options Screen (Figure H. 1).  This will cause the Email Options
screen to display (Figure H. 2).  For more information about T.O.M.’s Email Options see Chapter 4 –
District Options in your Getting Started Manual.
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Figure H. 1- Accessing the Email Options From the District Options Screen


Click on the Email
Options Button.
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Appendix H: Having T.O.M. Automatically Send Emails During Key Events


Figure H. 2 – The Email Options Screen
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Telling T.O.M. How You Want Your Emails to be Composed


When composing the automatic Email messages T.O.M. uses a set of predefined Email Templates that you
can modify.  These Email Templates allow you to specify what text is to be included in the email and what
information is to be included about the specific field trip is to be included as well.  There is a template for
each predefined event that can cause T.O.M. to send an email.  To work with these Email Templates you
would select File / Other / Templates / Email Templates from the main T.O.M. menu (Figure H. 3).  From
here you may select one of these templates and instruct T.O.M. the composition of the automatically
generated email message (Figure H. 4 and Figure H. 5).  For more information about working with the
Email Templates see Chapter 12 – Email Templates of the Getting Started Manual.


Figure H. 3- Accessing the Email Templates Option from T.O.M.’s Main Menu
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Appendix H: Having T.O.M. Automatically Send Emails During Key Events


Figure H. 4 – The Email Templates List Screen


Click on a predefined Email Template
and then Click the Edit button or double
click on the desired Email Template.
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Appendix H: Having T.O.M. Automatically Send Emails During Key Event


Figure H. 5 – The Detailed Email Template Screen


How Do You Tell T.O.M. Who to Email To?


T.O.M. allows you to specify up to three default Email addresses per customer (Figure H. 6).  These Email
addresses are then stamped on both new Field Trip Requests and new Field Trips as they are entered into
T.O.M. (Figure H. 7).  The user may then change these email addresses for the individual Field Trip
Request and Field Trip.  For more information about setting a customer’s default Email Addresses see
Chapter 5 – Customers in your Getting Started Manual.
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Figure H. 6 – Setting the Default Email Addresses for a Customer


Customer’s
Default Email
Addresses.
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Figure H. 7- Email Addresses for a Field Trip


Three Email Addresses available for a field trip.





		Telling T.O.M. When You Want An Email Sent

		Telling T.O.M. How You Want Your Emails to be Composed

		How Do You Tell T.O.M. Who to Email To?
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Appendix I
Exporting T.O.M.’s Field Trip Invoices to
Your Organization’s Accounting
Software.
T.O.M. has a powerful feature that allows you to export your field trip invoices created by your T.O.M.
software to your organization’s accounting software.  Many School Districts and Contractors have
expressed a desire to not only have T.O.M. bill for their field trips but to then take those invoices created
for the field trips and export them to their accounting software thus saving the time and expense of having
a person rekey the field trip billing information back into their accounting software.  T.O.M. Field Trip
Invoice Export feature does just that.


T.O.M. comes preprogrammed to export to several popular accounting software products like ACCPAC
and IFES.


NOTE: Gecko Microsolutions, Inc. has a standing offer to all of it’s customers that if T.O.M. does
not currently have an export format that is compatible with your accounting software Gecko will
attempt to add that format to your T.O.M. software for NO CHARGE!  Just contact Gecko and we
will be more than happy to assist you in having T.O.M. share field trip billing information with your
accounting software.


Telling T.O.M. What Export Format to Use When Exporting Your Field Trip Invoices


As was previously mentioned T.O.M. has a list of predefined export formats that you can select from.
Your first step in using the T.O.M. A/R Export feature is to select what format you want T.O.M. to export
the information.  To do this you would select the File / Other / A/R Export Settings Option on your Main
T.O.M. Menu (Figure I- 1)  this will cause the A/R Export Setup Screen to display (Figure I- 2).


Depending on which Export Format you select you will be prompted for different information.  Because
the list of formats is constantly grown we will not discuss each option that each format screen displays.
You should either receive an addendum document describing the detailed fields for you specific format or
you should contact a Gecko support representative and he / she can answer any questions you may have.
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Appendix I: Exporting T.O.M.’s Field Trip Invoices to Your Accounting Software


Figure I- 1 – Accessing T.O.M.’s A/R Export Settings Routing


Figure I- 2 – An Example of the A/R Export Setup Screen
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Appendix I: Exporting T.O.M.’s Field Trip Invoices to Your Accounting Software


Exporting Your Field Trip Invoices to Your Accounting System


Once you have set the A/R Export Format T.O.M. is to use you can then at any time then choose to export
you field trip billing information to your accounting system.  (NOTE: You can only export billing
information on field trips that have ALREADY BEEN BILLED.)  To instruct T.O.M. to export a group of
field trip invoices select File / Export on your main T.O.M. Menu (Figure I- 3)  this will cause the Invoice
Export Screen to display (Figure I- 4).


Figure I- 3- Selecting the T.O.M. Field Trip Invoice Export Option
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Appendix I: Exporting T.O.M.’s Field Trip Invoices to Your Accounting Software


Figure I- 4 – T.O.M.’s Invoice Export Screen


The Invoice Export form () allows you to specify a field trip Bill Date Range and / or a field trip Departure
Date Range.   You may also use T.O.M’s convenient preprogrammed Dates list to automatically fill in the
date ranges for you.  Once you enter in the desired date range(s) you would click the OK button.  T.O.M.
will then gather all field trips that match the date range(s) you entered, extract their billing information and
place it in an export file.  The name of the export file itself will depend on what export format you selected
in the A/R Export Settings screen ().  Again you will either have a separate set of documentation giving
you the specific details for your selected export format setting or you should contact a Gecko
representative to find out what the name of your specific export file will be.  When you select your export
format you would also specify what location your export file should be placed.


T.O.M. will automatically delete an old export file that is found in the location you specified before
creating a new export file.  You may then use your accounting software’s import routing to then import
T.O.M.’s field trip invoices.   NOTE: Most commercial accounting software packages prefer to perform
this type of two stop importing process rather than having a program like T.O.M. export the field trip
invoices directly into the accounting software’s database.  Usually, most commercial accounting software
has filtering logic placed in their importing features to prevent imported data to cause imbalances or other
accounting problems in the software’s database.  Hence, T.O.M. simply creates a export file that is
compliant in format to the accounting software’s import format.





		Telling T.O.M. What Export Format to Use When Exporting Your Field Trip Invoices

		Exporting Your Field Trip Invoices to Your Accounting System
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Chapter 3
Canceling Field Trips and Individual
Drivers
Sometimes your customers will cancel their field trips after you have already assigned drivers to the field
trips.  Or, sometimes your customers will dramatically reduce the number of drivers required to service a
field trip after you have already assigned drivers to a field trip.  In either case you now have the further
complication of having to remember that one or more drivers need to have a canceled field trip replaced.


NOTE: If your district has a policy of NOT replacing driver cancellations then you should make
sure that the Replace Cancellations options is turned off in your District Options.  You do not need
to continue reading this chapter if your district does NOT replace driver cancellations. For more
information see the Chapter 4 – District Options in the T.O.M. Getting Started Manual.


T.O.M. easily and accurately tracks either the cancellation of an entire field trip or just one assigned driver
for a field trip.   T.O.M. also automatically tracks those drivers who need replacement field trips.  In this
chapter you will learn:


• How T.O.M. Tracks Canceled Drivers Who Need A Replacement Trip.


• Canceling An Entire Field Trip


• Reducing The Number of Drivers Needed for A Field Trip After Drivers and Vehicles Have Been
Assigned to the Field Trip.
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How T.O.M. Tracks Canceled Drivers Who Need A
Replacement Trip
A critical feature to driver automatic assignment is T.O.M.’s ability to first assign canceled drivers before
assigning drivers from a rotation schedule.  To do this T.O.M. must keep track of those drivers who were
assigned to a field trip and then had that assignment canceled.  The following is a detailed discussion of
how T.O.M. keeps track of canceled drivers and how those drivers are later assigned replacing field trips:


1. Either an entire field trip is canceled or one or more drivers are canceled from a field trip that is
already assigned drivers and vehicles.  T.O.M. automatically enters the driver, the field trip number
and the date of the field trip into the Canceled Driver List.  This list contains all drivers that had field
trip assignments that were later canceled.  This list contains all cancellations, both replaced and non
replaced assignments.  See Figure 3-1 for an illustrated example of this process.


 
 
 
 
 
 
 


 
 
 


Figure 3-1. Example of T.O.M. Tracking Canceled Driver Assignments
 
 


Field Trip #:111


CANCELED


Schedule: Mid Day


Assigned Drivers:
Bill Niad
Ted Oso


Canceled Driver List
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Cancel
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Day
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Day
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T.O.M.


Canceled Field Trip
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2. Later when T.O.M. attempts to automatically assign drivers to a field trip before selecting drivers from
the rotation schedule T.O.M. first inspects the Canceled Driver List to see if there are any canceled
drivers who: 1. Have not had their canceled assignment replaced by another assignment.  2.  Had an
original assignment with the same schedule (for example Mid Day) as the new field trip that T.O.M. is
attempting to automatically assign.  If both of these conditions are true then T.O.M. will assign the
canceled driver(s) first.  Then if there are no more canceled drivers who meet the previous two
conditions T.O.M. will turn to the rotation schedule.  See Figure 3-2 for an illustrated example of this
process.


 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 


Figure 3-2. T.O.M. Checking Canceled Driver List First Possible Drivers to Assign to New Field Trip
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Canceled Driver List


Driver
Cancel


Trip Sched.
Repl.
Trip#


Bill
Niad


111 Mid
Day


Ted
Oso


111 Mid
Day


Ted
Oso


101 Week
Day


Mike
Flyn


98 Mid
Day


100







3-4 Transportation Operations Manager


Chapter 3: Canceling Field Trips and Individual Drivers


3. T.O.M. then records the number of the new field trip as the replacement field trip number on the
Canceled Driver record.  This information is kept on record to allow your district to later report to the
driver that in fact all of his / her canceled field trip assignments were replaced and which field trips
replaced the canceled assignments.  This information is also used by T.O.M. when printing the Trip
Ticket for the driver for the new field trip assignment.  T.O.M. will automatically print on the trip
ticket that this field trip assignment is replacing a previous canceled field trip assignment.  Figure 3. 3
gives an illustrated example of this process.


 
 
 
 
 
 
 
 
 
 
 


 
 


Figure 3. 3- T.O.M. Selects Two Canceled Drivers to Assign to New Field Trip and Logs the New Field
Trip Number Into Canceled Driver List
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Canceling An Entire Field Trip


It is easy to cancel a field trip using T.O.M.  You click a button and T.O.M. automatically stamps the trip
as canceled and logs the date that the field trip was canceled.  If the field trip had drivers assigned to it
T.O.M. automatically logs those drives into the Canceled Drivers List.  The drivers on the Canceled
Drivers List are given first priority when T.O.M. automatically assigns new field trips.  The following is a
detailed discussion on the steps involved in canceling a field trip using T.O.M.:


1. Retrieve the field trip you wish to assign by using the Field Trip Search / Selection screen (see
Figure 1-2 in Chapter 1 - Entering Field Trips, Printing Estimates and Using the Field Trip Inquiry of
this manual).  Or you may enter a new field trip then press the Save button.


2. Click the Cancel Trip button (Figure 3-4).  This will cause the field trip to be marked as canceled.  If
drivers were assigned to the field trip then T.O.M. automatically logs those drivers to the Canceled
Driver List.  The previous section of this chapter describes this process as well as how these drivers
are given first priority when T.O.M. automatically assigns new field trips.


 


 
 
 
 
 


Figure 3-4. The Cancel Trip Button
 
 


Click the Cancel Trip button to
cancel the current field trip.
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2. T.O.M. will display a message screen asking you to confirm that the field trip is to be canceled (Figure
3-5).  Once click the Yes button the field trip will be canceled. (Click No to return to the Detailed
Field trip screen without canceling the field trip.)


 


 
Figure 3-5. Message Screen Asking You to Confirm That You Wish to Cancel the Field Trip


 
3. After the field trip is canceled, the word ‘Canceled’ is displayed in red at the bottom of the screen


when this field trip is displayed (Figure 3-6).  The date that the field trip was canceled is also
displayed.  If you were to display the drivers assigned to the field trip you would see that their status
had been changed to ‘Canceled’.  Finally, the Cancel Trip button is disabled to indicate that you may
not click it again.


Figure 3-6. A Field Trip AFTER the Cancel Trip Button Was Clicked


The Cancel Trip
button is now
disabled.


Field Trip Stamped
as canceled with
date of cancellation.







User Guide 3-7


Chapter 3: Canceling Field Trips and Individual Drivers


Reducing the Number of Drivers Needed for a Field Trip After
Drivers and Vehicles Have Been Assigned to the Field Trip by
Canceling a Driver


Another way that a driver’s field trip assignment may be canceled is to cancel an individual driver from a
field trip rather than canceling the entire field trip.  This feature is used when, for example, you have a field
trip that has three drivers assigned to it and at the last minute you receive word that only two drivers will
be needed for the trip.  When this situation occurs you want to both remove one of the driver’s assignments
to the field trip as well as ensure that the driver whose assignment you removed is replaced for this
canceled assignment with another field trip as soon as possible.


This process is called ‘Canceling a Driver’.  This is very easy to do with T.O.M.  You simply display the
drivers assigned to the field trip and change one of the driver’s status from ‘Assigned’ to ‘Cancel’.  The
following is a detailed discussion on the steps you take when canceling a driver from a field trip.


1. Retrieve the field trip you wish to assign by using the Field Trip Search / Selection screen (see
Figure 1-2 in Chapter 1 - Entering Field Trips, Printing Estimates and Using the Field Trip Inquiry of
this manual).  Or you may enter a new field trip then press the Save button.


 
2. Click the Trip Driver Info button (Figure 3-7).   This will cause the Trip Driver Information screen


(Figure 3-8) to display.
 


 
Figure 3-7. The Trip Driver Info Button


Click the Trip Driver Info
button to cancel an
assigned driver.
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Figure 3-8. Trip Driver Information Screen
 


3. You then change the selected driver’s status from ‘Assigned’ to ‘Cancel’.  To change a driver’s status
on a field trip click the down arrow of the Status drop down list box (Figure 3-9).  This list box
displays the many types of status that you may assign to drivers of a field trip.  Point to the word
‘Cancel’ and click it with your mouse.  The system will automatically change the Status box from
‘Assigned’ to ‘Cancel’.


 


This is the status for this
driver assigned to the field
trip.  Click arrow to list the
many types of status
options.


Counter telling you how many
drivers are involved with this field
trip. The arrow buttons let you scroll
through the various drivers.







User Guide 3-9


Chapter 3: Canceling Field Trips and Individual Drivers


 
 
 
 
 


Figure 3-9. Changing a Driver’s Status From ‘Assigned’ to ‘Cancel’
 


4. Click the Save button and then click the Exit button.  You will automatically be returned to the main
field trip screen (Figure 3-7).  T.O.M. will automatically place the driver that you canceled to the
Canceled Drivers List.  See the first section of this chapter for a detailed discussion regarding the
Canceled Driver List and how T.O.M. gives drivers on this list first priority when automatically
assigning field trips.


Click on Cancel to automatically cancel
the driver from this field trip.
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		How T.O.M. Tracks Canceled Drivers Who Need A Replacement Trip

		Canceling An Entire Field Trip

		Reducing the Number of Drivers Needed for a Field Trip After Drivers and Vehicles Have Been Assigned to the Field Trip by Canceling a Driver
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Appendix B
Advanced Field Trip Features
T.O.M. offers several advanced field trip features that truly makes it “the most powerful field trip software
on the planet!” This chapter describes the following features:


• Charging a Trip to Multiple Customers and/or Funds
 
• Working with Multiple Destination Field Trips
 
• Working with Shuttle Trips – One Driver Dropping Off and Another Driver Picking Up
 
• Specifying Special Driver Characteristics
 
• Entering Driver Bids for a Field Trip


NOTE: If you wish to learn about working with T.O.M.’s basic field trip features, see Chapter 1 –
Entering Field Trips, Printing Estimates and Using the Field Trip Inquiry in this manual. You’ll find
details about the following features:


• Entering Field Trips
 
• How T.O.M. Automatically Calculates the Number of Vehicles Needed for a Field Trip
 
• Entering Multiple Day Field Trips
 
• Retrieving An Existing Field Trip Using the Trip Number
 
• Retrieving An Existing Field Trip Using the Field Trip Search Screen
 
• Deleting A Field Trip
 
• Printing Field Trip Estimates for Customers
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Charging a Trip to Multiple Customers and/or Funds
Many times you may have multiple customers (schools) that take the same field trip together.  These
customers will then expect you to split the cost of the field trip to the different to each of these customers.
Or a customer may instruct you to split the cost of the field trip to multiple funds.  T.O.M. makes it easy to
bill multiple customers and / or charge the field trip against multiple funds. This is done from the Detailed
Field Trip screen by clicking the Split button on the General tab (Figure B-1).


Figure B-1. Accessing the Split Trip Charges Screen


When you click the Split button, the Trip Splits screen is displayed (Figure B-2). This screen shows all a
splits for this field trip. From this screen you can add new splits, change existing splits or delete existing
splits.


Adding a Trip’s Splits


If you wish to add a new trip split, click the New button on the Trip Split Charges screen (Figure B-2) and
you will be taken to the Trip Charge Split screen (Figure B-3). This screen will let you enter all of the split
information. To save the split information you have entered, click the OK button. To exit this screen
without saving the split information you have entered, click the Exit button.


Note:  The split button is only visible if you checked the ‘Allow Trips To Be Split To Multiple Customers /
Funds’ check box in the Billing Section of the District Options screen.  For more information about this
field  see Chapter 4 – District Options in your Getting Started Manual.


Click the Split button to bill multiple customers
and / or charge the field trip against multiple
funds.
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Figure B-2. The Split Trip Charges Screen


Click the New button from the Split Trip Charges screen for each split you wish to add. See Trip Charge
Split Screen Options below for a complete description of the data entry fields and options.


Figure B-3. The Trip Charge Split Screen


Click to add a
new split. Click to change the


selected existing split.


Click to remove
the selected
existing split. Click to leave


the Trip Splits
Screen.
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Figure B-4. Existing Trip Split Charges Might Look Like This


When you have finished entering your trip split charges, click the Exit button. The Detailed Field Trip
screen is again displayed. Notice that the Split button is now a yellow Split button, which indicates that a
trip split exists (Figure B-5).


NOTE: You will not be allowed to exit the Trip Splits screen if any of the following conditions are true:
• You have created only 1 split record. You must have at least 2 split records (or why bother


entering a split).
• The total percentage of all the split records must add up to exactly 100%. If not an error will


display.
• At least one of the trip split records must NOT have a Maximum Amount To Split.  This is


because we don’t know how much the trip will bill for until it is performed and if all of the splits
have a max amount there is a chance that the totals of the max amounts could be not equal to the
trip billed amount.


A list of all
your
existing
splits.
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Figure B-5. The Split Button Changes to a Yellow Button When Split Trip Charges Exist


Changing an Existing Trip’s Splits


If you wish to change an existing trip split, then select a trip split on the Trip Splits screen (Figure B-2) by
clicking the row containing the desired trip split and then click the Edit button.  You will be taken to the
Trip Charge Split screen (Figure B-3), which will let you change any of the split information.  To save the
split information you have changed, click the OK button.  To exit this screen without saving the split
information you have entered, click the Exit button. See Trip Charge Split Screen Options below for a
complete description of the data entry fields and options.


Deleting an Existing Trip’s Splits


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


Trip Charge Split Screen Options


The following describes the data entry fields and options for the Trip Charge Split screen (Figure B-3).


Customer button: This is the number of the customer to bill.  You can enter the customer number here or
click the drop-down arrow and select the customer from the list of customers displayed. If you don’t know


The Split button changes to a yellow Split
button when Split Trip Charges exist.
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the customer number you can look it up by the customer name.  See Chapter 5 – Customers in the T.O.M.
Getting Started Manual for details about searching for customers.


Fund button: This is the fund that the field trip is charged against.  This field is also a drop down list box.
You can enter the fund number here or click the drop-down arrow and select the fund from the list of funds
displayed. If you don’t know the fund number you can look it up by the fund name.  See Chapter 3 –
Entering Lookup Lists in the T.O.M. Getting Started Manual for details about searching for funds.


Split %: Enter the percentage of the bill you wish to charge for this customer and / or fund, from 1% to
99%. (You could enter 0% or 100%, but that would defeat the purpose of a spilt charge!) .  Enter as a
decimal.  For example, enter 50% as .50.


Maximum Amount of Split: The maximum amount this split will bill for. For example, if the split is 50%
with a maximum amount of $2,500.00, T.O.M. will bill 50% of the trip up to that amount. After the
maximum amount is reached, the balance will be distributed to the other customers or funds.


At least one of the trip split records must NOT have a Maximum Amount To Split.  This is because we
don’t know how much the trip will bill for until it is performed and if all of the splits have a max amount
there is a chance that the totals of the max amounts could be not equal to the trip billed amount.
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Working with Multiple Destination Field Trips
Many times a field trip will not go to a single destination but to many destinations.  For example, a field
trip may first go to the bread factory at 9:00 AM, then the stuffed animal factory at 11:00 AM and finally,
to the park for lunch at 12:30 PM before returning to the customer’s site at 2:15 PM.  Don’t worry T.O.M.
can handle these kind of field trips.


If a field trip requires more than one destination you can specify them from the Detailed Field Trip screen
by clicking the Multi-Dest. button on the Assignment tab (Figure B-6).


Figure B-6. Accessing the Multiple Trip Destinations / Legs Screen


When you click the Multi-Dest. Button, the Multiple Destinations / Legs screen is displayed (Figure B-7).
This screen shows all the destination legs for this field trip. From this screen you can add new destination
legs, change existing destination legs or delete existing destination legs.


Click the Multi-Dest. button to specify more
than one destination for your field trip.


Click the
Assignment
Tab.
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Adding a Trip’s Multiple Destinations


We call the description of one destination to another (or from the customer site to a destination or vice a
versa) a ‘destination leg’.  For example, leave the stuffed animal factory at 12:00 PM and go to the park for
lunch at 12:30 PM.  This would be one destination leg.


If you wish to add a new destination leg, click the New button on the Multiple Trip Destinations / Legs
screen (Figure B-7) and you will be taken to the Trip Additional Destination Leg screen (Figure B-8).
Click the New button from the Multiple Destination / Legs screen for each destination leg you wish to add.
NOTE: You must enter more than one destination leg; otherwise there is no point in using the multi-
destination feature.


Figure B-7. The Multiple Destination / Legs Screen with No Trips Added Yet


The Trip Additional Destination Leg screen (Figure B-8) will let you enter all the destination leg
information. See Trip Additional Destination Leg Screen Options below for a complete description of the
data entry fields and options.


Click each time you wish to
add a new destination leg.
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Figure B-8. The Trip Additional Destination Leg Screen


To save the destination leg information you have entered, click the OK button. The Multiple Trip
Destinations / Legs screen will again be displayed showing the trip you added (Figure B-9). To exit the
Trip Additional Destination Leg screen without saving the destination leg information you have entered,
click the Exit button.


Click to save the destination leg
information you have entered.


Click to leave
without saving the
information.
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Figure B-9. Existing Trip Destinations / Legs Might Look Like This


When you have finished entering your destination legs, click the Exit button. The Detailed Field Trip
screen is again displayed. Notice that the Multi-Dest. button is now a yellow Multi-Dest. button, which
indicates that multiple destination legs exists (Figure B-10).


NOTE: You must enter more than one destination leg or T.O.M. will not let you exit the Trip Additional
Destination Leg screen. Otherwise there would be no point in using the multi-destination feature.


A list of all
your
existing
destination
legs.


Click to change the
selected existing
destination leg.


Click to remove
the selected
existing
destination leg.


Click to leave
the Multiple
Destination /
Legs screen.
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Figure B-10. The Mult-Dest. Button Changes to a Yellow Button When Multiple Destinations Exist


Changing an Existing Trip’s Multiple Destinations


If you wish to change an existing destination leg, then select a destination leg on the Multiple Destination /
Legs screen (Figure B-7) by clicking the row containing the desired destination leg and then click the Edit
button.  You will be taken to the Trip Additional Destination Leg screen (Figure B-8), which will let you
change any of the destination leg information.  To save the destination leg information you have changed,
click the OK button.  To exit this screen without saving the destination leg information you have entered,
click the Exit button. See Trip Additional Destination Leg Screen Options below for a complete description
of the data entry fields and options.


Deleting an Existing Trip’s Multiple Destinations


To remove an existing destination leg, then select a destination leg on the Multiple Destination / Legs
screen (Figure B-7) by clicking the row containing the desired destination leg and then click the Delete
button.  T.O.M. will ask you to confirm that you really want to delete this destination leg.  If you do
confirm to T.O.M. that you want to delete the destination leg, T.O.M. will remove the destination leg from
your T.O.M. database.


The Multi-Dest. button is now a yellow Multi-Dest.
button, which indicates that multiple destination
legs exists.
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Trip Additional Destination Leg Screen Options


The following describes the data entry fields and options for the Trip Additional Destination Leg screen
(Figure B-8).


Start Location: This is the location where this leg of the field trip begins. You can enter the name and
address information or click the Set to Customer or Set to Destination buttons. Clicking the Set to
Customer button automatically fills the trips’ customer name and address into the start location fields.
Clicking the Set to Destination button automatically fills the trip’s destination name and address into the
start location fields.


If you want to select a predefined customer site then click the Customer button to look up your customers
by the name. See Chapter 5 – Customers in the T.O.M. Getting Started Guide for details about searching
for customers.


If you want to select a predefined destination site then click the Destination button to look up your
destinations by name.  See Chapter 8 – Destinations in the T.O.M. Getting Started Guide for details about
searching for destinations.


End Location: This is the location where this leg of the field trip ends. You can enter the name and
address information or click the Set to Customer or Set to Destination buttons. Clicking the Set to
Customer button automatically fills the trips’ customer name and address into the start location fields.
Clicking the Set to Destination button automatically fills the trip’s destination name and address into the
start location fields.


If you want to select a predefined customer site then click the Customer button to look up your customers
by the name. See Chapter 5 – Customers in the T.O.M. Getting Started Guide for details about searching
for customers.


If you want to select a predefined destination site then click the Destination button to look up your
destinations by name.  See Chapter 8 – Destinations in the T.O.M. Getting Started Guide for details about
searching for destinations.


Leg Times: These are the times when this leg of the field trip takes place. As with all time fields in T.O.M.
the 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 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.  See
Appendix C - The Pop Up Calendar and Time Entry Screens in the T.O.M. Getting Started Manual for
more details.


• Start Time: Required - This is the time that this leg of the field trip begins. You must enter this
time.


• Arrive Time: Optional - This is the time that this leg of the field trip arrives at its destination.
You do not have to enter this time.


• Leave Time: Optional - This is the time that this leg of the field trip leaves the destination to
either begin the next leg or return. You do not have to enter this time.


• End Time: Required - This is the time that this leg of the field trip is complete. You must enter
this time.


• Estimated Time of Leg: Enter the time yourself or click the Calc button to have T.O.M.
automatically calculate the estimate leg time.
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Working with Shuttle Trips
When a field trip requires that one driver take the passengers to the destination and then leave the
passengers and later a second driver comes to the destination and pick up those passengers and return them
to the customer site it’s called a ‘Shuttle Trip’ by T.O.M.


A Shuttle Trip can actually have more than two drivers.  For example, the trip could require that two
drivers take the passengers to the destination site and different two drivers go to the destination site and
pick up the passengers and return them back to the customer’s site.


If a field trip requires one driver to drop off the field trip participants and a different driver to pick them up
for the return trip, you can specify this requirement from the Detailed Field Trip screen by clicking the
Shuttle Trip checkbox on the Assignment tab (Figure B-6).


Designating a Field Trip as a Shuttle Trip


Let’s look at what happens when you designate a field trip as a shuttle trip. Figure B-11 shows a typical
field trip as seen first from the General tab on the Detailed Field Trip screen.


Figure B-11. A Typical Field Trip You Might Need to Designate as a Shuttle Trip
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Click the Assignment tab where the Shuttle Trip checkbox is located (Figure B-12). Notice that the
checkbox is not checked yet.


Figure B-12. The Shuttle Trip Checkbox is Located on the Assignment Tab


When you check the Shuttle Trip checkbox, the Multi-Dest. button changes to a yellow Multi-Dest. button
(Figure B-13), indicating that the trip has multiple destination legs. T.O.M. then creates two destination
legs:


• The first destination leg starts at the customer location and ends at the destination location.
• The second destination leg starts at the destination location and ends at the customer location.


You can view and change the multiple destinations by clicking the yellow Multi-Dest. button on the
Assignment tab (Figure B. 14). See Working with Multiple Destination Field Trips earlier in this appendix
for details about viewing and working with the multiple destination screens.


The Shuttle Trip checkbox, located on
the Assignment tab, is not yet checked.
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NOTE: T.O.M. uses the Departure Time, Arrival Time, Leave Time and Return Time entries to create the
two destination leg times. If the Arrival Time and Leave Time fields are blank, this may cause some rather
strange leg times.


Normally the first destination leg will have a Start Time set at the Departure Time of the field trip and an
End Time set to the Arrival Time of the field trip.  The second destination leg will have the Start Time set
to the Leave Time of the field trip and the End Time set to the trip’s Return Time.


What if the trip’s Arrive Time and Leave Time are left blank?


Then T.O.M. make an admittedly poor guess at the destination leg times.  When the trip’s Arrive Time and
Leave Time are left blank and the trip is marked as a Shuttle Trip then T.O.M. will; 1. Set the first
destination leg’s Start Time to the trip’s Departure Time and the End Time to the trip’s Return Time.  2.
Set the second destination leg’s Start Time and Return Time both to the trips Return Time.


Removing a Shuttle Trip


To remove a shuttle trip, simply uncheck the Shuttle Trip checkbox on the Detailed Field Trip screen’s
Assignment tab. T.O.M. deletes the multiple destinations legs and returns the Mult-Dest. button from
yellow to black.


Figure B-13. Specifying Shuttle Trips When One Driver Drops Off and Another Driver Picks Up


Click the Shuttle Trip checkbox when one driver drops off and another
driver picks up. The Mult-Dest. button changes to a yellow button.
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O.K., I’ve created this shuttle trip.  Now, how do I assign drivers to it?


The same way you assigned drivers with other field trips; either with T.O.M.’s various methods of
automatically assigning drivers to a field trip or manually assigning a driver to a field trip within T.O.M.
using the Manually Add A Driver Screen.


T.O.M.’s Automatic Assignment feature will automatically assign twice as many drivers as a trip normally
requires if it is marked as a Shuttle Trip.  When checking the prospective driver’s to be assigned to the
Shuttle Trip for conflicts T.O.M. will check to see if the various Destination Leg’s do NOT conflict the
candidate driver’s other field trips, routes or overtime restrictions.  When T.O.M. finds a destination leg
that is compatible with the candidate driver, then that driver is assigned to both the trip and the destination
leg with the trip.  For more information about how T.O.M.’s Automatic Assignment feature works see
Chapter 2 in this manual.


If you are assigning the driver’s to a Shuttle Trip manually T.O.M. will automatically prompt you for the
destination leg that the driver is being assigned to.


Once a driver has been assigned to a destination leg of a Shuttle Trip T.O.M. will automatically instruct the
driver where he /she is picking up and dropping off the passengers on the driver’s Trip Ticket based on
which destination leg the driver is assigned to.


Figure B. 14. T.O.M. Creates Multiple Trip Destination Legs When You Designate the Shuttle Trip
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Specifying Special Driver Characteristics
If you need to specify special driver characteristics for a field trip, such as a driver certified for driving on
mountain roads. You can do this from the Detailed Field Trip screen by clicking the Characteristics button
on the Assignment tab (Figure B-15).


Some field trips need drivers that have special abilities or training.  T.O.M. allows you to create a list of
driver characteristics  and assign those characteristics to your drivers.  T.O.M. then allows you to specify if
a field trip requires that only drivers with certain characteristics should be assigned to that trip.


NOTE: This feature should be used sparingly. A more efficient way to achieve the same affect is to set up
a different schedule.


For example, rather than setting up a driver characteristic of ‘Mountain Roads’ to indicate that a driver is
certified to drive on mountain roads it would be better if you setup a mountain roads schedule and enroll
those drivers that are mountain road certified.  Then if a field trip requires a driver that is certified to drive
on mountain roads you can just set the field trips schedule to the mountain roads schedule when entering
the field trip into T.O.M.


Why is this way better than using the Driver Characteristics feature?


When the auto assign procedure is checking a driver for a characteristic then it simply keeps trying and
skipping drivers in the schedule until it finds a driver with the required driver characteristic.  So if you
have 50 drivers in a schedule and only two have the required driver characteristic T.O.M. could in theory
try and skip dozens of drivers before one of those two drivers would be assigned to the field trip.  If,
however, you used a schedule that only had drivers with the required skills then T.O.M. would not have to
try and skip some many other drivers when assigning drivers to this field trip.


If using Schedules is better than using Driver Characteristics why bother  using the
Driver Characteristics Feature at all?


You would use the Driver Characteristics feature because you may already have created many schedules to
group your drivers by geographic zones and / or times of availability.  If you then had to further divide and
group your drivers by various skills it may cause the total number of schedules to be too unwieldy.  Or
perhaps a field trip may require drivers with various multiple combinations of driver characteristics.  For
example, field trip 100 requires that the driver assigned to perform this trip be mountain road certified and
lift chair certified.
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Figure B-15. Click the Characteristics Button to Specify Special Driver Characteristics


When you click the Characteristics button, the Driver Characteristics Required for Field Trip Assignment
screen is displayed (Figure B-16). This screen displays all the driver characteristics you have created and
allows you to select the characteristics you wish to specify for the trip.  (See Chapter 3 – Entering Lookup
Lists in the T.O.M. Getting Started Manual for details about creating driver characteristics.)


Use the Add>>, <<Remove, Add All and Remove All buttons to move the characteristics to or from the
Characteristics required for drivers of this trip list. Figure B-17 shows the certified for driving mountain
roads characteristic added. When T.O.M. assigns drivers only those with ALL these characteristics will be
considered for assignment. (Of course all other assignment factors are also considered.)


Click the Characteristics button to specify
special driver characteristics for your field trip.
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Figure B-16. The Driver Characteristics Required for Field Trip Screen


Figure B-17. Add and Remove Driver Characteristics Using the Buttons Between the Lists


To add a single characteristic,
click on the characteristic here and
then click the Add>> button.
Or click the Add All button to add
all the characteristics.


To remove a single characteristic,
click on the characteristic here and
then click the <<Remove button.
Or click the Remove All button to
remove all the characteristics.
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When you are finished, click the Exit button. The Detailed Field Trip screen is again displayed. Notice that
the Characteristics button is now a yellow Characteristics button, which indicates that required
characteristics exists (Figure B-10)


Figure B-18. The Characteristics Button Changes to a Yellow Button When Required Characteristics Exist


NOTE: If you remove all required characteristics from the Driver Characteristics Required for Field Trip
Assignment screen (Figure B-17), T.O.M. returns the Characteristics button from yellow to black.


The Characteristics button is now a yellow
Characteristics button, which indicates that
required characteristics exists.
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Entering Driver Bids for a Field Trip
If you are using the Bid Allowance method of assigning drivers to field trips then a key requirement of this
method is the enter the driver’s bid’s for the field trips into T.O.M.


Driver bids for a field trip can be entered from the Detailed Field Trip screen (Figure B-19) if the
Automatic Assignment Method is set to Bid in the Assignment tab of the District Options screen. This
causes the Trip Bids button at the bottom of the screen to be visible. (See Chapter 4 – District Options in
the T.O.M. Getting Started Manual.)


Figure B-19. Entering Driver Bids for a Field Trip Using the Trip Bids Button


To enter driver trip bids, click the Trip Bids button. The Bid Search screen is displayed (Figure B-20).


Note:  This feature is meant to only be used by organizations that assign their drivers to field trips using
the Bid Allowance method of automatic assignment.


You can enter driver bids for this field trip only if this button
is visible, which means the Automatic Assignment Method
is set to Bid in the District Options. (See Chapter 4 –
District Options in the T.O.M. Getting Started Manual.)
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Figure B-20. The Bid Search Screen


See Working with Field Trip Bids in Chapter 7 – Employees, Their Hours and Schedules in the T.O.M.
Getting Started Manual for additional details.


Click to enter a new
driver bid.


A list of all current driver
bids for this field trips.
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