Appendix C

Specific WebTrips Options in the T.O.M.
Field Trip Software

T.0.M., version 4.4.1 or greater, contains setup options in the District Options screen specific to T.O.M.
WebTrips. For a detailed discussion on setting up your T.O.M. District Options see Chapter 4- District
Options, of the T.O.M. Getting Started Manual.

The following setup options are specific to WebTrips and are maintained in T.O.M.’s District Options.
1- Adding/Changing WebTrips Comments

2- Specifying what information the school users can see in WebTrips

To open the District Options screen click File, Other, District Options from the T.O.M. main menu ().
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Figure C-1. Opening the District Options screen
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Appendix B: Managing the Approval Paths

T.O.M. will bring up the District Options Screen, for specific WebTrips options, go to the “Other” tab ().

B District Options g@@
District Options ‘
General | Assiznment | Billing | Other |
District Name: [Gecko ISD District Loge
Transportation Title: |
Address #1: |612-l- N 12th 5T
Address #2: |

City / State: [PHOENIX  [AZ  Zip: [85016
Phone: |(602)367-4004

CGeneral Aszzignment Options
Replace Cancellations: v

Replace Auto Skipz / Makeups: r The “Other” tab
Log Assisnment Activity: [ Drop / Return in the District
Trip Standard Options screen
Default Vehicle Type: |2 - Hours: 2.0 AutofFill Field Trip Lists: W Y .
has WebTrip

Auto Fill Field Trip Request Listz: ¥
I

Custom Fields | Garage Checklist | / Exit

specific settings

Figure C-2. The T.O.M. District Options screen
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District Options ‘

g
:

General Aszzignment Billing
Calculate # of Primary Vehicles Needed (default): WebTrips Screen Comment:
Don't add Driver Hours for Non School Days in OT calculation:

Automatically calculate Employees OT Hours for a trip (default):

<]

All tip requests must be submitted A
at least 2 week prior b departure
date]

<1 X

Check for driver conflicts when manually assigning drivers:

<

Ignore Arrive and Leave time when calculating driver time:

Allow more than one trip with the same schedule to be assigned
to same the driver on the same day:

< 71 7

‘Warn if no vehicle was assigned when assigning trips:
Allow School Users to view other schools' trips and trip requests:

Trip Prefix:
Custom Fields | Garage Checklist Exit

_|

Figure C-3. Other tab in the T.O.M. District Options screen

In the “Other” tab of the District Options screen, you can set two parameters that are specific to WebTrips.
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Appendix B: Managing the Approval Paths

WebTrips Screen Comment

The WebTrips Screen Comment, is defined here (Figure C-4) and will be displayed in WebTrips on the
Request Detail Screen for all WebTrips users to see (Figure C-5).
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District Options |
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Genaral Aszsignment Billing

Calculate # of Primary Vehicles Needed (default): WebTnps Screen Comment:
Dont add Driver Hours for Non School Days in OT calculation:
Automatically calculate Employees OT Hours for a trip (default):
Check for driver conflicts when manually assigning drivers:

Ignore Arrive and Leave time when calculating driver time:

<l

Al trip requests must be submitted A
at least 2 week prior to departure —
date, =

<1 <1 <

Allow more than one trip with the same schedule to be assigned
to same the driver on the same day:

< "1 7

‘Warn if no vehicle was assigned when assigning trips:
Allow School Users to view other schools’ trips and trip requests:

9

Trip Prefix:

[ -~ The WebTrips
s Screen Comment
Custom Fields | _Garage Checllist / Exit is defined in

T.O.M. District
Options and

Displayed on the
: WebTrips
-2 Trip Request Detail - Microsoft Internet Explorer Request Detail
File Edit View Favorites Tools Help Page
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i
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Time: w
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[Fund | | SETE v ~oam@m ¥
|

|

Figure C-5. WebTrips Screen Comment displays on the Request Detail Page
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Allow School Users to View other Schools’ Information

The District Options’ parameter “Allow School Users to view other schools’ trips and trip requests”
(Figure C-6) defines a level of security in WebTrips. Normally, this option would be set to False and a
WebTrips school user would only be allowed to search trip requests and field trips that were assigned to
his or her own school. If your district policy permits school users to view all field trips and field trip
requests (for instance if they need to check to see how many trips already exist on a particular day before
submitting a request), then change this option to True. Users will still be permitted to create trip requests
for their school only, and will be allowed to edit trip requests from their school that have not been already
acted upon by an approving authority.

B District Options g@@

District Options |
Genaral Aszsignment Billing Other |
Calculate # of Primary Vehicles Needed (default): [z WebTrps Screen Comment:
Don't add Driver Hours for Non School Days in OT calculation: [7 Al trip requests must be submitted | A
at least 2 week, prior to departure
Automatically calculate Employees OT Hours for a trip (default): 7 date,
Check for driver conflicts when manually assigning drivers: [ - -
I Arrive and L time when calculating driver tim Click this
gnore Arrive eave time when g driver time: [~ checkbox to let a
Allow more than one trip with the same sch.ednle to be assigned = school user view
to same the driver on the same day: field trips and
‘Warn if no vehicle was assigned when assigning trips: [ trip requests
Allow School Users to view other schools’ trips and trip requests: [~ from other
schools.
Trip Prefix:
v

Custom Fields | Garage Checklist | Exit

Figure C-6. “Allow School Users to view other school’ trips and trip requests” a WebTrips Security
Parameter is defined in the T.O.M. District Options screen
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