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How to Log In to WebTrips

Go to the Department of Transportation webpage: http://www.montgmeryschoolsmd.org/departments/transportation
and then select Field Trip Requests under Most Requested.
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1. Enter your username in the Username field. *A username and password will be provided by the T.O.M.
Field Trip administrator at school principal’s request.

2. Enter your password in the Password field (Your password will not be displayed).

3. To enter a new trip request, click the Enter a New Trip Request button.
Enter your
assigned
username and
password
T.ol®
WebTrj
/ Click Enter a
Useramea: NeW Trlp
PASSIOIE ) - - — — Request. (Work
otk With Trip Reguests | Enter & Mew Trip Request | I Wlth Trlp
NN Requests is
Trip Reguestinguiry selected to
Approve, Deny,
or work with a
request.)

i
Note

**Your WebTrips session will automatically ‘timeout’ after 15 minutes of
inactivity. (Any unsaved data will be lost)



How to Enter a New Field Trip Request

When “Enter a New Trip Request” is selected, the Trip Request Detail page is displayed. This page allows schools
to enter a new trip request. The page is divided into four sections; General, Instructions, Billing, and Other. The
required fields in the General Section are marked with **. These mandatory fields need to be filled in before a trip

is saved.

General Section

In the General Section:

1. Customer (users will see the school name)

2.  Requestor E-mail Address

3. Contact Person

—» General Regquired fields are denoted with **

Request #
Request Ot 111312009 12:56:10 PM
Customer. [ TRNGES, Training ES x|

Requestor Email: ||

Contact: I

L . . . I Destinati . =
4. Destination (required field with search capabilities) lﬂl I [

5. Fund (i.e.: ATH Boys Basketball, REG Field Trip,

TL1A Title 1A Grant)

6. Checkbox (used for the same departure & return date)

G | =

¥ Use the departure date as the return date.

Dates and Times

Dates Times

Departure: ™ I jl jl j
e [HI B OH

gt IR € am €
e [ eancom
ot [H =cmem
mn T cmen

Passengers/Purpose

In the Passengers/Miles/Purpose region:

1. Number of Adults/Sponsors (in # of
Adults field)

2. # of Student Passengers
3. # of Wheelchair requests

4. Estimate time of trip-round trip
estimated time plus 30 minutes

5. Estimated miles-round trip miles
plus 10 dead head miles

6. Purpose (i.e. Basketball Boys V)

T

In the Dates/Times region:

1. Departure Date (View Calendar button at the top of the page will
display a calendar to assist with date selection.)

2. Return Date (please use checkbox underneath “Fund” if departure &
return dates are the same)

3. Depart Time (the departure time from school)

4. Arrival Time (estimated time back to destination)

5. Leave Time (the departure time from the Destination)
6. Return Time (estimated time back to school)

**Arrival and Leave Time — used only when the driver must drop

passengers at a destination and return later to pick them up and take them
hack to schonl

PazzengersMilesPurpose

saus [ The number of adult and student
sters”| i capacity fof s i 55

guhm-ie; ||7 passengers.

Bet Tme: [ If information is not correct, the,
e [ | T Ukt ot s
e — I— of vehicles to the field trip.

School estimated time and mileage
can be different from the time and
mileage calculated by the Field Trip
Unit office.




Instructions Section

Customer Special Instructions is information MCPS schools need to communicate to the bus operator or to the Field Trip Unit
office staff.

Destination Special Instructions will be used by the Field Trip Unit office and will include directions to the field trip
destination. When having multiple destinations (stops), you can enter them here in the order they need to be covered.

Use the Trip Comments for additional school buses needed for the trip request (i.e. extra bus for equipment).

Use this area for Instructions
special instructions K ] ]
to the bus operator Customer Special Instructions:
or Field Trip Unit. :l
i.e.: Pick students up
at the back of the
school. ;I
Destination Special Instructions:
=
Field Trip Unit Ll
Use Only — This \A
area will be used Trip Commerts:
for comments
after the field trip -
has occurred. _|
w

Billing Section -

MCPS does not use purchase orders for field trips. Schools can disregard the PO # field or use it to record other data such as the
school IAF account number.

Billing

P

Other Section

MCPS does not assign an internal trip number to a field trip. MCPS schools can use this field for entering a number
for their own internal requests.

The Trip Category is MANDATORY, and is needed to direct the trip request to the proper approval path. MCPS has
trip categories for activity bus service, athletic trips, Title 1, Head Start and other grants, and other popular trip

types.
Other
Irternal Trip#: I
Trip Categary: ** I vI
— Depending on the type of trip, select the
Grade: "' I vI appropriate funding from the drop-down

list of trip categories. Trip Category &
Grade are mandatory fields.




Note

Fund and Trip Category

**The Fund and Trip Category fields are very important fields and need to be filled out
correctly so that the trip request can be approved by the school administrative staff and other
MCPS Staff approvers, and accepted by the Field Trip Unit office staff. The Field Trip Unit staff
will deny trip requests with incorrect Fund and Trip Category combination selections.

The 1% three characters of the Trip Category identify the correct Fund. Please see the
appropriate attachment for Elementary, Middle or High School Fund and Trip Category
combinations.

Saving the Field Trip Request

After all trip request information has been entered, click the “Save” button. WebTrips will refresh with the Trip
Request data. A trip request number will be assigned to the trip. The user will get an error message if a mandatory
field was not completed. At this time, you may change any of the trip information. You will need to press the
“Save” button to save your changes.

Click the Exit button. The Trip Request Search page is displayed.

Click **Exit** to return
Click Save to / to the Trip Request
submit the trip \*[ Save ” Feset ][ E it ] Search Page

request to the

next approval I - b
level. Click "Save

to Submit R EqUESt Click Reset to clear all the

fields and start acain.




How to Copy an Old Trip into a New Request

1. From the Trip Request Search page, leave all fields blank and click Find Requests.

Work With Trip Requests Enter New Request Wiew Field Trips

Trip Request Search

Choose trip requests matching the following criteria, click"Find Requests" ance you have made your selection.

I I | Status: I vl

& To:

. . o ? Customear: IW,

Click Find ~Entersates |

Requests. From:l TD:I | Division: | =]

inati Int | Mumber:
Destination: \ j nternal Murnber: I
Category: I vl Grade: I vl

Find Reguests | Resetl

"Depanure Dates
F

2. Click on the Trip Request Number you would like to copy.

Selected Trip Reguests. Click on the Trip Regquest Mumber to view detailed information.
Click h Print Report
ick on the —
Trip Request ;equest Custorner Destination Depart Return Status Entered  [Category |Internal #
Number. Cantact # Stus £ Adults |Grade Arrive Leave Division Trip # Approval  |Purpose
Y
L 32442009, 3/24/2009,
584 Training ES Strathrnore Hall 530 AWM 1230 P Accepted 1/26/2009 TR
40/3 02 3G 363 REG
" 4/10£2009, 4/10/2009,
578 Training ES Butlers Orchard 905 AN 200 B Accepted 1/21/2009 REG
35/4 01 SGN 354 REG
. 5/102009,5/10/2009,
579 Training ES Butlers Orchard 590 AN 200 P Accepted 1/23/2008 HST
35/4 01 SGN 361 REG
" 5/1142009,5/11,/2009, :
573 Training ES Butlers Orchard 530 AM. 200 PM Denied 1/13/2009 REG
25/4 01 SGH REG
3. Scroll to the bottom of the page and click Copy.
Billing
. PO #:
gllck cl;n the Other
0 utton.
py Internal Tripd:
Trip Category: ** ITR
Grade: ** 02
Copyl HExit |
Frint |
&
wNo'te **Please copy an existing field trip request when you have more than one bus going to the destination or you have the same

request destination on a different day.



How to Create a New Destination

T.0.M. automatically keeps a list of all past field trip destinations. WebTrips allows a school user to select any of
these existing destinations or enter a new one when the destination does not exist. The Department of
Transportation Field Trip Unit reviews a list of new destinations entered into the Webtrips database and will make
new unique destinations permanent. The review process prevents the accidental creation of multiple destination
records to the same physical location. The new permanent locations will then be available for all MCPS schools to
select. Please contact Georgia Cornell if you have trouble finding an existing destination that you believe has been
created.

Follow these steps to create a new destination using WebTrips:

1. From the Request Detail page, click the Destination button. The Destination Lookup page is displayed.

essage to all Web Trips users

Wark With Trip Reguests Enter New Reguest Yiew Field Trips
Log Out | Wiew Calendar |

Request Detail Stats:

Entered by

General Required fields are denoted with **

Request # DatesiTimes PazzengersMilesPurpose
Request Dt 12/16/2008 3:20:15 PM Departure: ™ | - = o] maas |
Click the — mer: |1D3, Arcola ES 'l Return:
. R i I VII VII VI Students: ** I
Destination Requesty Email I e
Depart - = IEE
ﬁg\tl\tlon toadd a Cortact | T [ = eamcom  craes [
Arrival Est Time:
Aactinatinn Diestination | | =] Time: [= =@ amcpm I
L Est Miles: I—
Fund | I vl TT::E I '" 'l oam & pm
V¥ Use the departure date as the return date. Return I v" vl o Purpose I
P Time: ** C am @ pm

2. Click the New button. The New Destination page is displayed.

Click the New - -
button to enter Destination Looku p\
\

the destination
information.

Description: |\ N
- Reset | MNew |

Return




3. Enter the destination information as described below.

Complete the Add a
Destination fields:

1. Description is the
name of the destination

2. Address of destination
3. Average Miles

4. City, State & Zip

5. Any special

instructions specific to
destination

3. Click Return to save the new destination and return to the Trip Request detail page.

Feturn |

4

Retu ﬂ

Add a Destination

|De5cription: I

|Category: I |

|Average Miles: I

|Addre55: I

City: [

|State: ||_

|ZipXPosta| Code: |

Special Instructions:




How to Log Out of WebTrips

When you are finished using WebTrips, don’t forget to log out!

1. Click the Log Out button near the top of any page that displays a Logout button.

Click the Log
Out button to
log out of
| Work With Trip Requests Enter New Request View Field Trips Log Qut WgEbTrIpS
Trip Request Search .
Choose trip requests matching the following criteria, click "Find Requests” once vou have made vour selection.
Departure Dates
Fronl| |To,| |
Enter Dates
From | BN | Customer: 1. Mzdison #1 ¥
Destination: | 191, Bank One Ball Park he Division:
. Internal
Categor .

Grade [ ]

Find Requests ” Resst I

Sclected Trip Requests. Click on the Trip Request Number to view detailed mformation.

Regquest# Customer Destination K . Status opet D.epart Internal# |Grade Return R.etllrn Divisi
Date/Time Date Time Time
Madison [Bank One |1/ 2002 7:00:00 6:30:00
2 " 2-50:45 . Yy /1072 s /1072 e
23 1 Ball Park 1.3{;).4_ UNAPPROVED 10/10/2003 AM 10/10/2003 M

2. The WebTrips Log Out page gives you a message that it has successfully ended your session.

Thank you far using T.0.M. WebTrips Software

‘ou are logged out

T.OM WehTrips Lodin

10



How to Approve or Deny Trip Request

1. When the approver logs on to WebTrips and selects “Work With Trip Requests,” WebTrips shows the
approver only the trip requests that are awaiting his/her approval.

' [ —S— —
L ok Wyith Trip Requests |I Enter a MNew Trip Regueast

Trip Request nguiry

Makers of Trans

2. WebTrips displays the Trip Request Search page with the trip requests that require approval by this user.

View Field Trips Total number
Trip Request Search Number 4 of field trip
Found: 2 requests found
ests matching the following criteria, click "Find Requests" once you ready fOr the
- selection, approver to
ey S | status: [ = review
| Enter Dates )

From| Tof | Customer: [ |

Cestination | =] Civision: [ =l
,ﬁ Ir |Lel|) r |u.1
Field trip e —]
requests that

need approval

Find Feguests Feszet I

H = p Requests. Click on the Trip Reguest Murmber, Lo view detailed
or denial R .
Request# Customer Destination F)':r(;:fTime Status Division H:;]:rl Internal® Grade Retun
[CAKEWOOD | 932002 | [ [ [
4003 [EL202L Dl lL1:20:27  UNAPPROVED 22T 1072002 s/10/
4ath-C am L
[LAKEWOODD [ARMWOOD  [3/3/2002 aath o7 | |
4004 EL 2021 |HIGH 11:22:20 UMAPPROVED ot (9/16/2002 /16,
4oth ¢ SCHOUL aM el
To review a
trip request for
approval or
denial, click
the Request #.

11



3. Click an individual Request # on the Trip Request Search page to display the Request Detail page for that
request.
elcome to MCPS Athletic Directors.
Work With Trip Feguests Enter New Request iew Field Trips
Log Out | Yiew Calendar |
Req u est Detai I Status: UNAPPROVED 171372009 1:36:01 P
Entered by reqes 1513720049 1:36:01 PM Comments
about the
Approve Apprave/Deny Comment/ app_roval or
Approve \ ¥ H denial
options € Approve
" Deny =
General Required fields are denoted with **
Request #; 573 DatesiTimes PazzengersMilesPurpose
Renuest Dt 1013/2009 1:35:01 P Deperture™ [May =][11 ZJ[2008x]  acus [4
Customer. ' [TRNGES, Training ES =] R [May =[11 =][2009=]  Studerts:* [o5

Requestor Email:

Contact:

IDonna_M_Elurgess_Huu

|D0nna Burgess

Destination | IEIutIerS Orchard

|REG Regular FT Invaiced

22222 Davis Mill Road
Fund |

i Whesl l—
Tir?;:a" I9 ]Y I3D jv ®am Cpm  Chairs: 0
i Est Time:
[~ e [ EH = eamcpm ™ o
hd EstMles: [T |
LT?;ZE [ = Hcameem 0
- Return I__"__, Purpose l—
J Titne: ** 2 zl|00 2] € am & pm

4. The approver can also make any changes to the trip request as necessary. Do one of the following to approve or

To

deny the trip request:

Approve the Trip Request:

Select the Approve option and (if necessary) add optional comments in the Comments section. If required, you
may change any information on the trip request detail page at this time, then click the Save button at the very
bottom of the Request Detail page. WebTrips will validate and save the trip request information and refresh the

trip request detail page.

12



To approve a
trip request,
select the
Approve
option.

Request Detail

Status: UMNAPPROVED 11372009 1:36:01 P'h

Entered hy: reqges 10132009 1:36:01 PM

Approve/Deny Camment:

General Regquired fields are denoted with **

Reguest & |5?3
Recjuest Dt: 11302009 1:36:01 M
Customer: | TRMGES, Training ES x|

Reguestor Email: IDunna_M_Elurgess_Hul

Cortact: [Donna Burgess

Destination | |Elut|ers Drchard

=

23322 Dawis Mill Road
Fund |

|REG Fegular FT Invaiced

[

& Approve
 Deny Jid
DatesiTimes PazsengersMilesPurpose

Dieparture: ™ IMayjl'I'l ﬂIEUDQﬂ Adutts: |4

Return: [May =l[17 =l[2009 7]  Studerts:* |25—
Wheel I

'E;’;;a-ﬁ- |9 vIISD vl @ am © pm cha.ierz: 0

o [E Hemom =™ 0

%r?:;:a - =P om Est Miles: i

— Purpose l—

Feturn [z =00 =] ¢ am & pm

— | Add “public”

comments, if
desired, about
the approval.

When you save the request, WebTrips updates the status of the trip request to the status defined for this approver in
the approval path. When the last approver on an approval path approves the trip request, the request’s status will be
changed to “Pending,” signifying that the request is turned over to the Transportation Department.

Click the
Save button
to save the
trip request
approval

~

Save | Cupyl Feset | i |

Delete

To Deny the Trip Request:

Click the Deny button and (if necessary) add optional comments in the Comments section. Then click the Save
button at the very bottom of the Request Detail page.

Todeny a
trip request,
select the
Deny option.

Request Detail

Status: UNAPPROYED 171372009 1:36:01 P

Entered by reges 101302008 1:36:01 PM

General Required fields are denoted with *
Request & 573
Request Dt: 1013/2009 1:36:01 PM

Customer:**

| TRNGES, Training ES =

Fequestor Email: IWWQESS_HUI
Contact: |D0nna Burgess
Destination | |Elut\ers Orchard j
22222 Davis Mill Road
M-- IREG Fegular FT Irvoiced |

ApproveiDeny Co ent:

Add “public”
comments, if
desired, about
the approval or
denial.

0 Approve
@ Deny =l
DstesTimes PazzengersMilesPurpose
Departure: ™ IMay '"11 '"2009 'l Adutts:** |4
R ey =][11 =l[200877]  studerts:** [25
Depart Whesl l—
Ti:;:a” I9 jv I30 jv ®am Cpm chairs: L
ATrrivaI mm & am O pm Est Time: ID—
ime:
Est Miles:

e [ EHcan@pm = o
Return Ijlj Purpoze I—
Time: ** ¢ x| x> ramf:pm

13




When you save the request, WebTrips updates the trip request status to “Denied” and prevents any user from
changing the trip request detail information. WebTrips will refresh the request detail page, reflecting the new

status and date the trip request was denied.

[Print |
Request Detail

/

Status: Denied 101372009 1:50:28 PM

Entered by reqes 171372009 1:36:01 PM

Status reflects
denied request
and date/time
request was
denied

5. Once you have saved your trip request approval or denial, click Exit at the bottom of the Request Detail page
and WebTrips displays the Trip Request Search page with the list of remaining requests requiring approval.

14




How to Check the Status of a Trip Request

Note **Users who create the original field trip requests can log on to WebTrips and check the status of requests.

Selecting Search Criteria on the Trip Request Search Page

The Trip Request Search page lets you search existing trip requests by selecting information about the request.
WebTrips uses the information you enter as “search criteria” and matches existing trip requests for your school to
this information. To view ALL trips for your school, click Find Requests.

1. Select the information you want WebTrips to match in existing trip requests for your school. For example, to
select all trips that are pending, select “Pending” in the Status list (“Pending” means it has been approved and is
in the transportation department for review).

WebTrjiee Waork With Trip Requests Enter Mew Request “iew Field Trips

Trip Request Search

- | Click drop-
Enter text to down arrows to
search text Choose t%requests matching the fallowing criteria, click "Find Reguests" ance you have made your selection. select from
fields "Depalrture Dates I | Status: I—L, lists
Eon To: B
Customer; f
Enter Dates 1 Denied
’;rom'l TD'I | Division: |Accepted 'l
- - |Unapproved  f——os
Destination: I j Internal Mumber: Pending
Approved]
Grade
Category: I vl Approved?
Approvedi

Find Reguests I Resetl

Selected Trip Requests. Click on the Trip Request Mumber to view detailed infarmation.

To clear all the fields and start again, click the Reset button.

2. After you have entered your search criteria, click the Find Requests button. WebTrips displays the trip
requests (if any) that match ALL of the criteria. WebTrips displays a list of summary information for each of
the field trip requests found. Also, the Number Found field near the top of the page indicates how many field
trips were found.

15



WebTrips
displays all
trip requests
that match
your search
criteria

WebTrips tells
you how many

Trip Request Search s requests were
umber Found: found, based
on these
criteria
Chaoose trip requests matching the fallowing criteria, click "Find Requests” ance you have made your selection.
Departure Dates Status: lm
From:l To:l |
——— Custormer: ITraining ES 'l
| A i i
(From:| o | DWision | = Click the Find
) Requests
A Internal Mumk
Destination: | [ button after
category [ =] orace: [ 5] entering search
\ Find Requests | Feset | criteria

X

Selected Trip Requests. Click on the Trip Reguest Mumber to view detailed information.

Print Report

RequestC A

i ustomer Destination Depart Return Status Entered  |Category |Internal #
Contact if&ﬁ:f Grade Artive Leave Division Trip # Approval  |Purpose

5/11/2009,5/11/2009, P
930 AM 2:00 PM Denied 1/13/2008 REG

2544 01 SGN REG

73 Training ES Butlers Orchard

To find out more about a specific trip request, click the Request # from the Trip Request Search page and
WebTrips will display the Request Detail page. If the Transportation Department (or any approver) has
entered comments in the Comments field, such as why the trip request was denied, the user can view them
on the Request Detail page.

Shows the
Print trip request
o] / is denied

Req uest Detai I Status: Denied 171312008 1:50:28 PM

Entered by. reges 14132008 1:36:01 PM

General Required fields are denoted with **

Request #: av3 DatesiTimes PassengersihilesPurpose
Request Ot 111372009 1:36:01 PM Departure:™ 511172009 Adutts: 4
Customer: Training ES Returm; 511172000 Students: 25
Requestor Email: Donna_M_Burgess_Huott@mepsmd.org Wheel 1
Contact Donna Burgess Depart o000 AM Chairs:
A Time: Est Time:
Destination: Butlers Crchard 0
) Arrival
22222 Davis Mill Road iy Eatbies.
Fund:** REG Field Trip Leave 0
[ Use the departure date as the return date. Time: Purpose
Relrll 5 00.00 P
Time:

16



How to Print a Single Request or a Group of Requests

Printing a Single Request

1. Click on the Request # of the trip you would like to print.

Clicking on the
Request # will
open the trip
request.

Selected Trip Reguests. Click an the Trip Request Mumber ta view detailed infarmation.

Print Report
Reguest C _—
# ustomer Destination Depart Return Status Entered  |Category |Internal #
\iontact # Stus [/ Adults |Grade Arrive Leave Division Trip # Approval — |Purpose
. 3/24/2009,3/2452009,
£84 Training ES Strathrmore Hall 590 AM 1-90 BM Accepted 1/26/2009 ITR
40/3 02 SGN 363 REG
L 4/10/2009, 4/10/2009
578 Training ES BEutlers Orchard 505 AN 200 PM Accepted 1/21/2009 REG
35/4 01 SGN 354 REG
. 5/10/2009,5/10/2003,
579 Training ES Butlers Orchard 930 AM 200 PM Accepted 1/23/2009 HST
35/ 0 SGN 361 REG
o~ 5/11/2009,5/11/2009, :
573 Training ES Butlers Orchard 930 AM 200 PM Denied 1/13/2009 REG
25/ m SGN REG

4. With the Request Detail displayed, click on Print.

Click Print.

elcome to MCPS Athletic Directors.

Wark With Trip Requests

Enter New Request

View Field Trips

LogOutl View Calendar |

Request Detail

Status: Accepted 1/26/2009 2:31:37 PM

Entered hy: reqes 12612009 2:30:95 PM

General Required flelds are denoted with ™

Request # 584

Renuest O 102652009 2:30:55 P

Customer: ! Training ES

Requestor Emall: Donna_b_Burgess_Huott@mepsmd.org
Contact: Daonna Burgess

Destination:**  Strathimore Hall
5301 Tuckerman Lane
Fund:** ITR Strathrmore Hall

" Use the departure date as the return date.

DatesTimes
Departure:™  3524/2009 Adutts
Return: 3724/2009 Studerts:
iheel
Denart 43000 A Cheirs:
Titme: Est Time:
Arrival
Time: Est hiles:
Leave
Time: Purpose
Rem 13000 PM
Time:

PassengersiilesPurpose

E)
40

0

4.916667

0

17




Printing a Group of Requests

1. From the Trip Request Search page, leave all fields blank and click Find Requests.

W'ark With Trip Requests Enter New Request Wiew Field Trips

Trip Request Search

Choose trip requests matching the following criteria, click"Find Requests” once vou have made vour selection.

| Status: I vl

"Depanure Dates
F

rom:l TD:I —
ier Dates Custamer: ITrammg ES 'l
i i — |
Click Find ‘E\i\ T | Division: | =l
Requests. rom: o
A It I Murmkb :I
Destination: I j ntemal Number
Category: l—_,Y Grade:l vl
Find Reguests | Reset |
5. Click Print Report.
Trip Request Search
Choaoose trip requests matching the following criteria, click "Find Requests” ance you have made your selection.
Departure Dates Status: I—L,
From:l To:l |
Customer: | Training ES «
Enter Dates 1
’;rom:l To:l | D'V'S'Dn:I j
Destination: I j Internal Number:l
Categary: I—_,v Grade: I vl
Click Print Find Requests | Feset |
Report.

elected Trip Reqguests. Click on the Trip Request Mumber to view detailed infarmation.

4043 0z SGN 363 REG
4/10/2009, 4/10/2009

578 Training ES Butlers Orchard 005 AM 900 P ‘Accepted 1/21/2009 REG
3544 om SGH 354 REG

. 5/10/2009, 541042009,
579 Training ES Butlers Orchard 530 AM 200 PM Accepted 1/23/2008 HST
3544 [uj} SN 361 REG

Print Report
Reguest A
Customer Destination Depart Return Status Entered  [Category |Internal #
Contact # Stus £ Adults |Grade Artive Leave Division Trip # Approval  |Purpose
L 34242009, 37242009,
584 Training ES Strathrnore Hall 530 AM 1-30 PM Accepted 1/26/2009 TR
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6. Select the option for the type of report you would like to print. A sample of the One Line report is shown
below.

Click the One
Line option
and click
Submit.

Please szelect the report type:

N .
& One Lme
 Two Line

—

Submit |

/27/2009 10:56:20 AM Montgomery County Public Schools Page: 1
FIELD TRIP REQUEST REPORT
Request # Dep. Date Customer Destination Ret. Date Depart/Return Times Status
o04 32472009 Training ES Strathrmore Hall 2472009 230 AW 1230 PM Accepted
578 41072008 Training ES Butlers Orchard 41102009 2:05 AW 2:00 PM Accepted
579 5/10/2009 Training ES Butlers Orchard 51102009 2:30 AW 2:00 PM Accepted
573 5/A1/2009 Training ES Butlers Orchard 5/11/2009 930 AWM Z:.00 PM Denied
580 51272009 Training ES Butlers Orchard 511272009 9:30 AWM 200 PM Accepted
581 §/2/2003 Training ES iﬁg”edy Center for Petforming goponng gapam 200 PM Accepted
582 /32003  Training ES iﬁg”“’” Center for Petforming ¢opnng ganam 200 PM Accepted
583 BA/2003 Training E5 Konnedy Comerfor PeoIming goypnng gap A 200 PM - Accepted
First Previous Next Last
7. Below is a sample of the Two Line report.
Click the Two Pleaze zelect the report type:
LII'nE gptkl)on.?nd x  One Line
clic uomit. .
& Two Line
Submit |
1/27/2009 10:57:05 AM Montgomery County Public Schools Page: 1
FIELD TRIP REQUEST REPORT
Req #C 1] Depart Return Status  Entered Category !;lternal
Contact #S5tus/Adults  Grade Arrive Time Leave Time Division Trip # gﬂ:‘roval Purpose
. 32402009, 302402009, 12602009
oG4 Training ES Strathmore Hall 330 AM 1:30 PM Accepted 23055 PM ITR
Donna Burgess 4043 02 SGN 363 REG
578 Training ES Butlers Crchard ;";g"ioh‘?g' ;;”DE'E;DS' Accepted 1 '312'%100;4 REG
Donna Burgess 3504 o1 SGN 354 REG
. a1 052009, SM 002009, 142302009
579 Training ES Butlers Crchard 330 b 500 P Accepted 3.57-04 PM HST
Donra Burgess 3504 o1 SGM 361 REG
- 21112009, SM142009, . 11302009
573 Training ES Butlers Crchard 330 b 500 P Denied 1-35:01 PM REG
Donna Burgess 2504 o1 SGN 1] REG
. SM 202009, SM 202009, 142302009
5580 Training ES Butlers Crchard 330 AM 200 PM Accepted 35793 PM HST
Donna Burgess 3504 o1 SGN 362 REG
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