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 Using the Calendar in VersaTrans TripTracker

Products: Versatrans Triptracker  

Areas: System, Lists, Tasks, General, Field Trips, Installation 

VersaTrans TripTracker Calendar

The VersaTrans TripTracker calendar allows users with the appropriate privileges to select a trip from the calendar and
go directly to the Trip Request screen where you can work through the trip request process for that trip. You can also
initiate a trip request directly from the calendar, filter which trips you'd like to view, change the calendar view to day,
week, or month and print a Trip Listing Detail report from the calendar. 

Selecting and Working with Trips from the Calendar

The calendar has a three month calendar view and displays the current month and two future months. When you go into
the calendar it brings you to the current day on the calendar. 

1. You can access the Calendar from anywhere within the application by clicking ‘View Calendar’.
2. You can move forward or backward a month at a time by clicking the arrows in the three month calendar panel.
3. The highlighted dates represent dates that contain trips. Double-click on a highlighted date in the three month
calendar to view applicable trips and/or school closings for that date.
4. Double-click on a trip to go to the Trip Detail screen for that trip.

Filtering Trips and Printing a Trip List Report from the Calendar

You can filter viewed trips by account, activity, status, origin, destination, and number of students. A filter can be run in
any calendar view and will filter on all the trips associated with that view. A Trip List Detail report can be generated from
the results of the filter. This is particularly useful for districts who have many trips (50-100) in one day and they want to
limit the trips viewed on the calendar. Once a filter is run, a Trip List report can be generated for all currently viewed trips 

1. You can access the Calendar from anywhere within the application by clicking ‘View Calendar’. Click ‘Filter’ to
display the Filter Trips By panel.
2. Click the down arrow and select the Account that you want to filter on or add to the filter criteria.
3. Click the down arrow and select the Activity that you want to filter on or add to the filter criteria.
4. Click the down arrow and select a Status (Requested, Approved, Scheduled, Driver Refused, Completed, Awaiting
Payment, Partial Payment, Paid, or Closed) that you want to filter on or add to the filter criteria.
5. Click the down arrow and select the Origin that you want to filter on or add to the filter criteria.
6. Click the down arrow and select the Destination that you want to filter on or add to the filter criteria.
7. Enter the # of Students that you want to filter on or add to the filter criteria.
8. Click ‘Filter’ to run the filter on the criteria that you selected. The calendar displays the filter results on the calendar.
9. Click the ‘Generate Report’ button to generate a Trip List Report from the results of the filter. The Trip Listing Detail
report shows the details of each trip.
10. Click the print icon to send the report to your printer.
11. Click the save icon and save the report in PDF format.

Adding, Editing & Deleting Calendar Notes

Users with appropriate permissions can use Notes to add holidays, as well as school/client/department closings
(vacations and holidays) and early dismissals to any day on the calendar. Notes can be added in any view (Day, Week
or Month) and will display in all views regardless of the view it was created in. 

1. You can access the Calendar from anywhere within the application by clicking ‘View Calendar’.
2. Click ‘Add Note’ to display the Add Note panel.
3. Defaults to the current date. Click the down arrow to select a date other than the default. The note will be added to the
date selected.
4. There are four categories of notes that you can select from: Other (default), Holiday, Closing, and Early Dismissal. The
note type you select is appended to the note (i.e. NOTE: Early Dismissal).
5. Click the down arrow to select a Note Type other than the default.
6. Enter the text for the note in the Note field.
7. When you are finished, click ‘Save’. The note is saved and displays in all of the Calendar views.
8. To edit or delete a note, double-click on the note in the Calendar to display the Edit Notes panel.
9. To edit the note, enter changes to the note in the Note field and click ‘Save’.
10. To delete the note, click ‘Delete’.
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Changing the Calendar View

You can change the calendar view to day, week, or month. 

1. You can access the Calendar from anywhere within the application by clicking ‘View Calendar’.
2. You can move forward or backward a month at a time by clicking the arrows in the three month calendar panel.
3. Once you have moved to the desired month, click Day, Week, or Month to change the view.
If there are trips or notes for the selected day, week, or month view, they display on the calendar. 
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