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Introduction

The purpose for this module is to automate request for bussing and approval processes. Rather than:
- schools writing and sending information,
- maintenance reviewing/rewriting this information
- maintenance assigning bus(es) and notifying the school
- creating some database(s) on field trips per location
- creating journal entries for accounting
- .. lacking in reporting

CIMS bus requests will allow the user (schools) to request online, maintenance to approve, assign,
and report online with no duplication of effort and benefit for all in terms of tracking and reporting.

All requests for bussing other than standard morning and afternoon routes can be requested within
this module.

No additional security has to be setup. If a user is restricted to a location for CIMS student, the
system assumes identical restriction for bussing requests.
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How Information Flows in Field Trip
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Field Trip Maintenance and Processing

Schools/Departments initiate requests using TRN.910. The system will prevent users from back-
dating requests using blocked dates and using a date that is a minimum of 2 days from today (
Seven Oaks minimum is 3 days, River East minimum is 4 days). Schools may generate a copy of
the request if necessary.

Approval and assignment of the request is done ‘paperless’. Schools have the opportunity to review
and print request information at every stage of the request, ie:

a) Request
b) Approved  and assigned
c) Completed

There is always an opportunity to print summary reports of activity per location and/or charge type
(TRN.954, TRN.955)

Bussing Request Maintenance (Schools) – TRN.910

Schools are restricted to their own information.
System automatically numbers requests sequentially.

Order will NOT be processed until requester has completed Ready to Go as ‘Y’. If transportation is
unhappy with the request, they may contact you OR remark the request Ready to go ‘N’. This will
make it appear in the school queue again to review and re-submit.



Approved and Completed Information is ‘look only’ for schools.

Pickup School # and Description:  Mandatory fields. User must indicate what location bus is to be
at as well as further details regarding doors or entrance if applicable.

Date and Time: Mandatory fields. Indicate what date the trip is for and what time the bus is to be at
the location.

Destination and Destination Depart time: Mandatory fields. Indicate where the trip destination is
(use F4 to view a window of common destinations) as well as what time the bus is to be back at that
location for the return trip. If the trip is one-way make sure to put 9999 in destination depart time.

# of Students, # of Supervisors: Mandatory Fields. Indicate how many students and supervisors will
be going on the trip.

Grades, Contact, Supervisor Information: Mandatory. Complete who is in charge and names of
supervisors. Indicate what grade level(s) of students will be on the bus.

Instructions: This is your opportunity to communicate with transportation and the bus driver(s).
Input pertinent details for the trip and or students. Use Internal Note for instructions to
transportation regarding your request.

Wheelchair Bus Required: Mandatory. By default system assumes blank or ‘N’. Make sure to
change this to ‘Y’ when required.

Field Trip Type: Mandatory. Indicate the reason for the request. Use ‘F4’ on this field for a list of
valid types.

Bus to Stay with Group: Indicate whether bus must remain onsite until departure.

Equipment Info: Indicate whether equipment will be transported and provide details regarding what
must be transported in the notes fields.

Press ENTER to complete the request. Providing Ready to Go says ‘Y’ your request will show up
immediately at transportation.



Special Instructions: Creating Mass requests (eg: weekly bus trip to shops for all
grade 9s’s)

1. Create your first request using TRN.910 standard operation
2. To create new request(s) based on an existing item, use ‘A’dd with ‘C’opy

‘A’dd a new request Indicate request# to copy from (already exists in the system)

Indicate ‘C’ to copy existing request to new one

A new request will appear completely filled in and the system will assign a new number for the
request. Input a date and ENTER to save the new request. Continue with the operation for as many
dates as you require.



__________________________________________________________________

School Charges Listing (TRN.955)

School can list what charges have been applied from bus requests for any date range.  Report
previews all charges in summary of request and can optionally provide school budget by account
information for all year-to-date requests.
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