
Login:

Login Screen

The first screen displayed is the Login screen.  The user will not be allowed to access any 
of the specific features for the application until the login activity is completed.

The user is to enter data in the following fields:

1. User Name – Enter the assigned user name, and press [Tab].
2. Password – Enter the assigned password, and click on Submit.

Log Out:

Logging out prevents another person from using the user’s browser without the user’s 
knowledge.  It also tells the application that the user is no longer in need of the options available.

There are two ways to log out of the system:

1. Click Logoff from the functions at the top of any of the Field Trip screens.
2. Close the browser by clicking the box on the top right corner of the window marked with an X.

User Sessions:

The user session lasts from the time the user logs on to the time the user logs out.  If the user is 
not requesting new pages periodically, or clicking refresh on the browser, the system may 
automatically log the application out for security reasons.  If this happens, the user is redirected 
to the Login screen.  To re-establish the connection, re-enter the user name and password.



View Field Trips

The following screen is displayed as soon as the user logs in to the system:

The list of trips displayed can be refined by selecting one of the available status types.
To display a list of field trips for a particular status type, click on the down arrow to the 
right of the field labeled, "Please select field trip status". The following 
choices are displayed:

Select a status by moving the cursor over the desired status name to highlight it, and 
clicking the mouse. The displayed list will contain only field trips of that status. For 
example, if C ---Cancelled is selected, the following would be displayed:



Detailed information about a particular field trip can be displayed by clicking on the link in 
the Field Trip ID# field. When a link is clicked, the following information is displayed:



Screen Functions

The following functions can be performed from this screen:

Display Field Trip Requests - Select to display a list of all field trips entered 
into the system for the school. This includes all assigned, cancelled, completed, and 
denied field trips. 

Enter Field Trip Requests - Select Enter Field Trip Requests to display 
enter a field trip into the system.

Cancel Field Trip Requests - Select Cancel Field Trip Requests to 
cancel an already scheduled field trip.

Change Information - Select Change Information to change the information 
in select fields.

Logout - Select Logout to exit from the current application and return to the Field 
Trips Login screen.



Enter Field Trip Requests

The following form is displayed when the user selects Enter Field Trip Requests:

Enter Data 

Data is entered as follows:

1. Single Day Trip or Ongoing Trip - Check the type of field trip.

2. Trip Date - To enter the date for a single day trip, click on the greyed box at the 
right of the date field. A calendar is displayed:



Select the month for the field trip by clicking on the > at the right of the displayed month 
and year to advance forward through the calendar months or by clicking on the < at the 
left of the displayed month and year to advance backward through the calendar months 
until the desired calendar month and year is displayed at the top. Select the day by
clicking on the desired day in the displayed calendar month.

For ongoing trips, select the starting and ending dates by clicking on the greyed box at 
the right of the Start Date and End Date fields. A calendar is displayed:



Select the month for the field trip by clicking on the > at the right of the displayed month 
and year to advance forward through the calendar months or by clicking on the < at the left 
of the displayed month and year to advance backward through the calendar months until 
the desired calendar month and year is displayed at the top. Select the day by clicking on the 
desired day in the displayed calendar month. Once the beginning and ending dates have been 
entered, select the days of the week (one or more) on which the field trips will occur by 
clicking on the check box at the left of each of the desired days.

1. 3. Pickup/Destination Information - Enter the following information if 
3. the pickup and destination is a school:

School:

• PLEASE ENTER A SCHOOL CODE - Enter the five-digit ATS school code 
(e.g., 01110). The name and address of the school is automatically displayed 
in the appropriate fields.

Field Trip Location:

• If the pickup or destination of the field trip is other than a school location, click on  
Other Location. A list of boroughs is displayed. Select the desired borough to 
display a list of pre-established locations for field trips. For example, if Brooklyn were
to be selected, the following locations will be displayed:



4. Ridership Information - In this section, information is entered relating to the 
type of student who will participate in the field trip.

General Education: 

• No. of gen ed pupils - Enter the number of General Education pupils
participating in the field trip.



• No. of gen ed adults - Enter the number of adults who will be accompany
the children on the field trip.

Special Education:

• No. of spec ed pupils - Enter the number of Special Education pupils 
participating in the field trip.

• No. of wheelchairs - Enter the number of wheelchairs required for the field trip.

• No. of spec ed adults - Enter the number of adults who will be accompany 
the children on the field trip.

5. Time Information - In this section, information is entered relating to the 
time required for the field trip.

Data is entered in the following fields:

• Time of departure - Enter the hour and minutes for the departure time by 
clicking on the down arrow to the right of each field, placing the cursor over the 
desired number, and clicking the mouse.

• Classes - Enter the range of classes that will be participating in the Field Trip. 

• Return trip - Indicate whether or not the bus(s) will be required to return the 
children to the departure location by selecting the appropriate reply.

• Coordinator - Enter the name of the person who will act as coordinator for 
the field trip.

• Time of return - Enter the hour and minutes for the return time by clicking on 
the down arrow to the right of each field, placing the cursor over the desired number, 
and clicking the mouse.

6. Comments - This is a free-format text box in which any pertinent information 
relating to the field trip can be entered.

When all of the required data has been entered, click on PROCESS FIELD TRIP REQUEST.



Change Information

The following screen is displayed when Change Information is selected:

To change the data for a particular field trip, enter the field trip number in the PLEASE 
ENTER A FIELD TRIP ID# field, and click GET FIELD TRIP DETAILS. The 
following screen is displayed:



Change Fields

Data in the following fields may be changed:

Pickup/Destination Information - Enter the following information if the 
pickup and destination is a school:



School:

• PLEASE ENTER A SCHOOL CODE - Enter the five-digit ATS school code (e.g., 01110).
The name and address of the school is automatically displayed in the appropriate fields.

Field Trip Location:

• If the pickup or destination of the field trip is other than a school location, click on 
Other Location. A list of boroughs is displayed. Select the desired borough to 
display a list of pre-established locations for field trips. For example, if Brooklyn were 
to be selected, the following locations will be displayed:



1. Time Information - In this section, information is entered relating to the time 
required for the field trip.

Data is entered in the following fields:

• Time of departure - Enter the hour and minutes for the departure time by 
clicking on the down arrow to the right of each field, placing the cursor over the 
desired number, and clicking the mouse.

• Return trip - Indicate whether or not the bus(s) will be required to return the  
children to the departure location by selecting the appropriate reply.

• Coordinator - Enter the name of the person who will act as coordinator for 
the field trip.

• Time of return - Enter the hour and minutes for the return time by clicking 
on the down arrow to the right of each field, placing the cursor over the desired 
number, and clicking the mouse.

3. Comments - This is a free-format text box in which any pertinent information relating to 
the field trip can be entered.

Screen Functions

The following functions can be performed from this screen:

SAVE CHANGES - Click SAVE CHANGES to write the new information to the database.

CANCEL CHANGES - Click CANCEL CHANGES to exit to the previous screen without saving 
any of the changes made.



Cancel Field Trip Requests

The following form is displayed when the Cancel Field Trip Requests function is selected:

Cancelling The Trip

To cancel a field trip, enter data in the following fields:

1. Field Trip ID# - Enter the field trip identification number, and click Get 
Field Trip Details. The following information is displayed:



2. Comments - Enter a brief statement explaining why the field trip was cancelled.

3. Click on Cancel Field Trip Request to cancel the field trip.


