How to Use Field Trip Request Software (T.O.M.)
Each school has its own username and password. (School administrators have this information for you.) Requestors will click on Enter new trip request. (Administrator will click on work with field trips).
1. Go to district Homepage

2. At the top of the page click on Downloads/Links-For Staff. 

3. Go to Transportation near the bottom of right side of page and click once. New page comes up.
4. Go to bottom of page for Field Trip Requests and click once. New page comes up.
5. Login and click once on Enter a New Trip Request.

6. Fill in all required information…use drop down boxes when able. IF IT IS AN OVERNIGHT TRIP LIST ALL THE DATES IN THE CUSTOMER INSTRUCTIONS.
7. When you click SAVE at the bottom of the page, this automatically forwards your request to the building approver. CLICKING ON EXIT DOES NOT SUBMIT YOUR REQUEST.
8.  You can print off a hard copy of your request at this point.  Use the print button, 


then choose print.

**YOU MUST USE YOUR EMAIL ADDRESS FOR REQUESTOR EMAIL. 

***MAKE SURE YOU HAVE CHOSEN BOTH YOUR LEAVE AND RETURN  

      DATES CORRECTLY AND AM OR PM ON ALL DEPARTURE AND RETURN

      TIMES.

****SPECIFY WHAT GROUP TRIP IS FOR UNDER PURPOSE (i.e., BAND, GIRLS
  BBALL, VBALL etc.). DO NOT JUST TYPE IN GAME OR MEET!!
DO NOT ENTER SPECIAL INSTRUCTIONS UNDER THE TRIP COMMENTS SECTION.  INFORMATION IN THIS BOX DOES NOT APPEAR ON PAPERWORK FOR DRIVERS.  

USE CUSTOMER OR DESTINATION SPECIAL INSTRUCTIONS IF INFORMATION MAY BE NEEDED BY THE BUS DRIVER!!!!
I DO NOT receive trip requests until the approvers have approved them. Emails are automatically generated by the program.
***Must be done from a district computer.
BUS SEATING CHARTS MUST BE FILLED OUT PRIOR TO DEPARTURE FOR THE DRIVER.  THE FIRST 2 NUMBERS OF THE BUS IS THE YEAR,( i.e., 032 IS AN 03 BUS).  SEATING CHARTS CAN BE FOUND AT THE FOLLOWING LINK:  http://www.grant.kyschools.us/StaffTransportation.aspx
All requests will be through T.O.M. effective September 1, 2007.  All trips must be submitted/approved 11 days prior to trip date.

