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Fleet Service Request (Field Trips)
Munis > Financials > Work Orders, Fleet, and Facilities > Fleet > Request > Service
Requests

. Maximum number of buses per request is 10. If additional buses are needed,
please submit on a new request.

Add a Fleet Service Request for Field Trips

1. Click Add
a. The next available fleet request number will default
b. The Requesting dept will default, the cursor will be placed on Requesting dept. field
2. Complete Header
a. Tab to Servicing Department and select the appropriate garage location assigned to your school
b. Tab past Activity, FLDTRP will default
c. Tab past Request type, leave this field blank
d. Click in the Description and add the educational purpose of the Field Trip. Include any notes or information
to be communicated i.e., date and pick up location to the Transportation Garage. The critical information
for dates, times and destination is to be completed in the User Define tab.
e. Tab past Priority, leave this field blank
f. Tab past Emergency, leave this field blank
g. Tab to Cause, use the ... (ellipsis) to select Code 900 Field Trip, click Accept
h. Tab past Project, leave this field blank
3. Complete Chargeback Accounting information
a. Click on the Chargeback Accounting tab
b. Click the ... (ellipsis) on Req dept distribution code
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Highlight the appropriate code (where XXXX is cost center) and click Accept
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Accept Cancal | Search print Excel Return
&, Preview
Confirm Searc! Actions Qutput office Tools Menu
Code [ Description
o031 PHS Telecom Dist Code
S0031 PHS Tech Sves Dist
cooat PHS Cafe Mntc Dist
‘ABGAT PHE Student Activities Field Trip
MOO31A PHS HVAC
MO0318 PHS Plumbing
MO031C PHS Carpentry/Gabs/Msniy Shop
MO031E PHS Electric/Electronic Shop
MO031F PHS Flooting
MO031G PHS Grounds
Mo031P PHS Paint
MOO31R PHS Roofing
MO03TW PHS Water and Sewer
MO031M PHS GeneraliMisc
MO03TN PHS Small Engine
M00310 PHS Custodial Equip Repair
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d. Click Accept on the main screen - status is changed to 2-New
Complete User Defined Information

a.
b.
c.
d.

Confirm

Click the User Defined tab
Click Access
Click Accept
Click Update
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Request status
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Activity FLDTRP Pricrity
Field Trip with District Bus
Request type Emergency
Description Educational Purpose of the Field Trip. Cause S00 Field Trip
Additional Information for Transportation.
Project

)2 method |Chang

Additional information
& Addl Desc ‘

Chargeback Accounting

Access

Field Name [REQ [ value Type
Contact Person v s
Contact Telephone #s + ]
Diate of Field Trip N =3
Destination v s
Destination Address v s
Time of Departure from School + s
Time of Return to School v s
Special Equipment ¥ s
Total Mumber of Passengers + s
Type of “Wechicles + s
Round Trip Mileage + s
Number of Buses ¥ s
Mumber of Wheel Chairs =]
Total of H Straps reguired s
MNumber A/C equiped Buses s
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e. Complete all of the information for the Service Request. Tab to move from field name to field name
i Apps [ Munis Test B Munis Live B Munis Train - [] New Tab

W HOME Quesss = Vs T SAsEun T e

Return

120622 Servic 2034 Transportation-Central
FLDTRP Requesting dept 0801 Land O'Lakes High
Description Educational Purpose of the Field Trip.

Additional Information for
Transportation

Field Name Required Code Format Comment

Contact Person v ch Name of Person coordinating the Field Trip

Contact Telephone #s i Character. length 35 Phone # to reach person cocrdinating Field Trip. Format XXX-XXX-XXXX
Date of Field Trip ¥ Date Date of the Il

Destination v Character. length 40 MName of Facility, Park, Landmark, etc

Destination Address v 7227 Land O' Lakes Bivd. Land O' Lakes , 34638 Character: length 50 Street Address of destination, City, and Zip Code

Time of Departure from School ¥ Use 24 hour clock format HH:MM

Time of Return to School v Express in 24 hour clock format HH:MM

Special Equipment v Is Special Equipment YES N-NO

Total Number of Passengers v tts and adults
Type of Vechiles ¥

Character: length 1

WHEEL CHAIR BUS -

f.  After completing information, click Accept
g. Click Return in the ribbon

If coding changers are necessary, see steps below (If no coding changes are needed, proceed to step 6)
a. Select More in the ribbon and click GL accounts
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Fleet Req # 133788 equest status 2 - New

Requesting dept 0801 - Land O'lLakes High

Servicing dept 9034 - Transportation-Central Work Order number

Activity FLDTRP Priority
Field Trip with District Bus

Reguest type Emergeney

Description Educational Purpose of the Field Trip. Cause s00 M| Field Trip
Additional Information for Transportation Project

Accounting method [Chargeback
Additional information
& Addl Desc

IEUMNTEY BTl Chargeback Accounting

Pricing
Distribution Scroll & Prc Hist
CostType Acct Type Account Description

COVERHEAD-FTO1

Due From Internal Funds
Due From Internal Funds

Actual Charges | Scroll
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b. Select the red X to delete each of the accounts. Then click Return
c. Select the green plus (+) to add in the appropriate General Ledger accounts
d. Cost type, using the drop down arrow, select Labor

e. Tabto Account, add coding

Tab to Percent, enter 100.00 or percentage

Click Accept

Click Overhead in the ribbon, click Add

Click the ... (ellipsis) on Overhead code

Highlight the appropriate code: FT01 or VTO1

Click Accept

Tab to Account, enter coding

Click Accept then click Return

Click Return to Service Request screen, then click Submit
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e@ & hitps://mastrain.pasco.2.flus/GasADTest/wa/r/mugwe/wmsvreq? O ~ @ & | B Home (& Service Request GL Account. (¥ Pasco County Schools
Fle Edit View Favorites Tools Help
i &) Web Slice Gallery ~ /
- ~ Service Requests - Muniz [FINANCE MOD TEST DATABASE Aug 22 2016] > Service Request GL Accounts Deta @ EES
W Houe / :
N 7 XK Delete o] Overhead
Search Add Update Retumn

Service request

Requesting department 0021 Rodney B Cox Elementary  Accounting method [Chargeback 1
Request number o089

Activity FLDTRP Field Trip with District Bus

Description Educalional Purpose of Field Tip

Special Notes Efc

Work order detail information

Cost Type Project String Type | Project String AcctType | Account Account Deseription Percent| DIC
B 1100.0021.11.01000.114200.0000.0000 Due From Intemal Funds 100.00 Debit
[ B 1100.0021.11.01000.114200.0000.0000 Due From intemal Funds 100,00 Debit

Costiype
Project string type
Project string

Account type

Account

Due From Internal Funds
Percent 100.00

®100% v

Click Submit, status is changed to Submitted
To review the next step approvers for the Field Trip, select More in the ribbon and click Approvers
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@ Generate Chan || ] Expand Al Collapse Al % Expand in Progress

Reactivate a rejected service request

. Click Search

. Place the cursor on the status field, click on the down arrow, and select the rejected status
. Click Accept

Result: The system will return all service requests for the location in a rejected status.
Click More in the ribbon.

. Using the drop down arrow, click on Reactivate

. Result: The service request status will be returned to 2- New

. Click Update, make necessary changes to the service request

. Click Accept

10. Click Submit, the service request is resubmitted to Tech Services.
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To run a Report for Estimated Field Trip Cost

Munis > Financials > Work Orders, Fleet, and Facilities > Fleet > Inquiries and Reports> Estimated Field Trip Cost

1. Enter a Start Date and End Date for the trip (you can also run by a selected date range to capture all trips)

2. Enter your Location

3. Click View Report

4. Click on the Export drop-down menu and select PDF — the Export menu looks similar to a ‘Save’ icon with a green
arrow and is located adjacent to the word ‘Next’
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