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REQUESTING EXTRA TRIPS

1. How can I request an Extra Trip?

Step 1 : Login to Vidyaerp, select Transportation Module

Only staffs of Vidya can request an Extra Trip

Dashboard Hostel Resource Academics | Transportation fHuman Resources  Messaging Beena M.V (Vidya Aca... ~
Bus Pass
or Import E D
o | Boarding Point Amount Route Name Designation Status Date of Approval Date of Cancellation

& = NS
Py By
9 hrgugh B

Staff Bus Pass

Route/Boarding Change
My Requests

Bus Coupon
My Requests

Extra trip

Request Extra Trip

Cancel Extra Trip

Route Information
Bus Route Information

Step 2 : Select ‘Request Extra Trip’ menu under Extra Trip. Then click on

‘Create’ button.

Dashboard Hostel Resource Academics Transporiation = Human Resources  Messaging Beena M.V (Vidya Aca... ~

Compose new Message

Extra trip Request

Name Designaticn Department Purpose Status

Staff Bus Pass
My Requests

Route/Boarding Change
My Requests

Bus Coupon

My Requestis

Extra trip

Request Extra Trip

Cancel Extra Trip

Route Information
Bus Route Information

Vidya ERP
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Step 3 : Fill in the required field , then ‘Save’ and click on ‘Submit’ button.

Extra trip Re...

To Submit Submitiad First Approvat Second Approval Approved Allotted Bus

Slalf Bus Pass

My Requests Verify Name and other details

Employee Details
Route'Boarding Change

My Requests Hame Salitha K K EMPE13

Bus Goupan Designation Assislant Prolessor, Computer Sclence & Engineering Compuler Selence & Enginparing

My Requests
Extra Irip Trip Details

Request Extra Trip : . o :
Pleass specity time In 24Hr format "I |.I11..- ]“'}l'r't‘"'(.'_“lr“ ona day and ends on another day,
Cancel Extra Trip please check this box

My Trips-Allotments Requested Dale 01042013 14:40:03 c!oumey Spans mulliple days E )

Route Infarmation FrosrDale 01.“04f201ﬂ Journey From: VAST

Bus Route Information To Dale 05’“’20193 Journay To:

Start Tima 9,00

TCR

Purposs NSS
End Time 16.00

Ho. of Passengers 10

Remarks

Powerad by ITFiux

Notes

- The timings must be given in 24 Hr format.

- If journey starts on a day and ends on another day. Journey spans multiple
day must be checked.

Step 4 : After clicking submit a line for each date is generated. The

requester can edit details of these lines if necessary.

Vidya ERP



Extra trip Re... / FDP/Brahmavidya/NSS etc

m or Discard

To Submit Submitted First Approval

Please specify time in 24Hr format

Employee Details

Name

User Documentation for Extra Trip

| U]

Second Approval Approved Allotted Bus

Beena M V Designation Assistant Professor. Computer Science & Engineering

Emp Code EMP101 Department Computer Science & Engineering

Trip Details

Requested Date 26/04/2017 To Date 29/04/2017

From Date 27/04/2017 End Time 16:00

Start Time 09:00 Journey To: VAST
Journay From: Pathans-TCR Purpose FDP/Brahmavidya/NSS etc

No. of Passengers 20

Remarks Test Click edit to edit these details if necessary, then save

Date Wise Trip Details

Travel Date Journey From: Journey To: Start Time End Time of Passengers Purpose Status
27/04/2017 athans-TCH VASI 9.00 16.00 20 FDP/Brahmavidya/NSS etc To Approve
28/04/2017 Pathans-TCR VAST 9.00 16.00 20 FDP/Brahmavidya/NSS etc To Approve
29/04/2017 Pathans-TCR VAST 9.00 20 FDP/Brahmavidya/NSS etc To Approve

2. How can I cancel an Extra Trip Request?

Step 1 : Under Transportation Module ->Extra Trip select ‘Cancel Extra

Trip’ menu

All The requests initiated by you, which are either cancelled, to be cancelled

and which can be cancelled will be listed there.

From the list select the record you want to cancel.

Refer attached screenshot.

Staff Bus Pass

Extra trip Cancellation Request

Name Designation

Beena M W Assistant Professor. Computer Science & Engineering

Department

Computer Science & Engineering

PoF or Excet 12002 BT

Status

Purpose

querty Cancellation Request

My Requests

Beena M W  Assistant Professor. Computer Science & Engineering

Computer Science & Engineering

FOP/Brahmavidya/Nss ete | |submittea

Route/Boarding Change
My Requests

Bus Coupon
My Requests

Extra trip
Request Extra Trip
Cancel Extra Trip

Route Information
Bus Route Information

Select the request to be cancelled

The requests that are waiting to be cancelled and those
can be cancelled will be listed here

Vidya ERP
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Step 2 : In the request select the dates that are to be cancelled, if you want to

cancel the whole request select all the dates, then click on ‘Cancel’ button.

Extra trip Ca... / FDP/Brahmavidya/NSS etc

= = 22 elw (=10

To Submit Submitted First Approval Second Approval Approved Allotted Bus

Employee Details

Name Beena M V Designation Assistant Professor, Computer Science & Engineering

Emp Code EMP101 Department Computer Sclence & Engineering

Trip Details

Requested Date 26/04/2017 To Date 29/04/2017

From Date 27/04/2017 End Time 16:00

Start Time 09:00 Journey To: VAST

Journey From: Pathans-TCR Purpose FDP/Brahmavidya/NSS etc

No. of Passengers 20

Remarks Test

Select and Cancel Here
Select Travel Date Nature of Day Journey From: Journey To: Start Time End Time MNo:of Passengers Purpose Status

27/04/2017 Thursday Pathans-TCR VAST 9.00 16.00 20 FDP/Brahmavidya/NSS etc  To Approve
28/04/2017 Friday Pathans-TCR VAST 9.00 16.00 20 FDP/Brahmavidya/NSS etc  To Approve
29/04/2017 Saturday Pathans-TCR VAST 9.00 16.00 20 FDP/Brahmavidya/NSS etc To Approve

Step 3 : When clicking cancel the request gets cancelled based on the status,

e If in submitted state it gets cancelled without any approval.

e If in first approval status, it gets cancelled by the HOD.

e If in second approval, it gets cancelled by Transportation Manager.

e If in Director Level, it gets cancelled by Principal.

e If in approved state, gets cancelled by Transportation Manager.

Vidya ERP
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FDP/Brahmavidya/NSS etc

... -

Employee Details

Name Beena M W

Emp Code EMP101

Trip Details

Requested Date 26/04/2017

From Date 27/04/2017

Start Time 09:00

Journey From: Pathans-TCR

No. of Passengers 20

Remarks Test

Select and Cancel Here
| cancer |
Select Travel Date Nature of Day Journey From:

27/04/2017 Thursday Pathans-TCR
28/04/2017 Friday Pathans-TCR
29/04/2017 Saturday Pathans-TCR

~
To Submit b Submitted
| |

Designation
Department

Teo Date
End Time

Journey To:

Purpose
Journe: w To: Start Time End Time
vAST 9.00 16.00
VAST s.00 16.00
VAST s.00 16.00

First Approval

Mo:of Passengers

20

20

20

3. How can I know the status of my request?

User Documentation for Extra Trip

=1

Allotted Bus

2/2 | @ | W

Second Approval Approved

Assistant Professor, Computer Science & Engineering

Computer Science & Engineering

29/04/2017

16:00

vAST
FDP/Brahmavidya/NSS etc

Purpose Status

FDP/Brahmavidya/NSS etc Cancelled

FDP/Brahmavidya/NSS etc To Approve

FDP/Brahmavidya/NSS etc  To Approve

Student can view the status of the request on the header.

m or Discard

Please specify time in 24Hr format

Employee Details

Name Beena M V
Emp Code EMP101
Trip Details

Requested Date 26/04/2017
From Date 27/04/2017
Start Time 09:00

Journey From: Pathans-TCR
No. of Passengers 20

Remarks Test

The states are as follows

5

To Submit First Approval

Second Approval Approved Allotted Bus

Designation
Department

To Date
End Time
Journey To:

Purpose

Assistant Professor, Computer Science & Engineering

Computer Science & Engineering

289/04/2017

16:00

VAST
FDP/Brahmavidya/NSS etc

To Submit : This request is editable and yet to be submitted.

Submitted : The request is submitted to HOD for approval.

First Approval : The request is verified by HoD.

Second Approval : Transportation Manager verified the request.

Vidya ERP
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e Director Level Approval : This request approved by Principal and is
waiting the approval of the Director.(ED/FD)

e Approved : The request is approved by the authorities. Vehicles can now
be allotted by the Supervisor.

e Rejected : Once of the approving authority rejected the request.

e Cancellation Request : The requester has initiated cancellation of an extra
trip request and is waiting approval.

e Director Level Cancel : The requester has initiated cancellation of an
extra trip request and is waiting approval from the Director.

e Cancelled : The cancellation has been approved.

e Allotted : The vehicle supervisor has allotted vehicle for one/more of the
requested dates.

4. Can I know the details of the vehicle allotted for the trip?

Once the request is in allotted state the requester can log in to their account

and view the details of the trip.

Step 1: Go to “My Requests-Allotted” menu. Where the allotted requests are

shown in green colour with status ‘Allotted Bus’

VEINIGIe Annuunene

PDF or Excel 1-2 of 2 f::__] ]

No:of
Travel Date Name Department Start Time End Time Purpose Journey From: Journey To: et Requested Date  Status
Passen gers
16/12/2018 Nitha K P Computer Science & Engineering B.30 9.00 Special Class Kunamkulam VAST 10 15/12/2018 Alloted
Staff Bus Pass 17/12/2018 Nitha K P Computer Science & Engineering 8.30 9.00 Special Class Kunnamkulam — VAST 120 15/12/2018 Alloted

My Requests
Route/Boarding Change
My Requests
Bus Coupon
My Reguests
Extra trip
Request Extra Trip
Cancel Extra Trip

My Requests-Allotted

Route Information

Bus Route Information

Vidya ERP
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Step 2: Click on the record. Details of the vehicle allotted for this trip will

be shown at the bottom of the page.
12| g Em

To Approve To Allot m Logged Rejected Tio Cancel Director Level Cancalied

Staff Bus Pass

My Requests Request Details

Route’Boarding Change

MyHagqects Name Nitha K P
Bus Coupon Department Computer Science & Enginearing
My Requesia Requested Date 15122018
Travel Date /
Extra trip . rTenaans

Request Exfra Tep lequestes Remarks Vehicke neadad in the evening for refumn also

Cancal Exira Tnp

Allotment Detalls
Route Information Descripfion Trip81
Bus Roule Information
Hature of Day Sunday

Vehcles Alioled

Pemsmbdava 11 K1-14-E-8080

Dirsasrerdl s ITE haar

1
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APPROVING EXTRA TRIPS

1. Which are the approval levels?

e First Level Approval : By HOD of the requester.

e Second Level Approval : By Transportation Manager.

e If normal cases there are only two levels of approval. But if found
necessary the Transportation Manager can forward the request to
Principal.

e Principal can either approve the request or forward it to the Director.

2. How can HOD forward/reject an existing request?

Step 1: Head of the departments can view request waiting for their approval,

under the menu “Requests HOD Approval”.

Requests to ... / FDP/Brahmavidya/NSS etc

== [ o | ]

i
’A’*{ z = \m_\*‘“‘\ Forward Reject To Submit Submitted First Approval Second Approval Approved Allotted Bus
S Thraugh £

Staff Bus Pass

My Requests Please specify time in 24Hr format

Route/Beoarding Change Employee Details

My Requests

Bus Coupon Name Beena M V Designation Assistant Professor, Computer Science & Engineering
My Requests Emp Code EMP101 Department Computer Science & Engineering

Extra trip
Request Extra Trip Tr|p Details

Cancel Extra Trip

Requests-HOD Approval [ | RS AR SRR To Date 29/04/2017
From Date v y
To Cancel-HOD Level B £k End{Lng 16:00
Start Time 09:00 Journey To: VAST
Route Information
Journey From: Pathans-TCR Purpose FDP/Brahmavidya/NSS etc
Bus Reute Information
No. of Passengers 20
Remarks Test

Reason for Rejection | Date Wise Trip Details

Reason for Rejection

Step 2: Detailed request will be shown under tab, ‘Date Wise Trip Details’.

To forward the request, click on the ‘Forward’ button.

11
Vidya ERP



User Documentation for Extra Trip

or Discard

I
orward I Reject ‘

Please specify time in 24Hr format

Staff Bus Pass
My Requests

Route/Boarding Change Employee Details

My Requests
Bus Coupon Name Beena MV
My Requests Emp Code EMP101
Extra trip
Request Extra Trip Trip Details

Cancel Extra Trip

el

From Date 104/
To Cancel-HOD Level 270412017

Start Time 09:00
Route Inf it
senillolln Journey From: Pathans-TCR
Bus Route Information
No. of Passengers 20
Remarks Test

Date Wise Trip Details

Requests to ... / FDP/Brahmavidya/NSS etc

"I

To Submit Submitted First Approval Second Approval Approved Allotted Bus

Designation
Department

To Date
End Time
Journey To:

Purpose

Assistant Professor, Computer Science & Engineering

Computer Science & Engineering

29/04/2017

16:00

VAST
FDP/Brahmavidya/NS$ etc

Can view the detailed request here

Powered by ITFlux Travel Date Journey From:
27/04/2017 Pathans-TCR
28/04/2017 Pathans-TCR
29/04/2017 Pathans-TCR

Journey To:
VAST
VAST
VAST

Start Time End Time No:of Passengers

9.00

9.00

9.00

16.00 20

16.00 20

16.00 20

Purpose Status
FDP/Brahmavidya/NSS eic Cancelled
FDP/Brahmavidya/NSS etc To Approve
FDP/Brahmavidya/NSS etc To Approve

Step 3: When approved the status changes to First Approval.

or Discard

Staff Bus Pass

My Requests Please specify time In 24Hr format

Route/Boarding Change E .
mployee Details

My Requests ploy
Bus Coupon Name Beena M V

My Requests Emp Code EMP101
Extra trip

Request Extra Trip T”p Detai |S

Cancel Extra Trip

Requests-HOD Approval Huguakiod et 26/04/2017

From Date 27/04/2017
To Cancel-HOD Level
Start Time 09:00
Route Information Journey From: Pathans-TCR
Bus Reute Information
No. of Passengers 20
Remarks Test
Date Wise Trip Detalls
s e — Travel Nate Jnurnev Fram-

Requests to ... / FDP/Brahmavidya/NSS etc

Jdnurnav Ta-

Start Tima

To Submit

Submittdgd First Approval Sepond Approval Approved Allotted Bus

Designation
Department

To Date
End Time
Journey To:

Purpose

Fnd Tima Nn-nf Paceannere

Assistant Professor, Computer Science & Engineering

Computer Science & Engineering

29/04/2017

16:00

VAST
FDP/Brahmavidya/NSS etc

Purnnsa Statue

Step 4: To reject a request, first fill in the ‘Reason for Rejection’ field, then

click on ‘Reject’ button. Then the status changes to ‘Rejected’.

Vidya ERP
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Dashboard Hostel Resource Academics Purchases Transportation  Human Resources  Messaging

Requests to ... / FDP/Brahmavidya/NSS etc

! 5 LI or Discard = m
T, ‘m_‘p\‘ | e H Reject ‘ To Submit First Approval Second Approval Approved Allotted Bus
Fou BT —
Staff Bus Pass
My Requests Please specify time In 24Hr format
Route/Boarding Change . ¢ . .
Employee Details 2. Then Click on Reject, to reject the request
My Requests
Bus Coupon Name Beena M V Designation Assistant Professor, Computer Science & Engineering
My Requests Emp Code EMP101 Department Computer Science & Engineering
Extra irip
Request Extra Trip Tl‘lp Detai |S

Cancel Extra Trip

Requests-HOD Approval . Requested Date 26/04/2017 To Date 29/04/2017

From Date 27/04/2017 End Ti k
To Gancel-HOD Level i 15:00
Start Time 09:00 Journey To: VAST
Route Information
Journey From: Pathans-TCR Purpose FDP/Brahmavidya/NSS etc
Bus Reute Information
No. of Passengers 20
Remarks Test

1.Enter Reason for Rejection Here

Reason for Rejection Date Wise Trip Details

Reason for Rejection

Powered by ITFlux

3. How can Transport Manager forward/reject an existing request?

Step 1 :The Transportation Manager can view requests waiting for his
approval, under the menu “Requests -Manager Approval”. The requests with
status ‘First Approval’ is waiting to be forwarded/rejected by the manager.
Step 2 : The Manager can either Approve the request or Forward the request
to Principal. Also the Manager can reject the request with remarks.

Step 3: While forwarding the request the manager has to specify the remarks

by Manager .

Vidya ERP
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n Audit  Mare

Extra Trip A... /NSS

e valels) =0
I ToSubmit  Submitied

Forward To Principal

AporoN Sacond Approval Aporoved Allgtted Bus

Slaff Bus Pass

Wy Requests i
Employee Details
S1afl Recuests 8
Student Bus Pass Emp Code EMPEI3 Designation Assistant Professor, Computer Science & Engineering
Snurtent Aoquests B Neme Sallra K K Department Gomputer Science & Enginsening
Requastod Dale 01042019 154438
Pass Cancellations
S1al Requeats a8
Trip Details
Srudent Requests P
Route'Boarding Change Ploase spacily lima in 24Hr formal
My Requasts
From Date 020042019 SJowrney Spans multiple days
530 Fiaquieats J5a 2
To Date 0504/2019
S8 5 Journay From: VAST
Student Requests v
; B surimime 200
Jowrney Ta: TCR
RouleBoarding Shullle End Time 100
Purpose 55
Approve Student Shulfie B| o of Passengers 6 bl N
Approve Stalf Sullle Rc.
Bus Coupon
My Requeats

SiaH Aoquests

Iwnwuaﬂagu l While forwarding the request to Princip ger has to fill

this.

© o

Approve Student Bus Coup..

Powered by MFlux

Step 4: To reject a request, first fill in the ‘Reason for Rejection’ field, then

click on ‘Reject’ button. Then the status changes to ‘Rejected’.

: Extra Trip A... / FDP/Brahmavidya/NSS etc

‘ C-rDisr.ard 3/4 4 & Eu
‘ Forward |&ct‘ To Submit Submitted First Approval Second Approval Approved Allgtied Bus

Staff Bus Pass

My Requests Please specify time in 24}

Staff Requests i
Employee Details

Student Bus Pass

Student Requests ddis Name Beena M Designation Assistant Professor, Computer Science & Engineering
Pass Cancellations Emp Code EMP101 Department Computer Science & Engineering
Staff Requests
Student Requests Trip Details
Route/Boarding Change Need Approval from Director j
My Requests
Staff Requests Requested Date 26/04/2017 To Date 29/04/2017
Student Requests B From Date 27/04/2017 End Time 16:00
Start Time 09:00 Journey To: VAST
Route/Boarding Shuffle ¥
Journey From: B /| i
Approve Student Shuffle 12 i e Purposs FDP/Brahmavidya/NS$ etc
No. of Passengers 20
Approve Staff Shuffle
Remarks Test

Bus Coupon

My Requests
Staff Ranacte Reason for Rejection
Duplicate Bus Pass™ Reason for Rejection

Student Requesis
Extra trip

Request Extra Trip

Cancel Extra Trip

Requests-HOD Approval

Reques Approve

1
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4. How can Principal forward/approve/reject an existing request?

Step 1 : The Principal can view requests waiting for their approval, under

the menu “Requests -Principal Approval. The requests with status ‘Second

Dashboard  Hosted  Academics

Resource Feedback  Purchases  Transportation

Extra Trip A...

NSS

Sabes  Admission Audit  Talent Managem

[

Siaff Bus Pass
Wy Requests

Route'Boarding Changs
My Requats

Bus Coupon
My Requests

Extra Irlp
Request Extra Trp
Cancel Extra Trip
Requests-First Approval
To Ganced-HOD Leval
T Ganced-Higner Level
My Trips-Alsotments

Route Information

Bus Route Information

Powerad by TFlux

Employee Details

Emp Code EMPE12
Harme Salitha K K
Requasted Dale C1A2018 15:44:38

Trip Details

Please spocily lime in 24Hr lormal

From Date

To Date 0504/2010
Slart Timo .00

End Time 1600

Mo. of Passengers

10

Approval’ is waiting to be forwarded/rejected by the Principal.

ozoazoid®emarks by Manager can be viewed here.

Principafcan enter the Remarks Principal
andgReasoyg for Rejection here.

Travel End Date

Travel Starl Dale

02042010 05082019

DateWise Trip Desalia | Foagon o Rejoctio

Human Arsources Messaging
T — ——
Dasignation Assistant Professor, Computer Science & Enginesring
Department Computer Science & Engineering
Journey Spans multiple days
Journey From: VAST
Journey To: TCH
Purposs NS
Remarks
lar! Tima End Time: Mool Passengers Purposa Stalus
.00 16.00 10 NSS To Approve:

Step 2 : Detailed request will be shown under tab, ‘Date Wise Trip Details’.

To forward the request, click on the ‘Approve’ button. To reject a request, fill

in the ‘Reason for Rejection’ field and click ‘Reject’ button.

Vidya ERP
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Dashboard  Resource urchases sportatio Sales Human Re ces v = j_ Dr. Sudha Balagopalan ... ~

Extra Trip A... /| FDP/Brahmavidya/NSS etc
— 34 @@ Em

Approve To Submit Submitted First Approval Second Approval Approved Allotted Bus

Staff Bus Pass

My Requests Please specify time in 24Hr format

Route/Boarding Change Employee Details

My Requests

Bus Coupon Name Beena M V Designation Assistant Professor, Computer Science & Engineering
My Requests Emp Code EMP101 Department Computer Science & Engineering

Extra trip
Request Extra Trip T“p Details

Cancel Extra Trip

Requests-To Approve [1] Beguested: Data 26/04/2017 To Date 29/04/2017

From Date 104/ .
Requests-To Cancel 2ri04/2017 End Time 16:00
Start Time 09:00 Journey To: VAST
B s Journey From: Pathans-TCR Purpose FDP/Brahmavidya/NSS etc S viewdetalls
Bus Route Infi it § i
us Route Information No. of Passengers 0 of request here
Bewiarks Test Fill reason for rejection, before clicking reject button, to reject a request.
Reason for Rejection
Travel Date Journey From: Journey To: Start Time End Time No:of Passengers Purpose Status
Powered by ITFlux
27/04/2017 Pathans-TCR VAST 9.00 16.00 20 FDP/Brahmavidya/NSS eic Cancelled
28/04/2017 Pathans-TCR VAST 9.00 16.00 20 FDP/Brahmavidya/NSS etc To Approve
29/04/2017 Pathans-TCR VAST 9.00 16.00 20 FDP/Brahmavidya/NSS etc To Approve

Step 3: Once approved if need approval from director, the status changes to
‘Director Level Approval’, otherwise to ‘Approved’.

5. How and when can Director approve/reject an existing request?
Step 1 : Director can view the requests to approve under the menu ‘To
Sanction’. The requests with status, ‘Director Level Approval’ are waiting

for director’s approval.

1
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o o =
55 Trgugh 19

Name

Sujisha P Jayaram
SIDUs Cass (] Sujisha P Jayaram
My Requests
] BeenaMV
Route/Boarding Change

My Requests
Bus Coupon

My Requests
Extra trip

Request Extra Trip

Cancel Extra Trip

To Sanction

To Cancel-Director Level

Route Information
Bus Reute Information

Extra Trip Approval

Designation
Receptionist / Office Assistant, Administrative Office
Receptionist / Office Assistant, Administrative Office

Assistant Professor, Computer Science & Engineering

Depariment
Administrative Office

Administrative Office

Computer Science & Engineering

Q, ﬂ Director Level Approval x J -

PDF or Excel 1-30f 3 E D

Purpose Slatus
Test Nofification Director Level Approval
vbn Director Level Approval

FDP/Brahmavidya/NSS etc | Director Level Approval

Step 2 : To approve a request click on the ‘Approve’ Button. To reject, fill in

the reason for rejection field and click on

rejected.

To Submit Submitted

- S 3 1 s
B Approve Reject
s Through 19

Staff Bus Pass
My Requests

Route/Boarding Change

My Requests
Bus Coupon Name
My Requests Emp Code
Extra trip
Request Extra Trip Trip Details

Cancel Extra Trip

To Sanction

To Cancel-Director Level

Requested Date
From Date

Start Time

Route Infermation Journey From:

Bus Reute Information
No. of Passengers

Remarks

Reason for Rejection

Reason for Rejection

Powered by ITFlux

Please specify time in 24Hr format

Employee Details

BesnaMV
EMP101

26/04/2017
27/04/2017
09:00
Pathans-TCR.
20

First Approval

If you want to reject, fill reason first"

Designation

Department

To Date
End Time
Journey To:

rpose

Can view details of request here

Second Approval Director Level Approval Approved

Allotted Bus

Assistant Professor, Computer Science & Engineering

Computer Science & Engineering

29/04/2017

16:00

VAST
FDP/Brahmavidya/NSS etc

Step 3: Once approved the status changes to Approved”.
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Adm o E nting  More

Compose new Me:

Extra Trip A... / FDP/Brahmavidya/NSS etc
= 30 & @]
o To Submit Submitted First Approval Second Approvall Allotted Bus

Staff Bus Pass

My Requests Please specify time in 24Hr format
Route/Boarding Change E B
mployee Details
My Requests ploy!
Bus Coupon Name Beena M V Designation Assistant Professor, Computer Science & Engineering
My Requests Emp Code EMP101 Department Computer Science & Engineering
Extra trip
Request Extra Trip T”p Details

Cancel Extra Trip

To Sanction Regquested: Date 26/04/2017 To Date 29/04/2017

From Date 27/04/2017 End Time -

To Cancel-Director Level 18:00
Start Time 09:00 Journey To: VAST

Route Information

Journey From: Pathans-TCR Purpose FDP/Brahmavidya/NS$S etc

Bus Route Information
No. of Passengers 20
Remarks Test

Date Wise Trip Details
s e — Travel Nate Jdnurnev Fram- Jdaurnev Ta- Start Tima Fnd Tima Nn-nf Paceannsre Purnnsa Statie

1
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ALLOTTING VEHICLES FOR EXTRA TRIPS

1. Who and when can allot vehicles for Extra Trip?

After the request is finally approved by the Director/Principal, the date wise
requests will be send to Transportation Supervisor for allotting vehicles for
each day.

2. How are vehicles allotted for extra Trip?

Step 1: To allot vehicles, the Transportation Supervisor can log in to ERP,
go to Transportation->Extra Trips->Allot Trips.

Step 2: Click the Create.

Step 3: Fill in the date of trip and purpose. Select the trips by clicking add

button.

AllotExtra T... / New

Allot
Select Date
Allotment Date
Trip Purpose
Remarks
Trips
- Siart End Jourmey Journey Moxnf Regquested
I viars  Copurtment Time Time e From: To: Passengers Date —
Aliot Vehicies

Step 4: In the “Allot Vehicles” tab add details of the vehicle.
Step 5: Click the “Allot Button™.

Vidya ERP .
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Draft Cancaied
Select Date 16/1272018
Alloiment Date 151272018
Trip Purpose Specid Class
Remarks
Tripm Start End Jourm ey Jourmey Mowof Regquesied
Travel Date Name Department T haa Purposs e To: Passengers Duis Status
1671272018 hifha Comparter Science 8.30 900 Speda Hunamkulam WVAST 10 15122048 Alloted
EP & Eng g Class
Aot Vehidlas
Foute Details Trip Start Time  Trip End Time [Foute Mo Vehicle Reg No:  PTA/Contract  Remarks
Pesumbiave-Kunnam kulam-Choondal Hechen WAST 810 856 Pesrmbdava 11 K1-14-E-8080 confmct

3. Can the Supervisor allot more than one vehicle to a request, and
how?

There can be cases where the supervisor have to allot more than one vehicle for same
request on a particular day. For example : If the no of passengers in the request is more
than that a bus can allocate.(Refer screenshot, no of passengers = 120)

Step 1: Transportation->Extra Trip->Allot Trip.

Step 2: Fill in Date of allotment, purpose and add trips

Step 3: In Allot Vehicles tab add details of allotment

Step 4: To add details of more than one vehicle. Use the Add an item.

Step 5: Then click the “Allot Button”.

Vidya ERP 2
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Trips Add |
Start End Joumey Journey Nouof  Requested
el Fut s Pt Time Time Purpoe From: To: Passengers Date e
171272018 Mitha  Compuler 8.30 90 Specid Kumnamkulam WVAST 120 151252018 To B
KP Science & Class Aot

855 Pemmbiavu 11 KL-14-E-B080 comract

855 Edagpal g KL-48-B-5808 pla

Add an ilem

4. Can the Supervisor cancel an allotment if found necessary?

No, the supervisor cannot cancel an allotment but can ‘Set to Draft’ an
allotment if found necessary

Go to Transportation -> Extra Trip -> Allot Extra Trip.

Open the desired record and click on ‘Set to Draft’ button.

21
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APPROVING CANCELLATIONS - BEFORE ALLOTMENT

1. What are the approval levels, for cancellation of trip?

The approval of cancellation before allotment is based on the current status
of the request.

Before placing a cancellation request if the status of request is

e Submitted : The request gets cancelled without any approval.

e First Approval : The HOD will approve cancellation.

e Second Approval : The Transportation Manager approves cancellation.

e Director Level Approval : Principal will approve Cancellation.

e Approved : Transportation Manager approves cancellation.

2. What happens when requester initiates cancellation of an Extra Trip
request?

When the requester initiates the cancellation by selecting the requests and
clicking ‘Cancel’ button, the status of the request changes to ‘Cancellation
Request’.

The request will be send to approving authority based on the earlier status of
the request.

If the requester have selected all dates in the request and applied for
cancellation, after approval the status changes to Cancelled

Else the status will be the previous status.

Vidya ERP
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APPROVING CANCELLATIONS - AFTER ALLOTMENT

1. What are the approval levels, for cancellation of trip?

After allotment,

1. If the requester initiated the cancellation of an allotted trip. The request
will be cancelled at Director level.

2. The requester cannot cancel an allotted request after the start time of that
trip.

2. What happens when requester initiates cancellation of an Extra Trip
request?

Once the requester initiates the request,

1. System checks its status, if status is logged, cancelled, rejected or to
cancel, the system wont allow cancellation.

2. System checks the time of cancellation, if the user tries to cancel after the
time of the trip, the system rejects.

3. System checks the date, if cancellation date is posterior to the date of the
trip, system rejects.

4. If the cancellation is initiated on the same day of the trip, the request will

be first forwarded to the Director.

Vidya ERP
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SENDING EMAIL CIRCULARS

1. Who can send email circulars regarding Extra Trips?

The Transportation Supervisor/Manager is responsible for sending email
circulars regarding extra trips.

2. How to get a PDF report of the circular?

Step 1: Login to ERP, go to Transportation Module Extra Trips -> Send
Email

Step 2: Select the date of the extra trips, give a heading to the circular then

give the circular number.

Admission Dashboard Hostel Resource Academics Purchases  Adminisiration Transportation  Accounting Receive Stock More ~ [~] 1 Sujisha P Jayaram (Vid... =

New

LEVR o Discard

Select Date =

Heading
Staff Bus Pass

My Requests Circular Number

Staff Requests

Print Bus Pass Buses Alloted

Student Bus Pass
Print Bus Pass

Date Purpose Route Details Name Route No Start Time End Time Remarks

Student Requests

Pass Cancellations
Staff Requests

Student Requests

Roule/Boarding Change ‘ Generate | Print || Notify All Staff || Motify Requestee

My Requests

Staff Requests [1]

Student Requests
Route/Boarding Shuffle

Student Shuffle

Staft Shuffle

Wiy reRjoeses T
Staff Requests

Duplicate Bus Pass
Student Requests

Extra trip
Request Extra Trip
Cancel Extra Trip
Requests-To Allot/Log
Requests-To Can

Send Emall

2
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Step 3: Click on ‘Generate’ button to get details of the extra trips on the

selected date.

Extra Trip on 27/04/2016

m or Discard

Select Date 27’04'1291 77
St Hs Dats Heading Extra Trip on 27/04/2016
My Requests Circular Number ADMIN/VOLI/ISSUE/123

Staff Requests

Print Bus Pass Buses Alloted

Student Bus Pass

Date Purpose Route Details Name Route No Start Time End Time Remarks
Print Bus Pass
27/04/2017 FDP/Brahmavidya/NSS efc Pathans -> Amala -> Kaiparamb Beena M V 15 2.00 16.00 Test &
Student Requests
Pass Cancellations
Staff Requests
Student Requests
Route/Boarding Change ‘ Generate || Print H Motify All Staff H Naotify Requestee
My Requests
e
Staff Requests Send a message Log a note
Student Requests n Email Thread created
Si P Jayaram updated document - less than a minute ago - like

Route/Boarding Shuffle
Student Shuffle

Staff Shuffle

Step 4: Click ‘Print’ button to print the pdf report. A PDF as shown below
will be

generated.

wWidya Academy of Science & Technology Thalakkottukara
Thrissur

& <
P e

= —
= TP e O

I ADMINAYVOLIVISSUE23 2F7/04,/2010 7

I Circular Number

BUS COMNWVEYAMNCE

The following buses hawve been detailed to operate on the date mentioned below: -

Heading Extra Trip Testi(2Z27,/04/2017)
Elo ﬁgute Route Details —?Fr?]ré —'?Ir}ﬁe Purpose Remarks
Pathans -> Amala —-> FDP/Brahmawid
1 = Kaiparami 9.00 16.00 a/MNss etc o ————

sd/f-

Principal

Vidya ERP
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3. How to send email circular to all staff?

After generating the pdf click on ‘Notify All Staff’ button to send email

circular to all staff.

Administration T tion

Staff Bus Pass
My Requests

Staff Requests

Print Bus Pass
Student Bus Pass

Print Bus Pass

Student Requests
Pass Cancellations

Staff Requests

Student Requesis
Route/Boarding Change

My Requests

Staff Requests

Student Requests
Route/Boarding Shuffle

Student Shuffle

Staff Shutfle

Staff Requests

Duplicate Bus Pass

Student Requests
Extra trip

Request Extra Trip

Cancel Exira Trip

Requests-To Allol/Log

Requests-To Cancel

iy NSRS~ T T

Send Email

Export Excel Reporis

Accounting  Receive Stock

Extra Trip Test

EEVEN or Discard

Select Date 27/04/20173

Heading Extra Trip Test

Circular Number

ADMINI/TEST/VOLIII/123
Buses Alloted
Date Purpose Route Details Name
27/04/2017 FDP/Brahmavidya/NSS efc Pathans = Amala = Kaiparamb Beena M V
| Generate || Print ‘I Notify All Staff |I Notify Requestee
e

Send a message Log a note

—

More =

Sujisha P Jayaram (Vid... =

Route No Start Time End Time Remarks

15 9.00 16.00 Test

T
Following

Dear Madam / Sir,
Please find attached, the bus conveyance details 27-04-2017

VIDYA ACADEMY OF SCIENCE & TECHNOLOGY

-.. Fead more

report.bus.convey
ance.report.pdf

One follower Add others

n Sujisha P .:.\;.-ar:\mx

® Email send with pdf circular
attached

tor - less than a minute ago - like

n Emall Thread created
=~ sujisha P Jayaram updated document - 4 minutes ago - fike

4. How to send email only to the requester?

To send email only to requester, click on ‘Notify Requester’ button after

generating pdf report.

Vidya ERP
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Extra Trip Test

or Discard

o~

gy A
% Thraugh 68 Select Date 27/04/20174]
Heading ~
Staff Bus Pass Extra Trip Test
My Requests Circular Number ADMINI/TEST/VOLIII/123
Staff Requests

Print Bus Pass Buses Alloted

Student Bus Pass

Date Purpose Route Details Name Route No Start Time

End Time Remarks
Print Bus Pass

27/04/2017 FDP/Brahmavidya/NSS elc Pathans > Amala = Kaiparamb Beena M V 15 9.00

16.00 Test
Student Requests

Pass Cancellations
Staff Requests

Student Requests

Route/Boarding Change [ Generate || Print H Motify All Staff HI Motify Reguestee II
My Requests

Staff Requests [1] S‘»‘ﬂ% message or Log a nots Following

el bEpets Exira Trip ne follower Add others
Route/Boarding Shuffle Dear Madam / Sir, Sujisha P .)a',taramx
Student Shuffle Please find attached, the bus conveyance details 27-04-2017

Staff Shuffle

my nejueses < T

Staff Requests

Duplicate Bus Pass

VIDYA ACADEMY OF SCIENCE & TECHNOLOGY

Student Requests ... read more

Extra trip

Request Extra Trip

Cancel Extra Trip

report.bus.convey

ance.report.pdf
Requests-To Allot/Log
Requests-To Cancel Administrator « less than a minute ago - ke
Send Email Bus Conveyance 6
Export Excel Reports Dear Madam / Sir

Please find attached, the bus conveyance details 27-04-2017
Staff Passengers

Student Passengers
Staff Bus Coupon Report

Extra Trip Report

Route Information

the ol VIDYA ACADEMY OF SCIENCE & TECHNOLOGY
Bus Route Information -.. read more
Boarding

Boarding Points
report.bus.convey

Vehicle Information ance.report.pdf
Vehicle
Administrator « 2 minutes ago - ke
Fuel Charges 3
Email Thread created )
Mileage Calculation . =

Sujisha P Jayaram updated document - 5 minutes ago - fike

Bus Staff Details

Profile
Configurations

Vehicle Types

Service Types

Accident Types

Academic Year

Email Alert Group

Duplicate Pass Fine

Email Alert All Staff

27
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LOGGING EXTRA TRIPS

1. How to log details of an extra trip?

The supervisor is responsible for updating the log register. After the supervisor logs the
details the record will be forwarded to the manager for approval.

Step 1: The supervisor can log in to ERP, go to Transportation Module -> Extra Trips
-> Log Trips.

Step 2: Click on the ‘Create’ Button.

Step 3: Select the date of the trip to log.

Step 4: Select the vehicle and give a description.

Extra Trip Log / Test

m or Discard 2/2 | 4| = ﬂ

—_—
Generate Log | Draft Logged Approved
elec e 29/04/2017
St Bs Bass Select Vehicle KL45-B-1454
My Requests
Description Test
Staff Reguests o ;
Print Bus Pass Owner The Principal
Student Bus Pass Total Run KM ¥
Print Bus Pass
Rate
Student Requests 0.00
Allowance
Pass Cancellations 0:00
Staff Requests Amount 0.00

Student Requests
Route/Boarding Change Trips of selected vehicle on selected date
My Requests
Date Purpose Journey From: Journey To: Start Time End Time Remarks
Staff Requests

Student Reguests

Route/Boarding Shuffie
Student Shuffle

Staff Shuffle

Bus Coupon

o = - + e
Send a message Log a note Following

n + Status: Draft ~ To Log One follower Add oihers

My Requests

Step 5: Click on the “Generate” Button. Then the details of allotted extra trips run by

that vehicle on the selected date will be listed.

2
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Extra Trip Log / Test
C\ Discard 2/2 [ || [= m
Generate Log Draft m Logged Approved

Select Date 29/04/2017
St Bus Bass Select Vehicle KL-45-B-1464
My Requests
Description Test
Staff Requests o .
Print Bus Pass Owner The Principal
Student Bus Pass Total Run KM ¥
Print Bus Pass
Rate
Student Requests 0.00
Allowance
Pass Cancellations 0:00
Staff Requests Amount 0.00

Student Requests These are allotted trip for this vehicle on the selecied date.

Route/Boarding Change Trips of selected vehicle on selected date

My Requests
Date Purpose Journey From: Journey To: Start Time End Time Remarks
Staff Requests
I 29/04/2017 test abc ofg 0.00 2.00 & I
Student Requests

Route/Boarding Shuffie
Student Shuffle

Staff Shuffle

Bus Coupon

My Requests Send a message or Loga note Following

e PR . statue Draft = Talan . Ann fallawar  AAd Athaem

Step 6: Verify the details, enter run KM, rate or allowance.

| N f
Extra Trip Log / Test
CrDiscard 22 4| 'Em
| Generate ] Log Draft m Logged Approved

Select Date 29/04/2017
St s Select Vehicle KL-45-B-1464
My Requests
Description Test
Staff Requests g Tt i
Print Bus Pass Owner The Principal
Student Bus Pass Total Aun KM P
Print Bus Pass
Rate
Student Requests 0.00
Allowance
Pass Cancellations 000
Staff Requests Amount 0.00

Student Requests

Route/Boarding Change Trips of selecied vehicle on selected date

My Requests
Date Purpose Journey From: Journey To: Start Time End Time Remarks

Staff Requests (1]
29/04/2017 test abc efg 0.00 2.00 ]

Student Reguests

Route/Boarding Shuffle
Student Shuffle

Staff Shuffle

Step 7: Click on “Log” Button. Then the status will be changed to ‘Logged’ and
amount will be shown. Also the status of the listed trips will be changed in the

‘Requests-To Allot’ menu.
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Step 8: The manager can click on the “Approve” Button to approve the log.

Extra Trip Log (a av)
or Import PDF or Excel 1-2.of 2 E D I
& o
& | | Select Date Select Vehicle Description Select Date Amount Status
)] 06/05/2017 KL-45-A-1320 TEST 06/05/2017 0.00 Tolog
Shll Buges M 29042017 KL-45-B-1464 Test 29/04/2017 B00.00 Logged
My Requests
Staff Requests
Student Bus Pass I
Student Requests
Pass Cancellations
Staff Requesis
Student Requests
Route/Boarding Change
My Reguests
Staff Reguests
Shrerit Hequtnls In the Transporatation Manager's log in

Route/Boarding Shuffle
Approve Student Shuffle B

Approve Staff Shuffle
Bus Coupon
My Requests
Qtaff Ramocte
Duplicate Bus Pass™
Student Requests
Extra trip
Request Extra Trip
Cancel Extra Trip
Requests-HOD Approval
To Cancel-HOD Level
Requests-Manager Approval
Requests-To Allot

Requests-To Cancel

Send Emalil

Extra Trip Log / Test

== [ vere | 212[w]®)

ol U

= Z &
s o Draft To Log m Approved
35 Through B
Select Date 29/04/2017
Dl Select Vehicle KL-45-B-1464
My Requests
Description Test
Staff Requests Route No 1
Student Bus Pass owner The Principal
Student Requests |
Total Run KM 60.00
Pass Cancellations Rate 10.00
Staff Requests
i Allowance 0.00
Student Requests Amount 600.00

Route/Boarding Change

My Requests Trips of selected vehicle on selected date

Staff Requests

Student Requests Date Purpose Journey From: Journey To: Start Time End Time Remarks

29/04/2017 test abc efg 0.00 2.00
Route/Boardina Shuifle
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GETTING EXCEL REPORTS OF EXTRA TRIPS

1. How to get Excel Reports of Extra Trips?
The supervisor/Manager can get excel reports of extra trips.

Step 1: Select ‘Extra Trip Report’ menu under Export Excel Reports.

Extra Trip Export

T T 2mowzorr Fill in the details

Status Allotted

Generate Excel Report Download Extra Trip.xls or Cancel I

Step 2: Select from and to dates, select status from the drop down.
Step 3: Click Generate Excel Report

Step 4: Click on the generated link “Download Extra Trip.xls”
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