Offsite Visit Forms and Financial Trip Reconciliation (Pink Book)

Offsite Visit Forms and Financial Trip Reconciliation (Pink Book)
County Standard forms:-

	OV 7A
	Parental Consent for a Specific Trip

	OV 7C
	Annual Parental Consent

	OV8
	Pupils Name, DOB and telephone details of Contact 1, 2.  
Manual entry is required for the column ‘Other Relevant Information’ and the table at the bottom of the report titled ‘Adult Details’. 

	OV10
	Missing Person Form

	Medical and Dietary Needs
	Created by SITSS to record pupils’ Medical conditions, Medical Notes and any Dietary Needs.

	Photo Sheet
	Created by SITSS passport sized photos of the pupils on a trip with their name beneath.


For Offsite Visits and the account reconciliation, the School Journey Pink Book that is required by School Funding can now be populated directly from Sims .net.  
You have a choice to create a User Defined Group (UDG) in Sims .net for all the pupils that will be going on a specific trip or run the reports for specific registration group(s).  The Financial Reconciliation is created as a report in Sims .net called School Journey Pink Book and has all the formulas embedded to enable the calculation of a trip and payments with ease.   
Please ensure that pupils have only one contact 1 and one contact 2 or an error will occur when running reports.  The error will read - Table in this document has become corrupted.  
The Initial Trip Letter and Instalment Reminder letter will need to be edited to your schools’ preferred style.  Step by step instructions are given below under the heading Modifying Mail Merge Letters for your school  
We recommend that once you have imported the reports they are placed into a Category of Offsite Visit to ease navigation.  Step by step instructions for creating a category is given below. 
Import the reports which are correct for your school. 
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 type in a name for your category [image: image6.png]Name ~[Dffsite Visit




 
6. OK on the Category Name dialogue box
7. OK on the Report Category dialogue box
To move the reports into the Category of Offsite Visit 

8. Click on the + by Category [image: image7.png][ Category




 

9. Click + by Focus[image: image8.png]£ Focus



 

10. Click the folder for Student [image: image9.png]


 or Group [image: image10.png]


 depending which Focus your report has been imported to.  Please see screen shot about for the report focus.  
11. Click in the right hand pane. 

12. Use the scroll bar on the right hand pane to see a report.
Left mouse click on the report, keep the mouse button suppressed and drag into left hand pane so that the Offsite Visit category name goes blue, then release the mouse button.
Creating a User Defined Group (UDG) for a Specific Trip 
13. From the menu bar click on [image: image11.bmp], then [image: image12.png]Groups



 then [image: image13.png]User Defined Groups



.
14. Click on [image: image14.png]New



 below Maintain User Defined Groups. 

15. Complete the Group Description [image: image15.png]Group Desciipion |SKI 2007



, press Tab type the letter A in the Active window, press Tab type in a Code [image: image16.png]Short Name




.  This is the code you will need to enter when running reports for this group.  

16. Add the Main Supervisor by clicking on [image: image17.png]


.  

17. Click on [image: image18.png]


 at the end of Effective Date Range.

18. Click in the radio button for Custom Dates [image: image19.png]7 Custom dates



.  

19. Click on [image: image20.bmp] at the end of the From box then double click on the start date of the trip. Now click on [image: image21.bmp]. at the end of the To box and double click on the end date of the trip.  Click OK once your chosen dates are shown.

20. Click on  [image: image22.png]4 Action



 Add Supervisor.
21. Click on [image: image23.png]# Search



, click on the person required then click OK.
22. Type the letter M in the red field for Supervisor Title so that Main Supervisor is filled in.
23. Click OK then OK again to return to User Group Details.
24. Click on [image: image24.png]Membership



, amend the Effective Date Range as in 6 above.  

25. Click on [image: image25.png]4 Action



 then [image: image26.png]Add Member



.
26. You are able to use the criteria boxes to limit your search or leave [image: image27.png]Group Type <Al



 and click on [image: image28.png]M Search



.
27. Click on the first person to be included then continue your selection holding down the Ctrl whilst doing so.  Click OK
28. Once all members of the groups have been added click on [image: image29.png]I save



.

You are now ready to run reports please ensure that you enter the Short Name as entered in your UDG the parameter box  
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Modifying Mail Merge Letters for your school   Mail Merge training is available as part of the Microsoft for Sims .Net course which SITSS offers.  This course is only suitable for users of Word 2002 or 2003.  A booking form is available on: http://www.thegrid.org.uk/info/traded/sitss/courses/sims.shtml 

Letters can be modified by editing the template of the report.  

29. From the menu bar click on [image: image31.png]Reports
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Click Open an existing report. 
31. Click on the + by [image: image33.png][ Category




 to expand the folder then click on folder [image: image34.png]



32. In the right hand pane double click on the letter report you wish to amend

33. In the Report Summary  click on [image: image35.png]Default Output:




 then [image: image36.png]Q) Edt



 in the right hand pane.

34. Amend the letter as required and then click [image: image37.bmp].  Close Word by clicking [image: image38.bmp]
35. Click on [image: image39.png]I Save s



.  Give your report a title, ensure that [image: image40.png]I~ Private



 does not have a tick in it then click OK
Your report will show under [image: image41.png]My Reports



 in the Report Browse.  Drag and drop your report into the Offsite Visit Folder you created earlier.
From reports in Sims .net run School Journey Pink Book





Amend the mail merge letters
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