Tech Tip Tuesday—February 11, 2025

Trip Selection in Trip Book...and going back to the Trip Book selection screen

When you open Trip Book for the very first time, the screen defaults to the Select tab Select tab, so you
can pick the trip you want to process. There is also quite a variety of selection criteria, so that you can
quickly find the trip or set of trips you want to process.

It used to be common for many people to pick Trip ID, so they could just type in the number of each trip
as they pick up the paperwork. These days, fewer people use physical paper anymore, so you might just
want to show all trips. But you can use the selection criteria to quickly just close all the trips for a given
customer or company (maybe they are in a hurry to get an invoice). Other choices include Chauffeur ID,
Chauffeur Name, Vehicle, etc. So feel free to pick whatever works for you, which might be different at
different times.
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Another feature that people sometimes overlook is the fact that the columns can be sized and
arranged...so, for example, if you want the Trip Date, Chauffeur ID, and Vehicle all the way to the left—
just drag the columns where you want them.
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Once you select the job you want to close, review the charges tab, review the chauffeur pay tab, and

click process...what happens? Does the system automatically select the next job, forcing you to click
back on the Select tab so you can pick the one you want?

If so, this is easy to change. When Trip Book is showing the Select tab, click on the “Save Grid/Tab”
button. Then the system will remember (for your userID) that, after processing a trip, you want it to go
back to the “Select” tab. (Note that if you click this button while on the Charges, Commissions, or
Chauffeur Pay tab, it will then show that tab for the next selected trip).
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