FIELD TRIP WORKFLOW PROCESS

Log on to the VCCCD Portal

Go to the Work Life Tab

Select “My Processes” link in the Work Life Tab, then select “Field Trip Request”:

o
o°® My Processes (8)Logoff (Z]Help

VCCCD
Field Trip Request

Enter a Generic Name in the Workflow Specifics Name, and press “Start Workflow”, then

Press OK when the message displays:

o
°° Start Workflow {BlLogoff (ZJHelp

Organization: VCCCD
Workflow Name: Field Trip Request:0
y Workflow Specifics Name: History 101

Priority: Normalv

Workflow Note: ' TR

N § |

~ Start Workflow ?Rﬁeset E Cancel |

Priority field can default to “Normal”

Select “Start Workflow” to begin the process
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s A
o0 Start Workflow (B]Logoft (2]Help

The workflow was started successfully.

When the Workflow is started, the Workiist specific name wili be what is entered by the
user:

o Worklist

tkOf'g;qizatioq:fl Workflc - Actwtty : -~ Priority 2

vcceo  History 101 Field Trip Requast Normal 25-Oct-2012 11:32:48 AM &

Ready

From “Worklist”, select the field trip form to complete entering the information.
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Form 1 - Field Trip Request Entry — multiple CRNs (up to 12) may be selected:

:0 Field Trip Request Entry

Instructor/Advisor: Kinkella, Susan L.

Select the Class for which this Field Trip is being requested. Select more than one Class if there are
multiple sections for the Field Trip.

Hide ?Aénu‘ {@lLogeff (7 IHalp

* Class Section 1: "]:errﬁ: 201207&30”994%: 1CRN: 70187 Title: History of American Indian ~
* HCeES ISAERES 2 Term: 201207 College: 1 CRN: 70966 Title: Social/Politcl HistUS ~ ~
" Class Bection 2 Term 201207 College: 1 CRN: 71262 Title: Social/Politicl HistUS  ~
* Class Section 4: None s o - v
* Class Section 5: None - -
* Class Section 6: ‘Naore -
* Class Section 7 None v'
* Class Section 8: None h ==
* Class Section 9 None =
* Class Section 10: None - - e
* Class Section 11: &"(')r;é” T -
* Class Section 12: 'N“;ne i
* Acthaty/Destmation: éﬁdmash Hlstor); Mﬂseum

* Max Attendees (Informational Only!):  gg9g99

* Transportation Is Provided by
. @ College (District-owned vehicle)
- @ College {Commercial Travel)
. @ Responsibility of Student

Note that Students may be required to provide their own transportation to the point of
departure.

* Responsible instructor/staff member(s): |nsyructor

* Date(s) of field trips/excursions: November 30, 2012

If more than one field trip or excursion is included on this form, indicate 'see allached' on the

next three lines below. Attach a list of the locations in the next step when you review the form.

This list is for approver information only, and will not be viewable by the student.

* Address of field trip location:: 101 Chumash Lane
* Phone No. of field trip location: (805) 555-1212
* Contact Person at field trip site: Gray Wolf N
= CC Email List (separate by commas):  None
Complete * Save & Close ; Cancel §
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Select the “Complete” button when all information is entered and ready to be submitted for
approvals. Or, select “Save & Close” if you are not done completing the information and
need to return to this process to complete at a later time.

You will return to the workflow process on the Portal. From “My Worklist”, select the field
trip request that you are ready to review and route for approvals.

The workflow specific name will be updated to the class description of the first CRN selected:

o0 Worklist

| Ogansten | Worknow BEREARE o O s AR - T
VCocD Term: 201207 College: 1 CRN: 70187 Title: Field Trip Raview
History of American Indian

R=ady
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Form 2 — Field Trip Request Review (with list of approvers) — option to re-enter information.
If the workflow is for multiple locations, a list may be attached here:

hstruc‘o',Advnscr I Kznk::;ll‘a, Susan L.
Class saction 1 " Term: 201207 College: I CRN: 70187 Title: History of American indian
Class Section 2 " Term: 201207 .ﬁ‘:ollege: 1 CRN: 70966 Title: Scaal/Politic! Hist-US

la " Term: 201207 College: 1 CRN: 71262 Title: Sociai/Politici Hist-US

= . . ,

Cl " None
C T None ) o -
o None i 'fh'w
‘Class None
|Class Section 9 " None -
Class Section 10w Nsné -
Class Section 11 None -
Class Section 12 " None -
Activity/Destination Chumash History Museum
‘Max Attendees 995999
[Transportation is Provided by " College (District-owned vehicle)
|Responsible instructor/staff members Instructor

Date(s) of field trips/excursions November 30, 2012 o ) R )
[address of field trip location 101 Chumash Lane )
[Phone No. of field trp location (805) 555-1212
Contact Parsen at field trip site bray walf o
e e e S e — S y . .

Please review the above information, and if it is carret, select a Dean/Manager from the list below, and seiect 'Forward for Approval’. If you need tc change or
re-enter any of the information, select 'Re-Enter Information’.

Press Complete after selecting the desired option.

Select DeanfManager for Approval:  Ewing, Paticia v

rward for Approval
Re-Enter Information

Nickias. Inziane
Sokeru, Jubius |

If more than ane field trip or exairsion s nduded on this form, attach a list of locations, addresses, and phone numbers below. This list is
for approver information only, and will not be viewable by the student.

Compilete | Save & Close l Cancel§

Attach File

Select the “Complete” button when all information is entered and ready to be submitted for
approvals. Or, select “Save & Close” if you are not done completing the information and
need to return to this process to complete at a later time.

If the form is returned to re-enter information, the workflow specific name will be changed

to reflect that:
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@

o® Worklist
Organization  Workflow Activity Priority Created ‘
VCCCD Returned to Re-Enter Field Trig Request Hormai 25-Cct-2012 11:45:25 AM § }
Information |
Raady !
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The original data entered will be displayed, and can be changed as desired:

] . =
o0 Field Trip Request Entry Hide Menu (alLogaff (TIHelp

Instructor/Adwvisor: Kinkella, Susan L.

Select the Class for which this Field Trip is being requested. Select more than one Class if there are
multiple sections for the Field Trip.

" Elass Sectiog k Term: 201207 College: 1 CRN: 70187 Title: History of American Indian
™ Class Section 2: Term: 201207 College: 1 CRN: 70966 Title: Social/Politicl HistUS ~ ~
* Class Section 3: Term 201207 College: 1 CRN: 71262 Title: Social/Polticl HistUS
* Class Section 4 ' v s ey e
* Class Section § Mong . =
* Class Section 6: None =
* Class Section 7 None : : : -
* Class Section § None T =
* Class Section 9 None <
* Class Section 10: None S e .
* Class Section 11: None = =
* Class Section 12: Nono o e i = it e : .
* Activity/Destination: Chumash History Museum

= Max Attendees (Informational Only!):  ggggqg

* Transportation Is Provided by
@ College (District-owned vehicle)
& College {Commercial Travel)

@ Responsibility of Student

Note that Students may be required to provide their own transportation to the point of
departure.

= Responsible instructor/staff member(s}: |nstructor

* Date(s) of field trips/excursions: November 30, 2012

If more than one field trip or excursion is included on this form, indicate 'see attached' on the
next three lines below. Attach a list of the locations in the next step when you review the form.
This list is for approver information only, and will not be viewable by the student.

* Address of field trip location:: 101 Chumash Lane

* Phone No. of field trip location: (805)556-1212

* Contact Persen at field trip site: Gray Wolf .
= CC Email List (separate by commas):  Nope )

Complete l ' save&Close | Cancel |
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seaei: TGes sees

approvals. Or, select “Save & Close” if you are not done completing the information and
need to return to this process to complete at a later time.

The Dean/Manager will get a notification email from Workflow that a request is pending
approvai:

From: nereply@vceed.edu
To: 3ill Fearce
Subjec: Figld Trip Request Waiting Aporoval

| A Field Trip Request has been routed to you for Approval in Workflow. You may access it via the 'my workilow worklist' channel in the Work Life tab of MyVCCCD.

| Instructor/Advisor o Kinkella. Susan L.
| ‘Worklist Description - "chft;}:':zbwl‘zéftolleg; 1 CRN: 70187 Title: Historv of American Indian
: - Activity/Destination Chumash History Museum ' » o

College (District-owned vehicle)

| Address of field trip location 101 Chumash Lane
| Phone No. of field trip location. (803) 555-1212
. Contact Person at field trip site Gray Wolf |
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Dean/Manager approval form will allow approval or disapproval. If disapproved, a reason
will be entered. If the workflow is disapproved, it will end at this point.

Class Section

Class Section

'Ir\structor Adwsor .

1

N

Class Section

Class Section

{Class Sectioh

3

5

" Term: 201207 College: 1 CRN: 70187 Title:

iKinkella, Susan L.

Hlstory of American Indian

Tprm 201207 College: 1 CRN: 70279 Title:
.Honors: Hist Am Women

Term: 201207 College: 1 CRN: 70966 Title:

bocnal,’Pohttcl Hist-US

None

 None
§Chumash History Museum

|

|

H

; - S s
§ ctivity/Destination

Transportatlon is Provided by

ECollege {District-owned vehicle)

members

Responsible instruc tor/sta ff

fInstructor

Date(s) of field
trips/excursionq

July 31, 2012

Address of field trlp location

‘10 1 Chumash Lane

site

|
i
%Phone No. of field trlp Iocatlon §(805) 555-1212
IC

Contact Person at ﬁeldmtnp

Gray Wolf

approval.

C 3

@ Disapproved

Reason for disapproval:

Compiete |

Please review the above information, and select 'Approve’ or 'Disapprove'’ below.
If Approved, the form will be routed to the President or his/her proxy for final

If Disapproved, please enter a reason for the disapproval in the field provided.

Press Complete after selecting the desired option.

@) Approved - Forward to President for Approval

Mo district vehicles are availabler 6n that date.

Save & Close || Cancel
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Select the “Complete” button when all information is entered and ready to be submitted for
approvals. Or, select “Save & Close” if you are not done reviewing/approving the
information and need to return to this process to approve at a later time.

Disapproval will send an email to the Instructor, with the disapprover’s user ID and reason
for disapproval:

From: noreply@vcced.edu

To: bpearce@vcccd.edu

o :

Sobject . . - SField Trip RiestDisapproved e B @i

Instructor/Advisor - KmLeUabman L.

Class Secnon 1 Term: 201207 College: 1 CRN: 70187 Title: History of American Indian
| Class Section 2 ‘ ~ [Term: 201207 College: 1 CRN: 70279 Title: Honors: Hist Am Women
;Class Section 3 o {Term 201207 College: 1 CR_\ 70966 T 1tle Social/Politicl Hist-US

e ~ R : D
Class Section 5 Es\"one

Activity/Destination ~ |Chumash History Museum

:Transportaiion is Provided by Colleoe (DlStrlCI -owned \ehxcle)
| Respons1bie instructor/staff members Inatructor '

Date(s) of field | mpsze\curqlom E july 31, 2012 -

cdressof-frekd-trip-hoeation———— o+ Chummash-ane

‘Phone No. of field trip location 5(805) 555-1212 : -

Eéﬁfé(:ﬁtmgércon at field trip site [Gray Wolf -

The Field Trip Request above has been disapproved by bpearce
The disapproval reason is:

- No district vehicles are available on that date.

If the Dean/Manager approves the request, it will be forwarded to the President or designee
(Executive Vice President), and an email will be sent notifying him/her that the item is
pending. The User ID of the first approver will be listed:

10
Rev 3/31/16




from: nerepvdreced. edu

To: Bill Pearca
Ce
Suzject: Feld Tnp Request Waring Approval

A Field Trip Request has been routed to you for Approval in Workflow

Instructor/Advisor

Worklist Description
Activity/Destination

Transpontation is Provided by

Responsible instructor/

Da{e(:) ofﬁ;lé;}p:a excursions
Address of field urip location
Phore No. of field trip location

E(;ﬁkéila, Susan L.

.. You may access it via the ‘my workfiow worklist’ channel in the Work Life tab of MyVCCCD.

Term: 201207 College: 1 CRN: 70187 Title: History of American Indian

Chumash History Museum

Col lege (Comumercial Travelj

taff members Instructor
T Ruly 31,2012

101 Chumash Lane

(808) 355-1212

Contact Person at field frip site

Flrst Approver

‘ ‘Gray Wolf
" LISAMILLER
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President) approval form will allow approval o
d|sapprova|. If disapproved, a reason will be entered. If the workflow is disapproved, it will
end at this point.

TKiis;ke!Ia, Susan L.

Term: 201207 College: 1 CRN: 70187 Title:
EHls.tory of American Indian

Term: 201207 College: 1 CRN: 70279 Title:
Honors: Hist Am Women

ETerm: 201207M'C.c)lle<'jé:”1 CRN: 70966 Title:
‘Social/Politicl Hist-US

‘Inst}dc'tor/Advisc;r' 7
Class Section 1

Class Section 2

Class Section 3

Class Section 4 ~ None
Class Section 5 fNom:
Activity/Destination ‘Chumash Hlstory Museum

éTfansportation [ Provided by Cc-llege (Commercna! Travel)

Responsible instructor/staff
‘members

Date(s) of field
‘trips/ excursnons

Add ess of field trip location 101 Chumash Lane
Phone No. of field trip location (805) 555-1212

§Instruc tor

éJuzy 31, 2012

?\_.Ullld(_l Persormrat—frefd—t mp
site N i
First Approver LISAMILLER

Gray Wolf

Piease review the above information, and select 'Approve’ or 'Disapprove’ beiow.
If Approved, the form will be routed to the President or his/her proxy for final
approval.

If Disapproved, please enter a reason for the disapproval in the field provided.

Press Complete after selecting the desired option.

) Approved
9 Disapproved

Reason for disapproval: Need more information about the trip.

Complete r Savé &kNC’laékék r ”Cwé'hcel
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Select the “Complete” button when done reviewing and ready to be approved. Or, select
“Save & Close” if you are not done reviewing/approving and need to return to this process

to approve at a later time.

If disapproved, an email to that effect is sent with the disapprover’s user ID and reason for

disapproval:
Fror;; ¥ notep%vylfv(mcl.eﬂu
To: bpearce@vcccd.edu
Ce :
Subject: Field Top Request Disapproved .~ e o8 s © e
. Instructor/Advisor  Kinkella, Susan L.
| ClassSectionl ~ Term: 201207 College: 1 CRN: 70187 Title: History of American Indian
Class Section 2 Term: 201207 College: 1 CRN: 70279 Title: Honors: Hist Am Women
‘Class Section 3  Term: 201207 College: 1 CRN: 70966 Title: Social/Politicl Hist-US
i Class Section 4 None B ' '
? Class Section 5 None
Activity/Destination ~ Chumash History Museum
Trausponatxon is Provided by o :Colilég'e (ééx&uﬁiérciai"Trave.l)

‘Responsible instructor/staff members Instructor

Date(s) of field trips/excursions ~ July 31,2012

\Address of field trip location 101 Chumash Lane o
{Phone No. of field trip location (805) 355-1212

fOontact_ Person at field trip site o ‘Gray Wolf

The Field Trip Request above has been disapproved by bpearce

The disapproval reason is:

|
H
{
i

| Need more information about the trip.
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When the request is approved, an email will be sent to the initiator to that effect, showing

both approvers:

From: ;\lo'replfovcccdﬂedu
Toi- - bpearce@veccd.edu
Sah

id Trip ’VF&quest Approved

Instructor/Advisor Kinkella, Susan L.

Class Section 3

Class Section 4

Class Section 1 ' Term: 201207 College: 1 CRN:
Class Section2 Term: 201207 College: 1 CRN:
© Term: 201207 College: 1 CRN:

70187 Title: History of American Indian

70279 Title: Honors: Hist Am Women

170966 Title: Social/Politicl Hlist-US

‘Contact Person at field m’;i site Gm\,W olf

| The Field Trip Reguest above has been Approved.
Approvers:

| LISAMILLER

| PEDDINGER

/Class Section 3 N B . S
‘Activity/Destination Chumash History Museum

%Tfanséoﬁation 1s Provided by College (Commercial Travel)

Responsible instructor/staff members Instructor

Bate{sy-of-fieldiripsiencursior Julvs1.2042

{Address of field trip location 101 Chumash Lane

?hone No. of field tri;i location {803) 555-1212
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Personal Alert Sent to Student

Note: The personal alerts to the students are available from the portal for fourteen days.
The instructor will need to send an email reminder (available from the Portal Faculty Tab,
Manage F|e|d Tr|p Requests) after seven days if not all students have completed the forms.

oerld Trip Participation Form Term: 201205 (ollege 1 CRN: 50583
Title: Radiogrphy Sum Practicum (TEST) i

Sub]ect. (] Field Trip Parﬁdp

1 201205 College: 1 CRN: 50593 Title: Radiogrphy Sum Practicurn (TEST)
Date: Jul 11, 2012 1;39:55 P ?

In PROD, this message goes to [D:900307752

Please complete your Fizid Trip Farticipation Form

Click Link to Fill Out Form

Yentura County Community College District

STUDENT PARTICIPATICN FORM

Moorpark College

Cci
93004-3726

L
—Signature

1 have read the infonnabon ovided above and land my heirs, executors, administ s or assigns agree that in the event any
claim for personal injury, prop damage orwronutul death shall be prosecuted against VCCCD, we shail indemnify and save harmless
the same VCCCD from any and ali claiims or causes of acﬂon by whomever or wherever made or presented for personal injuries,
property damage or wrongful dealh. s

S

UBMIT PART!C!PATION FORM ) PRINT FORM |
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H “ : H s ”
Students will select “Submit Participation Form
C

Ventura County Community College District

STUDENT PARTICIPATION FORM

Form Submitted

= Thank Your Form has been submitted.

if student is a minor, they will only have the option to Print the Student Participation Form
to obtain parent/guardian signature, then submit hard copy form to instructor

heirs, executors, admini
be prosecuted again
uses of cumby whomever or wherever |

faculty self service

Summary Class Roster [Early Alert]
Check Roster

Instructor's Detailed Schedule
Lockup Schedule

Drop Roster

Post Grades

Degree Evaluation

janta

[ Manage Field Trip Requests New!
~rECDownioadablerorms

Moorpark Library Online Resources
OC Downloadable Forms

Oxnard Library Online Resources
VC Downloadable Forms

ventura Library Online Resources
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Faculty Field Trip List

e View/Print Roster by CRN

e Download Roster to Excel by CRN or Entire Field Trip

e Stop/Start Enrollment in the Field Trip

Faculty Field Trip List

Chum

Museum - 09/15/2012

Approved 22-AUG-12

CRN:
CRN:
CRN:

70187 - History cf American Indian
7027S - Honors: Hist Am Women
70966 - Social/Paliticl Hist-US

UCLA Nursing School - 69/15/2012

View/Print Roster

Download to Excel

Start Enrollment

Wiew/Print Roster

Download to Excel

Start Enrcllment

View/Print Roster

Download to Excel

Start Enrollment

Cownload Entire Field Trip Roster

Approved 22-AUG-12

CRN:
CRN:
CRN:
CRN:
CRN:
CRN:
CRN:
CRN:
CRN:
CRN:
CRN:
CRN:

Field Trip Roster by CRN
Faculty Can:

78105 - Beginning Nursing tab I
7809C - Beginning Nursing Lab I
78095 - Beginning Nursing Lab [
78100 - Beginning Nursing Lab I
72328 - Beginning Nursing Lab I
72327 - Beginning Nursing Lab
78044 - Beginning Nursing Science
78077 - Nursing Skills Ltaboratory I
78079 - Nursing Skills Laboratory 11
78080 - Nursing Skills Laboratory 111
78082 - Nursing Skills Laboratory 1V
70494 - Study Skills/Nursing Students

View/Print Roster

Download to Excel

Start Enrollment

View/Print Roster

Download to Excel

Start Enrollment

View/Print Roster

Download to Excel

Start Enrollment

View/Print Roster

Download to Excel

Stop Enrcllment

Wiew/Print Roster

Download to Excel

Stop Enrollment

View/Print Roster

Download to Excel

Stop Earcliment

View/Print Roster

View/Print Roster

View/Print Roster

Download to Excel
Download to Excel
Download to Excel

Step Earoliment
Stop Enrollment
Stop Enroliment

Wiew/Print Roster

View/Print Roster

View/Print Roster

Download to Excel

Download to Excel
Download to Excel

Stop Enrollment
Stop Enroliment
Start Enroliment

Download Entire Field Trip Roster

e View or Print the Roster (Grouped by Participation Form Signed/Not Signed)

e Download to excel

e Mark Students that Attended

e Report Signed Paper Participation Forms (For Minors, Etc.)

e Send areminder email and Priority Alert to students that have not signed the participation form.
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Save Changes. | | Printthis Roster | - Download to Excel |

Field Tnp Rester

;Student Participation Form Signed

Attended Stu ID Name District Stu Stu Emait Emrg Emerg Phone ins Co ins Policy ins Group Health
Trans Phone Contact issues
e 200471170 Savzhed Y - shandiz_savahelt@my veccd.edu  Ancrew {835) 654-32!0;@ Health Met 235576745 2315572909 Allergic ic
Shandz Jacksen Dus Se315
dragonties
herseshoes.
and
bookmarks.
2 G20425827 Campoell, Y - grovanna_fratianne 1@my veecs edu *=* See Paper Form === { F'aper fom has ool teen winsd )
Giavanna
200652183 Jones. ¥ - bpelie_jones1@my.veccd.equ *** See Paper Form =~ { Paner fomm hias not pee
Brelie

Attended Stu D Name Stu Phone Stu Email Rcvd Paper Form
N S00316726  Kaur, Jaswinder — jaswinder_kaurz@my vceee edu N #

900509387 Weiss Maxi 8186244157 maxi_weiss 1@my.veecd.edu.
- o ryan_yoshiwaral@my.vceed.edu

Printed Field Trip Roster
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Field Trip Roster - Fall 2012 - CRN: 78100 - UCLA Nursing School - 09132012

Fieid Trip Roster
Fall 2012 - UCLA Nursing Scheoi - §9/15/2012
CRN: 78100 - Beginning Nursing Lab |

Bt

St Stu Emait Emrg

Emerg Phone ins Minor

District Ins Policy Ins Group Heaith

Trans Phone Contact Co issues
4 9030471170 Savahel;, Y - shandiz_savahel 1@my vcccd.edu  Andrew (5553 654-3210% Health 238576745 2316578309 Allergic to N
Shandiz Jackson Nei bus seats,

dragontiies,
horseshoes,
and
bookmarks,

o4 300495827 Campbeli, ¥ - giovanna_fratianne 1@my vceed. edu *** See Paper Form *™* M

bneée_jonesi@my veoed ed{x *** See Peper Form *™* o

Field Trip Roster - Fall 2012 - CRN: 78100 - UCLA Nursing School - 09/15/2012 Page 2 of 2

: Field Trip Roster
. Falt 2012 - UCLA Nursing Schooi - 09/15/2012
CRN: 78100 - Beginning Nursing Lab |

‘Attended St 1D Name Stu Phone Stu Email Minor Revd Paper
Form
3 900316726 Kaur, Jaswinder = jaswinder_kaur2@my.vcced.edu N
] 900509387  Weiss, Maxi 8186244157 maxi_weissi@my.vcced.edu N N
3 ] 900618736 Yoshiwara, Ryan - ryan_yoshiwaral@my.vceced.edu Y A

{STUDENT_ATTENDSTU_ID  STUDENT_NAME DIST_TRANS STUDENT_PHONE STUDENT_EMAIL
78100:'Y SE+08 Sawaheli, Shandiz ¥ = shengiz_savahelil@my.vcced ecdu  Andrew Jackson (555} 654-3210
2E+08 Campbeli, Giovann ¥ - giovanna_fratiznnei@my.vcced.edy
: 9.G;E?O§f;ones_, Brieiie Y = ) brielle_iones1@my.veeed.edu

2E+08 Kaur, laswinder ‘! - ,éaswinder_kau:l@mv.vcccdec’u
3.C1E<08 Weiss, Maxi ¥ £18-5244157 maxi_weissi@my.wowd.edy v
. S.01E+08 Yoshiwars, Ryan Y - o r¥an_yoshiwerzl@my weed.edu

TINS_AVAIL INS_CO  INS_POLICY INS_GROUF HEALTH_{SSUES STUDENT_MINOR PFORM_SIGNED STU_SIG_DATE PARENT_SIG_DATE
Y Health Ne 236576746 2.317E+0G Allergicto bus seats, drag N Student 10/4/2012 505
N ) Parent 10/9/2012 14218
N Parent 10/9/2012 1418
] Not Signegd
N Not Signed
Y 7 Mot Signed

TC:field trip workflow procedures
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