Travel Planning Tools Using Google Docs

Purpose: To provide useful tools to recreation professionals for streamlined and effective management of sport club travel

Before you begin:

1) Use of Google Docs requires a gmail account (free).  Go to www.gmail.com in order to register an account if you don’t already have one.

2) Consult your institution’s IT Department if you have any questions along the way or if you have questions about using these web forms on your institution’s website.
3) Consult your institutions Risk Management Department; these forms may not work with each institution’s risk management policies.  You may need to customize each form in order to adhere to your institution’s risk management policies.

I.  Learning to use the forms


A. The Forms


Four web forms:
· A – Activity Registration:  Allows clubs to register all away and home events as soon as they schedule them.  This may be filled out at the start of the semester for all known activities, or throughout the semester as new activities are scheduled.

· B – Trip Plan:  Describes departure and return dates/times, destination, housing accommodations, drivers, and passengers for club travel.

· C – Activity Report: Upon return from a trip, this describes the activity, highlights, and lists any injuries that may have occurred.

· D – Driver Authorization: Potential drivers submit information about their personal vehicles and driving record before they are authorized by you to drive.


Two Merge Documents:

· Trip Plan (B) – Allows you to merge data from the Trip Plan web form into a concise, easy-to-read one page document

· Event Report (C) - Allows you to merge data from the Activity Report web form into a concise, easy-to-read one page document

B. Downloading the Forms


In order to download the online forms from Google Docs, you will need to open a gmail account.  
We recommend you open a gmail account specifically for your administrative program rather 
than using a personal account.

1) Open a gmail account 

2) Log in to “docs.google.com”
3)  At the top of the page on the left select the “documents” link
4) Select “Search Templates” in order to find and download the form templates

5) In the search area, enter “sport club travel”.  You should now see four forms:
a) Appendix A – Activity Registration

b) Appendix B – Trip Plan

c) Appendix C – Activity Report

d) Appendix D – Driver Authorization

6) Choose Appendix A by clicking “Use this template”.  Once you have done this, three things will happen:
a) The form becomes yours and will be placed in your Google Documents folder.  It will be named “Copy of Appendix A – Activity Registration”
b) You will be automatically re-directed to an editable version of the form.  You can now begin to customize the form to your specific program needs (see below)
c) You will notice a unique web link at the bottom of the editable version of your form (where it says “you can view the published form here”).  This is the link you will post on your website to quickly direct users to fill out the form (see below).

d) Repeat this for all 4 template forms (i.e. Appendix B,C,D)

C. How to access the form in the future:


1) Log in to Google Docs (docs.google.com) and go to the “documents” section


2) Rename your forms (right click on “Copy of Appendix A – Activity Registration”,  then 
rename).  We recommend you simply remove the words “Copy of” so that the form will now be 
named “Appendix A-Activity Registration.”


3) Click on the (picture of the) form you wish to access


4) You will first be directed to the form database.  This is a simple spreadsheet, and it is where 
data is automatically downloaded when someone completes a form (see “Gathering 
Information” below).


5) To view/edit the form itself, click “Form” in the menu just above the spreadsheet.  You can do 
a number of things from here, but the most common uses are:



a) “Edit form”.  You can find the form URL at the bottom of the page.  You will need this 


URL if you plan to link to this form from your website.



b) “Go to live form.”  Use this if you would like to test the form to make sure it is set up 


as you would like it.  Also, the “live form” view will be the same view of the form that 


anyone who fills out the form will see.
D.  Editing the Forms

To edit the form, scroll over the question you wish to edit with your mouse.  When scrolling over each question, you will see three different icons: 

1) Edit (represented by a pencil).  Use this to alter questions, list menus, etc. 

2) Duplicate (represented by two squares).  Use this to copy the question to use in another part of the form

3) Delete (represented by a trash can).  Use this to delete the question altogether

*To add a new Question, click ‘Add Item’


** Questions with a red asterisk are required questions.  To remove the requirement 


from a particular question, you must uncheck the appropriate box when you are 


in edit mode.


E. Options


1) Customized form responses: You may customize the automated form response by 
going into edit form mode, selecting “more actions”, then “edit confirmation.” 


2) Receive an email when a form is submitted:  You may receive an email notification 
whenever a form is submitted.  In the spreadsheet view, select “tools”, then 
“notification rules.”

F.  Posting the form to your website

If you wish, you may post these forms directly on your website.   This is helpful as it makes it 
very easy for club officers / members to navigate to your form.



1) Go into “Edit form” mode by following the instructions above.



2) Copy the URL at the bottom of the page



3) Link this URL to a page on your website



4) Visitors to this link will now be able to fill out the form.  You will receive any 



responses on your spreadsheet.

G. Gathering Information

Once you have customized your form, you may want to practice gathering information in the 
spreadsheet database.  The best way to do this is:


1)  Go to the online form using the URL attached to this particular form (See above for 


instructions).


2)  Enter information into the online form.


3) Once you complete the form and click submit, you should receive the following 


response: “Thanks!  Your response will now appear in my spreadsheet.”  (see “options” 


below to learn how to create customized responses)


4) You should now be able to see your responses on this form’s spreadsheet.

H. Saving/Storing Data

One way to store the data you gather is to export it to an excel document that you keep on your 
computer’s hard drive or on a network drive.  This way, you can manipulate the information to 
suit your needs.  There are a few options for doing this:



1) The very first time


On the spreadsheet menu, choose “File”, then “Download as”, then “Excel”.   Save it to 


an appropriate folder on your computer or network drive.



2) All subsequent times


Simply copy the new row(s) of data and paste them into the excel file you saved on your 
computer/network drive.  The columns will all match up (as long as you don’t delete any 
columns on the excel spreadsheet).
II.  Applying the Forms

A. Merging Documents


Appendix B (Trip Plan) and Appendix C (Activity Report) also come with accompanying word 
documents pre-configured to merge your data.  These are useful because they put the data into 
an easy-to-read format rather than having to scroll through rows and columns of spreadsheet 
information.  Here are the basic instructions for merging a document.  
We will use Appendix B
as an example:



1) Download “B-Trip Plan Merge” from the following website: 



http://www.sportrisk.com/google-docs-travel-documents/


2) Save the merge form to your computer



Tip: You may want to create individual folders for each Appendix Form.  This way, you 


can place the corresponding mail merge document in the same folder as the 



spreadsheet you will merge it with (i.e. B-Trip Plan spreadsheet in the same folder with 


B-Trip Plan merge)



3) Open the B-Trip Plan Merge form.  You will receive a message that says:


“Opening this document will run the following SQL command.  Data from your database 


will be placed in the document.  Do you want to continue?”



*The first time you open this document, select “NO”.  Once you merge this document 


with your database (the next step), you may then select “YES” the next time you 


open the document.

4) Link the B-Trip Plan Merge document to the excel spreadsheet you saved for B-Trip Plan.  If you need mail merge instructions, consult your IT department, or go to http://office.microsoft.com in order to find mail merge instructions for your version of Microsoft Word.



5) Once the word document and excel spreadsheet are linked, you should be able to 


preview the mail merge results and see your spreadsheet data formatted on the word 


document.



NOTE: In the google doc forms, the actual questions serve as the headings for the 


spreadsheet form fields.  For example, if a question in your google doc form is called 


“Sport Club”, then the merge field in the spreadsheet will also be called “Sport Club.”  



If you edit any questions in your google doc form, then a new merge field will be 



created in your spreadsheet.  For example, if you change the name of a question from 


“Sport Club” to simply “Club”, then the new spreadsheet merge field will be called 


“Club”



This is important because if, for example, you change a question from “Sport Club” to 


“Club”, then you will need to insert the newly created “Club” merge field into your word 


document.  Follow the Microsoft mail merge instructions in order to review how to do 


this.
B.  Approval Process
There are three parts to the overall travel approval process:

The approval process, at its most basic, includes:

1) Submission by the club

2) Acceptance by the Sport Club Administrator

3) Confirmation to the club that everything is approved.

Components of each approval:

· Event Approval – Approve events based upon date(s), distance to travel, etc.
· Driver Approval – Approve drivers based upon their self-disclosed driving record.  Consult Risk Management if you have questions about any drivers.
· Trip Plan Approval – Approve trip plans based upon accuracy of information, including drivers, existence of signed waivers for each club member, and appropriate travel distances and travel times.
It may be helpful to post confirmations online as much as possible, being sure not to include personal information such as cell phone numbers, driving record, etc.   Information posted online is easily accessed by club officers, so you may choose to confirm an event, post it online, and require club officers to check the website for their event’s confirmation.

It may also be helpful to combine posting information online alongside emails to the clubs.  In this way, you have documentation of the entire approval process from start to finish.

C.  Weekend Travel Packet
Once you have approved club travel, you may choose to print out a weekend travel packet.  This packet essentially includes a print out of the weekend events (form the Appendix A – Event Registration excel spreadsheet), and a print out of each club’s trip plan.  Staple them all together, and you’ve got the weekend travel itineraries for every club at your fingertips.
