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PURPOSE OF THIS GUIDE

The Student Import & Address Matching Resource Guide will provide you with explanations of the
basic tools within Athena, walk you through the procedure of uploading student information using a
csv file, as well as provide you with specific scenarios you may encounter as you begin to
independently navigate the system within the User Stories section of this guide.

ATHENA STUDENT IMPORT & ADDRESS MATCHING INTRODUCTION

The Student Import Module can be found in the Utilities area of the action bar. In this module you will
be able to upload student information from a csv file within Athena, making the process of uploading
bulk student files a more convenient and efficient process. Once the information is uploaded, a
student record will be created for each student, allowing for address matching, and later processes
such as trip planning, to take place.

ATHENA STUDENT IMPORT ASSET KEY

Symbol Explanation Symbol Explanation

All Students will display . ]
Show All Data
despite status G [Ek Begin Import

lll Columns Categories for Sorting Data X Cance Stop File Upload

Import Record History Save Finalize Report

NAVIGATING THE STUDENT IMPORT MODULE

Student Import:

1. SignIn:
You will first come to the Sign In page. Where you will enter your Username (email) and

Password.
=

Athena Login
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2. Athena Portal Home Page:
You can choose to select all students by clicking on the box in the heading, located in the upper
left of the data panel.

ﬁ Education Logistics, Inc. Active Data Area:plan 8

3. Applications:
At the bottom of this screen are Athena applications.

‘9 mReRe B B

Sl'udenl' Dispatch Time &

Telemalics
nt Ridership Attendance Mapping

4. Routing Management:
Click on the owl icon to enter the Routing Management module.

o

Routing

Management

5. Utilities:
In the Action Bar, select Student Import under Utilities.

Utilities

Student Import

6. Import Students:
The Student Import window will open.
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Uploaded File:

The file that was recently uploaded will show at the top left of the module.

MNorthwestermnOmnlano-ASTUDENTDI-2023-07-07- 100000 cav

Functions:
At the top of the Data Panel, there is a Functions drop down with several options.

@ Initialize

X Cancel

2 Run Geolocation

2] Import

& Import & Find Service
B Finalize

& Export Error Records

3 Create Schedule

® Import History

> Initialize: Once your file is uploaded, choose “Interactive Mode” before selecting “Go”.

Choose files

File name must be "DistrictName State-ASTUDENTDI-yyyy-MM-dd-HHmmss.csv"

Initialize Mode
(®) Interactive Mode
Batch Mode

3 &8

» Cancel: When selecting “Cancel”, this will interrupt and stop the file upload.



Run Geolocation: When selecting this option, you will have the ability to execute
geolocation on a selection of records (only unvalidated records are processed). The
selection is made in the data panel—the Location Picker is not needed for this.

Import: After you have matched all the addresses and fixed SGP, select “Import” to save
the changes to the system.

Import confirmation

All importable records

(® In selection only
In the full list

(® validated geolocation only
Any geolocation status

Number of Student records: 0 Number of Special Need records: 0

Number of To School TR records: 0 Number of From School TR records: 0

If all the students are imparted, this student import project will be ended and you
will not be able to delete the students existing in Athena but not in this CSV file

oo J o

Import and Find Service: This will import students and try to assign them to a stop
service. This is recommended if you already have your routing in place.

Delete: When working within the “Student Deletion” tab, the delete button allows you to
permanently delete records that are flagged in the status as “Suggested Deletion”. The
user has the option to delete only records that are selected, or to delete the entire list within
the “Student Deletion” tab.

Delete Confirmation

All deletable records

(® In selection only

In the full list

Number of Student records: 0

Cancel

Export Error Records: This will create an Export Error Records CSV file to be
downloaded.

Create Schedule: User’s can work with their Athena Service Level Manager (SLM) to set
up their Automated Student Data Import (ASDI). ASDI will automatically pull a student
import file following your desired schedule—whether that be a daily, weekly, or bi-weekly
import.



8.1Import History: Within the Import History, the user is not only able to see the day and
time of all imports within Athena, but the client is able to re-download the five most
recent student import files that were pulled into the system.

J User..

uat02. ..
uat02. ..
uat02. ..
uat02. ..

athtra. ..
athtra. .

athtra. ..
athtra. .

athtra. ..
uat02.

athtra. ..

Date
11/09/20..
11/09/20..
11/08/20..
11/08/20._.
10/26/20. .
10/26/20. ..
10/26/20. .
10/20/20. ..
10/20/20. ..
09/26/20...
09/25/20...

135 Records | 3 Pages

Status
Interrupt. .
Canceled
Canceled
Canceled
Invalid F ...
Canceled
Invalid F ...
Canceled
Canceled
Canceled

Completed

Import History

Progress Import ...

Manual | ...

Manual | ...

Manual | ...

Manual | ...

Manual | ...

Manual | ...

Manual | ...

Manual | ...

5902/5902 (10C Manual | ..

5902/5902 (10C Manual | ..

5019/5902 (85. Manual |

1 2 3 » »B

8.1.1 Cancel Accumulated Imports:
User’s who are using ASDI, and encounter an accumulation of unaddressed import
files following a hiatus from the system can cancel all but the most recent imported

file to avoid having to manually cancel file’s one at a time.

San...

plan
plan
plan
plan
plan
plan
plan
plan
plan
plan

plan

|l Columns

Importa... Im...

ke b e

Records per page (50)

Select cancel files, to cancel all files but the most recent import.

O User... Date
uat0.. 11/09/20..
uat0 11/09/20..
uat0.. 11/08/20..
uat0.. 11/08/20..

Status
Interrupt. ..
Canceled
Canceled

Canceled

Import History

Progress Import ...
Manual ...
Manual ..
Manual ...

Manual ...

San...

plan
plan
plan

plan

Ill Columns

Importa... Im...

te ke le

9. Current Sessions: Within the Current Session drop down menu, you are able to view the Number
of Records and Records Processed from the Student Import.
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Number of records
| f

Loaded 2410
! MNew records 2
| Changed records 1960
1 Existing records 448
Deleted records N/A

3 No-Ride 0

Records processed

! Validated 231

| Mot validated 99

| Imported 0

3 Import failed 0
Unmatched 96
SGP errors 3

10.Data Panel:
When entering the Student Import Module the user will be brought to the Data Panel which will
automatically show all records that failed due to a geolocation or SGP (School, Grade, and
Program) error. To view all records from the Student Import, toggle on the “Show All Data” tool.

10.1 Show All Data:
When you select the Show All Data side button, all students will display below
regardless of status.

@ ) showAlData
[0 Operation Status No-rider Geolocation SGP *  First Name Last Name
O ADD Failed Validation true ® 0K @ Fail Kaydence Parsons
O UPDATE Failed Validation false @ Unchanged @ Fail McKenna Booth
O ADD Failed Validation false ® 0K @ Fail Aura Myers
O UPDATE Validated false ® Unchanged ® 0K Skyler Haight
O UPDATE Validated true @ Unchanged ®OK Joshua Prine
O EXIST Walidated true @ Unchanged ® 0K MNathaniel Sablan
[0 UPDATE Validated true @ Unchanged ® 0K William Pilling
O EXIST Validated true ® Unchanged ® 0K Zaden Baxter

10.2 Columns:
There are several columns of information that will be listed in the Data Panel. To
add or hide columns in the Data Panel, click on the Columns button in the upper
right of the Data Panel.

Il Columns

10



rent Session v | 1ll Columns | L EIPV_-
T
=) Operation | Prefix
= Status | = Street Name
i
|
u| No-rider u| Type
% [a) Geolocation n| Suffix
n| Zip Code

s SGP il

o First Name 3 |m SIS Address

Last Name s Mailing Address

a| District ID

(1]
]

10.3 Deselect the columns you want to hide. Select the columns you want to view.

10.4 You can drag and drop the categories within the Columns window to change the
order, as well as move the categories within the Data Panel to reflect your desired

order.
izeodacaton SGP Firat Hamse Last Mame ¥ Cireei Hame
W Ui chad [ T TERRITORLAL
[ ] [ s ERE: TGO
[ ] L s LSS
[ ] [ ] COWELAS
L] [ ] MARTIN CREEE

10.5 You have the ability to sort your columns. For example, to sort by last name, click
on the heading of the column and it will sort ascending, click again to sort by
descending.

10.6 Data Filter:
There is a Data Filter for some columns; click on the menu icon next to the
column name, then select only the data you want to view. In some cases, you
can type in the data you wish to filter.

Contains -

-

11.0nce the file has completed its upload, the data listed in the Data Panel following the upload will
display students who either have a Geolocation or SGP error.

11



I + 5 U0 N TO-2025-07-07- 190006.¢1

Shudent Inparakon

hiow All Data

= Operation Status
ADD

anp

O =

a) Geolocation: All identified Geolocation errors will require additional “Address

Sudent Deletion

Validation Faied
Validation Faied

Special Meed Status

= Houlhing » utiliies » Student Import

To School TR Status

3 ] |I Il Codmmns |

From School TR Status

Matching” using the “Pick a Location” window.

b) SGP: SGP or School, Grade, and Program errors are usually rectified within the

Schools module of Athena.

Status
Failed Validation
Failed Validation
Failed Validation

12.Select a Student:

When selecting a student in the Data Panel, you will see the student highlight yellow in the Data

Geolocation

® Unmatched
@ Unmatched

@ Unmatched

SGP
®OK
® OK
@ OK

Panel, and the student information in the Workspace Panel under “Student Details”.

= & Routing » utiites » Student Import

transportation-08-02-21-0ut (1) csv

Sherw 4 D
= Operation Status. No-rider Guolocation sGP First Name
= EXIST Failed Validation  false ®ok  Aeya

O ExisT Failedt Validation false ok Ausyn
0 exist Failed Validation false L Ies Leona
O ExIsT Failed Validation false L 2= Camren
0 exist Failed Validation false L I Sergio
O ExIsT Failed Validation false L 2= eovel
0 exst Falled validation false L 1oy Damars
O EXIST Failed Validation false . oK Jayden
O exst Failed Validation  false ook matmew
O EXIST Failed Validation false . 0K Natalie
O exist Failed Validaion  false ook ayssa
O EXIsT Failed Validation false . 0K Cayce
O ADD Failed Validation ~ false es A

O EXIST Falled Validation false . 0K iy

0O exisT Failed Validation ~ false eck  Sneiia
O EXIST Falled Validation false . 0K Ashiyn
O ADo Failed Validaion  true ®F Kapdence
O EXIST Falled valiaation Talise . 0K Eljan
O exisT Failed Validation  false ®ck  Sammy
O Exist Fallied valgaton false . 0K Daniel
O ExisT Failed Validation  false: ®ck  David
0O ExsT Falen validation  falee ook mme
O ExisT Failed Validalion  false: ®ck  Swoen
0 exst vaiates tatse e Frea
O ExisT Validaies false ook Aeds
0 ExsT Falen validation  false ®ok  acon
O ExXsT Failed Validalion false @0k Lilyonna
0 exst Faled validation false eox  snanze
97 Rucorns. | 2 Pagas w « 1 [

Last Name *
Lindberg -
Loudermilk
Marguess
Marlin

Martin-Martn 2635

Matias Anilon

Wabas Anilon 2

Matias Martin
McLain
Milligan
Mils

Matia
Myers
Mesiba
Patio Herr
Panmenter
Parsons
Parsons
Peralta Her
Perez Jer
Pietce
Enton
Pistan
Przzamiglio
Ficzamigiio
R
Riggs
Roanguez

District 1D Numbar

26515 91~
25138 a7
824
il
12
30! 172
0 172
0 172
5 152
5103 13
26150 18
25978 1l
26621 364
26641 7
25959 155
26034 ™
23085 125
26576 79
25206 155
25467 798
23643 351
26274 a2
26275 02
25628 42
25618 a2
25430
26391 %05
28682 155 T
b
Racarrs par paga 0]

Disrict 1D

26316

Mo-rider

Humbar

THIES
Suzet Name
TERRITORLAL HWY

Type

HUY -

School
BOHEMIA ELEMENTARY SCH
Grade
K& -

itorlal Hury HWY, 57451

Active Dala Area:plan &

I T T s Dol v

First Name Last Name
Alsya Lindbsrg - Momow
Fix Genlocath
Prafix
Saffix Zip Cade
- Tas1
v
Program
DFLT -

12



12.1

12.2

12.3

Select Multiple Students:
You can select several students at the same time; they will be listed under
“Selected Students” in the Workspace Panel.

= @ Routing » utiiies » Student Import Active Data Area:plan((_),

ansportafion-06.-02-21-0ut2 1) cav | Current Session = | il Columas | Selected Students

= Operation Status No-rider Geolocation 5GP First Name LastName +  District ID Number | No-rider First Name Last Name Number Prefix Strest Name Suffix Zip Code Seh

O Exist Falld Vaialon  fakse @k Delaney Abraham 25356 21~ @ e ey Anderson s ALDOUS a7a3s =)

O ExisT Faikd vaidalon  false eok By Allen 24097 75| O rese Ruby Anerson 414 ALDOUS 97438 o

0 EXIST Falled Vaiidation false [ Jes Nash Anderson 2EEEE 202

o ExisT Faikd Veiidalion  false @ Ruby Anderson 26533 en

@ ExsT Fald vakaton  false ook oy Angerson 25534 218

O ExisT Failed Vaidation  false ek Cater Anderson %251 202

D exsT Falied Vakaton  false ook Fmn Barog 25786 a73

O EXIST Failed Vahdation false 0K Linda Baxter 25397 312

O exisT Falled Vakaton  false ook Gaome Benson 75132 761

O Exst Faied Veikaton  false ok Tiey Biack 25855 1l '

R SO i O i
Fail jatian alse ¢ g lomgurst o 798

O uPDaTE Falled Vaikdation  fakse e Mm‘im\z Dnul: 2a220 0 cance: ([0

O ExsT Falled Valation  false .o sryson Botts 26445 768! District ID First Name * Last Name * -

O ExisT Falked Vakdalon  false ek Bighion Brashan 2653 7990 | 26834 Iy Ansrsan

) ExsT Faid valaton  false ook nan Buchan 25801 e

O EXIST Failed Vahidation Talse 0K Kyl Burms 26246 766

0 exisT Fakid vakaton  false ek kenze Caerwood  zeEze 01 e

O _EXIST Failed Vahdation Talse @ 0K Taliana Calmo Jim 25958 155

Selected Students Card:
When selecting one student in the “Selected Student” card, the details for that
student will be listed below.

Active Data Area:plan (9)

Selected Students
¢ Bulk Edit Address | 2 Bulk Edit SGP | @ Fix SGP Il Columns

-] No-rider First Name Last Name Number Prefix Street Name Type Suffix Zip Code Sch
false vy Anderson 418 ALDOUS 97435 Cv
O false Ruby Anderson 414 ALDOUS 97435 Cv

3
Student Details v

District ID First Name * Last Name * s
26534 Ivy Anderson
Mao-rider

Bulk Student Update:
You can update multiple student records in a single action by selecting multiple
students in the “Selected Student” card.

Selecind Studerty ~
[ oo ] s | o e e P ] 3 s e e | oot IR
E  Worider Rider Type Ipriore Imgan First Mame Lerwt Hames Humdtezr Prefi Gireed Name
Tt e ]
O faie faes I

13



There are several different options for Bulk Update:

£ Bulk Edit £ Bulk Edit Address £ Bulk Edit School Grade Program ¥ Fix School Grade Program @ Fix Geolocation

» Bulk Edit:
Meo-rider

{ -
Ignore Import

| - |

> Bulk Edit Address:

Cancel

> Bulk Edit SGP & Fix SGP:

Save Cancel

> Bulk Fix Geolocation:

14



Pick A Location

(] ADDRESS INTERSECTION LANDMARK
s3]
a Partial Match Options: Point Data B Google
. '—  Input Address
@ 2056 DESOTO ST € System Assist | € Manual Override
g S
&
3 H 5 Number Prefix Name Type Suffix Zipcode Source
< %
g | 2056 DESOTO ST 55117
Besimogeaver==t 2056 DESOTO ST 55117 Google
imontLn @
@ ) i
@ g
- H
fﬂ Location will be returned as Use Input Address
© Skilman Ave a 2086 Desoto St, St Paul, MN 55117, USA
g Origin Lat: 45.003134 Ongin Lng -93.080952
2 | Projected Lat  45.003128 Projected Lng  -93.081348
&
He
cont
Edgerton Park -+

13.Student Details Card:

When selecting a student in the Data Panel, the Student Details will display in the Workspace
Panel.

Shudenl Dctaia ]

Mrr e degh

=l ] Frogree

20 Bdoirid

Niarg eooran

Ve Lafined Fidon *

s oS nskan
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District ID: This will come from the SIS file; this cannot be edited.

First & Last Name: A required field.

No-Rider: If a student is set in the input file as a non-rider, there is no need to check for
validation (SGP or Geolocation). The record can be imported in its current state with the
No-Rider flag.

Ignore Import: By flagging a student as ignore import, it will remain in the student
import module even when you eventually finalize the file to be pulled into the system.

Address: These fields are auto filled from the SIS file, and can be changed by selecting
the “Fix Geolocation” link.

Fix Geolocation: Selecting this link will open the Location Picker window.

SGP: The School, Grade and Program can be edited.

SIS Address: The SIS Address field cannot be edited.

Mailing Address: The Mailing Address field cannot be edited.

16



Student Deletion Tab:

The “Student Deletion” tab houses all data that is found to be potentially outdated following the
upload of a student file, these students will be labeled as “Suggest Deletion” to be reviewed before
being fully “deleted”.

i ‘ B i » USides » Shide v Active Data Area plan&
[xw= rpxrweer St gt [mwece o A e
e
o o ™ (I Dt © oon [or— £ Do ey
KoETE o gapond | ik y o e 120020 ] 12083908 P
T DEETE S o et (AME
. oo (v “ e e
1 TPt ) oret e - Cwa "* oLy
L s - vl " > Adrwas
) A o 4 ™ UM NAE =
U e wih
L ADPAL U L PR AN 5
L et Dot 3 ge
Q0o Dt " .
= ap ' e
1 . —DP ot O L [
| ot ) et o y . ("
¢ e TS
- oond [ s ot 3

The finalized “deletion” button is housed within the functions drop down.

& Ininanze

X Cance Columns |
B Bun Gedlacation G
5] Import

B |import & Find Serace
E] Clipliptg i —
Finalize

& Expor Emor Reconds

4 Edt Schaduled Job

T Imiport Higlory

Kl 9 —= —a MR 1 5 — %

Once the “Delete” button is selected in the “Functions” drop down, the status will change from
“Suggest Deletion” to “Delete Pending”.

17



S bt Stodert by Active Data Area: plan | Effective on: 418/23 O
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Once the deletion has been finalized the status will change for the final time to “Deleted”.

ATHENA USER STORIES

The User Stories section of this guide will offer you scenarios that are applicable to some of the
workflows you might encounter in your day-to-day tasks within Athena. Within the Student Import

module, users will spend a great deal of time address matching, and vetting out SGP errors. With that

workflow in mind, the scenario that will be discussed is:

» Using Location Picker for Address Matching

Using Location Picker for Address Matching

1. Introduction:
In the “Pick a Location” window, given an input address did not match, the system will search for
partial matches with available point data.

18



1.1. As the system tries to find partial matches, it will indicate the progress of it's work by the
following color code for each of the 3 components above:
a) Red = Component is wrong
b) Green = Component is correct
c) Black = Status unknown

1.2. The address is successfully matched when all 3 components (Name, Full Name, and
Number) are green.

1.3. The system will look for the best address matches in the following order; Name, Full Name,

and Number.
Number Prefix Name Type Suffix Zipcode Source
2056 DESOTO ST 55117
2056 DESOTO ST 55117 Google

1.4. The system uses three sources to Address Match students. It is recommended to use the

sources in the following order:
a) Point Date: The map Edulog has built for the site.

b) Google: Google Maps
c) System Assist & Manual Override: Digitize location, creating your own point data.

2. Fix Geolocation:

Fix Geolocation

When selecting Fix Geolocation in the Student Import screen, the Pick a Location window will
open. Here is where you can match the addresses:

Pick A Location

@2
‘le ADDRESS INTERSECTION LANDMARK
2 S| !
g 5 | Partial Match Options: m Point Data Google
3 = Input Address
N ‘S} 2056 DESOTO ST € System Assist | © Manual Override
=
é Number Prefix Name Type Suffix Zipcode Source
2 2056 DESOTO ST
2 DESOTO ST 55130 Point Data
Becumont StE e DESOTO sT 55117 Point Data
DESOTO ST 55127 Point Data
°
§
g Location will be returned as
)
= Origin Lat Origin Lng:
o Projected Lat Projected Lng
8
3
]
2
)
+
Fred St r‘

Google Kexhoa ahomats_an datn @202 Gonale_Term nf lise_Renot a man o

19



3. Point Data:

When entering the “Pick a Location” window, the Point Data radio button is selected and the

closest address matches will be listed below.

B Point Data

If none of those addresses are sufficient, select the Google button.

Pick A Location

[}
ADDRESS INTERSECTION LANDMARK
14 . .
g ~| Partial Match Options: W Point Data Google
g Input Address
| 2056 DESOTO ST €) System Assist | € Manual Override
; Number Prefix Name Type Suffix Zipcode Source
L] 2056 DESOTO ST
]
2 DESOTO ST 55130 Point Data
Besumont StE it DESOTO ST 55117 Point Data
DESOTO ST 55127 Point Data
o
g
g Location will be returned as it A
173
= Origin Lat: Origin Lng:
Q Projected Lat: Projected Lng
&
o
2
e
i
+
Fred St n
Google PP s VOIS 18, o T ey

3.1.Google

M Google

When the Google radio button is selected and the Point Data radio button is deselected, the

closest address matches will be listed. Search for, and select the closest best match:

Pick A Location

ADDRESS

Partial Match Options:
- Input Address
=l 2056 DESOTO ST

| § E " Number Prefix Name

¥ 8
g ‘ 2056 DESOTO
6 incoe aveE © 20% DESOTO

Location will be returned as
2056 Desoto St, St Paul, MN 55117, USA
Origin Lat: 45.003134
Projected Lat 45.003128

INTERSECTION

Point Data | Google

€ System Assist | © Manual Override

Type suffix Zipcode Source
ST 55117
sT 55117 Google

Use Input Address

Ongin Lng: -93.080952
Projected Lng -93.081348

20



If there is not a good match, utilize the System Assist tool.

3.2. System Assist:

==

Click on the map at the desired location. A line will appear from the location you picked to
the nearest street segment.

Belmontin @

&
&
)
%
~
O O
'E @ Skillman Ave £

The address displayed in the ‘Location will be returned as’ box at the bottom of the window.
Location will be returned as

2056 Desoto St, St Paul, MN 55117, USA

3.2.1 When using the System Assist tool, it is recommended to use this field to make

notes; for instance: Parking Lot Entrance, Behind the Restaurant, Gated
Community Entrance.

= These notes will assist the driver with directions.

If the System Assist does not recognize the address using Point Data or

Google, you put address location information in this box and it can be
saved.

Location will be returned as

Pick up behind the Supermarket

3.3.Manual Override:

If the address point doesn’t populate, you can manually place the address point where you
want it.

For example, if you want to locate a school/stop, but the address is not in a convenient

location for the bus to stop, you can use the manual override button to place the stop
where you think is best, despite the address.

€ Manual Override

21



3.4.Save and Apply:
Once you have made your selection, click on the Save button at the bottom right of the Pick
a Location window.

This will take you back to the Student Import screen; click apply in the upper right of the
Student Details to finalize your changes/

Apply

Student Details v

District ID First Name * Last Name *
622201 NEESHA BALKARAN

No-rider Ignore Import
Fix Geolocation
Number Prefix
2056 v
Street Name
DESOTO

Type Suffix Zip Code
ST v v 517

School

KENNEDY ELEMENTARY v
Grade Program

06 v DRLT v

SIS Address
2056 DESOTO ST

Mailing Address

The changes will show in the Student’s list in the Data Panel.

= Status will be “Validated”
= Geolocation will be “OK”

4. Fix School Grade Program:
Fix SGP
When selecting “Fix SGP”, the ‘Select School Information’ will populate. Here you can change the

School, Grade, and Program. Select the appropriate information in the drop-down menus and click
‘OK’ to finalize.

22



5.

Import:
To save your work, navigate to the “Functions” drop down and select ‘Import’.
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