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PURPOSE OF THIS GUIDE

The Students Resource Guide will provide you with explanations of the basic tools within Athena,
walk you through the procedure of updating student information within the software, 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 INTRODUCTION

Information regarding students can be found in the Data Management area of the actions bar. In this
space you will be able to locate and update all fundamental data associated to a student’s Athena

profile:

e Basic information: Name, School, District ID, Address, and Eligibility.
e Submit student transportation requests and access their itineraries

e Update their contact information

¢ Include transportation needs—accessibility and accommodations.

e Link any relevant documentation to their profiles.

From here not only is the student’s information able to be added to the system including their location
and school of attendance, the system will be notified that there is a need for transportation. If there is
a stop nearby that is within the walk to stop range, the system will “Quick Assign” the student to the
stop. The ability to do this will coincide with the user’s access rights. Once a student record is entered
it will remain active until it is disabled.

ATHENA STUDENT MAP ASSET KEY

Symbol Explanation Symbol Explanation
‘_ + ‘ Zoom to Extents Q Satellite
[ Zoom all @\ Map Overlays
__ Zoom Selected @ Pre-Selected Map Overlays
[ Road Map View ﬁg Street View
e L
i Hybrid View




NAVIGATING THE STUDENT DATA MODULE

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

Sign in to Edulog's Athena

/ \ 2 ath-admin@karrostech.com
/ ,“9-', @ eesssesessenenes

EDULOG 4

Login

Send Password Reset Email

2. Athena Portal Home Page:
Welcome to Athena Portal Home Page.

¥/ Education Logistics, Inc Active Data Area:plan Q

teols for school transportation. , | Lg-"

3. Students Module:
Click on Students under Data Management in the Action Bar.

Data Management

4% Students

4, Searching Students:

4.1.Advanced Student Search:
Click on the Search Tab and the Search Tray will appear.

o)



Search

Select or name new search © Filters

()

To hide the Search Tray, click on the Search Tray tab again.

4.2. Filters:
There are several filters available to narrow your search results, by selecting “+Filter” a drop-
down menu will appear for you to choose one or multiple filters to add to your search.

o )13 o |3

Last Name _ | Trip Assigned Status

First Name Transport Need Type

| District ID | No-Rider

‘ Grade | : Home Stop
School | Exclusive Stop
Address . ; Itineraries With Transfer
Number ] Phone Number
Prefix I

Transportation Needs

Street Name Phone Number

When selecting a filter, a search box will appear in the search tray.

Search Q
Select or name new search o Filters Q'
Transport Need Type
S

Exclusive Stop

O Yes O No Home Stop

Exclusive Stop

e Itineraries With Transfer

Phone Number

m Transportation Needs

Phone Number

.
Williams Braedan 7008




4.3.Advanced Sorting:
Within the search box you have access to additional sorting tools that can focus your student
search even more:

Search E}__-
Select or name new search HENE (M:
Desen
Last Name n 1 x sl
[iea)
B Broo
T
[ Qsearch -~ &
b

Results per Page

Mo Data

a) Sorting within the Search Box:
The sorting feature allows you to choose how you want your student data to be
displayed within the search results.

= For example: If you choose to sort your students first by school grade, and
second by last name, your results will first populate in order of grade 1-12, and
within each grade level students will be alphabetized by last name.

Last Name “2 %

b) Filter Search:
You are able to filter your search results per page—the options being, 20, 50, 100,
ALL

Ld L e PRI

Results per Page

20
50
100
All



4.4. Combining Operations:
The Advanced Search feature allows you to combine multiple operations via search tray into a
single query—operations being symbols to represent “or”, “and”, “starts with”, “ends
with”, eftc.

When creating your search parameters, you can now select the information icon to the left of
the search tray, in doing so, an “operation cheat sheet” will populate where you can click
directly on the operation symbol that is appropriate to your search parameters. Once selected
in the information window, the symbol will populate within your search tray.

» For example, say | would like to search for all students whose last name is “Smith”, |
would enter smith in the search tray, select the information icon to the right of the tray
“”Exact Match (“smith”), and the quotation marks would automatically populate in the
search tray signifying that search operation.

» Within all the students whose last name matches “Smith” | want to see all the students
who are not in grade 9. To do so, select “Grade” from the listed filters, and type “09” in
the search tray. Again | would navigate to the information icon to the right, and select
the ! Is Not (!smith, !=smith, etc), in which the exclamation mark will populate in front
of my data in the search tray.

A = . (108}
Sl Begins With (default behavior)
egins Wi efault behavior
Select or name new search °Filt * Ends With ("smith)
Last Name — ** Contains (*smith*)
i " Exact Match ("smith")
"smith" i ]
+ Is Not Empty (+)
Grade a * Wildcard (sm*h)
, Filter Seperator (John, Jane)
109 % i SR
I Is Not (!smith, !=smith, etc.)
- — — -

Please reference the OPERATIONS CHEAT SHEET of this guide by following the provided link to
learn more about the available operations for the search field.

4.5.Group Creator Tool:
The Group Creator tool allows users to group data in Athena thus allowing users to better
organize “like” data in Athena, as well as expedite the process of performing batch operations.

» The tool can be accessed within the “Group” filter of all Data Management/Athena
Utilities Modules.



» Within the Students in Data Management Module, users can access the Saved Group
Creator window within the “Students Group” filter, by selecting the ‘+’ tool within the
field.

Search

© Filters
Students Group X

Select a group + © B

Saved Groups Creator

-ewistown,
Entity Students ” 3 Selected Students
E ‘ |lIColumns ‘ o e L155) MeLcan | Il Columns. | X Clear ‘ + Create group |
P Last.. FirstName DistrictlD  Addr]
il 2 3 456 7 8 seraes lanta E
g Mason City O ACKER  ADDALEE 1410457 194;
[ Last... First Name District ID Addr
=t 0 ACKER  ADDALEE 1409257 194i
ACKER  ADDALEE 1410457 -
O ACKER  LAYLANI 1407635 194;
ACKER  ADDALEE 1409257
Randier]/a D)} o O ADAB . DRUVAN 1407693 152
ACKER  LAYLANI 1407635 155 . b
Patersburg Mt Pulaski O ADAMS  COLTYN 1409645 182
ADAB DRUVAN 1407693 ™ e
ginia Athens = williamsville O ADAMS  ROYALTY 1407594 272
ADAMS  COLTYN 1409645 5
Ashland 7) Sherman @ U ADAMS TODD 1408499 154
ADAMS  ROYALTY 1407694
Dl Riverton @ p [ ADAMS  ZARRIAH 14109860 304
ADAMS  TODD 1408499 e @e G
ADAMS  ZARRIAH 1410960 . Spyhatield
anville W1

5. Student Data Panel:
All students who fit your search will appear in the left data panel.

> If you applied any additional filters or sorting tools to your search, the data will populate
according to those search parameters.

I dl | $UDFs || qColumns + Add New |
215 Resuits € ¢ 5;3, 2 3 456 78> >» 11 Pages
| LastName = FirstName = Address = Eligibility = District ID

Eligible 688259
Elgible 623465
Eligible 686482
Eligible 683923
In walkin 668133
Eligible 685049
Efigible 667983

5.1.Select All Students:
You can choose to select all students by clicking on the box in the heading, located in the
upper left of the data panel.



’ Y UDFs |‘ lll.(-f-olixlnr;s !
215 Results ® .2 3 4567 8 > » 11 Pages

LastName = FirstName = Address = Eligibility = District ID
Eligible 688259
Eligible 623465
Eligible 686482
Eligible 683923
In wakin.. 688133
Eligible 685049
Eligible 687983

5.2. Additional Assets within the Student Data Panel:

a) User Defined Fields (UDFs): ¥
Using the UDF tool, you are able to create new column categories to broaden your

sorting capabilities. Any category you create will be added to the Columns list, and will

have a lightning bolt displayed next to it to identify it as a UDF.

9 Pag
(@] Home Room Z (o b
ies = 4%
(@) Teacher &
@ HR Teacher 4
@ Allergies E4
(=] state ID Number @

@ Parent 1 Home Phone (&
@ Parent 1 Full Name =
@ Parent 2 Home Phone 4

[m| Parent 2 Full Name e v

6. Student Display in the Panels:
a) Students selected will highlight in the Student Data Panel.
b) Student locations will show graphically in the Map Panel.
c) Students selected will additionally be listed in the “Selected Students” Card.
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6.1.Student Color Guide:

Assigned | Unassigned | Partially Assigned | Focal Student

¢ @ " Al

Differing colors indicate different transportation statuses:
= Blue = a student who has complete transportation assigned.
» Red = a student who needs all trips filled.
= Purple = a student that is only partially assigned.
= Transparent = a student who lives out of the attendance boundary.

Assigned | Unassigned | Partially Assigned | Focal Student in Group

O 0 o 000

When many students live in one area, the figure will appear the color of the student with the
greatest need.

o If more than one student lives at a location, the icon will appear with a number
indicating how many students are located at that address.
o For Example: In the image below, you see a 2 in a red circle. This
indicates that 2 students live in this area, and at least one of them has no
transportation assigned to them.

12
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7. Viewing and Updating Student Information:

When you are ready to update a student’s info within Athena, you will (1) select that student in the

data panel, the user will (2) see the Workspace Panel pull into view.
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Within the Workspace Panel, the user will find multiple “cards”—Student, Transportation Request

& Itinerary, Contacts, Transportation Needs, and Documents.,

13



>

Student
Cancel [ = Deactivate ]
First Name * Last Name * Middle Name
e e Middle Name
Suffix Mickname Date Of Birth -

Transportation Requests & Itinerary

Contacts

Transportation Needs

Documents

Selected Students Card:
Selecting more than one student in the Data Panel will populate the Selected Students Card in the

Workspace. This card allows the user to perform bulk operations on student data.

o

o Override Eligibility ||  Clear || —Deactivate ||

Il Columns & Expont o« Address | « SGP |

@ District!ID  Last Name First Name Address Home... Eligibility School
685049 N R I < Elgible KENNEL]
687983 T N I x Elgible KENNEL

Home Stop  No-Rider v

To change any of this information for a given student, the user must check the box next to each of
the appropriate students.

685049 ] I
687983 L I

8.1.Information that can be modified:
The below fields are available to be updated in bulk—this means you can update the
following information for multiple students who share the same data points at once. An
example of this being updating the address for 3 siblings at one time.

14



a) Student Address:

Cancel

b) School/Grade/Program

Select school information X
School

Grade

Program

fisme

c) No Rider and Home Stop

4

(") Home Stop  No-Rider v

After the necessary changes have been made, the user simply clicks the Save button.

4

9. Students Card:
The student card is where users can locate foundational information pertinent to the selected
students file—Home address, SGP information (School, Grade, and Program), Date of birth, etc.

15



9.1. Student Deletion:

Users have the ability to delete a student within the student card. It is important to note,

once deleted, all historic records of that student’s data will be removed from Athena.

= Please speak to your SLM and Routing Team to discuss which individuals will be able to
utilize this tool in Athena.

| Cance | = Delete [ = Walk Path ]

9.2.Walk Path Tool:
Users have the ability to view a selected students NOS and Google Walk path within the
student card.
= NOS Path: Calculated walk path based on Athena geocode.
= Google Path: Calculated walk path based on Google.

Walk Path

Walk Path Data for the student : NYRIUS ABBAA

Destination Type Color Destination Location Type Trip Status Hazard Distance Engine Google Engine
STOP . 01.037 - ASSIGNED i Path NotCalc..  NOS :]
SCHOOL . ADDAMS GPS - 1 Path Not Calc.. NOS
O sToP . 01.037 - ASSIGNED 1 2791t GOOGLE -

VAL-E-VUE -
Lincoln:Tamb
Stuart Park O] = State Historic Site L
-y £ 5
S t, lllinois Stale@ g
1 Military Museum =
JUNGSTON / LINCOLN PARK 4
JLIDAY HILLS z =z
2 g .
N Grand Ave w N Grand Ave W H Grand Ave £ Grandview
=z
& z 2
o) i . o @ vu.ssurw L
2 ENOS PARK z 2
Z OAK RIDGE % ® @
JEFFERSON PARK 5 =
| ;‘ @ E W Carpenter 5t E Carpenter St
1 =z Wkt @ =
E i 1 2
@) Catholic Pastoral Center z ROt ,Sbraréam L_ilnlq_:(éllm En
= ~- residential:Library...  *
z E i
W Washington St 1§
; g o

GO g‘je 2 o Keyboard shortcuts [ Map data 22023 Terms Report a map emror

| Cancel |

Note: The Walk Path window will update for students whose walk path is interrupted by a
hazardous segment. When selecting the “Walk Path” tool in the Students in Data
Management Module, the window will not display an option to calculate Google Walk Distance
and will display the following message within the Distance column: “Path Not Calculable”.
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Walk Path

Walk Path Data for the student : liz hanson

Co... Destination Type Destnation Lecation Type  Tnp Status Hazard Distance
. SCHOOL DEMMIS CH... GRS - 1 Fath Mol Cal...

9.3.School Grade and Program:
A student’'s SGP can be updated in the Student card, by enabling the edit tool in the field.

School - Grade - Program *

02b - BLACK HAWK - 01 - DFLT 4

= Note: When updating a student’s school, grade, and program who also have custom
transportation requests in Athena, the user will be prompted to allow the custom
transportation requests to be updated with the change of the student’'s SGP.

Select school information X

School

52 - SPRINGFIELD HIGH

Grade

09 w
Program

DFLT v

E’ Update Custom TRs Matching the Existing SGP
|- Cancel ' m

9.4.Audit Logs:
Users can see a record of the last user to make changes Students in Data Management.
These logs are found within the student card, and record the last known user’s email, as well

as the date and time of the change.

| Cancel |[ = Delete ]
Address City State -
1015 N 12TH ST Springfield IL
Country Zip Code
62702
Last Modified Last Modified By Created Created By
10/27/2023 1:55 PM bkobylenski@edulog.com 08/25/2023 9:42 AM jsimonich@edulog.com

17



9.5.Stop Types:
It is important to note, that within the Student Information Panel you will have the option to
select from three different stops: Home Stop, No-rider, and Exclusive Stop.

Computed Eligibility:
Eligible
Home Stop
No-Rider

Exclusive Stop

a) Home Stop: When Home Stop is selected, the bus will pick that student up at their house;
this is a feature often utilized when transporting students with special needs.

b) No-Rider: The student does not need transportation; however, the student’s information
will remain in Athena should their transportation need change.

c) Exclusive Stop: Exclusive Stops are meant to limit the riders at a stop to just one student
and others at the same address, such as a sibling—often this will also be a “Home Stop”
student.

» When a student is created, and Exclusive Stop is selected, no attempt will be made by
the system to assign additional trips from the selected bell time to that stop. Only if
Home Stop is also selected will the trips be assigned to a stop, and able to make a
stop request.

» If a student is already assigned to a stop with other riders and Exclusive Stop is set to
“True”, when trying to save you will be met with this notification, and unable to save your
changes.

Current assignments are
e shared with other students.

First de-assign trips to set
student to an exclusive stop.

» After the student is created, then the trips can only be assigned to a stop manually, and
only to stops that have no other riders already assigned.

» In Bell Time, Exclusive stops are indicated in the Trips Card, in the “Excl Stop” Column,
and an umbrella icon will appear on the map when hovering over the stop.

18



[Reference the “Exclusive Stop for Single School Runs” and “Exclusive and Home Stop Order
of Operations for Multi-School Runs” User Stories for more details.]

9.6.Create Concurrent Student Record:
The Create Concurrent tool allows users to create an alternate student record for students
who have a secondary address they will need to be transported from—a primary use example
would be for split custody students.

Student ~
| — Deactivate | S CICH  §§ Create Concurrent
First Name * Last Name * Middle Name
Test AAA
Suffix Nickname Date Of Birth
&
District ID Government ID Edulog ID
0000012 9878

School - Grade - Program *

492 - Initial Point High School - 09 - DFLT Q;
Gender Address Multi
i 260 N LINDER AVE, 83634 f_,

Enroliment Date:
mm/dd/yyyy 2]
Withdraw Date:
mm/dd/yyyy 2]
Computed Eligibility: Notes
Eligible
Home Stop

No-Rider p;

9.6.1. Create Concurrent vs. Alternate Transportation Request:
Users are able to identify when to employ the creation of a Concurrent Record vs the
creation of an Alternate Transportation Request by identifying the frequency of the
desired trip.

e Concurrent Record: If the student is being transported from a secondary address
on alternating weeks, the creation of a concurrent record would be more
appropriate.

e Alternate Transportation Request: If the student is being transported from the
secondary address on alternating days, the creation of an alternate
transportation request would be more appropriate.

19



9.6.2. Concurrent Record Display:
Upon the creation of a concurrent record, the user will note that a number of fields
within the student card will be disabled (identified by their greyed-out appearance). The
following fields are editable within a concurrent record: SGP, Address, Notes, Home
Stop, No-Rider, and Exclusive Stop.

Student ~

First Name * Last Name * Middle Name

Test AAA
Suffix Nickname Date Of Birth
District ID Government ID Edulog ID

0000012_ALT1 9878_ALTH1
School - Grade - Program *

492 - Initial Point High School - 09 - DFLT

Gender Address Multi

4 I 114 E MORRIS CT. Kuna. |D 83634 ’i°,‘-= I

Enroliment Date:
mm/dd/yyyy
Withdraw Date:

mm/dd/yyyy

Computed Eligibility: Notes

Eligible
Home Stop
No-Rider
9.6.3. Searching for Concurrent Records:
Concurrent records can be identified by the addition of “ALT#” at the end of the

student’s District and Edulog ID’s. Below, please review an optional search criterion to
better identify these records within Athena student data.

e The number identified following the “ALT” suffix indicates the # of concurrent
records. For example, if the below student had a second concurrent record
made, the District ID would read as “0000012_ALT2".

District 1D Government 1D Edulog 1D

0000012_ALT1 9878_ALT1

20



Example Search Criteria:
Search

* ALT1 FOR :

Edulog ID

I

* ALT1 FOS:

10.Transportation Requests & Itinerary:

Select the arrow to the right-hand side of the Transportation Requests and Itinerary bar in order to
open the Transportation Requests and Itinerary card. You will see the Transportation Request trip
information and Operative Itinerary.
» The itinerary will provide you with trip information, stop times, ride times, and school bell
times.

Transportation Requests & Itinerary A
[+ Growe

| 11l Columns ” ™ Seating Assignment ][ ][ (® Future ][ = Concurrency ][

TRID Frequency Status Find Service School Mode Override Eligibility
O 40.. MTWUF FINAL TO: WASHIN. . School Bus  Disable Transportation Eligible
] 3
Operative Itinerary:
TRID: 40026 Frequency: MTWUF Route: 036 Run: 44.036 Vehicle#: Vehicle Name:
35.322 35.322 44
728 AM 21 min 750 AM
& £ =l iy
TRID: 40026 Frequency: MTWUF Route: 036 Run: 44 136 Vehicle#: Vehicle Name:
44 35.322 35.322
2:31 PM 20 min 2:50 PM
B A “_

21



On the Operative Itinerary, hover your mouse over the stop icon to reveal the stop description. Hovering
over your school icon will similarly display a tooltip containing the school name.

Transportation Requests & Itinerary A
11l Columns W[ﬁ [m][ £ Concurrency ][ ]
TRID Frequency Status Find Service School Mode Override Eligibility
O 40 MTWUF FINAL TO: WASHIN School Bus Eligible

Operative Itinerary:

TR ID: 40026 Frequency: MTWUF Route: 036 Run: 44 036 Vehicle#: Vehicle Name
35.322 35.322 44
7:28 AM 21 min 7:50 AM
I - O - I -0

TR I1D: 40026 Frequency: MTWUF Route: 036 I I -C o271 = - 270 Vehicle Name

44 35.322 35,322

231 PM 20 min 250 PM
& = ? % &

The Operative Itinerary also allows users to navigate to the assigned Route, Run, Stop, Vehicle
and School Data Management modules by clicking on the corresponding ID or icon within the
itinerary.

| McColumns || & Seating Assignment || |[ ®Future || & Concurrency | | +cCreate
TRID Frequency Status Find Service School Mode Override E
O 14... MTWUF FINAL TO: FRANKLL...  School Bus
4 3
Operative ltinerary:
TR ID: 14028 Eﬁ‘ﬁ?’" Route: 091 < Run: 41.091 < Vehicles: Vehicie Name:
41259 41.259 4
718 AM 13 min T:30 AM
a £ ? == e <
TR ID: 14028 Horapd Route: 091 Run: 41.191 Vehicles: Vehicie Name:
41 41.259 41259
231 PM 16 min 248 PM
i BN ? A @

Navigate to the ATHENA USER STORIES section of this guide to learn how to create a
Transportation Request.

22



11.Contacts:

The Contacts panel displays quick reference contact information for the student as well as a list of
contacts associated with the student.

» The selected student’s email, phone number, and mailing address are listed and can be
updated in the fields available. After modifying any information, the user simply clicks the Save
button to apply the changes.

Cancel m

Email Phone Number: Mailing Address
Email ] Mailing Address
3 ETTD EETES
[0 Title Relation Last Name +  First Name Primary phone Primary phon... Em
O PARENTS | I MOBILE .

> Creating a New Student Contact by clicking the Add New button. It will launch the Contact
Details window that lets the user create a new contact for the selected student.

12. Transportation Needs:

The transportation needs card allows users to identify and document student needs that could
potentially impact how that student is transported.

(o | (R D

Need Notes
WHEELCHAIR
SEATBELT-HARNESS

Select Student Needs X

J Wheelchair 0J Harness

O Oxygen O Air conditioning

O Foldable wheelchair O Car Seat

[ Seatbelt 0 Safety Vest

O Monitor U Integrated Seat

L Nurse O Equipment for nurse

23



13. Additional Needs:
The Additional Needs card is designed to identify and document individual student needs that a
driver might need to be aware of in order to safely transport students.
» By selecting the “Edit” button within the card, the following window will populate where
the user will be able to identify potential accommodations:

Select Student Needs x

[ Self-release OK [J Deaf or Hard of Hearing
[J Non-Verbal 0 Health Plan
[ Seizures O Other Health Impaired

O Release To

=3

Selecting a need in this window will populate a secondary window, the fields in the window are
unique to the selected need, where the user is able to expand on the accommodation.

Student Need x

Need
Mon-Verbal

MNotes

Cancel

14.Deactivate Student:
Once a student record is entered, it will remain active until it is disabled. A student can only be
disabled if he or she is not associated to any other object in the system (ie. Stop or School).

» The Deactivation button becomes enabled when activated student(s) are selected in the
search result grid. Upon clicking the Deactivate button, a confirmation popup window will
open with the selected student(s) listed, allowing the user to confirm the deactivation.

24



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. Some scenarios that will be
discussed include:
» Search Student Address
» Adding a New Student
Bulk Student Change Address
Advanced Search in Student Module
Creating a Transportation Request
Search for Data Outside of the Polygon
Exclusive and Home Stop Order of Operations
Exclusive Stop for Single School Runs
Exclusive and Home Stop Order of Operations for Multi-School Runs
Create a Student Group

YV VVVVYVYY

1. Search Student Address
You are a school secretary. A parent calls wanting to know if their student’s address has been
updated since moving over the summer. You can search for the student by last name and view
the student’s information in the Data Panel, and access additional information within the
Workspace Panel.

Here’s How:

1. Routing Management:
Enter Routing Management - click on Athena the wise Owl.

e

Routing

Management

2. Students Module:
Click on Students under Data Management in the Action Bar.

Data Management
Students

3. Student Search:

25



Click on the Search Tab and the Search Tray will appear.

o

Search 9

Select or name new search © Filters

[ Losthone ___________¥]
©

4. Search by Last Name:
= Enter the last name in the search box.
= Then click on Search.

Search

Select or name new search © Filters
Last Name x

Adams o

5. Select Student:
= Select the student by clicking on the student’s name in the Data Panel.
» The student’s name will be highlighted yellow and his location will be displayed on the
map graphically.
€D
Fec

sh Point
te Park

6. Address:
To view the address, expand the Address column in the Data Panel.

26
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- @ [;)Q\_,u‘jr\q » Data Management » Students

==n

Q| +AddNew | =Deactivate
1
B Last Name First Name District ID Address Home

—" 1312005.. N
[ 1312005.. I
— 1212006 N

2. Adding a New Student
You are the school secretary. You were notified this morning that you will have a new student
transferring to your school from another district. As a frequent user, you have special user rights
that allow you to input new students; you enter the required information within Athena, and click
save. If Home Stop is selected, the system will automatically assign transportation, however if the
student does not have a home stop, one will be created and the student will be assigned to it

Here’s How:

1. Routing Management:
Enter Routing Management - click on Athena the wise Owl.

4
Routing
Management

2. Students Module:
Click on Students under Data Management in the Action Bar.

Data Management

Students

3. Add New:
Then select +Add New in the Data Panel heading.

+ Add New lll Columns
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4. Student Information:
The student information form will appear in the Workspace panel.

= Fill out the form with all the student information.

[coct | =ooca |

First Name * Last Name * Middle Name

First Name Last Name Middle Name
Suffix Nickname Date Of Birth

Suffix Nickname mm/ddlyyyy &=
District ID Government ID Edulog ID

District ID Government 1D Eduleg 1D

School - Grade - Program *

School - Grade - Program =
Gender Address ®  Muni
v Address ‘.',

Enroliment Date

[ {

mm/dd/yyyy
Withdraw Date
mm/dd/yyyy s
Computed Eligibility: Notes
Eligibility Notes
[} Home Stop

No-Rider
SIS Address

SIS Address

User-Defined Fields ¥

Note: Items with an * are required.

5. School, Grade, Program:

Click on the edit icon “ and the Select School Information window will open.
= Select the School, Grade and Program from the dropdown menus.



Select school information X

Schoaol

52 - SPRINGFIELD HIGH

Grade

09 v
Program

DFLT A

@ Update Custom TRs Matching the Existing SGP

| Cancel | m

a) School: The school that the student is assigned to attend.

b) Grade: The grade that the student is in. Grades that are invalid or do not have bell times
associated will not be proposed for selection.

c) Program: The program that the student is enrolled in.

Note: When updating a student’s school, grade, and program who also have custom transportation
requests in Athena, the user will be prompted to allow the custom transportation requests to be
updated with the change of the student’'s SGP.

6. Address:
Enter the student’s physical address. This information is used to determine Eligibility based on

location in relation to school boundaries.
» The address should be matched to the geographic data. If the student location is not
matched to the geographic data, the student will not receive default trip information.

ASdreas

6.1 Address Matching:

If the system does not automatically match the address, click on the location icon < and
the Pick a Location window will open.
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Pick A Location

| ADDRESS INTERSECTION LANDMARK
?_‘\
‘ ° Partial Match Options. & Point Data Google
' = InputAddress
B e e  Systom Assist | O Manuai Override |
a - L e
) Number Prefix Name Type summx Zipcode sSource
Q MhC ¥
Location will be returned as
-
N
\ . Origin Lat Onigin Lng
- Projected Lat Progcted Lng
| —— -
- A o— "
-
/ 3 4
. +
) =3 EZ3
| AR . ne
#50 gle Soydoard shoncuts  Map dats 83022 Google  Tervs - ot 8 mao emer

=  When typing the street and number, several options will appear in the list.
= Select the correct address and Save.

ADORESS INTERSECTION LANDMARK
I 5
] ° Patal Vaais Optess ® Pove Dana e
= gt Addrens
e N ST
2
———— e ame “ive . Diposas [
i i i I
i I
1 i
*—_— -
Liuation will be retumet ot
1 I'" l _ N
‘ Poecnt Le v - ) 20888«
» —— o —
’
' }
. — * £ )
l ~
+
[ ==3c3 B3

Note: Refer to Student Import Resource Guide for additional information about the Pick
a Location window.

Home Stop:
If the address is a Home Stop, be sure to select the Home Stop button before saving.
(®) Home Stop

MNo-Rider

Save:
Once the form is complete, click on Save in the upper right corner of the Student form.
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3. Bulk Student Change Address

A family with 3 students has just moved to a new house within the same boundary lines, they will
continue to attend the same school, however need their address changed in Athena. Follow the
instructions below to change their address.

Here’s How:

1. Routing Management
Enter Routing Management - click on the owl.

2. Students Module
Click on Students under Data Management in the Action Bar.

Data Management

Students

3. Student Search
Click on the Search Tab and the Search Tray will appear.

Search 3]

Select or name new search © Filters

T
o

4. Add Filter
There are several different search options in the Filters button.
= Check Last Name to use for your search.

Search Q|
Select or name new search © Filters

[ First Name

m [] District ID

[J Grade

[J School
[JAddress
[J Location
[JEdulog ID

[ ] Program
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5. Search by Last Name
Enter the last name in the search box—then click on Search.

Search

Select or name new search ©Filters

Adams 0

6. Select Students
In the Data Panel, select the students by clicking on the first student’s name then hold down the

shift key on your keyboard and then click on the last student’s name.

Last Name = First Name = Address = Eligibility
Eligible
Eligible
Eligible
Eligible

In walkin
Eligible
Eligible
Eligible

In walkin

The students will be highlighted in yellow and appear in the Workspace Panel.
Selected Students v

-
& Expont o Address & SGP [ % Clear }L = Deactivate ]

2] District 1D Last Name First Nome Address Home... Eligibilsty School

o Override Eligibility

Egidie KENNEC

Engidie KENNEL

7. Check Box
In the workspace panel, check the check box for each student.

685049 |
687983 |

8. Change Address
Then select the Address button, and the “Bulk Edit Address” window will open.

=f Address

32



Fill out the information and then select Save.

9. Pick a Location
If the address cannot be found, the “Pick a Location” window will open.

= Find the address and then select Save.

=
e e e e B,

Note: Refer to Student Import Resource Guide for additional information about the Pick a Location window.

4. Advanced Search in Student Module
You are working with your team to update student ridership information, to best split the work,
each team member will take a grade range and the first two letter of a last name. You want to see
how many students in grades 10 or 11 attending Emmett High School have a last name starting
with “Sm”. You will utilize the first graph from the OPERATIONS CHEAT SHEET to help you
formulate your search.
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1. Routing Management:
Enter Routing Management - click on Athena the wise Owl.

2. Students Module:
Click on Students under Data Management in the Action Bar.

Data Management

Students

3. Student Search:
Click on the Search Tab and the Search Tray will appear.

Search Q
Select or name new search © Filters

(%)

4. Browser the “Filters”, and select the following to add to your search: Last Name, Grade, and
School.

Search

Q
Select or name new search © Filters

Last Name M Last Name
First Name
District ID

m Grade

= School
Address
Number

Prefix

Street Name

Within the search tray you can sort the order in which the information populates in the Data Panel.
For example, in this graphic we are sorting the information first by school, within the school search
the information will be sorted by grade level and then alphabetical order by last name.
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Search

Sedect of nama new Seanch

10.11

Sh*

g

a3 .
[]
“2 »
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5. Creating a Transportation Request

You are working with your team to add transportation requests to student files. Some of the

transportation requests being added are for students who take the bus to another parent’s house
on certain days of the week, students who take the bus to an after-school program off campus, or

elementary students who take the bus to the high school where their parent picks them and their

sibling up.
Here’s How:

1. Student Search

Click on the Search Tab and the Search Tray will appear.

Search

Select or name new search

EOi

2. Select the student from the Data Panel, where their additional information will populate in the
Workspace Panel. Navigate to the Transportation Requests & Itinerary card.

|
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- Deactivate

First Name * Last Name * Middie Name o
Suffix Nickname Date Of Birth
Nickname 17111880 o
Distnict iD Government ID Edulog ID
‘ 861823 Govermnment 1D 504

-

School - Grade - Program *

—_— Transportation Requests & Itinerary A

|t Columns f[ ][ ) Future “—lconcunency ][ ]m

TRID Frequency Status Find Service School Mode Override Eligibility

0 594  MTWUF FINAL TO: WILLIAM School Bus Efigible

2.1Transportation Request:
To create a new Transportation Request, select the “+Create” tool within the

“Transportation Request & Itinerary” card.

Create Transportation Request x

M Advanced l & Concurrent Transportation Requests ]
Student Mame: District ID: 551823
Edulog 1D: 594
schoo! I Grade: 11
Pragram: Defaul
Service Time Cut: 230 PM MTWUF Mo Tramsporation d
a To & From School ToSchool (%) From School

Orgin: 100 WILLIAM CLARK HIGH SCHOOL ACC | WILLIAM CLARK

|

=
Olher Lecation =

Fraquency
c Mon [®) Tue Wed (] Thu Fri

| Canoe B Save

a.) The user has the ability to distinguish whether the new request is servicing to and
from school, to school, or only from school.

b.) Pick a Location: To add the new address, the user will select “Other Location”
within the address box, doing so will open the “Pick a Location” window where the
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user can use point data or google to add the new address.

Pick A Location
ADORESS INTERSECTION LANOMARK
— ST paris Masen Cptens 8 Kot Coua
; 1oyt Asdress
AR Nenter Pt Nerne Trpe Sumie r
- e » Q-
| ! ’
' |
i
| ’
el .
+ dduls - Ovigin Lvg SR 9007
BEER i
. o | o  ava |

c.) Frequency: The user has the ability to identify the days of the week that the bus will
be servicing this new request.

d.) No-Rider: Additionally, within this window the user can identify days of the week a
student does not take the bus by enabling the “No-Rider” button, and selecting the
days of the week the student will not be taking the bus within the “Frequency”
section of the window.

When the user is done making changes in the “Create Transportation Request” window, selecting
save will populate the new request within “Transportation Requests & Itinerary” card.

6. Search for Data Outside of the Polygon

You recently completed an import and noted some out of district students within the data. You
would like to verify those out of district student were correctly marked as no-rider, and would
therefore like to see all out of district students in the Data Panel. To do so, you will utilize the
location search within Students in Data Management to search outside of your district’s
boundaries.

1. Students Module:
Click on Students under Data Management in the Action Bar.

Data Management

Students
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Selecting the tool will populate the “Map Overlays” window.

wnort
+NewQuery | +AddNew m

Category/Group
v Query
> SEGMENT
v Predefined
> Location of int...
> hazard
v Boundary
v ATTENDANCE
> HAZARD
> WALK

Cancel

Color Name

I swmEs

CcusD

DWES
HTES
LMES

Descriptic
alley
I

burg

Black Mo

Morristown
Cave Cre
Desert St
Desert W

Horseshc

Wittmann

Lone Mot

-

Buckeye.

®

SN

acks Shawmut
tend

» Google

Map Overlays

Mayer

Cordes Lakes

Crown|King Bwb\: Bee

Black
Canyon City
New River
o
Surprise
Peoria
Glendale

coodyear | PhoENIX

Queen Creek

Pine  Whispering
ines:

Mesa Del Hunter
Caballo
Payson
Haig
Gisela S
Tonto National
Cave Creek (et
Rio Verde W
Roosevelt
Fort McDowell =
Fountain Hills
Tortilla Flat
Scottsdale Superstition
Mountains
Apache
=0 Junction
Gilbert
Chandler

Queen Valley Superior

GILA RIVER San Tan
INDIA Valley
RESERVATION
) Sacat

Mobile Maricopa SN

Florence
Coolidge

&)

Casa Grande

(o Stanfield

§

+

¥ Keyboard shoncuts  Map dafa 82023 Google, INEGI  Tems of Use  Report a map ermor

Nothing Selected

B save

3.1In the Map Overlays window, select all the attendance boundaries listed, and select save.
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Map Overlays x

= Y TR
LosSng =as
- B o Back M |
v i cLusp Cawe Cn|
Jio Mowe = W o Dasen &)
" WES Dosart v |
1 B s Horsest |
|} LMVES ’.'Jqlkf:
' L |
s e
HAZARD {
o T T
Teons Propertes Tooty
e 1]
‘o ctengED

Saving will display all the attendance boundaries within the Students Map Panel.

E % QOUHﬁg » Data Management » Students

= P ey X L1}
Search E"'Md L 7" Loading map...
© Filters 1 Page 0N
Home...
Last Name s x
GO | v
New River Camp Creek
| Qsearch - | "
II.
Sonoran
Preserve
-Desert Vista
Trailhead
A
(17}

e — —
1 || o
! Wlndsongl ‘ McDowell

|
| il Ferrsy

4. Navigate back to the search tray, and selected the “Location” field within the “Filters” drop down.
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Search

F e

Zip Code
® Inside O Outside SIS City
EE sssae
SIS Country
SIS Zip Code

—y [ LOCALISN

4.1 Select “Outside” within the location search field, and then select “Shape Filters in Map”™—
the polygon search tools will populate in the upper left corner of the Map Panel.

Search FReERLE
+ Home...
Location s x
8 v
Mew River

O Inside @ Quiside —

4.2 Select the rectangle tool, and draw a rectangle around the displayed boundaries on the
map.

EReERLEE
e

Home...

- ‘R
[# Shape Filters In Map [x] er

O Inside ® Outside

Search

Sonoran
Preserve
Jesert Vista
Trailhead.

L17)

Select search in the tray, and all students found outside of the drawn polygon will populate
within the Data Panel. Select all the students in the Data Panel to view them graphically on

the map.
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7. Exclusive Stop for Single School Runs

You are working within Students in Data Management to identify your special need students, and
to specifically flag SPED students who need a ‘home stop’. You come across an elementary
student who has need for a car seat, and will additionally need that stop to be flagged as
‘exclusive’ to prevent other students from being able to utilize it.

1. Navigate to Students in Data Management.

& Routing

Data Management

& Students

tH stops

4 Runs

2. Student Search:
Click on the Search Tab and the Search Tray will appear—search by last name or use additional
filters to query for the SPED student record.
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Search gj

Select or name new search © Filters

(%)

3. Flag Home and Exclusive Stop:
Once you have completed your search, select the student within the Data Panel, and reference
the “Student” card where you will then flag “Home” and “Exclusive” stop as “True”—Save your
changes in the “Student” card.

School - Grade - Program *

108 R €'ementsry School - 01 - DFLT 4
Gender Address Mulfi
F hl ] v

—-

Enrollment Date:
81472023 ™
Withdraw Date
5/21/2024 £
Computed Eligibility MNotes
Eligible
—p (8] Home Stop
MNo-Rider

h

—p (=] Exclusive Stop

4. Navigate back to the menu, and move into the Bell time Module.

Route Planning Operations
A Bell Time
‘¢ Routes

“* Vehicle-Route Assignment

O Batch Optimization

4.1Create a Task:
Create a new task in the Bell Time Module, and load the School/Bell Times for the
elementary student.
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[ fest ]

Augment BellTime Context
Cance m

» @ With Bell Times from a School With Bell Times from a Cluster

Sechool Cluster

— '.ZS_Ea'rm"'.a'y School

Bedl Times far Chosen Schoal SehoolBell Times in Chosen Cluster

School Type Bell Time Programs O School Type Bell Time Programs
& 108 ARRIVAL  8:50 AM DFLT,SPED
& 108 DEPART 1:35 PM DFLT,SPED
L 108 DEPART 3:35 PM DFLT,SPED
Runs To Load: [=] All None Choose Subset
Stops Reguests To Load: (=] All None

Unassigned Trips To Load: (=) An MNone Choose Subset

(Be sure to enable “All Unassigned Trips to Load”.)

5. SPED Trip Assignment:
Following the load of bell times, first select the AM Bell time within the Bell Time Views Card, and

guery for the student within the Trips card.

Bell Time Views A

Cluster SelectO | Augment Context n
School Name Type + Bell Time

108 T ccneniary soh armvaL 8:50 AM

O 108 [ cementary S...  DEPART 1:35 PM
O 105 | cerentaryS.. DEPART 3:35 PM

» The SPED student was flagged as a home stop, so within the “Trips” card the user may filter
for all students who are flagged as “home stop” to better navigate the student trip information.
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E:cl Stop = Frequency = Edu

Yes = Yes
No

Student Trip:

DL R ER 0

Last Name + First Name Status = Stop Home .. ¥

I PARTIAL STOP(85) Ve

5.1Assigned vs. Partial Status:
When a student is flagged as a home stop, two potential assignments can be made
dependent on whether a stop already exists for that student’s home address:

» Partial Assignment: If there is no stop location that already exists for that students
address, the system will create one and assign the student to the stop, resulting in a
partial assignment.

Last Name + First Name Status = Stop Home.. ¥

» Assigned: The home stop already exists and is placed on a run, so when the student is
assigned, their trip is fully taken care of—they are assigned to a stop and run
automatically.

s T ner T e | oo [ sesom [ )

Last Mame + First Mame = Stop Home .. T

I sToP(84)  Yes

6. Place Partial Stop on a Run:
Once the user has verified the student was placed on the stop for both the AM/PM Bell Times, the
user’s final step is to place the stop on a run if the student is flagged as “Partially” assigned, to
complete their trip assignment.
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8. Exclusive and Home Stop Order of Operations for Multi-School Runs

You are working within Students in Data Management to identify your special need students, and
to specifically flag SPED students who need a ‘home stop’. You come across a student who has a
wheelchair, and will additionally need that stop to be flagged as ‘exclusive’ to prevent other
students from being able to utilize it. This identified student also has a sibling who lives at the
same address who will need to share the stop.

You will follow a specific order of operations to create an exclusive home stop for the identified
SPED student, and assign their sibling to the same stop/run for the AM/PM Bell Times.

Here’s How:

1. Navigate to Students in Data Management.

& Routing

Data Management

& Students

tE Stops

4 Runs

2. Student Search:
Click on the Search Tab and the Search Tray will appear—search by last name or use additional
filters to query for the SPED student record.

Search ’gj

Select or name new search © Filters

[ othane _________#]
o

3. Flag Home and Exclusive Stop:
Once you have completed your search, select the student within the Data Panel, and reference
the “Student” card where you will then flag “Home” and “Exclusive” stop as “True”—Save your
changes in the “Student” card.
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School - Grade - Program * a
492 - IR High School - 11 - DFLT 24
Gender Address Multi
. h | v,

Enroliment Date

3/6/2023

i

Withdraw Date
622023

i

Computed Eligibility Notes
Eligible
——p [®] Home Stop
MNo-Rider ~

——p [®] Exclusive Stop

4. Navigate back to the menu, and move into the Bell time Module.

Route Planning Operations
A Bell Time
‘¢ Routes

“ Vehicle-Route Assignment

O Batch Optimization

4.1Load the Bell Time:
Create a task within the Bell Time Module, and load clustered AM Bell Time that contains
both student’s School/Bell Time.
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Augment BellTime Context

With Bell Times from a School

= [®] With Bell Times from a Cluster

Schiool Cliuptee
— 402, 20Z. 40T - AM b
Sall Timas for Chesan Sehics SehocdBel Times in Chosen Clusier
O School Type Bell Time  Programs E School Type Bell Time  Programs
& 202 ARRNAL 745 AM ELDL.DF.
= 402 ARRIVAL 745 AM DFLT SPED
@ 452 ARRIAL £:00 AM DFLT.SPED

Runs To Load: [®] Al Mone Choose Subset

Stops Requests To Load: [« A1 Mone

Uinassigned Trips To Luau MNone Choose Subset

(Be sure to enable “All Unassigned Trips to Load”.)

5. SPED Trip Assignment:

Following the load of the Bell Times, first select the SPED student’s AM Bell Time, and filter for

the student within the “Trips” card within the Trips Bell Time Layer.

AM Bell Time
Beall Time Views Layers .@J Trips Hun basters
=D = (ol Gl wf Gl m
School Namie Type *+ Bell Time Programs |q
2 2z ARRIVAL 7-45 AM ELDLOFLTSPE
O« ARRIVAL T-45 AM DFLT SPED
— [ 452 N i schoo ARRIVAL 800 AM DFLT.5FED
aind St W Playgr
4 E
Trip 1D Neadlsed = Last Mame 4+ First Mami Status =ES
O 25004 No I UNASSIGNED =
O 17628 Ha ] LINASEIGHNED
D v UNASSIGNED
Dusiz  wo —
— 232w %
D 38226 I Prvosser®D .

48



5.

*

Assign Sibling to Stop for AM/PM Bell Time:

Select the siblings School/Bell Time from the Bell Time Views card, and query for the home stop
within the “Stops” card and for the student within the “Trips” card—assign the sibling to the stop
using the assign Trip tool.

> Select the stop and the trip, before selecting the “Assign Trip” tool—assign the student
to the stop within the AM and PM Bell Times.

wd@

Bell Time Views Layers (@) Trips Hun Haate:s
0 e ) [ ol 66 GGl @
Schoaol Name Type T Bell Time Programs q
= 202 [ Middie School ARRIVAL T:45 AM ELDLDFLTSPE
0 s05 — ARHIVAL 745 AM DFLT. SPED
2 2 ARRIVAL 8:00 AM DFLT.SPED
ound St W Playg
4 [ 3
Trips
| an | ane | mm-lil e o
Trip ID Needlsed = l.“l: Name + First Name Status

O 35322 Ho
@ 15226 e _
[0 35134 Mo

5.1Selecting the Correct Stop Service:
In some instances, the same stop will be used on multiple runs, so when assigning the
sibling to the stop, the user will need to verify they are utilizing the correct stop service by
verifying the ‘Run ID’ within the “Stops” card.

[ an LARE ] ciear | Gieare] setruns | sermmps | ]

= StopID + MeedUsed = Type = Run ID = Scheoolis) Bell Times = Frequencies Lead
] STOP(84) Mo = KFKA. 123 0 -
STOP(84) ] =] TESTM 202 492 T:45 AMB. .. MTWU MTW... 2

Above we see two entries for “STOP(84)”; this stop is being used on run “KFKA.123” and
“TESTM”. We identify which stop to have selected to assign the sibling to by identifying the
run the sibling students will be riding on—that being run “TESTM”.

5.1.1 Once the user has selected the correct stop, assign the trip to the stop. The user
will see the trip turn from a red unassigned trip, to a green assigned trip.
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5. PM Bell Time: Follow the above steps to validate/assign the student trips within the clustered PM
Bell Times.

Layers._@ Trips_ ) Run Masters |
Custe seect 0 | uomment Comtet | 11 | Gt Mgl Y ]l Y 1

Schoal Name Type T Bell Time Programs [+1
@ 202 Ml School DEPART  221PM ELDL DFLT SPE —
& 492 _ High S hiool DEPART 2:30 PM DFLT.SPED
]
Trips
Trip ID NeedUzed = Last Name + First Name Status = 5

@323 we ASSIGHED
Q1 N ASSIGNED

» If you hover over the stop, you will be able to view the following stop information:
o Stop ID
o Stop Address

o Stop Type:
= Home stop = house symbol.
= Exclusive stop = umbrella symbol.

— "

6. Assignment Complete:
Following the assignment of both the SPED student and their sibling to their school’'s AM/PM Bell

Times, their trips are complete and ready to be assigned to a run.

» The stop the student trips are assigned to will not allow additional students to be
assigned to it unless they share the sibling’s address.

The user can view their assignment status by right clicking on the stop to view the “stack” to better
see both siblings’ assignment status, as well as review their trips within the “Trips on Selected

Stops” card.
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Managing the stack of trips at [IIIIEEEIENEEGEGEGNGGNGGNGNNGGNN

In Play Selected NeedUsed Last Mame First Name Status

Ho I
Mo ]

ASSIGNED
ASSIGNED

Trips On Selected Stops

Frequency School Bell Time Grade
MTWUF 202 T-45 AM o7
MTVWU 452 B0 Al 12

)

Ll Trip ID Stop Home Stop MeedUsed Last Mame
O 35223 STOP(24) Yesg Mo |

9. Create a Student Group

You have been assigned by your district to build a student group for your districts SPED students
to make the performance of batch operations easier. Following the creation of the SPED student
group, the user will navigate to the Student Utilities module to update all SPED students to a
home stop at the same time using the newly created group.

Here’s How:

1. Navigate to Students in Data Management.

= & Rouling

Data Management

4 Students

1l Stops

o Runs

2. Navigate to the “Saved Group Creator” Window:

Click on the Search Tab and the Search Tray will appear—Add the “Students Group” filter to the

search tray.
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Ashland Sherman %
@ Riverton ﬁ i}
51
Springfield G
snville @ @ o
Chatham No Rows To Show
No Rows To Show
Mowea
Auburn — Pawnee
(D] ﬁ Taylomville
Virden Assumptic
Girard (@)
© &
R: ol
Carlinvill mﬁymun Nokomis
arinvilie. @ +
1M1
Map Litchfield Hillsbora B | —
Gillespie 8
4 4 GC‘ gle Keyboard shortcuts ~ Map data 2024 Google  Terms  Report a map ermmor 4 4

3. Search for Student Data:
Within the window, select the magnifying glass icon to populate the search tray. Add the
“Program” filter to the search tray, and search for “SPED” students.

Search E]
=

*

SPED [ I~ |
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Selecting ‘Search’ will populate all SPED students within the left-hand Data Panel of the window.

4. Create a Group:

Saved Groups Creator
i) 9

ot Bloomington (2
|  Entity Students Cju _—
24/ Manito
5 ‘ [ Columns | Lewistown Downs @
Table Grove - ~
e 1 L
907 Result! 1T 2 3 456 7 8 » 46 Pages (136} [155) (>3 ° Eiz
fin- ey Mclean Heyworth —
O Last... First Name District ID Address Ho... Exc... @ Atlanta 9
~ Farr
O 1401815 40EMA.. X x SEEE) @ ;
Mason City @
O 1404863 40EMA.. X x i, Clintan
O ALT1_12.. 203 WM. x x fille
O 1405334 32 IMPE... v x Chandlerville D) _ oo - _
0 1407693 1528 SE._ x % Beardstown Petersburg = Mt Pulaski 1) &
O 1406597 941 ROA.. X X & Virginia Athens — williamsville il
&7 Orsy’
O 1406617 DICKINS. v X . (@) Sherman 2] Cet o Gor
O 1407769 15 FORE.. x x o Riverton @ (;[?jecatur
[} 1405108 3CANDL.. X A 51 34
Springfield Mt Zion e
0 1394545 3CANDL... % il Jacksonville M
23 acon
O 1405925 720 FOR. x x o e
O 1402267 27158 M. v x Winchester Moweadua
O 1401869 20W00... x Aubum — Pawnee @
O 1403062 2005EL.. x x b UEID Assumption
O 1397553 2304 S S v X Roodhouse Vitden
] 1405718 2609 SA_ X X White Hall Clrard -
1 (4) S Shelbyville
O 1408971 1919FAL. v x (&7}
I j o
o WY OIS x x 7o) Carrolitan A permend Nokomis A
O 1403229 400 OUT. x X Carlingle o it Cowden | o
O 1383273 150185.. x (&7 aD) &)
Beec
Litchfield .
Jerseyville E'”ESPED e Ramsey +
L '
|Map |i|| T
N ) StEI
;;Go gle i Keyboard shortcuts  Map data ®2024 Google §Tems: | Rapu:Drnap error

Selecting all SPED students within the Data Panel will populate those students within the
“Selected Students” card of the Workspace Panel.
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Saved Groups Creator

-ewistow
Entity Students S ol Selected Students
— f 5
Q Havana = McLean | l
SO 2 3 4 5 6 7 8 wspages & Adlanta ®R|| O Last... DistrictiD  Addj
= = = ! (7&) | - -
son Cit O 1401815 400
Last... = FirstName District!D  Addr BlasOn Iy y Sl =
1401815 " Lincaln c] O 1404863 400
1404863 7D O ALT1_12 209
) _ o O 1405334 32|
ALT1_12... rjirdlerwlle 37 & ) . -
1405334 I PR Mt Pujski O 1407693 154
ginia Athens  williamsville 121) 0 1406597 a41
1407693
Ashland (7) Sherman é O 1406617 DIg
1406597 Ik =
1406617 e @ O 1407759 15
TS Id O 1405108 3C
>nville 2 . O 1394545 3c
1405108 @) Med -
1394545 . Chatham O 1405925 7204
D) o 1402267 271
1405925 T 5 & Mowed :
140226? gl \\;4,! upum I awneae Pt O 1401669 QG
1401869 a Virden it T ] O 1403082 200
— O 1397553 230
1403062 Girard .20 = =
1297553 o) 2 O 1405718 260
S — ul O 1408971 191
1408971 pesmond Nokoris O 1407697 110
Cerimites ) O 1403229 400
1407697 @ =+
D O 1383273 15(]
1403229 . ‘Map 4‘| (i) Litchfield o _
1202972 [ Gillespie Ra
» Google Keyboard shortouts  Map data ©2024 Google  Terms | Reporta map ermor 4

Select all the students within the Workspace Panel.

Selected Students

[=]

EEEEEEEEEEEE-EEEEEBERRE

Last... = First Name District ID
1401815
1404863

1405334
1407693
1406597
1406617
1407769
1405108
1394545
1405925
1402267
1401869
1403062
1397553
1405718
1408971
1407697
1403229
1383273

ALT1_ 12

Address

400 EMA. .
400 EMA. .
203 WM.
32 IMPE. ..
1528 SE...
941 ROA. .
DICKINS...
15 FORE. ..
3 CANDL...
3 CANDL...
T20 FOR...
27158 M.,
20Wo0o...
2005EL...
23045 5.
2609 SA. .
1919 FAI...
110 W LA...
400 QUT...
1501 S S..

Ho...

L OX X & X & X € & X € € X € X %X < X x x

Exc...

X X X X X X X X X X X X X X X X X X X X
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4.1. Select the “Create Group” tool to populate a drop-down field where the user can name the
new group—select the save button within the field to save the group.

Selected Students

[l Columns ‘[ ¥ Clear ]‘ + Create group |

t1D Address Ho..

315 A00EMA.. X | [SPED ] @ ] x|

4.2.0nce saved, the user can exit the “Saved Group Creator” window, and within the Students in
data Management Search Tray, click in the “Students Group” filter to view the newly created

group.

E % Qouhng » Data Management » Students

Search a[ olumns |
)

> » 50

L =Ho... = Ex

| sudentsGrop ¥ || PR

I + O 'ﬁ VA X b

X% X

R - - | S

% X

5. Navigate back to the Athena homepage through the Athena Action Bar.

9@ 2B Y

5.1.Navigate into the Tools application, and select the Student Utilities Module.



> Tools

Utilities

2 Student Utilities

6. Within the Search Tray of the Student Utilities Module, add the “Students Group” filter, and load
the SPED Group into the field.

€ Tools » utiiies » Student Utilities

Search Q|
oriiters J| IERE
1 = Ho..
Students Group X ’ Y
L + ® @ o x
1. b4
SPED o Q Search 1. v
1. b4

6.1. Selecting search will populate all SPED students found in the group within the Data Panel—
select all students within the Data Panel.
20 Results 1 1 Page

¥ Last Name = FirstName = DistrictlD = Address = Ho... = Exc... = No-...

1401815 400 E MA. .
1404863 400 E MA. ..
ALT1_12... 203 WM.
1405334 32 IMPE...
1407693 1528 SE. ..
1406597 941 ROA...

7. Batch Assignh Home Stop:
Select all students within the Selected Students card of the Workspace Panel, before selecting the
“Change Home Stop” tool.

X X ¢ X X X
X X X X x
X ¢ X X X X

Selected Students

| D e W) e i)

Last Name First Name District ID Address Ho... Exc... Eligibility UPDATE

]

- 1401815 400 E MA...
- 1404863 400 E MA...
- ALT1_12... 203 W M...

- 1405334 32 IMPE. ..

- 1407693 1926 SE. ..

- 14063297 941 ROA. .
o 1406617 DICKINS...
| 1407769 15 FORE. ..
| 1405108 3 CANDL...

No
x Qut of area

x Qut of area

X No Postings

X Eligible SP 22-23
v Eligible

X Eligible

x Out of area

X

X

Eligible

L X 40X X & X X X
X X X X X X X X X

Eligible
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Selected Students

|. = | of =f Stop Duration | ¢ Rollover Grades | ¢ Eligibility = Find Service

« Unassign Trips DistrictID  Address Ho No-.. Eligibility ~ UPDATE
£ Rematch Addresses 1401815 A00EMA.. X X x Out of area

1404863 A00EMA.. X x x Out of area

ALT1_12..  203WM.. X x x No Postings

1405334 32 IMPE.. v X x Elighle  SP22-23

7.1. Selecting the “Change Home Stop” tool will populate the “Batch Change Home Stop” window
where the user will select the “Add Home Stop” option.

Batch Change Home Stop X

® Add home stop © Remove home stop

| Cancel | B Save

Saving the “Add home stop” function, will populate a confirmation message, and will flag all
selected students as home stop.

Batch operation successfully
started

v

8. Confirmation of Change:
Users can confirm the operation was successful within the “Batch Operations Available” card:

Batch Operations Available ~
|. lll Columns |

Created time 4 Type Status Result Download
1/2/24, 5:00 PM Change Home Stop Completed Warning n a

Selecting the download button of the recent operation will populate a csv file where the user can

review the batch operation in further detail.

A = C D E F G H ] «
Job key JobStatus Creation date Task status Student's Description Message
6db15c33- COMPLETED 2024-01-03T00: SUCCESS Successfully updated student home stop
6db15c33- COMPLETED 2024-01-03T00: WARNING Student already has desired home stop value
6db15c33- COMPLETED 2024-01-03T00: WARNIMNG Student already has desired home stop value
6db15c33- COMPLETED 2024-01-03T00: SUCCESS Successfully updated student home stop
6db15c33- COMPLETED 2024-01-03T00: SUCCESS Successfully updated student home stop
6db15c33- COMPLETED 2024-01-03T00: WARNIMNG Student already has desired home stop value

= A e W ) =
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10. Display Student Walk Path

Your district is removing a hazard for a construction zone that lies within a school’s walk
boundary. This change would affect older students for the upcoming year. You are trying to

see what a student’s walk path would look like if the hazard was not in place.

Here’s How:

1. Navigate to Students in Data Management.

@ Routing

Data Management

4 Students
& Stops
4 Runs

2. Select a Student from the Data Panel with an “In walking distance” eligibility.

w -~ OUNINAQ » Data Managen‘seﬂt » Students

o~
4 + Add New
14030 Resultsl{ ¢ 1 2083 4 5 6 7 8 > Y 702Pages

DistrictID = Last Name = First Name = Eligibility

In walking distance
Eligible
Eligible
Eligible

In walking distance
Eligible
Eligible

In walking distance

Out of area

3. Click the Path to Location button



= Path To Location

First Name * Last Name * Middle Mame
Suifi Mickname Date Of Sirth
District |D Government 1D Edulog ID

Gender [ Mult

4. Disila‘ the Unrestricted Walk Travel Mode
Path To Location x

Walk Path Data for the student - N Travel mode: Unrestricted Walk Drive
Destination Type = Color Trip 10 Frequency To Or From = Travel Mode = Time Destinator = Locabo T Status Hazard Dwstarce  Engne =
& SCHOOL 81 MTVAF To Sehool Unrestrcing Wik - GPS ASSIGNED - 169 m NOS
& SCHOOL . 82 MTVAIF From Schoal Unroairictod Yialk 3 GPS ASSIGNED - 159m  NOS
=
v P
¢

0
B0

OPERATIONS CHEAT SHEET

Reminder: Operations are symbols that represent “or”, “and”, “starts with”, “ends with”, etc, that you
employ within the search tray to further narrow your search results.
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Operation

Symbol/Symbol
Placement:

Example for Field
Last Name:

Definition of Search
Query Example:

OR

ABRAHAM,ALBERT

Query for all students who

have a last name starting

with ABRAHAM or a last
name starting with ALBERT.

AND

N/A

N/A

The AND operation is only

used in between fields (like

in first name = Maria AND
last name = Albert)

STARTS WITH

AB*

Query for all students who
have a last name starting
with AB.

ENDS WITH

*AM

Query for all students who
have a last name ending
with AM.

CONTAINS

*LB*

Query for all students who
have a last name that
includes the string LB.

DOES NOT CONTAIN

IALBERT

Query for all students who
have a last name that does
not start with the string
ALBERT.

EQUALS

“‘“ABRAHAM”

Query for all students who
have a last name that
exactly matches the string
ABRAHAM.
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Symbol/Symbol

Example for Field

Definition of Search

SEENIE Placement: Phone Number: Query Example:
Query for all students
NON-EMPTY + + wh_ose _Phone Number
field is non-empty
(contains data).
Query for all students
EMPTY It It \{vhoge Phone Numper
field is empty (contains
no data).
+ +001 Query for all students
whose Phone Number
CONTAINS + SIGN _+ 5+5 field contains:
+001/5+5/001+
+ 001+

Numeric Fields:

Operation

Symbol/Symbol
Placement:

Example for (Street)
Number:

Definition of Search
Query Example:

GREATER THAN

>200

Query for all students
who have a street
number greater than
200.

LESS THAN

<400

Query for all students
who have a street
number lower than 400.
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