‘uonelodsuel | J9yews

EDULOGC

ATHENA ROUTING & PLANNING

Reporting Training Resource Guide




Reporting
Training Resource Guide

2022 by Education Logistics, Inc
All rights reserved.
Date Modified: 09/27/2024

Version: 1.66

EDULOG is a trademark of Education Logistics, Inc.
Education Logistics, Inc.
3000 Palmer St.
Missoula, Montana 59808
(406) 728-0893

support@edulog.com



PURPOSE OF THIS GUIDE.........c.ccciiiiiiiiiiiiiiiiccccic e 5

ATHENA REPORTING INTRODUCTION .....cooiriiriirininirieieieeieicieieiceieice e 5
NAVIGATING REPORTING MODULES.........cccceotiiiiiininnrrrrseeeeieeieieieiees 5
NAVIGATING ALTERNATE REPORTING MODULES ..........ccocovirrriririeieieiciennnes 12
ATHENA USER STORIES ..ot 14
1. Generate SChOols REPOIt.........ccciviiiviiiieieeeeeee e 14
2. Generate RUN REPOIT .........coucieiiieiseseseee ettt 17
3. Generate ROUte REPOIT ........ceeiiiriireeee e 20
4. Schedule a CSV Student Trip REPOIt.......ccccveiveivieieeceeee e, 22






PURPOSE OF THIS GUIDE

The Reporting Resource Guide will provide you with explanations of the basic tools within Athena,
walk you through the procedure of generating reports 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 REPORTING INTRODUCTION

A variety of reports can be generated in the Athena Software System. Through the Action Bar, users
can locate multiple categories, or report types: Schools, Students, Runs, Routes, and Vehicles. The
Reporting modules are arranged so users can easily identify and organize the information needed in
the report. First, select a file type—PDF or CSV—then configure the fields you want in your report.
Once configured, you have the ability to generate the report for printing or digital sharing.

NAVIGATING REPORTING MODULES

1. Sign In:
You will first be brought to the Sign In page where you will enter your Username (email), and
Password.
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Sign in to the Edulog Portal
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£, training@edulog.com
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Keep me signed in Forgot password .

2. Athena Portal Home Page:

¥ Educaton Logistics, Inc edulog com O

3. Routing Management:
In this guide we will go into Routing Management — click on the Athena Owl.
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Routing

Management

4. Select Report:
Under Reporting, select a report of your choosing. For this example, we will create the Student

Report.

Reporting
4 Students

& Student TR - Trip
JS° Runs

<+ Routes

il Schools

2 Vehicles
i Scheduled Reports

5. Reports Search Tray:
The Search Tray will appear, and you will have the option between several different filters—select
the “School” filter.

Search

Q)
Select or name new search © Filters

[ First Name
_.’ | District ID
[J Grade

School

5.1. Enter the school’s name in the search field or select the school in the drop down and then
search.

Search

Select or name new search 0 Filters

KENNEDY ELEMENTARY E

KENNEDY ELEMENTARY m

Once your search is completed, close the search tray using the tab.
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6. Reports Data:

Students will be listed in the Data Panel, and when a student is selected, their location will display
on the map, and their information will appear in the Workspace Panel.

Active Data Area: plan (9)
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7. Configure Report:

When selecting students in the Data Panel, their information can be pulled in the Configure Report
section, where data options will be listed on the left.

Configure Report
[ @.pdi~ | (5 Portrait~ ) Show 1st column Repeat header(s) ( J{ J( ]

Last Name
Gender
Ethnicity
Home Stop
Eligibility

Program

Address

7.1.PDF Reports:
For PDF reports, users can choose between “Portrait” or “Landscape” printing format.

[ pdf~ l [ '/ Portrait = ] Shoy

Ethnicity [ Landscape
Eligibility




For the fields you'd like to show on the report, select the “Add” button.

The configuration fields will display on the right, and you can also remove a field by
selecting the “Remove” button.

[ A .pdf~ ][ 5 Portrait | Show 1st column Repeat header(s) :]C]:]
Gender n Field Order Sort Order Max length Page Header
Ethnicity [ > | KD Lastname 1 v 12 Header label
Eligibility ED K3 tomestop 2 v 12 Header label
Program n

Address n

Suffix n

No-Rider [ > |

You can also remove a field by selecting the “Remove” button.

7.2.Preview:

Once the fields are added, you will see a Preview of the report populate below. As you add

and remove fields from the “Configure Report Panel”, the Preview will update accordingly.
s

Students Report

Students : First Name Grade Last Name Address School

Students: John 01 Doe address The school

Note: The Preview is a sample report.

7.3.Explanation of Fields and Tools within Configure Report Panel:

a b c d e
Field Order Sort Order Max length Page Header label
K3 Lostname 1 2v 12 0
n First Name 2 v 12
n Address 3 v 12
n Phone Number - v 12

K3 crace 5 1v 12 0



a) Field Order:
Concerns the order you want the data to display in the report. For example—First
Name, Last Name, Address, Phone Number, and Grade.

= To change the Field Order, drag and drop the field in the order you want
it.
b) Sort Order:
The Sort Order allows the user to sort to order in which the data will display in both pdf
and csv reports. Select the order in the drop-down menu.

c) Max Length:
Max Length can increase or decrease the space between fields in the preview header,
to either create more space between headings, or decrease the space to include more
fields in the report.

Student: Last Name Ethnicity Eligibility

d) Page:
By selecting Page, you are creating Page Breaks between data fields. For example,
when sorting students by Grade, you will need to first check that Grade is listed first in
the Sort Order. Then by selecting Page, this will create a page break between each
grade.

e) Header Label:
This is the header for each page break. You will see that change at the top left of the

report.
Field Order Sort Order Max length Page Header label
Gender n Last Name 1 1v 12 -B— Last
Home Stop B Ethnicity 2 v 12
Program [ > ] Eligibility 3 v 12
Address

# Header Style ” # Body Style

Student Report

Student: Last Name Ethnicity Eligibility

Last: Doe

Student: Doe Ethnicity Eligible

7.4.Save Configuration:
You can save a configuration by entering a name in the “Choose a Configuration Box”.

Choose a configuration [ ][ ][ }




Then enter a name for the configuration, and save. Once saved, you can search for the
configuration in the box, delete it, or reset it.

] (e

7.5.Generate Report:
To generate and download the report, select the “Generate Report” button.

The report can be downloaded as a PDF or CSV file. Select the file type in the drop down.

) (B )

pdf
csv

You can find it in downloads or select it from the download bar at the bottom of your screen.

student_f4282b7b...pdf A

Additionally, the report will be saved in the “Students Reports Available” in the Data Panel.

Reports Available A

‘ Ill Columns ‘

File Name Creation Date ¥ Download
student_f4282b7b-c115-457a-899c... 812212022, 11:44 AM n

8. Change Style:
You can change the style of the report in several different ways: Header Style and Body Style.

2 Body Sy

a) When editing in the Header Style, you have several different options:
= Heading Colors
=  Text Alignment
= Text Font Style

10



Header Style

|
Eﬂﬂn B A

b) When editing the Body Style, you have several options:

— 100

Font Size to Fit
Reduce Font to Fit
Cut Font to Fit
Change Font Size

Body Style

B A -

9. Open Report:
You can find your report in your Downloads.

= student f4282b7b-c115-457a-899c-da373bbc611d_1661193509576.pdf

Student Report
Student: Last Name First Name Address Phone Number

Last Name: ABREU Home Address: 2209 BOSSARD DR 55113

Student: ABREU RIGOBERTO 2209 BOSSARD

DR 55113

11



NAVIGATING ALTERNATE REPORTING MODULES

1. Routing Management:

From the Athena Home Page, select the Routing Management application.

4
Routing

Management

2. Alternate Reports:

The Alternate Reports Modules within Athena house standard reports that allow the user greater

Alternate Reports
P Runs
P Routes

2.1.Run Reports:

flexibility when viewing the selected data and driver directions.

The Run report allows the user to apply run related filters, as well as be able to sort by Run ID

or Run Start Time.

E % QQ\JHI’\g » Alternate Reports » Runs

‘ 0913012024

11l Columns

Description

ADDAMS OUT 3:30
ADDAMS OUT 3:30

ADDAMS IN 9:00

ADDAMS IN 9:00
COPY - REVERSE - ADDAMS IN
REVERSE - ADDAMS IN 9:00

i o (o]
Active Data Area: plan &

n o s
B (oo
Frequency Load Max Duration Max Load Run ID School-BellTime
MTWUF 0 1s &0 01178 01-330PM
MTWUF 9 1s 60 01.140 01-330PM
MTWUF 0 15 60 01.078 01-9:00 AM
MTWUF (] 1s &0 01.082 01-900AM
MTWUF 0 15 60 01.078R 01-11-30 AM
MTWU 0 1s 60 01.082R 01-3:00PM

e

a [

586 Results W2 3 45678 30 Pages

Description Frequency  Load Max Duration Max Load RuniD School-BellTi
ADDAMS IN 3:00 MTWUF o 1s 60 01078 01-9:00 AM
COPY - REVERSE - ADDAMS IN MTWUF Q 1s 60 01.078-R 01-11:30 Ah
ADDAMS IN 3:00 MTWUF 0 1s 60 01.082 01-9:00 AM
REVERSE - ADDAMS IN .00 MTWU 0 15 60 01.082R 01-3:00 PM
ADDAMS OUT 3:30 MTWUF 9 60 01140 01-3:30 PM
ADDAMS OUT 3:30 MTWUF 0 b 60 01.178 01-3:30 PM
] MTWUF ] 40 011788 01-3:30 PM
o MTWUF M ih 40 01.E01 01-8:00AM
[ REVERSE- MTWUF 20 1h 40 01EO1R 01-2:00 PM
O REVERSE- F o 1h 40 01.E01-RR
O BLACK HAWK IN 9:00 MTWUF 18 15 60 02015 02 -9:00}
O BLACK HAWK OUT 3:30 MTWUF 2 1s 60 02127 02 -3:30)
O COPY - BLACK HAWK OUT 3:30 MTWUF ] 1s 60 02127C 02-9:024
[0 COPY - BLACK HAWK OUT 3:30 MTWU 0 1s 60 02127CC 02 -3:00 PM
O BLACKHAWKOUT @ 3:30 MTWUF 5 i 40 02P01 02-3:31PM
[ BLACKHAWKIN @ 9:00 MTWUF 1h 40 02.801 02-9:01AM
O COPY - BLACK HAWK IN @ 9:00 MTWUF ] i 40 02501-C 02 -9:02AM
[0 HARVARD PARKIN &30 MTWUF 9 1s 60 03014 03-8:30AM
[ REVERSE - HARVARD PARK IN MTWUF ] 1s 60 03.014R 03 -3:00 PM
[0 HARVARD PARKIN &30 MTWUF 17 1s 60 03017 03-8:30AM

»
| ¢ [ z
B
File Name Creation Time

altenaterun_95ccc5bb-e489-4017-9267-07e3a1deabe_1727709188502 paf 93012024, 11113 AM &

01200 pyg [ 1nstrction Opions

+ | Automatic Zoom

f

0973012024

Run Report
D: 002

Start:7:13:00 AM  Distance: 13.45 mi

Veh £:173456

End: 7:56:00 AM Load:5

Seq=Stop Time

Description Run Load Stop Load Student
BATOU DR & OEOETRI

Erocazd on Eqret Bay Blvd to

a.) Calendar: The date for reports will automatically populate as today’s date. The user can
select the date for which they want the report to run, allowing them to generate reports for

upcoming dates.

b.) Data Panel: The user will select which runs they would like display in the report within the
Data Panel—use the Search Tray to query for the applicable information.

12



c.) Selected Runs Card: The Selected Runs card will display the data that was selected
within the Data Panel.

d.) Preview Card: The Preview card will display an example of the desired report.

e.) Instruction Options: The Instruction Options drop-down allows the user to toggle on
additional information to be viewed within the report.

w Instruction Options -

Deadhead q
Distance (
Cardinal Directions " @

f.) Sort Order: The Sort Order drop-down allows the user to sort by specific information
within the report.

I sooreer )
Run ID

Run Start Time

g.) Report Available: The Report Available card will display a history of all generated reports,
the data and time of their creation, as well as provide the ability to re-download a
previously generated report.

2.2.Route Report:
The Route Report allows users to print entire routes while accurately displaying deadhead
directions, as well as display additional Route information such as: Depot, Contractor, Route
Duration, and Route Distance.

13



= % Roufing » Alternate Reports » Routes Active Data Area: p|ang

) Selected Routes >
14 Results sl B 1Page &=
Route Description Contractor Route Description Contractor Comments Assignedr...
123 Test 123 Test 0
124 TEST? people 124 TEST2 people 1
DELETETEST fest for deletion DEC S elogcoiehon ©
OPT-12 OPT-12 0
OPT-126 OPT-126 1
OPT-127 P27 ! >
OPT3 Preview ~
OPTA4
— +
SEATS seats test -
TEST (new route description)
Route Report 04/03/2024
TEST1 uat fest 3
Route ID:01 Veh #:v-01 Depot: depot Duration:0:43:00
TEST2 uat2 - Desc: Route Descripti [ Comment [ - Distance: 14.45 mi
Run 1D: AB.025 Start: 7:13:00 AM  Duration: 0:43:00 Load: 5

4 Desc: Run Description End: 7:56:00 AM Distance: 14.45 mi  Max Load: 5

Seq# Stop Time _ Description_Run Load Stop Load Student Name Phone Special Needs School Grade
Report Available > T 71500AM BAYOU DR & OBOETRL
5 5 Pick Up
(N CEELE | ] Columns amel LNams: 8222025995 EMOT.OH 5117 03
a Name: 5117 K
a 3 =
m

522-202-5888

File Name Creation Time a 5222058685 BEHV SR S s
i 822-202-5555 5117 03
alternateroute_389ad796-60dc-43d3-a8ef-4b2d60ce7175... 4/2/2024, 01:... X Broceed on Egret Bay Blvd toward Barger St 0.02 mi
Turn left onto Barger St 0,09 mi

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:

» Generate Schools Report

» Generate Run Report

» Generate Route Report

» Schedule a CSV Student Trip Report

1. Generate Schools Report

Here’s How:
Once logged in to Routing Management, go to Reporting in the Action Bar.

1. Schools Report:
Under Reporting, select Schools.

Reporting

Schools

2. Schools Search Tray:
The Search Tray will appear, there are several different filter options.



Search

Q|
Select or name new search

Bell Times
m School Address
City
BES BILLINGS SCHOOL School Code
GES GRANT ELEMENTARY Comments
JES JEFFERSON ELEMENT _ _
Max Ride Time
KES KENNEDY ELEMENTAF
LES LINCOLN ELEMENTAR Zip Code
LJH M LEWIS SCHOOL State
118 | AKFI AND SCHOOI

Select your filter search, then enter the information in the search box. If you want to search all
schools, leave the search box blank and click on Search.

3. Data Panel:
All Schools will be listed in the Data Panel.

19 Results < EBH > » 1 Page

School...= Name = City = Location

201 ANACONDA PAROCHIAL 2 ANACON...
202 LITTLE BUFFALO 100 LITTL...
206 WISERIVER SCHOOL 2 WISERIV...
402 BUFFALO HEIGHTS 2 BUFFAL...
AES ADAMS ELEMENTARY 100 ADAM...
BES BILLINGS SCHOOL 100 BILLIN...
GES GRANT ELEMENTARY 100 GRAN...

When selecting a school in the Data Panel, it will highlight and display graphically on the map.

19 Results ¢ 1 » 1 Page

School... = Name =city ©°

201 ANACONDA PAROCHIAL /- ;
202 LITTLE BUFFALO z
206 WISERIVER SCHOOL (D) GY
402 BUFFALO HEIGHTS

AES ADAMS ELEMENTARY R b i 5

BES BILLINGS SCHOOL x
GES GRANT ELEMENTARY j
JES JEFFERSON ELEMENTARY 1 1
KES KENNEDY ELEMENTARY &® ‘:

LES LINCOLN ELEMENTARY 1 2
LJH M LEWIS SCHOOL 4, o
LLS LAKELAND SCHOOL ;0

4. Schools Configuration:
When selecting your School, go to the Workspace Panel and select your configuration.



Configure Report A

Choose a configuration [ ][ ][ ] [ & .pdf ]

Calendar Events
Name

Bell Time
Eligibility Rules

Add any available fields from the following:
e Calendar Events
e Name
e Bell Time
e Eligibility Rules

Configure Report A

Choose a configuration [ ][ ][ ] [ pdf~ ]

« Remove All

Calendar Events n n Name
Eligibility Rules B K ceitme

Some fields have sub-fields to choose from—select the plus icon for additional fields.

n Name
B el T gy time 0

= | Bell Time
| Early
| Frequency
| |Late

Type

| | Operations

As you add and remove fields, the Preview will update accordingly.

16



Configure Report A

Choose a configuration [ ][ ][ ] [ [ .pdfv ]
Calendar Events n n Name
Eligibility Rules Bell Time

| # Header Style ” # Body Style I

Schools: Name

Bell Time: Bell Time
Schools: School Name
Bell Time: 08:05

Bell Time: 04:00

Note: The Preview is a sample report.

5. Generate Report:
Click on the Generate Report button.

P Generate Report

The report will download to your computer and also save in the Data Panel under “Schools
Reports Available”.

Reports Available A

|' Il Columns |
File Name Creation Date ¥ Download
school_f4282b7b-c115-...  8/22/2022, 12:33 ... E3

school_f4282b7b-c...pdf A

2. Generate Run Report

1. Run Reports:
Under Reporting select Runs.

17



Reporting

Schools
Students

Runs

The Search Tray will appear. Enter your Run ID, or if you leave the search tray blank, all runs will

appear in the Data Panel.

2. Data Panel:
The Runs will be listed in the Data Panel.

6 Results 1 1 Page

Run ID = Load Description
KES.101 10 Kennedy School Run 1 AM
KES.102 20 Kennedy School Run 2 A
KES.103 35 Kennedy School Run 3 AM
KES.201 ¥ Kennedy School Run 1 PM
KES.202 1 Kennedy School Run 2 PM
KES.203 2 Kennedy School Run 3 PM

When selecting a run, it will show graphically on the map.

>d‘ ‘ Il Columns ‘
6 Results 1 1 Page
Lake Gervais O,
Run ID = Load Description County. Park -
> ke
KES.101 10 Kennedy School Run 1 Al Spoon Lﬂkeo %
KES.102 20 Kennedy School Run 2 AM : : > 2
o =) The Church of o
KES.103 35 Kennedy School Run 3 AM Cse, Jesus Christ of Latter {7 (@
1)
KES.201 7 Kennedy School Run 1 PM
KES.202 1 Kennedy School Run 2 PM Ge) Wiking.Dr E =
KES.203 2 Kennedy School Run 3 PM A & ==
A LifePoint Church 0 =
= a o
g T
z rie Rd E Path of Grace UMCO &
2 -4 S
3
2 County RABE i Gounty RA BE Keller
a % Regional'Par
3 o %e Maplecrest
E 2 a Park
2 Eldri A 3 s >
w 3 - a
e 2 Beimont Lk & g
ited Nephrology K} 2
ants, w ‘e’
 Edgerton Park QEdger‘\on Keller-Regional
< 4 Elementary Schoal Park Golfview #6
St Jeromes

CatholiciChurch
0 Roselawn Ave E Roselawn-Ave E
4 e

Reports Available A

[ mColumns |

15 Awsuapo

- = aul H
File Name Creation Date + Download  jce ij’,’:ﬂo Gateway Trail

Head (Parking) o

Minnesota:Hmong

TojLub Fie!do Q

=

Keller Lake
Archery Range

K

A
I3
<

D, Roung | ake
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3. Runs Configuration:

In the Configuration section, you can select the fields you want to include in your report. Covers
has a plus icon indicating there are sub-fields to choose from. Click on the plus icon and select
your fields.

« Remove All
n Run ID

Field Order Sort Order Max length Page Header label

1 1v 12 X Runid

Covers G

Field Order Max length

® Frequency 1 12

= Stops e
= | Stop ID 1 12

= | Directions Q
= Instructions 1 12

A preview of the report will be shown at the bottom of the Workspace Panel.

[ # Header Style ][ # Body Style ]

Run Report

Run: Run ID

Covers: Frequency

Stops: Stop ID

Directions: Instructions

Run id: 40010

Run: 40.010
Cover(s): MTWUF
Stop(s): 120059
Direction(s): NW

Select “Generate Report” when you have completed building your report.

P Generate report [8

The report will be downloaded as a PDF. You can find it in downloads or select it from the
download bar at the bottom of your screen. From there, you can open the report and print.

Reports Available

I

‘ |l Columns |
File Name Creation Date ¥ Download
runsheetes_f4282b7b-c115-...  8/22/2022, 12:53 PM [ & |

19



runsheetes_f4282b7b-c115-457a-899¢-da373bbc611d_1661194433648.pdf

1

13 -

Run Report

Run:

Route ID Run Description

Stops:

Directions:
Run:

Stop(s):

Direction(s):

Stop(s):

Direction(s):

Stop(s):

Direction(s):

Instructions
KES.103 Kennedy School

Run 3 AM
Head north on Payne Ave toward Viking Dr E
Turn left onto Viking Dr E
Viking Dr E turns left and becomes Searle St

Head north on Searle St toward Viking Dr E
Searle St turns slightly right and becomes Viking Dr E

Head east on Viking Dr E
Make a U-turn

Turn left onto Payne Ave
Tumn left onto County Rd B E
Turn left onto Arcade St

Turn around and head south on Arcade St

3. Generate Route Report

Here’s How:

Once logged in to Routing Management, go to Reporting in the Action Bar.

1. Route Reports:

Under Reporting select Routes.

Reporting
Schools

Students

Runs

Routes

1.1Routes Search Tray:
Enter your Route ID, or if you leave the search blank, all Routes will appear in the Data Panel.

2. Data Panel:

The Route will be listed in the Data Panel, when selected, it will show graphically on the map.

1 Result

{4 Route
KESROUTEA1

1

= Description

1 Page

Kennedy School Route 1

20



3. Routes Configuration:
In the Configuration section, you can select the fields you want to include in your report. The
Covers field has a plus icon indicating there are sub-fields to choose from.

Field Order Sort Order Max length Page Header label
K3 Route D 1 1v 12 2 Routeld
K3 Description 2 v 12
Covers Covers e
Field Order Max length
® Frequency 1 12
s/ Runs a
= RuniD 1 12
= | Run Description 2 12
= Stops e
u| Stop ID 1 12
u| Stop Description 2 12

A preview of the report will be shown at the bottom of the Workspace Panel.

Route Report

Route: Route ID Description
Covers: Frequency
Runs: Run ID Run Description
Stops: Stop ID Stop Description
Route Id: 10
Route: 10 DRIVER: AARON
SCOTT
Cover(s): MTWUF
Run(s): 40.010 DUP #33 B.
HANSHEW
Stop(s): 120.059 MAPLE ST & ROANOKE AVE

Once the report is configured with the sections you want included, select the “Generate Report”
button.

The report will be downloaded as a PDF; you can find it in downloads or select it from the
download bar at the bottom of your screen

21



4. Schedule a CSV Student Trip Report

You would like to create a report that identifies any unassigned students within the system, and
would like that report to export automatically every Monday and Friday for the remainder of the

school year.

Here’s How:
1. Navigate to the Reporting Student TR-Trips Module.

Reporting
Students

.
-
2 Student TR - Trip

2. Search using the Trip Assignment Status filter.

Search
© Filters
Trip Assigned Status $ X
°

2.1. Save Filter Template in the Search Tray:
Within the Search Tray, the user will name the search parameters as a template by adding the

name for the template within the blank upper field, and selecting search.

Search

IJ MI Test © Filters

° B

The user will see the search tray update with an additional Save Changes field following

saving it as a template.

Search

MI Test © Filters

Trip Assigned Status s X
o

3. Select all students within the Data Panel.

22



Last Name = FirstName = DistrictiID = Address = [n v
1393881 37T25NP.. X
1399502 57 GLEN ... X
1391207 1601 N 1. X
1368930 A7T00W I X
1393832 2528DEL... X
1397853 1504 PE... X
1380353 1330EL.. x
1392548 18935 1. x
1390039 3395 GAI... x

4. Configure Report:
Within the Configure Report card the user can create the report as follows:

Configure Report ~
Scheduled | [ .csv e | [ Portrait » MI Test 1 C]C]
Show j Repeat header(s)
a
Date Of Birth Edulog ID v
E-mail District ID 1w
Eligibility Last Name e
Enroliment Date First Name “
Ethnicity Address ~
Exclusive Stop

a.) Setto CSV

b.) Add the following filters as seen above.

c.) Save Template: Save the report as a template by adding an identifiable name to the field
in the upper right corner of the card, and selecting “Save”.

= Note: By saving the report as a template, the user will see the following
confirmation message.

5. Create a Schedule:

After saving the report as a template, the user can then select the “Schedule” tool, and follow the

below steps:

Scheduled

23



Edit Schedule
Schedule El

O One Time b Start Date * Scheduled Time * ¢
) 0211212024 X u 05:00 PM X E
QO Daily
End Date
@ Day(s) of the Week - X &
d Day(s) of the Week *
Monday | x =
e f
Filter Condition * Configure Report *

MI Test X - MI Test 1 X -

a.) Schedule: Select one of the 3 schedule types.
= One Time: Schedule a non-repeating export of the report.
= Daily: Create a daily export of the selected report.
= Day(s) of the Week: Create a weekly export of the selected report.

b.) Start and End Date: Select the date range in which the selected schedule type will be
employed within.

c.) Scheduled Time: What time will the report run on the selected day(s) of the week.
d.) Day(s) of the Week: Select the day or days of the week that the report will be scheduled to
be exported.

e.) Filter Condition: Select the saved search tray template in the drop-down field.

f.) Configure Report: Select the save reporting template in the drop-down field.

5.1. Save Schedule:
Saving the reporting schedule the user will see a confirmation message populate on their
screen.

&/ Save Successfully

6. Verify the Saved Reporting Schedule:
To verify the reporting schedule saved, the user can navigate to the Scheduled Reports Module,
and verify the schedule in the “Manually Run/Scheduled Reports” card.

24



Reporting

Students

[ ]
-
&2 Student TR - Trip

Runs
Routes
Schools
Vehicles

Scheduled Reports

Manually Run/Scheduled Reports

Report Type Report Name Type Status Scheduled Time Next Run Time Executed Time Edit Ca...
Student Transportati.. MI Test 1 Sched... Pending 02/12/2024, 05:00 PM 02/12/2024, 05:00 PM = X
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