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PURPOSE OF THIS GUIDE

This Athena Student Utilities Training Guide is for district Administrators. It will provide you with
explanations of the basic Student Utilities within Athena. Student Utilities assist in batch operations on
student records.

ATHENA STUDENT UTILITIES INTRODUCTION

This guide will give you step by step instructions on how to use Student Ultilities, like update student
eligibility, find service for students, deassign students, and address match unmatched students.

NAVIGATING THE STUDENT UTILITIES MODULE

1. Tools
Once logged in, go to Tools on the Home Page.

Tools

2. Student Utilities
On the Tools landing page, you will see the main menu to the left. This is the Action Bar.

Utilities
& Student Utilities

tE Stop Utilities

f Run Utilities

¥ Route Utilities
I School Utilities

(1] Map Utilities

3. Action Bar
You can open and close the Action Bar by selecting the hamburger icon.
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4. Student Utilities
In the Action Bar, select the Student Utilities Module.

Utilities

& Student Utilities

(I map Utilities

«» Route Utilities

5. Select Students
At the top of the module, be sure to select Students or Inactive Students.

@ Students O Inactive Students

6. Search Tray
The search tray will appear and has various filters to choose from.

Search

Select or name new search © Filters

Q Search

7. Filters
For this example, we will select the school filter.

Search

Q|
Select or name new search © Filters

First Name

m District ID

Grade

% School
Address
Number
Prefix

Street Name
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8. School in Dropdown
In the search box, select the school.

Search

L i)
Mineral Middle School ] N

Missoula Middle School

9. Results per Page
Then select 100 in the drop-down menu. Keep in mind that if you do a batch of over 100, it could

take a long time to process.

Search E]

Missoula Middle School % i

Results per Page

20
50
100
All

10.Search
Then click on Search.

11.Data Panel
Students will appear in the Data Panel.
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= € Tools » utiies » Student Utiities

o
959 Results ...23(5678)» 10 Pages.

| LastName = FistName =DistictiD = Address
aa

acEvEND 335706 1804 FI ETCHER RRNOME 2 ~

294122 50
49197 1€

21442 %
256567 1€
359832 %
20957 3i
306334 2«
93947 1€
303306 3
116906 2
326798 21
197124 "
79183 6
362046 52
318430 61
224913 2
28581 18

357958

12.Select All Students

Select all student by choosing the box at the top of the Data Panel.

Last Name

Active Data Area: plan &

"Tools » Utiities » Student Utilities

p—
—
al
959 Results .'. 2 3 456 7 8> » 10 Pages
¥ Last Name = First Name = DistrictID = Address
335706
294122
49197
21442
256567
359832
20957
306334
93947
303306
116906
326798
197124
79153
362046
318430
224913
28581
357958
377240 v

»
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13.Workspace Panel

When selected, they will also be listed in the Workspace Panel.

= 3 Tools » utities » Student Utiities

Active Data Area: plan 8

95 Rosuts BE@z23456738>> 10 Pages Students (=] « « « o«
% LastName = FirstName = DistrictID =Address TS - Corelus (3 Kannapolis @) LastName  FirstName  DistrictiD  Address Ho... Exc.. No-.. Eli
B 335706 - j«! h ek © Richfield 335706 1B04FLE.. X x x
294122 [a New London| S5 | 294122 5221STA.. X x x
49197 el Huntersville. Concord i Pleasent {s2) @l 49197 1824 CLA x x x
21442 A c @ milingport = 21422 BI6HG.. X x x
256567 . 5 ®@ Abemarf— 256567 BIBMU. X x x
259832 &G " Harisburg & 2 359832 2201 MO. x x x
20957 y {* b N\ ¥ oAt ) Q 20957 3702STA.. X% x x
306334 voodiord @ Locust Red Cross {5~ 306334 0scoL. % x x
93947 23 Charlotte b Midand SUNIO oo Aquadale 93947 1811 SNY. v x x
303306 & 303306 INEDG. % x x
116306 s ® 116906 »17F0..  x x x
326798 Y ® % 0 (e @ 326798 21060EL. % x x
197124 = 2 s (i} @@ % salem z 197124 HMOTHIN. % x x
79153 e & gﬁ@‘! R Qe Seanech) A 79153 6611SU x x x
362046 B i B @ & o Fountain Hill 362046 524WP x x x
318430 B g% “% ) B ¥ ) 318430 SMILAN.. X x x
224913 For Mill en Land w.a.y opel m o 224913 251880.. % x x
28581 fﬁ e A 9. 28581 1853YEL.. X x x
357958 @ § N (] 357958 3OHE. X x x
377240 - & 53?‘,, Shrce 8 ? ”' LS ] 377240 4203HEL . x x x
i X { % Roughedge .' 267216 6409 RA x x x
(I Columns e Syl ¥ ‘D 120324 119 OLD. x x x
Createdtime  Type status Result Downioad  or (e % A Nt M72a8 290060, o e kel
8131123, 9:47 Eligibilty Completed Success = &) Sy Aok - ez CLERE = = L
8/31123,9.41..  Eligibity Completed Success &D i vy o oo X * *
8/31/23,9:33 Eligioiity Completed Success [+ ] 3 Lancaster = Sy X 2 X
8/28/23,126 . Eligibility Completed Success (<] 0 AL N S PNt e q ﬁ P L 23 SUSPEL % * *
82823, 111 .. Eligiviity Completed Success = =) ) i SO VA TR % &
62029, 106. Engoity Completed Success [} [ @ @ Jefterion 251744 1937NAP... % * *
A L P e P o R —— Plessant il + 250489 3BLES. x x x

14.Selected Students
Selecting a student or students in the workspace panel, will activate the utilities batch buttons.
You can access all buttons with the column’s icon.

= Deactivate Students
=f Unassign Trips

« Rematch Addresses
= School Grade Program
=f Change Home Stop

=f Distance To School

=f Distance To Stops

= Fill UDFs
X Clear
& Export

Il Columns

Selected Students

= Stop Duration | < Rollover Grades | £ Eligibility | < Addresses | £ Find Service

District ID
123456879

Address Ho... Exc... No-...
2511 Cou._. b 4 4

e Eligibility

Eligible

15.Fill UDFs
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The Fill UDFs tool allows the user to batch fill in a selected UDF field for multiple selected
students.

For example, the user could fill in the “Home Room Teacher” field for all students at once, versus
having to go into each student’s Athena file individually.

Batch Fill UDFs X

Field
Home Room Teacher
Value

Ms. Smith

16.Distance to Stops
The Distance to Stops tool allows the user to recalculate the walk or unrestricted walk distance to
the students stop for all selected students.

Batch Distance To Stops

O Walk O Unrestricted Walk

Cancel

Additionally, you have the option to export these changes to view in different distance
measurements. In the “Batch Operations Available” card, you can click the download button,
which will bring up a child window allowing you to select measurement type.

Batch Operations Available v
|. |1l Columns |
Created time Type Status Result Download
9/27/24,9:58 ... Distance to st... Completed Success m -
9/27/24,9°56 _  Distance to st Completed Success % |
9/27/24,9:47 .. Distancetost..  Completed Partially failed m
9/27/24, 946 Distance to st Started Pending -
9/26/24, 12:5... Distance tost...  Completed success n
9/26/24, 104 Distance to st Completed Partially failed [ L |
9/24/24,1:29 ..  Distancetost..  Completed Failed m
9/24/24 129 Distance to st Completed Failed M
9/20/24,10.1...  Distancetost...  Failed Failed M
9/20/24. 821 Find Service Routing error Failed M
9/20/24, 7:59 .. Find Service Completed Warning M
9/119/24,1:05 Find Service Completed Partially failed [ & |
9/3/24.6:09 PM___Fill UDFs Combleted Success /a -
Batch Batch Distance To Stops X

Choose the distance unit to proceed with the CSV export
@® Feet O Mile O Meter O Kilometer

| Cancel |
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17.Change Home Stop
The Change Home Stop tool allows the user to add or remove a home stop from multiple selected

student records at once.

Batch Change Home Stop

O Add home stop O Remove home stop

Cancel

18.School Grade Program
The School Grade and Program tool allows the user to change the SGP for multiple selected

students and/or perform Find Service for all Unassigned or Assigned trips amongst the selected
students.

Batch Change School Grade Program X

School

111 - Airport School
Grade

01 v
Program

DFLT v

Do you want to perform Find Service for:
O Assigned Trips
@® Unassigned Trips

O All Trips

Clear Option

Batch Change School Grade X

Program

You are about to change the school operation
of 4 students to Airport Schoal - 01 - DFLT
students.batchChangeSGPMessage.
UNASSIGNED_TRIPS. Do you want to
proceed?

rrce

19.Rematch Addresses
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The Rematch Addresses tool allows the user to batch rematch the address for matched and/or
unmatched students—this tool allows the user to target students who were not matched to their
home address within the Student Import process.

e This tool additionally allows the user to ask the system to retain the previously assigned stop
for previously matched students, or ask the system to find a new stop service for the selected

students.
Batch Rematch Addresses X
Parameters
Address O Matched O Unmatched O All
Type
Stop O Keep stop O Find
Assignment service
Cancel

20.Unassign Trips
This tool allows the user to batch unassign Default and/or Custom trips for all students selected
within the Workspace Panel of Student Utilities. Based on the TR type, the user will then identify if
the system will unassign the To School and/or From School Trip.

Which student trips should be updated?
TR Types @® Default O Custom O All
Directions O To school O From @ Both
school

21.Deactivate Students
This tool allows the user to batch deactivate student records within Athena.

Student deactivation

You are about to deactivate 1 students. Do you
want to proceed?

prore
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22.Stop Duration
This tool allows the user to batch adjust the stop duration (The time spent at a stop) for multiple
selected students.

Change duration at stop X

O Change current value to zero

O Change only if new value is greater than current
value

O Change only if current value is 0

23.Rollover Grades

No file uploaded yet. @

Cancel

24.Eligibility
This tool allows the user to batch adjust student eligibility in the system.
e Selecting Unprocessed/Ineligible Students will change their eligibility to “Eligible”
e Selecting Currently Eligible Students will change their eligibility to “Not Eligible”.

Eligibility X
Which students should have their eligibility reprocessed?

O Unprocessed / ineligible students O Currently eligible students

O All students

Cancel

25.Addresses
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Recompute Address

You are about to recompute address of 1
students. Do you want to proceed?

P

26.Find Service
The Find Service tool allows the user to ask the system to find and assign unassigned student
trips to an appropriate stop based on established walk distances.
e This tool will not unassign previously assign trips to complete the find service request, this tool
only works for already unassigned trips.

Which student trips should be updated?

To School From School

To reassign the trips already assigned, you may need to unassign them first

27.Distance to School
The Distance to School tool allows the user to calculate all selected student's walk, unrestricted
walk, and drive distance using multiple units of measurement: feet, miles, meters, or kilometers.
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Batch Distance To School X

Please select the destination schools and the type of calculation :

List of Schools

[E School Code Name Address
O 67 -
g 101
O o1 ADDAMS
O 38 ALTERNATIVE PM PROGRAM
111 Airport School
a 3B BALL CHARTER
a7 BALL ELEMENTARY
O 02b BLACK HAWK
O o4 BUTLER -

Calculation Type
® Calculate for each student and their attendance school only
O Calculate for each student’s attendance school and selected schools.
O Calculate for each student to selected schools only

Calculation Path
® Walk O Unrestricted Walk O Drive

When navigating to the Batch Operations Available card to download the completed operation for
“Batch Distance to School”, the following window will populate asking the user to select their

preferred unit of measurement when calculating the walk/drive distance:
Batch Distance to School X

Choose the distance unit to proceed with the CSV export

® Feet O Mile O Meter O Kilometer

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:

e Update Student Eligibility
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e Find Service for Students

e Address Match Unmatched Students
e School, Grade, Program

e Rematch Address

e Deactivate Students

e Stop Duration

e Rollover Grades

Update Student Eligibility

As a Transportation Administrator, | would like to update Eligibility codes based on boundaries that
have been changed.

1. Tools
Once logged in, go to Tools on the Home Page.

Tools

2. Student Utilities
In the Action Bar, select the Student Utilities Module.

Utilities

& Student Utilities

3. Select Students
At the top of the module, be sure to select Students.

@ Students O Inactive Students

4. School Filter
Select the school filter.
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Search Q

Select or name new search © Filters

First Name

m | District ID

Grade

School
Address

Number

5. Select School
In the search box, select the school.

Search

Select or name new search © Filters

: 7 BILLINGS SCHOOL - e
GRANT ELEMENTARY '
™ JEFFERSON ELEMENTARY p—
KENNEDY ELEMENTARY

LINCOLN ELEMENTARY
M LEWIS Middle school

6. Results per Page
Then select 100 in the search drop-down menu. Keep in mind that if you do a batch of over 100, it
could take a long time to process.
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Search ' @

Select or name new search OFilters AR

KENNEDY ELEMENTARY x [SEE [x]

Results per Page

20
50
100
All

7. Data Panel
Students will appear in the Data Panel.

= & Tools » utities » Student Utiities Active Data Area: plan 8
. — 1ne Art
Q il Columns | Downs Ave Downs Ave s Swdy) Selected Students
21 Resuits «<h tege  [@] g B 0 Columns (& Export
= —
LastName = FirstName = DistrictlD = Address = Ho... = Exc...= No-.. = Eligi Z @ LastName  FirstName DistrictiD  Address Ho.. Exc.. No-. E
ADAMS SARA 688259 201BEL.  x x x E 2 Amen mem 688259 201BELL.  x x x
623465 636 CO x x x @®
<
686482 3LAR. X x x S
683923 106 RO x x x > @
z
688133 205BR. % x x 2 —
685049 1982ED.. % x x H
687983 1982ED.. X x x i
ST . i - E Roselawn Ave E Roselawn Ave E
683212 1843DE..  x x x 1 2
686785 500 SKI x x x | 3
686088 1760AD. % x x @
621684 1829AG.. v x x
622201 2056DE. % x x
684841 1885 KE. x x x [ ]
684733 2989PA. X x x
622097 1784DE. v x x
Bioear atloss b x x Beliwood Ave Bellwood Ave Bellwood Ave
623409 2225AR.. % x x h
622434 2131BR. % x x g
684838 1860 M. x x x % Z
b4 5 2
Batch Operations Available A~ 1
il Columns | 7 =
Created time  Type status Result Download [
F
J §
 Ave Summer Ave o -~
No Data g: Westem Hills Park }
2 +
°a | “ru »
|
Moo conn £2022 Goole_Termanfline

8. Select All Students
Select all student by choosing the box at the top of the Data Panel.
% Last Name
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= 3§ Tools » utiies » Student Utiities Active Data Area: plan 8
= Downs Ave Downs Ave e S Selected Students
21 osuts YH50 2 [ WiCobama )20 )
LastName = FirstName = DistrictiD = Address = Ho... = Exc... ouee ? Last Name First Name District ID Address Ho... Exc...
688259 201 BEL. x x x 2 T T 688259 201 BELL.. x x x
623465 636 CO... x x x 623465 636 COU x x x
686452 1WILAR. x x 686482 MILAR. X x x
683923 106 RO. x x x » 683923 106 ROS. x x x
688133 2025BR... x x x 1 g 688133 2025 BR. x x x
685049 196260, % x x H 685049 1962ED. % x x
687983 1982ED.. % x x a 657983 1982ED.. % x x
636077 1887 A % x x E Roselaym Ave € Roselawn Ave £ 686077 1887JAC.. X% x x
683912 18430E. % x x | 2 683912 1B43DE. x x x
636785 500 SKI x x x 1 4 ‘:: 686785 S00SKIL.. % x x
685085 1760AD... % x x P 686088 1760AD.. % x x
621684 1829AG. v x x 621684 1829 AG. v x x
622201 2056DE.. X x x 622201 20%DE. % x x
684841 1885KE. % x x [] [ ] 684841 1885 KE x x x
684733 2989 PA x x x ' 684733 2989 PAY. x x x
622097 1784 DE... v x x 622097 1784 DE. & x x
Sis6aT 1997 LE ® % £ Bellwood Ave Bellwood Ave Beliwood Ave bt hadiaa X 5
623409 2225AR. x x x z 623409 2225AR. x x x
622434 21318R.. % x x 3 622434 2131BR. % x x
684838 1860 M. x x x B gm 684838 1860 MC. x x x
o > i 621679 6SSBEL.  x x x
‘ Nl Columns > 685811 728 VIKI. x x x
687198 436 ELD. x > x
Createdtime  Type Status Result Download |
687583 2021 ED. x x x
ﬁ' 622211 2002 LEE x x x
o Ave Summer Ave — 621682 1715 ED. x x x
Q Western Hills Park |
No Data ? ] 684919 1712 BE x x x
E | x 685624 2006MIS. X x I
| - ’
Google R

9. Workspace Panel
Then select all students in the workspace panel.

£ Last Name
= 3 Tools » utiiies » Student Utiities Active Data Area: plan &
Q) il Columns | % WGa Loz Selected Students
221 Rosults gE@:23> > 3 Pages B a e 7 @) (Colurmns |

LastName = FirstName = DistrictiD = Address S H. ¥ 1= Exc... = N.4 2= Elig - wf ° & LastName First Name District ID Address Ho... Exc... No-.. E
621684 1829AG. v x x = “* & - 11 621684 1829AG v x x e

667985 1640 €D, v x x o @ o 687985 1640 ED v x x

555555 13598ur . v x x z Lo Sl o 555555 13598ur.. v x x

684164 1505WE.. v x x ! 4 ] 684164 1505WE... v x x

666666 556 Rose.. ¢ x x < I 666666 556 Rose. v x x

622097 1784 DE. v x x SAyRICERE o 622097 1784 DE v x x

v x x [ ] v x x

1234568 1775 Des. E x x = 1234568 1775Des... v x x

687474 501 SUM. x x i Q ' 1 687474 501 SUM. x x v

169653 15516GR.. % x v s o 169653 1551GR.. % x v

687485 S1SUM. % x v bkt R J 3 G 687485 SUSUM. x x v

620080 SORPL. X x v ; ] o) = 620080 SIORIPL. x v

5169653 1551 GR x x v ik § FoAes  Aldrichilce A,e,,,,‘ ] 5169653 1551GR... % x v

685035 1327 BU.. x x v ] 8 ' t Roley Ave Monds Park Ac : 4 685035 1327 BU. x x v

684618 400KING.. % x x | ,’%’ D Lapeoneur ae ] 684618 400KING... % x x

684841 1885KE. % x x A Phalen ] 684841 18B5KE. % x x

686585 1286 % x x g Park Regionslgark ] 586565 17246 % x x

621682 1715ED. x x x T e o 621682 1715ED.. % x x

686182 1962 PAY. x x x W Whaiott Wy AVE 14 686182 1962 PAY .. x x x

623647 488 SKIL. x x x - iend Avew NORTH END_ ) § PAYNE - PHALEN naryiant avee dan 623647 488 SKIL x x x

> ’ o 685761 u2c0U. % x x

3 S G 688255 2196DE. % x x

Created time Type status Result " Download ; Miboeso T & i - i i degletiad & &

: Transportation Museum F 5 ® © 683745 121 8UM x x x

ROGTOWN = % 5 ‘2‘ o 621672 179DE.. % x x

Minnesota State Camule o . DAYTON'S BLUFF o 622697 1941 AR x x x

No Data T - StPaul ¥% @ % G 887132 2175AR. x x x
NIVERSITY 5 9 P DOWNTOWN | o 1 685506 1715ED. x x x -

10.Eligibility
At the bottom of the Workspace, select the Eligibility button.

11.Eligible Students
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12. Eligibility window will open. Select which student trips should be updated. Then select Save.
Eligibility x
Which students should have their eligibility reprocessed?

O Unprocessed / ineligible students O Currently eligible students @ All students
Cancel ‘ B Save

e Be sure to do this process for each page of students until complete.

Find Service for Students
As a Transportation Administrator, | would like to find service for eligible students.

e Tools
Once logged in, go to Tools on the Home Page.

Tools

e Student Utilities
In the Action Bar, select the Student Utilities Module.

Utilities

& Student Utilities

e Select Students
At the top of the module, be sure to select Students.

@® Students O Inactive Students

e Eligibility Filter
In the search tray, click on the Filters button and select Eligibility.
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Search

Select or name new search © Filters |
Eligibility [ Edulog ID

[ Government ID

m [/ Program

= Eligibility

No-Rider
[ Home Stop

| Exclusive Stop

Trip Assigned Status
Transport Need Type

Select in Dropdown

Select Eligible and Eligible due to hazard in the search field drop down.

Search
Eligibility A
Eligible -.
- Cligible due to hazard &
Search
Eligibility $ x
igiie x 1 Elgve v o hazard x JRIL
[ Q Search -]

Select No-Rider and Home Stop
Then select No Rider and Home Stop.

19
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Search

Select or name new search © Filters I

Eligibility Program

DT I by

|| Trip Assigned Status

OYes ONo No-Rider
OYes O No | Exclusive Stop
Search
Select or name new search
Eligibility I
g
No-Rider “2 x|
OYes @ No [x]
Home Stop vl X
O Yes ® No []

e Results per Page

Then select the Results per page by clicking on the down arrow next to the search button. It is

recommended to only select 100 per page or less.

20
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Search | @

Select or name new search -

e =, ‘ =H.$1=E
Eligibility <
m Eligible due to hazard %

al -

No-Rider =2
OYes @ No

Home Stop vl
OYes @ No

Results per Page

e Data Panel
Students will appear in the Data Panel. Select all students.

= € Tools » utites » Student Utilties Active Data Area: plan @
LQ_] tCokmos | (8 @ Students O Inactive Students Seleched Btudents
10000 Results « < a 2 3456738>» 500 Pages 5 T e el (57 Kavnopolis = o« < « <
(7 LastName = FirstName = DistrictiD = Address = Ho... = EXC...= No-.. = Elig —»] 5 L @ giehe) LastName  FirstName  DistrictD  Address Ho.. Exc...
B - 239485 7123 TH x x x = B i 239485 7123 TH. x x
i
367734 2022C0.. % x x TR Huntersuille Concord, P ot 367734 2022 CO. x x
228981 T912RIL. x x x o, @ @) @ miliogpon 228981 7912 RIL x x
247925 40TWH. % x x @ @ 247925 450TWH.. % x
116645 172070 % x x (&) e e} 116645 172070 x x
v en
333019 1808SC.. % x x M Holly iy Newell b R @ % 333019 1808 SC. x x
363432 311SRO.. % x x Wg?g::'ﬂ v Locust Red Cross 363432 311 SRO x x
mont %
345778 6200 GAI x x x D Charlotte s Midiang Stanfleld o Aquaddle 345778 6200 GAI. x x
167633 300STE.. % x x > "‘G 167633 300STE. % x
309523 2004AUT... X x x I8 e ) 309523 2004AUT.. X x
221552 1388MIL.. X x x o = & ) @ ) 227552 1388 MIL. % x
204282 620PEP. % x x Yol etbens & b 204282 620PEP. X x
@ o
69666 gNsSP. X x x i ; &) by Bridae; Qe Brinch Anéerii 69666 91 SP x x
Pipevile Yodion Trai Sl Fountaln Hill
212508 6912CA.. X x x g = 8 @) 212508 6912 CA x x
185179 30021AU.. X x x e (0] ¥ z ¢ ) 185179 0021AU.. % x
'ga Cay -
108113 3206AR.. % x x Fort Ml e Woskoy Bl B polkton 108113 3206 AR x x
278581 608JON.. X x x 8 D lovos wingate: Marshie 278581 608 JON x x
Wade
399378 T04DEE.. % x x @ & M 399378 704 DEE x x
&
361628 3206 HA x x x ock Hill | wiaxhaw PGS 361628 3206 HA x x
303950 30TWINT... % x x - AoT feotes 303950 TWINT.. % x
“r » 1 1209 Altan
towys (@)
Batch Operations Available ~ G el ¢ ) 0 ()
[ Weoumos | S0P s s b © TN
Createdtime  Type status Result Downioad e Pageand (5} MiCroghan
8/31/23, 9.47 Eligibiity Completed Success n A Buford T e
83123, 9:41 Eligibility Completed Success (2] o Lancaster.
Fort Lawn Antioch White Plains R
8/31/23,9:33.. Eligibility Completed Success. [ + ] (O} Springdale Taxahaw ()
8/28/23,126 .. Eligibiity Compieted Success ; : @
gibilty P [ + ] o5 o TN il @
8/28/23, 1:11 Eligibility Completed Success. [+ ] 3 D) £
Pleasant Wil
82823, 108 Eiigibilty Compieted Success @5 7 e @ coyss F
— Heath Springs o)

e Workspace Panel
Then select all students in the Workspace Panel.
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= X’ Tools » utiities » Student Utilities Active Data Area: plan 8
BJ lliColumns | [ ® Students O Inactive Students
10000 Resuits € « 1 2 345678)>>» 500 Pages 5 I s 5 Kol @ = & Rollover Grades | o Eligibility | o Addresses
5 LastName = FirstName = DistrictiD = Address = Ho... = Exc... = No-.. = Elig — o ® L] Ol & Latname  FistName  Distwictip  Address  Ho.. Exe..
239485 7123 TH x x x - ‘&1 vl ondon G ‘_E ] 239485 7123TH x x
367734 20220, x x x e Huntersville Concord 3 (& 59| =, 367734 2022€0.. % x
228981 7912 RIL x x x o, < @) @ Milingport @ & 228981 T912RIL.. % x
247925 407TWH.  x x x A &) Aberade [ S G 247925 4SOTWH. % x
116645 172070 x x x G Harrisburg (@) = e 0 116645 1720 7O, x x
333019 1808 SC x x * Mt Holly {(} e\ i L 2 @ o 333019 1808 SC. x x
363432 311SRO. % x x Woodford - @ Looust Red Cross @Sy W 362432 311SRO.  x x
245778 6200GAl. % x x s B Chariotte Jiod Mitang S8 G pniaier 345778 6200GAL.  x x
167633 300STE.. x x x S 167633 00STE.. x
309523 2004AUT... % x x e o o 309523 2004AUT.. X x
227552 1388MIL.. X x x o i iz ® @ o By 227552 1388MIL. % x
204282 620PEP.. X x x Yol s % e VA &) 2 How Slem o, 204282 620 PEP. x x
69666 91MSP. X x x o i a B Olive Bronch el 69666 9IS P x x
212508 6912CA.. X x x i s @ g e BT o 212508 6912CA.. % x
185179 3002LAU.. X x x ) ' Ge) .‘ % G @ (=) & 185179 3002LAU... % x
108113 3206 AR x x x bt U b g e Wosiey Chapél o o 108113 3206AR. x x
278581 608 JON. x x x Monroe. . wingate' Marshville & 278581 608 JON.. x x
399378 704 DEE x x x @ o ¢ s " 9 390378 704 DEE x x
361628 3206 HA x x x ock Hill p " Waxhaw  SPfIngs 1) ] 361628 3206 HA x x
o : 303950 WTWINT.  x x K e T ) ® & 303950 OTWINT...  x x
Lowys ()
ol g 0 o i
Il Columns | zdgemaor, )
Created time Type status Result Download ® Tradesville Pageiand  (5) Mt Croghan
8/31/23, 9:47 Eligibility Completed Success n Buford (O oy |
8/31/23, 9:41 Eligibility Completed Success [ + ] aehburg Lancaster D
8/31/23,933 . Eligibiity Completed Success = O ARSI A S et © 1‘,?
8/28/23,1:26 Eligibility Completed Success [ + ] D) o) ST (o2)
8/28/23, 1:11 Eligibility Completed Success [+ ] @ ) Sy £
8/28/23,108 . Eligibiity Completed Success o M G kil i ey +
aama 408 Clnin Comniotad Gy - = st Py N =

e Find Service
At the bottom of the Work Space, select Find Service
e Update Trips
The Find Service window will open. Select which student trips should be updated. Then select
Save.
Which student trips should be updated?
O Currently unassigned trips only O Replace current trips only @ All trips
‘ Cancel |
e Repeat this process for each page of students.

Address Match Unmatched Students
As a Transportation Administrator, | would like to address match all unmatched students.

1. Tools

Once logged in, go to Tools on the Home Page.
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Tools

2. Student Utilities
In the Action Bar, select the Student Utilities Module.

Utilities

& Student Utilities

3. Eligibility Filter
Select the Eligibility filter.
Search

Q|
Select or name new search © Filters F
Eligibility Edulog ID

Government ID

m Program

= Eligibility

Trip Assigned Status

4. Unmatched Location
Then select Unmatched Location.

Search

Select or name new search
Eligibility $ x
UnMatched Location % {

5. Workspace Panel
Select all students in the Data Panel and in the Workspace Panel.
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= X Tools » utiites » Student Utiities Active Data Area: plan Q)
— K 3
o 5 NGt 2 Selected Students
}Tammck i =
7 Results « ¢ . > (> age ¢ NalureCemet / . [ mColumns \m
£ LastName = FirstName = DistrictiD = Address = Ho... = Exc... = No-... ‘ gnﬂo;ks " u I, % LastName FirstName DistrictiD  Address Ho.. Exc.. No-.. Elif
" £  White =
685035 13278U. % x Iy ﬁ P son Lok @ = 685035 1927BU.. % x v u
687485 511 SUM.. x x v \ s,m,mew " 1 - ) 687485 511SUM... % x v u
169653 1551GR.. % x v B h‘ .. f‘ ‘ g‘ 169653 1551GR.. % x v Ul
ethel / -
5169653 1551GR.. % x v nmén" = uiversity L/ o o 5169653 1551GR. % x v u
1429H0. x x x L}‘ LQ o 129HO.. % x x u
v x x Iy 4‘ % U Gem Loke A | v x x ul
687474 501SUM.. X x v @ v, L ArdenHills H,igm o 687474 501SUM. X x v u
Cen mryOoHege‘
[ 4
5: on f -.w o —— G-
O«
: umecamdu o
ol
“ L : o
s = , Tl > G North stPa
Roseville ‘o1 Y a®
L ’ 0; &4 ? L8
’!?9‘ [ - { > & 1
m!
E Falcon Heights t :’.halen =
Como Park Zoo () . ReglonallRark
& Conservatory " PRt ol AN
: Como pank “ 1l pavwe pwaren
i - I ol s
-~ ake Disovery:
" w Reptile Experience,
- i ® =
Batch Operations Available ~ B m ,‘,Q Catheds L £ oavrows s —
[ iiColumns o M i |
Created time Type Status Result Download e #
Siversity of
! Thoma:
| g
No Data
B {ie‘wasmml i \! +
C E(; uavng - it
‘ 3 L

6. Addresses
Then select the Addresses button below.

7. Recompute
The Recompute Address window will open. Select Yes to proceed.

8. Export Option
If any addresses still do not match, you can export the list and take care of them individually in the
student file or SIS.

& Export

9. Download
The list will download to your computer downloads folder and you can open it from there.

4 A | 8 | <€ | D | & | F | 6 | H | V|
1 |LastName FirstName DistrictID Address 'Home Sto Exclusive No-Rider Eligibility

2 | 685035 FALSE FALSE FALSE UnMatched Location
3 | 687485 FALSE  FALSE  FALSE  UnMatched Location
4 | 169653 FALSE FALSE FALSE UnMatched Location
5 | 5169653 FALSE  FALSE FALSE  UnMatched Location
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School, Grade, Program

As a Transportation Administrator, | would like to batch change the school, grade, and program for a
group of students. In this example, a group of students are moving from one tech school to another
tech school.

e Tools
Once logged in, go to Tools on the Home Page.

Tools

e Student Utilities
In the Action Bar, select the Student Utilities Module.

Utilities

& student Utilities

e Search Tray
In the search tray, search for the students you want to change.

Search

XG % o

Valley Technology and Arts % e

e Data Panel
Select the students in the data panel, and then select them in the workspace panel.
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= ¥ Tools » utities » Student Utilties Active Data Area: plan
Lq—t fiCotumns | [ ® Students O Inactive Students Selectad Sanlents
62 Results « <@> > 1Page o (=]  Find Service

(% LastName = FirstName = DistrictiD = Addressa 1 Y- T tunermiie Goncord iTPlodsont G LastName FirstName DistrictiD  School Grade

10819 1002 AUDUBON DR, INDIAN TR ~ ‘:SJ Gm ') Lies @) 1 343423 Phillips High School XG

264686 1009 RIDGEFIELD CIR, INDIAN || = 0\ s"""b Lol o [ 10819 Rosebud High School XG

343423 1013 ARGENTIUM WAY, WAXH Dallas & S el S AL ® “ 264686 Valley Technology an XG

254108 1034 BROOKSLAND PL.WAXH | 5y~ 5 MEHolly " Nenel @ s| © 254108 Pondera High School X6

297979 1040 LAKEWOOD DR, MATTHE Gasionia Woodford |8 Locust Red T ] 297979 Ravalli High School XG

208356 105 MATTHEWS INDIAN TRAIL 2smas D charlotte Pl vidar Sonteld @] @ 208356 Valley Technology an X6

123707 108 DOUGLAS CIR, WINGATE, NG = 123707 Richlang High School XG

61999 109 ENCLAVE MEADOWS LN. i Mot Hil L] o) ] 61999 Powell High School xG

374642 11022 KING GEORGE LN, WAX Wby ) % 8 o (? J) ] 374642 Valley Technology an X6

187134 1122 LELAND DR, MATTHEWS. o 5 % § nl.v':am o 187134 Petroleum High School  XG

206800 113 E EAST AVE, MONROE, NC Vs LR o) :k"' % b : o 206800 Phillips High School X6

28474 1200 KERRY GREENS DR, MAT  fi) 54 2 1 " Y # , & ™ g 28474 Valley Technology an X6

34747 1200 WEDDINGTON HILLS DR, 'Té.ga C:;E ’ ’@ ’ @ % 0 = 34747 Richlang High School XG

305032 1220 LAKEWOOD DR MATTHE Fort Ml 1 gon Oes ool § D g0 @ 305032 PonderaHigh School ~ XG

30917 1332 TOMBERLIN RD, MONROE ® ewpot m“ ¥ @ forroe”  wingate Marshvilie (] 30917 Rooseveit High School XG

364329 1354 KRISTY LYNN DR. MONR( @ oh % i = 364329 Petroleum High School  XG

29489 1401 TRINITY CHURCH RD ) Rock Hil haw - SPrIngS " (0 @ o 29489 Valley Technology an X6

194972 1413 MALLORY LN, WAXHAW, I Veasiie) Roughedge = 194972 Valley Technology an. XG

159794 1617 CRESTGATE DR, WAXHA! McConnells. (24), 0 @) Altan = 159794 Powell High School XG

113228 1701 RANDWICK WAY, MATTHE + (21} Shatas '] [} &) ] 113228 Valley Technology an XG

MY (- @ gl 2 ] 379399 Valley Technology an... XG

(" W Columns | i ® & o 337505 Pefroleum High School ~ XG

Createdtime  Type Status Result Download Nap. Richburg S Lancaster. el ] 2964 Valley Tec"m?‘ogy an X6

/31123, 9:4, Elgibity Completed e n 2 © ort Lawn Sprigdale Antioch Tosahon = 151723 Roosevelt High School XG

8131123, 9:4 Eiigibilty Completed Success =} B D) i & b = Benn DI G S0 2e

/31123, 93 Eligibilty Completed Success (2] ] \l. 72 = .\%?u ) 8 g LI B e o

8128123, 1:2 Eligibility Completed Success 2] Comwell LA H:::Sm‘wn = L 323934 Valley Technology an X6

/28123, 1:1.. Eligibility Completed Success &3 G -} GreatFalls i) D} o R DRI BT e

RREND.. iy Compie e =] Blackstock e Wi vl e Mpisgsh | o | & 295564 Petroleum High School  XG

—— Wooduwacd Mtford. = 12320 Pondera High School XG

SGP

Then select the School, Grade, Program button.

Batch Change SGP
The Batch Change School Grade Program window will open.

Batch C

School

Grade

Program

O Assigned Trips
O Unassigned Trips
O All Trips

‘ Cancel ’

Do you want to perform Find Service for:

EEETE)

e School Grade Program

x

Select SGP

Select the School, Grade and Program from the dropdown menu and make a selection under Do

document without permission.
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you want to perform Find Service for:

Batch Change School Grade Program x

School

Teton Technology and Arts v
Grade

XG v
Program

DFLT v

Do you want to perform Find Service for:
@® Assigned Trips
O Unassigned Trips

O All Trips

‘, Cancel I | Clear Option I B Save

e Once you have made your selections, click on Save.

Rematch Address

As a Transportation Administrator, | would like to address match all unmatched students.

1. Eligibility Filter
Select the Eligibility filter.
Search

o
Select or name new search © Filters
Eligibility Edulog ID

Government ID

m Program

= Eligibility

Trip Assigned Status

2. Search
Choose the eligibility and then search.
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Search

Select or name new search

Eligibility $ x
e 8

3. Select Students

Select all students in the Data Panel and in the Workspace Panel.

= X Tools » utities » Student Utiities Active Data Area: plan Q
EJ (Cnolumns o = g LT erm Selected Students
P Tamarack =i
7 Results « < a Y 1Page \SW Nature Center 38 liiColumns (" & Export ][ Clear ]
£ LastName =FirstName =DistrictiD = Address = Ho.. = Exc... = No-... North Oaks @| @ LastName FirstName DistrictlD  Address  Ho.. Exc.. No-.. Eli
i White
685035 1327 8U x x v \w son ke (@) o 685035 1327 BU x x v u
687485 S1SUM.  x x v SR ateviaiy, ) ] 687485 stsUM. % x v u
169653 1B1GR.. % x v GB & o g, = 169653 1551GR.. % x v u
ethe
5169653 1551GR. % x v R utiversity o = 5169653 1B51GR. % x v u
1429 HO. x x x | "\; 1 1429 HO x x x Ul
v x x % @ Cemioke ] v x x ul
& Vadnais
687474 501SUM.. X x v Arden Hills Heights [ 687474 s01SUM. X x v u
wmmwo\\ngv‘
i @ o O o, @
b (D} ‘W‘ W
Little Canada
k-4
e . s GyNorth St Pa
Roseville .2 o 0] w 2
e
-
Falcon Heights e
Como Park Zoo RegionallPark
&Conservatory
uuuuuuuu
‘‘‘‘‘
ap S Discovery: A
y W Reptile Expenpnce@
Batch Operations Available BN “aiiionz Fiet Q ..............
@ @ Maplewood
[ tiCotumns &
Createdtime  Type status Result Download sATLs onsie
Aiversity of BattleCreck|
t Thomas Mississi ‘ Regional Park 4
ational River 5
& Recreation @ (=) 1o}
Area F
No Data
T Lilydale West St Paul ; S *
J > 168 s 3 3posia v
y i@ 2 Srbeisvons -
4 ey

Rematch Addresses
Then select the Addresses button below.

« Rematch Addresses

Batch Rematch Addresses

The Batch Rematch Addresses window will open. Select your Parameters and then click on Save.

Batch Rematch Addresses X

Parameters
Address Type O Matched O Unmatched
Stop O Keep stop @ Find service
Assignment
|. Cancel |

@ All

Save
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Deactivate Students

As a Transportation Administrator, | would like to deactivate a group of students.

1. Search

In the search tray, select your filters and click on Search.

Search

XG x

Valley Technology and Arts %

LiJ

i}

2. Select Students

Select the students in the data panel, and then select them in the workspace panel.

){ Tools » utiities » Student Utilities

Q| liiColumns | [
« <@> 0>
= FirstName = District ID
10819
264686
343423
254108
297979
208356
123707
61999
374642
187134
206800
28474
34747
305032
30917
364329
29489
194972
159794
113228

68 Results

Last Name = Addressa 1

Status.
Completed
Completed
Completed
Completed
Compieted
Compieted

Result
Success
Success

Created time Type
831123, 9:4 Eligibility
8/31/23, 9:4 Eligibility
8/31/23,9:3 Eligibilty
8/28/23, 1:2 Eligibiity
8/28/23,1:11..  Eligibiity
8/28/23.1:0. Eligibiity

Success
Success
Success
Success

1page

15 © @ i

e »
Batch Operations Available A~
a

ili Columns |

® Students O Inactive Students

Ronsaule] Huntersville Concord
‘ Mi Pleasont

) ()
2y VA Harrisburg ()
Ui v ) RockyRWer ®

Newell

LGP

nnnnnnnnnnnmnnnnnnnnnnnnnnnnnnn“‘m‘

Gastonls Woodtod 8

“™" . DCharlotte Alen

Locust Red e
it Saries O]

" .o -
4 @ Gy

@) X Matthew: % ¢ &)
Lakewjlie (@ | Motthens o
AE IS | e
& ) = @ ¥ @'ﬁ ol
e ey Fort Mill ¥ G ’C"“Q}l § rﬁj
o mmLmﬁ N es|

g o
: 8 oo Wogate: Marshuie
< @

& Mineral

2 %h.w Spos "
; Roughedge

ophd) o} @) Altan

&) o B § [} {eor)

()
@b A
Olive Brar

Foun

N

)

€

= 2 @ ¢

Lowrys.

Tradesville
Buford

Pageland (5

Richburg

Lancaster.
@ Fonttam White Plains

Springdale Taxahaw
rT) ) &) @ Jefforse
=i () r

Antioch

v Pleasant Hill
© Heath Springs ) N
D Great Falls. [z Gy
@) M Pisgah
i Kershaw <.
Aot =

Stover

Deactivate Students

Then select the Deactivate Students button.

‘ «f Deactivate Students

Last Name

First Name

343423
10819
264686
254108
297979
208356
123707
61999
374642
187134
206800
28474
34747
305032
30917
364329
29489
194972
159794
113228
379399
73392
337505
2964
151723
84816
343984
323934
84238
295564
12320

Selected Students

PRI ) P

DistrictlD  School

Phillips High School
Rosebud High Scnool
Valley Technology an
Pondera High School
Ravalli High School
Valley Technology an
Richiand High School
Powell High School
Valley Technology an
Petroleum High School
Phillips High School
Valley Technology an
Richland High School
Pondera High School
Roosevelt High School
Petroleum High School
Valley Technology an
Valley Technology an
Powell High School
Valley Technology an...
Valley Technology an
Philips High School
Petroleum High School
Valley Technology an
Roosevelt High School
Richiand High School
Valley Technology an...
Valley Technology an
Valley Technology an
Petroleum High School
Pondera Hiah School

Active Data Area: plan Q

Grade
X6 -

XG
XG
XG
XG
XG
XxG
XG
XG
XG
XG
X6
XxG
XxG
X6
X6
XG
X6
X6
XxG
X6
XG
XG
X6
X6
XG
XG
X6
XG
XG
X6
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4. Student Deactivation
A Student deactivation confirmation window will appear, select Proceed.
Student deactivation

You are about to deactivate 32 students. Do
you want to proceed?

|, Cancel | + Proceed

Stop Duration

As a Transportation Administrator, | would like to.

1. Search

In the search tray, select your filter parameters. The click on Search.

Search

® Yes O No

Home Stop =

®

2. Select Students

Select the students in the data panel, and then select them in the workspace panel.

= € Tools » utiies » Student Utities Active Data Area: plan Q)
EJ [ iCotumns | ® Students ) Inactive Selechad Stidsnts A
13 Rosuts < <@ > 193g0 Students (=]
% LastName = FirstName =DistrictiD = Address4 1 5 % LastName FirstName DistrictiD  School Grade  Program
1= - 340435 R | Lo unecrdile Concord M,.,,,.SWE' o 340435 Missoula Middle School 06 DFLT
i 93947 ;“ﬁ‘ o @ @ B = 93947 Misoula Middie School 06 OFLT
' 160859 i Steniey) = o) 0] m: 160859 Missoula Middie School 08 DFLT
' 27784 Dallas. & D) - ““"‘Sb::mmm 06D ® & 27784 Missoula Miodle School o7 DFLT
| 15670 = MUHolly; iy Newell = gl (] 15670 Missoula Middle School 08 DFLT
1 352427 Sastonia i ooutont » S 352427 Missoula Middle School o7 DFLT
| M418 Balmort D Charlotte il Nidiand sunvma@ G 418 Missoula Middie School 08 DFLT
i 328026 NG o 328026 Petroleum High School 12 DFLT|
1 115349 & ¢ G @1 115349 Missoula Middie School 06 DFLT
| 224411 ’ i o~ () g 224411 Missoula Middle School 08 DFLT
' 154080 - L.k;&m @ PR Jhe ) """5: G 154080 Missouta Middle School 08 DFLT
1 204783 & L S o . m: R o U 204783 Missoula Middle School 08 DFLT
1 196734 - - . (> [ — - 196734 Missoula Middle School 06 DFLT
® quuca(yj 2, % *
Fort Mil | dian Land Wesi Chapel '«
Newport Horros S eong Marsh
@ =) Mineral i
2 Rock Hill Wiaxhaw - SPINGS () { ]
- G e “&m Altan ’ ’
4> 4 » Catawba ® "Z}
fitColumns | 2 Tradesvile Pageland
Createdtime  Type Status Result Download Suford
8/31/23, 9:47 Eligibility Completed Success [ & ] Richburg Lancaster
8/31/23,9:41...  Eligibity Completed Success m 24 OIS e W R/
8/31/23, 9:33 Eligibility Completed Success (] @) ) 1)
828123, 126...  Eligibity Completed Success <] ) ® @ g Yy
8/28/23, 111 Eligbiity Completed Success m Cormwell W ® '::":"“""
8/28/23,1:08...  Eligibity Completed Success =] @ oirei P o
0823 1 Eliainit: Completed Jicre =2 Biackstock s @ —Kershn MiPisga o

3. Stop Duration
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Then select the Stop Duration button.

4. Change Duration at Stop
The Change duration at stop window will open. Add the stop duration or select from the list of
options, and click on Save.

Change duration at stop x

4m

O Change current value to zero
O Change only if new value is greater than current value

O Change only if current value is 0

(o] (o)

Rollover Grades
As a Transportation Administrator, | would like to rollover grades from the previous year.

1. Search
Select the grade filter and then choose your grade.

Search

2. Select Students
Select the students in the data panel, and then select them in the workspace panel.
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2870 Results. «

£ LastName = FirstName = DistrictiD

122451
70896

139189
301723
233537
343772
222130
227467
150253
41832

193914
342102
22878

117015
170016
362223
138104
290798
385258
156122

Created time
8131123, 947
8/31/23,9:41 ..
8/31/23,9:33
8/28/23, 126
8/28/23, 1:11
8/28/23.1.08
828023 125

status
Completed
Completed
Completed
Completed
Completed
Completed
Combleted

Type
Eligibiiity
Eligibility
Eligibility
Eligibility
Eligibility
Elgioiity
Eligibility.

€ Tools » utiities » Student tiities

| mColumns
2345678 >»

= Address 1

Result
Success
Success
Success
Success
Success
Success
Success

i

29 Pages

i Columns

Download

Batch Operations Available ~N
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Students
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el |
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Rollover Students

Then select the Rollover Students button.

« Ro r Grades

Upload
The upload window will open.

No file uploaded yet.

| Cancel I

To Upload

Select the paperclip icon.

Select File

Then select the file on your computer.

Last Name

P I

School

First Name.

Active Data Area: plan 8

Selected Students

District ID
122451
70896
139189
301723
233537
343772
222130
227467
150253
41832
193914
342102
22878
17015
170016
362223
138104
290798
385258
156122
258748
302914
340554
136424
277194
266655
56155
183881
209133
134655
341796

McCone Middie School
Mineral Middle School
Park Middle School
Park Middle School
Liberty Middle School
Lincoln Middie School
McCone Middie School
Mineral Middle School
Park Middle School
Meagher Middie School
Meagher Middle School
Madison Middle School
Park Middle School

Musselshell Middie S
Park Middle School
Musseishell Middie S
Meagher Middle School
Missouta Middle School
McCone Middle School
Missoula Middle School
Musselshell Middie S
Lincoln Middie School
Liberty Middie School
Madison Middie School
Lincoln Middie School
Liberty Midde School
Park Middle School
Liberty Middle School
Musselshell Middle S..
Lincoln Middle School
McCone Middie School

Grade

o Find Service
Progran|
08 DF -
08 DF
08 DF
08 DF
08 DF
08 DF
08 OF
08 DF
08 DF
08 DF
08 DF
08 DF
08 DF
08 OF
08 DF
08 DF
08 DF
08 DF
08 DF
08 DF
08 DF
08 DF
08 DF
08 DF
08 DF
08 DF
08 DF
08 DF
08 DF
08 DF
08 DF
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