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PURPOSE OF THIS GUIDE 
The Athena Students Training 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: 
  

• Basic information: Name, School, District ID, Address, and Eligibility. 
• Submit student transportation requests and access their itineraries 
• Update their contact information 
• Include transportation needs, accessibility and accommodations. 
• 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  Satellite 

 Zoom all  Map Overlays 

 Zoom Selected  Pre-Selected Map Overlays 

 Road Map View 
 

Street View 

 Hybrid View 
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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. 

 
 
2. Athena Portal Home Page 

Welcome to Athena Portal Home Page. 

 
 
3. Data Management 

Click on Students under Data Management in the Action Bar. 

 
 

4. Searching Students 
When entering the Students module, the Search Tray will appear 

 
To open and close the search tray, click on the Search Tab. 
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5. 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.  

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

 
 
6. Advanced Sorting 

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

 
 

b) Filter Search 
Select how many search results you wish to display per page.  Display 20, 50, 100, or All 
results per page. 
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7. 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”, 
etc. 

 
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 I would like to search for all students whose last name is “Smith”. I 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”, I want to see all the students who 

are not in grade 9. To do so, select “Grade” from the listed filters, click “Select…” to activate a 
drop-down list of grades, then select “09”. Again I 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. 

 
 

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. 

 
8. 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.  
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9. 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. 

 
 

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

 
 
11. 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.  

 

 
 
12. 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. 
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c) Students selected will additionally be listed in the “Selected Students” Card.  

 
 

• Student Color Guide 

 
  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. 

 

 
• When many students live in one area, the figure will appear the color of the student 

with the greatest need.  
• 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. 
• 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. 
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13. 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. 

 
 
Within the Workspace Panel, the user will find multiple “cards”; Student, Transportation Request & 
Itinerary, Contacts, Transportation Needs, and Documents.  
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14. 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. 

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

 
 

• 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. 

 
a) Student Address 
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b) School/Grade/Program 

 
 

c) No Rider and Home Stop 

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

 
 

15. Student 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. 

 
• Student Deletion 

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

 
 

• 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. 

 
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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• School Grade and Program 

A student’s SGP can be updated in the Student card, by enabling the edit tool in the field. 

 
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. 

 
 

• SPED/IEP Check Box 
Users can differentiate SPED/IEP students from General Ed students by clicking the 
SPED/IEP Check box within a student record. 

 
 

• 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. 
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• 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. 

 
 

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. 

 
 

• 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. 
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[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.] 

 
• 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. 

 
 
• 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. 
 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. 
 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.  

 
• 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. 
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• 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. 
 
 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”. 

 
 

Example Search Criteria:  
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16. Transportation Requests & Itinerary 

Select the arrow to the right-hand side of the Transportation Requests and Itinerary bar 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. 
 
Within the Operative Itinerary, users can toggle the view to include Stop Location or Stop 
Description: 
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On the Operative Itinerary, above the stop icon shows the Stop Location ID. Additionally, underneath the stop 
icon, users can see the Stop Description. Both fields are editable within the operative itinerary using the pencil 
icon: 
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Hovering over your school icon will display a tooltip containing the school’s name.   
 

 
 

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

 
17. 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. 

 

 
• 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. 
 
18.  Transportation Needs 

The transportation needs card lets users identify and document student needs that could impact 
how they are transported. 

  
 
To Add a new need, click the “Edit” button. A pop-out window will appear with options that you can 
select by checking the boxes next to each option: 
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Please note: items on the first half of the list under the title, “Opt Supported System Transportation 
Needs” are supported items to use for Special Needs Run Optimization. Any items selected under 
the “Custom Transportation Needs” section, will not be supported under the Special Needs Run 
Optimization. 
 

 
19.  Additional Needs  

The Additional Needs card is designed to identify and document individual student needs that a 
driver might need to be aware of to safely transport students. Additional Needs can be used as a 
filter within the Search tray, when searching for students. Currently, Additional Needs are only 
available for routers that are working within the “Students” module to view. By selecting the “Edit” 
button within the card, the following window will populate where the user will be able to identify 
potential accommodations: 

 
 
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. 
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20. 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. 

 
 
 

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 
• Assign/Unassign Stops within the Operative Itinerary 

 
 

Search Student Address 
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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.  

 
 

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

 
 

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

 

 
 

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

 
 

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 
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graphically. 
 
 
 
 
 
 

 
 

 
 

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

 
 

 

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.  

 
 

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

Then select +Add New in the Data Panel heading. 

 
 
4. Student Information 

The student information form will appear in the Workspace panel. Fill out the form with all the 
student information. 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.  
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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. 

 
 

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

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

 
8. Home Stop 

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

 
 

9. Save 
Once the form is complete, click on Save in the upper right corner of the Student form. 
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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.  

 
 

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

 
 
4. Add Filter 

There are several different search options in the Filters button. Check Last Name to use for your 
search. 
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5. Search by Last Name 

Enter the last name in the search box, then click on Search. 

 
 
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. 

 
 

The students will be highlighted in yellow and appear in the Workspace Panel.  
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7. Check Box 

In the workspace panel, check the check box for each student. 

 
 
8. Change Address 

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

 
 

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

 

 
 

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. 
 
 
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.  

 
 
3. Student Search 

Click on the Search Tab and the Search Tray will appear. 
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4. Filters 
Browser the “Filters”, and select the following to add to your search: Last Name, Grade, and 
School.  

 
 

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. 

 
 

 
 
Creating a Transportation Request 
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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. 

 
 
2. Select Students 

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

 
 
3. Transportation Requests 

To create a new Transportation Request, select the “+Create” tool within the “Transportation 
Request & Itinerary” card. 
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The user can distinguish whether the new request is servicing to and from school, to 
school, or only from school. 
 
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 user can use 
point data or google to add the new address. 

 
 

Frequency: The user can identify the days of the week that the bus will be servicing this 
new request. 
 
No-Rider: Additionally, within this window the user can identify days of the week a 
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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. 

 
 

 
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.  

 
 
2. Before search for students, navigate to the “Map Overlays” tool within the Map Panel.  

 
Selecting the tool will populate the “Map Overlays” window. 
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• In the Map Overlays window, select all the attendance boundaries listed, and select save. 

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

 

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

 
 
 

• Select the rectangle tool, and draw a rectangle around the displayed boundaries on the map. 
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• 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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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. Students in Data Management 

Navigate to Students in Data Management. 
 

 
 
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. 

 
 
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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4. Bell Time Module 

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

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

 
4. SPED Trip Assignment 

Following the load of bell times, first select the AM Bell time within the Bell Time Views Card, and 
query for the student within the Trips card. 
 

 
 

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. 

 
 
Student Trip: 
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Assigned 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. 

 
 
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. 

 
 
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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Confirm the Assignment: 

 
 
Assignment Complete: 
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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. Students in Data Management 

Navigate to Students in Data Management. 

 
 
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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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. 

 
 
4. Bell Time Module 

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

 
 
• Load 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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(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 
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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. 
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• Selecting 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. 

 
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”. 

 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. 

 
 

5. PM Bell Time 
Follow the above steps to validate/assign the student trips within the clustered PM Bell Times.  
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• If you hover over the stop, you will be able to view the following stop information: 

 Stop ID 
 Stop Address 
 Stop Type: 
 Home stop = house symbol.  
 Exclusive stop = umbrella symbol. 
 SPED = wheelchair 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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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. Students in Data Management 

Navigate to Students in Data Management. 

 
 
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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Select the “+” icon within the field to populate the “Saved Group Creator” window. 

 
 
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. 

 
Selecting ‘Search’ will populate all SPED students within the left-hand Data Panel of the window. 
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4. Create a Group 

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

 
 
Select all the students within the Workspace Panel. 

 
 
• 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. 
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• Once 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. 

 

 
 
5. Home 

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

 

 
 
6. Tools 

Navigate into the Tools application, and select the Student Utilities Module. 
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7. Student Group 
Within the Search Tray of the Student Utilities Module, add the “Students Group” filter, and load 
the SPED Group into the field. 

 
 

• Selecting search will populate all SPED students found in the group within the Data Panel—
select all students within the Data Panel. 

 
 
8. Batch Assign Home Stop 

Select all students within the Selected Students card of the Workspace Panel, before selecting the 
“Change Home Stop” tool. 
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• Selecting the “Change Home Stop” tool will populate the “Batch Change Home Stop” window 

where the user will select the “Add Home Stop” option. 

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

 
 
9. Confirmation of Change 

Users can confirm the operation was successful within the “Batch Operations Available” card: 
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Selecting the download button of the recent operation will populate a csv file where the user can 
review the batch operation in further detail. 

 
 

 
 
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. Students in Data Management 

Navigate to Students in Data Management. 

  
 

2. Select Student 
Select a Student from the Data Panel with an “In walking distance” eligibility. 
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3. Path To Location 
Click the Path to Location button 

 
 

4. Unrestricted Walk Travel 
Display the Unrestricted Walk Travel Mode  
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Assign/Unassign Stops Within the Operative Itinerary 
Users can now assign and unassign stops within the Operative Itinerary card within the Data 
Management, Students Module. 
 
Assign Stops 
 
Here’s How: 
 
1. Students in Data Management 

Navigate to the Students Module within Data Management 
 

 
 
2. Filter Search 

• Search for Students using the Search Tray. 
• Include Filter for Trip Assignment Status 
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• Filter for Unassigned or Partially Assigned Status 

 
 
3. Select Student 

Select student in the Data Panel. 

 
 

4. Navigate To Operative Itinerary 
Navigate to the Operative Itinerary within the Transportation Requests & Itinerary Card within the 
Workspace Panel. 

 
 

5. Update Stop Using Stop ID 
Click on the pencil icon next to the Stop ID.  
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• Start typing the Stop ID within the box. You can either enter the full Stop ID, or Select from the 

Drop Down. 
 

 
 
 Note: If you have not made a selection, and want to back out without making changes, click 
the “x” or use the “Esc” key to back out of the field. This function is applicable for the Stop ID, Stop 
Location, and Stop Description fields.  

 
 
• When you make your selection, the Stop ID and the Stop Location will automatically update. 
 

 
6. Update Stop Using Stop Location 

If you do not know the Stop ID, but want to assign the stop using the Stop Location field, follow 
steps 1-4 above. Click on the pencil icon next to Stop Location. 
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• Start typing the Stop Location within the box. As you type a drop-down box will appear, and 
you can select an option from the drop down. 

 

• When you make your selection, the Stop ID and the Stop Location will automatically update. 
 

 
 

7. Update Stop Using Stop Description 
First, you will need to toggle the Operative Itinerary, making sure to select Stop Descriptions 

 
• Follow steps 1-4 above for assigning stops in the Operative Itinerary within the Transportation 

Requests & Itinerary Card in the Workspace Panel.  
• Click on the pencil next to Stop Description. 

 
• Start typing and the drop down will include addresses that include descriptions: 
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Unassign Stops 
 
Here’s how: 
 
1. Students in Data Management 

Navigate to the Students Module within Data Management 
 

 
 
2. Filter Search 

• Search for Students using the Search Tray. 
• Include Filter for Trip Assignment Status 
• Filter for Assigned Status 

 
 

3. Select Student 
Select student in the Data Panel. 
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4. Navigate To Operative Itinerary 
Navigate to the Operative Itinerary within the Transportation Requests & Itinerary Card within the 
Workspace Panel. 

 
 

5. Update Stop Using Stop ID 
• Click on the pencil icon next to the Stop ID.  

 
 

• Click in the dialogue box, and a drop down will appear with the “Unassign” option. When 
you select Unassign, it will automatically update to show an “Unassigned Status” 
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• You can repeat this process, and unassign stops using the “Stop Location” or “Stop 

Description” fields.  
 

 
 

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. 

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 !_ !ALBERT 

Query for all students who 
have a last name that does 

not start with the string 
ALBERT. 
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Numeric Fields: 
 

 
 
 

EQUALS “_” “ABRAHAM” 

Query for all students who 
have a last name that 

exactly matches the string 
ABRAHAM. 

Operation Symbol/Symbol 
Placement: 

Example for Field 
Phone Number: 

Definition of Search 
Query Example: 

NON-EMPTY + + 

Query for all students 
whose Phone Number 

field is non-empty 
(contains data). 

EMPTY !+ !+ 

Query for all students 
whose Phone Number 
field is empty (contains 

no data). 

CONTAINS + SIGN 

+_ 
 

_+_ 
 

_+ 

 
+001 

 
5+5 

 
001+ 

 

Query for all students 
whose Phone Number 

field contains: 
+001/5+5/001+ 

 

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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