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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:

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

e Update their contact information

¢ Include transportation needs, accessibility and accommodations.

e Link any relevant documentation to their profiles.

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

ATHENA STUDENT MAP ASSET KEY

Symbol Explanation Symbol Explanation
‘ + ‘ Zoom to Extents Q Satellite
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NAVIGATING THE STUDENT DATA MODULE

1. Signlin

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

Athena Login .
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2. Athena Portal Home Page
Welcome to Athena Portal Home Page.
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3. Data Management
Click on Students under Data Management in the Action Bar.

Data Management

2 Students

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

Search
L e g

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.

o )I3 o |3

Last Name _ | Trip Assigned Status

First Name Transport Need Type
District ID | No-Rider
i
Grade | Home Stop
School | Exclusive Stop
Address | Itineraries With Transfer
Number ) Phone Number
Prefix !

Transportation Needs

Street Name Phone Number

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

Search Q
S(—)|(—,‘C'. or name new searcn m [E

Last Name Trip Assigned Status

Transport Need Type

Exclusive Stop No-Rider
OYes O No Home Stop

= Exclusive Stop
Phone Number

Itineraries With Transfer
Phone Number

m Transportation Needs

= Phone Number

Williams Braedan 100¢

6. Advanced Sorting

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



Search

Bay Spring

(=) Results per Page

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.

Search 9
© Filters

Grade 41 x

Select. . i ] E
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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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Results per Page

20
50
100
All



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”,
efc.

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.

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

e Within all the students whose last name matches “smith”, | want to see all the students who
are not in grade 9. To do so, select “Grade” from the listed filters, click “Select...” to activate a
drop-down list of grades, then select “09”. Again | would navigate to the information icon to the
right, and select the ! Is Not (Ismith, !=smith, etc), in which the exclamation mark will
populate in front of my data in the search tray.

Search Q|
© Filters
m - 3] Begins With (default behavior)

* Ends With (*smith)
— P " Exact Match ("smith")
Is Not Empty (+)
Q_ Search Wildcard (sm*h)
. Filter Separator (John, Jane)
I Is Not (Ismith, I=smith, etc ) :

* +

i

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.
e The tool can be accessed within the “Group” filter of all Data Management/Athena Utilities
Modules.
e 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.
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10.Select All Students



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

prm— ;/ QOUHﬂg » Data Management » Students

Q 4 UDFs Il| Columns + Add New

890 Results Chl 2 3 4 567 8 > » 45 Pages
District ID = First Name = Eligibility = Grade = Address

Aleena Eligible 02 1015 HARR

Francesca Eligible 05 5125 SADD|

Lyanna Eligible 04 323 WILLOV

Nixon Out of area 02 1016 KITE ¢

0675 Acosta Zuri Eligible 05 227 PARK N\

0245 Adams Amira Eligible 05 2425 PORT:

0573 Adams Delaney Eligible 03 600 WINTEI

0179 Adams Hunter Eligible 04 5711 LINDL!

0121 Adams Kiara Eligible 01 1265 ST JO

0214 Aguirre Jaxxon In walking... 04 3121 LAKE}

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.

- ' N - - 9 Pag

®| Home Room =4 ] —
ies =

® Teacher =

®| HR Teacher =

B Allergies @

B State ID Number =

®| Parent 1 Home Phone =

® Parent 1 Full Name &

B Parent 2 Home Phone =

®| Parent 2 Full Name «
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.



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

-

Qouhng » Data Management » Students Active Data Area: plan

| # UDFs Colum

8%0Resuns %€ '€ M8 2 3 4 5 6 7 8 > » 18 Pages

— -o_ Selected Students

{) District ID Last Name First Name Address

District ID = LastNa... Y = First Name = Eligibility = Address
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0250 Allison Eligille 2412 FARNSF § = R
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g oy -
0717 Allison Eligible 3604 ALDEN : * 2 Y »
0765 Alvarez Eligible 449 KINARD ( 5 WHITE 0AK © @’ 2 Tra — ts & Iti oy -
0132 Archer Eligible 3303 DELAME ) - At
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e ———
0917 Arroyo Eligible E Trs n N
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g 9
0411 Austin Daleyza Eligible = =ton High School “, Additional Needs
A
o T T
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¥bosrd shortcuts - Mao data ©2024 Goole 1 Dogoments

e Student Color Guide
Assigned | Unassigned | Partially Assigned | Focal 5tudent

7 7 U oo

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

Assigned | Unassigned | Partially Assigned | Focal Student in Group

< o 000

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

¢ |f more than one student lives at a location, the icon will appear with a number
indicating how many students are located at that address.

e 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.

10



County

€D '
County Rd B E County ibd B E i y RO BE

MMGIDigestive ;
Health - Maplewood. X

Reselawn A |‘

e ALY
IS spey

f
.
|
e : & |
" 5
> oF Phalen
]

for Regional Parl

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.

= & Roufing » Data Management » Students Active Data Area: plan 2
q [ open ook JRAED T +Adanen 13 Student

z
taosTResue & (¢ 412 3 4 5 6 7 8 > »  703pages @ z [ cancer | (= Deactivate ][ = petete | ([T Ao Path To Location ]
DistrictID = LastName = FirstName = Eligibility = o @ First Name * Last Name * Middle Name
1390122 Eligible ﬁ
1339862 1 Out of area =
Suffic Nickname: Date Of Birth
1404863 Out of area B
< ]
1401815 Out of area 8 vFag Lane Ka| e
1385465 Out of area District ID Government ID Edulog ID
i z
1396029 UnMatched Location E 1390122 12051
1398803 UnMatched Location = Schoal - Grade - Program *
1397679 No Postings NG Ed Ave E NGr 15 07 - DFLT ©
r - 07 - SPED/IEP

1392981 Outof area Ave B 0 rand Ave B

z
262258 Egis 2 Transportation Requests & Itinerary A
1350542 Out of area H

B | mcolumns |[” @ seating Assignment ™ Future = Concurrency
1350542. Out of area z
Pt e TRID Frequency  Status  Find Service Sehool Mode Override
1395644 @eienE Do o2, w FINAL FROM: ADDA_ Scheol Bus
1403999 In walking distance . =
1399881 Eligible = —

H Operative ltinerary] =
1406717 Out of area g T

3 TR ID: 42491 MR Route: Run: Vehicle#: Vehicle Name:
1372558 Eligible >
1381824 Out of area z S e aceicumcnT.

e/l = M) = || - [ __
Transportation Needs
Additional Needs
4% [ cancel |
Cincinnati Ave Cinei

incinnati
!

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



Student ~
| Cancel || — Deactivate ” — Delete | = Path To Location
First Name * Last Name * Middle Name =
Suffix Nickname Date Of Birth

Transportation Requests & Hinerary

Transportation Needs

Additional Needs

Documents

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.

Selected Students

= | | & Export Il = Rematch Address ” = Address ” = School - Grade - Program ” =f Override Eligibility “ X Clear ][ — Delete ][ — Deactivate ]

[=] District ID Last Name First Name Home... Exclu... No-Ri... Eligibility School Address
1390122 ABBEY KALISE v x x Eligible
O 1339862 ABBEY_05 KAMARE v ' X Out of area
O 1404863 ABBOTT_02 JAMARI_ X X v Qutof area
L] »
| Cancel | Home stop v No-Rider v

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

Selected Students

= ‘ I & Export | = Rematch Address = Address | =« School - Grade - Program = Override Eligibility | X Clear — Delete I — Deactivate

[ District ID Last Name First Name Home... Exclu... No-Ri... Eligibility School Address

1390122 ABBEY KALISE v X X Eligible
O 1339862 ABBEY_05 KAMARE v ~ X Out of area
[0 1404863 ABBOTT_02 JAMARI_ X X v Out of area

4 3
|m. Home stop v No-Rider v

¢ 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

12



Cancel

b) School/Grade/Program

Select school information X

School

Program

Fime

¢) No Rider and Home Stop

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

4

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.

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

13



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.

Student A
| Cancel | — Deactivate — Deleta [ = Path To Location ]

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

Walk Path

Walk Path Data for the student : NYRIUS ABBAA

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

VAL-E-VUE _ li nT b =~
incoln:lomi
Stuart Park “oil State Histori¢ Site Il
Py " £ >
sy 2 lllinois Stale@ g
i Military Museum | =
JUNGSTON / / LINCOLN PARKI 4
JLIDAY HILLS T i
2 g
M Grand ave w N Grand Ave W x N Grand Ave Grandview
o] z 2
h H o @ wu.ssurw I
B g “* ENOS PARK | = s
2 OAK RIDGE i 3 ® @
|| JEFFERSON PARK T z
i | é = : E "é W Carpenter St "' E Garpenter st
| n z W-Mammn S % | - ;
@ Catholic Pastoral Center 2 — =0 = B S Abraham Lincoln 5
e 2 " e = Presidential:Library... . “
- - @ ;_E 25' e 25 >
| W Washingtan St 1 —
GO g_ie ‘”{f 0! Ke;-%aard shorteuts Map data 2023 Terms Repart a map eror

| Cancel |

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

Walk Path Data for the student : liz hanson

Co... Destimation Type Destnation Location Type  Tnp Status Hazard Distance
| SCHOCL DEMNIS CH... GPS - 1 Fath Mol Cal...
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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.

School - Grade - Program =
02b - BLACK HAWK - 01 - DFLT 4
Note: When updating a student’s school, grade, and program who also have custom

transportation requests in Athena, the user will be prompted to allow the custom transportation
requests to be updated with the change of the student’'s SGP.

Select school information X

School

52 - SPRINGFIELD HIGH

Grade

09 A
Program

DFLT A

(8) Update Custom TRs Matching the Existing SGP

== Cox

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.

First Name * Last Name * Middle Name
ABBEY
S\I'lx Nickname Date Of Birth
:
trict 1D Government ID Eduleg ID

12951

School - Grade - Program *

15- -07 - DFLT L.li SPED/IEP

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.
Last Modified Last Modified By Created Created By

10/08/2024 0:00 AM dgoldberg@edulog.com 02/10/2023 0:00 AM UNKNOWN

15



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

Computed Eligibility:
Eligible
Home Stop
No-Rider

Exclusive Stop

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

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

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

e 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.

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

Current assignments are
e shared with other students.

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

e 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.

e 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.]

e 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.

| — Deactivate | . ## Create Concumrent ]
First Name * Last Name * - Middle Name
KALISE ABBEY MY KAY LA
Suffix Nickname Date Of Birth
]
District 1D Government 1D Edulog ID
12951
School - Grade - Program *
15 - LINCOLN MAGNET - 07 - DFLT E; SPED/IEP
Gender Address Mutti
Enroliment Date:
8
Withdraw Date:
a
Computed Eligibility: Notes
Eligible
[®) Home Stop
Mo-Rider P

Exclusive Stop

e 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.

e 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.

17



Student
| Cancel | — Deactivate — Delete |} #§ Create Concument ]
First Name * Last Name * Middle Name -
KALISE ABBEY MYKAYLA
Suffix Nickname Date Of Birth
]
District ID Government ID Edulog ID
12951
School - Grade - Program *
15 - LINCOLN MAGNET - 07 - DFLT SPED/IEP
Gender Address Multi
v g
Enrollment Date:
&
Withdraw Date:
a8
Computed Eligibility: Notes
Eligible
(=) Home Stop
No-Rider P

Exclusive Stop

e 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".

District ID Government 1D Edulog ID

0000012_ALT1 9878 _ALT1

Example Search Criteria:

18




Search

* ALT

Edulog ID

* ALT1

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:

Operative Itinerary :

i Stop Locations Stop Descriptions |

TR ID: 42373 Route: 049 Route Description: 049
Run: 51.049 Run Description: LANPHIER I 8:24.02 IN 8:24 AM
23011 & 51
729 AM 30 min 8:00 AM
@ % * sz i
MTWUF CT 62702 &
TR ID: 42373 Route: 039 Route Description: 039
Run: 51.139 Run Description: LANPHIER OUT 3:17 OUT 3:17 PM
51 Vehicle#: Seats1 23.011 &
318 PM 16 min 334 PM
=] £ “
CT 62702 & MTWUF
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Operative Itinerary : Stop Descriptions

TR ID: 42373 Route: 049 Route Description: 049
Run: 51.049 Run Description: LANPHIER IN 8:24.02 IN 8:24 AM
23071 & 51
T7:29 AM 30 min 8:00 AM

“ A Bl #

MTWUF BUS STOP INSIDE PK &
TR ID: 42373 Route: 039 Route Description: 039
Run: 51.139 Run Description: LANPHIER OUT 3:17 QUT 3:17 PM

5 Vehicle#: Seats1 23011 &

318 PM 16 min J34FPM
.
i = * A “
BUS STOP INSIDE PK & MTWUF

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:

|. llIColumns. ‘ ® Seating Assignment [ ][ (® Future ]I £ Concurrency ][ ]

TRID Frequency Status Find Service School Mode Override

0O 42.. MTWUF FINAL - TO: LANPHIE.. School Bus Disable

4

Operative Itinerary : Stop Descriptions

TR ID: 42373 Route: 049 Route Description: 049
Run: 51.049 Run Description: LANPHIER IN 8:24.02 IN 8:24 AM
230711 & 51
729 AM 30 min 8:00 AM
“ & * =
MTWUF BUS STOP INSIDE PK & |
TR ID: 42373 Route: 039 Route Description: 039
Run: 51.139 Run Description: LANPHIER OUT 3:17 OUT 3:17 PM
51 Vehicle#: Seats1 23.071 &
318 PM 16 min 334 PM
= * £ “
BUS STOP INSIDE PK & MTWUF
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23.0M

7:29 AN

?

BUS 5TOR INSIDE PK
2301 @&
729 AM
A%
729 AM
2 | )

Hovering over your school icon will display a tooltip containing the school’s name.

TRID: 42373 Route: 039 Route Description: 039
Run: 51.139 Run Description: OUT 3:17 OUT 3:17 PM
5 Vehicle#: Seats1 230711 &
318 PM 16 min 334 PM
B ’ A “
HIGH
BUS STOP INSIDE PK & MTWUF

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.

Operative Itinerary :

Siop escripions

TRID: 42373 Route: 049 e Route Description: 049
Run: 51.0496 Run Description: LANPHIER IN 8:24.02 IN 8:24 AM
230711 & 51
729 AM 30 min 8200 AM
“ ) * < B
MTWUF BUS STOP INSIDE PK &
TRID: 42373 Route: 039 Route Description: 039
Run: 51.139 Run Description: LANPHIER. OUT 3:17 OUT 3:17 PM
51 Vehicle#: Seats1 23071 &
318 PM 16 min 334 PM
h < B <— * & a

BUS STOP INSIDE PK & MTWUF
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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.
e 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.

Email: Phone Number: Mailing Address
Ill Columns ‘[ ][ ]
[0 Title First Name Last Name Middle Name Emergency Contact Releas... Relation Primary Phone  Type Secondary ph... Type
O b b b X X
=] a a a X X
O z z z X X
O c = c iV v a

e 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.

Transportation Needs ~
 Edit
| —
Need Notes
Wheelchair
Oxygen

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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Select Student Needs X

Opt Supported System Transportation Needs

[ Air conditioning
O Car Seat

[ Seatbelt

O Safety Vest

O Monitor

O Integrated Seat
Wheelchair
Oxygen

Custom Transportation Needs a

O Harness

O Foldable wheelchair

O Nurse

O Equipment for nurse

Ot

O K - 05 Seat Capacity

[J 06 - 12 Seat Capacity

| cancel | ~ Proceed

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:

Select Student Needs x

th)

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

O Release To

| Cancel | v Proceed

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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Student Need x

Need
Mon-Verbal

MNotes

| Cancel |

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

o 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 Search Student Address

e Adding a New Student

e Bulk Student Change Address

e Advanced Search in Student Module

e Creating a Transportation Request

e Search for Data Outside of the Polygon

e Exclusive and Home Stop Order of Operations

e Exclusive Stop for Single School Runs

e Exclusive and Home Stop Order of Operations for Multi-School Runs
e Create a Student Group

e Assign/Unassign Stops within the Operative Itinerary

Search Student Address
24



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

Roufing
Management

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

Data Management
Students

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

I_E_j

Search §_]
Select or name new search © Filters

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

Search

Select or name new search © Filters

Last Name X
Adams o

5. Select Student
e Select the student by clicking on the student’s name in the Data Panel.
e The student’s name will be highlighted yellow and his location will be displayed on the map
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graphically.

(508)

sh Point
ite Park

o
k)
|2

6. Address
To view the address, expand the Address column in the Data Panel.
19 Results 1
Last Na... Y = First Name = DistrictlD = AddressT = Eligibility
ADAMS GRAYCLYN Eligible
ADAMS HALEY In walking. .
ADAMS ISABELLA . Inwalking. ..
ADAMS JACOB Eligible
ADAMS JEREMIAH Eligible

6

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.

©

Routing

Managemenk

2. Students Module

Click on Students under Data Management in the Action Bar.

Data Management

Students

1 Page

= Itin...

x

x X X X

= Ho...

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

+ A ow i Comns

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.

Student A
[ ore _=Doncn |

First Name * Last Name * Middle Name

First Name Last Name Middle Name
Suffix Nickname Date Of Birth

Suffix Mickname mm/ddiyyyy o
District ID Government ID Edulog ID

District ID Government 1D Edulog 1D

School - Grade - Program *

School - Grade - Program F.4
Gendar Address Multi
i Address 'q;,_
Enrolimant Date
mmJddlyyyy sz}

Withdraw Date
mrm/ddlyyyy &
Computed Eligibility: Notes
Eligibsility Notes
Home Stop

No-Rider y
SIS Address

SIS Address

User-Defined Fields ¥

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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Select school information X

Schoaol

52 - SPRINGFIELD HIGH

Grade

09 v
Program

DFLT A

@ Update Custom TRs Matching the Existing SGP

=1 Cox

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.

. 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.

Address Mt

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

O]

ra

28



Pick A Location

a ADDRESS INTERSECTION LANDMARK
o
‘ ;I Partial Match Options: B Point Data Google
-1 = Input Address
iy e pi ooy o i3 W f — M““'gll © System Assist | O Manual Override
a e -
=) Mumber Prefix Name Type sumx Zipeoas source
QH-l-i".'-w- Mo Data
Lecation will be returned as - Address
. Origin Lat Origin Lng
Projected Lat Projected Lng
&
= W
) 2 f
€ e s B e e,

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

Pick A Location
ADDRESS INTERSECTION
a Partial Match Options: Point Data Google
Input Address
3
=
L | -~ Number Prefix ~Name Type Suffix  Zipcode Source
E

» N Gran@®Ave MAIN ST
x
2 MAIN ST Paint Data
g
: MAIN ST Point Data
&

=]

z
2
3
H
>

= @

|

S

w Location will be returned as Use Input Address
4| oOriginLat Origin Lng

Projected Lat: Projected Lng:
— | Google Stop Lat: Google Stop Lng:
Google a  — Map data ©2024 Google _Temns

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

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

(=) Home Stop
MNo-Rider

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

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

Here’s How:

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

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

Data Management

Students

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

Search S]

Select or name new search © Filters

oot ¥]
o

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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Search Q

Select or name new search © Filters

[ First Name

m [] District ID

[J Grade

[J School
[JAddress
[J Location
[JEdulog ID

[ ] Program

5. Search by Last Name
Enter the last name in the search box, then click on Search.

Search

Select or name new search © Filters

Last Name x
Adams o

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.

!I Last Na... T = First Name = DistrictlD = AddressY = Eligibility = Itin... = Ho...
ADAMS GRAYCLYN Eligible X X
ADAMS HALEY In walking... X X
ADAMS ISABELLA In walking... X x
ADAMS JACOB Eligible X X
ADAMS JEREMIAH Eligible X X
ADAMS ROMAN Eligible X v
ADAMS ROYALTY Eligible X X
ADAMS SHARON In walking... x x
ADAMS TAYLIN Eligible X X

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



Selected Students

(=) LExport ][ & Rematch Address |[ & Address ][ & School -Grade - Program |« Override Eligibility | (X Clear ) [_—Delete ][ — Deactivate

Home... Exclu... No-Ri... Eligibility School

[Z District ID Last Name First Name Address

1360248 ADAMS ISABELLA X x x Inwalking... 52
1406597 ADAMS JACOB X X X Eligible a2
[0 1405847 ADAMS JEREMIAH X X X Eligible 09
O 1379073 ADAMS ROMAN e X x Eligible o7

s |
Heme stop +  No-Rider +»

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

(=) L Export | Rematch Address |(_ o Address ][« School -Grade - Program ][ < Override Eligibility ] (% Clear ) (_—Delete ][ — Deactivate

[&1 DistrictID Last Name First Name Address Home... Exclu... No-Ri... Eligibility School
1360248 ADAMS ISABELLA x x x Inwalking... 52
1406597 ADAMS JACOB x x x Eligible 82
O 1405847 ADAMS JEREMIAH X x X Eligible 09
O 1379073 ADAMS ROMAN v X x Eligible o7
4 »

m Home stop ~  No-Rider v

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

|| = Address ||

_
B

Cancel

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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Pick A Location

ADDRESS INTERSECTION
a || Partial Match Options: Point Data ool
|§| Input Address
s (@ rovens
g =
a® Number Prefix Name Type Suffix  Zipcode Source
» NGran@AveE @ T T
=
§ MAIN ST Point Data
8 MAIN ST Point Data
H
a
4
2
8§
]
8
= S
2
E- | TR
@ Location will be returned as Use Input Address
+ Origin Lat Origin Lng
Projected Lat: Projected Lng:
= Google Stop Lat: Google Stop Lng:
Google = @ Cincinnati Ave T _:_E s U

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.

Data Management

Students

3. Student Search
Click on the Search Tab and the Search Tray will appear.
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Search E]
Select or name new search © Filters

(%)

4. Filters

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

Search

Select or name new search O Filters |

Last Name Last Name
LI First Name
[ District ID
Grade
School

[ Address

w w
@ @
@ @

) Number

E [ Prefix

[ | Street Name

Within the search tray you can sort the order in which the information populates in the Data Panel.
For example, in this graphic we are sorting the information first by school, within the school search

the information will be sorted by gradq level and then alphabetical order by last name.

Search

Solect or name new saarch u Filters
Last Mame “3
SMT

—

10,11
EMMETT HIGH SCHOOL X

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.

Search E]
Select or name new search © Filters

e
o

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.

Student ~
First Name * Last Name * Middle Name -
ETHAN SMITH
Suffix Nickname Date Of Birth
&
District ID Government ID Edulog ID
7948 .
|m| [ﬁ[ ][ (® Future ][ = Concurrency ][ ]
TR ID Frequency Status Find Service School Mode Override Eligibility Eligibility Overridden

0O 7935 MTWUF FINAL School Bus No Postings  No

3. Transportation Requests

To create a new Transportation Request, select the “+Create” tool within the “Transportation
Request & ltinerary” card.



Create Transportation Request X
[ ¢ Concurrent Transportation Requests ]

Student Name: District ID:
Edulog ID: 7948
School: Grade: 09
Program: Default
Service Time Qut: 2:50 PM MTWUF No Transportation
To & From School To School  (®) From School @

Origin: 2501 WABASH AVE, 62704 : SPRINGFIELD LEARNING ACAD

2

a

| Other Location @

Frequency:

Mon [®] Tue Wed [®] Thu Fri Sat
[ Conce )

[#]

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.

Pick A Location

ADDRESS INTERSECTION
a |m0|  Partial Match Options: Point Data Gaogs
|§| Input Address
£
| ° Number Prefix Name Type Suffix  Zipcode Source
E

» N Gran@Ave T =
z
;-_ MAIN ST Point Data
2 MAIN ST Point Data
z
o

2]

£
g
i
2
>

= H

=

2

w Location will be returned as Use Input Address
4+ | oOnginLat Origin Lng.

Projected Lat: Projected Lng:
— | Google Stop Lat Google Stop Lng:
Google g e Al

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.

Data Management

Students

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

Map Overlays x
+New Query | +AddNew [ 11 ] Normal
Cub ) Bloomingt O]
Category/Group Color Name Description G
2} Manit
v Boundary (2 Dow!
> DISTANCE Le Roy
~ ATTENDANCE Vit Heyworth {12¢)
1 SPRINGFIELD DIS o N Atlanta Farmer]
10 SPRINGFIELD HIG masoncity )
U0 ™
101 Copy of MCCLERN Vo Lincoln (10} Clinton
ushvi
10c SHS Corrected 42 O, _
11 ADDAMS ES Chandlerville (@) = _
Beardstown o) Petersburg P ek Vi v M
e Feitshans ES #2 Cc @ G
1) athens -
112¢ Feitshans ES #1 Cc & Virginla PR Forsyth
14C Feitshans £S #4 co arenzile qend (D sheman 2 Cerro Gord
1C Addams ES Correc’  eredosia o) Riverton @ Decatur
12 ADDAMS ES #2 e Chispin Springfield N2 &)
Bluffs -
13 MCCLERNAND ES Jacksonville &&= New Berlin = Tl
13C McClemand ES Gol 2 Loami Chatham &
14 ENOS ES )~ Winchester Moweaqua
(i6d) Auburm | Pawnee () sull Nothing Selected
14c Enos ES Corrected = SR
15 ENOS ES #2 Vird AsSunpL
Reodhouse
16 RIDGELY ES #3 Ay e ; . G
16C Ridgely £S #3 Com / ® 1O) 5 Shelbyville
17 RIDGLEY £S h
i (i3 Carrollt ol Nek
17c Ridgely ES Corect i Cafiolien Gl | ] komis 2.
18 RIDGLEY ES #2 § o ur
(@] L
18C Ridgely ES #2 Corn (e Beecher City
(e Rams:
19 FAIRVIEW ES @® o Sillespie ¥ e 4
19C Fairview ES Correc &) Coffes )
20 FAIRVIEW ES #2 S © @) -
{1co)
pal MATHFENY-WITHRC 7 (159) AR
» Go _9‘9 . ) ® (2)) Keybozrd shartebis | Mep dats 22024 Google  Terme
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In the Map Overlays window, select all the attendance boundaries listed, and select save.

Map Overlays

+NewQuery | +Add New [ 1l ] 2 Selected Map Overlays
Category/Group Color Name Description ekic croabion Midd St Chestervale Kenney il Columns |
v Bou -~ Broadwell .
ndary Atterberry e st Color Name Description
e EEREREE B 10 SPRINGFIELD HIGH
o LamEliliEE Petersburg gk Wt Pulaski ] 101 Copy of MCCLERNAI
ake
1 SPRINGFIELD DIS Peterbing) ) L & 5 . 1 ADDAMS ES
10 SPRINGFIELD HIG Athens e o 2kelko Latham
Tallula (23
B o Copy of MCCLERN [y Gantrall w Waiel
10¢ SHS Corrected 4/2¢ ) G
H ADDAMS ES Ashland Sy S
Plessant Plains @] Spauldicg
1c Feitshans ES#2 Cc¢  entice @ Riverton. 2SO __ Wiopolis  Niantic  Harristo
B Feitshans ES #1 Cc
Bradfordt
dview §3 o
14C Feitshans ES #4 co @ Meciaricsting
1C Addams ES Correc Sningrield A ]
: uburn
12 ADDAMS ES #2 B curan ouhemVIewS “oqchester Bukhart . v
1 New Berli
| BRE MCCLERNAND ES exander w Berlin sl A [rIm—
13C McClernand ES Col Slue’Motnd
Loami Chatham Caneel -E!po .:m
14 ENOS ES NS
inburg .
14C Enos ES Corrected Stoninaton Name
15 ENOS ES #2 anklin ey 10
| B RIDGELY ES#3 Waverly Auburn Pawnee Kincaid @ Mrermieen Tooltip Properties Tooltip
16C Ridgely ES #3 Corm @ Divernon O
Lowder Taylorvill [« |
17 RIDGLEY ES Thayer b (MCED o BED a
@)} rogi locked 0 time_changed ]
17C Ridgely ES Correct: b descrition
irden
18 RIDGLEY ES #2 b ® Clorksdale; AN
Dur
18C Ridgely ES #2 Corm ) Palmer
u 19 FAIRVIEW ES Palmyra o prmlily Ry
AL Morrisonville +
19C Fairview ES Correc w
Nilwood .|
B oo FAIRVIEW ES #2 (D) Rosamon mm
21 MATHFENY-WITHRC T Hettick I Standard City. Harvel T
‘ » oogle - Keyboard shortouta | Map deta 64024 Google  Terma

Cancel

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

Search

e @

Bradfordton

Andrew

uiSTORIC
I8 WEST-SIDE
g 3 1
- Washington
Riddle Hill Park 2
er Springfield
KOKE MiLL © wARvARD PaRK
Jerome
Co, r Southern View
Park
' westcafires & I
2 ~

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

EEE ..
(# Shape Filters in Map 218 Address

#® Inside © Outside SIS City
EE sssae
SIS Country
SIS Zip Code

—— ] LOCaLER

e Select “Outside” within the location search field, and then select “Shape Filters in Map”. The
polygon search tools will populate in the upper left corner of the Map Panel.
Search @I@IOIDIQI-IQIHIG] L e
m ) » 703 Pages \.Q::.. :

Location ¢ X I

@ Draw In Map O Manual Input <}

# Shape Filters In Map

O Inside ® Qutside

LAKET
Un
— L southwinds—— ©Of

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



e 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

- Open Tack | IESTSSNINTIEIRE] -+ Add New Nt (U ](@)m (SICT(SI T[S

map.

F}mﬁﬁResults K < 1
District ID

1405312
1405334
1397799
1397881
1403448
1397230
1339768
1351522
1402240
1360431
1393626
1397488
1407635
1396998
1390680
1390109
1395842
1406131
1368931
1267952

.3456?8)»

= LastName = FirstName = Eligibility

ABRAMS...
ABRAMS..
ABRON)04
ABUEED...
ABUEID_02
ABUEID_03
ACAKPO...
ACEVED...
ACKELS...
ACKELS...
ACKELS. .
ACKELS...
ACKER_01
ACKMAN. ..
ACOSTA
ACOSTA ...
ACOSTA...
ACRES
ACRES
ACRES

In walking distance
No Postings
In walking distance
Out of area
No Postings
No Postings
Eligible
No Postings
No Postings
Out of area
Out of area
Qut of area
Eligible
Eligible
Eligible
Eligible
In walking distance
Qut of area
Out of area
In walking distance

703 Pages @

LS
_ Athens Barr (123)
=1 ¥
Cantrall ’
124 59
HMNOL L\‘ilﬂt
@)
Andrew  chaman
1
|
1 ¢
lamaan
1
Bradfordion L
L,
tiddle Hill
(@)
urran b3 ﬁ
() =
55,
Toronto

PIPER GLEN
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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.

= & Routing

Data Management

4 Students

t& Stops

" Runs

2. Student Search
Click on the Search Tab and the Search Tray will appear. Search by last name or use additional

filters to query for the SPED student record.
Search §_]

Select or name new search © Filters

E
o

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

changes in the “Student” card.
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School - Grade - Program *
02- -01-EO

Gender Address
F w

Enrollment Date:

Withdraw Date:

Computed Eligibility: MNotes
Mo Postings

Home Stop

No-Rider

Exclusive Stop

4. Bell Time Module

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

Route Planning Operations
A Bell Time
¢ Routes

“* Vehicle-Route Assignment

O Batch Optimization

Create a Task

@

SPED/IEP

Multi

(e
-

Create a new task in the Bell Time Module, and load the School/Bell Times for the elementary

student.
IEES? J
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Augment BellTime Context

Cancel m
% (=] with Bell Times from a School With Bell Times from a Cluster

School Cluster

02 - v
Bell Times for Chosen School School/Bell Times in Chosen Cluster

[ School Type Bell Time Programs [0 School Type Bell Time Programs

02 ARRIMAL 8:00 AM EO -

02 ARRIVAL 9:00 AM DFLT

02 ARRIVAL 9:01 AM SPED

0O o2 ARRIVAL 9:02 AM BD

!ﬁ - T ST - »

Runs To Load: E] All None Choose Subset
Stops Requests To Load: E] All None

Unassigned Trips To Load: ( (=] All None Choose Subset

(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.

Bell Time Views )

~
e soeai® ] ugre Comor | 1)
School + MName Type Bell Time Programs
ARRIVAL  8:00AM EO
O o0z ARRIVAL 9:00 AM DFLT
O 02 ARRIVAL 9:01 AM SPED

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.

Trips C e A
D I3 £33 23 EE [
E Trip ID NeedUsed = Last Name First Name
O Yes [@ves & LER MARIAH
O Yes No WINS 1818
O Yes m m m TH LANIYA
O Yes ooue o wemCK DAKOTA
Student Trip:
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Trips PO

D I3 23 =53 S
Last Name First Name Status = Stop Home ... ®
MARIAH PARTIAL STOP(240)  Yes

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.

T+ 1T 4 A
| an | aur | Clear | Clears ] selsiops i)
Last Name First Name = Home ki

MARIAH

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.

Trips + 3 ¢ A

D 3 3 3 £
Last Name First Name = Stop Home ... ¥
: 01.270 Yes

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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Bell Time Views RPN Layers; () Trips (@ Run Masters () Run Covers
) el [ [ (oo {(sors (@) < [so[Ra[n[res [+ [34] @757 ok
Al awrence Ave
School ¥+ Name Type Bell Time Programs Xfrs x 38 B § g g g oLD ARISTOCRAI?;‘
O o ARRIVAL  800AM EO @ W Canady 5 5 < | L HILE
o 5
02 ARRIVAL 9:00 AM DFLT W Farie hve £ T oy
0 o2 ARRIVAL 9:01 AM SPED B Scarritt 5t F Scarrtt 8t o J
Williams 5t n N E Scarritt 5t
X
g, [
A £ W-hllen 51 E Allen St
= 2 ’
£ Wvinest 4 EVine St
= W Vine a
@ i @ ]
+ I —— » SGrand fve W S Grand Ave E
g2 2—g 2 z .H‘
- = E £ 1
Runs 4+ 1 4 A 21 2 g g é‘; % ‘-;:, 5 b Tl E Pine 5t
z > T & | 2= L
ALF | Clear learF | Sel Stops gl gl e llg L2 £ £ E Cedar St
[ An JRAREN] Cloor [REleSEN @ 5 g ]
Run ID Status = NeedEnbl = NeedUsed = Vehicle  Route ... GRAND CENTRAL —— = —ILES-PARK
Jurch
- USSTREL] S e M W Laurel 5t W Laurel St E Laurel st
O MIKE STA No No 0 L <
i g 3 I
O 02015 STA No No 0001.0...° & 2 wSp"“gif'e'ﬁ
0 04.023 STA No No 023 i d
2 lles Park
0 EPB8205.1 STA No No EPB205 Mol
inois Department E Ash 5t
O 03.017 STA No No 017 ot oy (W AKX W ASh Sty o o cfHumanE‘erwcesg ° @
7 9 2 I
5 |
i | -
Outer Park Dr Outer Park Dr I 6
« I 4 Z 3 EPr
2 g
Stops % E HARVARD PA
o B EDEDo
Home Stop = Stop ID Status = NeedUsed= Type = RunIlD = W Lenox Ave .
a0 SPRINGFIELD
O No 03.065 STA No s 03.017 TN| &2 @ we[ § £l SOUTH CORRIDOR
=]
N Drop-Of@Xf... STA N s 03.017
= op-Off@ ° B [Map [-I- @I@;I&I/IE)IQ: G The S
No TEST99 No R = s Il Pal
. GOOQIEI Wl

Confirm the Assignment:

O Run

O ETEST1
0 =

Cancel

Assignment Complete:

Frequency Load  Duration Distance

1Wm2ds  553Imi
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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.

& Routing

Data Management

& Students

& Stops

S Runs

2. Student Search

Click on the Search Tab and the Search Tray will appear. Search by last name or use additional
filters to query for the SPED student record.
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Search §J

Select or name new search © Filters

[ Losthowe %
©

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.

Student ~
‘ Cancel |[m"m I B Save
-
52 - -09 - DFLT r_'l‘ SPED/IEP
e Address Mutti
i - 2
Enroliment Date:
]
Withdraw Date:
]
Computed Eligibility: Notes
Eligible
Home Stop
No-Rider e
Exc\usive Stop

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

Route Planning Operations
A Bell Time
‘¢ Routes

+ Vehicle-Route Assignment

O Batch Optimization

¢ 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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TEST

cance! (23

(] With Bell Times from a School % (=] with Bell Times from a Cluster

School Cluster
01.02.AM w

Bell Times for Chosen School School/Bell Times in Chosen Cluster

O School Type Bell Time Programs School Type Bell Time Programs
01 ARRIVAL 9:00 AM DFLT
0z ARRIVAL 9:00 AM DFLT

No Rows To Show

Runs To Load: (=] All [ | None [ | Choose Subset
Stops Requests To Load: (=] All [ | None

Unassigned Trips To Load: ( (w] All [ ] None [ | Choose Subset

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

5. SPED Trip Assignment
Following the load of the Bell Times, first select the SPED student’'s AM Bell Time, and filter for
the student within the “Trips” card within the Trips Bell Time Layer.

AM Bell Time
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Bell Time Views v oA Layers: (@ Trips

L [Cusiersooct0 | Augmentconien | 1 el bl el &
ool + Name

Type Bell Time Programs E]
02 ARRMAL 9:00 AM DFLT
O o ARRIVAL 9:00 AM DFLT E Stuart S

ISYISLS

?

. R -ather's House

ational Church

Trips T 1T 4 A

mm--mm
Name First Name

= Stop Home Stop
g, Brown St
02.019 No - =
O ASSTENED 02.019 No N Z
O ASSIGNED 02.017 No
O ASSIGNED 02.017 No
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.

EEmm— ==

Trips (g

|
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Bell Time Views FRIPN Layers: (@ Trips
T O [ oGl
School ¢+ Name Type Bell Time Programs @ 3 Tl
O 53 ARRIVAL 823 AM DFLTLT1,LT2
O 44 ARRIVAL 8:00 AM DFLT St Katharine
O o9 ARRIVAL 8:10 AM DFLT . Drexel Parish
02 e ARRIVAL 900 AM DFLT £
O o ARRIVAL 9:00 AM DFLT (o ?f
&
Cass St
< » &
Trips T ¥ A E;
Clay St
Co e o= e - [ .
£
Trip ID Need... *+= Last Name First Name Status i c
N o
O 11281 No ASSIGNED .
O 11293 No AS MED
11319 No @ .
O 11321 No UNE ED * E Start
O 18491 No ASSIGNED

e 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.

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

= StopID + MeedUsed = Type = Run ID = Schoolis) Bell Times = Freguencies Load
] STOP(84) Mo = KFKA. 123 0 -
STOPB4) Mo 5 TESTM 202492 T45AME.. MTWUMTW.. 2 |

Above we see two entries for “STOP(84)”; this stop is being used on run “KFKA.123” and
“TESTM”. We identify which stop to have selected to assign the sibling to by identifying the
run the sibling students will be riding on, that being run “TESTM”.
= 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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Bell Time Views Layers: (@ Trips Run Masters

oo [ [ JIC RO e

Schoagl Mame Type T Bell Time Programs Iq
@ 200 I miodie School DEPART 221 PM ELDL DFLT.SPE ——
E _ High School DEPART 2:30 PM DFLT SFED

| an | ang ] ciear |
Trip ID NeedUsed = Last Mame + First Name
A 35223 Ho _ ASSIGNED
D 35T ] ] ASSIGNED

¢ [f you hover over the stop, you will be able to view the following stop information:

= StopID
= Stop Address
= Stop Type:

= Home stop = house symbol.
= Exclusive stop = umbrella symbol.
= SPED = wheelchair symbol.

X . mos 01,01
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.

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

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

In F'I.':l'l.lr Selected NeedUsed Last Name First Name Status Freq uency School Bell Time Grade
O Mo ASSIGNED MTWUF 09 8:10 AM 06
O O Mo ASSIGNED MTWUF 09 8:10 AM 08

Trips On Selected Stops

"~
O Trip ID Stop Home Stop NeedUsed Last Mame
O 35223 STOP(84) s Mo | §

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.

= & Routing

Data Management

& Students

tE Stops

S Runs

2. Navigate to the “Saved Group Creator” Window
Click on the Search Tab and the Search Tray will appear. Add the “Students Group” filter to the
search tray.
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Search

M IE)

Entity Students iy Selected Students
’SJ ( llIColumns | ke 5] McLean | Il Columns | X Clear | + Create group
. i Atlanta Last... First Name District ID Add
Results 1 Page
O Last.. FirstName DistrictiD  Addr Masonulty
Lincoln
handlerville =4 o
78 Petersburg Mt Pulaski
D by = laski
123)
ginia Athens —williamsville 121 g
Ashland Sherman @
@ Riverton @ D
51
Springfield Cj
anville 5 ® ol
Chatham No Rows To Show
No Rows To Show
Mowea
Auburm — Pawnee
@) ﬁ Taylorville
Virden Assumptic
Girard @)
o &
R d
o AL Nokomis
Carlinville @ +
m
Map Litchfield Hillsbera -
Gillespie A
4 4 Go gle Keyboard shortcuts  Map data 2024 Google | Terms  Report a map ermor 4 4

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

Search 1’@

° Filters BB
*

SPED L I |

Selecting ‘Search’ will populate all SPED students within the left-hand Data Panel of the window.
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M staresuc @ (<)l 2 3 4 5 6 7 8 > » 13pages [Q JEFFERSON PARK i s z
LastName = FirstName = Eligibi... * 1= Itin... = Ho... = Exc...= | : ® = AP
ADAMS Biigible X x x agyson s e
r ic Pae - ranaim Linco
BATTEE Eligible X x x O e el Presidential Library:
BECK Eligible x x x a8
,g, W Washington St
BLACK Eligible x 5 x 7 ] linois sr;re@
BROCKE Eligible x x x § E HISTORIC Capitol Building i
- 5 H WEST-SIDE 2
BROOKE Eligible X X X gfield Lanes b > )
BROWN Eligible x x x )
BROWNL Eligble X x x &5 R wLarence pve TGERE oLD ¢
o VINEGAR HILL
DONALD Eligible X v x @ OAKS AT
FALLER Eligbe X v x Washington F:jarkr?l SOULEVARD . 1
Botanical Garden['W< ; o &
GREGORY Eligible X X X -y Wasphamflon 2 £
Il w [}
S \."\\b -
JAIMES Eligible 28 28 L3 & old JackeS™ S Grand Ave W S Grand Ave W
JOHNSON Eligible X x x 2
JOHNSON Sligible X X X COUNTRY CLUB 3 z A SHINGION GRAND CENTRAL
JONES Eligible x x X 5 W Laurel 5t .
J z Springf
JONES Eligible X x x A v
W, =1 @
KINCADE Eligible X x x daurel 5t g 2 washst
e ElioiDie x x x [©) 2 Leland Grove s z
KING Eligible x X X Greenbriar Dt e Outer Park pr L i
KING-JO. Eligibie P P x "
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.

Lincoln Monmmmo i; NORTHGATE .
« <@ > » 1pose  [Q Association z m ([ School - Grade - Program (o Override Eiigibility ] [ Clear_) (= Delete )
\e = FirstName = Eligibl...? 1= Itin... = Ho... = Exe..= e LCOLN R - a @ DistrictiD  Last Name First Name Address Home|

Eligble X v x : NowgiE Gradiview I 1408124  JONES %

Eigible X x x ENOS PARK : @ . 140590  VALICO x

mooe  x v x gy I :

Eligible x v x W R egee 8 L@ 1391571 FALLER v

Eigble X x x a Pt o o 1395751 PERKINS v

Eigible X ) x oL [ N 1357568 POLK v

Eigble X 7 x WEMESpe 1368245 BLACK v
Outofarea X v x 5 § - OLOARISTOCRACY S @ B 1405110  DONALDSON )
Outofarea X x x washington @ ok 006 JAITH v

Select all

\
District ID
1408124
1405960
14021786
1391571
1395751
1357368
1388245
1405110
1370062

BEEEEBEEE

group

the students within the Workspace Panel.

Selected Students ~

[« school - Grade - Program (< Override Eligibility ] [~ Clear ) (_— Delete ) ("= Deactivate )

Last Name First Name Address Home... Exclu... Nc
JONES X X
VALICO
BROWN
FALLER
PERKINS
POLK
BLACK
DONALDSON
SMITH

~

[4

L8 4L L L X X
X X X X X X X X
¥ W ¥ X ¥ ¥ £

. Select the save button within the field to save the group.

Select the “Create Group” tool to populate a drop-down field where the user can name the new
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Selected Students

=11 [ = School - Grade - Program ][ = Override Eligibility ][ ¥ Clear ][ — Delete ][ — Deactivate ]
| = Address I dame First Name Address Home... Exclu... Nc
x x w

[ = Rematch Address ]

Lo

Export
N

@ (e]Z] 2]

X X
X x

T v X %

= H@m Col

. 1388245  BLACK v X b

1405110 DOMNALDSON W x *

1370062 SMITH W x x

¢ 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.

E % QOUth » Data Management » Students

Search | Y] -+
J—

> » 5ol

} = Ho... = Ex

| o Ma.  x b

LI J N ° n X X

X b

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

Home

/i Education Logistics, Inc.

6. Tools
Navigate into the Tools application, and select the Student Utilities Module.
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= ¥ Tools

Utilities

Tools ___
2 Student Utilities

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.

— ¥ Tools » utiites » Student Utilities

Search Q|
- 5
3 = Ho.,
=
+ 0 @ (o

R < - - ]S

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

9 Results K <[ > » 1 Page

[2) LastName = First Name = Address =

BLACK

BROWN

DONALD...

FALLER

JONES

PERKINS

POLK

SMITH

VALICO

XA Un ¢F

X X X X X x X X x5

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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Selected Students

=f Stop Duration =f Rollover Grades = Eligibility =f Find Service

Last Name First Name District ID Address Itin... Ho... Exc... No Eligibility
BLACK X \/ X X Eligible
BROWN X X X v Eligible
DONALD... X v X X Eligible
FALLER x v x X Eligible
JONES X X X v Eligible
PERKINS x v x X Eligible
POLK X v X X Eligible
SMITH X v X X Qut of area
VALICO X X x g Qut of area

Selected Students

=f Stop Duration = Rollover Grades =f Eligibility = Find Service

< Deactivate Students e District ID Address Itin... Ho... Exc... No-... Eligibility
< U - . 160055 . ® ' * x Eligible
N 1609 EM._. x x * " Eligible
= Rematch Addresses o
N M7TN1E. X ~ x x Eligible
T0W LA... x ~ x x Eligible
| 3408 56.. x x x ~ Eligible
«f Distance To School 132051... x v x X Eligible
«f Distance To Stops = v x X Eligible
* \/ 4 x Qut of area
= Fill UDFs
2256ER... ® b4 4 b Qut of area
X Clear
& Export
11l Columns

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

Batch Change Home Stop X

® Add home stop O Remove home stop
| Cancel | () Save

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

Batch operation successfully
started

v

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



Batch Operations Available ~

Created time
1/2124, 5:00

+
PM

Type

Change Home Stop

Status
Completed

Result

Warning

| [Il Columns |

Download

Selecting the download button of the recent operation will populate a csv file where the user can
review the batch operation in further detail.

REY eab23494. C
REY eab23494-C
RE) eab23494-C
1[5 eab23494- C

OMPLETED
OMPLETED
OMPLETED
OMPLETED

Creation daTask statu Student's Description

2024-10-0315UCCESS
2024-10-0315UCCESS
2024-10-0315UCCESS
2024-10-0315UCCESS
2024-10-0315UCCESS
2024-10-0315UCCESS
2024-10-0315UCCESS
2024-10-0315UCCESS
2024-10-0315UCCESS
2024-10-0315UCCESS
2024-10-0315UCCESS
2024-10-0315UCCESS
2024-10-0315UCCESS
2024-10-0315UCCESS
2024-10-0315UCCESS

Message

Successfully updated student home stop
Successfully updated student home stop
Successfully updated student home stop
Successfully updated student home stop
Successfully updated student home stop
Successfully updated student home stop
Successfully updated student home stop
Successfully updated student home stop
Successfully updated student home stop
Successfully updated student home stop
Successfully updated student home stop
Successfully updated student home stop
Successfully updated student home stop
Successfully updated student home stop
Successfully updated student home stop

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.

= & Routing

Data Management

& Students

& Stops

o Runs

2. Select Student

Select a Student from the Data Panel with an “In walking distance” eligibility.
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— % QOUHﬁg » Data Management » Students

o opn oo | ST [T + v

M6Results &€ € 4 2 3 4 5 6 7 8 > » 18 Pages
| | DistrictlD = LastN... T 1= FirstName = Eligibility

1405312 ABRAMS. .. In walking distance
1407635 ACKER_01 Eligible
1371382 ADAMS Eligible
1408358 ADANMS JR Eligible

Path To Location
Click the Path to Location button

Student

‘m”m"m ## Create Concurrent
First Name * Last Name * Middle Name -
ABRAMS
Suffix Nickname Date Of Birth
&
District ID Government ID Edulog ID
10911

School - Grade - Program *

01- -05-DFLT # [Jspebnep
Sariar Address Mutti

F v 2

Unrestricted Walk Travel
Display the Unrestricted Walk Travel Mode
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Path To Location x

Walk Path Data for the student : Travel mode: Unrestricted Walk O Walk O Drive
Destination T... = Co... Tl'ip ID Frequency To Or From = Travel Mode = Time Destination = Location Type Tl'ip Status Hazard Distance Engine 2
STOP l 37386 MTWUF From School Unrestricted Walk - 5 ASSIGNED s 121 mi NOS
SCHOOL l - MTWUF - Unrestricted Walk - GPS = = 0.88 mi NOS
H 3 noRd 3 e
I I Pal B g A
& s . 2 z z
lllinois S[aM-Q = g ’ ]
. Military Museum 2 2 7]
Stone
YOUNGSTON / REVE‘U“UHQ Teynt @ g er i LINCOLN PARK
Worship Cent
HOLIDAY HILLS orship Center 4 z ;
e, o, 2
> Y Lanphier Higt
@ o :
g E
§ N Grand Ave W N Grand Ave £ N
& Voting Ldcation L e e e
; g /'s H
Jacksonville & 5 3 H1
(4" “Branch g L 2 =z 3
B
! %,
o 2
o
Sy ENOS PARK
g i o=
2 Brenda Ct Brougy, bl OAK RIDGE ED
W Enos Ave 1| ¢ é z Springfield
ook JEFFERSON PARK & il g = Memorial Hospital -
00918 n g TS < W Mllat B Keyboard shortcuts  Map data ©2024  Terms
Cancel

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

= & Routing

Data Management

& Students

tE Stops

o Runs

2. Filter Search
e Search for Students using the Search Tray.
¢ Include Filter for Trip Assignment Status
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o Filter for Unassigned or Partially Assigned Status
Search

Last MName s X

3. Select Student
Select student in the Data Panel.

’a_] | 4 UDFs | | 11l Columns |
821Resuits &< < 1 2 3 4 5 6 7 8 > X 42 Pages
| | DistrictlD = Last Name = FirstName = Eligibility =}
1397679 ABDELG... No Postings
1267248 ABDUL-R... Eligible
1406717 ABITOGU... Out of area
1405312 ABRAMS. .. Eligible
1393626 ACKELS. .. Qut of area
1407635 ACKER_01 Eligible

4. Navigate To Operative Itinerary

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

—_ = . ’ .
= & Roufing » Data Management » Students Active Data Area: plan 2
Q = 0pen Tosk  NEEUTSINNTIRTNNN -+ Add New 3 Student ~
g e
resus [@ €[l 2 3 4 567 0> » aeme (g 2y — Friondly St E [ Concel ) [_—Deactivate — Path To Location
DistrictID = LastName = FirstName = Eligibility =y @ i
=
1397679 ABDELG... No Postings Transportation Requests & Hinerary n
1267248 ABDULR.. Eligible —  WCahumns |8 Seaing Asignment )( D Bel T )| Fare (@ Concuroncy ]
1406717 ABITOGU. .. Out of area ‘ Jl[Cokmms; ‘ LI B Corcinreicy,
1405312 ABRAMS.. s g||mP  Freuncy  stas  Fing senvice School Mode Override
| a9 NS T — €l Paso Dr 1 Paso Dr EIPaso Dr ElPaso Dr O 43.. MTWUF FINAL E TOFARVIE..  SchoolBus (ST
N =}
1407635 ACKER_01 Eligible g O 42.. MTWUF FINAL - TO:LANPHIE..  NoTrans .
| 1306908 ACKMAN... Eligible s . D
1330880 ACOSTA Eligible
1990108 AcosTA ey Operative ltinerary : EEITEE Sop Descriptions
. igible
TRID: 43839
1368273 ACRES JR Eligible T I Delta Dawn Dr
1405137 ACREY Eligible T
1371392 ADAMS Eligible INASSIONED o8
HIES QDM EIE 2 ’ No stop service found. 230AM
1408499 ADAMS Eligible 2 P { A =1
1396864 ADEKOL. . Eligible 2
S RS = o T Castings Rd 62707 MTWUF Stop Location (4 AVE 62702
1407695 ADU Eligible TRID: 43830
1407574 AlSSA Eligible
1407769 AlSSA Eligible - StopID &
1397583 AKERS Out of area UNASSIGNED
Anchor Rd Anchor Rd 3:00 PM No stop service found.
d Anchor Rd nchor .
= Py S H
AVE ,62702 Stop Location @ MTWUF 62707
o3

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

UNASSIGNED
Mo stop service found.
1

)

e Start typing -the Stop ID within the box. You can either enter the full Stop ID, or Select from the
Drop Down.

x

01.004

— 01.006 "
01.01
01.0100

01.012
~ED

Mo stop service foun

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.

01

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

PARTIAL ASSIGNMENT: &

Stop 10: 01.004
|

e Wi

1800 WESTCHESTER BLVD &

. 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.

Stop ID &

UNASSIGNED
Mo stop service found.
1

i

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.

Stop 1D 5

UNASSIGNED
Mo stop senvice found.

P ]

423 =
4231 YUCRN DR 62

4231 SCHOONER DR

B

423 E KEYS AVE ,62;m
3] an

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

PARTIAL ASSIGNMENT: &4

Stop ID: 12.644
1

Ly )

4231 YUCAN DR ,627T11 &

7. Update Stop Using Stop Description
First, you will need to toggle the Operative ltinerary, 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.

e Click on the pencil next to Stop Description.

Stop ID &£

UNASSIGNED
Mo stop service found.

e ¥

Stop Description

Start typing and the drop down will include addresses that include descriptions:
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Operative Itinerary:

[Slop (=LY Stop Descriptions

Unassign Stops
Here’s how:

1. Students in Data Management

TR ID: 40043 Route:
Run
15
. Mo stop service found 8:00AM
a A e
1737 W ILES AVE MTWUF W ILES AVE &| JEFFERSON ELEMENTARY
TR ID: 40043 Frequ W ILES AVE & LEONARD ST (BLUE HOUSE] Vehicle®: Vehicle Name:
15 W ILES AVE & N ST ST (CITY TRANSIT STOP) UNASSIGNED
2:30 PM W ILES AVE & FREMONT DR (AFTER ROUNDABOUT stop service found.
NEAR TARGET . Al & ﬁ

Navigate to the Students Module within Data Management

= & Routing

Data Management

& Students

1l Stops

" Runs

2. Filter Search

e Search for Students using the Search Tray.
¢ Include Filter for Trip Assignment Status

o Filter for Assigned Status
Search

© Filters

Last Name

“»
X

[ 2]
(-]
al

L 12
X

Trip Assigned Status

3. Select Student
Select student in the Data Panel.
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6| | 4 UDFs | | 11l Columns |
ﬁ321 Results €€ € B 2 3 4 5 6 7 8 » » 42 Pages
DistrictID = Last Name = First Name = Eligibility =

1397679 ABDELG... No Postings

1267248 ABDUL-R... Eligible

1406717 ABITOGU. .. Cut of area

1405312 ABRAMS ... Eligible

1393626 ACKELS... Out of area

1407635 ACKER_01 Eligible

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

f— h pOUT‘Ihg » Data Management » Students Active Data Area: plang
E| #Open Task  JIEJUCSMINNTIETNNN -+ Add New 2 Student Py
. g ——
s2tResuts [ (€l 2 3 4 5 6 7 8> » wraes [q ‘25, Friendly St Friendly St [ cancel \ — Path To Location
' DistrictID = LastName = FirstName = Eligibility =1 N ‘ y
1397679 ABDELG. . No Postings Transportation Requests & ltinerary ~
| 127218 ABDULR... Eligible R
1206717 ABITOGU. outof area [ mcoumns || & Fure |{_ = Concurrency
05312 T Elgibie TRID Frequency  Status  Find Service School Mode Override
Paere) ATES e — El Paso Dr El Paso Dr El Paso Dr €l Paso Dr O 43..  MTWUF FINAL - TO: FAIRVIE. . School Bus m =
o
1407635 ACKER_01 Eligible & 0O 42.. MTWUF FINAL o TO! LANPHIE. No Trans. =
1396998 ACKMAN... Eligible ° . R
1390680 ACOSTA Eligible o
ED CEER o Operative Itinerary : Stop Locations. Stop Descriptions
B igible
TR ID: 43839
1368273 ACRES JR Eligible T Delta Dawn Dr Delta Dawn Dr
1405137 ACREY Eligible T
1371392 ADAMS Eligible UNASSIGNED o8
I aDANE) e 2 ’ No stop service found. 8:30 AM
El N
1408499 ADAMS Eligible 2 @ S Ak ==
1396664 ADEKOL... Eligible 2
1396793 ADKISSON Eligible Castings Rd Castings Rd Castings Rd 62107 MTWUF S LET AVE 62702
1407695 ADU Eligible p—
1407574 AISSA Eligible
1407769 AISSA Eligible 0 StopID £
1397583 AKERS Out of area UNASSIGNED
d Anchor Rd Anchor Rd Anchor Rd o0 Fm o stop servce found. "
o B N y @®
AVE 62102 stop Location MTWUF 62707
2

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

23.07T1

729 AM

,

¢ 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”

X

Unassign
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Stop ID 4

UNASSIGNED
Mo stop service found.
1

Stop Description

e 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.

Symbol/Symbol Example for Field Definition of Search

RESEUEL Placement: Last Name: Query Example:

Query for all students who

have a last name starting
OR - ABRAHAMALBERT with ABRAHAM or a last

name starting with ALBERT.

The AND operation is only

used in between fields (like

in first name = Maria AND
last name = Albert)

AND N/A N/A

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

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

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

Query for all students who

DOES NOT CONTAIN B IALBERT have a last name that does
not start with the string

ALBERT.
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Query for all students who
have a last name that

EQUALS - “ABRAHAM” .
exactly matches the string
ABRAHAM.
Oberation Symbol/Symbol Example for Field Definition of Search
P Placement: Phone Number: Query Example:
Query for all students
NON-EMPTY N N whgse Phone Number
field is non-empty
(contains data).
Query for all students
EMPTY I+ I+ Yvho§e Phone Numper
field is empty (contains
no data).
+ +001 Query for all students
whose Phone Number
CONTAINS + SIGN _+ 5+5 field contains:
+001/5+5/001+
_+ 001+
Numeric Fields:
. Symbol/Symbol Example for (Street) Definition of Search
Operation
Placement: Number: Query Example:
Query for all students
GREATER THAN > >200 who have a street
number greater than
200.
Query for all students
LESS THAN < <400 who have a street

number lower than 400.
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