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PURPOSE OF THIS GUIDE

The Bell Time Run Masters Resource Guide will provide you with explanations of the basic tools within Athena,
walk you through the procedure of updating stops on runs and assigning student trips for a school or bell time.
Additionally, this guide will 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 BELL TIME RUN MASTERS INTRODUCTION

The Bell Times Run Masters Layer encompasses the process of building and polishing a schools Runs/Bell
Times. Within the Bell Time Trips Guide you were walked through the process of assigning student Trips to

Stops. In the Run Masters Layer, you will be associating the stop requests you built within the Trips Layer to
established runs.

The Run Masters Layer embodies all the tools necessary for the development and upkeep of districts schools
and bell times. This is exemplified in the available workflows meant to aid in the building of new runs for a
school or bell time, and the ability to mass unassign stops from runs as well as delete runs when necessary.
The Bell Time module, and in extension the Run Masters Layer, is a one-stop shop for all tools relevant to run
and route management in Athena.

ATHENA STUDENT MAP ASSET KEY

Symbol Explanation Symbol Explanation

(®)} Turn Preview Window ON/OFF Opt ‘% Resequence Selected Run

@| Query Stop Locations @U Create New Transfer Location

‘@U Create New Stop Location x: Manage Transfer Staging

Runs ‘@‘ gzﬁssign All Stops from Selected | Add Selected Run to Transfer Location
%‘ Create New RuUn = Egcn;i\éﬁ Selected Run from Transfer
7@" Delete Selected Run 4 Tweak Transfer Bell Times

NAVIGATING THE BELL TIME RUN MASTERS MODULE

1. Sign In:
You will first come to the Sign In page where you will enter your Username (email) and Password.
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2. Athena Portal Home Page:
You will be brought to the Athena Portal Home Page; at the bottom of this screen are the Athena

applications.

f*" Education Logistics, Inc edulog.com

Dispatch

3. Routing Management:
Select the owl icon to enter the Routing Management application.

4
Roufing

Management

3.1.Route Planning Operations:
Navigate to “Bell Time” under Route Planning Operations. This module will not display any
data until a task is created.

Route Planning Operations

§1 Trps

§° Runs

._ Bell Time

«}» Routes




4. Creating a Task:
Hover over the “+” sign in the lower left of the module and craft an identifiable name for your
task—select Create.

= If you do not create a task the system will create one for you and record a timestamp.
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5. Augment Context:
The Augment Context window will automatically populate following the creation of a task. In this
window, choose your School and Bell Times in either the School or Cluster drop down.
» Additionally, within this window users can opt to view individual runs in a selected Bell Time
or Cluster, by enabling the “Choose Subset” button within the “Runs to Load” section.

Augment BellTime Context
| =3
! (=] with Bell Times from a School With Bell Times from a Cluster
|
Schoo Cluster
Bell Times for Chosen Schoo School/Bell Times in Chosen Cluster
@ School Type Bell Time
@ SBE ARRINVAL 9:00 AM
| @ SBE DEPART 3:50 PM
| Runs To Load: All None [®] Choose Subset
] RunID Description
@ 062 ]
O 082 -
| 0 0820 -
| Q 102 1
| I 722 I
0 142 —
Q taz — -

Stops To Load: (=] All Stop Reguests None

Trips To Load: [®) All Unassigned None

When you have completed your search augmentation, select “OK” in the top right of the window;
the Bell Time information for your school will populate in the Data Panel.



6. Bell Time View:
The school and selected Bell Time will appear in the Data Panel; select the bell time by checking
the box to the left. Once selected, all Runs and Stops for that School and Bell Time will load in the
Data Panel.

Bell Time Views

005 - 9:30 AM, SALEM MIDDDLE

Run 1D Route Frequenciez Description Type
O oos.100 MTWUF G555 SALM 086 B KELLEY-GLEN... TO_SCHOOL =~
O oo5.110 152 MTWUF &:50 SALM 152 EWALKER -CRO...  TO_SCHOOL
O oo0s.250 531 MTWUF 350 SALM 531 K MCLOUGHLIN ... TO_SCHOOL
O 005260 218 MTWUF 5:55 SALM 218 M HUSBY-GLEM. .. TO_SCHOOL
O 005300 205 MTWUF 5:55 SALM 205 J TAN -WYNDAM. .. TO_SCHOOL
O o0s5.350 unassi... MTWUF 340 SALM 064 5 WOODRUFF-G... TO_SCHOOL
O o0s5350-C MTWUF COPY - 8:40 SALM 064 5 WOOD. .. TO_SCHOOL
O 005.350-C-C MTWUF COPY - §:40 SALM 084 5WOOCD... TO_SCHOOL
O o0s.450 054 MTWUF G40 SALM 054 L KREBS -GLEM. .. TO_SCHOOL
O o05.460 286 MTWUF 900 SALM 266 B SVANSSON -B... TO_SCHOOL
O 005.500 1M MTWUF &:50 SALM 311 L LAMBERT-SAL... TO_SCHOOL
4 4
Stops
56 3 56 B B
Stop ID Type Run 1D School(z) Bell Times Frequencies Load
O STEVESTOP1 s 005.100 0 —
O STEVESTOPZ L 005.100 0
O 12RHS_TEST 5 005.100 005 930 AM MTWUF 1
O sToP(78) 5 005.100 0
O csTOP{D9) s 005.100 005 9:30 AM MTWUF 1
O sTOR{159) 5 005.100 0
O JMMYMEUTRON 5 005.100 o0s 930 AM TWUFFMT... 10
O sTOP(138) L 005.100 o0s 9:30 AM TWF 1
O g31.02s 5 005.100 005 930 AM TUF MW, MT... 3
O =ToP(140) 5 005.100 o0s 230 AM MTWUF 1
O sTOP(152) s 005.100 005 9:30 AM MTWUFTW.... 4

s
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.School Location Displayed:
Upon the selection of a Bell Time within the Bell Time Views card, the school location will
populate graphically on the map.



Bell Time Views

Cluster Select O Augment Context

School Name Type Bell Time
11 Airport School ARRIVAL 8:00 AM DFLT @
I
Airport Commerce Parko
A [ 9 (
7. Layers:

Above the map panel, you will have the ability to choose which layer you want to work with, or
toggle between multiple.

Layers: Trips (@ Run Masters Run Covers

» Trips: Student Trips from the Trips Module.
» Run Masters: Master Runs from the Runs Module.
» Run Covers: Run Frequencies from the Runs Module.

8. Run Masters:
When selecting the Run Masters Layer, runs and stops will be listed in the Data Panel.

= & Routing » Route Planning Operations » Bell Time » Task: ABbelftimeTest Active Data Area:plan O
Layers: _(: Trips_(® Run Masters ) Run Govers
Sei e views 0 BT e E TR R ) )
40 AM, CENTRAL PARK ELEMENTARY 5| o Renio Route requencies  Le: MaxLload  Max.
o oW WU 2 o 0s
® = Wss2 MTWU 1 [ o
= DO Ws2 MTWUF 1 o 0
3 j
Stops On Selected Runs
a 12 WTwur “''0 munip swopin Schooi(s) BenTmes  Frequencies  PID)
a 43 MTWUF
| M MTWUF
@ M5z MTWUF No D
D T T (D TN g
stopiD wpe  RuniD senoolfs) Bell Tmes  Freque ® Students On Selected Stops
0 s 3 ==
O 12256 (=73 Last Name. First Name stop Frequency
0O 12255 1] 601
o 12252
O 6016 s 0. -
&
ERT 501
ERIE w01
o s s 01

8.1.Run Display in Map Panel:
When selecting runs in the Data Panel, the user will be able to view the crows view of the run,
as well as the run path simultaneously.
» Crows View:
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> Run Path:

By first selecting the run in the Run Covers layer and enabling the paths view, the user will
be able to see the selected run’s path within the Run Masters layer.

= == A
%& ; “
O — - > AR, ¥
— .

You can select all, clear all, or independently select stops by using the buttons at the top of
each card in the Data Panel.

o T ] cier ] locie ] ot o ] mcoums

8.2.Workspace Panel:

When selecting a run in the data panel, the information about that run will display in the
workspace panel on the right. There are 3 cards of run information:

1. Runsin Play card
2. Stops On Selected Runs card
3. Students On Selected Stops card

10



Runs In Play iv ~
et soorimes ]
d

Run ID NeedEnbl  NeedUsed Vehicle Route Frequencies Riders Loa Max Load
N 095.018 No No MTWUF 16 16 60
‘ »
Cancel m NeedEnbl v
Stops On Selected Runs

£ RunlID #H# NeedUsed Stop ID School(s) Bell Times Frequencies Status PID Loadag
09.018 1 No # 09122 09 8:00 AM MTWUF STA 3 SiA
J 09.018 2 No i 03.061 STA 0 S
J 09.018 3 No i 03.060 STA 0 E
J 09.018 4 No # 03.059 STA 0 S
O 09.018 5 No # 09.126 09 8:00 AM MTWUF STA 3 S
J 09.018 6 No # 03.067 STA 0 E
J 09.018 7 No # 03.106 09 8:00 AM MTWUF STA 1 N
J 09.018 8 No # 03.105 STA 0 S
O 09.018 9 No # 03.104 09 8:00 AM MTWUF STA 4 F
J 09.018 10 No # 03.084 STA 0 F
J 09.018 1 No # 03.083 09 8:00 AM MTWUF STA 5 B
Rsane an e : MmN Ao a.nn ase naTan e ar o

Students On Selected Stops PN

aoo

] TripID NeedUsed Last Name First Name Stop Home Stop  Excl Stop Frequency
0O 8827 No 09.122 No No MTWUF
J 10089 No 09.122 No No MTWUF
0O 11151 No 09.122 No No MTWUF

Scroll to the right to view additional student information, like District ID, Edulog ID, and School

for example.

9. Expand and Collapse Cards

First Name

Students On Selected Stops

District ID Stop Home Stop  Excl Stop
03.052 No No
03.052 No No
09.122 No No
09.122 No No
09.122 No No
03.052 No No

Frequency
MTWUF
MTWUF
MTWUF
MTWUF
MTWUF
MTWUF

Edulog ID
8193
12413
10040
12932
1154
4525

School
09
09
09
09
09
09

11



e Up Arrow: Fully collapse card above.

e« Double Arrow: Fully collapse card above and below.
o Down Arrow: Fully collapse cards below.

e« Double Box: Reset cards.

10.Tools:
When toggling between the Bell Time Layers, be aware the tools offered in each layer are
different. The tools within the Run Masters Layer work the same as the tools in the Runs Module,
with the addition of Transfer tools (Xfrs)—Transfers are only available within Bell Time.

Layers: Trips (@ Run Masters Run Covers

For more information on Transfers, please reference the Athena Transfers Resource Guide.

11.Save:
Navigate to the lower left of your screen, and hover over the task tab. A window will populate;
select “Save” to retain your work in the Athena system; select “Close” if you do not need to save
your work in this task.

training
B e

Upon selecting “Save”, a confirmation window will appear; select “yes” to store the task in the
database.

Confirm the Save
About to store the task to the Athena DB --
Continue?

Yes m

12



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:

» Move Stop Service to Another Run
Add Stop Request to a Run
Assign a Stop Location to a Run
Create a New Run

Divide Stop and Assign to Run

YV V V V

1. Move Stop Service to Another Run
You are a bus driver for the district, and have worked to help build the runs for the upcoming
school year. Upon review of one of the runs you are responsible for—KES 102—you realize that
one of the stops would be more efficiently serviced on KES 101, so you need to move this stop
from your run, and assign it to the other.

Here’s How:

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

‘ FEE T -

Sign in to the Edulog Portal
training@edulog.com

¥

EDULOG &

2. Athena Portal Home Page:
You will be brought to the Athena Portal Home Page; at the bottom of this screen are the Athena

applications.

3. Routing Management:
Select the owl icon to enter the Routing Management application.

13



4
Routing
Management

Route Planning Operations:
Navigate to “Bell Time” under Route Planning Operations.

Route Planning Operations

#7 Trips
1-&-. Routes
= @ Routing » Route Planning Operations » Bell Time » Task: None Selected ~ Active Data Area: plan &
I e o s e T—
it [0 v (GG [ovore [G3] + R 0w [0 [ Columns }
Q [“:,| 0O stopid NeedUsed Type Run |
&) : |
b
|
@
No Data ®
‘@[
a0
= = .
Acushnet No Data
= @ oo
Trip ID NeedUsed = Last Name s
> New Bedford { »
— Y Trips On Selected Stops A
§ ’ oasuols O mpiD NeedUsed Last Name
38 st
&
v 32
5 @
[ A ] =3 i
Stop ID NeedUsed = Type ER o
No Data
No Data

Note: This module will not display any data until a task is created.

Creating a Task:
Hover over the “+” sign in the lower left of the module and craft an identifiable name for your
task—select Create.

= If you do not create a task the system will create one for you and record a timestamp.



6. Augment Context:

The Augment Context window will automatically populate following the creation of a task. In this
window, choose your School and Bell Times in either the School or Cluster drop down.

= Additionally, select the “Runs to Load”, “Stops to Load”, and “Trips to Load”—the
system will default to ALL.

Augment Context

(=) With Bell Times from a School With Bell Times from a Cluster
School Cluster
KES - KENNEDY ELEMENTARY

Bell Times for Chosen School School/Bell Times in Chosen Cluster
-] School Type Bell Time O s

& U Schoo Type Bell Time
@ KES ARRIVAL 8:45 AM
O KES ARRIVAL 12:45 PM
O KES DEPART 11:45 AM
O KES DEPART 3:45 PM
Runs To Load: (=] All None Choose Subset

Stops To Load: (=] All Stop Requests None

Trips To Load: [(®]) All Unassigned None

When you have completed your search augmentation, select “OK” in the top right of the window;
the Bell Time information for your school will populate in the Data Panel.

7. Layers:
Navigate to the “Run Masters” Layer.

Layers: Trips (@ Run Masters Run Covers

7.1.Bell Time Views:

Select the School and Bell Time in the Data Panel, once selected, the Bell Time, and all the
runs for that school and Bell Time will load below.

15



Bell Time Views ~
Cluster SelectO | Augment Context
KES - 8:45 AM, KENNEDY ELEMENTARY

Select the Runs in the Data Panel; to select the stops for the Runs, use the “Sel Stops” button
at the top of the “Runs” card.

Runs o~ |
e Se' stops | mColumns ]

RunID NeedEnbl NeedUsed Vehicle Route Frequenci
Il KES 101 No No KESR...  MTWUF
B KES.102 No No MTWUF

O KES.103 No No MTWUF

Once you have selected the Runs and the “Sel Stops”, the data will populate graphically on
the Map Panel.
z = ——® —
(O — Gey [

CountyRdBE

County Rd BE County Rd B E

15 usyibug
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15 apealy

15 UoLIABP3

Frost Ave /
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\ A
pL 3 A ‘tk A N j
AN

- ¢ !
e E | Ke) 2 | Larpenteur Av
% *7: o \""«(., \
3 P;l\alen
3 & | 3
5 < Regional Park: (% 2 FROST L/

i~ PhaleniBeach House

Arli
Arlingl;:I E 9’ i
Arkwrigh

Johnson Senior;,

.ﬁm
do,
N\

15 uslibul

10219483

15 ysibul

g %f;ng:?k H High Schcol/ E;%% EAST PHALE
H @ 4, %
g | 2 # 2
i < Ll b
3rook | -~ W/
5 ; PAYNE * EN M
tuary. ) L

Select the stop you want to unassign, and select the “Unassign Tool”; the stop will be
unassigned and turn yellow.

E]
\\ 2
v
LI /] St. Je
’Ir""’ = \ ‘ | \ o
4 | [ 1 = ~
Summer L
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catnolic thurch 'y

1S ueoy!

Assign the stop to a new run using the drag and drop method—hold down the “Ctrl” key,
left click on your mouse holding it down, and swipe over the run and drag it to the stop. Let
go of your mouse click and it will assign.

Id u

St Jeromes 6
Catholic Church

S

St. Jerome Sch

<
(2]
/Y =
@®©
SummerLn
1 ~
2

1S Ueo|s

2. Add Stop Request to a Run

A new student has moved into your district, and has populated within Athena as a Stop Request—
they need to be assigned to KES 101. Stop Requests are not yet assigned to a run, but have
students assigned to the stop; these requests will display on the map in yellow.

Here’s How:

1. Navigate to the Bell Time in Route Planning Operations.

17



Route Planning Operations

A Bell Time

h}h Routes

2. Toggle to the Run Masters Layer.

Layers: Trips (@ Run Masters Run Covers

3. Hover over the “+” sign in the lower left of the module and craft an identifiable name for your
task—select Create.

The Augment Context window will automatically populate following the creation of a task. In this
window, choose your School and Bell Times in either the School or Cluster drop down.

Augment Context
Cancel m

(=) with Bell Times from a School With Bell Times from a Cluster
School Cluster

KES — KENNEDY ELEMENTARY v v
Bell Times for Chosen School School/Bell Times in Chosen Cluster
& School Type Bell Time ] Schoo Type Bell Time

KES ARRIVAL 8:45 AM

O KES ARRIVAL 12:45 PM

O KES DEPART 11:45 AM

O KES DEPART 3:45 PM

Runs To Load: (=] All None Choose Subset

Stops To Load: (=) All Stop Requests None

Trips To Load: [®] All Unassigned None



4. Bell Time Views:

Select the School and Bell Time in the Data Panel, once selected, the Bell Time, and all the runs

for that school and Bell Time will load below.

Bell Time Views A

Cluster SelectO Augment Context

KES - 8:45 AM, KENNEDY ELEMENTARY

Select the Runs in the Data Panel; to select the stops for the Runs, use the “Sel Stops” button at

the top of the “Runs” card.

D 0 3 5 WCms

(2] RunID NeedEnbl = NeedUsed = Vehicle Route Frequen|
' @ EKES.101 No No KESR...  MTWUI|
| O KES.102 No No MTWUI|

O KES.103 No No MTWUI|

Stop Requests will populate on the Map in yellow.

Layers: (  Trips (@ RunMasters = Run Covers
[Ed-' (o ]stors (@@ + [Ra][Runs [@]73] 78] 0rt 73] ® 36 X1 BT/ @0 @]
(]

— Roseville Area \Harvest Parl
Middle School

GO
o j
County RABE

(&
®
o | d

IyRABE County Rd 8 € County Rd B €

L
&
o o z 4 j
o g 2
7 /
3
3 >
R Ave £ ® /‘ a Frost A /
& &
P
( = o ,
‘l
i
arpenteur Ave £ "
g y 3 N
& 3 & SN
§ S Phalen :
2 2 53] RegionallPark (% FROST LA
-~ Phalen'Beach House "
/ Ariiry
Avlmg!;:’ § '
A h g ;
3 0;}‘{/:395 k] Johnson Seniory, R
5 DogPark g High School/ S EAST PHALER
g 2 n Yol
3 t £ 53
2 2 ‘3.,;/
Trout:Brook e s /
D Nature PAYNE 3 EN Manyt

Select the stop you want to assign.
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Ave E

ve E

Drag the run to the stop by holding down the “Ctrl” key while holding your left mouse click; drag
the run to the stop and release your mouse click when you are on the Stop Request.

15 uolabpg

W Ave E

A confirmation window will appear; select proceed to confirm.

O Run Vehicle Frequency Load Duration  Distance O Run Vehicle Frequency Load Duration  Distance
O EKES.101 MTWUF 10 O EKES.101 MTWUF 14
0 —= MTWUF 10 29m34s  9.27 mi B — MTWUF 14 31m50s  9.85mi

Cancel Show Maps VvV

Once confirming the stop belongs on the run, the stop will turn blue and become a Stop Service.

'I' # 'é‘
I
I 2
'0

Ave E

3. Assign a Stop Location to a Run

You are working with the school district to finalize runs for the Spring term of the school year. The

workflow within your district is you create and assign Stop Locations to runs—Stops that do not

20



have students assigned to them—and your team will later directly assign students to these
established runs.

You have been tasked to assign additional Stop Locations to some of these established runs, as
you were notified that there are a lot of students in the area in need of transportation. To place
them on the map, you must search for them using the Query Stop Locations tool, before you are
able to begin the process of adding them to Runs.

Here’s How:

1. Hover over the “+” sign in the lower left of the module and craft an identifiable name for your
task—select Create.

2. The Augment Context window will automatically populate following the creation of a task. In this
window, choose your School and Bell Times in either the School or Cluster drop down.

Augment Context
Cancel m

(=) with Bell Times from a School With Bell Times from a Cluster
School Cluster

KES — KENNEDY ELEMENTARY v v
Bell Times for Chosen School School/Bell Times in Chosen Cluster
= School Type Bell Time [0 Schoo Type Bell Time

KES ARRIVAL 8:45 AM

O KES ARRIVAL 12:45 PM

O KES DEPART 11:45 AM

O KES DEPART 3:45 PM

Runs To Load: [E] All None Choose Subset

Stops To Load: (=] All Stop Requests None

Trips To Load: [®]) All Unassigned None

3. Bell Time Views:
Select the School and Bell Time in the Data Panel, once selected, the Bell Time, and all the runs
for that school and Bell Time will load below.

21



Bell Time Views A

Cluster SelectO | Augment Context

KES - 8:45 AM, KENNEDY ELEMENTARY

Select the Runs in the Data Panel; to select the stops for the Runs, use the “Sel Stops” button at
the top of the “Runs” card.

(o o) iCotumns
& RuniD NeedEnbl = NeedUsed = Vehicle Route Frequen
Il KES.101 No No KESR... MTWUI
0 KES.102 No No MTWUI
4. Toggle to the Run Masters Layer.
Layers: Trips (@ Run Masters Run Covers

5. Navigate to the Tool Bar located in the upper left corner of the Maps Panel; select the Query Stop
Locations Tool.

Edit o|Stops &
@E@ @|g| ID Filter | |

5.1. Select the Draw Circle Tool and draw the diameter on the map; left click where you want the
center of your circle, hold the click and move outward from the center; once you have drawn

your circle, release the click.
(o)

‘Wiheeler St

W Sugnet

& apavas

3] PIRLEAET

idl®nhd Wastewater

Treatment Plant B
1

Tovell
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Select the check mark to search.

v
A Query Stop Location window will open and show how many stops were found in the
radius.

Select “OK”, and all Stop Locations that were found will populate within the drawn circle.

N . @ er St
ﬁ%wﬁﬂ'oog. Tms

# %
. |y
Cog” &0 | N
W Sugnet i gy ____,-i @ H ' g
g ‘ @ E
E III * . . .
i fmi @ EAshman s |
| @@ g |
Dow ?ar@‘ns %’e,‘ .
RS S@ @ @ v
Midlagd < R
Hlldland Wastewate
g Treatment-Plan
e~ '

curte P40 55
Midland

I @ QT
Whitiay p, Towsley 2
{ L
%_' & Dike Park
5 Park Smithfield
Park §
rer Rd 2

Select your Stop on the Map.
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nd .«-&_‘

s
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Drag the run to the stop by holding down the “Ctrl” key while holding your left mouse click;
drag the run to the stop and release your mouse click when you are on the Stop Location.

eash == Family DentiStry Cottage Ave E Cottage AVe E
gark g = Johnson Semor Clear Ave E
i 3 Hig
vyaeE 2 3 vy AveE Farnsworth PreK-4
we 2 “““Lower Campu
Q‘d\‘\e‘ Hyacinth Ave E [
D Orange Ave E | Orange Ave E
E thorpe Ave E
Maryland AveE  PAYNE
z o @ =] - =
5 g ;‘2 % i a § | Rose Ave E
b——9 ||z 2 2[% LR ‘
r a Q Geranium Ave E < Geranium Ave E
3 h
A confirmation window will appear; verify the information and select proceed.

O Run Status Frequency Load Duration  Distance O Run Status Frequency Load Duration  Distance

O MlABTES.. STA MTWUF O ElABTES.. STA MTWUF
17m44s 599 mi 0 —= MTWUF ] 23m41s  688mi

Proceed Show Maps V¥V

The stop will be assigned to the run, and will turn from gray to blue indicating it transitioned
from a Stop Location to a Stop Service.

d B
g B
1)
o g
Ivy Ave E % 5 Ivy Ave E
W 7]
@\(\e‘ Hyacinth Ave E [
A2
Orange Ave E l | Orange Ave E
Hawthorne Ave E : ll Hawthorne Ave E
| I
\ Maryland AveE ~ PAYNE -
| @ @ ‘______s_- z
g o Y o =
= o ] a o l Rose Ave E
28 Zlim z & |
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4. Create a New Run

You are tasked to work with the bus drivers to help build out the Runs for the upcoming school
year. The workflow within your district is you create and assign Stop Locations to runs—Stops that
do not have students assigned to them—and will later directly assign students to these
established runs. For this task you will not only be creating a new Run, but will also need to query
the area for Stop Locations to assign to your new Run.

Here’s How:

1. Hover over the “+” sign in the lower left of the module and craft an identifiable name for your
task—select Create.

s
=

2. The Augment Context window will automatically populate following the creation of a task. In this
window, choose your School and Bell Times in either the School or Cluster drop down.

Augment Context

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

Schoo Cluster

= School Type Bell Time

& 73 ARRIVAL 7:55 AM

073 DEPART 2:40 PM
Runs To Load: (&) All None Choose Subset
Stops To Load: [®]) All Stop Requests None

Trips To Load: (=] All Unassigned None

3. Bell Time Views:
Select the School and Bell Time in the Data Panel, once selected, the Bell Time, and all the runs

for that school and Bell Time will load below.

Bell Time Views

(4 73-7:55AM, JEFFERSON MIDDLE SCHOOL

The Runs and Stops for that school will be listed in the cards below the “Bell Time Views” card.
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Run 1D NeedEnbl NeedUsed Vehicle Route Freq!
0O 121 No No 12 N~
0O 201 No No 20 )
O 091 No No 09 )
M naa4 M M na [ ¥
4 »

05 0 = I O

Stop ID NeedUsed Type Run ID School({s) Bell Time!
O 1211 No s 121 -
0O 1212 No S 121
O 1213 No s 121
0O 1214 No S 121

4. Creating a Run:
Navigate to the tool bar located at the top left corner of the Map Panel, and select the “New Run’

tool.

One selected, the “Create New Run” window will open on your screen; in the window you will fill
out the information needed to create a new run within Athena—be sure to select the “Active Bell
Times” and add them to the “Drop Off Order”. Save your work when you are finished.

Create New Run

cance! [EE0

[J Transportation Need Enabled

Description

Max Load Max Duration (mins)

40 80

Comments

Add Mode:  © Add a School Drop-Off O Add a Transfer Staging Drop-Off

Active Bell Times Drop-Off Order *
73 -7:55 AM. JEFFERSON MIDDLE SCH.

No Rows To Show

Following the creation of the new run, the school will display on the map.
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4.1.Query Stop Locations:
Navigate to the tool bar in the Map Panel, and select the “Query Stop” tool. Select the
rectangle tool and draw a large diameter around the school on the map.

Left clicking at the top left corner of the are you want to search, hold down on the left click and
move your mouse down to the right lower corner, drawing a rectangle. Select the check mark
to search the area for Stop Locations.

~—

A “Query Stop Locations” window will open and list how many stops were found in the queried
search.

Once confirmed, the Stop Locations will appear graphically on the map.
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4.2.Assign Stops:
Select the new run in the Workspace Panel.

Runs In Play

Run ID NeedEnbl NeedUsed Vehicle Route Frequencies Load Ma
& W Jms.01 No No MTWUF 0 6l

To assign stops, start with the school and the last stop you want the bus to service on the run.

Zoom in to the school, and hover your mouse over the school.

Beyer Park

Hold down the “Ctrl” key and hold down the left click on your mouse, and move your mouse
over the school, connecting it to the last stop that will be serviced on the run. A line will be

created connecting the school to the stop.
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When you release your mouse and “Ctrl” key, a confirmation window will populate on your
screen—select proceed.

Confirm this change?

Insert 13.101.1 on run JMS.01

Before After
O Run Vehicle  Frequency Load Duration Distance O Run Vehicle  Frequency Load Duration Distance
O M Jms.01 MTWUF O M Jms.01 MTWUF
O « ] MTWUF 0 0s oft O ] MTWUF 0 m 4s 0.13 mi
=3 snow aps v

Below is an example of what the assigned stop will look like:

> Note: You are able to turn off the confirmation window, so you can quickly assign stops,
and not be interrupted by the “Confirm this change?” window.

You do so by navigating to the tool bar in the Map Panel and selecting the “Eye” icon. Once
selected you can quickly assign stops to a run.

o

5. Follow the steps listed above to continue to assign stops to the new Run.
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Beyer Park

Midland Church 9
of the Nazarene

Once all stops are assigned and your run is complete, all stops will show in the Workspace Panel
under “Stops on Selected Runs”.

Run ID NeedEnbl NeedUsed Vehicle Route Frequencies Load Ma
Z W Jms.01 No No MTWUF 0 6(
4 »

Cancel m NeedEnbl v | Max Load Max Duration (mins)
Stops On Selected Runs

O RuniD Stop ID NeedUsed School(s) Bell Times Frequencies Status PID |
0O JMms.01 # 54110 No STA 0
O JMS.01 # 5419 No STA 0
O JMS.01 # 0936 No STA 0
O Jms.01 # 581015 No STA 0
0O JMms.01 # 131011 No STA 0
O JMS.01 # Drop-Off... No 73 7:55AM 0

For more information about Transfers, please see the Athena Transfers Resource Guide.

5. Divide Stop and Assign to Run

You are working in the Bell Time module editing your runs, when you come across an apartment
complex. This complex has one stop servicing all the students who live there, and you notice
some students who are placed on that stop need to be placed on a run different than the one
currently servicing that stop. Instead of creating a new stop location, you will divide the stop
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(create a new Stop Request from the Stop Location), and assign the new Stop Request to the
appropriate run.

Here’s How:

. Routing Management:
Once logged in, click on the owl icon to enter the Routing Management module.

o

Routing

Management

. Route Planning Operations:
Under Route Planning Operations select Bell Times—this module will not display until a task is
created.

Route Planning Operations

#1 Trips

§° Runs

._ Bell Time

. Create Task:
Hover over the “+” sign in the lower left of the module and craft an identifiable name for your
task—select Create.

. Augment Context:
The Augment Context window will automatically populate following the creation of a task. In this
window, choose your School and Bell Times in either the School or Cluster drop down.
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(=] with Bell Times from a School

School

311 - Rosebud High School

Bell Times for Chosen School

[} with Bell Times from a Cluster

Cluster

School/Bell Times in Chosen Cluster

carce (8

School Type Bell Time Programs O school Type Bell Time Programs
3N ARRIVAL 8:10 AM DFLT
3N DEPART 3:05 PM DFLT
No Rows To Show

Runs To Load: (@] All [ | None [ | Choose Subset

Stops Requests To Load: [®] All [ ] None

Unassigned Trips To Load: (8] All [ ] None [ | Choose Subset

When you have completed your search augmentation, select “OK” in the top right of the window;

the Bell Time information for your school will populate in the Data Panel.

4.1Layers:
Above the map panel, select Trips.

Layers: (@ Trips |  Run Masters

5. Once the Bell Times are loaded, select the apartment stop within the “Stops” card of the Data
Panel.

' Run Covers

Bell Time Views POl Layers: @ Trips
e o (G [ +¢ i)
School Name @ 2
)
O 305 Flathead Elementary Sc... ARRIVAL - 2
O 305 Flathead Elementary Sc... DEPART
311 Rosebud High School ARRIVAL -
4 »
Trips
A ] cioor Jcieare m ®
L Lae ] cear | clacr | sosior: g
0‘?'6!?(‘
Stops €Ln
4b
ng,
R T
(] StopID ¥ Description %@‘-
STOP(26)  NAPAVLY - 3
BT
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5.1Divide Tool:
Once the stop is selected, navigate to the toolbar at the top of the Map Panel and select the
“Divide” tool.

Once the “Divide” tool is enabled, the user will see the “Dividing Stop” window where all
students who are currently assigned to the stop will be listed.

[0 Name School Bell Time Grade Program Location
HAWKINS, Laila 3N 8:10 AM 10 DFLT 2136 ABUNDANCE LN, WAX...
GREGORY, Callan 31 8:10 AM 12 DFLT 2217 RESTINA DR, WAXHA...

HEATH, Rio N 8:10 AM 12 DFLT 2309 NAPAVALLEY DR, WA...
McKINNEY, Kayleigh 3N 8:10 AM 09 DFLT 2203 NAPAVALLEY DR, WA...
GRIFFIN, Katherine N 8:10 AM 09 DFLT 2205 NAPAVALLEY DR, WA...
BARRY, Jaylani 3N 8:10 AM 10 DFLT 2411 ABUNDANCE LN, WAX...

Select the students who need to be assigned to an alternate run.

(=
g
3
o

School Bell Time Grade Program Location

HAWKINS, Laila 311 8:10 AM 10 DFLT 2136 ABUNDANCE LN, WAX...
GREGORY, Callan 311 8:10 AM 12 DFLT 2217 RESTINA DR, WAXHA...

HEATH, Rio 311 8:10 AM 12 DFLT 2309 NAPAVALLEY DR, WA...
McKINNEY, Kayleigh 311 8:10 AM 09 DFLT 2203 NAPAVALLEY DR, WA...
GRIFFIN, Katherine 311 8:10 AM 09 DFLT 2205 NAPAVALLEY DR, WA...
BARRY, Jaylani 3N 8:10 AM 10 DFLT 2411 ABUNDANCE LN, WAX...

O
O
O
(]

5.2Stop Request Created:
Selecting ok will create a new ‘Stop Request’ for the students selected within the “Dividing
Stop” window.
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The user will additionally see two results for “STOP(26)” as seen in the “Stops in Play” card
displayed above—the Stop Service is the original stop that the user divided, and the Stop
Request is the result of the divided stop.
» Note: Following the divide of the Stop Service, the newly created Stop Request
will share the same Stop ID—be mindful of which stop you have selected or “in

play” before making stop assignments.

6. Assign the Stop Request:
To assign the new ‘Stop Request’ to an alternate run the user will first right click on the selected

stop in the Map Panel, and will see the “Stack” for “STOP(26)”.
» The “Stack” will show all stops and trips associated with the shared

address/point.

Make sure that the “In Play” and “Selected” boxes are only checked for the Stop Request. The
stop request will display a “R” in the Type column—the user may need to deselect the boxes for

the Stop Service.
Managing the stack of stops at NAPA VLY

In Play Selected StopID NeedU... Type RunlID School(s) Bell Times Frequencies
STOP(26) No R 311 8:10 AM MTWUF
O O STOP(26) No S 311.804 311 8:10 AM MTWUF

Close the stack once the Stop Request has been selected, and navigate to the Run Masters layer.
Select the appropriate run, and assign the Stop Request using the “Stop Assign” tool.
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0 305  Flathead Elementary Sc... ARRNAL - @ f z &
O 305  Flathead Elementary Sc...  DEPART g Vine,, &
@ 311 Rosebud High School ARRIVAL 3, &
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Run ID f NeedEnbl = NeedUsed = Vehicle
0 311,018 No No =
& B 311.020 No No =

The user will be asked to confirm the assignment, as seen in the window below.

0O Run Vehicle Frequency Load Duration Distance O Run Vehicle Frequency Load Duration  Distance

O [ 311.020 MTWUF 0 O [ 311.020 MTWUF 2
0 —=m MTWUF 0 34m 10.01 mi 0 c——= MTWUF 2 34m43s 923 mi

WARNINGS WARNING DETAILS
The Max Duration of a run will be exceeded 311.020, MTWUF will exceed its Max Load of 0 by 2
The Max Load of a run will be exceeded 311.020, MTWUF will exceed its Max Duration of 0s by 34m 43s

+ Proceed Cancel Show Maps ¥V

7. Assignment Complete:
Following the completion of the assignment, the user can load all runs on the map to see the final
product of the two runs servicing the same stop.
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ALayers: Trips \Q—“ Run Masters Run Covers
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School  Name Type Bel @| vy }
{J 305  Flathead Elementary Sc... ARRIVAL = Ving ¢ §
[ 305  Flathead Elementary Sc...  DEPART l g
@ 311 Rosebud High School ARRIVAL !
M aas Do sk Llinbs Gbmed NEDADT M
« I
0 5 23 20 B
RuniD ¢ NeedEnbi = NeedUsed = Vehicle
I 311.001 No No -
@ 31002 No Ne L b, %"‘%,.‘
I
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) » A
« I e B ] &
Sto i %"'
ps - " tn
Tl I
@ StopiD ¢  Description ™ 57 Gv ®e
O STOP(26) NAPA VLY l; Iu!‘ Qe m
|2 STOPES)  NAPAVLY X5 Gonida e
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