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PURPOSE OF THIS GUIDE

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

ATHENA STUDENT UTILITIES INTRODUCTION

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

NAVIGATING THE STUDENT UTILITIES MODULE

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

Tools

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

Utilities
& Student Utilities

tE Stop Utilities

f Run Utilities

¥ Route Utilities
I School Utilities

(1] Map Utilities

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

Utilities

& Student Utilities

(I map Utilities

«» Route Utilities

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

@ Students O Inactive Students

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

Search

Select or name new search © Filters

Q Search

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

Search

Q|
Select or name new search © Filters

First Name

m District ID

Grade

% School
Address
Number
Prefix

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

Search

L i)
Mineral Middle School ] N

Missoula Middle School

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

take a long time to process.

Search E]

Missoula Middle School % i

Results per Page

20
50
100
All

10.Search
Then click on Search.

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

5

Education Logistics, Inc. Confidential Information. Do not communicate, disclose, or make available all or any part of this
document without permission.



942Results

District ID
0267
0385
0385_ALT1
0679
0012
0675
0245
0573
0179
0121
0214
0219
0979

Created time
©/11/24, 10:38 AM
6/11/24, 10:36 AM
6/11/24, 10:35 AM
6/11/24, 10:34 AM
6/11/24, 10:31 AM

1:40 PM

1:42 PM

1:34 PM

1:34 PM

1:33 PM

1:32 PM

1:32 PM

67124,
615124,
6/5/24,
6/5/24,
615124,
6/5/24,
6/5/24,

€ Tools

«

Abbott
Abbott
Abbolt
Abbott
Acosta
Acosta
Adams
Adams
Adams
Adams
Aguirre
Alexander
Alfaro

Type

Unassign trips
Unassign trips
Unassign trips
Unassign trips
Unassign trips
Eligibility

Unassign trips
Unassign trips
Unassign trips
Unassign trips
Unassign trips
Unassign trips

<

= LastName = FirstName = Eligibility

» Utilities > Student Utilities

Active Data Area: plan g

(IR i Concurrent Record Sync ® Students O Inactive Students
j Caldwell @ h § SN
W23 45678>» 48 Pages Y Ry [
= itin... = Ho... = EXC... Address = Iq | Lowespille = Ls: ] Uwharrie: =
T % % M 17’ High Shoalls  Alexs Lnteradle] Goncotd Mt Pleasant - & Badin g
A Millingport S 5]
Eligible X x x Gt T Unharries | =y S5
Stanley. " PRiiinaris National Forest
ligil x x x
Eligible g2 = e Woodrun
Eigble X x x Rocky River =
Outofarea X x x essemerCity - i3 g Tl el ) Wadevile
'Woodford |, — @~ = (=) Pee Dee
Gastonia Red Cross o
Eligible x x x s e Green. Locust
ain
Eigible X x x ¥ Charlotte Alen Midiand SR ooyng  Aquadale
g Mt Gilead
Eligible x x x i Cottonville
Eligible 3 x x X o L] MintHill Ex-Way
Bowling Green’
Eigble X v x x 2P @ o - Cedar Hil
Inwalking... X x x x Clover Lakeyiie | © Matthiey Bumsyille Ansonville
Eligible % X X X o, Fineville Indian Trail Sresnille Fountain Hill =
&
Elible % x x x -
. ® )
Tega Cay 7 Weddington Gl
Batch Operations Available W Fort Ml diary Land Polkion
S or Newport Monroe. Wingate - Marshville
[ 1Cotumns | witererast i Wadeshoro  Lilesville
Status Result Download B ) Mineral 3 Rockn
Completed s &3 Rock Hill _ Waxhaw SPings {eor) &»
omplete uccess
pl [ & ] »/ Roughedge & Rec
Completed Success (L] ¢ godlie & o
McConnells Jackson Loy
Completed Success 1] Catawba B Moryer 6&’*“
Cormpleted Success [(+] AN e e ;
e MeFarlan.
Completed Success ﬂ Lowrys @) Edgemaor
Completed Success [ & ] Amenia 2 Tradesville Pageland (3 Mt croghan o
Failed Failed n Buford Ruby o erfield 2
Completed Partially failed Richburt Lencoat Wal
P Y [+ ) Chester 2 Fart Law T White Plains o
Completed Partially failed [ & ] Springdale Taxahaw
= Elgin
Completed Partially failed (L] o s +
Completed Partially failed (L] \D &
W Bay Springs
Completed Failed (L] 1 . y Spring | =,
Completed Failed [ L] (7] Great Falls a1). Patrick =

6/5/24, 1:31 PM

Unassign trips

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

4 Last Name

= ¥ Tools
g
942 Results «
4 DistrictID = Last Name

0267 Abbott
0385 Abbott
0385_ALT1 Abbott
0679 Abbott
0012 Acosta
0675 Acosta
0245 Adams
0573 Adams
0179 Adams
0121 Adams
0214 Aguirre
0219 Alexander
0979 Alfaro
0126 Alfaro
0010 Allen
0169 Allen
0250 Allison
0359 Allison
o717 Allison
0765 Alvarez

» Utilities » Student Utilities

< M

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

| 11l Columns

2 3 4567 8
= FirstName = Eligibility

Eligible
Eligible
Eligible
Eligible

Out of area

Eligible
Eligible
Eligible
Eligible
Eligible

In walking..

Eligible
Eligible
Eligible

Out of area

Eligible
Eligible
Eligible
Eligible
Eligible

= Itin...

# Concurmrent Record Sync

> » 48 Pages

1}
I
o

= Exc... = No-...
X X

X X X X X X X X X X X X X X X X X X X X
X X X X X X X X X X £ X X X X X X X X X
X X X X X X X X X X X X X X X X X X X
X X X X X X X X X X X X X X X X X X X
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& Tools

» Utilities » Student Utilities

Active Data Area: plan g

(IS # Concurent Record Sync @® Students O Inactive Selected Students ~
942 Results « <23 45678>>» 48 Pages 5 Caldwell @ & E (=) < « < <
ew Lond =)
DistrictID = LastName = FirstName = Eligibility = Itin... = Ho... = EXC...= No-.. =, @ it - SRR s LastName  FirstName DistrictiD  Address itin.. Ho.. Exc.. No-
0267 Abbott Eligible % x x x - \ e i S — E‘ Abbott 0267 x x x x
A ilingpor
0385 ADbott Eigble X x x x —3 Sh== Abbott 0385 x x x x
" Albem=
0385_ALT1  Abbott Elgble X x x X o 5 @ Abbott 0385_ALT1 x x x x
Harrisbu
0679 Abbott Eligible X x x X Rocky River Abbott 0679 x x x x
g I ¥
N 1]
0012 Acosta Outorarea X x x x rosdtord’ DT 73 () o | Acosta 0012 x x x x
ross
0875 Acosta Eligible x x x x 'fre% ) Locust Acosta 0675 x x x x
0245 Adams Eligible X X x X Charlotte (- Allen Midiand SENfdoqpgr,  Aquadale Adams. 0245 x x x x
0573 Adams Eligible X x x x Fee] Gotiomville Adams 0573 x x x x
0179 Adams Eligible x x x x B I gttt Adams 0179 x x x x
0121 Adams Elgble X v x X @ § - < Adams 0121 x v x x
0214 Aguirre Inwalking.. X x x x ) Matthew; 0 Burnsville Aguirre 0214 x x x x
0219 Alexander Eligible x x x x Pineville il Unianvilie G ] Alexander 0219 x x x x
0979 Affaro Eligible X x x x = i ‘ % Alfaro 0979 x x x x
0126 Alfaro Eligible X x x X wectingion 1) Alfaro 0126 % x X %
0010 Allen Outofarea X x x x M ndian Land — et Politon Allen 0010 x x x x
i Monror Wingats
0169 Allen Eigble X x x x Allen 0169 x x x x
0250 Allison Eligible X X X X (D] A gp-p;r;s\ Allison 0250 X X X X
L h
0359 Allison Eligible x x x x NI Allison 0359 x x x x
Roughedge
o717 Alison Eigble X x x x slie 5 Alison o717 x x x x
L
0765 Alvarez Eligible X x x - e Jaars Jack R Alvarez 0765 X x x x
v »
Batch Operations Available ~ N
[ mColumns | @ Tradesvile Pageland (5y Mt Croghan
Created time. Type Status Result Download Sitd © -ﬁ%
L e
6/11/24,10:38 . Unassign trips Completed Success [+ ] 5 ot am ”: ‘ o — L e
6/11/24,10:36 . Unassign trips Completed Success [ ] SRR axahon

14.Selected Students
Selecting a student or students in the workspace panel, will activate the utilities batch buttons.

L

= Stop Duration

i,

=f Unassign Trips

= Rematch Addresses

= School

Grade Program

= Change Home Stop

= Distance To School

= Distance To Stops

= Fill UDFs

= Edit SPED/IEP

15.Fill UDFs

Selected

1390122
1390122_...
1403999
13998581
1381824

You can access all buttons with the column’s icon.

Students

o Rollover Grades | o Eligibility « Find Service
e

District ID Address

4 BELHAV ...
2 RIDGE CT
96 CIRCLE...
1913 STR...

2629 W LA

Itin...

Fa

Ho... Exc... HNo-...

X
X
x
x
x

AR
X X 4 X £
X X X X X

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

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

Batch Fill UDFs X

Field
Home Room Teacher
Value

Ms. Smith

16.Edit SPED/IEP
The Edit SPED/IEP tool allows the user to toggle and bulk update student’s SPED/IEP status.

Edit SPED/IEP X

® Yes O No

==

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

Batch Distance To Stops

O Walk O Unrestricted Walk

Cancel

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

|. |1 Columns |
Created time Type Status Result Download
9/27/24, 956 Distance to st Completed Success m =2
9/27/24,9:56 ...  Distance to st... Completed Success T
9/27/24, 947 Distance to st Completed Partially failed [ & |
9/27/24,9:46 ...  Distancetost..  Started Pending...
9/26/24,12'5  Distance to st Completed Success m
9/26/24, 10:4...  Distancetost..  Completed Partially failed mM
9/24/24 129 Distance to st Completed Failed M
9/24/24,1:29 ..  Distancetost..  Completed Failed mM
9/20/24, 101 Distance to st Failed Failed M
9/20/24,8:21...  Find Service Routing error Failed mM
9/20/24, 7:59 . Find Service Completed Warning n
9/19/24,1:05 ...  Find Service Completed Partially failed m
9/3/24.6:09 PM___Fill UDFs Combpleted Success n_ v
Batch Batch Distance To Stops x
Choose the distance unit to proceed with the CSV export
® Feet O Mile O Meter O Kilometer

| Cancel |

18.Change Home Stop
The Change Home Stop tool allows the user to add or remove a home stop from multiple selected
student records at once.

Batch Change Home Stop

O Add home stop O Remove home stop

Cancel

19.School Grade Program
The School Grade and Program tool allows the user to change the SGP for multiple selected
students and/or perform Find Service for all Unassigned or Assigned trips amongst the selected
students.
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Batch Change School Grade Program X

School

111 - Airport School
Grade

01 v
Program

DFLT v

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

O All Trips

Batch Change School Grade X

Program

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

proceed?

< prce

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

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

10
Education Logistics, Inc. Confidential Information. Do not communicate, disclose, or make available all or any part of this
document without permission.



Batch Rematch Addresses X

Parameters

Address O Matched © Unmatched O All
Type

Stop O Keep stop O Find

Assignment service

Cancel

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

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

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

Student deactivation

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

P

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

O Change current value to zero

O Change only if new value is greater than current
value

O Change only if current value is 0

24.Rollover Grades

No file uploaded yet. @

Cancel

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

Eligibility x
Which students should have their eligibility reprocessed?

O Unprocessed / ineligible students © Currently eligible students

O All students

Cancel

26.Addresses

Recompute Address X

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

. prc
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27.Find Service
The Find Service tool allows the user to ask the system to find and assign unassigned student
trips to an appropriate stop based on established walk distances.

e This tool will not unassign previously assign trips to complete the find service request, this tool
only works for already unassigned trips.

Which student trips should be updated?

To School From School

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

=3

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

Batch Distance To School X

Please select the destination schools and the type of calculation :

List of Schools

O school Code Name Address
cL1 Cluster Elementary School
cL2 Cluster Mid
FRQ Frequency Elementary School
MT1 Multi Tier Elementary School
Multi Tier Middle School
PRE The Preschool
PRM Premises Elementary School
SHTL Shuttle School
SOLO Single Elementary School

OOO0OoOoooo0oo
=
&

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

Calculation Path
®Walk O Unrestricted Walk O Drive

e | D

When navigating to the Batch Operations Available card to download the completed operation for
“Batch Distance to School”, the following window will populate asking the user to select their
preferred unit of measurement when calculating the walk/drive distance:
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Batch Distance to School X

Choose the distance unit to proceed with the CSV export

@® Feet O Mile O Meter O Kilometer

(oot

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:

Update Student Eligibility

Find Service for Students

Address Match Unmatched Students
School, Grade, Program

Rematch Address

Deactivate Students

Stop Duration

Rollover Grades

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

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

Tools

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

Utilities

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

@ Students O Inactive Students

4. School Filter
Select the school filter.

Search Q

Select or name new search © Filters

First Name

m District ID

Grade

% School

Address

Number

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

Search

Select or name new search © Filters

: BILLINGS SCHOOL

GRANT ELEMENTARY
™ JEFFERSON ELEMENTARY

-

l- al

KENNEDY ELEMENTARY
LINCOLN ELEMENTARY
M LEWIS Middle school

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

Select or name new search

KENNEDY ELEME ole

Results per Page

20
50
100
All

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

— £ - - -
= & Tools » utiites » Student Utilies Active Data Area: plan 2
(SRR i Concurrent Record Sync ® Students O Inactive Students
a4z Results « 234567285 » 48 Pages ; 3 Caldvel il i i
Iron Station New London
DistrictID = LastName = FirstName = Eligibility = Itin... = Ho... = Exc... = No-... = Address = @e Lowesyille N iy N A
- High Shoals  Alexis &3} Badin
0267 Abbott Eligible x x x x 2 v AL Gl &) wallingpont
£ ilingpor
iqil 455 Uwharrie
0385 Abbott Eligible X X X X 2 e 3 ol N Al P e =)
0385_ALT1  Abbott Eligible % x x x & ¥t .
amisburg
0679 Abbott Eligible x x x x Colias ) Rocky River
- o, olly) Newell
essemer City —— ‘Wadevill
0012 Acosta Outofarea X x x x Z T s, B fe) 2490 @ oo oy Madrile
0675 Acosta Eligible X X X X s FeR reen leges
bt Belmont. ) i
0245 Adams Eligible x x x x Charlotte Allen MiclandiSS S On khoro WA dalo NN S
0573 Adams Eigble X x x fes) Cottonville
0179 Adams Eligible X X X X 27 X Mint Hill Ex-Way.
o o > Bowling Green d CedalHill
0121 Adams Eligible x x 7} New Salem
0214 Aguirre Inwalking... X x x x Clover. MRS Bum=vilc) Jansonvile
0219 Alexander Eligible X X X X Pineville Indih Teail Unionville A o
0979 Alfaro Elicible x x x x ., = 5
o » Er]
0 =
W FOrtMIll - tian Land Polkton
ort Newport Monroe.  Wingate - Marshuille
Wintercrest (o Wadeshoro  Lilesville
n
Created time Type status. Result Download B0 Mineral ® " Rocki
Rock Hil Waxhaw SPiNGS () ) %
/11124, 1038AM  Unassign trips Completed Success + (=) ik . u. & 2
oughedge
6/11/24, 10:36 AM Unassign trips Completed Success B es=lie (%0) &
6/11124,10:35AM  Unassign trips Completed Success (L] Ml L) R Lo Morgen P
. 10 gn trip: p _ Cotaviba E
611124, 10:34 AM Unassign trips Completed Success @
"""""" ~..McFarl
6/11/24, 10:31 AM Unassign trips Completed Success ﬂ Lowrys. @ Eduebocy A
6/7/24, 1:40 PM Eligibility Completed Success (L] Amenla &3} Tradesville Pageland (5} Mt Croghan 0
6/5124, 1:42 PM Unassign trips Failed Failed (L] 8uford ©} B2 apeinss 4?%
6/5/24, 1:34 PM Unassign trips Completed Partially failed Chestar Richburg e Lancaster. e W rOERD - G"Em\::al
6/5/24, 1:34 PM Unassign trips Completed Partially failed (L] © Springdale S Taxahaw
, - igin
6/5/24, 1:33 PM Unassign trips Completed Partially failed o o +
6/5/24, 1:32 PM Unassign trips Completed Partially failed AL CD
6/5/24, 1:32 PM Unassign trips Completed Failed (L] 9 EED P Bay Springs | =
6/5/24, 1:31 PM Unassign trips Completed Failed 7] Great Falls () Patrick w)

8. Select All Students

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

% Last Name
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Tools » utiites » Student Utilities Active Data Area: plan &

Q:\ (ISR # Concurrent Record Sync @ Students O Inactive Selected Students
942 Results @2 34567 8)>>» 48 Pages 3 Caldwell R (=] < < < <

DistrictID = LastName = FirstName = Eligibllity = = Ho... = Exc..= N [ - SRR LastName  FirstName DistrictiD  Address itin.. Ho.. Exc.. No-
0267 Abbott Eligible x x x r s eent Abbott 0267 x x x x

& Millingport
0385 Abbott Eligible x x x Abbott 0385 x x x x
0385_ALT1  Abbott Eligible x x X o ) Abbott 0385_ALT1 x x x x
0679 Abbott Eligible x x X Rocky River Abbott 0679 % x X %
() Newell
0012 Acosta out orarea x x x rosdtord’ DT R Acosta 0012 x x x x
0675 Acosta Eligible x x x Creen Acosta 0675 x x x x
0245 Adams Eligible X x X F Charlotte Allen Midland Stanfield o yy oo Aquadale Adams. 0245 x x x x
0573 Adams Eligible x x x T Cattonville Adams 0573 x x x x
0179 Adams Eligible x x x B intHil Acams 0179 x x x x
0121 Adams Eligible v x X @ § - Adams 0121 x v x x
0214 Aguirre In walking x x x ) Matthew; 0 Burnsville Aguirre 0214 x x x x
0219 Alexander Eligible x x x Pineville ' il Unianvilie G ] Alexander 0219 x x x x
0979 Alfaro Eligible x x x ﬁ ‘ % Alfaro 0979 x x x x
0126 Alfaro Eligible x x X wectingion 1) 33 Alfaro 0126 % x X %
0010 Allen Out of area x x x M ndian Land v} Polidon Allen 0010 x x x x
p Monroe  Wingate - Marshville.
0169 Allen Eligible x x x Allen 0169 x x x x
0250 Alison Eligible x x X &n Mineral Allison 0250 x x x x
0359 Allison Eligible x x x sy S Allison 0359 x x x x
Roughedge
o717 Alison Eligible x x x slie ook Allison o7 x x x x
L
0765 Alvarez Eligible x x - e Joars Jackson R Alvarez 0765 X x x x
»
Batch Operations Available
[ mColumns | 2 Tradesville Pageland (5wt Croghan
Created time Type Status Result Download Sitd
) _ Lancaster ﬁ}
6/11/24,10:38 .. Unassign trips Completed Success [ ] 5 Forttawn " AT . White Plains
6/11/24, 10:36 Unassign trips Completed Success [ ] U Yaxahas,

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

% Last Name

— >ﬁ, Tools » utiities » Student Utilities Active Data Area: plang

(SRR i concurrent Record Sync @® Students O Inactive Students Selected Students =
042 Results KR 2 3 45678>» 48 Pages 3 Caldwell » [ o Rollover Grades o Find Service
¥ DistrictlD = LastName = FirstName = itin... = Ho... = Exc... = No- ‘Q‘ Hoteravills Lo Xt e . o) ¥ LastName FirstName  District ID Address Itin...  Ho.. Exc... No
x x x X Lo S x X x X

0267 Abbott § = T % Abbott 0267
0385 Apbott x x x x % Aboott 0385 x x x x

A Albamarief=

0385_ALTI  Abbott x X x X L) % Abbott 0385_ALT1 x x % x

= Harrishurg !
0679 Abbott x x x x Rocky River % Abbott 0679 x x x x

Newell
0012 Acosta x X x x b X] % Acosta 0012 x x x x
Woodford |, —0- @ Locuet Red Cross
0675 Acosta X x x X Green; T %  Acosta 0675 x x x X
0245 Adams x x x x @ Charlotte Allen Midand Stenfield oo Aquadale o w3 Agams 0245 x = P x
0573 Adams x x x x L) Cotonvile: % Adams 0573 X x x x
0179 Adams x x x x @ il { @ Adams 0179 x x x x
0121 Adams x v x X o A\ ] - Ceds 2 Adams 0121 x v x x
0214 Aguirre x x x x Matthev ' Burnsville % Aguire 0214 x x x x
0219 Alexander x X x X Pineville %’, il Unlonvllle el @ Alexander 0219 X x X X
0979 Alfaro x x x x ﬁ % % Afao 0979 x x x x
0126 Affaro x x x x Wectitton) 13 4 Afaro 0126 x x x x
0010 Allen x x x x fetMI! indian Land 0 Palkten 9 Alen 0010 x x x x
s U (D = Al 0169 x x x x
0169 Allen x x x 5 fen
0250 Alison x X x x ¥ ) Mineral 9 Alison 0250 x x x x
 Washaw SPngs
0359 Allison x x x x % Alison 0359 x x x x
0717 Alison x x x x Lesslie @ Alison o717 x x x x
L

0765 Alvarez x x x x Ty Jaars Jackson S 9 Avarez 0765 x x x x

10.Eligib

ility

leor)

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

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

O Unprocessed / ineligible students O Currently eligible students @ All students

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

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

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

Tools

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

Utilities

& Student Utilities

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

@ Students O Inactive Students

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

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

[ Government ID

m [/ Program

= Eligibility

No-Rider
[ Home Stop

| Exclusive Stop

Trip Assigned Status
Transport Need Type

Select in Dropdown

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

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

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

Select or name new search

Eligibility

OYes O No

DT I by

OYes ONo

X

Program
|| Trip Assigned Status
No-Rider

| Exclusive Stop

Search

Select or name new search

No-Rider
OYes ® No

Home Stop
O Yes ® No

Eligibility =

Eligible % Eligible due to hazard %

4 ¥
= N
afd ap

e Results per Page

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

recommended to only select 100 per page or less.
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Search

Select or name new search © Filters

bility s x
= -~

Eli

[ Eligible x | Eligible due to hazard x

No-Rider 2

OYes @ No

Home Stop vl
OYes @ No

Results per Page

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

— £ " . . .
= >§, Tools » utiities » Student Utilities Active Data Area: plan g
[N # Concurent Record Sync @® Students O Inactive Selected Students ~
942 Results KR :2 34567 8> » 48 Pages B Caldwel IR N d « « « «
District D = LastName = FirstName = Eligibility = Itin... = Ho... = Exc...= No-.. =1 E] R\ p N " OS BEy LastName FirstName DistrictiD  Address itin.. Ho.. Exc.. No-
ligit X X % x - L = X X X X
0267 Abbott Eligible < — o Abbott 0267
0385 ADbott Eigble X x x x L : Abbott 0385 x x x x
0385_ALT1  Abbott Eligible x 3 x x o || ! Abbott 0385_ALT1 x x x x
0679 Abbott Eligible X x x X I Rocky River Abbott 0679 x x x x
Ly Newell
0012 Acosta Outofarea % x x x oot DD foor} o i Acosta 0012 x x x x
0675 Acosta Eligible x x x x Green ) (f2r J Acosta 0675 x x x x
0245 Adams Eligible X X 3 X F Charlotte (- Allen Midiand StEnfeld oqpor  Aquadale Adams 0245 X x x X
0573 Adams Eligible X x x x o) Gotioville Adams 0573 x x x x
0179 Adams Eligible x x x x B I QintHl Adams 0179 x x x x
0121 Adams Eligile X v x x @ § - ¢ Adams 0121 x v x x
0214 Aguirre Inwalking.. X X x X J/ Matthevt 8 Burnsville Aguirre 0214 x x X x
0219 Alexander Eligible x x x x Fineville \' o Tiail Unianville G Alexander 0219 x x x x
0979 Alfaro Eligible X X x X (B ‘ ' Alfaro 0979 x x x x
. (EE]
0126 Alfaro Elgble X x x X | wiedtithion 1) Alfaro 0126 x x x x
0010 Allen Outofarea X x % x M ndian Land i Sl Allen 0010 x x x x
- Monroe Wingate - Marshville
0169 Allen Eigble X x x x 2 Allen o169 x x x x
0250 Allison Elgble X x x % ) Mineral Alison 0250 x x x x
0359 Allison Eligible % x x % Aty S Allison 0359 x x % x
i Roughedge
o717 Alison Eigble X x x x slie i oy Alison o717 x x x x
i L
0765 Alvarez Eligible x x x - [ Jaars Jackson R Alvarez o765 x x x x
T » i
Batch Operations Available ~
[ mColumns | @ Tradesville Pageland (5 Mt Croghan
Created time Type Status Result Download Buferd ©) @
Lancast
6/11/24,10:38 . Unassign trips Completed Success - 5 Forttamn Em:!s‘ ey N nacars
6/11/24,10:36 .. Unassign trips Completed Success [ &} AR A Taxahos,

e Workspace Panel
Then select all students in the Workspace Panel.
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= € Tools

al QY o e
942 Results K<< 2 3 45678 >» 48 Pages

¥ DistrictlD = LastName = FirstName = Eligibility = Itin... = Ho... = Exc... = No-
0267 Abbott Eligible x X x X
0385 Abbott Eligible x X x x
0385_ALT1 Abbott Eligible x X x x
0679 Abbott Eligible x X x X
0012 Acosta Outofarea X x x x
0675 Acosta Eligible x X x X
0245 Adams Eligible x x x b3
0573 Adams Eligible x x x x
0179 Adams Eligible x X x x
0121 Adams Eligible x v x x
0214 Aguirre In walking . x X x X
0219 Alexander Eligible x x x b3
0979 Alfaro Eligible x X x X
0126 Alfaro Eligible x X x x
0010 Allen Qut of area x X x x
0169 Allen Eligible x X x X
0250 Allison Eligible x x x x
0359 Allison Eligible x X x X
o717 Allison Eligible x x x b3
0765 Alvarez Eligible x x x x

» Utilities » Student Utilities

e Find Service
At the bottom of the Work Space, select Find Service

e Update Trips
The Find Service window will open. Select which student trips should be updated. Then select

Save.

@® Students O Inactive Students
5 Caldwell » &N i
New London | [0
Q Huntersvill g =®
A Millingport. S
bl Liss]
Albemarlef =
L] ®
Harrisburg =
Rocky River =
LY, Newell &)
) =
woodford Locust Red Cross EE
P Charlotte Allen Midland Stanfield 5 o Aquadale s
. Cottonville
ﬁ Mint Hill @ [
) 1 Ced:
160 2 i New Salem i
Ma(thewi 8 Burnsville =
] Il
Pineville ', o Trail penls Fountain Hill
A
/ Weddington: ¥ ) @
FortMill ndian Land 8 Polkion
) Monroe. Wingate - Marshille
Ly 3 Mineral
{ Waxhaw, SPTIngS
Lessle e
 Jaars Jackson Lowrys.
Catawba H (5‘)

Which student trips should be updated?

O Currently unassigned trips only O Replace current trips only @ All trips

=

e Repeat this process for each page of students.

Active Data Area: plan g

Selected Students N

¥ LastName FirstName DistrictlD  Address Itin... Ho.. Exc.. No
% Abbott 0267 X x X X
¥ Abbott 0385 X x x X
% Apboit 0385_ALT1 X x x x
¥ Abbott 0679 X x X X
¥ Acosta 0012 x x x x
% Acosta 0675 X X X X
% Adams 0245 x x x x
@ Adams 0573 x x x x
¥ Adams 0179 X x x X
@ Adams 0121 x v X x
¥ Aguirre 0214 X x X X
% Alexander 0219 x x x x
¥ Affaro 0979 X x X X
¥ Affaro 0126 X x x X
= Alen 0010 x x X x
¥ Alen 0169 X x X X
% Alison 0250 x x x x
@ Alison 0359 X X X X
&  Alison 0717 x x x x
= Awvarez 0765 x x x x

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

1. Tools

Once logged in, go to Tools on the Home Page.
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2. Student Utilities
In the Action Bar, select the Student Utilities Module.

Utilities

& Student Utilities

3. Eligibility Filter
Select the Eligibility filter.
Search Q|

Select or name new search © Filters
Sl Edulog ID

Government ID

m Program

= Eligibility

Trip Assigned Status

4. Unmatched Location
Then select Unmatched Location.

Search

Select or name new search © Filters
Eligibility x

UnMatched Location %

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

p— £ .. :
= % Tools » utiities » Student Utilities Active Data Area: plan g
E\ [N & Concurrent Record Sync @® Students O Inactive Students Selected Students
s WEE2 3 4550 > I ® e (N
New London E
DistrictID = LastName = FirstName = Itin... = Ho... = Exc... = No-.. = Address | q| B i N = = % LastName FirstName DistrictiD  Address Itin.. Ho.. Exc.. No
0012 Acosta x x x x MO QP —] % Acosta 0012 x x x x
= Millngport =Y
0010 Allen X x X X bl gl o Allen 0010 X X X X
o) Albemarlef=
0429 Arellano x x x x L2 oV @& = Aclno 0429 x x x x
arisburg =
0036 Baldwin x x x x Rocky River S| @ Baawin 0036 x x x x
(a5 Newell _
0029 Bamett X x X x [ . feo) or P E % Bamett 0029 x x x x
0020 Bass x x x x Graon, s % Bass 0020 x x x x
0025 Bentley x x x x “ Charlotte Allen Midland S2nfldooporo  Aquadale o m  gentey 0025 x x x x
0013 Bishop X x X x L) Cottonvile & Bishop 0013 x x x x
0078 Blake x x x x @ pint el G [ % Biake 0078 x x x x
0046 Bowman X x X x @ 7] - Ceds @  Bowman 0046 x x x x
Matt
0002 Boyd x x x x @ atifiguis Y Burnsville s @ Boyd 0002 x x x x
0099 Bradford x x x x Pineville _jj ‘ﬁm"m” Gnddite Fountain Hill % Bradford 0099 x x x x
0455 Bridges X x X x ]‘W %  Bridges 0455 x x x x
0043 Bullock x x x x wgddmgw .0 ) % Bullock 0043 x x x x
1001 Burrow x x x x Fort Mill indian Land @ 2 Colion % Bumow 1001 x x x x
Monros wihate Marshville
0063 Burton X x X x S & %  Buron 0063 x x x x
0535 Calderon x x x x L G e Mineral ¥ Calderon 0535 x x x x
Waxhaw SPrings
0088 Camacho x x x x H @ Camacho 0088 x x x x
/ Roughedge
0085 Cano X x X x Lesslie 9 % Cano 0065 x x x x
[t
0100 camr x x x x ehe B o o R % car 0100 x x x x
ear
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6. Addresses
Then select the Addresses button below.

=

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

Recompute Address
You are about to recompute address of 7
students. Do you want to proceed?

Yes m

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

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

(S S S [ R o AN TS| O o N 5/ S (S S [
1 }Last Name First Name DistrictlD Address Home Sto Exclusive No-Rider Eligibility
2 i 685035 FALSE FALSE FALSE UnMatched Location
3 \ 687485 FALSE FALSE FALSE UnMatched Location
- \ 169653 FALSE FALSE FALSE UnMatched Location
5 \ 5169653 FALSE FALSE FALSE UnMatched Location

School, Grade, Program

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

e Tools
Once logged in, go to Tools on the Home Page.
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e Student Utilities
In the Action Bar, select the Student Utilities Module.

Utilities

& Student Utilities

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

Search

XG % 9

Valley Technology and Arts % o

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

= ¥ Tools » utiiies » Student Utilties Active Data Area: plan 2

Q) [IIETE]  Concurrent Record Sync | ® Students © Inactive Students Selected Students ~

942 Results Q@2 3 45678>» 48 Pages 5 Caldwell @ o (=) « Rollover Grades | o Eigibility o Find Service
B . 7 —
T DistrietD = LastName =FirstName = Eligiiity = fn... = Ho.. =Exc...=No- [ i ereril gy N ; () |m| @ LestName FrstName  DistictiD  Address Itin.. Ho.. Exc.. No
0267 Abbott Eligible x x x x @ St edzant — ? ¥ Abbott 0267 x x x x
A5 ilingpo
0385 Abbott Eligible x X x x ) e g @ Abbott 0385 x x x x
iR emarlef =
0385_ALTY  Abbott Eligible X x x x o ®| = Aovot 0385_ALT1 x x x x
= < pr G 1€) = !
0679 Abbott Eigile X x x x Rocky River S| 9 Aooon 0679 x x x x
Newell
0012 Acosta Outofarea X X x % s 73 ot % Acosta 0012 x x x x
Woodford |, @& o Red Cross.
0675 Acosta Eligible x x x x Grean; g ¥ Acosta 0675 x x x X
0245 Adams Eligible x X 3 X “ Charlotte Allen nidiand Stenfield oo Aquadale = Adams 0245 x x X X
0573 Adams Eligile X x x x & Cottorvile: % Adams 0573 x x x x
0179 Adams Eligile X x x X @ LG e} { @ Adams 0179 x x x x
0121 Adams Eligible X v x X m @ ] - Cedo ®  Adams 0121 X v x x
0214 Aguirre Inwalking . X x x x Matthew . Burnsvile e @ Aguire 0214 x x x x
0219 Alexander Eligible X X X X Pineville Unionville ¥ Alexander 0219 X X X X
n Trail Fountain Hill
0979 Alfaro Eligible x x x x i ‘ . ¥ Alfaro 0979 x x x x
0126 Alfaro Eligile X x x x Waacmon @ 4 Afao 0126 x x x x
[ G Ikt
0010 Allen Outofaea X x x x /FertMI indion Land ol e Polkion % Alen 0010 x x x x
Y Monroe Wingate
0169 Allen Eligible x x x x 9 : S % Alen 0169 x x x x
0250 Allison Eligible X X x % ) Minerl % Alison 0250 X x % x
i Prings 00)
0359 Allison Eligible x x x x s ¥ Alison 02359 x x x x
; Roughedge
o717 Allison Eligile X x x x Lessle ; & 9 Alison o717 x x x x
: Le
0765 Alvarez Eligile X x x x [ daars Jackson S ®m Awarez 0765 x x x x
o Catawba g o)

e SGP
Then select the School, Grade, Program button.

« School Grade Program

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

School
Grade

Program

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

O Unassigned Trips

O All Trips

=3 (G oo

e Select SGP
Select the School, Grade and Program from the dropdown menu and make a selection under Do
you want to perform Find Service for:

Batch Change School Grade Program x

School

Teton Technology and Arts v
Grade

XG v
Program

DFLT v

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

O All Trips

‘. Cancel | | Clear Option '

e Once you have made your selections, click on Save.
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Rematch Address
As a Transportation Administrator, | would like to address match all unmatched students.

1. Eligibility Filter
Select the Eligibility filter.
Search Q|

Select or name new search © Filters
Eligibility Edulog ID

Govermnment ID

m Program

Eligibility

Trip Assigned Status

2. Search
Choose the eligibility and then search.

Search

Select or name new search
Eligibility $ X
UnMatched Location % ¢l [x]

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

= £ Tools » utities » Student tities Active Data Area: plan 2

E} [ nicotumas | @® Students O Inactive Students Selected Students A

¥ DistrictID = LastName = FirstName = Eligibility = Itin... = Ho... = Exc... = No- B Huntersvills! 3 St ; @ a; % LastName First Name District ID Address Itin.... Ho.. Exc... No
0267 Abbott Eligible x x x x Ltgedzant % Abbott 0267 x x X X
= A
0385 Abbot Eligile X x x x T % Abbott 0335 x x x x
0385_ALT1  ADDott Eligile X x x x & e 9 Awbott 0385_ALT1 x x x x
0679 Abbot Eligible X x x x Rocky River % Abbott 0679 x x x x
Newell
0012 Acosta Outofarea X x x x| B, D TS (& 2 % Acosta 0012 x x x x
ross
0675 Acosta Eligibk x X x x| Hicreen: oy % Acosta 0675 X x % x
0245 Adams x x x x @ Charlotte Allen Midiand Stenfield g Aquadale . m Adams. 0245 x x x x
0573 Adams Eligile X x x x ) Cotonvile: % Adams 0573 x x x x
0179 Adams Eligible x x x X @ Jertilh { @ Adams 0179 x x x x
0121 Adams Eligile X v x X @ @ [} - Ceda ¥ Agams 0121 x v x x
0214 Aguirre Inwalking... X x x x Matthed 0 Bumville e @ Aguie 0214 x x x x
0219 Alexander Eligible x x x x Pineville ', T al Unionville G el ¥ Alexander 0219 x x x x
0979 Alfaro Eligible x X x X a ‘ ‘ % Affaro 0979 X x X x
0126 Alfaro Eligible x x x x Veddinton 169 ¥ Affaro 0126 x x x x
0010 Allen Outorarea X x x x /fetM! indian Land ) E2i 9 Alen 0010 x x x x
LN Menroe. - Wingate - Marshille
0169 Allen Eligible X x x x| © D % Alen 0169 x x x x
@
0250 Allison Eligible x x x x @) gnp-z:r;ssl &  Alison 0250 X x X x
0359 Allison Eligible x X x x i VI % Alison 0359 x x X X
- N Roughedge
o717 Allison Eligible x x x x i (200) ¥ Alison o717 x x x x
: Le
0765 Alvarez Eligible x X x X i { Jaars Jackson = S 2 Avarez 0765 X x x X

4. Rematch Addresses
Then select the Addresses button below.
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« Rematch Addresses

5. Batch Rematch Addresses

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

Batch Rematch Addresses X

Parameters

Address Type O Matched

Stop O Keep stop
Assignment

| Cancel |

O Unmatched ® All

@ Find service

Save

Deactivate Students

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

1. Search

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

Search

XG x

Valley Technology and Arts %

o

i}

2. Select Students

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

Ql [ mcomos | (e ® Students O Inactive Students
942 Results K <P 2 3 456738 >» 48 Pages b Caldwell »
¥ DistrictlD = LastName = FirstName = Eligibility = Itin... = Ho... = Exc... = No- Huntersville ﬁ o d
0267 Abbott Eligible X X x X bt Blaazant iigron
0385 Abbott Eligble X x x x ) o
0385_ALT1  Abbott Eligible x x x x & ¥
0679 Abbott Eligile % X x X Rocky River
LY, Newell
0012 Acosta Outofarea X x x X frosdford , —0-T {eo1) r 8
ross
0675 Acosta Eigble X X x X Creen Locust
0245 Adams Eligible x x x x @ Charlotte Al nidiand StEnfield 6000
0573 Adams Eigble X x x x o]
0179 Adams Eligitle X x x X et il
0121 Adams Eligible x v x X @ @ [} — -
0214 Aguirre Inwalking... % X x x Matthew; Bursvi
0219 Alexander Eligible x x x X Pinevill " il Unionyi il o
0979 Alfaro Eligible x X x X ﬂ ‘ '
==
0126 Alfaro Eligble X x x x Wedditbion 1) @
0010 Allen Outorarea X x x x POl indian Land v
o p ros. - Wingate :Mardhui
0169 Allen Eligible X x x = @
0250 Allison Eligible x x x x L (o gnp-z:rgsssl
he

0359 Allison Eligible X X x X T

Roughedge
0717 Allison Eligible x x x 5| [Lessl @
0765 Alvarez Eligible x x x X e Jaars Jackson

» Utilities » Student Utilities

Deactivate Students

Then select the Deactivate Students button.

‘ «f Deactivate Students

Student Deactivation
A Student deactivation confirmation window will appear, select Proceed.
Student deactivation

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

| Cancel |

Polkton

Last Name
Abbott
Abbot
Abbolt
Abbot
Acosta
Acosta
Adams
Adams
Adams
Adams
Aguirre
Alexander
Affaro
Affaro
Allen
Allen
Allison
Allison
Allison
Alvarez

First Name

District ID
0267
0385
0385_ALT1
0679
0012
0675
0245
0573
0179
0121
0214
0219
0979
0126
0010
0169
0250
0359
o717
0765

Address.

Active Data Area: plan g

Selected Students N

X

X X X X X X X X X X X X X X X X X X X

Itin....

Ho..

X X X X X X X X X X € X X X X X X X X X

EXc...

X X X X X X X X X X X X X X X X X X X X

Stop Duration
As a Transportation Administrator, | would like to.

1. Search

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

Search

Home Stop

® Yes O No

e
v

2. Select Students
Select the students in the data panel, and then select them in the workspace panel.
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= € Tools » utiies » Student Utilties

E} (SN # Concurrent Record Sync

942 Results K<< 2 3 45678 >»
¥ DistrictlD = LastName = FirstName = Eligibility = Itin... = Ho..
0267 Abbott Eligible x X
0385 Abbott Eligible x X
0385_ALT1 Abbott Eligible x x
0679 Abbott Eligible x X
0012 Acosta Outofarea X x
0675 Acosta Eligible x X
0245 Adams x x
0573 Adams x x
0179 Adams ligible x X
0121 Adams Eligible x v
0214 Aguirre Inwalking... X X
0219 Alexander Eligible x x
0979 Alfaro Eligible x X
0126 Alfaro Eligible x X
0010 Allen Qut of area x X
0169 Allen Eligible x X
0250 Allison Eligible x x
0359 Allison Eligible x X
o717 Allison Eligible x x
0765 Alvarez Eligible x x

3. Stop Duration

48 Pages
. = Exc... = No-
% 3
x 3
x x
% 3
x x
% X
x b3
x x
x 3
x x
% 3
x b3
% 3
x 3
x x
x 13
x x
% X
x b3
x x

@® Students O Inactive Students
5 Caldwell b SN i
New London
B Huntersville T concord (=) =,
Mt Pleasant. =
) . ® iinpon
" Albemarle(=—|
= o o
LY Newell &)
7R oL |
woodford Locust Red Cross Em
P charlotte Alen Midiand| Stenfield goporg  Aquadale
. Cottonville
ﬁ Mint Hill @ [
) 1 Ced:
160 2 i New Salem i
Mﬂ(thﬂwi P Bumnsville oy
Pineville ', il Uhiontile Fountaln HIll
WY =
/ Weddington: ¥ ) @
FortMill ndian Land 8 Polkion
) ® Menroe. Wingate - Marshille
" & Mineral
{ Waxhaw, SPTIngS
Lesslie "%ﬁ“dgg
 Jaars Jackson Lowrys.
Catawba H (m

Then select the Stop Duration button.

4. Change Duration at Stop

The Change duration at stop window will open. Add the stop duration or select from the list of

options, and click on Save.

Change duration at stop x

4m

O Change current value to zero

| Cancel |

O Change only if current value is 0

O Change only if new value is greater than current value

Last Name
Abbott
Abbot
Abbolt
Abbot
Acosta
Acosta
Adams
Adams
Adams
Adams
Aguirre
Alexander
Affaro
Affaro
Allen
Allen
Allison
Allison
Allison
Alvarez

First Name

District ID
0267
0385
0385_ALT1
0679
0012
0675
0245
0573
0179
0121
0214
0219
0979
0126
0010
0169
0250
0359
o717
0765

Itin....

X X X X X X X X X X X X X X X X X X X X

Ho..

X X X X X X X X X X € X X X X X X X X X

EXc...

X X X X X X X X X X X X X X X X X X X X

Rollover Grades

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

1. Search

Select the grade filter and then choose your grade.
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Search

o °
(Qsoarcn —~—

2. Select Students
Select the students in the data panel, and then select them in the workspace panel.
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3. Rollover Students
Then select the Rollover Grades button.

« Rollover Grades

4. Grade Rollover Selection
Users can now select options for grade rollover on selected students. This includes ending All
Custom transportation requests (TR’s); end Matching custom TR’s; Updating Custom TR’s or
none. Additionally, users can select to find service or not when performing the rollover.
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Student Grade Rollover Batch Options X

Grade Rollover Options
© End all Custom Transportation Requests

C End matching Custom Transportation Requests
on school advancement

C Update Custom Transportation Requests on
school advancement

® None

Find Service

O Yes
® No
[“Cance |
5. Upload

The upload window will open.

No file uploaded yet. °

| Cancel 1

6. To Upload
Select the paperclip icon.

7. Select File
Then select the file on your computer.
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8. Select Upload
Then select Upload.
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