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Chapter 1 Special Education Route System
Overview

This chapter provides introductory information about the Special Education Route
System.

Special Education Route System Overview 1-1



1-2

Welcome to the Special Education Route System!
Functions Available in the Special Education Route System

You can use the Special Education Route System to do the following:

¢ view the list of special education students assigned to routes serviced by
your company

® view the details of routes that were active during a specific time period
® search for special education student information

® print route details and student information

Special Education Route System Overview



Chaper 2 Using the Special Education Route
System

This chapter provides instructions for performing the following functions:

* logging into the system
* logging out of the system

* viewing the list of special education students assigned to routes serviced by
your company

* viewing the details of routes that were active during a specific time period
® searching for special education student information

® printing route details and student information

Note To protect students' privacy, addresses and phone numbers are hidden in the
screen shots in this manual.
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Logging In

2-2

To log into the Special Education Route System:

1. Go to the Office of Pupil Transportation website at:
http://schools.nyc.gov/Offices/Transportation

2. Click on Vendor Resources.

3. Click on Vendor Applications Login.

Using the Special Education Route System


http://schools.nyc.gov/Offices/Transportation

Office of Pupil Transportation 4. Click on Special Education Routing System.

5. Enter your User Name.
6. Press the Tab key on your keyboard.
7. Enter your Password.

8. Click Sign In.

Using the Special Education Route System
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Logging Out

24

When you have finished using the Special Education Route System, log out to
maintain the security of your data.

To log out of the Special Education Route System:

1. Click Log Out.

10
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Viewing Route Details

You can view the list of special education students who are assigned to routes that
your company services.

To view route details:

1. If applicable, click on a Garage to view the special education routes for
that garage.

2. Click Show Routes.
3. Click on a Route under List of All Routes.
4. Click Show Details.

You will see the list of students assigned to the route that you selected.

5. Proceed to the steps below to print the list.

11
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Printing Route Details

2-6

To print route details:

1. Click Print all page(s).

A printer-friendly version of the list and the Print dialog box will appear.
2. Under Select Printer, choose the printer to use to print the list.

3. Click Print.

12
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Route Administration

To enter information including driver name, escort name, bus number, and
comments:

1. Click Administration.

2. For the Route No displayed at the top of the screen, type in the Driver
Name, Escort Name, Bus Number and any desired Comments.

3. Click Submit.

You will see the message below.

4. To return to the route details, click Go back to route.

13
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Printing the Details of one or More Routes

You can print the list of special education students by one or multiple route
numbers.

To print route details:

1. Click Show Routes.
2. Do either of the following:

a. Click on a Route under List of All Routes.
OR
a. To select multiple routes, click on a Route under List of All Routes.

b. Hold down the Ctrl key on your keyboard.
c. Click on each additional route whose details you would like to print.

d. Release the Ctrl key. In this example, routes K404 and K408 are
selected.

3. Click Print.

14
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Office of Pupil Transportation

You will see the list of students assigned to the route(s) that you selected.
4. Click Print.

The Print dialog box will appear.

5. Under Select Printer, choose the printer to use to print the list.

Using the Special Education Route System

6. Click Print.

15
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Viewing Route Details by Time Period

You can view the list of special education students assigned to routes that were
active during a specific time period.

To view route details by time period:

1. Click Show Routes.

2. Click on Click here to display routes for a selected period of time.

3. Click on the to choose the Start Date and End Date between which
you would like to search.

4. Click Show Routes.
The applicable routes will appear on the right side of the screen.

5. Proceed to the steps below to print the route details.

16
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Printing Route Details by Time Period

To print route details by time period:

1. Do either of the following:
a. Click on a route number on the right side of the screen. In this

example, route K404 is selected.

OR

a. To select multiple routes, click on a route number on the right side of
the screen.

b. Hold down the Ctrl key on your keyboard.
c. Click on each additional route whose details you would like to print.
d. Release the Ctrl key.
2. Print.

You will see the list of students assigned to the route(s) that you selected.

3. Click Print.

17
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Office of Pupil Transportation The Print dialog box will appear.

4. Under Select Printer, choose the printer to use to print the list.

5. Click Print.

18
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Office of Pupil TransportatiofSearching for Student Information

You can search for special education student information by student ID, first name,
and/or last name.

To search for student information:

1. Click Search.
2. Choose ID or Name. In this example, Name is chosen.

3. Type in the student's First Name and/or Last Name. In this example, the
search is for students with the last name "Smith".

4. Do one of the following:

a. To find students with the first and last name that you typed in, choose
AND.

OR

b. To find students with either the first or the last name that you typed
in, choose OR.

OR

c. To find students with a first or last name containing the letters that
you typed in, choose LIKE.

5. Click Submit.

19
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Office of Pupil Transportation You will see the list of students who meet your search criteria. Students on
routes serviced by other vendors are listed at the bottom of the screen.

6. Click on a Route No. to view route details.

You will see the list of students assigned to the route that you selected.

7. To print the list, proceed to the steps below.

20
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City School District of the City of New York
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To print student information:

1. Click Print all page(s).

A printer-friendly version of the list and the Print dialog box will appear.
2. Under Select Printer, choose the printer to use to print the list.

3. Click Print.

21

Using the Special Education Route System 2-15



OPT Call Recording System Vendor Manual
lae 7]

Copyright © 2008 The Office of School Support Services

All Rights Reserved

Printed in the U.S.A.

This document contains confidential and proprietary information of

The Office of School Support Services. Disclosure or use of any portion of the
contents of these materials may not be made without the express written con-
sent of The Office of School Support Services.

22



Table of Contents

Chapter 1 OPT Call Recording System Overview

1-1
Welcome to the OPT Call Recording System! .........cccoooevieevieveevecneennnen, 1-2
Functions Availablein the OPT Call Recording System............ccceu..... 1-2
Chapter 2  Using the OPT Call Recording System 2-1
LOGGING TNttt 2-2
(0o o101 [ | SO SUSOPR 2-4
Viewing and Responding to Complaints.........cccccveveveseneeceseseseesieseenens 2-5
Printing Complaint DELailS..........cccovreiiinierer s 2-7
Working with Bus Breakdown and Running Late Reports............cccocevenee. 2-8
Adding aBreakdown REPOIT...........coeeieiiieeieeeseeee e 2-8
Adding aRunning Late REPOIT ..........cooerieerirerieieese e 2-15
Editing a Breakdown or Running Late RePOrt.........ccccccvvvvereeeesvenene, 2-22

23



Chaper 1 OPT Call Recording System
Overview

This chapter provides introductory information about the OPT Call Recording
System.

OPT Call Recording System Overview 24
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Welcome to the OPT Call Recording System!

Functions Available in the OPT Call Recording System

Y ou can use the OPT Call Recording System to do the following:

» view complaints filed against your company
* respond to complaints

e print complaint details

» add bus breakdown reports

e add bus running late reports

Note Only thesetypes of complaints appear in the system: bus did not arrive at school,
late arrival at school, and no pick-up.

1-2 OPT Call Recording System Overview
25



Chapter 2 U S

ng the OPT Call Recording

System

This chapter providesinstructions for performing the following functions:

Using the OPT Call Recording System

logging into the OPT Call Recording System
logging out of the OPT Call Recording System
viewing complaints filed against your company
responding to complaints

printing complaint details

adding bus breakdown reports

adding bus running late reports

26



Logging In
To loginto the OPT Call Recording System:

1. Go to the Office of Pupil Transportation website at:
http://schools.nyc.gov/Offices/Transportation

2. Click on Vendor Resources.

test only | prirter friendly ﬂ
" c SEARCH:

Department of
Education

Joal I, Kiain, Chancefior

Pupil Transportation
ABOUT US >

advanced search | site map

CHOICES & ENROLLMENT = i
ACADEWICS > Get Fall Transportation Inform
OFFICES & PROGRAMS v

Parents and guardians,
to search faryour child's bus raute

= Pupil Transportation
) ) use the Student Transporation Information Search.

= Parent Resources
= .
Schools can log in to the

School and Student Transpartation Search or [od in to specific ag

=UP - tofind student and school transporation information.

3. Click on Vendor Applications Login.

text anly | printer friendhy

N c SEARCH:

Department of
Education
Joal I, Klein, Chancelior

Vendor Resources
ABOUT US =

CHOICES & ENROLLMENT >

advanced search | ste map

Yendors can use the links below to log in to applications, acce
ACADEMICS = procedures and viewe school schedules and other infarmation.

OFFICES & PROGRAMS

= Pupil Transportation

= Parent Resources

> School Resources
g SCITT e

or Applications

Vend

= OPT Resources

DPT infarmation for bus campanies.

Log in to applications.

MY'C public schoals calendar.

Mon-public schools calendar.

Infarmation far bus drivers.

Infarmation for escorts.

27
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4, Scroll down to the bottom of the screen.
5. Click on OPT Call Recording System.

Using the OPT Call Recording System

STUDENT SUPPORT, SAFETY,
AND ACTIVITIES

>

STUDENT PERFORMANCE &
ACCOUNTABILITY

>

Careers >
We're looking for great
teachers, principals,
administrators, i
and more. Join us tod.

S

Teacher Page >

Resources for Teachers

N

Community Partners >
Resources for community-
based organizations

Find a
School >

Subscribe >

Get e-newsletters, news
blasts, and more.

Special Education Routing System

Accidents
Wendors can enter and view accident information.

Driver and Escort Systern
Wendors can access vital information, personnel data, reguired training cour
campleted, and drug and other physical testing for MY C drivers and escorts.

OPT Call Recording System

ggors can view select ioggee®ation.

Fre-k Call Recording Systerm
Wendors can view selectinformation.

Wendor Integration

Bus Route Status

Fre-l< Bus Foute Status Systern
Wehicle System

Froblem Runs

Fre- Student Systern
Wiew student information by schoal.

Fre-KiEl Site Calendar Systerm
Wiew schoal calendar information, run reports and loak up route information.

Enter your User Name.

Press the Tab key on your keyboard.

Enter your Password.
Click Log In.

OPT Call Recording System 5.0

Tzer M armne:

[y

P agsvrord

Eubmitl

Y ou will seethe Main Menu of the OPT Call Recording System:

New York City Department Of Education

OPT Call Recording System 3.0

Pupil Look-Up

View Complaint

|Lng ont

28



Logging Out

Logging out prevents an unauthorized person from viewing your information.

To log out:

1. If the Main Menu isnot displayed, click Main Menu at the bottom of the
screen.

2. Click Log out.

New York City Department Of Education

OPT Call Recording System 5.0

Pupil Look-Up
‘Yiew Complaint
( Log out

2-4 29 Using the OPT Call Recording System



Viewing and Responding to Complaints

Y ou can view complaints made against your company and respond to those
complaints.

Note Only thesetypesof complaints appear in the system: bus did not arrive at school,

late arrival at school, and no pick-up.

To view and respond to complaints:

1. Click on My Complains.

New York City Department Of Education

OPT Call Recording System 5.0

Pupil Look-Up

|View Complaint

My Cumgla@

ming Complaints bv Department

2. Input date range and click submit.

My complaints within a period

FromDate | E
ToDate |[| E

@ Back | Main Menu |

3. Click on a Complaint#.

S1No |Complaint# Cid Name DOB  |School Grade R::I)J?I::B d
05T Gugan g
T o s
205 a0 ae
| s
tain benu ” Back ]

Using the OPT Call Recording System
30
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The complaint information will appear.
4. Type your response in the box under Please Write Your Response.
5. Click Update.

Y our response will be sent to the OPT and the complaint will no longer appear
on thelist of complaints.

1 No Pick-TUp
Description

Parent states that the bus did not pick up his child this morning.

Please write your Response

Child was not present at stop at scheduled pickup time|.

) Back H Kain Menu ]

6. Click Print to print the complaint details and your response.

Note If you close this screen without printing the complaint, you will not have another
opportunity to print the complaint.

* Print i Yiew Complaints ]

7. Proceed to the steps below to print the complaint details.

31 Using the OPTCall Recording System



Printing Complaint Details

Note If you close this screen without printing the complaint, you will not have another
opportunity to print the complaint.

To print the complaint details:

1. Click Print at the bottom of the screen.

MNature Of The Problem

1 Ho Pick-Up

Problem Details: -
Parent states that the bus did not pick up his child this marning.

Licenze Plated Bus# Location of Incident

Dept Referred To Operations Date Referred 5542005

Vendor Resolution
Resolution 1 Yendor:- Child was not present st stop at scheduled pickup time.

Date 472072006 Eastern Time 3:20:53 PM

Print Yiew Complaints H Kain Menu ]

2. Select the desired printing options, then print the complaint.

3. You canthen click View Complaints to respond to another complaint or click
Main Menu to return to the main menu and log out.

Using the OPT Call Recording System 2-7
32



Working with Bus Breakdown and Running Late Reports

Y ou must report all bus breakdowns and delays using the OPT Call Recording
System. Add a bus breakdown report to notify the OPT about a mechanical

problem. Add arunning late report to notify the OPT about a traffic delay or
other delays.

Adding a Breakdown Report

To add a breakdown report:

1. If the Main Menu is not displayed, click Main Menu at the bottom of the
screen.

2. Click on School Bus Delays.

< >

3. Click on New Breakdown Report.

>

Using the OPT Call Recording System
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4. Choosethe Type of Run to which the breakdown applies and AM Run or PM Run.

- D

5. Contact: Typein the Title, Name, and Phone Number of the person at your
company that the OPT can contact regarding the breakdown. Type the phone
number in this format: 000-000-0000. For example, type 718-555-5555.

>

6. Occurred On: Typein the time at which the breakdown occurred. Use this
format: 00:00 am or pm. For example, if the breakdown occurred at 7:30 in the
morning, typein 7:30 am.

Received By | MM

Contact | Title IDispatcher Hame IE

[11/17.08 (|
(&g 32200 415 pm)

Eoute# I

Bus

] _
Conpany | |

Ciccurred On

Using the OPT Call Recording System 34 2-9



7. Route# & Borough : Typein the route number involved in the
breakdown, if it isavailable. Select borough from drop down menu.

received By | [N Created Og| 120712 [08:42 AM

fe.g. 32200 4:13 pmj

Contact TiﬂelDispatcher NmelF‘at
arough IManhEttan vI D
Oocured O 111717708 |7:30 am
(e.g. 5722000 4:15 pim) Busz I

Route# n
Bus Ir Description -
Conpany | [

i

8. Bus#: Typein the bus number involved in the breakdown.

= >

Bus Company

9. Reason: select reason of breakdown from drop down menu and type a brief description in
the description box.

3

FY

Reason |Se|e|:t a reason - Description

2-10 Using the OPT Call Recording System
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10.

Location of Breakdown: Type in the location at which the breakdown

occurred.

Bus Company

Reason

|Se|ect a reason

Location of Brealcdré

Corner of W Sth 3t.
6th hwve

11. School(s) Serviced: type the school code(s) serviced by the route involved

in the breakdown.

schno1(s@| _
Enter J

-digit codes separated by commas

Number of
students
on the bus

—

Using the OPT Call Recording System
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12. Number of students on the bus: Typein the number of students that were on
the bus when the breakdown occurred.

| Nunber of
Schools) Seced | s.mdent{
Enter 3-digit codes separated by commas

on the bus

12. Choose Yes or No to answer these questions: Has contractor notified
school(s)?, Has contractor notified parent(s)?, Has another bus been
dispatched to complete the run?, Have you alerted OPT ?

13. If you aerted the school(s) / OPT, type in the Name of person notified in appropriate
boxes.

14. If another bus was dispatched to complete the run, type in the Time
replacement bus dispatched and the Bus# Dispatched.

; Person Notified Name &N
Has contractor notified - . o
school(s)? * No " Yes I Has contractor notified parent(s) £ Yes

Time replacement bus

. Bus# Dispatched
Has another bus been dispatched to complete the run? @ Ng " Yes dispatched

Have you " No |Name of Person Notified Datel fe.g. 3/22/°00) Complaint® I
alerted OPT? | & Yes || Tome| (e.g 4:15 pm)

2-12 Using the OPT Call Recording System
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15. You can reopen the report and enter Follow Up Information later in the day.

16. You can type any other pertinent information about the breakdown in the
Additional Information box.

17. Click Save Report.

Follow Up Information

What time did the bus resume run?

If during morning runfield trip, . . . .
what time did the school(s) receive their children? I during afternoon run, what time did the last child get hor

Additional Information

=
Save Report I Cancel Changes

Using the OPT Call Recording System 38 2-13



18. The saved breakdown report will appear. Parents, schools, and the OPT will be
able to see your breakdown report on the OPT website. Y ou can edit the report
using the instructions listed below.

| Contact Dispatcher [N

[ Occured On [Mon, Nov-17 07:30 AM | Reported On [Mon, Nov-17 12:33 PM
| Ruute#|m Borough |Br00klyn
Bus Cnmpany| Bus#
Location of |Corner of W. 8th St. and Description of

breakdown |6th Ave. breakdown Bus overheated

New York City Superstart
Plus Program

School(s) (5601 16th Avenus Murmber of students
Serviced |Brooklyn | NY, 11204- on the hus
7188518070

[

0

Has Contractor

. Has Contractor
Motified School |Yes Notified Parent(s) es

=

()7
Has an_nther bus Tirne replacement 8:00 am
been dispatched Yes bus dispatched: |~ ¢
to complete the

fun? | Bus# Dispatched: (00001

19. You can click on School Bus Delays List to edit adelay or breakdown report
or click Log Out to exit from the system.

B ad

hlore Reports

2-14 39 Using the OPT Call Recording System



Adding a Running Late Report

To add arunning late report:

1. If necessary, click Main Menu at the bottom of the screen.
2. Click on School Bus Delays.

< >

3. Click on New Running Late Report.

>

4. Choose the type of run to which the delay appliesand AM Run or PM Run.

5. Contact: Typeinthe Title, Name, and Phone Number of the person at your
company that the OPT can contact regarding the delay. Type the phone number
in this format: 000-000-0000. For example, type 718-555-5555.

D

Using the OPT Call Recording System 2-15
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6. Occurred On: Typein the time at which the bus was running late. Use this
format: 00:00 am or pm. For example, if the buswasrunning late at 7:30 inthe
morning, typein 7:30 am.

Contact | Title |Dispat|::her Hame IE

[11717/08 (
(e.g 5522000 415 paw)

Eoute# I

Bus
Cotnpany

Cecurred On

7. Route# & Borough : Type in the route number involved in the breakdown, if it is
available. Select borough from drop down menu.

Receved By [ Created On| 1207112 [0g:42 M

, fe.g. 32200 4:13 pm)
Contact TiﬂEIDISFIElTChEI' NamelF'at -

[11117/08 |7:30 am Bﬂmuﬁ

i d 0
crurea (g 2/22000 4:15 pm) Busz I

Routa#

L

Bus Ir Description

Company |

Ll

L

2-16 Using the OPT Call Recording System
41



ETeller
Oval


8. Bus#: Type in the bus number involved in the delay.

Bus Company

9. Reason: select reason of breakdown from drop down menu and type a brief description in
the description box.

Traffic on Flatbush Ave. ﬂ

[

Reason |Se|ect a reason | Description

10. How Long?: Typein the duration for which the bus was delayed.

How Long’

=
G

Using the OPT Call Recording System 2-17
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11. School(s) Serviced: type the school code(s) serviced by the route involved
in the breakdown.

Number of

School(s) Serviced|' studznts
Enter -digit codes separated by commas
: on the bus

12.  Number of students on the bus: Type in the number of students that were on
the bus when the delay occurred.

Number of
Schools) Serviced | (D)
Bnitzr 3-dligit codes separated by commas

on the bus

13. Choose Yes or No to answer these questions: Has contractor notified
school(s)?, Has contractor notified parent(s)?, Have you alerted OPT ?

14. 1If you alerted the school(s) / OPT, type in the Name of person notified in appropriate boxes,
and the date and time for when OPT was notified.

- Person Notified Name &N
Has contractor notified - : 0
schols) #No " Yes Has contractor notified parent(s) Ve
Have vou {"Ng |Name of Person Notdied Date (2 3/220) .
) — Complaint= I
deted OFT | 6 Vs Time (g 415 pm)
2-18 Using the OPT Call Recording System
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15.You can reopen the report and enter Follow Up Information later in the day. (what
time the school received their children or what time last child got home)

Follow Up Information

If during morning run/field trip, If during afternoon run, what time did the last child get home?
what time did the school(s) receive their children? | |

16.You can type any other pertinent information about the delay in the Additional
Information box.

17.1f the driver involved in the delay was the regularly scheduled driver, choose
Regular Driver. If the driver involved in the delay was a substitute driver,
choose Shape Driver.

Additional Information
[—
" Shape Driver * Regular Driver
Save Report Cancel Changes |
Using the OPT Call Recording System 2-19
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2-20

18.Click Save Report.

Follow Up Information

o runifield trip,

he school(s) receve thewr claldren? If during afternoon run, what tiry

Additional Information

C e Driver & Eegular Driver
Cancel Changes |

The saved running late report will appear. Parents, schools, and the OPT will be
ableto see your running late report on the OPT website. Y ou can edit the report
using the instructions listed below.

=ave Report

| Contact |Di5|1-atcher_
| Occurred On Mon, Nov-17 07:30 AM | Reported On [Mon, Nov-17 12:59 PM
| Route# |m | Borough |Brooklyn
Bus Cnmpany_ Bus#
Reason For Delay [Traffic on Flathush Ave. || How Lang? |2l] minutes

New York City Superstart
Plus Program

Schoolis) 5601 16th Avenue Murmber of students 10
Serviced |[Brooklyn | MY, 11204- on the bus
7188518070

Has Contractor

i Has Contractor
Motified SC}EE)D';! Yes Notified Parent(s) es

-

45 Using the OPT Call Recording System



19.Y ou can then click on School Bus Delays List to add or edit a breakdown or

running late report or click Log Out to exit from the system.

@=chool Bus Delays List

=lem

{fil

Using the OPT Call Recording System
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Editing a Breakdown or Running Late Report

2-22

Y ou can update a breakdown or running late report with new or follow up

information.

To edit a breakdown or running late report:

1. If the Main Menu is not displayed, click Main Menu at the bottom of the

screen.
2. Click on School Bus Delays.

>

Thelist of breakdown and running late reports that you previously entered will

3. Click onthe Edit link to the left of areport that you want to edit.

OPT Bus break downs
Header El‘j % Reason
Edit|Breskdown | 0005|12344 |Flat tire. E“??:'}SNE;I'” E’%; E@pd %a”s
Edit|Eyeakdown 12344 |Bus overheated Eq;:na’DN;:‘_l? E‘%z E@pd %5”5
Edit|Breakdown 12344 |Bus overheated g;:néﬂNE:ﬂ-l? 1;‘%; E@pd %ails
Edit ﬁ:tlgning 123454 II;iELcsEnnve. Q;:HS:DN;:ﬂ_l? Eﬁ; E@pcl %mls

47 Using the OPT Call Recording System
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4. Make the desired changesto the report and enter any available Follow Up

Information.

5. Click on Save Report.

Follow Up Information

What time did the bus resume nun? I
If during morming runfield trip, . . . ”
wht time did the school(s) receive their childran? If' durmg afterncon run, what time did the last child get home?
3:15 Al
Additional Information
=
-]

Laz 1 Mon, Nov-17 02:51 PMby pd

Save Report Cancel Changes

The saved breakdown report will appear.

| Contact Dispatcher

| Occurred On |Mon, Nowv-17 07:30 AM

| Reported On [Mon, Nov-17 12:33 PM

| Route# 12344

| Borough |Brook|yn

to complete the
run?

Bus Company Bus#
Location of |Corner of W. 8th St. and Description of Bus overheated
breakdown |6th Ave. breakdown ‘
New York City Superstart
Plus Program
School{s) 5601 16th Avenue Mumber of students 10
Sermviced [Brooklyn , MY, 11204- on the bus
7185518070
Has Contractor
Matified School [Yes M H_as Contractor Yes
(5)? otified Parent(s)
Has another bus Time replacement o oo
been dispatched Yes bus dispatched: | am

| Bus# Dispatched: 00001

6. You can then click on School Bus Delays List to edit or add a breakdown or
running late report or click Log Out to exit from the system.

fl
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7 ] L etters and Memos System Overview

This chapter provides introductory information about the L etters and Memos
System.
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Welcome to the Letters and Memos System!

Functions Available in the Letters and Memos System

The Letters and Memos System provides a convenient means for you to
view and print documentation related to OPT policies and procedures.
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Chaper 2 Using the L etters and Memos System

This chapter providesinstructions for doing the following:
* logging into the Letters and Memos System

» logging out of the Letters and Memos System
» viewing and printing documentation
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Logging In

2-2

Y ou must enter a user name and password to access the Letters and Memos
System.

To log into the Letters and Memos System:

1. Go to the Office of Pupil Transportation website at:
http://schools.nyc.gov/Offices/Transportation

2. Click on Vendor Resources.

text only | printer friendly m
N c SEARCH:

Depaﬂl_ﬂal'lt of atvanced search | site map
Education
Joal . Klein, Chancelior

Pupil Transportation
ABOUT US =

CHOICES & ENROLLMENT = =
ACADEMICS > H

Get Fall Transportation Inform
OFFICES & PROGRAMS hd Parents and guardians,
= Pupil Transportation to search foryour child's bus route

use the Student Transportation Information Search.

= Parent Resources

Schools canlogin to the

Schoal and Student Transportation Search or log in to specific a
to find student and schoaol transportation information.

= Vendor Resources
Elw -

3. Click on Vendor Applications Login.

text only | printer friendly

N c SEARCH:

Dapam_'rlent of advanced search | site map
Education
Joel |, Kiein, Chancellor

Vendor Resources
ABOUT US >

CHOICES & ENROLLMENT =
Yendaors canuse the links below to log into applications, acce
ACADEMICS > procedures and view school schedules and other information.
OFFICES & PROGRAMS W OFT information for bus companies.
= Pupil Transportation Log in to applications.
= Parent Resources
= School Resources IYC public schoals calendar.

ehitdor Resource
Hon-public schoals calendar.

Information for bus drivers.

= OPT Resources Information for escarts.
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text only | printer friendhy

Department of
Education

Joel I Kiein, Chancellor

ABOUT US

ACADEMICS

CHOICES & ENROLLMENT
FACILITIES

OFFICES & PROGRAMS

= Pupil Transportation

= Parent Resources
= School Resources
= Vendor Resources
* ‘endor Applications
Login

o
< OFT Information For Bus Companies

PARENTS &|

SEARCH: GO

advanced search | site map

Vendor Applications Login

IEEiE—ma

|0 in to ac oy, procedure and schedule information.
School Bus Yiolations

Wendors can log in to view open and closed vialations and create and edit heari
schedules,

Field Trips
Wendors canwiew and print scheduled field trips.

Hon-Public Schools Calendar Systerm
This system allows vendors to view non-public schoal calendar infarmation, ru
and look up route infarmation, 1

5. Enter your User Name.

6. Pressthe Tab key on your keyboard.

7. Enter your Password.

8. Click Submit.

zer M arme:

Letters & Memos login

|kt

Passvrord:

LogIn |

Letters Memos

* |oglut

FALL ADD ROUTES 2011/2012 (Updated 05/03/2012)

Fall Pick Schedule 2011/12 {Updated 08/24/2011)

Fall Pick Plus/Minus 2012/13 (Updated 08/21,/2012)

Wendor Information Form

Seating Locations

Drug and Alcohaol Policy

OPT Emergency Procedures (Updated 08/24/2010)

View and print Emergency Procedures for the Office of Pupil Transportation.

Summer Pick Plus/Minus 2012 (Updated on 06/20/2012)
Summer Pick Plus/Minus 2012

Fall Pick Schedule 2012/2013 (Updated 8/21/2012)

FALL ADD ROUTES 2012/2013
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Logging Out

When you have finished using the L etters and Memos System, log out to maintain
the security of the data.

To log out of the Letters and Memos System:

1. Click on LogOut.

Letters Memos

FALL ADD ROUTES 2011/2012 (Updated 05/03/2012)
Fall Fick Schedule 2011/12 (Updated 08/24/2011)
Fall Pick Plus/Minus 2012/13 (Updated 08/21/2012)
Wendor Information Form

Seating Locations

Drug and Alcohol Policy

OFT Emergency Procedures (Updated 08/24/2010)

iew and print Emergency Procedures for the Office of Pupil Transportation.

Summer Pick Plus/Minus 2012 (Updated on 06/20/2012)
Summer Pick Plus/Minus 2012

Fall Fick Schedule 2012/2013 (Updated 8/21/2012)

FALL ADD ROUTES 2012/2013
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Viewing and Printing the Documentation

This section includes steps for viewing and printing the types of documents that
may be available in the Letters and Memos System.

Notes 1. Youmust have Microsoft Office and Adobe Acrobat installed on your computer
in order to access the documents.

' The documents available in the Letters and Memos System vary from year to
year. The documents displayed below are samples of some of the types of
letters and memos that you might see in the system.

Viewing and Printing Microsoft Office Documents

Some of the documents in the system are Microsoft Office files: Word or Excel
files. Y ou must have Microsoft Officeinstalled on your computer in order to access
these documents.

To view and print a Microsoft Office document:

1. Click on alink. In this example, the Vendor Information Form will be
selected.

Letters Memos
L

FALL ADD ROUTES 2011/2012 (Updated 05/03/2012)

L]

Fall Pick Schedule 2011/12 (Updated 08/24/2011)

.
Fall Pick Plus/Minus 2012/13 (Updated 08/21/2012)

L]
@ Information @

L]
Seating Locations

Drug and Alcohol Policy

OPT Emergency Procedures (Updated 08/24/2010)
view and print Emergency Procedures for the Office of Pupil Transportation.

Summer Pick Plus/Minus 2012 (Updated on 06/20/2012)
Summer Pick Plus/Minus 2012
Fall Pick Schedule 2012/2013 (Updated 8/21/2012)

FALL ADD ROUTES 201272013

* LogOut
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If the document is a Microsoft Office file, the File Download dialog will
appear as shown below:

2. Click Open.

File Download =]

Do you want to open or save this file?

@ j Mame: YendorInfoForm,doc

Type: Microsoft Word Document, 34.5 KB

Fram: ww,opk-osfns.org

Save | Cancel I

W Alwaps azk before opening this wpe of file

harm your computer. |f you do not trust the source, do not open or

@ While files from the Intermet can be ugeful, zome filez can potentially
zave thig file. What's the rigk?

-elected document will be opened:

| !EI ¥endorInfoForm.doc (Read-Only) - Microsoft Word - |EI|1|

File Edit Wiew Insert Format  Tools  Table ‘WebWorks  Window Help  Adobe PDF  Acrobat Comments

NEEHRISISQAIVE L RR I
4_4 Mormal + 10 pt = Yerdana - 10 ~ B I O
O] RN SR R S R Kk

4

= *

oL N

4o

o

& 7o - @
= m-A-

i=
R T

i= .

nd

[ew ¥ork City Department of Education
Office of Pupil Transportation
- YEMDOR INFORMATION FORM

School Year - 2007-2008 Status - A

) Bus Company
- MName

Mailing Address

- Company Phone
© Fax Mumber

- Contact After 5

Mame Phone

Cell Phone
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9. Click File > Print to print the document.

% v-ndorInfoForm.doc {Read-Dnly) - Microsoft Word

View  Insert

Formak

Tools

Table

WebWorks  Window

0

Chrl+0

&, Prigh Presview
5 Prink...

Chrl+5

Save as Web Page...
File Search...
Permission

Versions. ..

‘Web Page Preview

Page Setup...

-

Help

4

Adobe PDF

=10l x|

Acrobat Comments

& 100%

pil Transportation

Epartment of Education

FORMATION FORM

Status - &

Chrl+P

end 1o

Properties

154, \LettersandMemosvendoriManualCoy., .
2 S\, \PrekBusRouteStatusPrekManualCo...
3 5\, \PrekBusRouteStatusPrekManualCo. ..
4 5:4...\PrekBusRouteStatusPrekManualCo...

Exit

10. Select the desired printing options, then print the document.
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Viewing and Printing Adobe Acrobat (.pdf) Documents

2-8

Some of the documents in the system are Adobe Acrobat (.pdf) files. Y ou must

have Adobe Acrobat installed on your computer in order to access these
documents.

To view and print an Adobe Acrobat (.pdf) document:

1. Click onalink. Inthisexample, OPT Emergency Procedures will be selected.

-
Vendor Information Form

Seating Locations

Drug and Alcohol Policy

OPT Emergency Procedures (Updatyd 08/24/2010)
iew and print Emeragency Prog

Summer Pick Plus/Minus 2012 (Updated on 06/20/2012)
Summer Pick Plus/Minus 2012
Fall Pick Schedule 2012/2013 (Updated 8/21/2012)

FALL ADD ROUTES 2012/2013

o LogCut

ures for the Office of Pupil Transportation.

If the document is an Adobe Acrabat (.pdf) file, the document will be opened

as shown below:

{vendors/lettersmemos;fol i ] B
File Edit GoTo Fawaorites  Help |;1'

Qe - @ - %] (2] o] Psearh §rmonees €| 02+ 7
&) @ Wl A A5

Address I@ dorsflettersmemas Forms] OPTEmergencyPlan, pdf j Go |Link5 » @ -

= P, = r==n |z ) )
‘B = 5@ @ ks O3 oy - 2

4
5 B
= OFFICE OF PUPLL TRARSRORTATION =
{ 4438 vereon Bodevard £% Floar

Daparisast of Loy Island City, MUY, 13100

e Eﬂ-"""‘_ (T18) 3922055

Emergency Procedures

VELLOW SCHOOL BUS VANDALISM

OPT Respon:
Mukiple reparts of vandalism on a given day will Increase the responss level

Single Incident of Vandalism {Single Company or Yard):

= Initial question: Are the police on site?

= Agent recering the call will immediately alert supervisors and administraticn
= Pield supervisor will be alerted to report to the yard

= A second Inspector will be sent to the iccation

= It may be necessary fo reassign ane of the field Inspecions

The first inspector to arrive at the yard contscts Director of Operations Willlam Mesin, with the
Infarmaticn. The inspector will continue his reports until Elena Ruoco arrives. She will then assume the
lead In the Information gathering process. The following information b nesded:

= Routes affected

* Bus nurnbars

El = Anticipated delay for each route

i = Parents notified Yes/he

= Nature of the damage

* Number of runs which departed on tme

= Routes whose buses are under repair with an anticipated compietion time

= Affected routes which will need a replacemant bus

= Time all runs left the yard

Multiple Incidents of Vandalism {Multiple Companies or Yards):

= Initial question: Are the police on site?

= Agent receraing the call will immediately akert supervisors and adminkssration

= Field supsrvisor will be alerted to report to the first yard

= Ta sliow for rapkd deployment the following staff parsonnel will repoet to the fallowing assigrment and
contact GFT. Personnel will need a twa way radio and an updated schoal bsting.

A general education and special education nspector will remain on site to at lest 5:30FH to address any
routing lssues. Company and Irspector must follcw the kead of the Police Departmant. 15Cs and
contracted vendors will be: notifled as scon as pessible reganding the decision to cancel field trips: in the
event of wide spread vandalism.

it “ Aftachments
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2. Click File > Print to print the document.

GoTo  Faworites  Help |?

|| e Fentes €]
¢ Search Favorit -
Tk earc "L\S-’ avorites @

x>

s/ CPTEmergencyPlan, pdf j Go |Links >
m )

& -
S0 - o oy -

@etup. i

Send

Import and Export...

PIL TRARSPORTATION

/|

levard &% Floar
MUY L3100
Properties
Emergency Procedures
wiork OFfline
Close -
OPT Ries|

ponse
Mulkiple reports of vandalism on a given day will increase the response level.

Single Incident of Vandalism (Single Company or Yard):
= Initial question: Are the pollcs on site?

= Agent recerdng the call will immediately akart supervisors and administration
= Field supervisor will be alerted to report to the yard

= & second inspector will be s=nt to the location

= It may be necessary to reassign one of the fleld Inspectors

The first inspector to arrive at the yand contacts Director of Operations Willlam  Hesin, with the
Information. The inspector will continue his reports until Elena Ruocoo arrives. She will then assame the
lzad in the Infosmation gathering process, The following information is nesded:

= Routes affected

= Bus numbers

= Anticipated delay for each route

* Parents notified Yes/No

= Nature of the damage

= Number of runs which departed on tme

= Routes whoss buses are under repalr with an anticipated completion time

= Affected routes which will nesd & replacement bus

= Time all runs left the yard

3. Sdlect the desired printing options, then print the document.

Using the Letters and Memos System
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Chapter 1

Vehicle System Overview

Vehicle System Overview

This chapter provides introductory information about the V ehicle System.
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Welcome to the Vehicle System!

Functions Available in the Vehicle System

Y ou can use the Vehicle System to do the following:

* view, searchfor, edit, and delete your vehiclerecordsthat were added in the
system

* add your vehicle records

» create avehicle report
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Chapter 2

Using the Vehicle System

Using the Vehicle System

This chapter providesinstructions for performing the following functions:

* logging into the Vehicle System

» logging out of the Vehicle System

» viewing, searching for, adding, editing, and deleting your vehicle records
» adding your vehicle records

» creating avehicle report
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Logging In

2-2

Y ou must enter a user name and password to use the Vehicle System.

To log into the Vehicle System:

1. Go to the Office of Pupil Transportation website at:

http://schools.nyc.gov/Offices/Transportation

2. Click on Vendor Resources.

text anly | printer friendly

Department of
Education

Joel . Kiein, Chancelior

ABOUT US
CHOICES & ENROLLMENT
ACADEMICS

OFFICES & PROGRAMS

= Pupil Transportation

= Parent Resources
= _

= Vendor Resources
Bl -

SEARCH:

advanced search | site map

Pupil Transportation

5

Get Fall Transportation Inform

Parents and guardians,
to search faryour child's bus route
use the Student Transportation Information Search.

Schools can log intothe
School and Student Transportation Search or log in to specific ag

to find student and school transportation information.

3. Click on Vendor Applications Login.

text anly | printer friendly

Department of
Education
Joal I, Kleln, Chancallor

ABOUT US
CHOICES & ENROLLMENT
ACADEMICS

OFFICES & PROGRAMS

= Pupil Transportation

= Parent Resources
= School Re

PENidor Resource
* Vendor Applications
Login
e ition

* Escort Infformation
= OPT Resources

SEARCH:

advanced search | site map

Wendars can use the links below to log in to applications, acce
procedures and view school schedules and other information.

CPT information for bus companies.

Log into applications.

BYC public schools calendar.

Maon-public schools calendar.

Information for bus drivers.

Information for escors.

69
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Using the Vehicle System

4, Scroll down to the bottom of the screen.
5. Click on Vehicle System.

S

Enter your User Name.

Pressthe Tab key on your keyboard.
Enter your Password.

Click Submit.

© © N o

Vehicle Entry Screen

Tser Name |psmith |

FPaszsword |----- |

Please enter your user name and password here to enter Vehicle Entry system.

The Vehicle List screen will appear:

Number of vehicles per page

{Active: 1593 Inactive: 10 Spare: 116 Other: O Total: 1719)
Reaqistration Bus No._ License Flate Model Year Type AJC Garage Status AIC Retrofit

ololo]o]e]o]e

Pages 1 2 2 4 6 6 7 2 9 10 . 246 Mext

Choose a WYehicle from the list or enter your search criteria below and click an option above_

License plate j

Backto Login
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Logging Out

When you have finished working in the system, you should log out to prevent an

unauthorized person from accessing your vehicle data.

To log out:

1. Click Back to Login at the bottom of the screen.

Number of vehicles per page

(Active: 1593 Inactive: 10 Spare: 116 Other: 0 Total: 1719)
Bus License AIC

Model Year Type AJIC Garage Status _~

Registration Retrofit

No. Plate

Mo

Mo

Mo

Mo

Mo

Mo

oloJolofo]lo]e

Mo

Pages 1 2 3 4 6 6 7 2 89 10 .. 246 Mext

[Delete] [View] [Print” Fepons ]

Choose a Yehicle from the list or enter your search criteria below and click an option above.

License plg |
Eackto Login )

—
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Working with Vehicle Records

From the Vehicle List screen, you can search for vehicle records based on criteria
such as the license plate number or registration number. Y ou can also view, add,
edit, delete, and report on your vehicle records.

Vehicle List Screen

Y our vehicle records that were previously entered in the system are displayed on
the Vehicle List screen as shown below. The top of the screen indicates the total

number of your vehicle records that are in the system I
@@ ]

ik .
WOeT U1 Nl L) i

AIC

Status b e rofit

Mo

o

Mo

Mo

Mo

o

ololeflo]olo]e

o

Pages 1 2 3 4 58 6 7 8 4 10 .. 246 Mext

Adld [ Delete] [Viewl [Print” Reports l

Choose a Vehicle from the list or enter your search criteria below and click an option above.

License plate j| |
Backto Login
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2-6

These additional options are available on the Vehicle List screen:

Number Of Vehicles Per Page
If this box appears, enter the number of vehicle records that you would like to see

on the screen, then click the .

Column Headings
Click on an underlined column heading to sort thelist by that column. For example,
click on License Plate to sort the vehicle list by license plate number.

Pages

Click on a page number to view the corresponding page of vehicle records. Click
Next to go to the next page of vehiclerecords. Click Previous to go to the previous
page of vehicle records.

Add
Click on this button to add a vehicle record. S

Edit
After you have selected the L&l to theleft of avehiclerecord, click Edit to modify
the vehicle record.

Delete

After you have selected the L&l to theleft of avehiclerecord, click Delete to delete
the vehicle record.

View
After you have selected the to the left of avehiclerecord, click View to view
the vehicle record without editing it.

Print
Click on this button to print all of your vehicle records.

Reports
Click on this button to create a report on vehicles whose approval for retrofit
payment is pending.

Vehicle Search
Choose a search option from the list at the bottom of the screen, enter the
corresponding information in the box, then click Edit, Delete or View.

Back to Login
Click on thislink to log out of the system.
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Viewing Vehicle Records

Using the Vehicle System

To view avehicle record:

1. Select the to the left of the vehicle record that you want to view.

Number of vehicles per page

{Active: 1593 Inactive: 10 Spare: 116 Other: D Total: 1719)

Bus License AIC
No. Plate Model Year Type AJC Garage Status Retrofit

Registration

Pages 1 2 2 4 5§ 6E 7 8 9 10 .. 246 Next

’Delete] ’View] ’Print” Reports ]

Choose a Wehicle from the list or enter your search criteria below and click an option above.

|License plate jl |
Backto Login

2. Click View to see the vehicle details.

Number of vehicles per page

{Active: 1593 Inactive: 10 Spare: 116 Other: 0 Total: 1719)
Bus License AIC

Reqistration Model Year Type AJC Garage Status _~——

No. Plate

Mo

Mo

Mo

Mo

Mo

Mo

olo]olofo]o]e

Mo

Retrofit

Pages 1 2 3 4 6 6 7 8 49 10 .. 246 Mext

Delete i | B Print

License plate j | |
Backto Login

Choose a Vehicle from the list or enter your search criteria below and click an option above.
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The vehicle details will appear as shown below.

Note Y ou cannot edit avehicle record on this screen. To edit avehicle record, complete
the steps listed on Page 2-14.

VIEWING VEHICLE

Bus Information

Service Type: |Im |Licence Plate: ‘-
Wehicle Type: || Standard Bus (Handicap) j |Mude| Year: ‘
Registration: | | |Reg. Expires: ‘
AJC Equipped: | Crankcase Filter: |Mi|eage: ‘
DOC: | DPF: |Capacity: ‘

Comments:
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Searching for Vehicle Records

Using the Vehicle System

To search for vehicle records:

1. Atthebottom of the screen, choose License plate, Bus no, or Registration no

from thelist.

2. Typeyour search criteriain the box. For example, type in alicense plate
number.

Add| Edit| Delete | view| Print

above.

License plate

Back to Login

Choose a Vehicle from the hist or enter your search criteria below and click an option

3. Click on Edit, Delete, or View.

Ald Edit Delete | Wiew Printl

above.

Back to Login

Choose a Vehicle from the list or enter your search criteria below and click an option

76

2-9



Y ou will see the vehicle record that matches your search criteria.

VIEWING VEHICLE

Bus Information

Service Type: ||m ‘Licence Plate: -
[Vehicle Type: || Standard Bus (Handicap) j ‘Mudel Year: |
Registration: | | ‘F{eg_ Expires: |
IAIC Equipped: ‘ Crankcase Filter: ‘Mileage: |
DOC: ‘ DPF: ‘Capacil]r: |

Owner: _ ‘Status: |Im

Comments:
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Adding Vehicle Records
To add a vehicle record:

1. Click Add.

HNumber of vehicles per page

{Active: 1554 Inactive: 10 Spare: 140 Other: 0 Total: 1704)

. . Bus License . ) -
] Tat = M )] Year Type : Garage
Registration No. Plate Model Year Type Sarage

olo]o|ofo]o]e

lot0019

Pages 1 2345678 9 10.. 244 Next

Choose a Vehicle from the list or enter your search criteria helow and click an option ahove.

|License plate V|| |

Back to Login Main menu

Using the Vehicle System 2-11
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2. Complete the required fields as described below:
— Service Type: OPT
— License Plate: license plate number
— Garage: location in which the vehicle is garaged

— Vehicle Type: Coach bus, Hydraulic Lift, Mini-Wagon,
Ramp-Wagon, Standard Bus (Handicap), or Standard Bus (Normal)

— Model Year: vehicle year from registration
— Model: vehicle model name (e.g., Pontiac, GMC, etc.)
— Registration: vehicle identification number

— Reg. Expires: registration expiration date (Use the format
m/d/yyyy. For example, to enter March 2, 2007, type 3/2/2007.)

— Bus No.: bus number
— Mileage: vehicle mileage (use only numbers)
— Body: vehicle body

— Capacity: total number of passengers the vehicle can hold including
driver and escort

— Engine: name or type or size of engine
— Owner: parent company or |ease company name
— Status: Active, Inactive, Spare, or Other

3. Click Add.
Service Type: Licence Flate: Garage: _
Vehicle Type: | Standard Bus (Normal) V| Model Year: 930 Model:

Registration: l:l Reg. Expires: 5/5/2008 Bus No:
A/ Equipped: [0 Crankcase Filter: [ Mileage: 20598 Body:
DoC: |l DPF: [ Capacity: Engine:

Comments:

2-12 7
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The message shown below will appear.

4. Click OK.

Microsoft Internet Explorer, El

confirm add

This message will appear: "Add action successfully completed.”
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Editing Vehicle Records
To edit avehiclerecord:

1. Search for the vehicle that you want to edit using the steps listed on Page 2-9.
2. Select the [@] to the left of the vehicle record that you want to edit.

HNumber of vehicles per page

{Active: 1554 Inactive: 10 Spare: 140 Other: 0 Total: 1704)

Bus License

Registration
No. Plate

Model Year Type A/C  (Garage

lot0019

Pages 1 2345678 9 10.. 244 Next

Choose a Vehicle from the list or enter your search criteria helow and click an option ahove.

|License plate V|| |

Back to Login Main menu

3. Click Edit.

HNumber of vehicles per page

{Active: 1554 Inactive: 10 Spare: 140 Other: 0 Total: 1704)

Bus License

Registration
No. Plate

Model Year Type A/C  (Garage

olo]o|ofo]o]e

lot0019

Pages

Choose a Vehicle from the list or enter your search criteria helow and click an option ahove.

|License plate V|| |

Back to Login Main menu
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Note

Using the Vehicle System

4. Make any desired changes to the vehicle information.

All fields are required except A/C Equipped, Crankcase Filter, DOC, DPF, and
Comments.

5. Click Edit.
[Vehicle Type: | Standard Bus (Handicap) V‘ Model Year: Model:
A/C Equipped: [0 Crankcase Filter: [] Mileage: Body:
DOC: ] DFF: [ Capacity: Engine:
Comments:
A\C Retrofit Information:
Request for retrofit: I | Sypnsied] Status:
date:
Back to Login =~ Choose another vendor ~ Choose another Vehicle

The message shown below will appear.

6. Click OK.

Microsoft Internet Explorer E'

P ' '
V confirm edit

oy

o D e

This message will appear: "Edit action successfully completed.”
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Deleting Vehicle Records
To delete avehicle record:

1. Searchfor the vehiclethat you want to delete using the stepslisted on Page 2-9.
2. Select the [@] to the left of the vehicle record that you want to delete.

HNumber of vehicles per page

{Active: 1554 Inactive: 10 Spare: 140 Other: 0 Total: 1704)

. . Bus License - -
Registration e 5 Garage

No. Plate

olo]o|ofo]ofe

Pages 1 2345678 9 10.. 244 Next

Choose a Vehicle from the list or enter your search criteria helow and click an option ahove.

|License plate V|| |

Back to Login Main menu

3. Click Delete.
HNumber of vehicles per page

{Active: 1554 Inactive: 10 Spare: 140 Other: 0 Total: 1704)

Registration = " (Garage Status -
te = Retrofit

®

(o] 010008 -
(o] 010015 -
(o] 010016 -
(o] 010017 -
(o] 010018 -
(o] 010019 -

Pages 1 2345678 9 10.. 244 Next

Choose a Vehicle from the list or enter your search criteria helow and click an option ahove.

|License plate V|| |

Back to Login Main menu
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The vehicle record will appear.

4. Verify that it isthe vehicle record that you want to delete.
5. Click Delete.

Service Type: Licence Plate: - Garage: _
Vehicle Type: | Standard Bus (Handicap) V| Model Year: Model:
Registration: _ Reg. Expires: Bus No:

A/C Equipped: [0 Crankcase Filter: [] Mileage: Body:
DOC: I DFEF: [ Capacity: Engine:
Crimer: _ Status:

Comments:

AV Retrofit Information:
Approved

Regquest for retrofit: I | Status;:
date:
@
Back to Login = Choose another vendor  Choose another Vehicle

The message shown below will appear.

6. Click OK.

Microsoft Internet Explorer E'

oy

o D[ o

P o
V confirm delete

This message will appear: “ Delete action successfully completed.”
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Creating Vehicle Reports

2-18

To create and print areport of al of your vehicle records that were added in the

system:

1. Click Print.

HNumber of vehicles per page

Registration I]i;:s % Model Year Type A/C
[©]
[©]
[©]
[©]
[©]
O
B loto01s
Pages 12 34567835 10 . 244

{Active: 1554 Inactive: 10 Spare: 140 Other: 0 Total: 1704)

Choose a Vehicle from the list or enter your search criteria helow and click an option ahove.

Garage

Mewt

|License plate V||

Back to Login Main menu

The Vehicle Report will appear.
2. Click File > Print.

—
<@iit Views Favorites Tools Help
; B » A — N
5 Open... ChrlHD ] ﬂ - ! Search . Favorites ﬁ} 4
Psearch +  Address IG-::
[ Save As...
tup...
T BUS COMPANY, INC
Send ¥

Vehicle Report
Import and Export, .

Properties fe: 10 Spare: 116 Other: 0 Total: 171
Wk, OFfline

Close License

Plate Model

)]

Year Type

010021

1990 [SBH

3. Select the desired printing options, then print the vehi

85
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Chapter 1

Accident System Overview

Accident System Overview

This chapter provides introductory information about the Accident System.

89
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Welcome to the Accident System!

Functions Available in the Accident System

Y ou can use the Accident System to do the following:

» search for your accident reports
» view and edit your accident reports
* add accident reports
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Chapter 2

Using the Accident System

Using the Accident System

This chapter providesinstructions for performing the following functions:

logging into the Accident System
logging out of the Accident System
searching for accident reports
editing accident reports

adding new accident reports
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Important Notes

Y ou are required to do the following:
* Report accidents promptly to the OPT’ s Customer Service Unit.

« Enter accident reports in the Accident System within 24 hours of the
accident.

» Faxacompleted copy of the MVV104 form (New Y ork State Department of
Motor Vehicles Report of Vehicle Accident) to the OPT as soon as
possible.

» Fax or mail acompleted copy of the police report within 7-10 business days
of the accident.
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Logging In

Using the Accident System

Y ou must enter a user name and password to use the Accident System.

Tolog into the Accident System:

1. Go to the Office of Pupil Transportation website at:
http://schools.nyc.gov/Offices/Transportation

2. Click on Vendor Resources.

text anly | printer friendly

Department of
Education
Joal I. Klefn, Chancelior

ABOUT US >
CHOICES & ENROLLMENT =
ACADEMICS =
OFFICES & PROGRAMS v

= Pupil Transportation
= Parent Resources

= Vendor Resources
By o

SEARCH:

advanced search | ste map

Pupil Transportation

=

Parents and guardians,
to search foryour child's bus route

Schools can log into the

Get Fall Transportation Inform

use the Student Transportation Information Search.

School and Student Transportation Search or log in to specific ag
to find student and school transportation information.

3. Click on Vendor Applications Login.

text anly | printer friendly

Department of
Education

doal [ Klain, Chancalor

ABOUT US
CHOICES & ENROLLMENT
ACADEMICS

OFFICES & PROGRAMS

= Pupil Transportation
= Parent Resources

= School Resources
Ehdor Resource

= OPT Resources

4
SEARCH:

acdvanced search | site map

Wendors can use the links helow to log in to applications, acce
procedures and view school schedules and other infarmation.

OPT information for bus companies.

Log into applications.

MYZ public schools calendar,

Mon-public schools calendar.

Infarmation for bus drivers.

Infarmation for escorts.

93
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4. Scroll through the applications listed on the screen.
5. Click on Accidents.

Vendor Applications Login
ABOUT US >
ACADEMICS > E
OPT Information For Bus Companies
CHOICES & ENROLLMENT > Wendors can log into access OFT palicy, procedure and schedule informd
FACILITIES > School Bus Yiolations
Wendors can lag in to view apen and closed violations and create and edit
OFFICES & PROGRAMS W schedules.
= Pupil Transportation Field Trins
= Parent Resources Wendors can view and print scheduled field trips.
= School Resources
> Vendor Resources Mon-Public Schools Calendar Systerm
* Vendor Applications This systern allows vendaors to view non-public school calendar infarmatio
Login and look up raute infarmation.
* Driver Information
* Escort Information Yendor Performance: School Year
= OPT Resources Wendors can view and printvendor performance ranks and details .
RULES & POLICIES > Edulog General Education Routing Systern
Wendors can log into add and update general education route infarmation)
STUDENT SUPPORT, SAFETY, >
AND ACTIMITIES Special Education Routing System
STUDENT PERFORMANCE & > ‘@
ACCOUNTABILITY miaiasnee® cnter and view accident information.

6. Enter your User Name.

7. Pressthe Tab key on your keyboard.
8. Enter your Password.

9. Click Submit.

Accident System
User W arme: |p_smith |
||||||| |
P agsvrord:
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Using the Accident System

The Accident Search screen will appear:

The New York City Department Of Education

<

ACCIDENT SYSTEM

SERRCH ADD MEW HELF LOGOouUT

Search: [ Show Al

Date
Accident |Reported

4/16/2008 4/16/2008
— 3:30:00 PM 42522 PM
2/1/2008 2/1/2008
= 5:40:00 PM 6:38:59 PM
1/15/2008 1/15/2008
1:40:00 PM 2:49:26 PM

12/10/2007 12/10/2007
3:55:00 P 4:37: 14 PM

11/27/2007 11/27/2007
19258 7:20:00 g8:18:24
LA A

Yendor

=
[
£
m
=
=
=
i
s
m
n

<
i
=
m
L
=
—
0
-
o
r

=
i}
£
M
[w
=
=
()
=
=
(i)

=
i}
£
m
L
=
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Logging Out

When you have finished working in the system, you should log out to maintain the
security of the data.

Tolog out:

1. Click LOGOUT at the top of the screen.

The New York City Department Of Education

& ACCIDENT SYSTEM

SEARCH ADOD HEW HELF
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Searching for Accident Reports

Y ou can search for your accident reports that were previously entered in the
system.

To search for accident reports:

1. Click Search.

The New York City Department Of Education

&> ACCIDENT SYSTEM

ADD MEW LOGOUT

HELF

2. Inthe Search box, type in the text that you are looking for. For example, an
Accident # or Date Of Accident.

ACCIDENT SYSTEM

A0D MEW HELF LOGoUT

Searchl{14501 ) Show Al v [Both »

3. Choose a search option from the first list to the right of the Search box.

anoD MEWS HELF LOGoUT

Search:|[14501 By Accident # w P Both w

4. From the second list to the right of the Search box, choose the service type for
which you are searching: OPT, PreK or Both (OPT and PreK).

A00 MEW HELFP LOGOUT

Search: 14501 By Accident # @

Using the Accident System 2-7
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5. Click Go.

A0D NEW HELF LoGouT

Search:| 14507 By Accident # “ | Both )

Thelist of accident reports that match your search criteriawill appear at the
bottom of the screen. If there are more than 5 accidents that match your search
criteria, you can click on a page number (1 2 3...) at the top or bottom of the
screen to view the accident reports on that page.

6. You can then do either of the following:
« Click onthe View link to the left of an accident report to view the accident
details.

OR

« Click onthe Edit link to theleft of an accident report to modify the accident
report.

Accident |Date of Date

1D Accident Reported
@ se01 5/1/2006 5/2/2006

i 2. 50:00 PM 2:20: 58 AM

98 Using the Accident System



Viewing Accident Reports

After searching for an accident report, you can view it if you do not need to edit it.

To view an accident report:

1. Click Search at the top of the screen.

The New York City Department Of Education

®> ACCIDENT SYSTEM

AOD0 MEW HELF LOGOUT

2. Inthe Search box, type in the text that you are looking for. For example, an
Accident # or Date Of Accident.

a00D MEW HELFP LOGOUT

search(14183 Show Al v|[oPT ¥

3. Choose a search option from the first list to the right of the Search box.

A00 MEW HELF LoGouT

Search:|14183 ‘ By Accident # V> OPT »

\—/

4. From the second list to the right of the Search box, choose the service type for
which you are searching: OPT, PreK or Both (OPT and PreK).

A0O0 MEW HELF LoGouT

Search; 14183 By Accident # OPT »
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5. Click Go.

AO0 MEW HELF LOGoUT

Search:| 14189 By Accident # «||0OPT

The list of accident reports that match your search criteriawill appear at the
bottom of the screen. If there are more than 5 accidents that match your search
criteria, you can click on a page number (1 2 3...) at the top or bottom of the
screen to view the accident reports on that page.

6. Click onthe View link to the left of the accident report that you would like to
view.

123245678910...

I gﬁl/EDDﬁ 4:25:00 3/23/2005 9:57:17 Bus Company -

7. You can then do any of the following:

» Click on any of the links on the |eft side of the screen from Vendor to
Claimant Info to view the corresponding information.

» Click Next at the top of the screen to view the next type of information.
* Click Prev at the top of the screen to view the previoustype of information.
¢ Click Cancel at the top of the screen to return to the Search screen.

Note Y ou cannot edit the accident report in View mode. To edit the accident report,
please see the instructions listed below.

& ACCIDENT SYSTEM

SEARCH

ey . Accident ID: 14189 - Vendor

Accident Information

Wehicle

Reporter
Driver/Escart
Schoal
Student

Palice Pre-K Accident
Hospital

Description Date Occurred |5/2/2006 2]

Claimart Info

MDD HEW HELF LOGOUT

Time Occurred
Look-up

Route #
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Editing an Accident Report

Y ou can edit the following accident information: Vendor, Accident, Vehicle,
Reporter, Driver/Escort, School, Student, Police, Hospital, Description, and
Claimant.

Note If you click Cancel while editing an accident report, any changes you made will
not be saved.

To edit an accident report:

1. Click Search at the top of the screen.

The New York City Department Of Education

=y

== ACCIDENT SYSTEM

AOD0 MEW HELF LOGOUT

2. Inthe Search box, type in the text that you are looking for. For example, an
Accident # or Date Of Accident.

anoD MEW HELF LOGOUT

Searcil 14189 Shaw Al v|[oPT v

3. Choose a search option from the first list to the right of the Search box.

A00 MEW HELF LoGouT

Search:|14183 < By Accident # V> OPT »

[

Using the Accident System 2-11
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4. From the second list to the right of the Search box, choose the service type for
which you are searching: OPT, PreK or Both (OPT and PreK).

AO0 MEW HELF LOGoUT

Search; 14183 By Accident # @

5. Click Go.

A0OD MEW HELF LoGouT

Search:|141839 By Accident # || OPT

The list of accident reports that match your search criteriawill appear at the
bottom of the screen. If there are more than 5 accidents that match your search
criteria, you can click on a page number (1 2 3...) at the top or bottom of the
screen to view the accident reports on that page.

6. Click onthe Edit link to the left of the accident report that you want to modify.

12345678910 ...

;&[;:mdent Date of Accident |Date Reported E

4189 3/21/2006 4:25:00 3/23/2006 9:57:17 Bus Cumpany o055 WH

2-12 Using the Accident System
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Using the Accident System

7. Click on any of thelinks on the left side of the screen from Vendor to
Claimant Info to edit the corresponding information.

e ermation | | Accident 1D:14189 - Vendor

“ehicl

R:ploCﬁZr Mext => ] [ Cancel ]
DrriverEscort

School

Student

oice Pre-K Accident

Hospital

EE Date Occurred |3/21/2006 =l

Claimant Info
R —

. Time Occurred (04 |25 « |00 +|PM +
| \/ : Look-up By Route # v
8. After you have completed your changes, click Claimant Info on the left side

of the screen.

e et | ACCident ID:14189 - Vendor

“ehicl

R:ploCﬁZr Mext => ] [ Cancel ]
DrriverEscort

School

Student

oice Pre-K Accident

Hospital

<D Date Occurred |3/21/2006 =l
Claimant Info
. Time Occurred (04 |25 « |00 +|PM +
[~ \/ : Look-up By Route # v
9. Click Save at the top of the screen.
Accident ID:14189 - Claimant Information
ED) =1
First Name
Last Hame
2-13
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Adding a New Accident Report

Y ou can enter the foll owing types of information in anew accident report: Vendor,
Accident, Vehicle, Reporter, Driver/Escort, School, Student, Police, Hospital,
Description, and Claimant.

Note You must fill in the information on every screen before you can click Save at the
top of the screen.

To add an accident report:

1. Click Add New at the top of the screen.

The New York City Department Of Education

&> ACCIDENT SYSTEM

SELRCH HELF

LOGoUT
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Entering Vendor Information

1
2.

3. If the route number is available, typeit in the Route # box.

4.

Using the Accident System

The Vendor screen will appear as shown below. Y our company informationis

aready filled in on this screen.

Click on the to enter the Date Occurred.
Select the Time Occurred.

Click Next.

\Vendor

=< Prey | Mext == | Savel Cancel |

Pre-K Accident @

Date Occurred IDHDS,QDDE [
Time Occurred |07 ~|{30 =|j00 =|lam =]

Look-up [By Route # 7] | et Deatails |
Route # 1507

Address

Tel#

Contact Person

Email

GB Code m

Route Type

105
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Entering Accident Information

2-16

intersection), City, and Zip boxes.
Parties in the appropriate boxes.

towed away from Scene?

. Click Next.

. Enter the place at which the accident occurred in the Location (e.g.,
. Enter the# of Students on bus, # of Injured Students, and # of Other Injured

. If the bus was towed away from the scene, check the box next to Was bus

Accident Information
[ << Prey ” Mext »» ]

# of Injured Students 0
# of Other Injured Parties |[|
Insurance Claim No

Adjuster's Hame

Cancel

Location 18th Street and Sth Awvenu
City Mew York

Zip 10011

# of Students on bus 10

[Clvas bus towed away from Scene?

106
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Entering Vehicle Information

Do either of the following:

Make a selection on the Look-up list and type the data you are looking for in

the box next to the Look-up list, e.g., Bus #.

Click Get Details.
The vehicle information from the Vehicle System will appear in the rest of the

boxes.
Click Next.

OR

If the vehicle information you are looking for is not available in the system,

click Do Manual Entry.

2. Enter the vehicle information in the boxes from Bus # to Vehicle Vendor.

3. Click Next.
Vehicle
<< Pray ][ Mext == ] [ Cancel ]
Look-up By Bus # 9 1234
Bus # 1234 Do Manual Entry
Vehicle Type Lift
VIN# 123456785 TUIME
License Plate # |ABC123
Year 1993
Make INTERMATIONAL
Model BLUEBIRD

Vehicle Vendor

BUS COMPANY

Using the Accident System
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Entering Reporter Information

1. Enter the accident Reporter Name.
2. Enter the accident Reporter Phone in the format 555-555-5555.
3. Click Next.

Reporter

[ =< Prey “ Mext == ]

Reporter Name [

Reporter Phone |715-123-5675|
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Entering Driver/Escort Information

Using the Accident System

Onthe Driver/Escort screen you can manually enter the driver/escort information
or look up the information and have the system fill it in for you. Both methods are

described below

Manually Entering Driver/Escort Information

1. Click Do Manual Entry.

2. Enter the driver or escort information in the boxes under Driver Information
or Escort Information. SSN and Name are required.

If you need to delete all of thedriver or escort information, you can click Clear,
then repeat Steps 1-2 above.

3. Click Next.

Driver/Escort

Driver Information:
55N

Date of Birth

Hire Date

State

Escort Information
55N

Date of Birth

Hire Date

[ << Prey ” Mext == ] [ Cancel ]

[ Lookup ] [Clear][ Do Manual Entry ]
123-45-6769 Narne [@6 ]
3431971 Tel # 718-123-3454
1411590 License Mo 345657350
MY
[ Lookup ] [Clear] [ Do Manual Entry

Name

Tel #

109
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Looking up and Selecting Driver/Escort Information

1. Click Lookup to select the driver or escort involved in the accident.

Driver/Escort
[ << Prey ][ Mext == ] [ Cancel ]
Driver Qe —
Information: ([ Lookup [) [Clear | [ Do Manual Entry |
SSN MNarne
Date of Birth Tel #
Hire Date License Mo
State
Escort Informatid 1’ [Clear] [ Do Manual Entry
SSN MNarne
Date of Birth Tel #
Hire Date

The Driver or Escort Search Screen will appear.
2. Do either of the following:

a. Scroll down thelist to find the applicable driver or escort record retrieved
from the Driver and Escort System.

b. Click onthe Select link to theleft of the applicable driver or escort's name.

Select|SSN |Type H
1

oriver [

H DB Z 0 b

The driver or escort's information will appear on the Driver/Escort screen
in the accident report.
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OR
a. Fromthelist at the top of the screen, choose By Name or By SSN.

Search H Cancel ]

Select |S5N (Type |FirstName |MI|LastMName |Address

b. Typeadll or part of thedriver or escort'sfirst or last name or Social Security
Number in the box at the top left of the screen. Type the Social Security
Number in the format 111-22-3333.

L smith| 553{ Marne v | Search || Cancel |

Select |S5N |Type |Firsthame |MI|Lasthame |Address

c. Click Search.

srnith| By Mame Cancel

Select |S5N |Type |Firsthame |MI|Lasthame |Address

Thelist of matching drivers or escort recordsretrieved from the Driver and
Escort System will appear.

d. Click ontheSelect link to theleft of the applicable driver or escort's name.

Show All v || Search | | Cancel |

m H
1]

WA

. X

Select Driver ShITH 41
BH

"

The driver or escort's information will appear on the Driver/Escort screen
in the accident report.
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If you need to delete all of thedriver or escort information, you can click Clear,
then repeat Steps 1-2 above.

3. Click Next.

Driver/Escort

<< Prey { Mext == Cancel

Driver

Informati [ Lookup ] [Clear ] [ Do Manual Entry ]

Date of Birth - - [718-123-8404 |
Hire Date [17111990 | License Mo @e 7]
State [m |
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Reviewing School Information

You will seethelist of schoolsthat are serviced by the route that you specified.
1. Click Next.

e
York 10027

e
York

10026-

Using the Accident System 2-23
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Entering Student Information

2-24

1. Do either of the following:

a Check the box to the | eft of the name of each student that was on the bus
at the time of the accident.

b. Click onthe to add the student(s) to the accident report.
The selected student record(s) will appear on the right side of the screen.

Students

[ << Prev ][ Next »= ] [ Cancel ]

Select |Cid Last Mi|First Name 1 Select | Cid Mi First Address | Apt
Name Name

Using the Accident System
114



Using the Accident System

OR

a. If the student isnot listed at the top of the screen, type the student’s
information under Add Student at the bottom of the screen.

b. Click Add.

Students

[ << Prev ][ Next »» ] [ Cancel ]

Last
Name

Select|Cid Last wi|First
MName

Select|Cid

Mi|First Name
Name

| Ll

Address

|

Add Student

School  [D1015 |cid 123486789

P —
A e L]

23 baip Great Lag

| 7ip[1140

Cit IW o

The student record that you added will appear at the top right of the screen.

Students

<= Pray H Mext => ] [ Cancel ]

ddress Apt# | City Zip school |routed [§§ Select | Gid

< s

4

Add Student
School | lcid |

P R —

LastMame |MI|FirstName | Addres

(|

Address |:| Apt #|:| City | ‘le ‘

2. Click Next.

ddress Apt# |City Zip School |routed [

Students
el o> )
~———
A Select | Cid LastName |MI|FirstName | Addres

115
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Entering Police Information

1. If the NYPD or EMS was called, check the box next to Was NYPD/EMS

Called?

Police

[ << Pray ” Mext == ]

e =
[ Was NYPD/EMS Called?
-

Puolice Precinct

Officer Mame

Badge #

[ wWere there any Witnesses?

Withess Mame 1
Withess Phone 1
Withess Mame 2

Withess Phone 2

2. Completethefollowingfieldswith the applicableinformation: Police Precinct,

Officer Name, Badge #.

Police

[ << Pray ” Mext == ]

[¥]Was HYPD/EMS Called?
Puolice Precinct 134

Officer Mame Stmith
Badge # 123

[ wWere there any Witnesses?

Withess Mame 1
Withess Phone 1
Withess Mame 2

Withess Phone 2

2-26
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Using the Accident System

3. If there were witnesses to the accident, check the box next to Were there any

Witnesses?

Police

[ << Prey ][ Mext == ]

Cancel

[¥]Was NYPD/EMS Called?
Puolice Precinct |134 |

Officer Marme |Smith |

Badge # 123 |

=l
< [v|Were there any Witnesses?
Witness Mame 1

Withess Phone 1 | |

Witness Mame 2 | |

Withess Phone 2| |

4. Complete the following fields with the applicable information for up to 2

witnesses: Witness Name, Witness Phone.

Police

<< Pray ][ Mext == ]

¥ Was NYPD/EMS Called?
Folice Precinct |13f1 |

Officer Mame |Smith |

Badge # 1123 |

Were there any Witnesses?

YWithess Mame 1

YWitness Phone 1

Yifitness Mame 2 | |

YWithess Phone 2| |

117
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5. Click Next.

Police

[v]Was NYPD/EMS Called?

Cancel

Folice Precinct |13f1

Officer Mame |Smith

Badge # 1123

[#| Were there any Witnesses?

YWiithess Marme 1

YWyitness Phone 1

YWithess Mame 2 |

YWyitness Fhone 2|

118
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Entering Hospital Information

1. If any of the passengers was hospitalized, check the box next to Was anyone
hospitalized?

Hospital
[ << Pray ” Mext == ]

s anyone huspita@

# Hospitalized 0

Hospital Name

Phone Mumber

2. Completethefollowing fields with the applicable information: # Hospitalized
(Number of hospitalized peopl€e), Hospital Name,
Phone Number (Hospital Phone Number).

Hospital

[ << Pray ” Mext == ]

[ Was anyone hospitalized?

# Hospitalized 2
Hospital Name MY C Hospital
Phone Mumber 718-555-5855|
3. Click Next.
Hospital
[<prer { et >> )
e

[ Was anyone hospitalized?

# Hospitalized 2
Hospital Name MY C Hospital
Phone Mumber 718-555-5855|

Using the Accident System 2-29
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Entering a Description

1. Fromthe Accident Type list, choose the type of accident that occurred.

Description

[ << Prey ][ Mext == ] [ Cancel ]
Accident Type@dﬁ car V) Weather e
Description

2. Fromthe Weather list, choose the weather condition that existed at the time of

the accident.
Description
[ << Prev ][ Mext == ] [ Cancel ]
Accident Type | Rear-ends car v Weathe@ V)
Description
3. Click Next.
Descripticon
<< Prev{|| MNext == [ Cancel l
Accident Type | Rearends car ¥| Weather | Rain ]
Description
2-30 Using the Accident System

120



Entering Claimant Information

A claimant is another motorist who was involved in the accident.

Enter the claimant information in the appropriate fields.
2. Click Add Claimant.

Claimant Information

=< Prey Save || Cancel

First Hame ! [ Add Claimant
Last Name ! |

Address 123 Main 3treet
City |Anytuwn

Zip 110011

Tel \718-585-1212

Vehicle Model |Accurd

Vehicle Year  |1998

License Plate # |ABC 123

|
|
|
Vehicle Make |Hnnda |
|
|
|
|

Using the Accident System 2-31
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The claimant information will appear at the bottom of the screen.
3. You can then do either of the following:
— Enter additional claimant information, then click Add Claimant.

OR

— If necessary, click Delete to theright of aclaimant record at the bottom
of the screen.

[Claimant Informaticon

First Name Add Claimant

Last Name
Address

City

Zip

Tel#

(Vehicle Make
Vehicle Model
Vehicle Year

License Plate #

e S

Smith 123 Main Strest Anytown ||| 10011 716-555-1 | |Honda Accord 1998 ABC 123 WYHF‘QTF Delete

4. Click Save.

The accident report will be saved. Y ou will be able to find the report using the
Search screen.

Note If you click Cancel, the accident report will not be saved and you will be returned
to the Search screen.

IClaimant Information

First Name Add Claimant

Last Name
Address

City

Zip

Tel#

(Vehicle Make
Vehicle Model
Vehicle Year

License Plate #

VIN #
vehicle |vehicle vehicle |License
m-m Model --

Smith 123 Main Strest Anytown ||| 10011 716-555-1 | |Honda Accord 1998 ABC 123 WYHF‘QTF Delete

122 Using the Accident System


M_krishnamoorthy
(d)(5)


SCHOOL BUS VIOLATIONS SYSTEM

Vendor Manual

123




Violations System OPT Super User Manual

Copyright © 2007 The Office of School Support Services

All Rights Reserved

Printed in the U.S.A.

This document contains confidential and proprietary information of

The Office of School Support Services. Disclosure or use of any portion of the
contents of these materials may not be made without the express written con-
sent of The Office of School Support Services.

124



Chapter 1

Chapter 2

Table of Contents

School Bus Violations System Overview 1-1
Welcome to the School Bus Violations System .........cccccoeeeevieevecseesieeninns 1-2
Functions Available in the School Bus Violations System...................... 1-2
Using the School Bus Violations System 2-1
(0o o110 1 1 o 1SS 2-2
Creating and Printing REPOIS........ccceeiiiiiiesese e 2-4
Editing Vendor Hearing Schedules............ccovceeeciici e 2-6
SCheduling @HEAMNG........coviirieeere e 2-8
Viewing and Printing Unscheduled Violations ............ccoevrerincncncnennns 2-10

125



Chaper 1 School Bus Violations System
Overview

This chapter provides introductory information about the School Bus Violations

System.

School Bus Violations System Overview 126
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Welcome to the School Bus Violations System

Functions Available in the School Bus Violations System

Y ou can use the School Bus Violations System to do the following:

Search for violations
Create reports
Schedule hearings
View hearing schedules
Edit hearing schedules

Note Some violations are automatically created in the Violations System based on

complaints added in the OPT Call Recording System. In these violation records,
you will see the applicable complaint numbers.
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Chaper 2 Using the School Bus Violations
System

This chapter providesinstructions for performing the following functions:

» Logging into the System

e Searching for violations

» Editing violations

e Creating reports

e Scheduling hearings

» Viewing hearing schedules
* Editing hearing schedules

Using the School Bus Violations System 128
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Logging In

Y ou must enter a user name and password to use the School Bus Violations
System.

To log into the L etters and Memos System:

1. Go to the Office of Pupil Transportation website at:
http://schools.nyec.gov/Offices/Transportation

2. Click on Vendor Resources.

testonly | printer friendly m

SEARCH:
Depaﬂl_'ﬂel'lt of avanced search | ite map
Education
Joel I. Kiein, Chancelior

Pupil Transportation
ABOUT US >

CHOICES & ENROLLMENT > b=
ACADEMICS > H

Get Fall Transportation Inform
OFFICES & PROGRAMS b Parents and guardians,
= Pypil Transportation to search foryour child's bus route

use the Student Transportation Information Search.

= Parent Resources

=

S AT Schools can log in to the
o Endor Resources School and Student Transportation Search or |og in to specific 3

=0 to find student and school transportation information.

3. Click on Vendor Applications Login.

text anly | printer frigndly

N c SEARCH:

Department of
Education
Josl I. Klein, Chancellor

Vendor Resources
ABOUT US =

advanced zearch | site map

CHOICES & ENROLLMENT =

wendars can uge the links belaw to log in to applications, acce
ACADEMICS > procedures and viewe schonl schedules and other infarmation.
OFFICES & PROGRANMS W OPT information for bus companies.

= Pupil Transportation Log in to applications.

= Parent Resources

= School Resources MYC public schools calendar.
Penidor Resource
* Vendor Applications Mon-public schools calendar.
Login

: i
* Escort Information

Information for bus drivers.

2-2 Using the School Bus Violations System
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4. Scroll to the top of the application listings on the screen.
5. Click School Bus Violations.

>

1. Enter your User Name.
2. Enter your Password.
3. Click Submit.

Violation System

Uzer M atme: _

P agsvrord:

Note When you havefinished using the Violations System, click Logoff to maintain the
security of the data.

NY
Department of
Education

S

Using the School Bus Violations System
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Creating and Printing Reports

Note

2-4

Y ou can create and print reports of all of your violations by various criteria.

To create areport:

1

2.

Click Reports.

The New York City Department Of Education

& vioLATIONS

[p Logoif VENDOR VIOLATIONS
[} Help
RECORDS
“endar Yiolations Vendor Code: .(5)
Creste & Hearing
[Schedule Vendor Name:

Eciit & Schedule

i Scheduled OPEN VIOLATIONS

Yiolation Yiolation School Route Hearing Hearing
Number Date Code Number Date Time

Select reporting options, e.g., Violation Code Status: Assessed.

If you don’t select any reporting options, the system will report on al violations.

3.

If you are an OPT and Pre-K vendor and you want to report on only Pre-K
violations, check the box next to PreK.

Click on the to theright of From and To to choose the violation dates
on which to report.

In the example shown below, the report will be on violation dates between
10/01/2012 and 10/19/2012.

Press the Ctrl key on your keyboard.

Using the School Bus Violations System
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6. Click Generate Custom Report.

CUSTOM REPORTS

PLEASE SELECT FROM THE FOLLOWING OFTIONS.
PreK: [J
From: |10/1/2012 [ To: [10/19/2012 B
Vendor: - V|
Route: |AII V|
School: | V|
Inspector: |AII V|
Violation Status: |AII V|
Service Type: |AII V|
Violation Code: Al v|
Violation Code Status: | Both V|
<l Generate Custom Report E

The report will appear in a new window.

7. Click File > Print to print the report.

| ReportDisplay - Microsoft Internet Explorer

GIEN Edit View

Favorites  Tools  Help

Mew
Open...

Save

Save As...

Edit with Microsoft OFfice Word

Chrieo ’ pSearch *Favorites @ gv :\?,. l.'ﬂ_-l = |_J ﬁ

Chrl+5

dors/viclation/ReportDisplay ¢ V| Go Links >* Q Snaglt [y @ =

anei oy

Send

Import and Export...

‘K CITY DEPARTMENT OF EDUCATICHT

Properties
‘Wark OFfline
Close

Amount
Assessed

Using the School Bus Violations System
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Editing Vendor Hearing Schedules

Y ou can edit scheduled open vendor hearings.

4

To edit a scheduled vendor hearing:

1. Click Edit a Schedule.

The New York City Department Of Education

[5::

Department of
Education
Dennis M. Walcotf, Chancetior

& vioLaTiONS

VENDOR VIOLATIONS

“endaor Yiolations Vendor C_

Create & Hearing

Vendor Name:
OPEN VIOLATIONS

Number Date Code Number Date Time
200071089 05/29/2008 27124 Q2713 06/11/2002 10: 45 AM
200071090 05/29/2008 27124 Q2714 06/11/2002 10:45 AM
200071278 06/02/2008 N328 06/16/2008 10:00 AM
200071281 06/02/2008 5991 06/16/2008 10:00 AM
200071282 06/02/2008 5990 06/16/2008 10:00 AM
200071283 06/02/2008 5992 06/16/2008 10:00 AM
800071334 06/02/2008 Q2651 06/16/2008 10:00 A
800071335 06/02/2008 Q2651 06/16/2008 10:00 AM

. Select adesired date by clicking on the desired date within the calendar at the

top of the screen.

3. Select adesired time by clicking an available time from the drop-down listing.

S

Using the School Bus Violations System
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4. Confirm that the Vendor Box has been correctly pre-filled with the desired
vendor name

5. Confirm that the OPT/PreK Box has been appropriately pre-filled.

6. Select the Violations to be edited by highlighting your selections within the
Available Violations Box. Multiple violations can be selected by holding
down the Ctrl Key, while clicking your selections then clicking the ‘>>’
Button located on the |eft side of the Selected Violations Box.

7. Confirm that all of your desired choices appeared within the Selected

Violations Box. Repeat Step 6, if all of your desired selections do not appear.

O

8. Click the Save Button to save your changes.

Using the School Bus Violations System 134
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Scheduling a Hearing

2-8

The Vendor Violations System provides authorized users with the ability to
schedule hearings.

To schedule a hearing:

1. Click Create a Hearing Schedule on the |eft side of the screen.

[} Logoff
[) Help

The New York City Department Of Education

R ‘/I /I Y
NYGC
Department of
Education

Dennis M. Waicsdl, Chancetiar

& vioLaTiONS
VENDOR VIOLATIONS

) Vendor Cada:
Create & Hearing Vendor N
endor Name

Wiew Scheduled OPEN VIOLATIONS
olcticns Violation Violation School Route Hearing Hearing
Reports ) Mumber Date Code Number Date Time

Using the School Bus Violations System
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2. Select the date by clicking on the desired date within the calendar at the top of

the screen.
3. Sdlect the time by clicking an available time from the drop-down listing.

S

4. Confirm that the Vendor Box has been correctly pre-filled with the desired
vendor name

5. Confirm that the OPT/PreK Box has been appropriately pre-filled.

6. Select the Violationsto be edited by highlighting your selections within the
Available Violations Box. Multiple violations can be selected by holding
down the Ctrl Key, while clicking your selections then clicking the ‘>>’
Button located on the left side of the Selected Violations Box.

7. Confirm that all of your desired choices appeared within the Selected

Violations Box. Repeat Step 6, if all of your desired selections do not appear.

O

8. Click the Save Button to save your changes.

Using the School Bus Violations System
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Viewing and Printing Unscheduled Violations

The Vendor Violations System provides authorized users with the ability to view
and print unscheduled violations.

To view and print all of the unscheduled violations associated with your vendor
organization:

1. Click the Print Unscheduled Violations Button.
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ENTERING BUS ARRIVAL TIMES FOR
GENERAL EDUCATION ROUTES

Vendor Quick Reference Guide
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Entering Bus Arrival Timesfor
General Education Routes

In order to enter bus arrival times for your general education routes, you must do
the following:

» Log into the Edulog General Education Routing System.

» Select aroute.
» Enter the time at which the bus will arrive at each stop on the route.
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Logging In

Note Youmust have Javainstalled onyour computer in order to use the Edulog General
Education Routing System. Javawill be automatically installed on your computer
when you log into the system. If you need help with installing Java, please contact
your technical support staff.

To log into the Edulog General Education Routing System:

1. Go tothe Office of Pupil Transportation website at:
http://schools.nyc.gov/Offices/Transportation

2. Click on Vendor Resources.

text anly | printer frigndly ﬂ
N c SEARCH:

DOPHI"“_“GM of advanced search | site map
Education

Joel . Klein, Chancellor

Pupil Transportation
ABOUT US =

CHOICES & ENROLLMENT > EE
ACADEMICS £ H

Get Fall Transportation Inform
OFFICES & PROGRAMS v Parents and guar dians,
= Pupil Transportation to search for your child's bus route

use the Student Transportation Information Search.
= Parent Resources

= Lr C L -
= Vendor Resources

=0

Schools can log intothe

School and Student Transportation Search or Jog into specific a1
to find student and schoal transportation infarmation.

3. Click on Vendor Applications L ogin.

text anly | printer friendly

N e SEARCH:

Depal‘ll_'l‘lel'lt of acdvanced search | site map
Education
Joal [. Kialn, Chancelior

Vendor Resources
ABOUT US =

CHOICES & ENROLLMENT >

Vendars can use the links below to log into applications, acce
ACADEMICS = procedures and view school schedules and other information.
OFFICES & PROGRAMS v OFT information for bus companies.

= Pupil Transportation

> Parent Resources
= School Resources MNY¥C public schoals calendar.
= Y .

Log in to applications.

Man-public schoals calendar.

* Escort Information
= OPT Resources Information for escorts.

Information for hus drivers.
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4. Click on Edulog General Education Routing System.

st anly | prlnterfrlendl\,f

Department of
Education
Joel I, Kieln, Chancelior

ABOUT US >
ACADEMICS >
CHOICES & ENROLLMENT >
FACILITIES >
OFFICES & PROGRAMS v

= Pupil Transportation

> Parent Resources
= School Resources
> Vendor Resources
* Vendor Applications
Lagin
* Driver Information
* Escort Information

= 0OPT Resources

RULES & POLICIES >

STUDENT SUPPORT, SAFETY, >
AND ACTIVITIES

SEARCH:

advanced search | site map

Vendor Applications Login

OFT Information Far Bus Campanies
Wendors can log into access OPT policy, procedure and

School Bus Violations
Wendars can log in to view open and closed violations an
schedules.

Field Trips
“endars can view and print scheduled field trips.

Hon-Public Schools Calendar Systermn
This systerm allows vendors to view non-public school ca
and loak up route infarmation.

Wendar Performance: Schaal Vear
Wendors can viewe and print wendor performance ranks an

Edulnq General Educatlon Routlnq Systermn
7 epETeral education

Special Education Routing System

These messages will appear briefly:

File Edit View Favorites

3 NY Bus Yendor - Microsoft Internek Explore -0l x|

Tools  Help ‘ 1".'-

OBack - -\-) - @ @ -\/_;j|p53arch ®

fddress I@ https:p’p’busvendur.opt-uj @o | Links ** '@ -

ePTS

Please wait wlile the Bus Vendor applet loads...

EL Loading Yendor Info... x|

Starting download. ..

Foutes Loaded!

Loading schools.....

Loading your routes. ...

Java spplet Window
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5. Enter your User Name.

6. Pressthe Tab key on your keyboard.
7. Enter your Password.

8. Click Login.

Uset Marme! ysmith

7

Password:

'.\'ﬂ".\".\'ﬂ".\".\'ﬂ'|

8 | Logim | Cancel |

|Jaua Applet window

The Edulog General Education Routing System will open:

Eh NY Bus Yendor - version: 1.02.00 - Pioneer Transportation Corp

Edit Wigw I Map View
@ AllRoutes Route Information J = ||
" Roukes by Schoal s
I jv
Route ID; l_ Route Description: I In Tirne: I_
Enter Raute I0:
Changed: l_ Driver: l_ Bus Mumber: I_ ot Time: I_
[v Date Changed et it I _+|
R1125 il Comments 2: I :~|
R1135
R1224
X200
- () Stops for Route vl Al ﬁ%l D | * |
renLz Order | Location | Schoal Stop ID I Students Takal Time
K2020
K2021
Halz2
K223
Az024
42025
A2026
42023
z;g:'f ™ ...|06758 - 5T ROSE OF LIMA =l E'l'&
%2033 Mye Id ILoca... I Route | School | Scho...I Bell IExPe... | Stud. .. I Date I
221135 LI
|Java Applet 'Window

Note Please do not close the ePT S screen shown below while you are using the
Edulog General Education Routing System or the system will be closed.

3 N¥ Bus Yendor - Microsoft Internet Explore - 10| x|
File  Edit | ar

OBack - d - @ @ \_;j | pSearch =
Address I@https:,f,fbusvendnr.upt-oj Go | Links * @ v

ePTS

Wigw  Favorites Tools  Help

-

Please wait wlile the Bus Vendor applet loads...
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Changing Bus Arrival Times

The Edulog System automatically calcul ates times that the buses will arrive at

stops and displays these arrival timesin the system. Y ou can change these arrival
times to provide more accurate information.

To change arrival times:
1. Click on Edit View.

B v Bys Yendor - version: 1.02.00 - Pioneer Transportation Corp

=0l x|

Edit View

Stops

[+ Active Stops (16)
Gchools

¥ 1527 (1)

¥ OUR LADY OF GOOD COUMSEL SCH (1)

v ISel(1)
Routes

Kl |

rReference Map

|Java Applet window

2. Choose All Routes.

I NY Bus Yendor - version: 1.02.00 - Pioneer Transportation Corp

M=l B3
Edit Wiew | Map 'v'iewl
< (&) All Routes Route Information &
Routes by School
|:| Route I0: || Route Description: | 42276 InTime: ||
Enter Route ID: Changed: [I Drrivet: [I Bus Murnber: [I ot Tirne: [I
Comments 1: | :|
Date Changed =
Comments 2; | L|
R1178 : -
%9042 =
®a317
a3z @Stnps far Fouke . ﬁ% =Y
%9328 b
|Java Applet Window
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3. Typethedesired route ID inthe Enter Route 1D box.
4. Pressthe Enter key on your keyboard.

M N¥Y Bus Yendor - version: 1.02.00 - Pioneer Transportation Corp

Edit: Wigw | Map wewl

=10l ]

& All Routes Route Information J | & |

= Routes by School

I w I

Route I0: |135 Route Description: I In Time: I?:SD

< Changed: ISDEIS Diriver: IERT Bus Mumber: [459  Quk Time: IS:SD

¥ Oate Changed | TS L o cRaMENT EVERY WEDNESDAY. ; =

R1125 il Comments 2: I i’

F.1135

R1224

w2005

- @ Stops For Route

:33;3 Order Lacation School Stop ID | Students Takal Tirne

— "1 ARLIMNGT. .. (31044 S1044.010 (27 27 757 &M

e II2 MORFIEL. .. (31044 21044,012 (15 42 3:02 AM

— ] HOLLAM, ., (31044 S1044,013 (17 59 3:05 AM

w2024

i 1 FRONT .. [31044 (31044009 47 |47 [&:15AM

w2026

w25

2030 I™ B... |06753 - 5T ROSE OF LIMA =l ;—;l % | %l

w2031

K203 Iye Id IanatinnI Route I Schoal I Su:hu:u...I Bell IExF‘e... IStude...I Date |

Aol =] = LI

|Java Applet Window

The route information will appear on the right side of the screen.

5. Click on the stop whose arrival time you want to change.
The selected stop will be highlighted in red.

Edit Wi I Map '.,.'iewl

G MY Bus Yendor - yversion: 1.02.00 - Pioneer Transportation C... !EI E

@& All Rodtes Route Infarmation
" Routes by Schoal

als

Enter Route IC:

| jv
Route ID: Route Descripkion: I In Time:

R1231 Order | Lo i

1251 MT ... |31027 |3102...[5 15
Ra001

12531 3102, |3

R1290 c mF lrineT laine n P,

1001 Zhanged: Diriver: Bus Mumber:  Qut Time:
[#|Datelchanged. | SemmentsiL: IFRIDAY 11:00 DIS. :I
e Camments 2: -
R1115 [ | :I
R1136

R1152 =

R1153 €4 Staps for Route Vl Al ﬁq}.l D | *
R1170

Tirne
553,

7N
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6. Click on Iﬁl to changethearrival time.

G MY Bus Yendor - yversion: 1.02.00 - Pioneer Transportation C... !EI E
Edit Wi I Map '.,.'iewl
@& All Rodtes Route Infarmation J | =
" Routes by Schoal
| jv

Foute ID: Foute Descripkion: I In Time:
Enter Route ID:

Zhanged: Diriver: Bus Mumber:  Qut Time:
ri001
[#|Datelchanged. | SemmentsiL: IFRIDAY 11:00 DIS. :I
e Camments 2: -
R1115 [ | :I
R1136
1152 ==
R1153 {4/ Stops for Route
1170
R1231 COrder |Loca... | School
1251 o [31027
Ra001
12531 . [31027
R1z290 lmvE Taine7 Tzine n h 7400 LI

7. Typethenew arrival timein the New Time box.

Note Thenew arrival timemust be between thearrival times of the stopsbefore and after
the selected stop. For example, If Stop 2’'sarrival timeis6:53 AM and Stop 4's
arrival timeis6:55 AM, then Stop 3's arrival time must be 6:54 AM.

8. Click OK.

Mk Change Stop Time E3

Current Time IE:55 Al

Mew Time ‘m 7
8 Ok I) Cancel |

|Java Applet wWindow

The new arrival time will appear in the Time column of the selected stop.

Note Thearrival timesfor the other stops will be automatically updated based on the
new arrival time that you entered.
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9. You can repeat Steps 5-8 for each additional arrival time that you want the
enter.

10.Click on (Save Changes).

Mk MY Bus Yendor - version: 1.02.00 - Pioneer Transportation Corp

Edit Wigw | Map Viewl

& All Routes Route Information
" Routes by Schoal
I j‘ Route I IRlDDl RouteDescription:l In Time:  |6.20 5F
Im Changed: |11-21-z Driver: IFLEMIN Bus Murnber: |303 Out Time: |4.2U
ri001

Comments 1: =
[# Date Changed IFIELD TRIF RUN OUER LADY OF GOOD COUNSEL 13T j
PETEE! :I Comments 2: I ﬂ
He211
215 &
%9220 () Stops for Route AT D X
AO222
azd Crrder Locatian Schaal Stop ID Students Tatal Time
HOZd4E 1 GAMNSEYD, ., (31027 S31027.045 (10 10 G:50 AM ﬂ
HRZ56 2 MT VIEW ,...|31027 51027041 |5 15 G:53 AM T
A9263 = °
0Z6R & [06759 - 5T ROSE OF LIMA R A v ‘
269 Mye Id ILDcationI Route I School |Sch00l...| Eell IExPeriDdIStudentsI Date I
HR273
K276 =]
Java Applet Window
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