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SETTING THE BASE UP 

 Logging Into Member Center 

 District  Bus Management 

 Bus Driver Assignment 

 Student Information 

 Ridership 
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SNT Coordinator/Bus 
Driver Login/Password 

 Click Login Link 

Log in to www.ed.sc.gov 
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Login/Password: Enter Username 
and Permanent Password 
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If you forget your 

password, you may obtain 

it by using the following 

procedure: 

Go to the SCDE Web Site 

www.ed.sc.gov  and click 

the Login button at the 

top, right corner of the 

page. 
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http://www.ed.sc.gov/
http://www.ed.sc.gov/Login/
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Enter your email address in the space 

provided and press the submit button. This 

will request an email to be sent to the email 

address provided with a temporary 

password. 
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Email Containing Temporary Password 
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 Return to the member center login page  
 Enter your user id (email address) 
 Enter the temporary password by keying in the 

temporary password as given (Do Not Copy And 
Paste) 
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Member Center 

 You are now logged into the 
member center 

 Please create a permanent 
password by selecting 
“Change Your Password” 
under User Tools 

 Your new password must 
contain at least 8 characters.  
Avoid using special symbols 
such as $%&* 

 Once the new password is 
accepted, login with the new 
password 
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Coordinator 

Login 
Login with username (email 
address) and permanent password 
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This is the “HOME SCREEN” of the SNT web application 
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After selecting the school year, you will see all tabs 

display where you can go in and work on data for the 

school year selected 
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Step 2:  The Routing Coordinator will notice that there is a district drop-down 

menu. This should automatically default to your district. All the routing coordinator 
has to do is click on the “Next” button. 
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Step 5:    Next, The Routing Coordinator will type in the 
“district bus number” in the District Bus Number box below and 
check the appropriate “Route Time.” Some districts may make the 
decision to rename the state bus number by their district bus 
number. The recommended method is shown below.  

 

24 



Step 6: The Routing Coordinator will next select all schools 

or destinations from the dropdown listing where the bus is 
transporting students to receive a Medicaid health covered 
service. 
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Step 7: Select “Start Date” from the calendar and click 

“Save.” The selected state bus number, district bus number, 
route time, destinations, and start date will appear in the 
dropdown listing. 
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The Routing Coordinator from the home district will select all 
students’ home schools or destinations for which they are 
zoned for from the dropdown listing or where the bus is 
transporting students from to receive a Medicaid health 
covered service in another district  (Only Applicable to Project 
Share Districts) 

29 



Click on “Edit” on the right side of the screen for the 
bus you need to make a change to.  
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After the routing coordinator clicks on the “Edit” 

button, the record is opened for editing. The 

routing coordinator can make all necessary 

changes to the record and assign an “End Date” 

when the bus is no longer operational or in use.  

After making the changes, the routing coordinator 

will click on the “Save” button. 
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Click on dropdown arrow under “Show Status:” to 
filter buses by active and inactive on right side of the 
screen. 
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Step 1:  After setting the districts buses up, the Routing 

Coordinator will need to assign bus drivers to each bus. 
To assign bus drivers to bus routes, the routing 
coordinator will click on the Bus Driver Assignment link. 
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Step 2:  After clicking on “Bus Driver Assignment,” the 

Routing Coordinator will notice that the district will 

automatically default to their district. Therefore, all the 

routing coordinator needs to do is click the “Next” 

button. 
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Step 3:  Next, the Routing Coordinator will  

need to deactivate bus drivers who are no longer in the 

district before assigning drivers to buses. To do so, the 

routing coordinator will need to click on the  “Bus 

Driver Management” button. 
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Step 6: The Routing Coordinator will now assign 

drivers by clicking on the  “Assign Driver” button. 
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Step 8:  Next, the Routing Coordinator will select a bus driver from the 

dropdown listing 
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Step 9:  Next, the Routing Coordinator will select a start date from the 

calendar when the driver began driving the route and click “Save New.” 
The driver’s name, route, and start date will appear in the listing. 
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Step 10:  Make sure to repeat steps 6-9 to assign the 

driver to each destination he or she is transporting 
students to and from.  
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Click on “Edit” on the right side of the screen for the 
driver’s record you need to make a change to.  
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Click on dropdown arrow under “Show Status:” to 
filter drivers by active and inactive on right side of the 
screen. 
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A Routing Coordinator will need to assign students to 
buses. To assign students to a bus, the routing 
coordinator will click on the Student Information link. 
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Step 1:   The Routing Coordinator will notice that 

there is a district drop-down menu. This should 

automatically default to your district. All the routing 

coordinator has to do is click on the “Next” button. 
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Step 2: Next, the Routing Coordinator will select the 

District  Bus Number and Destination 
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Step 3:  The screen will now populate a list of special needs students 

with an IEP from the selected school destination. The Routing Coordinator 
will click on the box next to the student(s) name to place a check mark in 
that box. You can select multiple students from the listing. 
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Step 4: Select the start date from the calendar when the 
student(s) began riding the bus and click “Assign” 
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Step 5:  Student(s) name will appear under “Students Assigned 

to Bus and Destination:” listing  
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Editing a student’s record allows you to: 

 

 Assign an end date for when the student stops 
riding the bus, thus permanently removing the 
student from the bus 
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Assigning a student an end date will completely remove the 
student from the bus he or she is currently riding. To do so, click 
on “Edit” on the right side of the screen for the student’s record 
you need to make a change to.  
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After clicking “Edit," the record will open up for editing. Select 
the end date from the calendar within the “End” box and click 
“Save” when done. 
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After clicking “Save," the record will be assigned the end date 
selected and the student will no longer be assigned to the bus. 
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If the Routing Coordinator has finished 

entering all riders for each school then 

they should proceed to the next section 

titled “Ridership”. 
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Step 1:  Next the Routing Coordinator/Bus 

Driver will need to select a “State Bus” number 

from the drop-down menu. 
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Step 2: Next, select “District Bus No.” You will see 

all students assigned to the “State Bus No.” and 

“District Bus No.” display all at once.   
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Step 3: Next, select “Change Date” to select the 

week of attendance you are wanting to uncheck the 

attendance for students riding the special needs 

bus   
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Next, the Routing Coordinator/Bus Driver will select 

“State Bus” and corresponding “District Bus” numbers 

from the dropdown listing. All students assigned to the 

state bus and district bus numbers will display. Click 

“Print” and give to bus drivers for completion. 
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Contacts: 
 
     Quinton Harris 

QHarris@ed.sc.gov 
803-734-3913 
 
Matthew Melton 

     mmelton@ed.sc.gov 
803-734-2087  
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