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SETTING THE BASE UP

» Logging Into Member Center
= District Bus Management
= Bus Driver Assignment

= Student Information
= Ridership






SNT Coordinator/Bus
Driver Login/Password

Log in to www.ed.sc.gov



Login/Password: Enter Username
and Permanent Password



Member Center

Mame: Quinton Harris | E-mail: QHarris@ed.sc.gov | Username: gharris

User Tools
* Change your security question answers
Agency Employee Resources

« Mick Zais - Transforming Qur Schools Presentation
* MySCEmployee

* SCDE IT Project FAQ

+ SCEIS - Citrix

= 2OCIE Comkliar Dalatianchin Mamt fCDRNY

Web Applications

* Clemson Combo

+EPMS

+ SDAC

+ chool Nursing Surveys

» Special Meeds Transportation

» Special Meeds Transportation SNT Database

 WebDAC



www.ed.sc.gov
Login



http://www.ed.sc.gov/
http://www.ed.sc.gov/Login/




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.



Email Containing Temporary Password




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)



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



Coordinator
Login

Login with username (email
address) and permanent password



Member Center

Mame: Quinton Harris | E-mail: QHarris@ed.sc.gov | Username: gharris

User Tools
* Change your security question answers
Agency Employee Resources

« Mick Zais - Transforming Qur Schools Presentation
* MySCEmployee

* SCDE IT Project FAQ

+ SCEIS - Citrix

= 2OCIE Comkliar Dalatianchin Mamt fCDRNY

Web Applications

* Clemson Combo

+EPMS

+ SDAC

+ chool Nursing Surveys

» Special Meeds Transportation

» Special Meeds Transportation SNT Database

 WebDAC



This is the “"HOME SCREEN" of the SNT web application

Home

Special Needs Transportation

Select School Year:

- Select School Year-

The Medicaid Special Needs Transportation Program is designed to provide transportation to Medicaid-eligible school students with special needs requiring
fransportation to medically necessary services in school-based settings. The South Carolina Department of Education (SCDE), as the Medicaid provider for SNT,
pays school districts a portion of its Medicaid SNT revenues when districts track daily student ridership and electronically remit this student ridership data to the
SCDE for submission of invoices for Medicaid reimbursement.

Special Needs Transportation services are provided in specially adapted school buses where students are transported to and from reimbursable Medicaid
services that are provided at a school or other facility when identified in the Individualized Education Plan (IEP).
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Home

Special Needs Transportation

Select School Year:

- 3elect School Year-

201316

201415

201314 Iransportation Program is designed to provide transportation to Medicaid-gligible school sfudents with special needs requiring
201213 ssary senvices in schook-based seffings. The South Carolina Department of Education (SCDE), as the Medicaid provider for SNT,

pays school districts a portion of its Medicaid SNT revenues when districts track daily sfudent ridership and electronically remit this student ridership data to the
SCDE for submission of invoices for Medicaid reimbursement

Special Needs Transportation services are provided in specially adapted school buses where students are transported to and from reimbursable Medicaid
services that are provided at a school or other facility when identified in the Individualized Education Plan (IEP).



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

Home District Bus Management  Bus Driver Assignment  Student Information Ridership Admin

Special Needs Transportation

Select School Year:

201445

The Medicaid Special Needs Transportation Program is designed to provide transportation to Medicaid-eligible school students with special needs requiring
fransportation to medically necessary services in school-based seffings. The South Carolina Department of Education (SCDE), as the Medicaid provider for SNT
pays school districts a portion of its Medicaid SNT revenues when districts track daily student ridership and electronically remit this student ridership data to the
SCDE for submission of invoices for Medicaid reimbursement

Special Needs Transportation services are provided in specially adapted school buses where students are transported to and from reimbursable Medicaid
services that are provided at a school or other facility when identified in the Individualized Education Plan (IEP).



Home District Bus Management ~ Bus Driver Assignment  Student Information Ridership Admin

Special Needs Transportation

Select School Year:

2014-15

The Medicaid Special Needs Transportation Program is designed to provide transportation to Medicaid-eligible school students with special needs req
transportation to medically necessary services in school-based seftings. The South Carolina Department of Education (SCDE), as the Medicaid provider f
pays school districts a portion of its Medicaid SNT revenues when districts frack daily student ridership and electronically remit this student ridership data
SCDE for submission of invoices for Medicaid reimbursement.
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District Bus
Management






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.






District Bus Management

District: Abbeville 60  School Year: 2015-16

Add Bus fo District

State Bus Number: District Bus Number: Route Time: Bus Destination:

O o O
503-7084 AM Mid PM
503-71267

503-7413
503-7441 Clear
503-7526 [

5070172
5070243
5070289
507-0346
507-0756

207-0383 rictBusNo  AM Mid PM Destination
AO7-1142

select Destination

Start Date

Start Date:

Show Status:
Active

End Date  Active



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.

District Bus Management

District: Abbeville 60  School Year: 2015-16

Add Bus to District

State Bus Number: District Bus Number: Route Time: Bus Destination: Start Date:
503-7267 126701 i Select Destination v
AM  Mid PM

Show Status:

Active



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.

Home

District Bus Management

District Bus Management

District: Abbeville 60

Add Bus to District

State Bus Number:

203-7267

State Bus No
507-0172
2070172

S07-0172

School Year: 2015-16

District Bus Number:

7267-01

District Bus Mo

13

13

13

[ cancel |

AM
=
=
=

Bus Driver Assignment

Mid

O

Route Time:

Al

Ll
Mid PM

PM

E

Student Information Ridership

Bus Destination:

3 selected -

[] select All

[] Abbeville Cty Career Cir

Admin

Start Date:

v Status:

e

Abbeville High

Destinatior
Abbeville Hi
Long Cane

Westwood |

[] Cherokee Trail Elem
[] Diamond Hill Elem
Dixie High

[ John C Calhoun Elem
[] Long Cane Primary

Ite




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.

Home District Bus Management ~ Bus Driver Assignment  Student Information Ridership Admin

District Bus Management

District: Abbeville 60 School Year: 2015-16

Add Bus to District
State Bus Number: District Bus Number: Route Time: Bus Destination: Start Date:
503-7267 7267-01 [ 2 selected ~ | | 08/01/2015 x |
AM Mid PM f
August 2015 »
Shoy n

Al 2 3 4 5 6 7 8
g 10 11 12 13 14 15

State Bus No  DistrictBusNo  AM Mid PM Destination StartDate Endp 16 17 18 19 20 21 22
23 24 25 2% 27 28 29
503-7084 anit | O B  Abbevile Cty Career Ctr  08/01/2013
30 31

AN3-TDRA kin k ] (| I Cheraokee Trail Elem DRN1/2013 A =



27



28



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)

Home District Bus Management Bus Driver Assignment Student Information Ridership Admin

District Bus Management

District: Abbeville 60 School Year: 2015-16

Add Bus to District

State Bus Number: District Bus Number: Route Time: Bus Destination: Start Date:

503-7267 7267-01 0 3 selected -

AM  Mid PM

Select All
L v Status:

Ve o
[] Abbeville Cty Career Cir

Abbeville High

State Bus No District Bus No AM Mid PM Destinatior [ ] Cherokee Trail Elem ite Active

507-0172 13 = o = Abbeville Hi [ Diamond Hill Elem
Dixie High

Edit
507-0172 13 =

O
E

Long Cane

[ John C Calhoun Elem
507-0172 e = | B Westwood! []Long Cane Primary




Need to make an edit to a bus route?

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

District Bus Management

District: Aiken 01 School Year: 2015-16

Add Bus to Distnict

Show Status:
Active
State Bus No District Bus No AM Mid PM  Destination Start Date End Date  Active l
5036394 ROSS1 M [] M  Alken Elem 08/20/2014 M Edit
5036394 ROSS1 M [] M  Aiken High 08/20/2014 M Edit

503-6516 ROSS2 M [] M  AikenHigh 06/20/2014 M Edit



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.

District Bus Management

District: Aiken 01 School Year: 2015-16

Add Bus to District
Show Status:
State DistrictBusNo AM Mid PM Destination Start Date End Date Active
Bus
No
903-  ROsS1 M [0 B | AikenElem 08/20/2014 | Save ] Cancel |
6394
503- ROSS1 O Aiken High 08/20/2014
6394

503- ROSS2 O Aiken High 08/20/2014



Need to view inactive buses?

Click on dropdown arrow under “Show Status:” to

filter buses by active and inactive on right side of the
screen.

District Bus Management

District: Aiken 01 School Year: 2015-16

Add Bus to Distnict
Show Status:

Active
State Bus No District Bus No AM Mid PM  Destination Start Date End Date  Active
5036394 ROSS1 M [] M  Alken Elem 08/20/2014 M Edit
5036394 ROSS1 M [] M  Aiken High 08/20/2014 M Edit

503-6516 ROSS2 M [] M  AikenHigh 06/20/2014 M Edit



Bus Driver
Assignment




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.



Step 3: Next, the Routing Coordinator will

heed 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.

Home District Bus Management = Bus Driver Assignment = Student Information Ridership Admin

Bus Driver Assighment

District: Abbeville 60 School Year: 2015-16

Bus Driver Management

Show Status:

Active

Last Name First Name District Bus Bus Destination Start Date End Date Active
No.

BOYD EUNICE Tam Cherokee Trail Elem 08/01/2013 o









Step 6: The Routing Coordinator will now assign
drivers by clicking on the “Assign Driver” button.

Home District Bus Management  Bus Driver Assignment

Bus Driver Assignment

District: Abbeville 60

Assign Driver Bus Driver Management

School Year: 2014-15

Last Name First Name District Bus Bus Destination
No.
BOYD EUNICE TQM Cherokee Trall Elem

Student Information Ridership Admin

Show Status:

start Date End Date Active

06/01/2013 H Fdit



Home

District Bus Management

Bus Driver Assignment

District: Abbeville 60

District:

School Year: 2014-15

Bus Driver Management

District Bus Number and Destination:

Bus Driver Assignment

Student Information

Bus Driver:

Abbeville 60

E=E

Last Name First N

BOYD EUNIC

092414 Abbeville High
0925 Diamond Hill Elem
1007-9 Wright Middle

1008-1 Dixie High

1224 Diamond Hill Elem
323223 Westwood Elem
Jrdtest Wright Middle

A13 Westwood Elem

amecaj Wright Middle

ani Abbeville Cty Career Cir
ani Abbeville Cty Career Cir
ani1 Abbeville Cty Career Ctr

1 anid Akkavillze Hink

- 3elect Driver-

in Start Date

Elem 06/01/2013

Ridership

Start Date:

End Date

Show Status:
Active

Active

Admin

‘Ill
)



Step 8: Next, the Routing Coordinator will select a bus driver from the
dropdown listing

Home District Bus Management ~ Bus Driver Assignment ~ Student Information Ridership Admin

Bus Driver Assignment

District: Abbeville 60  School Year: 2014-15

Bus Driver Management

District: District Bus Number and Destination: Bus Driver: Start Date:
Abbeville 60 - Select Bus-

CALVIN WHARTON

DEBORAH ENGLER

EENEN ; e DEBORAH ENGLER
ENOCH PAUL
ENOCH PAUL 51 Show Status:
EUNICE BOYD Active
| EUNICE BOYD 510




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.

Home District Bus Management Bus Driver Assignment Student Information Ridership Admin

Bus Driver Assignment

District: Abbeville 60 School Year: 2014-15

District: District Bus Number and Destination: Bus Driver. Start Date:
Abbeville 60 092414 Abbeville High CALVIN WHARTON 08/01/2014) x

Su Mo Tu We Th Fr

Sa
1 2 29 0 3 [l 2 |
7 8 g

3 4 5 6
Last Name First Name District Bus Bus Destination Start Date EndD 10 11 12 13 14 15 16
No.
17 18 19 20 21 2 23
BOYD EUNICE TamMm Cherokee Trail Elem 05/01/2013 24 25 26 2T 28 29 130
DEVORE ROBERT SRC-15 Long Cane Primary 08/01/2013 N
PAUL ENOCH TQMm Cherokee Trail Elem 08/01/2013 E

WHARTON CALVIN 1224 Diamond Hill Elem 08/01/2014



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.

Home District Bus Management Bus Driver Assignment Student Information Ridership Admin

Bus Driver Assighment

District: Abbeville 60 School Year: 2015-16

District: Bus Number And Destination: Bus Driver: Start Date:
Abbeville 60 - Select Bus- - Select Driver-
Show Status:
Active
Last Name First Name District Bus Bus Destination Start Date End Date Active
No.

ARNOLD JAMES 15 Abbeville High 08/01/2014 ] Ei
ARNOLD JAMES 15 Dixie High 08/01/2014 ]| Es
ARNOLD JAMES 15 Wright Middle 08/01/2014 | Ei
ARNOLD JAMES 15 Cherokee Trail Elem 08/01/2014 ]| =
ARNOLD JAMES 15 Long Cane Primary 08/01/2014 = Es



Need to make an edit to a driver’s

record?
Click on “Edit” on the right side of the screen for the
driver’s record vou need to make a change to.

Home District Bus Management Bus Driver Assignment Student Information Ridership Admin

Bus Driver Assignment

District: Abbeville 60 School Year: 2014-15

Show Status:
Active
Last Name First Name District Bus Bus Destination Start Date End Date Active
MNo.
BOYD EUNICE TQm Cherokee Trail Elem 08/01/2013 E] =
DEVORE ROBERT SRC-15 Long Cane Primary 08/01/2013 =1 =
PALL ENOCH TQM Cherokee Trail Elem 05/01/2013 = =
WHARTON CALVIN 1224 Diamond Hill Elem 08/01/2014 E] =
WHARTON CALVIN LCMA1 Long Cane Primary 1211672014 1 =
WHARTON CALVIN 092414 Abbeville High 05/01/2014 & =



Home District Bus Management Bus Driver Assignment Student Information Ridership Admin

Bus Driver Assignment

District: Abbeville 80 School Year: 2014-15

Show Status:
Active
Last Name First Name District Bus No. Bus Destination Start Date End Date Active
BOYD EUNICE TQM Cherokee Trail Elem | ga/01/2013 | [
« January 2015 »o
DEVORE ROBERT SRC-15 Long Cane Primary 08/01/2013 i'
| Su Mo Tu We Th Fr Sa !
PALL ENOCH TQM Cherokee Trail Elem  08/01/2013 28 29 30 31 A1 2 3 h
WHARTON CALVIN 1224 Diamond Hill Elem 0&8/01/2014 45 6 7T 8 910 h
1112 13 14 15 16 17
WHARTON CALVIN LCM1 Long Cane Primary 1211672014 | 1B 19 20 21 2 23 M h
WHARTON CALVIN 092414 Abbeville High 08/01/2014 25 26 27 28 29 30 # i'



Need to view inactive driver record?

Click on dropdown arrow under “Show Status:” to
filter drivers by active and inactive on right side of the
screen.

Home District Bus Management Bus Driver Assignment Student Information Ridership Admin

Bus Driver Assignment

District: Abbeville 60 School Year: 2014-15

Show Status:

Inactive
All
Last Name First Name District Bus Bus Destination Start Date End Date -

No.
BOYD EUNICE TQmM Cherokee Trail Elem 08/01/2013 = E
DEVORE ROBERT SRC-15 Long Cane Primary 08/01/2013 = E
PAUL ENOCH TQM Cherokee Trail Elem 08/01/2013 | =
WHARTON CALVIN 1224 Diamond Hill Elem 08/01/2014 | =
WHARTON CALVIN LCMA1 Long Cane Primary 12/16/2014 1 E
WHARTON CALVIN 092414 Abbeville High 03/01/2014 1 E



Student
Information



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.

. 2




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.



Step 2: Next, the Routing Coordinator will select the
District Bus Number and Destination

Home District Bus Management  Bus Driver Assignment ~ Student Information Ridership

Student List

District: Abbeville 60 School Year: 2014-15
Bus: Destination:

503-7084 —Select Destination-
7084-01 Abbeville Cty Career Cir

© 2014 South Carolina Department of Education



Ste P 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.



Ste P 4: Select the start date from the calendar when the
student(s) began riding the bus and click “Assign”



Step 5: Student(s) name will appear under “Students Assigned
to Bus and Destination:” listing



Need to make an edit to a student’s

record?

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



Need to make an edit to a student’s
record? Assigning End Dates

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.




Need to make an edit to a student’s
record? Assigning End Dates cont..

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.

Home District Bus Management Bus Driver Assignment Student Information Ridership Admin

Student List

District: Abbeville 60 School Year: 2015-16
Bus: Destination:

503-7084 ani1 Abbeville High

Students Assigned to Bus and Destination:

Last First Middle  Date of Birth Start End Active
| 10/13/2014 1 . | save | Cancel
Reassign Student to Bus: August 2015 »
ani1 Abbeville High Su Me Tu We Th Fr Sa

29 30 31 1

2 3 4 5 6 I 8

Add New Student Record 9 10 11 12 13 14 15

If student(s) are not in below listing. select Add New Student Record button to manually add 415 417 18 19 20 21 22

23 24 25 28 27 28 29
Available Students: 30 M



Need to make an edit to a student’s

record? Assigning End Dates cont...

After clicking “Save," the record will be assigned the end date
selected and the student will no longer be assigned to the bus.

Home District Bus Management  Bus Driver Assignment  Student Information Ridership Admin

Student List

District: Abbeville 80 School Year: 2015-16

Bus: Destination:
503-7084 RO1 Diamond Hill Elem
Students Assigned to Bus and Destination:
Last First Middle Date of Birth Start End Active

— 1 08/11/2014 08/12/2015 H Eait
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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”.



Ridership






Step 1: Next the Routing Coordinator/Bus

Driver will need to select a “State Bus” number
from the drop-down menu.

4



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.



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

Home District Bus Management Bus Driver Assignment Student Information Ridership Admin
Ridership
District: Charleston 01 School Year: 2014-15 Blank REpDI't Mﬂl‘lﬂ'lhl" Repoﬂ
State Bus: District Bus:
503-7500 030 l
Attendance Week: 8/4/2014 - 8/8/2014 L N Dte f Print Report
* New student(s) recordl # July 2015
Su Mo Tu We Th Fr §
Last First [JMon [JMon [ . "0 4 T® " Wed [JThur [JThur [JFri T[JFri Check  Uncheck
AM PM Al 28 29 30 1 2 3 4 AM PM AM PM All All

5 &6 7 8§ 9 10 nN"

_ o % % % M M - —
12 13 14 15 16 17 18
N -

19 20 21 22 23 24 25
V¥ %] ¥, | %] Check Uncheck
26 27 28 29 30 I i

5

Save Attendance Records









81



Home District Bus Management  Bus Driver Assignment  Student Information
Ridership
District: Abbeville 60 School Year: 2014-15
State Bus: District Bus:
~Select BUs— Select a Bus

Ridership Admin

=019 (@l Monthly Report

© 2014 South Carolina Department of Education



Next, the Routing Coordinator/Bus Driver will select
“State Bus” and corresponding “District Bus” humbers
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.

Home District Bus Management Bus Driver Assignment Student Information Ridership Admin
Ridership - Weekly Trip Log
School Year: 2014-15
State Bus: District Bus:
503-1426 ani
District: Abbeville 60 Driver Name:
Week of: District Bus ID: ani

State Bus ID: 508-1426 / Spare Bus (if applicable):

Student Mon Mon Mon Tue Tue e Wed Wed Wed Thur Thur Thur Fri Fri

3
27

Name AM Mid PM AM Mid M AM Mid PM AM Mid PM Mid PM
Karl Grant (] () O () O O O O O O O O O O O
O (| O (| O O (| O O O (| O O O O
O O O O O O O O O O O O O O O
O O O O O O O O O O O O O O O
O O O O O O O O O O O O O O O
O (| O (| O O (| O O O (| O O O O

PLEASE USE INK - DO NOT USE WHITEOUT Bus Driver: Please return to your district's transportation supervisor by each Friday.

Bus Driver / Aide Signature: Substitute Driver Signature (sign and date):




Contacts:

Quinton Harris
803-734-3913
Matthew Melton

803-734-2087



mailto:QHarris@ed.sc.gov
mailto:mmelton@ed.sc.gov

