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REPORTS



The most common reports in TIMS:

Run Directions and Passenger 

Lists
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Reports



3

Reports - Run Directions
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Reports – Passenger List

In the event of an accident you will need the following information listed on your 
Passenger List:

Name, Home Address, Primary Phone, Date of Birth, School and Grade.



Reports can be any information that is pulled 
from your TIMS data in an organized format.

Reports can be excel files, Merged Word 
Documents or CSV files to name a few.  You 

can even write a worklist and display information 
on your map.

Reports gather data for informational purposes. 
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Reports



Reports are created for 
informational purposes. 

• Excel Files
– Mail merge, Bus Passes

– All calls (Blackboard, Bright Arrow)

• Data Check

• Funding
– In/Out of District Students

– Teacher Allotment 

• Batch User Fields
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Reports



Mail Merges can be used to created letters 
for Parents at Open House.  Letters can be 
created with Student Name, Homeroom 
Teacher, Stop Location, Stop Time, Bus 
Number just to name a few. 

Stop location and stop time can change over the 
summer.  It’s important for the Parents to be 

notified before the 1st day of school.
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Reports - EXCEL FILES



Share Transportation rules and regulations 

with Parents and Students. 

1. Rules expected on the bus and discipline actions if rules are 
not followed.  

2. Contact information for bus related issues.  Some counties 
have Bus Coordinators at each school.  List that information in 
the Welcome Back letter to cut down on calls at the Bus 
Garage.

3. When will a parent or guardian need to be present to drop off a 
student?  (PK, KI-3rd?)

4. When should I expect the Bus.  Is there a window for the 
arrival/drop-off time on the letter.  Most counties let the parents 
know there is a 10 minute window before and after stop time 
stated.

5. How they will be notified in the event of an emergency.

6. Early Release – Times listed for early release. 
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Reports - EXCEL FILES/Mail Merge



Create your word document.

Allow spaces to insert the fields from 

TIMS

Create a worklist to generate an excel 

file
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Reports - EXCEL FILES/Mail Merge
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Create your Word Document

Start your mail merge letter

Reports - EXCEL FILES/Mail Merge - Word
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Reports - EXCEL FILES/Mail Merge

You will select the excel file you created in Reports:  Remember 
the path and where it was saved!
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Reports - EXCEL FILES/Mail Merge

Excel File

Insert the fields you want in 
your letter.
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Reports - EXCEL FILES/Mail Merge

Fields that can be 
merged into your 
document from the 
excel file you created.
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Reports - EXCEL FILES/Mail Merge
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Reports - EXCEL FILES/Mail Merge



Schools can generate all calls excel files for the 
district.  We can sort files by School, Homeroom 
Teacher, Runid and or Bus Number.

(BlackBoard and Bright Arrow)

All call files can be programmed to run each night 
and saved in a folder on the server.  You can get 
up to date data each day as long as your data in 
TIMS has been updated!

Make sure you are doing daily UPSTUs
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Reports - EXCEL FILES – All Call



User Defined Reports => Bus Passes

1. Make a copy of

– Standard student with trip information

– This will select all your students in TIMS and put all 

their information on one line.

– Make sure you select excel for output.
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Reports - EXCEL FILES – ALL CALL



Modify the file to display the fields below:
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Reports - EXCEL FILES – ALL CALL

Fields Listed:
StudentDistrict ID
Student School
Student HR
Student Grade
Student Last Name
Student First Name
Trn AM Stop Description
Trn Am Time at Stop
Trn AM Route ID
Trn PM Stop Description
Trn PM Time at Stop
Trn PM Route ID

Sort By:
Student School
Student Grade
Student HR
Student Last Name
Student First Name
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Reports - EXCEL FILES – ALL CALL

As you can see it is listing a lot of students who do 
not have bus assignments.

If you only want to see Bus Riders you can remove anyone without a stop by 
changing your query/worklist.



AddTrn AM Run ID is not empty or Trn PM Run ID is 

not empty it will remove all the students who do not 

have a bus assignment.
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Reports - EXCEL FILES – ALL CALL



Did you know you can upload your TIMS 

data into PowerSchool by creating an 

excel file?

21

Reports - EXCEL FILES – PS Extract



This file can be uploaded into 
Powerschool with your TIMS 
transportation data.

Most counties already have this option 
in All Student and Transportation
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Reports - EXCEL FILES – PS Extract



Reports
– User Defined Reports

All Student and Transportation Reports
PowerSchool Extract
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Reports - EXCEL FILES – PS Extract

Path D:\Powerschool\PowerSchool Extract Excel File

Fields that need to be in the excel file



1. The Powerschool excel file will have to be 

modified before you can import it into 

Powerschool.

2. Column 1 and 2 need to be adjusted.
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Reports - EXCEL FILES – PS Extract



1. Highlight the 1st line of the ID numbers

2. Go to the bottom and shift click

3. Go back to the top and click on the ! 

and convert to a number

4. This will remove any leading zeros
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Reports - EXCEL FILES – PS Extract



1. We must convert 1 – To and 2 – From

2. Find all the 1s replace with To (To 
School Trip)

3. Find all the 2s replace with From 
(From School Trip)
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Reports - EXCEL FILES – PS Extract



The column header must be named the 

following:
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Reports - EXCEL FILES – PS Extract

Save file in a CSV format

Save file in a CSV format
Now your ready to import it into Powerschool



Your file is now ready to send to the 

Powerschool Coordinator for the import.
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Reports - EXCEL FILES – PS 

Extract



Data Check

A lot of time is spent making sure your students are 
assigned and your runs are efficient.  You will also 

need to make sure your mileage and stop times are 
correct as well.  All Runs need to be reprocessed as 

a final step.  This will recalculate your miles and 
time after making changes to your runs.

29

Reports 



Reprocessing is one of the most important steps 
you can do.

If your runs don’t process your time and mileage 
will not be correct! 

Stops on “No Travel” can result extra miles.  
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Reports – Data Check – Reprocess Runs
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Reports – Data Check – Reprocess Runs

Below the loaded distance for this AM Run is 20023 miles.
If you see this issue you have a stop on a no travel road.  Your runs 

will not process successfully until you move the stop.
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Reports – Data Check – Reprocess Runs

Move no travel roads stops to the intersection and reprocess
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Reports – Data Check – Reprocess Runs

The easiest and fastest way is to go to your 
Runs – Group Processes - Directions
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Reports – Data Check – Reprocess Runs

Create a worklist 
for “AllRuns”
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Reports – Data Check – Reprocess Runs

Processing your runs you will generate a list of errors that need to be corrected.
If you see this error you have a stop on a no travel road.
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Reports - Geographic



Reports - Geographic
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Eligibility Listing:

Great for Data Managers to see 

streets posted in their school 

boundary if they don’t have access to Webquery.  

You can also pull an excel file for this report.
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Reports - Geographic
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Reports - Geographic

Are you having issues with your PS Data Managers misspelling street names?
The Street Name Listing can be very useful to the Data Managers when 

entering in addresses.
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Reports - Geographic

This is a great report to give your Powerschool Data Mangers as a reference.



Stop Range Reports – A great report to use for open 
house.  Runs change daily so this report is only good for a 

few days.
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Reports - Geographic



UPSTU Reports

Reports used to check our 

data when running a UPSTU.
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Reports



Reports – UPSTU Reports
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Reports – UPSTU Reports-Student Counts

ALWAYS update your data when you change your report options.



Reports – UPSTU Reports-Student Counts
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Totals are listed by School 

and by Grade on this 

report.

Grade



Reports – UPSTU Reports-Student Ride Times
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Reports – UPSTU Reports-Student Ride Times

Student 

Riders
Produces a report  

showing the number of 

assigned bus riders in 

TIMS for each School, 

by AM and PM 

Assignments.

Always update the report first
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Reports – UPSTU Reports-Student Ride Times

Student Ride Times



Edulog Reports

User Defined Reports

Bus Passes
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Reports – UPSTU Reports-Lost Assignments

Make sure you run your Before and After Lost Assignments when 
performing an UPSTU/Map Maintenance.  This is give you a list of all 
students who lost their bus assignment.
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Reports – UPSTU Reports-Lost Assignments
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Reports – UPSTU - Unmatched
The unmatched student report is a great report to use after completing 
your UPSTU.  This will allow you to see what students address failed to 

match your GEO map.



Use your Diagnostic Reports to help you 

find issues with your data.  A good tool to 

use during the year to help clean your data 

up.
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Reports – TDTIMS – Diagnostic Reports



User Defined Reports/All Student and 

Transportation Reports
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Reports – TDTIMS – Diagnostic Reports



User Defined Reports -

Stops/Runs/Routes Reports
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Reports – TDTIMS – Diagnostic Reports

1. Negative Time 
between Runs

2. Time and Mile 
Summary – great 
tool to use to 
compare with 
Synovia to check 
real time to TIMS

3. Before 6:00 and 
5:00.  Use to clean 
runs up and make 
sure not zig-zagging.
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Reports – TDTIMS – Diagnostic Reports

Time and Mile Summary – great tool to use to 
compare with Synovia to check real time to TIMS



56

Reports – TDTIMS – Diagnostic Reports

User Defined Reports - Stops/Runs/Routes 
Reports

Quick look at number of buses assigned in TIMS.  Compare 
to actual buses on the road.   Do you have buses in TIMS 
that do not have runs attached.  If a bus is not being used 

please remove it from TIMS to avoid reporting  errors.
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Reports – TDTIMS – Diagnostic Reports

User Defined Reports – Bus Passes
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Reports – TDTIMS – Diagnostic Reports

User Defined Reports – Bus Passes



59

Reports – Out of District Students

Once school has started we are asked 
for out of district students.

That can easily be pulled using a 
worklist.
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Reports – Out of District Students
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Reports – Out of District Students

1.

2.

3. 
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Reports – Out of District Students

Select your school boundary.  Do you want to pull 
students that live in or outside the boundary?  Today 

I will be pulling students outside the boundary.
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Reports – Out of District Students

When you are finished save your worklist.  
We will use this worklist to generate an 

excel file.
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Reports – Out of District Students

If you don’t have a report that will allow 
you to generate an excel file using a 

worklist, you can follow the directions 
below.



Reports 

User Defined

Bus Passes
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Reports – Worklist to Excel

1

2
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Reports – Worklist to Excel
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Reports – Worklist to Excel
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Reports – Worklist to Excel
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Reports – Worklist to Excel

Fields that will 
be written to 
the excel file.

Sort Order
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Reports – Worklist to Excel

Reports – Name your excel file and the path you 
want to write it to.
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Reports – Worklist to Excel

You will need to select what worklist to run.
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Reports – Worklist to Excel
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Reports – Worklist to Excel

Below is an excel file using my worklist.  You can see the 
out of district students and who has a bus assignment.

Any worklist can be linked to an excel file.
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Reports - eSQL

Display your students at 
school
332.

Display your 332 School 
Boundary.

You will be able to 
graphically see who is in 
or outside your 
boundary.

Tallies are easy using 
eSQL.
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Reports - eSQL
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Reports - eSQL

Draw a Polygon around the 

students outside of the boundary.

If you wanted 
to see who was  

inside the 
boundary you 

can “Use 
Boundary” 

option
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Reports - eSQL

Students who were out of district can easily be written to an excel 
file.  You can add or subtract fields by clicking on the box.



Teacher allotments would be done the 

same.  

You would display your 5th graders or 8th

graders and the school boundary of the 

(MS or HS) they will attend the next 

school year.

Create your excel file.
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Reports - eSQL



Print your School Boundary
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Reports - eSQL



You can also print your runs with a 
legend
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Reports - eSQL
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Reports - eSQL
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Reports - eSQL



Batch User Field/Local Fields

Time saving techniques for routing students.

Example – Summer School, Testing, New School 

Assignments and more!
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Reports – Batch User Field/Excel
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Reports – Batch User Field/Excel

You just received an excel file of PSIDs of students 
who will be attending a new program after school.  
The students on the list will need transportation 

home, leaving the school at 430.  This program will 
be everyday for the reminder of the school year.  
The quickest and easiest way to create a new bus 

run will be to use our BatchUserFill trick.
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Reports – Batch User Field/Excel

Once you receive the file make sure you have a value 
in Column B to insert into the LOCAL field.   Today I 
will be showing you how to input the value “AS” into 
Local 1.

You will need to save the excel file in your export 
folder as a CSV file.
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Reports – Batch User Field/Excel

D:\ELT\Dataset\server\export

D:\ELT\Dataset\server\export
Once you have the csv file saved you will need to change the extension

to AS.dat in your export folder
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Reports – Batch User Field/Excel

1 2

3
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Reports – Batch User Field/Excel

If you want to clear Local 1 enter 4 
spaces with your spacebar.  This will 
replace Local 1 with blanks starting in 
position 585.

Save and then add it to 
the batches.
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Reports – Batch User Field/Excel

Now you need to create the Batch that 
will write the value into Local 1.

Batches are created and ran 
in the order you see under 
Batch Operations.
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Reports – Batch User Field/Excel

I am adding “AS” which is 2 characters.

My file is in my export folder
and it is named AS.dat

I am using the District ID which 
is also the PSID to find the 
records I am writing AS to.
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Reports – Batch User Field/Excel
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Reports – Batch User Field/Excel

Once the batch is created you must:
1. Stop Tomcat
2. “Run” Afterschool
3. Start Tomcat
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Reports – Batch User Field/Excel

Students Display
Local 1 = AS
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Reports – Batch User Field/Excel

Stops students 
are currently 
assigned to.  We 
will echo/clone 
them to 
332.A01
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Reports – Batch User Field/Excel

Stops – Graphical - Echo
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Reports – Batch User Field/Excel

Without clearing 
the main map we 
will need to de-
assign the current 
stop from the 
students so we 
can assign the 
new 332.A** 
stop.
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Reports – Batch User Field/Excel

Reason for de-
assignments?

A stop may be a 
community stop 
with several kids 
assigned.  Not all 
the kids will need 
to attend the After 
School program.

De-assignments can 
be done using a EMU 
Batch as well.
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Reports – Batch User Field/Excel

Clear your screen 
and display 
students
Local 1 = AS and 
Stops 332.A



99

Reports – Batch User Field/Excel

Max walking distance to stop.
10 = .10 of a mile.



Open eSQL and display your students.
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Reports – Batch User Field/Excel/eSQL

Advanced Search
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Reports – Batch User Field/Excel/eSQL
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Reports – Batch User Field/Excel/eSQL

Basic Search 
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Reports – Batch User Field/Excel/eSQL

Assign students to a stop who were not assign during the 
batch assignment.  Create new stops as needed.  
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Reports – Batch User Field/Excel/eSQL

Once your students 
are assign to stops 
you are ready to 
create your new 
runs.
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Reports – Batch User Field/Excel/eSQL

Since this is an after school 
program it will be From 
School.  Note the Bell Time is 
not correct for this program 
but we can change that after 
we create the run.  

I have named the run 
332.A11 to remind me it is 
the after school run.
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Reports – Batch User Field/Excel/eSQL

Your run is now created.  Some get confused because they do not see 
a line for the run.  Once you assign a stop to the run the line(s) will 

appear.
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Reports – Batch User Field/Excel/eSQL
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Reports – Batch User Field/Excel/eSQL
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Reports – Batch User Field/Excel/eSQL

Change your Bell Time to 4:30 and your run is now complete.
Make sure you add your checkpoints.
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Reports – Batch User Field/Excel/eSQL



Please reach out to your Project Leader 

if you need assistance with any of the 

Reports or Batches we covered today!
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Reports


