General instructions for using the SRTS online data Safe RO Utes

collection and reporting system. National Center for Safe Routes to School

These instructions provide a general overview on how to use the online SRTS data collection and
reporting system. Don’t be alarmed at the number of pages in this document because you won’t
need to visit all the instructions.

Please read pages 1 and 2 as it will save you some time

Page two helps you get started by asking you to select which part of the instructions are most
relevant to you.

Going through these instructions will take approximately 20 minutes. As you become familiar with
the data system, you will find it easier to navigate.

It is useful to understand how your program, school and questionnaire data are arranged in the online
system. The diagram below displays how programs, schools and the Parent Survey and Travel Tallies are
related in the data system. Briefly, a local SRTS program can have one or more schools in that program.
Each of the schools in that program can contain Student Travel Tallies and/Parent Surveys from one or
more data collection periods.

Program->School->Travel Tally and Parent Survey Questionnaires Relationship
— Local SRTS program A
e School 1in program A
— Parent Surveys and/or Tallies at time 1
e School 2 in program A
— Parent Surveys and/or Tallies at time 1
— Parent Surveys and/or Tallies at time 2
— etc
— Local SRTS program B
* School 3 in program B
— Parent Surveys and/or Tallies at time 1
— Parent Surveys and/or Tallies at time 2
— Parent Surveys and/or Tallies at time 3
— etc
— Local SRTS program C
e School 4 in program C
— Parent Surveys and/or Tallies at time 1
— Parent Surveys and/or Tallies at time 2
— Etc
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GETTING STARTED

WHICH SCENARIO BEST DESCRIBES YOU?

— lam NEW to the data system. | do not have a user account and | don’t believe anyone else
has entered my local Safe Routes to School program in the data system. (Go to page 3 in this
document)

— lam NEW to the data system, but | believe my local SRTS program ALREAD Y EXISTS in the
data system. (Go to page 16 in this document)

— lama RETURNING USER and my local SRTS program ALREADY EXISTS in the data system.
(Go to page 19 in this document)

— lam a RETURNING USER and | need to create a NEW local SRTS program in the data system.
(Go to pages 19 and 20 in this document and pay particular attention to Steps 1 and 2a)

— lam a RETURNING USER and | would like to request access to school(s) that are in someone
else’s SRTS program. (Go to page 33 in this document.)

— lam a RETURNING USER and | would like to give someone permission to access to the data
for one or more of the school in my local SRTS program. (Go to page 36 in this document.)

FAQ's
Q. How do | mail my Tallies and Surveys hard copies to the National Center for processing?
A. For mailing instructions visit http://www.saferoutesinfo.org/resources/evaluation cover-sheets.cfm

Q. Password: How do | change my password and user log-in information?
A. See page 40.

Q. How do | create a user account?
A. See page 3 or 16 and read the scenario on each page to see which instructions best fit your situation.

Q. Reports: How do | access my Travel Tally and Parent Survey data reports?
A. See page 45.

Q. Requesting permission: How do | access data for school(s) in someone else’s local SRTS program?
A. See page 16 or 33 and read the scenario on each page to see which instructions best fit you situation.

Q. Granting permission: How do | grant other users the ability to see my SRTS program’s data?
A. See page 36

Q. Permission levels: What is the difference between Program and School level permission and what do

admin, edit and view only mean?
A. See page 38 and 39.
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New Users

Instructions for scenario: | am new to the data system. | do not have a user account and | don’t believe

anyone else has included my local Safe Routes to School program in the data system.

Pages 3-15 describe the process needed for creating a local SRTS program, assigning schools to that
program and how to either enter the Student Travel Tallies and Parent Surveys yourself or to prepare
them for mailing to the National Center for Safe Routes to School for processing.

Step 1: Create your user account.

Step 1a. First, go to www.saferoutesdata.org

Step 1b. Then, under the “New User” section, enter the requested information.
Step 1c. Next specify your activity by selecting, “I want to enter data for a NEW program
with one or more schools.” Press Submit.

National Safe Routes to School Program Tracking System

Welcome to the National Center for Safe Routes to School's online tracking system for local SRTS programs. This system provides a
simple way for users to enter and view data from their local Safe Routes to Schools programs, including school(s) in the program and data
collected using the standardized Student Travel Tally and Parent Survey questionnaires.

To enter your SRTS data, please create a New User account or log in if i 4 i

RETURNING USERS - Please log in
below.

E-mail

Pagsword:

Forgot password?

NEW USERS - If you do not already have an account.

*First
Mame:

*Last Name:

*E-mail:

"Phane:

*State: —Gelect— v

*Create a
Passwaord:

*Retype
Password:

pecify your activity (select one):

rmore schools

program or schoal's information.

O | want to enter data for a NEW program with onf

O |wantta request permission to add/update data for
an EXISTING program or school -OR- view an EXISTING

V_1.4,7/2011
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Step 2: Create a local SRTS program in the online system which will be associated with the user account
you created in Step 1.

Step 2a. Provide your program contact person’s information
Then click the “Save & Continue to Funding History” button at the bottom of the
page.

Note: if you click the “Save Changes” button it will simply save and display the
information you just keyed. To continue, select the “Continue to Funding

History”
You are signed in as Bill Test
Sign Out
—p  Program Add Program Information

Program Information . ) L ; - ]
Please make changes as needed to the information about this SRTS program. This information will be associated with the schools in this

Funding patticular pragram and corresponding data from the Student Travel Tally and Parent Surveys questionnaires.
Activity
*Program Mame:
Schools _
School Information “Lead Organization:
Invelvement *Qrganization Type: | —Gelect— v
Tally/Survey *City:
Mail Data to
National Center "Statel | Test State A
Enter New Data : .
Zip Code:
or View Existing P
Add Time Period *Contact First Mame:  gill
My Profile “Contact Last Mame:  Test
My Account
Contact Role: | —gelect— N

Request Permission
*Contact Phone:  |399-355-3959

“Contact Email | Blast@unive.edu

@Cuntinue to Fundmg%y\]

Save Changes

Helpful user tips:
1) Using the Save & Continue to...” button at the bottom of the pages will walk you through the
program and school information needed to generate and print the cover sheets, which are
required when mailing your Parent Surveys and Travel Tallies.

2) The data system’s menu (located on the left) highlights your location as you navigate the web
pages. For example, when visiting Program Information, that option is shaded green.
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Step 2b. Select “Add Program Funding Info” then provide information about your local
SRTS program’s funding.

After entering the funding info, click the “Save & Continue to Activity” button.

Note: if you click the second button, “Save & View Funding History,” you are
taken to a page that shows the record you just created (screen display not
shown here). To continue to Funding Activity, either select “Edit” in the record
you created and then click “Save & Continue to Activity” button, or simply click
the “Activity” under the Program section in the left menu.

Bill's Sample Program

To select a different program, view the Program List

To select a different school, view the School List Vin eTe sighed i &2 LT.@S'

Sign Out

Program Program Funding History
Program Information

There is no funding histary for this program. Ple

For more information on this program: Activity Info Program Info

Schools
School Infarmation

Invelvement

Tally/Survey
Wail Data to
National Center

Enter New Data
or View Existing

My Profile
My Account

Request Permission
Wanage Users

Vi nd Grant
Permissions

To select a different program, view the Program List - q — ~
To select a differsnt school, view the School List (o) £172 EMge) (17 & L1
Sign Out

Pragram Add Program Funding
Program Information

Add new funding information for this program by completing the questions belo
Funding N

Activity Program Mame:  Bill's Sample Program

*The month and year when the program | —Select Month— % | | —Select Year— %
data you are providing was current

Schools
School Information

Involvement Is this program curently part of either & | —Select— v
state or federally funded SRTS Program?

Tally/Survey *Amaunt of State or Federal [ Mot Applicable
Mail Data to funding awarded:

National Center

Does this program receive other SRTS [ FederaliState ex. CMAQ, TE Funds

E"'\:"_' "eé‘ funding from different sources? [ | el Government
or View Ex imark each boxthat applies)
[ Mon-Profits/Foundations
My Profile [ For-Profit Business/Organization
My Account [ other
O Dont Know

Request Permission

|5 this program applying for either | —Select— w0
Manage Users State or Federal SRTS funds?
Vies I Grant
Permissions Does this program collect | —Gelet—
additional SRTS-related data?
(for research or evaluation purposes
beyond the Student Travel Tallies
andior Parent Surveys)

Save & Cantinus to Adtivity
Save & Wiew Funding History
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Step 2c. Select “Add Program Activity Info” then specify the activity(s) that have or will
occur as part of your program.

After marking the activities, scroll to the bottom of the Add Program Activity
page and click the “Save & Continue to School” button.

Bill's Sample Program

To =elect a different program, view the Program List

To select a different school, view the School

Program _ Program Activity History

Funding
Activity
Schools
School Information

Involvement

Tally/Survey
Mail Data to
National Center

Enter New Data
or View Existing
My Profile

My Account

Request Permission

Manage Users
View and Grant
Permissions

Program
Program Information

For maore information on this program: Fu i Info Progra f

Add Program Activity

ou are signed in as

Please mark the box next to each specific activity that is orwill occur as pant of thisgprogram. Mark as many baxes as are applicable. This

Funding infarmation helps track the activities of this SRTS program.

Activity
Program MNarne:

Schools

- . *Activity Info Current as
School Information o

Involvement
Engineering:

Tally/Survey
Mail Data to
National Center

Enter New Data
or View E

My Profile
My Account

Request Pel

Manage Users
View and Grant
ions

Education

V_1.4,7/2011

Bill's Sample Program

—Select Month— % || —Belect Year— ¥

[ Sidewalks (construct, replace, repair or widen)

[ Accommodations for students with disabilities (improve)

[ Bicycle lanes (install, improve, or repair)

[ Off.road walking/bicycling paths (construct or repair; ar improve intersections with roads)

[ Crosswalks (install, improve, or repair)

[ Crossing refuge island (instally

[ Traffic calming (such as cuth extensions, speed burmps/ hurmps, traffic circles, raised crosswalks, narowing
lanes, etc.)

[ Speed monitoring and feedback devices (install permanent) (See Enforcement for movable speed manitors)
[ Signs {new or improved signs such as school zone, speed limits, crosswalk warning, etc )

[ Speed limit reduction near schools

[ Pavement or curb markings or legends install or imprave)

[ Bicycle parking (install, improve, or relocate)

[ Lighting finstall or irmprove)

[ Traffic contrals {new or improved using traffic lights, signs, pedestrian signals, changes to signal timing)
[ Pick up and drop of areas (redesign or change procedure to improve pedestrian safety)

[ Assessment (study walk/hike routes for needed improvements)

[ Schoal canstruction policy (changed to improve school site design, lacation selection, or renovations)

[ Other

[[] Pedestrian and bicycle safety instruction

[ Pedestrian skills practice (simulated settings or real-life)

[ Bicycle skills practice (hike rodeo or training on-hike)

[ Personal safety skills (such as how to deal with strangars)

[ Safe driving near the schoal (targeted to parents and/or general public)

[] Benefits of walking/bicycling thealth, emiranmental and sustainable transportation benefits taught to
students andfor parents)
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Step 3. Add School Information.
Step 3a. Select “Add a School” to create the school(s) that are involved in your local SRTS
program.

Enter the school contact information and click the “Save & Continue to School
Involvement” button.

If you click the “Save Changes” button, you will see the information you just

entered and you can continue by clicking the “Save & Continue to School

Involvement,” which will appear on that page.

Bill's Sample Program

To select a different program, view the Program List
To select a different school, view the School List

Program
Pragram Inform

Fundi

Activity
Schools
School Information

Involvement

Tally/Survey
Mail Data to
National Center

Enter New Data
or View Existing
My Profile

My Account

Request Permission
Manage Users

View and Grant
Permissions

Bill's Sample Program

To select a different program, view the Program List
To select a different school, view the School List

Program
Pragram Information

F

Activity
Schools
School Information

Involvement

Tally/Survey
Mail Data to
National Center

Enter New Data

or View Existing
My Profile

My Account
Request Permission
Manage Users

View and Grant
Permissions

V_1.4,7/2011

School(s) Information

There are no schools listed that are participating in the Bill's Sample Program progr@m. Please Add a School

Add school Information

*Lacal Pragram: | Bill's Sample Program

*School Name:

Address 1:
Address 2:
Gty ilkille
*State: | Test State v
Zip Code:

Contact First Mame: gy
Contact Last Name:  |Tggt

Contact Email: | Brest@unive.edu

[ Bave & Continus to Sehnol Invalsmsnt

Save Changes

* Danirad Fiald

You are signed in as Bill Test
Sign Out

You are signed in as Bill Test

Sign Qut
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Step 3b. Select “Add School Involvement Info” to
grades and student enrollment

Bill's Sample Program
Sample Elementary

T select a different pragram, view the Program List
T select a different school, view the School List

Program School Involvement History

Program Information

There is no involvement information for Sample dd School Involver

provide information about the school’s

You are signed in as Bill Test
Sign Out

ment T

9

. For more information on this school: School Info
Activity

Schools

Tally/Survey
Mail Data to
National Center

Step 4. After you have entered this school’s inforn

Option 1:“Save & Print to Mail Tallies/Su
qguestionnaire hard copies to the Nationa
(If you select this option, see Step 4 opti
If you are using the online Parent S
complete the survey online rather
these instructions as if you are goir
creating the Parent Survey cover sk

nation, select one of the two options:

rveys” if you plan to mail the

| Center for processing.

on 1 on page 9.)

urvey feature, which allows parents to
than hard copy, please proceed with

g with Option 1. Ultimately, you will be
eet(s) the National Center needs to set

up your online survey. For more information about online surveying see

http://www.saferoutesinfo.org/res

ou rces/evaluation parent-survey-

instructions.cfm

--OR—

Option 2: “Save & Enter Online Tallies/Su
individual Tally and Parent Survey questi
(If you select this option, see Step 4 Opti

To select 3 different program, wiew the Program List

rveys” if you plan to enter the
onnaires yourself.
on 2 on page 10.)

Vou are signed n 3s Sl et

Sign Out
Ta select @ different school, view the Schoo List
Pragram Add School Involvement
Pragram Infarmstion
Funding School Mame:  Sample Bementary
Sativity "School Infe Cument 35 of: [ galect Month— ¥ || —Select Yaar— . v
Schools “fcademic School Year: [_Saiect—
Sehoal Infarmation
“How many students attend this school?
Involvement
TallySurvey Wihat grades attend this school? Check 41 | Check None
. (make estimate if necessary’
Hail Oat to [ wnderganen (11 Oz s Oa
Maticnal Certer
Enter M Dats Os Os Or O O
aor View Existing
#dd Tirme Feriod Ow On O Oeek O unknown
My Prafile
My feeount ‘Nihich grades are targeted Check A1 | Check None
Request Permission by this SRTS program?
(make estimate if necessany) | kinderganen [ 11 (2 s [a
Manage Users
\iew and Grant Os Os Oz Oe [
Per
D 1o D 1" D 12 D Prek D Unknown
#of Studers in Grades
Targated by SRTS: 0 et e
Is there a schoal-level team helping | _gelect—
implement SRTS at this school?
(such 35 3 PTA, School Wellness Team,
$RTS Comminee, ete.)
e other agencies or oRgANERMIONS | geleot— %
inwatued in implementing this program®
(such as local govemments
. health depal nts, Safe Kids
iwersity o college, ete)
Save & Print to bisil Talies/Surveys
[Seeuet Enter Online Talligsisereys |
Save & Wiew Sehoal Invelvement History
— b
< >
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Step 4 Option 1. Create Travel Tally and/or Parent Survey sets in order to PRINT the cover sheets.
4a. Option 1. Verify that the school you created appears in the drop down menu.

4b. Option 1. Select “Add New Time Period.”
Note: If you have one or both questionnaire types (tallies and surveys), selecting

either one of the “Add New Time Periods” will take you to the same page.

Next, skip to Step 4c on page 11.

-

Bill's Sample Program
Sample Elementary ou are signed in as Bill Test
To select a different program, viesy the Program List Sign Out
To zelect a different =chool, view the School List
Program test
Program Information  PRINT Travel Tally and Parent Survey Data Collection History
Funding Yuhen mailing the hard copies of your Travel Talies andior Parent Surveys to the Mational Center for processing, you must complete and print one cover sheet per Travel
Activity Tally set record anclior one cover sheet per Parent Survey set record. & set record is the group of the same gquestionnaire type (Talles or Surveys) for one school st one

time period.
Schools This page sllovws you to automsticslly creste and print the appropriste cover sheet.
School Infermation
Involvement ® Click "Add Mewy Time Period" under the Travel Tally and Parent Survey sections. The set record(s) that are crested will appear below.

* To print a set record cover sheet, check the appropriate box(s) inthe "Print to Mail" column
Tally/s ® Click "Print Selected Records to Mail" button at the bottom of the page.
ally/Survey ® The printed cover sheet will provide instructions for mailing the dsta to the Mational Center
Mail Data to
Hational Center
Enter Hew Data
or View Existing Sc_:hoalthat collek
Travel Talies or Parent Survey
Add Time Period Al schools in this program for which you have edit level access will appear in list.
School not listed? Click here to sezreh existing schools.

My Profile Click here to 20d new schoal.
My Account
Request Permission
Manage Users Traye
View and Grant Add Hew Time Period
Permissions

o Tamy TrEre Fetlrned.

Parent Survey

Add Hew Time Period

Mo survey records were returned.

“igw Data Collection Details
For more information: Program Info School Info
w
< >
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Step 4 Option 2. Create Travel Tally and/or Parent Survey sets in order to manually enter

4a. Option 2. Verify that the school you created appears in the drop down menu.

the individual Travel Tally and Parent Survey questionnaires yourself

--OR—
Simply view the Travel Tally and/or Parent Survey data that already exists in the
data system

4b. Option 2. Select “Add New Time Period.”
Note: If you have one or both questionnaire types (tallies and surveys), selecting

either one of the “Add New Time Periods” will take you to the same page.

Next, continue to Step 4c on page 11.

V_1.4,7/2011

Sample SRTS Program

AL Brown Primary

To select a different program, view the Program List
To select a different school, view the School List

Program
Program Information

Funding
Activity
Schools
School Information

Involvement

Tally/Survey
Mail Data to
Hational Center

Enter New Data
or View Existing

Add Time Period
Reporis

My Profile

My Account
Request Permission
Managye Users

View and Grant
Permissions

Travel Tally and Parent Survey Data Collection History

Program:  Sample SE

School that collected thé
Travel Tallies or Parent Surveys:

&d New Time Pering

School Hame City

AL Brown Primary - Cartboro
AL Brown Primary - Cartboro

AL Brown Primary - Cartboro

Parent Surve
Add New Time Period
School Hame City

AL Brown Primary  Carrboro

AL Brown Primary  Carrborg

AL Brown Primary b
~— ——

All =chools in this program will appear in list.
Schaol not listed? Click here ta search existing schools.

Click here to add new school.

Date or
Time Period
Collected

September 2009
June 2010

August 2010

Date or
Time Period
Collected

September 2009
June 2010

# of

Tallies

5
0
2

#of
Surveys

El
0

Program
Status

Before Program

Mid Prograrm

Notes

View

View

Before Program

Program
Status

Before Program

Before Program

Notes

=
©
2

=
5
=3

Tally
Detail

View/Edit Add New Tally
View/Edit Add New Tally
View/Edit Add New Tally

Survey
Detail

View/Edit Add New Survey

D

1 Dat

View/Edit Add New Survey
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Step 4c. Next, re-verify that the school name in the drop down menu is correct.

V_1.4,7/2011

Then, mark the check box next to the Student Travel Tally and/or Parent Survey labels.
The area for entering the Tally set and/or Parent Survey set information will appear.

Bill's Sample Program
SsmplefElemEnt e You are signed in as Bill Test
To select a different program, view the Program List Sign Out
To select a different schoal, view the School List

Program Add Time Period
Program Information
Sets will he visible under the Student Arrival & Departure Tally andsor Parent Survey once they are created.

Funding

Activity SchoQl: | Sample Elementary v

Schools Only schools forwhich vou have edit-level permission will appear in list
School Information School notlisted? Click here to search existing schools

Click here to add new school.

Involvement
1 am submitting infarmation g™ [ Student Travel Tallies
Tally/Survey L1 Parent Surveys
Mail Data to
National Center

Enter New Data [ Save & Printto Mail Tallies/Surveys ]
or View Existing

Add Time Period

My Profile Sawve Only
My Account

- Ci |
Request Permission

Manage Users

View and Grant
Permissions

[ Save & Enter Online Tallies/Surveys ]
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Step 4d. Enter the set information requested, then select from option 1 or 2 below:

Option 1

Click the “Save & Print to Mail Tallies/Surveys” button if you are going to mail
the gquestionnaires to the National Center for processing. This navigates back to
the “Mail Data to the National Center (see left menu)

Next, continue to Step 4e Option 1 on page 13.
-OR-

Option 2.

Click the ”"Save & Enter Online Tallies/Surveys” button, if you are going to enter
the Tallies and/or Parent Surveys yourself. This navigates back to the “Enter
New Data and View Existing” (see left menu)

Next, continue to Step 4e Option 2 on page 14.

Program Add Time Period

Program Information
Sets will be visible under the Student Arrival & Departure Tally and/or Parent Sureey once they are created

Funding

Activity School | AL Brown Primary “

Schools Only schools for which you have edi-level permission will appear in list.
R School not listed? Click here to search existing schools

School Information Click here to add new school.

fmvolvement I'am submitting information on: &7 Student Travel Tallies

Tally/Survey [ Parent Surveys

Mail Data to
National Center

Student Travel Tallies

Enter New Data

or View Existing *What month and year was the majarity of the | —Select Month— | —Select Year— v
o 0 Student Travel Tally forms collected?

Add Time Period

Reports “What is the approximate number of

classrooms at this schoal that were
My Profile targeted by this SRTS program?
My Account Which period best describes the | _Select— -

program status when these

Request Permission
4 Student Trawvel Tallies were collected?

Manage Users
View and Grant
Permissions

Notes:

C:te & Print to Mail TalliesiSurveys
gve & Enter Online TassfSuQ
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NOTE: Need to create more than one school? If yes, repeat Step 3a-b for each additional school and
then repeat Step 4a-d for each Tally and/or Survey set. Once all your schools and corresponding sets are
created, continue with Steps 4e Option 1 and 5 to print and mail all the cover sheets. To navigate to the
page for adding another school, click School Information in the left menu or select add a new school.

Step 4e Option 1. Notice that the Student Travel Tally and/or Parent Survey you just

Frogram

Funding sheet per Parent Survey set record. A set recond is the group of the same questionnaire type (Tallies or Surveys) for one school 3t one time period
sativit
v This page allows you o Sutomatically creste and print the Sppropriate cover sheet
schools _ « Clisk "Add Mew Time Period” underthe Trawel Tally and Parent Survey sections. The set record(s) that are created will ap
Schoal Information  Ta print 3 set record cower sheet, check the appropriate boxis] in the “Print to Mail" column
FE— ® Click "Print Selected Records to Mai” buton 2t the bottom of the page.

Tally#Survey
Mail Data to
Natianal Certer
Eriter Mew Data

ar Wew Existing

Add Time Period

My Profile
My hecaurt

Request Permission

Manage Users
View snd Grant
Permissions

V_1.4,7/2011

created are now visible on this page.

Next, click “Print Selected Records to Mail” to generate a PDF file that contains your
cover sheet(s).

Next, go to page 15 for Step 5.

BHILS SAMPIE PIogEanm R
Sample Elementary

To zelect a different program, wiew the Program List Sign
To zelect a different school, wiew the School List

Frogram Information

**Important™** Verify that the check box(es) are marked next to the set(s)
information that corresponds to the hard copies Travel Tallies or Parent
Survey you will be mailing to the National Center. This is particularly
important if you have multiple sets for the same school.

If the PDF file does not open, check to see if you have Adobe Reader
installed on your computer. To download a free copy of Adobe Reader
please visit. http://get.adobe.com/reader/

You are signed in as Bill Test

PRINT Travel Tally and Parent Survey Data Cellection History

Aiihen mailing the hard copies of your Travel Tallies andsor Parent Surveys to the National Center for processing, you must complete and print one cower shegip®f Travel Tally set record and/or one cower

® The printed cower sheet will provide instructions for mailing the data to the Mational Center,

Frogram:  Bill's Sample Program

Sohonl that collected the | Gampls Elementary ¥
Travel Tallies o Parent Surveys
Allzchook Itk prog @m B whk o b
School iot Ik Bd? Click ke D rearg ]
Click ke re tadd new sch

eue L accecs willapgeat n Ikt
nools

Wiewy

Travel Tally
A Mew Time Period

Date or

ol Progra

Prirt to Mail e

School Namgg

Collected

Sample Bementary  Billvile  June 2010 [ Before Program

Parent Survey
Add Mew Time Period

Date or Rol
NGt to Mail Sehool Narmne City  Time Period T Program Status
Collected  =H[ESYE

ample Bementary  Billville  June 2010 o Before Progge

(Pl Seected Recorss o M—
i Dats Collection Detsils

For more information: Program Info School Info b
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NOTE: Need to create more than one school? If yes, repeat Step 3a-b for each additional school and
then repeat Step 4a-e for each Tally and/or Survey set. Once all your schools and corresponding sets are
created, continue with Step 4e Option 2. To navigate to the page for adding another school, click School

Information in the left menu or select add a new school.

V_1.4,7/2011

Step 4e Option 2. Manually enter the Travel Tally and/or Parent Survey data from the
hard copy questionnaires.

Identify the Tally or Parent Survey set of interest. For example, if you have
Tallies for AL Brown Primary for June 2010, then select the June 2010 set.

Notice that the columns “# of Tallies” and “# of Surveys” specifies how
many individual questionnaires currently are in the database for that
particular set.

Next, click “Add New Tally” or “Add New Survey” to access the appropriate screen to
enter the individual questionnaire data.

PLEASE NOTE, you can add records to existing Tally or Parent Survey sets, which is
. , et . .
useful if you can’t enter all the surveys all at one sitting. Simply key in what you
can. When you return, you can add the remaining surveys to the appropriate set.
To access the summary reports for the data you entered, go to page 42.
Sample SRTS Program
AL Brown Prima
To select a differentforograrm, view the Program List
To select a differenf school, view the School List
Program Travel Tally and Parent Survey Data Collection History
Program Inforghation
Funding Program:  Sample SRTS Program
Activity Schoal that collected the | AL Brown Primary v
Travel Tallies or Parent Surveys:
Schoals 24 el o e s 57
School Infgrmation Click here to add new school.
Involvemgnt
Travel Tally
Tally/Sugvey . .
Mail Dath to Add Hew Time Period
Nationgl Center Dat
. _Date or # of Program Tally
Enter Hew Data School Name City Time Period Talli Stat Hotes Detail
or Vigw Existing Collected Bl dis etal
Add Jime Period AL Brown Primary  Cartboro September 2009 =] Before Program  Wiew View/Edit Add New Tally
Repdits AL Brown Prirary  Carboro June 2010 1] Mid Prograrm View View;’Edil
My Profile AL Brown Prirary  Carboro - August 2010 2 Before Program  Yiew View/Edit Add Hew Tally
My Account
Request Permission
Parent Survey
Manage Users Add New Time Period
View and Grant
Permissions Date or
School Hame City Time Period 5 (o] %Q?J Notes SD“TEf
Collected urveys atus etail
AL Brown Prirnary - Carboro September 2009 =) Before Program  View View/Edit Add New Survey Download Dat
AL Brown Primary  Carrboro June 7010 u] Before Program  View View/Ed ‘
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Step 5. Go to Step 5A. if you are mailing your Travel Tally and/or Parent Survey hard copies to the
National Center for processing

Go to Step 5B if you are using the online Parent Survey feature to survey your parents.
If you also have Travel Tallies or hard copies of the Parent Survey for the National Center
to process, please send them via the instructions listed in

SafeRoutes SafeRoutes
HH '
Travel Tally Set Cover Sheet Parent Survey Set Cover Sheet

o

435 1863 AL Brown Primary  September 2009 k] Belore Program

SetlD School SchoolMame  Time Period Collected #0f Classrooms Targeted  Program Stats SetiD School SchoolMame  Time Period Collected  # of Surveys Distributed ~ Program Status
[]

% Sampe Eementary Jume 201 15 Belore Program

Sample SRTS Program SRTS Program's Primary Contact
mgle

SRTS Programs Primary Contact
: o

Preparing your forms for mailing

Mational Center for Safe Routes to Schoal r: National Center for Safe Routes to School
Attn: SRTS Data Entry Attn: SRTS Data Entry
& 730 Martin Luther King, Jr. Bivd,

730 Martin Lither King Jr. Bivd.
Suite 300
Chapel Hill NC 27599.3430

om the Nasional Cer Schoot: one wt
rersies frer the data have bees sing wil take 3

Step 5 A. Mailing your hard copy Parent Survey and/or Travel Tally forms to the National Center
Print the cover sheet(s) and prepare your forms for mailing by arranging them as follows:

Suit 300
Chapel Hill NC 27559.350

A. Place the Student Travel Tally cover sheet atop all the Student Travel Tally forms from the
correct school and the correct "Time Period Collected."

B. If you have Parent Surveys for this school, place the Parent Survey cover sheet atop all
those surveys from this school and the "Time Period Collected"

C. Repeat steps A and B for each additional school and time period as needed.

Mail all materials to: National Center for Safe Routes to School
Attn: SRTS Data Entry
730 Martin Luther King, Jr. Blvd,
Suite 300
Chapel Hill, NC 27599-3430

You will receive two emails from the National Center for Safe Routes to School: one when your
data has been received and the other email after the data have been processed. Processing will
take approximately 4 weeks.

Step 5B. Online Parent Survey Administration Feature: To begin collecting your Parent Surveys using the
online questionnaire, please do the following:
e Save the Parent Survey cover sheet(s) as a PDF file.
e Email the PDF file to data@saferoutesinfo.org
e Insert “Online Parent Survey” in the subject line.
e In the body of the email please indicate the dates you would like the survey to open and close. If
you are surveying multiple schools indicate the survey open and close date for each school.
e Once we receive your email, our staff will generate the web address(es) that you can share with
the parents you want to survey.

Step 6. The National Center for Safe Routes to School will notify the person listed on the cover sheet
when the data are ready. After notification, the summary reports of the Parent Survey and Travel Tally
can be accessed. See page 42 in this document for instructions on view the reports.
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New User

For scenario: | am a new to the data system, but | believe my local SRTS program already exists in the

data system.

Step 1: Create your user account.
Step l1a. Go to www.saferoutesdata.org
Step 1b. Under the “New User” section, key the requested information.
Step 1c. Next, specify your activity by selecting, “I want to request permission to add/update
data for an EXISTING program or school -OR- view an EXISTING program or

school's information. ”

**|f someone has already created an account for the local SRTS program of interest, then
you will need to request access to the schools from the person listed as the local contact for

that SRTS program. The following instructions describe how to request access.

V_1.4,7/2011

National Safe Routes to School Program Tracking System

Welcome to the National Center for Safe Routes to School's online tracking system for local SRTS programs. This system provides a

simple way for users to enter and view data from their local Safe Routes to Schools programs, including school(s) in the program and data

collected using the standardized Student Travel Tally and Parent Survey questionnaires.

To enter your SRTS data, please create a New User acco

RETURNING USERS - Please log in

helow.
E-mail

Paggword:

Forgot password?

unt or log in if you are a retuming user,
NEW USERS - If you do not already have an accound.
*First

Mame:

*Last Marme:

*E-mail:

"Phane:

*State: —Gelect— v

*Create a
Passwaord:

*Retype
Password:

*Specify your activity (select one)

O | want to enter data for a NEW program with one o
rare schon

O Iwantta request permission to add/updaty data for
an EXISTING program or school -OR- view an BHISTING
prograrn or school's infarmation.
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Step 2. Request permission by selecting the local program’s state and city that contains the
school(s) of interest. Search by a school to refine your search as needed.

You are signed in as Bill Sample
Sign Out

Program Request Permission
Program Information
Use the search fields to identify which school(s) you would like to

Funding -
request permission to access
Activity
*| Test State v
Schools
School Information 7| —Select City—
Involvement

—Select Schoal— v

Tally/Survey R ——
Mail Data to BErch 1ar schools
National Center

* Indicates a required field
Enter New Data
or View Existing
Add Time Period

My Profile
My Account
Request Permission

After you select a state and city, the schools that are in the data system from that city will
appear.

Note: a local program can have schools in other cities, so if you want permission
for all the schools in a local program you will need to know the city/cities of that
school(s) and search within each city. Conversely, all the schools in a particular
city may not be associated with the same local program, so you will want to
review the school list returned by your search carefully.

Program Request Permission
Program Information A ) ) o
Fundi Use the search fields to identify which school(s) you would like to request permission to access.
unding
Activity * | Test State v
Schools * | Billville v
School Information
—Select Schoaol— v

Invelvement

. 5 h for School
Tally_.'Suwey Earch 1or ochools

Mail Data to

. . * Indicates a reguired field
National Center

Enter New Data The following schools matched your search criteria. Select the permission levels you need for each of the schools below
or View Existing and click on Request Permission.
Add Time Period School School City Program Name Permissi ested

Iy Profile
My Account

a€st permission for ALL schools in
O Edit O View Only

Request Permission

Sample 2 Elem Billville Bill's Sample Program ( O Edit O View Only @ No Access

Sample Elementary Billville Bill's Sample Program

Clear Screen
Cancel

O Edit O View Only - @ Mo Access
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Step 2a. Using the radio buttons, select which school(s) you would like to access and
which permission level.
“Edit” level permission gives you the ability to add/edit data for a particular school
and view that school’s data summary reports.
“View only” level permission allows you to see data for a particular school, including
the data summary reports, but you will not be able to add or edit data for that
school.

Next, click the “Request Permission” button after you have marked the desired
permission level for each school.

An email will be automatically sent to the local program contact stating your
request. If you know the local contact person, you may want to email them
directly in case the data system’s auto-generated request email is treated as spam
by that person’s email system.

After the local program contact person approves your request, you will have the
ability to access the schools within the local program of interest.

Once your access have been granted, return to page 2 and select which scenario
now best describes your situation.
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Returning Users
For scenario: | am a returning user and my local SRTS program already exists in the data system.

Pages 19-32 describe the process you need to create the required cover sheets for your Student Travel
Tallies and Parent Surveys. Don’t be alarmed by the number of instructional pages. These pages consist
of pictures and simple step-by-step text. After you navigate the data system a few times, you will find
generating and printing cover sheets to be easy.

Step 1: Access your user account
Step 1a. First, go to www.saferoutesdata.org
Step 1b. Then, under the “Returning User” section, enter your email mail address and
password.
If you have forgotten your password, click the “Forgot password?” link.

National Safe Routes to School Program Tracking System

Welcome to the National Center for Safe Routes to School's online tracking system for local SRTS programs. This system provides a
simple way for users to enter and view data from their local Safe Routes to Schools programs, including school(s) in the program and data
collected using the standardized Student Travel Tally and Parent Survey questionnaires.

er account or log in if you are & retuming user.

. NEW USERS - If you do not already have an account.
helow.

*First
E-mail Marme:

*| .
Pagsword: Last Mame

*E-mail:

Forgot password? Phone.
*Gtate —Select— v

*Create a
Passwaord:

*Retype
Password:

*3pecify your activity [select one):

O | want to enter data for a NEW program with one or
mare schoals

O Iwantta request permission to add/update data for
an EXISTING program or school -OR- view an EXISTING
program or schoal's information.
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Step 2: Access your local SRTS program(s) in the online system.
Step 2a. Click on the name of the local SRTS program of interest.

**If you are trying to create a new local SRTS program in the system, click “Add
new program” and proceed to Page 4 in this document for those instructions.

Sample SRTS Program

To select a different program, view the Program List

To select a different school, wiew the School List You are signed in as Bill Sample

Sign Out
Program Welcome to the National Safe Routes to School Program Tracking
Program Information System
Funding

o This main page shows the SRTS program you can access. To get started, click the "Program Mame" of
Activity interest to view or edit information about that local program, the school(s) within that program and any

Student Trawel Tally and Parent Surveys associated with those schools.
Schools

School Information ‘fou have access to the following program(s):
Involvement Add New Program

Tally/Survey
Mail Data to
National Center
Enter New Data s frids ram /testville 08/1aM10 Wiew Lewvel Only
or View Existing

Add Time Period

City Last Updated Permission

Chapel Hill 06722410 Admin Level Permissions

Iy Profile
Iy Account

Request Permission
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Step 2a continued: Review your program contact information.

V_1.4,7/2011

If no changes are needed, click the “Save & Continue to Funding History” button

Note: if changes are needed click the “Edit” button, make the necessary changes
and then click the “Save & Continue to Funding History” button

Sample SRTS Program

To =elect a different program, viewy the Program List
To =select a different schoal, wiewe the School List

Program
Program Information

Funidling

Activity

Schools

School Information

Involvement

Tally/Survey

Mail Data to
Hational Center

Enter Hew Data
or View Existing

Add Time Period

My Profile
My Account

Request Permission

Manage Users
View and Grant
Permissions

Program Information

You are viewing information for Sample SRTS Program.

The following iz the most recent program level information in the system for this proc
corresponding data from the Student Travel Tally and Parent Surveys gquestionnaires

To select a different

Program Mame:
Lead Organization:
Crganization Type:

City:

State:

Zip Code:

Contact First Mame:
Contact Last Name:
Contact Role:
contact Phone:

Contact Email;

program, click on Program List.

Sample SETS Program

Sample SETS Program
LocaliRegional Government Agency
Chapel Hill

Morth Caralina

27310

Bill

Sample

Lead Crganization

9195436794

heample@hsrc .unc edu

Continue to Funding Historny ]

Continue to Activity History

Cancel
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Step 2b. Review and edit this program’s funding history and add new funding information.
To review and edit the most recent funding information, click the “Edit” link next
to the most recent month and year in the Date Current column.

Click the “Add Funding Status” text to add new funding information.

After editing/adding the funding info, click “Save & Continue to Activity” button.
Sample SRTS Program

To zelect & different program, view the Program List

) ) e
To select a different school, view: the School List fChlaiel el s BillSample

Sign Ot

Program

Program Funding History
Program Information

Thig iz the history of the Sample SRTS Program program.

V_1.4,7/2011

Funding

Activity Each record below helps track thiz SRTS program's funding. Click on "Add Funding Status” to add
- newy funding information or zelect "Edit" to change an existing entry.

Schools Funding Status Info: A

School Information

Involvement

Tally/Survey
Mail Data to
Hational Center

Enter Hew Data
or View Existing

Add Time Period

Sample SRTS Program

To zelect a different program, view the Program Ligt
To zelect a different school, view the School List

Program
Program Information

Funding
Activity
Schools

School Information

Involvement

Tally/Survey
Mail Data to
Hational Center

Enter Hew Data
or View Existing

Add Time Period

My Profile
My Account

Request Permission

Manage Users

View and Grant
Permissions

1372

1365

Edit Program Funding

Dite Current
June 2010 elete  View Only
ctober 2009 elete  View Only

For more information on this program: Activity Infe Program Info

Edit funding information for this program by completing the questions below .

Program Name:

*The manth and year when the program
data you are providing was current:

Iz this program currently part of either a
state or federally funded SRTS Program?

*&mount of State or Federal
funding avwearded:

Does thiz program receive ather SRTS
funding from different sources?
(mark each box that spplies)

|= thiz program applying for ether
State or Federal SRTS funds?

Does this program collect

additional SRTS-related data?

[for research ar evalustion purposes
beyond the Student Travel Tallies
andfor Parert Surveys)

Sample SETS Program

June || 2010 v
Mo v

1000 [ ot applicabis

D FederaliState ex. CMAG), TE Funds
[ Local Gavernment
D Mon-ProfitsFoundations

D For-Profit BusinessiCrganization
Cither

[ ant Kinow
‘es v
‘s v

e & Continue bo Activit -

[ Save & View Funding History ]

Note: if you click the second button, “Save & View Funding History,” you are taken to a
Program Funding History page (shown above.) To continue to Funding Activity, either
select “Edit” and then click “Save & Continue to Activity” button, or simply click the
“Activity” under the Program section in the left menu.

22 of 62



Step 2c Review, edit or add engineering, education, encouragement and enforcement
activities that have or will occur as part of your local SRTS program.

To review and edit the most recent activity history, click the “Edit” link next to the
most recent month and year in the Date Current column.

To add new activity data, click the “Add Activity Data” link.

Sample SRTS Program

To zelect & different program, view the Program List

) ’ e
To select a different schoaol, viewy the School List vou are signed in as Bill Sample

Sign Out

Program
Program Information

Program Activity History

Thiz iz the history of the Sample SRTS Program program.

Fundling

Activity Click on "Add Activity Data” to add mare information or chooze "Edit" to add more information. Each
. record belows helps track the activities of thiz SRTS program and provides information about the

Schools

overall Mational SRTS Process
Sehool Information Activity Data Info: @
—_—  —

Involvement

D =
Tally/Survey 1110
Mail Data to
Hational Center 1103

Enter Hew Data

or View Existing For moere information on this program: Funding Info Program Info

Add Time Period

After marking the activities,\scroll to the bottom of the Add Program Activity page
and click the “Save & Continue to School” button.

Sample SRTS Program

To zelect a different program, viesy the Program List
To select a different schoal, viewy the School List

Program
Program Infermation

Edit Program Activity

Please edit this record by marking the box next to each specific activity that is occurring or will ocour as part of this m

Funding SRTS program.

Activity

Program Mame:  Sample SRTS Program

Schools
R *Activity Info Current as of: | June w2010 e

School Information

Involvement Engineering: Sidewalks (construct, replace, repair or widen)

D Accommodations for students with dizabilties (improve)

Tally/Survey

Mail Data to
Hational Center

Enter Hew Data
or View Existing

Add Time Perio«d

My Profile
My Account

Request Permission

Manage Users
View and Grant
Permissions

V_1.4,7/2011

D Bicycle lanes (install, imprave, or repair)

D Off-road walkingbicycling paths (construct or repair; or improve intersections with
Croszwealks (install, improve, or repair)

D Crozzing refuge island (install)

D Traffic calming (such as curb extensions, speed bumpss humps, traffic circles raiz
D Speed montoring and feedback devices (install permanent) (See Enforcement for v
D Signs (new or improved signs such as school zone, speed limits, crosswalk warn
Speed limit reduction near schoolzs

D Pavement or curb markings or legends (install or improve)

D Bicvycle parking (install, improve, or relocate)

D Lighting (install or imgprove)

D Traffic contrals (nes or improved wsing traffic lights, signs, pedestrian signals, che

D Pick up and drop off areas (redesign or change procedure to improve pedestrian s
—
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Step 3. Review the school info by clicking “View/Edit” in the “Information” column. This page
displays all the schools associated with the local SRTS Program. If you need to create a
new school, click the “Add New School” link.

Step 3a. Update the school contact information as needed.

V_1.4,7/2011

Next, click the “Save & Continue to School Involvement” button.

If you click the “Save Changes” button, you will see the information you just
entered and you can continue by clicking the “Save & Continue to School
Involvement,” which will appear on that page.

Sample SRTS Program

To select a different program, view the Program List
To select a different school, view the School List

Program
Program Information

You are signed in ag Bill Sample
Sign Out

School(s) Information

These are the schools participating in the Sample SRTS Program program. Select & school by clicking

Funding

Activity

Schools

School Information

Involvement

Add Hew School

School Hame City

Tally/Survey
Mail Data to
Hational Center

Enter Hew Data
or View Existing

Add Time Period

Elmur b s

AL Browwn Primary
Elemertary School &
Elementary School B

Elementary Schoal C

Sl T

Sample SRTS Program

AL Brown Primary

To =elect a different program, viewy the Program List
To select a different school, view the School List

Program
Program Information

Funiding

Activity

Schools
School Information

Involvement

Tally/Survey

Mail Data to
Hational Center

Enter Hew Data
or View Existing

Add Time Period

My Profile
My Account

Request Permission

Manage Users

View and Grant
Permissions

Edit School Information

*Local Program:

*Zchool Mame:
Address 1
Address 2

*City:

*State:

Zip Code:

Contact First Mame:
Contact Last Mame:

Contact Email:

Carrbora
Chapel Hill 061310
Chapel Hill 061310

Chapel Hill 061310

Flemannd LI S M DM O

“igmw or Edit in the "Information” column to access that school's contact. To add a school, select "Add New
School" if this option i available.

“ou have the following schoal-specific permissions:

Last Update«d Permission

06N 7HO Admin Level Permizsions/  View Edit

Admin Level Permizsiong View Edit

Admin Level Permizsion: View Edit

Admin Level Permizsions\  View Edit

W bemie 1 n vk Pl mimm,

Sample SATS Program
AL Brovan Primary

300 E Main Street

Canbara

Marth Carolina b
27510

Austin

Brow

browni(@hsrc. unc. edu

q@fe & Continue to School@

You are signed in as Bill Sample
Sign Out
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Step 3b. Review and edit most recent history (grade and enrollment) for this particular
school, by clicking the “Edit” link next to the most recent month and year in the

V_1.4,7/2011

Date Current column.

Click the “Add School Involvement ” link if you need to add new school

involvement data activity data.

Sample SRTS Program
AL Brown Prlmary You are signed in 2z Bill Sample
To zelect a different program, wiew the Program List Sign Out
To select a different schooal, viewy the School List

Program School Involvement History
Program Information
Thizg iz the history for the AL Brown Primary's Nvalvement in this program. To add more

Funding involvemert information, select "Add Schoal Involvement Data".

Activity
- Schoal Invalvement Infa: Add School Involvement Data

Schools
School Information
Involvement Delete View Only

Delete View Only

Tally/Survey

Mail Data to 4235 January 2010 Edit  Delete  View Only
Hational Center

Enter Hew Data For more information on this school: School Info
or View Existing

Add Time Perio«d

The school name
in bold alerts
you to school in
which you are
working.
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Step 4. After you have entered this school’s information, select one of the two options:

Option 1:“Save & Print to Mail Tallies/Surveys” if you plan to mail the
questionnaire hard copies to the National Center for processing. (If you select
this option, see Step 4 option 1 on the page 27.)

--OR—

Option 2: “Save & Enter Online Tallies/Surveys” if you plan to enter the
individual Tally and Parent Survey questionnaires yourself. (If you select this
option, see Step 4 Option 2 on page 28.)

Program
Program Information

Funding
Activity
Schools
School Information

Involvement

Tally/Survey

Mail Data to
Hational Center

Enter Hew Data
or View Existing

Add Time Period
My Profile

My Account
Request Permission

Manage Users

View and Grant
Permissions

Edit School Involvement

School Mame:
*School Info Current az of:
*cademic Schoal Year:

*How many students sttend this school?

‘What grades sttend this school?
(make estimate if necessary):

WWhich grades are targeted
by this SRTS program?
(make estimate if necessary)

# of Studerts in Grades
Targeted by SRTS:

|5 there & school-level team helping
implement SRTS at thiz school?

(such az a PTA, School Welness Team,
SRTS Committee, etc.)

Are other agencies or organizstions
involved in implementing this program?
(such az local governments

, health departments | Safe Kids

| university or college, etc)

(&

AL Brovwen Primary

June | 2010
2010-2011 %

17

Check All | Check Hone

Kindergarten 1
Ms Me
Oo [WET

Check All | Check Hone

O Kindergarten 1
s Oes
O [WET

280 [ pant knaw

M2 M3 [l 4
O Os Os

12 Oerek O unknawn

M2 M3z 4
O Os Os
1z Oerek O urknown

v i Print to Mail T allies/S

urve

Save & Enter Online TaIIies.-"Surveys)

= e ———
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Step 4 Option 1. Create Travel Tally and/or Parent Survey sets in order to PRINT the cover
sheets.
4a. Option 1. Verify that the school you created appears in the drop down menu.

4b. Option 1. Select “Add New Time Period.”
Note: If you have one or both questionnaire types (tallies and surveys), selecting

either one of the “Add New Time Periods” will take you to the same page.

Next, skip to Step 4c on page 29.

-

Bill's Sample Program
Sample Elementary e B
To select a different program, viesy the Program List
To zelect a different =chool, view the School List
Program test
Program Information  PRINT Travel Tally and Parent Survey Data Collection History
Funding Yuhen mailing the hard copies of your Travel Talies andior Parent Surveys to the Mational Center for processing, you must complete and print one cover sheet per Travel

Tally set record anclior one cover sheet per Parent Survey set record. & set record is the group of the same gquestionnaire type (Talles or Surveys) for one school st one

time period.
Schools This page sllovws you to automsticslly creste and print the appropriste cover sheet.
School Infermation
Involvement ® Click "Add Mewy Time Period" under the Travel Tally and Parent Survey sections. The set record(s) that are crested will appear below.

* To print a set record cover sheet, check the appropriate box(s) inthe "Print to Mail" column
Tally/s ® Click "Print Selected Records to Mail" button at the bottom of the page.
ally/Survey ® The printed cover sheet will provide instructions for mailing the data to the National Center
Mail Data to
Hational Center
Enter Hew Data
or View Existing Sc_:hoal that colle
Travel Talies or Parent Survey
Add Time Period All zehools in this program forwhich you have edit lewel access will appear in list.
School not listed? Click here to sezreh existing schools.

My Profile Click here to 20d new school.
My Account
Request Permission
Manage Users
View and Grant
Permissions

Parent Survey

Add Hew Time Period

Mo survey records were returned.

Vigw Data Collection Details
For more infermatien: Program Info School Info
w
£ >
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Step 4 Option 2. Create Travel Tally and/or Parent Survey sets in order to manually enter
the individual Travel Tally and Parent Survey questionnaires yourself -OR—
Simply view the Tally and Parent Survey data that already exists in the data
system.

4a. Option 2. Verify that the school you created appears in the drop down menu.

4b. Option 2. Select “Add New Time Period.”
Note: If you have one or both questionnaire types (tallies and surveys), selecting

either one of the “Add New Time Periods” will take you to the same page.

Next, continue to Step 4c on page 29.

V_1.4,7/2011

Sample SRTS Program

AL Brown Primary

To select a different program, view the Program List
To select a different school, view the School List

Program
Program Information

Funding
Activity
Schools
School Information

Involvement

Tally/Survey
Mail Data to
National Center

Enter New Data
or View Existing

Add Time Period
Reports

My Profile
My Account

Request Permission
Managye Users

View and Grant
Permissions

Travel Tally and Parent Survey Data Collection History

Program:  Sample SE

School that collected thé
Travel Tallies or Parent Surveys:

&d New Time Pering

School Hame City

AL Brown Primary - Cartboro
AL Brown Primary - Cartboro

AL Brown Primary - Cartboro

Parent Surve
Add New Time Period
School Hame City

AL Brown Primary  Carrboro

AL Brown Primary  Carrborg

AL Brown Primary b
~— ——

All =chools in this program will appear in list.
Schaool not listed? Click here ta search existing schools.

Click here to add new school.

Date or
Time Period
Collected

September 2009
June 2010

August 2010

Date or
Time Period
Collected

September 2009
June 2010

# of

Tallies

#of
Surveys

El
0

Program
Status

Before Program
Mid Prograrm

Before Program

Program
Status

Before Program

Before Program

Notes

View
View

View

Tally
Detail

View/Edit Add New Tally

View/Edit Add New Tally

View/Edit Add New Tally

View/Edit Add New Survey

D

1 Dat

View/Edit Add New Survey
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Step 4c. Next, re-verify that the school name in the drop down menu is correct.

V_1.4,7/2011

Then, mark the check box next to the Student Travel Tally and/or Parent Survey labels.
The area for entering the Tally set and/or Parent Survey set information will appear.

Bill's Sample Program
SsmplefElemEnt e You are signed in as Bill Test
To select a different program, view the Program List Sign Out
To select a different schoal, view the School List

Program Add Time Period
Program Information
Sets will he visible under the Student Arrival & Departure Tally andsor Parent Survey once they are created.

Funding

Activity SchoQl: | Sample Elementary v

Schools Only schools forwhich vou have edit-level permission will appear in list
School Information School notlisted? Click here to search existing schools

Click here to add new school.

Involvement
1 am submitting infarmation g™ [ Student Travel Tallies
Tally/Survey L1 Parent Surveys
Mail Data to
National Center

Enter New Data [ Save & Printto Mail Tallies/Surveys ]
or View Existing

Add Time Period

My Profile Sawve Only
My Account

- Ci |
Request Permission

Manage Users

View and Grant
Permissions

[ Save & Enter Online Tallies/Surveys ]
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Step 4d. Enter the set information requested, then select from option 1 or 2 below:

Option 1

Click the “Save & Print to Mail Tallies/Surveys” button if you are going to mail
the gquestionnaires to the National Center for processing. This navigates back to
the “Mail Data to the National Center (see left menu)

Next, continue to Step 4e Option 1 on page 31.
-OR-

Option 2.

Click the ”"Save & Enter Online Tallies/Surveys” button, if you are going to enter
the Tallies and/or Parent Surveys yourself. This navigates back to the “Enter
New Data and View Existing” (see left menu)

Next, continue to Step 4e Option 2 on page 32.

Program Add Time Period

Program Information
Sets will be visible under the Student Arrival & Departure Tally and/or Parent Sureey once they are created

Funding

Activity School | AL Brown Primary “

Schools Only schools for which you have edi-level permission will appear in list.
R School not listed? Click here to search existing schools

School Information Click here to add new school.

fmvolvement I'am submitting information on: &7 Student Travel Tallies

Tally/Survey [ Parent Surveys

Mail Data to
National Center

Student Travel Tallies

Enter New Data

or View Existing *What month and year was the majarity of the | —Select Month— | —Select Year— v
o 0 Student Travel Tally forms collected?

Add Time Period

Reports “What is the approximate number of

classrooms at this schoal that were
My Profile targeted by this SRTS program?
My Account Which period best describes the | _Select— -

program status when these

Request Permission
4 Student Trawvel Tallies were collected?

Manage Users
View and Grant
Permissions

Notes:

C:te & Print to Mail TalliesiSurveys
gve & Enter Online TassfSuQ
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NOTE: Need to create more than one school? If yes, repeat Step 3a-b for each additional school and
then repeat Step 4a-d (pg 24-30) for each Tally and/or Survey set. Once all your schools and
corresponding sets are created, continue with Steps 4e Option 1 and 5 to print and mail all the cover
sheets. To navigate to the page for adding another school, click School Information in the left menu or
select add a new school.

Step 4e Option 1. Notice that the Student Travel Tally and/or Parent Survey you just
created are now visible on this page.

**Important™** Verify that the check box(es) are marked next to the set(s)
information that corresponds to the hard copies Travel Tallies or Parent
Survey you will be mailing to the National Center. This is particularly
important if you have multiple sets for the same school.

Next, click “Print Selected Records to Mail” to generate a PDF file that contains your cover
sheet(s).
If the PDF file does not open, check to see if you have Adobe Reader
installed on your computer. To download a free copy of Adobe Reader
please visit. http://get.adobe.com/reader/

ext, go to page 15 for Step 5.

IS Sampie Progiam

~
Sample Elemehtary e e el o 25 AL TEs
To select a differerk program, view the Frogram List Sign Out
To select a different school, wiew the School List
Frogram PRINT Travel Tally and Parent Survey Data Cellection History
Frogram Informaticl
- Wiihen mailing the hard copies of your Trawel Tallies andior Farent Surveys to the National Center for processing, you must complate and print one cover sheet per Trawel Tally set record andior one cover
Funding sheet per Parent Survey set record. A set recond is the group of the same questionnaire type (Tallies or Surveys) for one school 3t one time period
> This page allows wou to automatically create and print the appropriate cover sheet
schools _ « Clisk "Add Mew Time Period” underthe Trawel Tally and Parent Survey sections. The set record(s) that are created will appear below.
chaol Information & To print 3 set record cover sheet, check the appropriate box(s) in the “Print to Mail" column
[— ® Click "Print Selected Records to Mai” button 2t the bottom of the page.
» The printed eaver sheet will provide instructions for mailing the data to the National Center
Tally#suruey
Mail Data to Program: Bill's Sample Program
Hational Certer lested the
glected the | gample Hementary
Eriter Hew Data Travel Tallies or Parent s
or Wew Existing ook [ i prog ram T which yon ke editkuel access will appear b Ikt
i Sk Ik®d? Click kere B search s :lsfing schools
#ad Time Feriod Clik hete Badd ne school.
My Profile
i
My eeaurt e
Fequest Permission
A Travel Tally
Manage Users il Mew Tirme Perind
“iew and Grart
Permissions sFERs -
Print to Mz Shool Mame City  Time Feriod Prommag
Collected  12llieS
Wi Sample Hementary  Bilwille June 2010 i
Parent Survey
Al Mew Tirme Perind
Date or
City  Time Period o %2
Collectzd
Sample Hementary  Billuile June 2010 0 Before Program
| rint Selected Records ta hai ’
\iew Data Collection Details
For more infarmation: Frogram Irfo Sehool Info v
< >
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NOTE: Need to create more than one school? If yes, repeat Step 3a-b for each additional school and
then repeat Step 4a-e for each Tally and/or Survey set. Once all your schools and corresponding sets are
created, continue with Step 4e Option 2. To navigate to the page for adding another school, click School

Information in the left menu or select add a new school.

V_1.4,7/2011

Step 4e Option 2. Manually enter the Travel Tally and/or Parent Survey data from the
hard copy questionnaires.

Identify the Tally or Parent Survey set of interest. For example, if you have
Tallies for AL Brown Primary for June 2010, then select the June 2010 set.

Notice that the columns “# of Tallies” and “# of Surveys” specifies how
many individual questionnaires currently are in the database for that
particular set.

Next, click “Add New Tally” or “Add New Survey” to access the appropriate screen to
enter the individual questionnaire data.

PLEASE NOTE, you can add records to existing Tally or Parent Survey sets, which i
useful if you can’t enter all the surveys all at one sitting. Simply key in what you
can and when you return later, you can add the remaining surveys to the
appropriate set.

To access the summary reports for the data you entered, go to page 42.

Sample SRTS/Program

To select a differgnt prograrm, view the Program List
To select a diffegent school, view the School List

Program
Program Infgrmation

Travel Tally and Parent Survey Data Collection History

Funding Program:  Sample SRTS Program

Activity Schoal that collected the | AL Brown Primary

Travel Tallies or Parent Surveys:

v

Al schools inthis program will appear in i
School not listed? Click here 1o searc it
Click here to add new school.

Schools
School Information

S

Travel Tally

Mail Daa (o Add Hew Time Period

Nationgl Center

ap e # of Program Tall
EnterjHew Data School Name City Time Period Tallies ﬁtu_s Hotes Dela)irl
or Vigw Existing Collected
Add Jime Period AL Brown Primary  Cartboro September 2009 =] Before Program  Wiew View/Edit Add New Tally
Repdits AL Brown Prirary  Carboro June 2010 1] Mid Prograrm View View;’Edil
My Profile AL Brown Primary  Carrboro August 2010 2 Before Program  Wiew View/FEdit Add New Tally
My Account
Request Permission
Parent Survey
Manage Users Add New Time Period
View and Grant
Permissions Date or
School Hame City Time Period i Flisiialiy Notes Sur\ie.y
Collected Surveys Status Detail

=) Before Program  View View/Edit Add New Survey Download Dat

View/Edif_ Add New Surve

AL Brown Prirnary - Carboro September 2009

June 2010

AL Brown Prirnary - Carrboro u] Before Program  View
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Returning User
For scenario: | am a RETURNING USER and | would like to access school(s) that are in someone else’s
SRTS program. The instructions on pages 33-35 describe how to request access.

Step 1: www.saferoutesdata.org
Step 2. Log in as a “Returning User” with your email & password

National Safe Routes to School Program Tracking System

Welcome to the National Center for Safe Routes to School's online tracking system for local SRTS programs. This system provides a
simple way for users to enter and view data from their local Safe Routes to Schools programs, including school(s) in the program and data
collected using the standardized Student Travel Tally and Parent Survey guestionnaires.

To enter your SH ew User account or log in if you are a retuming user

TURNING USERS - Please log in
below.

NEW USERS - If you do not already have an account.

*First

E-mail Mame:

Pasgword: Last Name:

*E-mail
* .
Forgot password? Phene:
*State: —Select— v
*Create a
Pasgword:
"Retype
Pasgword:

*Specify your activity (select one)

O | want to enter data for a MEVW pragram with one or
more schools.

O | want to request permission to add/update data for
an EXISTING program or school -OR- view an EXISTING
program or school's information

Sub

Step 3. Select “Request Permission from the left menu bar.

You are signed in as Bill Sample
Sign Out

Pragram Welcome to the National Safe Routes to School Program Tracking
Program Information System
Funding

» This rmain page shows the SRTS prograrn you can access. To get started, click the "Program Narne” of interest to
Activity view or edit information about that local program, the school(s) within that program and any Student Travel Tally and
Parent Suwveys associated with those schools

Schools

School Information You have access to the following programi(s)

Invol t Add New Program

Tally/Survey Program Name City Last Updated Permission

Mail Data to

National Center Sample SRTS Program  Chapel Hill 07/20/10 Admin Level Permissions
Enter New Data ab's friday test program testville 06/18/10 Wiew Level Only

or View Existing
Add Time Period
Reports

My Profile
My Account

Request Permission
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Step 4. Request permission by selecting the local program’s state and city that contains the
school(s) of interest. Search by a school to refine your search as needed.

You are signed in as Bill Sample
Sign Out

Program Request Permission
Program Information
. Use the search fields to identify which school(s) you would like to
Funding 3
request permission to access
Activity
*| Test State v

Schools

School Information | =Select City— v

Involvement T ——
Tally/Survey e o o]
Mail Data to BErch 1ar schools

National Center
* Indicates a required field

Enter New Data
or View Existing

Add Time Period

My Profile

My Account
Request Permission

After you select a state and city, the schools that are in the data system from that city will
appear.

Note: a local program can have schools in other cities, so if you want permission
for all the schools in a local program you will need to know the city/cities of that
school(s) and search within each city. Conversely, all the schools in a particular
city may not be associated with the same local program, so you will want to
review the school list returned by your search carefully.
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Program
Program Information

Funding
Activity
Schools
School Information

Involvement

Tally/Survey

Mail Data to
National Center

Enter New Data
or View Existing

Add Time Period
Iy Profile
My Account

Request Permission

Request Permission
Use the search fields to identify which school(s) you would like to request permission to access.

* | Test State hd

* | Billville hd

—Select Schoaol— v

Search for Schools

* Indicates a reguired field

The following schools matched your search criteria. Select the permission levels you need for each of the schools below
and click on Request Permission.

School School City Program Name Permissi ested
a€st permission for ALL schools in
O Edit O View Only
Sample 2 Elem Billville Bill's Sample Program ( O Edit O View Only @ No Access
Sample Elementary Billwille Bill's Sample Pragram O Edit O View Only @ No Access

. Request Permizzion >

Clear Screen
Cancel

Step 4a. Using the radio buttons, select which school(s) you would like to access and
which permission level.
“Edit” level permission give you the ability to add/edit data for a particular school
and view that school’s data summary reports.
“View only” level permission allows you to see data for a particular school, including
the data summary reports, but you will not be able to add or edit data for that
school.

Next, click the “Request Permission” button after you have marked the desired
permission level for each school.

An email will be automatically sent to the local program contact stating your
request. If you know the local contact person, you may want to email them
directly in case the data system’s auto-generated request email is treated as spam
by that person’s email system.

After the local program contact person approves your request, you have the ability
to access the schools within the local program of interest. Once your access have
been granted, when you log into your account, the local program you requested
access to will appear.
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Returning User
User scenario: | am a RETURNING USER and | would like to give someone permission to access to the
data for one or more of the school in my local SRTS program.

Please select Option 1 or 2:

Option 1: If you received an email alerting you of someone’s pending request to access to your
school(s) or you know that a user has requested access using the data system’s
“Request Permission” feature, then go to Option 1 below.

Option 2: If you need to add a new user to the data system to then give that user access to your
school’s information or you know the user already has an email address in the data
system, then go to Option 2 on page 41.

Option 1:
Step 1. Go to www.saferoutesdata.org

Step 2. Log into as a “Returning User” with your email and password
Step 3. Select the local SRTS program of interest (see example below)
If a you have pending permission requests, you will see the “ATTENTION “ message.

‘fou are signed in as austin brown
Sign Ot

Program Welcome to the National Safe Routes to School Program Tracking System

Program Information

Funding ATTEMTION: There are pending permissions in the queue that are awaiting your reviewe and appraval for the following programis):

Activity * Sample SRTS Program

Schools Flease select each program one at a time fram the list below and review the pending permissions by selecting the View and Grant Permissions

~ . section, which will appear on the left navigation menu.
Schoeol Information

Involvement This main page shows the SRETS program you can access. To get started, click the "Program Mame” of interest to view or edit information about that local
prograrm, the schoal{s) within that program and any Student Travel Tally and Parent Surveys associated with those schools

Tally/Survey

Enter New Data

or View Existing

You have access to the following program({s)

Add New Program
Add Time Period Clich or colume headers bo sort

Reports Program Name City Last Updated Permission

My Profile Sample SRTS Proaram) adf 07415011 Admin Level Permissions

My Account

Request Permission

V_1.4,7/2011 36 of 62


http://www.saferoutesdata.org/

After selecting a local SRTS program for which you have administrative permission, you
will see a Manage Users section in your left menu bar.

Step 4. Click “View and Grant Permission”
Sample SK 1S Frogram

To select a different program, view the Program List
To select a different school, view the School List

Program
Program Information

Program Information

Funding

Activity

Schools

School Infermation

Involver

Tally/Survey
Mail Data to
National Center

Enter New Data
or View Existing
Add Time Pel

iod
Reports

My Profile

My Account

Request Permission

Wanage Users
VIEW AND GRANT
DERMISSIONS!

Add a User

Step 5. Mark one or more of the check boxes and click “View

Sample SRTS Program

ou are viewing infarmation for Sample SRTS Program.

The following is the most recent program level information in the system for this program. This information will be ¢
particular program and correspanding data fram the Student Travel Tally and Parent Surveys gquestionnaires

To select a different program, click on Prograim List.

Program Mame:

Lead Organization:

Sample SRTS Program

Sarnple SRTS Program

Organization Type:  LocaliRegional Government Agency
City:  adf
State:  Alabama
Zip Code: 23456
ContactFirst Mame:  abrown7a0
Contact Last Mame:  brown

Contact Role:

Contact Phone:

Contact Email:

To select a different program, view the Program List
To select a different school, view the School List

Program

Approval Status: [T Pending ] Approved
Schools Access Level:
School Informaion [ Adrministrative (valid only for programs) [ Edit Only [ “iew Only [ “iew Limited Onlyivalid only for prograrms)

Invelvement

Tally/Survey
Data to
nal Center

Enter Hew Data
or View Existing

Add Time Period

Reports

My Profile
My Account
Request P

V_1.4,7/2011

ow users with

I wiew Al

Grant Permissions

Lead Organization
111-111-1111

abrown7a0@gmail.com

[ Continue to Funding History ]

[ Continue to Activity Histary ]

7

1 ES E3

You are signed in as Bil iple

O Mo Ace
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Program

Step 6. Identify the pending permission request

Step 7. Check the permission level requested is appropriate. If needed, use the drop down
menu to change the permission level.

View and Grant Permissions

Program Information

Show Users with

Fundin
» & [ Pending Requests

Activity [ Admin Rights (valid anly for programs)
School [1 Edit Only Permission

chools . [ iew Only Permission
School Information \iew Al
Involvement
Tally/Survey
Mail Data to Users with Pending Requests, Admin Rights, Edit Only Permission, or View Only Permission for Webinar Test Program.
National Center None.

Enter New Data

or View Existing

Users with Pending Requests, Admin Rights, Edit Only Permission, or View Only Permission for schools associated with

Add Time Period Webinar Test Program.

Reports First Last Email View User Permission Permission School
— I Information e Leve E—

My Profile

My Account Eill Sample brown@hsre. unc. edu View User Pending View Level Only - ehinar

Schoal

Request Permission 1

Manage Users
Witz ai] e Update School Permizzion

Permissi

| |

The permission levels are divided into two types: Program level permission and School level
permission.
The definitions listed below explain the access a user has based on the permission level h/she is
given. The permissions follow a hierarchy with the school permissions nested within the program
permissions.
Level Definitions
Local program permission levels

View limited —Allows the user to see the program information and be able to view ONLY the
specific school(s) that s/he requested. When you approve a user’s school level request the
program level permission default is “View Limited.”
-or-
View only level —Allows the user to see the program information and ALL the schools in the
program, including the ability to view each schools Travel Tally and Parent Survey reports.
This permission can be used to allow the user to view all the schools in your program without
having to approve that user’s permission request for each school with that local program.
Please note that by granting this permission, the user can view all the school within the
local program in which it exists, not just the schools for which s/he requested.
-or-
Administrative level — Allows the user to ALL school and program data associated with the
program. This includes the ability to add, edit, program, school and Travel Tally and Parent
Survey information, view reports and grant other users permission to access this program’s
information.

_Or-
Edit level — Gives user same functions as Administrative level, except for granting other users
permission to access this program’s information,
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School permissions pertain to the school(s) within a local program
Each school has the following permission levels:
Edit level — Allows the user to add and edit information including Travel Tally and Parent
Survey data for a specific school. User can also view reports
-or-
View only level Allows the user to see the information for a specific school, including that
school’s reports, but doesn’t give user the ability to add or edit data.

In order for a user to access a school’s information the user will need ‘view only’ or ‘edit’ level
access for the school and at least ‘view limited’ access at the program level. If a user has a school
permission but no program level access, then that user will not be able to see the school of
interest that is in the program. An analogy is a house with rooms. Think of the program as a
house and the schools are rooms in the house. In order to get into any of the rooms you first
have to enter the house. If you can’t get into the house it doesn’t matter if you have the proper
keys to open the room doors.

Fortunately, when a user is granted school level permission (‘edit’ or ‘view only’) the data system
automatically assigns that user the ‘view limited’ permission. Users can be assigned to have
permission for some schools but not others within the same program, which can be useful if you
have multiple schools within your program but you only want some people to see one school’s
data but not data for the other schools.
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Step 8. Click the “Update School Permission” button at bottom of page.

Note: The “Reset School Permission” button will only reset the changes you make to the
permission levels before you click the “Update School Permission.”

An email automatically will be sent to the user who requested permission letting them know
of your decision to allow or not allow permission. If you know the person requesting
permission, you may want to email them directly in case the data system’s auto-generated
response email is treated as spam by that person’s email system.

**Important: When you grant another user “edit” or “view only” access to a school, the data system
automatically assigns that user “view limited” program level permission. This occurs because the
permission levels are nested and if the user does not have at least ‘View Limited’ permission at the
program level permission, s/he wouldn’t be able to access the school(s) within the program even
when s/he has been granted or edit or view only permission for a particufar school. **

To zelect a different program, vievy the Program List

To select a different schoal, view the School List ‘o are signed in as austin brown

Sign Out
Program View and Grant Permissions
Program Information
N Show users with:
Funiding
Activity Approval Status: Pending Approved
Schools Access Level: D Administrative (valid only for programs) D Eciit Cnly D ey Only D “iewy Limited Cnly(wglid only for programs) D Mo &Access
School Information
? [ wizw
Involvement
-
TallySurvey Program level permission
Mail Data to
Hational Center Users with Pending Requests, or Approved Requests for Sample SRTS Program.
Enter Hew Data Gitolr o colltin headers to sort
or View Existing . ; View User Permission [Missi Edit Permission
First Last Email " =

Add Time Period Information Status / Level Level
Reports dlata at data@saferoutesinfo.org View User Approved]  Wiewy Limited iew Limited w
My Profile austin browen abrowen?SEomail com View User Approved)  Viewy Limited iew Limited w
My Account -

Alztin hraren olciZabrovwnEomal.com View User Approved ey Limite: ‘igw Limited v

Request Permission

Manage Users Update Program Permission

View and Grant

Permissions Reset Program Permission

Add a User
For a uzer to access a school(s) inthe school table below, that uzer needs at least "Wiew Level Only" permission at the program level. Selecting "Mo Access" for the program

that contains the school will prevert the user from seeing the schools information.
Users with Pending Requests, or Approved Requests for schools associated with Sample SRTS Program. SChOOI Ievel perm | SS | On
Chi
. - . View User Permission Permission Edit Permission =
I - = Information Status Level Level e ‘
data at data@saferoutesinfo.ory View User Approved  Wieww Level Wigw Level Only W Test
Conily Elezmentary
data at data@saferoutesinfo.org View User Approved  Viewy Level Wiew Level Only v | Sample
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Option 2: Adding a new user to the data system to then give that user access to your school’s
information or you know the user already has an email address in the data system.

Step 1. Go to www.saferoutesdata.org
Step 2. Log into as a “Returning User” with your email and password
Step 3. Select the local SRTS program of interest

Program Welcome to the National Safe Routes to School Program Tracking System

Program Information
Thiz main page shows the SRTS program you can access. To get started, click the "Program Name" of interest to view ar e

Funding within that program and any Student Travel Tally and Parent Surveys azsocisted with thoze schools.

Activity
ity You have access to the following programi(z):

Schools Add Hew Program

School Information Clict o coluni headers fo sont
Involvement Program Hame City Last Updated Permission
Tally/Survey cf  07MSH Admin Lewel Permissions

Enter Hew Data
or View Existing

Add Time Period

Reports

My Profile
My Account

Request Permission

Step 4. Select “Add a User,” which will appear after you select a program that you have
Admin Level Permissions.

Sample SRTS Program

To select a different program, vievw the Program List
To select a different school, view the School List

Program Program Information

Program Information
“ou are viewing information for Sample SRTS Program.
Funding

The following iz the most recent program level information in the system for this program. This

Activity
- corresponding data from the Student Travel Tally and Parent Surveys guestionnaires.
Schools To zelect a different program, click on Program List.

School Information
Involvement Program Mame:  Sample SRTS Program

Lead Crganization:  Sample SRTS Program

Tally'Survey
Mail Data to Crganization Type:  LocalRegional Government Agency
Hational Center
City: adf
Enter Hew Data
or Wiew Existing State:  Alabama
Add Time Period Zip Code: 23456
Reports Contact First Mame:  abrown7 sl
My Profile Contact Last Mame:  brown

Iy Account
Contact Role: Lead Crganization
Request Permission
Contact Phone: 111-111-1111
Manage Users

~ Cortact Email:.  abrown? S0@gmail.com
View and Grant

Permissions

[ Continue to Funding Histor ]

[ Contirue to Achivity History ]
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Step 5. Search by one or more of the search fields below to see if the user already is in the
data system. If you are not sure if the person has a user account, search by state only.

Sample SRTS Program
Example Primary School

To select a different program, view the Prograim List

To select a different school, view the School List

Program
Program Information

Find User

Search for existing u

Funding

Activity First Mame
Schools Last Mame:
School Information

Invobhvement Email
Tally'Survey Phaone:
Mail Data to State:

Mational Center

Enter New Data
or View Existing

Add Time Period

Reports

My Profile
My Account

Request Permission

Manage Users
View and Grant
Permissions

Add a User

=er by using one or maore ofthe search fields be
: |data@saferoutesinfo.org

|

Step 6. After your search results will appear:
Select the appropriate user and continue to Step 7A.

Select “Add new user” if you

V_1.4,7/2011

--OR--

To select a different programijew the Program List
To select a different school, vie e School List

Program
Program Information

The following users mee r

Funding

Activity

Dontsee a useronthe lis@ Add new user i a school.

i{d not find the correct person. Then continue to Step 7B.

search criteria.

Click ofNolwwr headers to sort

Schools

Phone Stal

School Information il el Email
Involvement data  at data@saferoutesinfo.arg
Tally/Survey dala  info

Mail Data to

National Center

Enter New Data
or View Existing

Add Time Period

Reports

My Profile
My Account

Request Penmission

Manage Users
View and Grant

olddata@saferoutesinfo.org  404-348-4517

T1-111-1111 AL

AL
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Step 7A. Select the appropriate permission level you would like to grant for each school
and select “Complete.” See pages 38 and 39 in this document for definitions of the school

access levels.

Sample SRTS Program
Example Primary School

To select a different program, view the Proaram List
To select a different schoal, view the School List

Program Add More School Access to Existing User

Program Information

In the table helow, select an access level for each school that you would like this user to have.

Funding

Activity First Mame: data

Schools
School Information

Iivobvement

Last Mame: info

Email:  data@saferoutesinfo.ory

Phone:  404-249-4517

Tally'Survey State: Alabama

Mail Data to

National Center FProgram:  Sample SRTS Program

Enter New Data School Access: Click an colusn headers to sart

of View

isting
Add Time Period

Reports

My Profile
My Account

Request Permission

Manage Users

View and Grant
Permissions

Add a User

School City /mm\

Exarmple Primary School - adf

View Level Only

Sarnple Middle School  adf| | Edit Level Permissions

Test Elementary adf o Acoess

Step 7B. Complete the required fields and select “Submit.”
The email address you provide for the new user will receive automatically an email with a

link and log-in instructions.

Sample SRTS Program

Example Primary School

To select a different program, view the Program List
To select a different school, view the School List

Program
Program Information

Funding

Activity

Schools

School Information

Involvement

Tally/Survey
Mail Data to
National Center
Enter New Data
or View Existing

Add Time Period

Reports

My Profile
My Account

Request Permission

Manage Users
View and Grant

V_1.4,7/2011

Add New User

Create an account for a new user by completing and submitting the infa
aAcCess.

*First Mame:
*LastMame:
*Ernail:
*Fhone:

*State: | Alabama e
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My Profile:

Click “My Account” to change your update your user name, phone number, email address and password.

You can also view the schools and local SRTS programs whose data you have permission to access.

V_1.4,7/2011

Sample SRTS Program

To select a different program, view the Program List
To select a different school, view the School List

Program
Program Information

Funding
Activity
Schools
School Information

Involvement

Tally'Survey
Mail Data to
National Center
Enter New Data
or View Existing

Add Time Period

Reports

Manage Users
View and Grant
Permissions

Program
Program Information

Funding
Betivity

Schools

school Information
Inuolvemert
Tally#Survey

Mail Data to
Nationzl Certer

Eriter New Data
ar Wiew Existing

fidd Time Perind
Reports

My Frofile

My fecount

Request Permission

Program Information

You are viewing information for Sample SRTS Program

The following is the most recent program level information in the systern for this program. This information v
data from the Student Travel Tally and Parent Surveys guestionnaires

To select a different program, click on Program List

Prograrn M

ame:  Sample SRTS Program

Lead Organization:  Sample SRTS Program

Organization Type:

City:  Chapel Hill

State:  Morth Carolina

Zip Code: 27570

Contact First M

Contact Last N

ame:  Eill

ame:  Sample

Contact Role:  Lead Organization

Contact Phone: 9198436794

Contact Email: - bsarmple@hsrc.unc. edu

Continue to Funding History
Continue to Activity History

This page allows you to edit your lag-in and contact information and it displays which SRTS programs and schools you can aceess

Cancel

View/Edit Account
*First Name: [
*Last Name: [ gumple
"Emal | brown@hsre.uns.2du
Fhone: |a19-g4a6754
TEEe | Tact dtate v

Your School and

School Azcess:

Program locess:

Reset Pazsword

Program Permissions

AL Broun, Primary
AL Broun Primary

Bementary School A
Bementary Schaal B
Bementary School ©
Bementary School D
Bementary School E
Sample hiddle School
N4 Austin biddle

Webinar School 1

friday test schoal

Local/Regional Government Agency

Admin Level Pemmissions
Edit Level Parmissions
dmin Level Remissions
Admin Lewel Permizsions
Admin Level Rermissions
dmin Level Remissions
Admin Level Pemmissions
Admin Level Rermissions
Admin Level Pemmissions
‘dew Level Only

Admin Level Permissions

Don't have permission to your school? Hequest Permission

sample $RTS Program
sample $RTS Program
Aiebinar Test Program

al's friday test program

dmin Level Remissions
‘ew Level Only
‘lew Level Only

‘ew Level Only

Fpproved
Fpproved
Ppproved
Fpproved
Fpproved
Ppproved
Fpproved
Fpproved
Fpproved
Fpproved

Ppproved

Ppproved
Ppproved
Approved

Ppproved
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Accessing Reports

Access summary reports of your Parent Survey and Travel Tally information is complete for a particular

set.

Step 1. Log into your account using your user email and password, if you aren’t already logged in.
If you need to create an account, see page 2 and select the scenario that best

describes you situation.
Step 2. Select the local SRTS program of interest
Step 3. Click “Reports” in the left menu.

Step 4. Specify Tally Report or Survey Report and then select the school & time period of interest

and click “Run report”

See pages 46 for a sample of the summary reports.

Sample SRTS Program

To select a different program, view the Program List
To select a different school, view the School List

Program
Program Information

Welcome to the National Safe Routes to School Program Tracking System

This rnain page shows the SRTS program you can access. To get started, click the "Program Narme" of interest to view or edit infarma

Funding pragram and any Student Travel Tally and Parent Surveys associated with those schools
Activity You have access to the following program(s)
Schools

Add Hew Program
School Information

Program Name City Last Updated

Involvement

Tally/Survey Sample SRTS Program  Chapel Hill - 07/20/10

Mail Data to
National Center

ab’s friday test program testville 08/18/10

Enter New Data

or View Existing
Add Time Period
Reports

My Profile
My Account

Request Permission

Manage Users
View and Grant
Permissions

Sample SRTS Program

To select a different program, view the Progra
To select a different school, view the School [ i

Program

Program Informatipn
Tally Report

Permission
Admin Level Permissions

Wiew Level Only

Sample SRTS Program

To select a different program, view the Program List
To select a different school, view the School List

Program
Program Information

School

—Select School— b

Funding Funding _
Activity Survey Report Activity Date callected:

School Information

Involvement

Tally/Survey

Mail Data to
National Center

Enter New Data
or View Existing

Add Time Period
Reporis

My Profile

My Account
Request Permission
Manage Users

View and Grant
Permissions

V_1.4,7/2011

School Information

Involvement

Tally'Survey

Mail Data to
National Center

Enter New Data
or View Existing

Add Time Period
Reports

My Profile

My Account
Request Permission
Manage Users

View and Grant
Permissions
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SafeRoutes

Sample Reports Generated by the National Center for Safe Routes to School

online data system

The online data system has the ability to generate basic summary reports of the Parent Survey
and Student Travel Tally data submitted by local Safe Routes to School (SRTS) programs. The
following pages provide examples of a sample school’s Student Travel Tally report and Parent
Survey report for data collected for a particular time period.

Local SRTS programs can save these standardized reports as PDF files and use them for

meetings and reporting requirements, inform parents and other stakeholders about current travel
behavior, generate media interest, and to inform the development of SRTS activities.
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Tally Report

Program Name: Sample SRTS Program Month and Year collected: January 2010
School Name: Sample Middle School Set ID: 790
Reported Enroliment: 750 Reported Number of Classrooms: 56
Date Report Generated: 07/14/2010 Number of Classrooms 50

Included in Report:

Morning and Afternoon Travel Mode Comparison

B tvoming O Afternoan

G0%%

0%

40%

Percert of Trips
()
[om]
=
1

20%

10%

Wizl Bike School Bus Farmily %ehicle Carpoal Transit Cither

Morning and Afternoon Travel Mode Comparison

Number : School Family :

of Trips Walk Bike Bus Vehicle Carpool Transit Other
Morning 4855 5% 0.5% 53% 38% 3% 0.1% 0.2%
Afternoon 4875 5% 0.7% 58% 32% 3% 0.1% 0.5%

Percentages may not total 100% due to rounding.
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Morning and Afternoon Travel Mode Comparison by Day

M tarning O Afternoan

0%

B0

Monday Percent of Trips
(=] (] $a h
o () [ o
& & & &

1 1 1 1

M tvoming I Afternoon

0%

G0% 1

o
=
=

Tuesday Percent of Trips
[ =
= [
& =
1 1

.

20% 1
10% 10% 1
o —._‘ . — o - g — 1
Wuialk Bike School  Family  Carpool  Transit Cither Wiglk Bike School  Family  Carpool  Transit Cther
Bus Yehicle Bus “ehicle
M torning O Afternoon M toming O Afternoon
0% T0%
o 30 G0% 1
= 2
= = 50% 1
2 40% 5
5 &
] 7 40%
230% 1 5
T = 30%
= L]
g %7 E 20% 1
g =
10% o 10% 4
D% '._‘ T -_l T T D% "-_l T -_l T T
Wuizlk Bike School  Family  Carpool  Transit Cither Waglk Bike School  Family  Carpool  Transit Cther
Bus Wehicle Bus wWehicle
M tarning O Afternoan
TO%
EO%
i
E50%
=
B
= d0%
[
2
&£ 30%
=
=
= 20%
10%
o —-—‘ . e 1
Wuialk Bike School  Family  Carpool  Transit Cither
Bus Yehicle
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Morning and Afternoon Travel Mode Comparison by Day

Nu?r?:; of Walk Bike School Bus szi(!)l/e Carpool Transit Other
Monday AM 967 5% 0.3% 52% 37% 4% 0.1% 0.3%
Monday PM 963 7% 0.3% 61% 28% 3% 0.1% 0.7%
Tuesday AM 969 5% 0.5% 54% 37% 3% 0.1% 0.2%
Tuesday PM 977 6% 2% 61% 29% 2% 0.1% 0.4%
Wednesday AM 1000 5% 0.6% 54% 37% 3% 0.1% 0.2%
Wednesday PM 1001 4% 0.5% 42% 50% 2% 0.1% 0.5%
Thursday AM 954 4% 0.6% 53% 39% 3% 0.1% 0.2%
Thursday PM 964 5% 0.7% 61% 29% 3% 0.1% 0.4%
Friday AM 965 5% 0.6% 53% 38% 3% 0.1% 0.3%
Friday PM 970 5% 0.6% 65% 26% 3% 0.1% 0.5%

Percentages may not total 100% due to rounding.
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Travel Mode by Weather Conditions

H SN : rew H
s Walk Bike 3% School Family 3% Carpool Transit 2= Other
Bus Vehicle
EO%
oy
oy
3% S
N N
A Py
S0%: i i
A Py
A Py
A Py
A Py
ey Py
Ry ey
A Py
A iy
oy ey
oy ey
40% oy Py
oy Py
Ry ey I
A Py
A ey
A ey
s I Py
o A [y
= A Py
= ey Py
3% e ey
0 A iy
2 oy ey
n oy Py
= oy Py
Ry Py
Ry Py
A Py
A ey
N N
. N P
20% A S
A Py
ey Py
Ry ey
A Py
A iy
oy ey
oy A o0 ey
oy A 4 Py
oy ey o 4 Py
Ry ey + & 4 Py
10% Y v * & o [
A ey o 4 ey
A ey o 4 ey
A Ry o 4 Py
A ey o 4 Py
A ey & 4 Py
ey Y & & 4 Py
ey Y & & 4 Py
Ry + Y & & 4 ey
Ao - i .. o X
] - A - . SRS X
D% T T T T
Sunry Rainy Overcast Snosy
Travel Mode by Weather Condition
Weat!u_ar Numt_)er Walk Bike Seliool Fam_lly Carpool Transit Other
Condition of Trips Bus Vehicle
Sunny 7515 5% 0.7% 56% 34% 3% 0.1% 0.4%
Rainy 7 14% 14% 14% 14% 14% 14% 14%
Overcast 1585 5% 0.5% 53% 38% 3% 0% 0.2%
Snow 0 0% 0% 0% 0% 0% 0% 0%

Percentages may not total 100% due to rounding.
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Parent Survey Summary

Program Name: Sample SRTS Program Month and Year collected: January 2010
School Name: Sample Middle School Set ID: 770
Date Report Generated: 07/14/2010 Reported Enroliment: 750
Number of Questionnaires Distributed: 100 Number of Questionnaires 59
Analyzed for Report:

This report contains information from parents about their children's trip to and from school. The report also reflects
parents' perceptions regarding whether walking and bicycling to school is appropriate for their child. The data used in this
report were collected using the Survey about Walking and Biking to School for Parents form from the National Center for
Safe Routes to School.

Sex of children for parents that provided information

B tale O Fermale

46%
54%
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Grade levels of children represented in survey

24%

22%

20%

18%

=
&

=
#

Percent of Children

12%

10%

3%

G =

Kindergarten 1 2

Grade

Grade levels of children represented in survey

Responses per
Grade in School i
Number Percent
Kindergarten 10 17%
1 11 19%
2 10 17%
3 11 19%
4 4 7%
5 13 22%

No response: 0

Percentages may not total 100% due to

rounding.
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Percent of Children

Parent estimate of distance from child's home to school

28%

26% 1

24% 1

22% 1

)
=)
=

@
#

16% 1

1496 1

12% 1

10% -

=154 mile 18 to 142 mile 15210 1 mile 110 2 miles
Distance between Home and School

= 2 miles

Parent estimate of distance from child's home to school

ﬁfﬁ::ﬁ;’?gﬁiﬂ; Number of children Percent
Less than 1/4 mile 10 17%
1/4 mile up to 1/2 mile 16 27%
1/2 mile up to 1 mile 15 25%
1 mile up to 2 miles 7 12%
More than 2 miles 11 19%

Don't know or No response: 0
Percentages may not total 100% due to rounding.
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Typical mode of arrival at and departure from school

M Maming O Afternoan

TO%
B0%
0%
T
= 40%
=
O
=
5
O 309
&
20%
10%:
Wialk Bike School Bus  Family Vehicle Carpool Transit Cther
Typical mode of arrival at and departure from school
. . Number . School Family .
Time of Trip of Trips Walk Bike Bus Vehicle Carpool Transit Other
Morning 56 4% 5% 21% 68% 2% 0% 0%
Afternoon 54 7% 6% 22% 63% 2% 0% 0%

No Response Morning: 3
No Response Afternoon: 5
Percentages may not total 100% due to rounding.
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Typical mode of school arrival and departure by distance child lives from school

M Arrival O Departure

a0%
0 50%
T
S70% 1
~ B0% -
E'lsn% .
= 40% -
[
= 30% -
5 20 -
[T

S 0% |—|

D% - T T T T
Walk EBike  School Family Carpool Transit  OCther
Buz  ‘“ehicle

M Arrival O Departure

0%
o a
La0%
= T0% -
&
HE0%
g 50% -
Z40%
5 30%

EZD%— “
i
o 10%
I:I% T T . T T

Wialk Bike  School Family Carpool Transit  Cther
Buz  ‘“ehicle

M Arrival O Departure

a0%
1 E01%
o
ET0%
(o]
n B1%
250%
= 40%
(=]
= 30%
[l
U 213,
&

10% -

D% T T T T T
Wialk Bike  School Family Carpool Transit  Cther
Buz  ‘“ehicle

M Arrival O Departure
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L
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. 50%
[0
£40%
=
= 30%
= 20%
[&]
.-5'? 10%

T e n —

Wuialk Bike  School Family Carpool Transt  Other
Busz  “ehicle

M Arrival O Departure

a0%,
80% 1
= a
ST
S80%
o 50%
=3
= 40%
5 30%
5
5 20%

£10% |_|
e

Walk Bike  School Family Carpool Transt  Other
Busz  “ehicle
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Typical mode of school arrival and departure by distance child lives from school

School Arrival

Distance NurBIi:)Set;nw(i:Lhin Walk Bike S%\J}:I szgli Carpool Transit Other
Less than 1/4 mile 9 11% 22% 0% 67% 0% 0% 0%
1/4 mile up to 1/2 mile 15 7% 7% 20% 67% 0% 0% 0%
1/2 mile up to 1 mile 15 0% 0% 20% 73% 7% 0% 0%
1 mile up to 2 miles 7 0% 0% 29% 71% 0% 0% 0%
More than 2 miles 10 0% 0% 40% 60% 0% 0% 0%
Don't know or No response: 3
Percentages may not total 100% due to rounding.
School Departure
Distance NunI;Iioset;nwéLhin Walk Bike S?ﬁ:' \I;:m(i:II); Carpool Transit Other
Less than 1/4 mile 9 22% 22% 0% 44% 11% 0% 0%
1/4 mile up to 1/2 mile 16 6% 6% 19% 69% 0% 0% 0%
1/2 mile up to 1 mile 12 0% 0% 17% 83% 0% 0% 0%
1 mile up to 2 miles 7 14% 0% 43% 43% 0% 0% 0%
More than 2 miles 10 0% 0% 40% 60% 0% 0% 0%

Don't know or No response: 5
Percentages may not total 100% due to rounding.
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Percent of children who have asked for permission to walk or bike to/from school by
distance they live from school

Percent of Children

E = 144 mile

B 144 to 172 mile 142 to 1 mile

E1to2 miles

O = 2 miles

100%

0%

3%

TO%

E0%

a0%

40%

30%

20%

10%

T
=114 mile

T
104 to 172 mile

12101 mile

110 2 miles

Distance between Home and School

= 2 miles

Percent of children who have asked for permission to walk or bike to/from school by
distance they live from school

L. . Less than 1/4 mile up | 1/2 mile up 1 mile up More than
Asked Permission? | Number of Children | “1,4" vie” | to 12 mile | to1mile | to 2 miles 2 miles
Yes 21 65% 50% 33% 20% 13%
No 36 35% 50% 67% 80% 88%

Don't know or No response: 2
Percentages may not total 100% due to rounding.
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Issues reported to affect the decision to not allow a child to walk or bike to/from school by
parents of children who do not walk or bike to/from school

Satety of Intersections and Croszings |

Amount of Traffic Along Route |

Speed of Traffic Along Route |

Distance |

Wieather or climate 1 |

Sidewvalks or Pathways 1 |

Crossing Guards - |

Yiolence or Crime |

Child's Participation in After School Programs -

Tirme
Convenience of Driving

Adutts to Biketalk With

0% 10% 20% 30% 40% 50% B0% 0% 0%
Percert of Responses

Issues reported to affect the decision to allow a child to walk or bike to/from school by
parents of children who already walk or bike to/from school

Safety of Intersections and Crozsings
Amount of Traffic Along Route

Speed of Traffic Along Route

Distance

Wieather ar climate

Sidevwvalks or Pathways

Crossing Guards

Yiolence ar Crime

Childd's Participation in After School Programs

Titne

Convenience of Driving

Adults to Bikedalk With

0% 10% 20% 30% 40% 0% B0% T0%
Percert of Responses
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Issues reported to affect the decision to allow a child to walk or bike to/from school by
parents of children who already walk or bike to/from school

Issue Child does not walk/bike to school Child walks/bikes to school

Safety of Intersections and Crossings 70% 17%
Amount of Traffic Along Route 66% 33%
Speed of Traffic Along Route 64% 17%
Distance 64% 50%
Weather or climate 49% 67%
Sidewalks or Pathways 45% 33%
Crossing Guards 36% 17%
Violence or Crime 26% 17%
Child's Participation in After School Programs 21% 17%
Time 15% 17%
Convenience of Driving 15% 0%
Adults to Bike/Walk With 6% 0%
Number of Respondents per Category 47 6

No response: 6

Note: Factors are listed from most to least influential for the 'Child does not walk/bike to school' group. Each column may sum to
> 100% because respondent could select more than issue.
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Parents' opinions about how much their child's school encourages or discourages walking
and biking to/from school

16% Encourage

0% Bimmolrdbiscourage

30% Strongly Encourage

Parents' opinions about how much fun walking and biking to/from school is for their child

38% Fun

12% Meutral

0% Benrioring

0% Very Fun
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Parents' opinions about how healthy walking and biking to/from school is for their child

23% Meutral
35% Healthy

0% Wetyd ditthe althy

42% Very Healthy
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Comments Section

SurveylD Comment

74061 WALKING & BIKING IS HEALTHY FOR OUR KIDS.

74068 | REALLY APPRECIATE THE TEACHERS AND STAFF. THEIR PATIENCE AND TIME THEY OFFER TO EACH
INDIVIDUAL CHILD. THANK YOU!!

74072 MAIN CONCERN IS CROSSING THE HIGHWAY AT 56 & MAIN ST.

74021 | WOULD LIKE PEOPLE THAT DRIVE IN TOWN TO TAKE A BIT MORE TIME & NOT SPEED THROUGH
INTERSECTIONS & WE DO NEED SIDEWALKS.

74027 THANKS SO MUCH FOR ALL YOUR HELP

74033 IF WE LIVED IN TOWN | WOULD ALLOW MY CHILD TO WALK OR BIKE
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