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Phase 1 NPSIS Transportation Enhancements

New Changes Made to the following functions and reports
e Negative List\Deactivate MetroCard
e Ridership Report
e MetroCard Inventory Report *New*
e Unassigned/Deactivate MetroCard Report

e Transportation Request for Multiple Students
e Set Transportation

Transportation | Negative List\Deactivate MetroCard’s

DE-ACTIVATE METROCARDS

School School Name Grade Range School Address Boro City State Zip

PLEASE ENTER CONTACT INFORMATION ENTER METROCARD NUMBER
Requested By |Trainer 3065900533 | Add to List >3

[Telephone No. | 1234567900 List of Metrocards to be de-activated

Ema Trainer@schools nyc gov

| Confirm the Negative Listing/Deactivation |

A. Deactivating MetroCard’s
1. When deactivating a MetroCard, NPSIS will not allow you to deactivate the same number twice.
i. Ifyou’'ve enteredthe same MetroCard number, when you click "add to list” you will receive
the following error message “The serial number entered has already been deactivated”.

Transportation | Ridership Report

The Office of Pupil Transportation Ridership Report

School School Name Grade Range School Address Boro City State Zip

mmmmmu@
ADES JOELLE 4/11/2004 F 11 100607548 2120 EAST 2 STREET 3 112230 H1  Full Fare N

ALHAKIM SHELLY 2/15/2005 F 10 100511713 2285 EAST 7 STREET 3 11223 N

ALKATRI SALLY 8/4/2003 F 12 100552670 1883 EAST 12 STREET 3 11229 C H1  Full Fare N PI210

ALLATI  BATIA 11/19/2004 F 10 100636608 9201 AVENUET 3 112230 H1 Full Fare N

ANTEBY JANET 1/22/2003 F 12 100552705 1305 EAST 7TH STREET 3 112308 H1  Full Fare N 1210

ANTEBY RAQUEL 11/21/2005F 10 100612720 1305 EAST 7TH STREET 3 112308 H1 Full Fare N p1210

ARAZI FORTUNE 8/7/2004 F 11 100574388 1746 EAST STH STREET 3 11223 C H1  Full Fare N 3065900620p1210

B. Ridership Report
1. The Ridership report now contains the following additional fields
i. MetroCard #: Will list the MetroCard number assigned to the student.
ii. Signature: Place holder for when printed, students can sign after receiving their MetroCard.

Transportation | MetroCard Inventory Report
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# of Students Assigned
MetroCard with No | of Cards Remaining
Serialt

Pass Tipe & ' $of Cards e by | of Crds

Description Serialt Deactvated

001 Ten Mooh ol H1- S K HS 3RIP

(-

C. MetroCard Inventory Report

1. This reportpulls all actions taken related to MetroCard’s in NPSIS and displays it in one place.

2. It displays the total number of cardsshipped, the # of cards assigned to a student, number
deactivated, number of students assigned MetroCard as a form of transportation with no serial
number assigned and total number of cards remaining.

i. This reportshould be used to determine the number of MetroCard’s your school needs
when requesting additional MetroCard’s (ex.# of cards remaining is in the negative). It will
also be used by OPT to confirm the need requested.

Transportation | Unassigned/Deactivate MetroCard Report

Deactivated

scription 5 Unassigned
H1 - JHS & HS i
=n 3065900620 Asssaltmad
H1 - JHS & HS
3-TRIP
H1 - JHS & HS
3-TRIP
H1 - JHS & HS
3-TRIP
H1-JHS & HS
3-TRIP.

2021 Ten Month Fall
2021 Ten Month Fall 3065900601 Unassigned
2021 Ten Month Fall 3065900559 Unassigned
2021 Ten Month Fall 3065900665 Unassigned

3065900673 Unassigned

2021 Ten Month Fall

D. Unassigned\Deactivate MetroCard Report
1. The report will now only display the currentsemesters data
2. This reportdisplays a list of Unassigned and/or Deactivated MetroCard’s
3.  You can display the following:
i. Deactivated, Unassigned, or All (Both Deactivated and Unassigned

Transportation | Transportation Request for Multiple Students

B

Transportation
Requested

Bus Stop

Transportatiol MetroCard Jusstop
Assigned Serial Number |/ ssigned

3909875  Joseoh. 12 [NO v] | | [Metrocard 4 Trip v 3065900538 |
5009435  Stacy, 12 8 [NO ] [ | [Metrocard 3 Trip v| H1 3065900534 |
3906879 Judy, 12 D [NO ] | | [Metrocard 3 Trip v H1 3065900539 |

E. Transportation Request for Multiple Students
1. You can now assign the MetroCard serial number provided to the student in NPSIS
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i. Oncethe MetroCard number is entered in the “MetroCard Serial Number” column and
saved, you can now run the “Ridership Report”
2. You can also choose 4-Trip MetroCard as the form of transportation
i. When 4-Trip is requested, a message will display informing you that the “MTA Trip Planner
must be sent to OPT” in order for OPT to process.

MetroCard Legend

Please select student filter: | Students not assigned transportation v | | Save \

_The serial number entered is not valid, confirm number and grade range (Card Type) matches.

_The serial number entered is associated with a MetroCard that has been deactivated
_The serial number entered is already assigned to another student

The serial number entered has already been entered on the screen for another student

1. The serial number enteredis not valid, confirm number and grade range (Card Type) matches.

If the serial number you have entered is not valid, the box surroundingit will be highlighted -
2. The serial number enteredis associated with a MetroCard that has been deactivated.

If the serial number you have entered has been deactivated, the box surrounding it will be highlighted -
3. The serial number enteredis already assigned to another student.

If the number you have entered is assigned to another student, the box surrounding it will be highlighted m
4. The serial number entered has already been entered on the screen for another student.

If the number you have putin have been entered on the screen for another student the box surrounding it will be
highlighted Yellow.

*To save the information, the error(s) must be corrected either by correcting the serial number or
removingthe serial numberentirely.

Howto Set Transportation — used to update transportationon an individualstudent level
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SET TRANSPORTATION

School School Name Grade Range School Address Boro City State Zip

Student Name Gender Grade Address

Transport Type MetroCard
Requested Serial £

Specia s —
Education(YES/NO Distance 1 mile upto 1 1/2 mile

Bus Stop
Exception Number (Change:
Requested

) oPT

card/Y

Metrocard/Yellow ] Granted [
Stop

us

1. The status bar lists any errorsor the success of the transportation you have set
2. “Transportation Type Requested” now gives you the option to select MetroCard 4 Trip among the card types.
*Must send MTA Trip Planner to OPT

3. “MetroCard Serial #” field allows you to enter the MetroCard number assigned to the student. *Address must
be validated.

Verbiage Change

Throughout NPSIS anywhere that referenced the word “Variance” has been changed to “Exception” to align with the
department who handles them.



