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Requesting Your Master Training Roster

To request a new master training roster, send an email to buslicense@ode.oregon.gov
with the name of your school district (and contractor if applicable) and the email address
of the person who will be receiving the file.

To... buslicense @ode.state.or.us |
Cc...

Subject: Mew Master Training Roster

I would like a new training roster for AAA School District.

The training roster will then be sent to you as an Excel attachment. Save your file as a
Master Template to your computer.

Entering Data into the Training Roster

There are two worksheets in your training roster. The first sheet titled Training is where
you will be entering your data.

H - = DTIT10032_11102020 [Compatibility Mode] - Excel

File Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do...

A2 e X & f | BusDriverName| hd
A B c D E F G H -
Approval
Class Date Training Type Training Level Letter MName of the person Submitting the Form Email Address School District
2 |BusDriverName Number
3
4
5
6
7
8
9
10 A
Lookups 4 »
Edit 253 ]
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The second sheet titled Lookups is where your information is stored for your drop down
menus on the first sheet. Unless you are an advanced Excel user, do not change
anything on this second sheet.

H © PR DTIT10032_11102020 [Compatibility Mode] - Excel

File Home  Inset  Pagelayout  Formulas  Data Review  View @ Tell me what you want to do...

B6 e £ 5 e
A B £ D E F G H | J K L M N [«]

1 |ADV CORE4  SPEC Dbc DDC2 FA MISC OTHE TSWN

2 1 1 1 1 1 1 1 1

3 2 2 2 2 2 2 2 2

4 3 3 3 3 3 3 3 3

5 4 4 4 4 4 4 4 4

6 5 5_| 5 5 5 5 5 5

7 6 6 6 6 6 6 6

8 |Bus Drivers

9

10

11 -
Training qm' *® [ v

Ready B - '} +  10me

To enter the training information you wish to submit, please use the Training worksheet.

H - - DTIT10032_11102020 [Compatibility Mode] - Excel

File Home  Insert  Pagelayout  Formulas  Data Review  View @ Tell me what you want to do...

AZ v X & fo | BusDriverName| i
A B C D E F G H -
Approval
Class Date Training Type Training Level Letter | MName of the person Submitting the Form Email Address School District
2 |BusDriverName Number
3
4
5
6
7
8
9
10 -
Lookups 4 3
Edit B i

Begin by saving the file as something other than your Master Template in a location that
is secure and that is easy to find.

Select your bus driver by clicking once on the drop down arrow under column A
BusDriverName. While this drop down is showing the names, use your mouse to click
on the name you wish to select. If your driver is not listed, this may be due to one of the
following:

The driver does not have a School Bus Driver Certificate/Permit,

The driver only holds a Temporary approval

The driver is not assigned to your location,

You are using an outdated Excel Spreadsheet (missing new drivers).

If the driver is not listed, do not send in the training; It will not post.



AJ e I

A B C D E
Approval
BusDrivertame Class Date Training Type Training Level Letter

2 | p— Number

3 -

4 | 012345 — TEST , DRIVER A \-ﬁ)

5

B

Next, type in the class date. It will auto format the date to m/d/yyyy. Be sure this date is
correct. The system does not catch incorrect or future dates. The class date
should be the date the class was taught.

C9 M I
A = C D E
Approval
BusDriverMame ‘ Class Date Training Type Training Level Letter On
2 File
3 01234567 - TEST, DRIVER A 1/1/2013
4

Enter the Training Type and Training Level. These refer to the Approved Classroom
Training. This form shows the different course titles and unit numbers used by ODE for
Pupil Transportation training.

APPROVED CLASSROOM TRAINING
UNIT NO. 1 [l mn 11 v Vi
CORE COURSE 2004 Qualifications, Bus Responsibilities Pupil Management Emergency & Accident Core Refresher 2004 Core Refresher 2004
Construction Standards & Regulations Procedures (experienced drivers) (experienced drivers)
1 Hr. 2 Hrs. 2z Hrs. 2% Hrs. 2 Hrs. 2 Hrs.
FIRST AID First Aid First Aid First Aid First Aid CPR CPR
2 Hrs. 2 Hrs. 2 Hrs. 2 Hrs. 2 Hrs. 2 Hrs.
DDC Sessions 182 Sessions 3 & 4 Sessionz 5 &6 Sessions T & & DDC 4 - Sessions 1 & 2 DDC 4 - Sessions 38 4
2 Hrs. 2 Hrs. 2 Hrs. 2 Hrs. 2 Hrs. 2 Hrs.
ADWVANCES COURSES Laws & Liability Special Driving Pre-Trip Field Trips Brakes Power Train
‘Conditions
2 Hrs. 3 Hrs. 2 Hrs. 2 Hrs. 2 Hrs. 2 Hrs.
OTHER**** Fire Prevention & Control Miscellansous Body Fluid Containment Public Relations Review of Laws & Accident Prevention &
& Personal Protection Regulations Analysis
2 Hrs. 2 Hrs. 2 Hrs. 2 Hrs. 2 Hrs. 2 Hrs.
MISC * Advanced Transportation Advanced Pupil Advanced Special Disaster Drills TSWD Advanced Reference
of Special Needs Management Driving Conditions Point Driving
4 Hrs. 2 Hrs. 2 Hrs. 2 Hrs. 8 Hrs. 2 Hrs.
TSWSHN Familiarizaticn Terminology Pupil Management Lifts & Securement Bus Emergencies
1.5 Hrs. 1 Hr. 2 Hrs. 2 Hrs. 1.5 Hrs.
SPECIAL®™ 1Hr. 1.5 Hrs. 2 Hrs. 2.5 Hrs. 3 Hrs. 4 Hrs.

% Qutfine must be submitted prior to teaching the course. Then Approval Letter must be submitted with the Form 581-2243 (School Bus Driver Attendance Record).




Use the drop down arrow on the Excel spreadsheet to select the Training Type. This
should correspond to the course titles listed on the Approved Classroom Training chart.

T oo T TIgTTITeTT T

C3 - J
A B C D E

- 1 Approval
BusDriverName Class Date <Training Type raining Level
I —

Letter On
01234567 - TEST, DRIVER A 1172013

File

ADY -

SPEC
DDC
DDC2

m

W oo = o || R

MISC

—
[ =]

Use the drop down arrow to select the Training Level, which corresponds with the Unit
Number on the Approved Classroom Training chart. The training level is not the
number of hours the driver receives for this training. That information is not listed on
this spreadsheet but is automatically calculated in the system.

D3 - fe
A B C D E F
Approval
BusDriverlame Class Date Training Type Training Level Letter On
2 File
3 |01234567 - TEST, DRIVER A 1/1/2013 CORE4 1~
4
2
- 3
6 4
7 5
8 -]
9

If the training is an ODE training, you may leave the Approval Letter column blank.
Otherwise, type the approval letter number into the cell to confirm that you have a letter
from ODE authorizing this training. Misc, Special and Other classes are required to
have an Approval Letter number in order to be accepted. If you do not have a letter, and
this is not an ODE training, do not submit the training to ODE.

E2 =4 & Approval Letter Number
A B C D h F G H
pproval
BusDriverName Class Date Training Type Training Level Letter | Malje of the person Submitting the Form Email Address School District
Number
0112345 _TEST  DRIVER A 1/1/2011 MISC \ 654321 /

W0 o~ o AW

==



Ensure that “Name of the person Submitting the Form”, “Email Address” and “School
District” is completed. Missing informtaion will be rejected and will need to be
resubmitted in order to post training.

H2 - J< || School District A
A B E D E H -
Approval
BusDriverName Class Date Training Type Training Level Letter School District
Number
0112345 - TEST, DRIVER A 11112011 MISC 1 654321 John Smith Jsmith@email.com  Oregon School District

W~ o W R

When entering more than one Training Level for a class, you must enter the information
on the next line and change only the Training Level number. For example, CORE
training has levels 1, 2, 3, and 4. This requires four lines of data.

oo - o - T
C15 - 5
A B C E
Approval
BusDriverMame Class Date Training Type Training Level etter On
2 File
3 01234567 - TEST, DRIVER A 1/1/2013 CORE4 1
4 01234567 - TEST, DRIVER A 1/1/2013 CORE4 2
5 01234567 - TEST, DRIVER A 1/1/2013 CORE4 3
6 01234567 - TEST, DRIVER A 1/1/2013 CORE4
T

Please do not put a blank row in between your data.

/
R‘ 5 e

B D E
Approval
BusDriverlame Class Day raining Type Training Level Letter On
2 File
3 |01234567 - TEST, DRIVER A h 1/2013 CORE4 1
4
5 |01234567 - TEST, DRIVER A w2013 CORE4 2
6
T |01234567 - TEST, DRIVER A 1/1/2013 3
8
9 134567 - TEST, DRIVE 1/1/2013 CORE4 4
10

/ ™~

You may submit as many drivers and trainings as you like on one spreadsheet.



C26 - Je
A B C D E F
Approval
BusDriverName Class Date Training Type Training Level Letter On
2 File
3 01234567 - TEST, DRIVER A 1/1/2013 CORE4 1
4 01234567 - TEST, DRIVER A 1/1/2013 CORE4 2
5 01234567 - TEST, DRIVER A 1/1/2013 CORE4 3
6 01234567 - TEST, DRIVER A 1/1/2013 CORE4 4
7 98765432 - EXAMPLE, DRIVER B 2012013 MISC 1
8 98765432 - EXAMPLE, DRIVER B 5/3/2013 FA 1
9 98765432 - EXAMPLE, DRIVER B 8/3/2013 FA 2
10 98765432 - EXAMPLE, DRIVER B 8/3/2013 FA 5
11 98765432 - EXAMPLE, DRIVER B 8/3/2013 FA 6
12 01234567 - TEST, DRIVER A 212013 MISC 1
13 01234567 - TEST, DRIVER A 8/3/2013 FA 1
14 01234567 - TEST, DRIVER A 8/3/2013 FA 2
15 01234567 - TEST, DRIVER A 8/3/2013 FA 5
16 01234567 - TEST, DRIVER A 8/3/2013 FA 6

Drivers Not Listed on the Master Roster

If the driver you wish to select is not in your drop down menu, this may be due to one of
the following:

e The driver does not have a School Bus Driver Certificate/Permit,

e The driver only holds a Temporary approval

e The driver is not assigned to your location,

e You are using an outdated Excel Spreadsheet (missing new drivers).

Rarely, drivers are listed incorrectly in our system, so they will not appear on your
master. If you believe that a driver should be showing up and is not, please send an
email to buslicense@ode.oregon.gov or call the Pupil Transportation section of ODE.

Trainings with the Same Type and Level on the Same Day

Trainings submitted for the same person on the same day with the same type and level
will not be posted in our system. For example, if someone took two different classes
that were both Misc. Il types on the same day, only one would post.

If the driver is taking the same course twice in the same day, they will only be awarded
the training once.

However, if the course is different but has the same type, or if the trainer is requesting
credit for teaching the same course twice in the same day, ODE will accept that credit.
In order to get through ODE’s system, change the date on one of the trainings to the
day before or after the actual training.
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D& A 5

A B E D E
Approva
BusDriverame Class Date Training Type Training Level Letter O
. File

[ o R PR

01234567 - TEST. DRIVER A 1172013 C 2y
01234567 - TEST. DRIVER A 11202013 C 2y

Please document this kind of change with your records as well.

Submitting the Training Roster

These spreadsheets do not contain personally identifiable information; therefore, they
may be submitted as an attachment!

However, many locations opt to utilize our Secure File Transfer system. Below is a
guide to assist you in that process:

Once your roster is ready to submit, make sure it is saved in a location on your
computer that you can find. Then, close the file.

Go to ODE’s Secure File Transfer website at https://district.ode.state.or.us/apps/xfers/.

Start by selecting buslicense@ode.oregon.gov from the left side menu.

Who Receives the File?

ODE Email List ODE Recipients (Select from ODE Email List)

& L]

brian_putnam@state orus
briznreeder@state orus =
brittany lawrence@state.orus

brittamy.r. palmer@state crus

bruce sheppard @state orus

! buslicense @ode state or.us

carla martiner@state arus

Dutside Recipients

Double click it or drag it to move it over to the ODE Recipients list.

Who Receives the File?

‘ODE Email List ients (Select from ODE Email List)

N busiicense@cde state crus
brizn putnam@state crus

m

brianreeder@state.orus
brittany lawrence@state orus
brittany.r palmer@stateorus
bruce sheppard @stateorus
bryantoller@state orus
carllohse@state orus

carlz martinez @state crus

carla wade@state arus

Ndcide Borin,
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Then, type your email address into the Who is Sending the File section. Be sure to type
it in correctly, as this is the email ODE uses to contact you regarding the results of your
training file.

Who Receives the File?

ODE Email List ODE Recipients (Select from ODE Email List)
* b buslicense@ode state oruzs

briznputnam@state orus

brianreeder@state. or.us =)
brittany lawrence@state orus

brittany.r palmer@stateorus

bruce sheppard @state orus

bryan toller@state orus

carllchse@state.orus

carlz martinez @state orus

rarlz wade@state arus

Dutside Recipients

Either type the email address in the space provided or select email/s from ODE Email List to ODE Recipients listbox. If you are typing the emails in, separate each
email addrass by aither commas (,) or samicolons (;).

*“rha is Sending the File?

Enter your email address: bethblumenstein@state orus

gy —

Next, click on the Browse button to find your file.

‘Who Receives the File?

ODE Email List ODE Recipients (Select from ODE Email List)
* b busicense@ode state orus

brian_putnam @state orus

brizn reeder@state orus = 1

brittany lawrence @state.orus

brittany.rpalmen@state orus

brucesheppard @state.orus

bryan toller@state orus

carllchse@state.orus

carlamartinez @stste orus

cais wade@state or s =

OQutside Recipients

Either type tha email address in the space provided or select email/s from ODE Email List to ODE Recipiants listbox. If you are typing the emails in, separate each
email address by either commas (.) or semicolons (:].

Who is Sending the Fila?

Enter your email address: beth blumenstein@stste orus

Locate your file to send:

Erowse for your file:

{Fil= siz= must be under 1 GB)

10



Once you have selected your file, you may enter a message into the message area if
you wish, but it is not required.

Who Receives the Fila?

_________________________ ODE Email List ODE Recipients (Select from ODE Email List)
* b buslicense@odestate orus

brizn_putnam @state orus
(=

brizn reeder@state orus
brittany lawrence @state.orus
brittany.rpalmer@state orus
bruce sheppard @state orus
bryan toller@state orus
carllohse@state orus
carlamartinez@stste orus

rara wade@state nrus
Dutside Recipients

Either type the email address in the space provided or select email/s from ODE Email List to ODE Recipients listbox. If you are typing the emails in, separate =ach
email address by either commas (,) or semicolons (;].
Who is Sending the Fila?

Enter your email address: beth blumenstein@stste orus

Locate your file to send:

Browse for your file:

{Film =i= must b= under | GB)

Enter Your Message Here

+

Finally, press “Send” to submit the secure file transfer. Once it has been sent, you will
see the words, “File transferred to 1 recipient,” at the top of your screen. You should
also receive an email that states your file has been transferred. However, sometimes it

can take up to 15 minutes for this email to appear.

= & ¥ | File Transfer - Message (Plain Text) | = | (5

E Message Developer Adobe PDF £ e

33 Training Fi 3 all (Y Mark Unread 0% Find ©
I Ignore x il ﬂ —-‘& El\ﬂeeting L5 Training Files | Li‘}RuIes - 'iIJ — a& 9’3 —
5 To Manager - B = D Categorize = Related =
. y Y R
~ Delete Reply Reply Forward B - . _ Move  [s3 i - | Assign Translate Zoom
& Junk All 3 More 2 Team E-mail = o' [ Adions Palicy~ ¥ Follow Up ~ - |3 select~
Delete Respond Quick Steps 1 Move Tags 1 Editing Zoom
From: xfers@ode.state.or.us Sent: Mon 12/2/2013 2:49 PM
To: beth.blumenstein@state. or.us
Cc
Subject: File Transfer

The file Test Roster_6530.xls has been transferred to 1 recipient.

If you have any questions about whether or not a training file was received, please
email buslicense@ode.oregon.gov or call the Pupil Transportation section of ODE.

Confirmation of the Training File Posted to ODE’s System

The training files are usually posted 1-2 business days, and you will receive a
confirmation email regarding the status of your submission after it has been posted.

11
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Once posted, you should receive an email that looks like the following:

From = BusLicense@ode.state.or.us
To..
send
Cr...
Subject Training File
Atached Training Posted.tut .

‘ot File

Please see attached posted training.

Use Adobe Send & Track Yes No @

The attachment to the email gives you detail as to what was submitted and if there are

any errors. Please review this document.

For example, the attachment below shows that one driver’s training was posted and the

other driver’s training was not.

File Edit Format Wiew Help

Pupil Transportation Section

oregon Department of Education

i
Bus Driver Training Records Automa
Processing Re

automatic processing of training

priver Date Course Level(s) Reason
(rRemember : The email account where this report originates is for
01234567 11/20/ CORE4 1 oK
01234567 11/20/ CORE4 2 oK
2013
01234567 11/22/ CORE4 3 oK
01234567 11/22/ CORE4 4 oK
2013
09876543 11/20/ CORE4 1 ejected due to License Number not
2013
09876543 11/20/ CORE4 2 rRejected due to License Number not on File
09876543 11/22/ CORE4 3 Rejected due to License Number not on File
2013
09876543 11/22/ CORE4 4 Rejected due to License Number
2013

m

12



Common Problems/Errors

The most common errors occur with the accuracy of the data. Be sure that the
information you are submitting is correct. The picture below shows some common
errors that are commonly received.

35 - F
A B c D E G
Approval

BusDriverlame Class Date Training Type Training Level Letter On
2 File
3 01234567 - TEST, DRIVER A 1/2/2103 CPRE4 1 Will be in system soon
4 01234567 - TEST. DRIVER A 2 CORE4
5 01234567 - TEST, DRIVER A 1/2/2013 CORE4 ¢
6 01234567 - TEST, DRIVER A %2013 CORE4
7 198765432 - EXAMPLE. DRIVER B FA 1
8 SoPEEMN,, EXAMPLE, DRIVER B e 1201 FA 2
940123456 - DQIVER, NEW A 1/2/2013 CORE4 1
18 0123456 - DRIVER, NEW A 1/2/2013 CORE4 2
18\ 0123456 - DRIVER, NEW A 1/2/2013 CORE4 3
12 4267 RIVER, NEW A 1/2/2013 CORE4 4

13 01234567 - TEST. DRIVER A 1/2/2013
14 01234567 - TEST. DRIVER A 1/2/201
15 01234567 - TEST. DRIVER A 1/2/201
16 01234567 - TEST. DRIVER A 1/2/2013

1@&itted bx BB >

a

In the example above, there are many errors, which will cause the training not to post or
post incorrectly.
e The date on the first line shows the year 2103 instead of 2013.

e There is an extra column titled Notes. No new columns can be added.

e The first driver shows CORE4 1, 2, 2, and 4 instead of 1, 2, 3, and 4.

e The date on lines 7 and 8 are not in the correct format.

e The New Driver was added manually and only has 7 digits listed for the license
number.

e Rows 13-16 are not complete. They are missing a Training Type and Training
Level.

e No information other than the data required should be entered into this
spreadsheet. That includes notes.

Another frequently received error is not showing the complete training. CORE4 has
training levels 1, 2, 3, and 4. However, these may be completed as a standalone class
be sure to mark them appropriately to receive full credit.

Additionally, First Aid usually has more than one level, depending on the length of the
First Aid class. Some first aid programs are 2 or 3 hours in length. Credit is only
received for each 2 hour session. You may not round up. A four-hour class with first aid
and CPR would be listed as FA 1, 5. Be sure that you are submitting the complete
training information for your drivers.

13



FA 3 is typically reserved for letters issued by ODE, or special situations. We are
usually involved in those situations. If in doubt, call or email for guidance.

Incorrectly Posted Records

If you have sent in an incorrect file, please notify us immediately by emailing
buslicense@ode.oregon.gov.

If the file has not yet been posted to ODE’s system, ODE can simply delete the incorrect
file, and you may resubmit the correct file.

If the file has been posted, ODE will need to change the records manually. This will

take some time. Most likely, you will be required to inform ODE which records need to
be deleted. Then, you may resubmit the correct file through the normal process.

Tips and Tricks in Excel

Since much of the information in Excel is repeated, here are some ways to make this
process more efficient.

To copy a line to the line directly below, select the blank line you wish to copy to by
clicking once on the far left row number.

Al - Fx
A B & D E
Approval
BusDriverMame Class Date Training Type Training Level Letter On
2 File

1/2/2013 CORE4 1

-

i 01234567 - TEST, DRIVER A
4

5

Then, hold down your Ctrl button on your keyboard and press the letter D on your
keyboard. The line will be repeated, so you will only need to change the training level.

Chipboard

FoOnt

Allgnment

Fumbe]

D9 - Je
A B C D E F
Approval

BusDriverName Class Date Training Type Training Level Letter On
2 File
3 01234567 - TEST, DRIVER A 1/2/2013 CORE4
4 01234567 - TEST, DRIVER A 1/2/2013 CORE4
£

14
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To copy more than one line, select both lines by clicking once on the far left row
number, holding down the shift key on your keyboard, and clicking once on the row
directly below it.

A3 - S| 01234567 - TEST, DRIVER A
A B & D E E
Approval
BusDriverlame Class Date Training Type Training Level Letter On
File
‘ 3 123455? - TEST, DRIVER A - 1/2/2013 CORE4 1
01234567 - TEST, DRIVER A 1/2/2013 CORE4 1

Then, drag down from the bottom left of the selection by clicking and holding the black
square and dragging it down the number of rows you would like to repeat.

A3 - f= | 01234567 - TEST, DRIVER A
A B C D E B
Approval
BusDriverhame Class Date Training Type Training Level Letter On
2 File
3 (01234567 - TEST, DRIVER A - 1/2/2013 CORE4 1
34567 - TEST. DRIVER A 1/2/2013 CORE4 1
N
6
[ T —
Then, all you would need to do is change the training level.
F9 - Jx
A B C D E
Approval
BusDriverName Class Date Training Type Training Level Letter On
2 File
3 01234567 - TEST, DRIVER A 1/2/2013 CORE4
4 01234567 - TEST, DRIVER A 1/2/2013 CORE4
5 01234567 - TEST, DRIVER A 1/2/2013 CORE4
6 01234567 - TEST, DRIVER A 1/2/2013 CORE4
T

This approach can also be used to copy columns.

15



Please note that if you select only one row and copy it down multiple rows, the numbers
will most likely advance to the following number. This is a default auto-format for Excel,
S0 you need to use caution when dragging to copy.

C16 - Jx
A B C D E
Approval
BusDriverMame Class Date Traiging Type Training Level Letter On
2 / \ File
3 01234567 - TEST, DRIVER A 1
4 01234567 - TEST, DRIVER A 2
5 01234567 - TEST, DRIVER A 3
6 01234567 - TEST, DRIVER A 4
T |01234567 - TEST, DRIVER A ]
g mo

16



	Requesting Your Master Training Roster
	Entering Data into the Training Roster
	Drivers Not Listed on the Master Roster
	Trainings with the Same Type and Level on the Same Day
	Submitting the Training Roster
	Confirmation of the Training File Posted to ODE’s System
	Common Problems/Errors
	Incorrectly Posted Records

