Keeping track of Bus Referrals

FIRST:

Set up a custom field for your school. Go to the Administration tab --Manage School
Info--Incident Categories.
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On the second line, type in the bus
number that you want to track and
click to “Add” it to your drop-down list.
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NEXT:

Whenever a bus referral is recorded in the database, be sure to note the bus the referral
took place on in the 2™ screen of incident entry:
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Tracking Bus Referrals, continued....

EVERY MONTH OR SO:

Use custom reports to monitor your bus referrals. Go to the Reports tab — School Level Reports
-- Custom Tier 1 Reports.
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In Custom Reports Step 1,
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In Custom Reports Step 2,
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If you need more specific
information about a specific bus,
start a new custom report and

Referrals by Bus Number

Want more information? See our User's Guide for more details:

http://www.flrtib.org/docs/User's%20Guide%20v4 0%20Jan%202013 Final.pdf
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