
Monthly Transportation Report 

 

If you have not already done so, you need to create a Team/Group in eSIS: 

Path: School>School Information>Teams/Groups 

Once in the Team/Group Maintenance Window, click on the ADD button. 

You need to enter a Code for the Team, a Short Name, the Name, Team Type (Choose Group), 
and a Faculty member (Choose yourself) … Save and then click on the Members button.  You 
will then have to click on the ‘Add Team Member” button, tab over to the last name and one-by-
one, add the names of the students on your Transportation Assistance List. 

After Saving your Group, exit out and go to the Reports Tree.   

For Elementary Schools: 

#01 Attendance – Daily Method>Attendance Summary 

‐ Specify Extract Criteria > Clear Criteria> Choose your school>Select the Trans Assist Group 
from the “Teams” menu>Run Extract>Go Back 

‐ Run Report>Enter Date Range (eg. 01‐Mar‐2008 to 31‐MAR‐2008)>Sort: Alpha>Print 
‐ You can then save the .pdf and send it as an email attachment to Kathy OR print it and fax it 

 

For Secondary Schools: 

#02 Attendance – Period Method Reporting>Condensed Attendance Summary 

‐ Specify Extract Criteria > Clear Criteria> Choose your school>Select the Trans Assist Group 
from the “Teams” menu>Run Extract>Go Back 

‐ Run Report>Enter Date Range (eg. 01‐Mar‐2008 to 31‐MAR‐2008)>Vertical/By Week 
‐ You can then save the .pdf and send it as an email attachment to Kathy OR print it and fax it 

 

 


