
Page 1 of 13                         Printed or electronic copies of this document may be obsolete.  The current version 
resides at http://www.sde.idaho.gov/site/transportation/.  Before using a copy for work direction, verify that it is 
current by comparing version date to that shown in the online version.  Revision Date:  2-18-2011 

Route and Ridership Report Training 
“Route and Ridership Report” is the area in IBUS where users report SDE assigned 

weekly bus ridership counts and route data. 
 
 
 
ROUTE AND RIDERSHIP DATA UPLOAD TEMPLATE 
 

 Bus Route Report  
 Route Name or Number 
 Time of Day (AM, PM, Midday) 
 Contractor (Yes/No) 
 Special Needs Route (Yes/No) 
 # Days (Per Week) 
 

 Miles (Number per Route) 
 Paved 
 Unpaved 
 > 5% Slope 
 Shuttle 

 
 SDE Assigned Weekly Ridership Count (3 reporting periods per year) 

 Safety Bused Riders 
 Regular Riders 
 Ineligible Riders 
 Shuttle Riders 
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Route and Ridership Data Training 
 
Log-in to IBUS to access your district’s home page.  At this location, select Route and 
Ridership Data Upload to access the upload spreadsheet.  
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This link will lead to instructions to download the Route and Ridership Spreadsheet.   
    

 
 
This screen will appear once the download template “here” link is selected.  Select 
“Save.”  
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Select a folder on your local computer to save the Excel template. 

 
 

Select “Open” to begin entering route and ridership data.  This is a template; do not 
enter any extra columns within the spreadsheet.   
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DEFINITIONS TO COMPLETE THE ROUTE AND RIDERSHIP REPORT 
 
 
BUS ROUTE AND MILES REPORT 
 
The purpose of the Route and Miles Report is to simplify and replace the Bus Run 
Report data collection.  The only routes that should be reported here are regular 
to/from school routes where the route mileage is typically classified as reimbursable.  
Do not include non-reimbursable after school route programs. 
 
The mileage will be used to test reasonableness in comparison with mileages submitted 
on the annual reimbursement claim form.  The number of routes and 
paved/unpaved/slope classifications will be used to determine hardship route criteria 
when a district is subject to the statewide funding cap (see Idaho Code 33-1006). 
 

 

Miles 
  

Route Name Time of Day Contractor 
Special 
Needs # Days Paved Unpaved 

>= 5% 
slope Shuttle 

 001 AM Yes/No Yes/No 5 15 2 4 6 

 001 Midday  Yes/No Yes/No 5 9 0 0 0 

 001 PM Yes/No Yes/No 5 15 2 4 6 

 
 
Route Name or Number 
 
Enter the route name or number on each row of the template.  Each route may be 
listed three times, one for AM, Midday, and PM.  A route is everything a bus does in the 
AM or Midday or PM.  An AM, Midday, or PM route may be comprised of one or more 
AM, Midday, or PM runs. 
 
 
Time of Day (AM, Midday, PM) 
 
Select AM, Midday, or PM from dropdown bar for each route time. 
 
 
Contractor (Yes/No) 
 
Select Yes or No from dropdown bar to identify if this route is operated by a contractor. 
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Special Needs Route (Yes/No) 
 
Select Yes or No from dropdown bar to identify if this route is a special needs specific 
route. 
 
 
# Days 
 
Enter the number of days this route operates during a typical week. 
 
 
Paved 
 
Enter the number of total paved miles from the most typical day of the route during the 
ridership count week.  This is only route paved miles and should not include any shuttle 
miles. 
 
This data is required even if your district is not seeking a funding cap waiver.  The data 
will be used to test reasonableness of the route miles that are reported on the 
reimbursement claim form. 
 
 
Unpaved 
 
Enter the number of total unpaved miles from the most typical day of the route during 
the ridership count week.  This is only route unpaved miles and should not include any 
shuttle miles. 
 
This data is required even if your district is not seeking a funding cap waiver.  The data 
will be used to test reasonableness of the route miles that are reported on the 
reimbursement claim form. 
 
 
> 5% Grade/Slope 
 
Of the total paved and unpaved route miles, report how many miles are a 5% slope or 
greater.   
 
If there is no possibility that your district qualifies for a hardship route, you may 
estimate the slope miles, or report zero miles.  It is crucial that this data is accurate if 
your district is seeking a funding cap waiver. 
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Shuttle 
 
Enter the number of shuttle miles added to the route from the most typical day of the 
route during the ridership count week. 
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SDE ASSIGNED WEEKLY RIDERSHIP COUNT (3 reporting periods per year) 
 

Route 
Name 

Time of 
Day Monday Riders (repeat for each day of the week) 

  Safety Regular Ineligible Shuttle 

001 AM  13 37 2 16 

001 Midday 4 14 0 0 

001 PM 17 31 2 12 

 
 
Introduction 
 
The goal of the reporting categories is to correctly count bus riders for regular school 
attendance during regular days and hours, once on the ride to school and once on the 
ride home from regular school attendance.   
 
 
Safety Bused Riders 
 
Each day enter the number of safety bused riders on the route.  Eligible safety bused 
riders are those living less than 1½ miles from the nearest appropriate school and the 
district has received safety busing reimbursement approval. 
 
 
Regular Riders (Eligible) 
 
Each day enter the number of regular bus riders on the route.  Idaho Code 33-1501:  
public school pupils within the district, living more than 1½ miles from nearest 
appropriate school, and pupils resident within adjoining districts annually agreed to in 
writing by the districts involved.  This number should not include safety bused riders. 
 
 
Ineligible Riders (Ineligible, Non-Public, Non-Student) 
 
Each day enter the number of ineligible riders on the route.  This includes ineligible 
public school students, non-public school students, and non-student riders.   
 
The Standards for Idaho School Buses and Operations (SISBO) and Idaho Code 33-
5208(4) definitions: 
 
Ineligible – Any properly enrolled public school student who does not otherwise meet 
ridership eligibility by virtue of school or district boundary, distance, age, health, or 
safety.  Examples:   

 open enrolled students walking into neighboring district to ride bus 
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 students living 1 mile from school that are not eligible for safety busing and 
they walk away from school to 1½ mile point to get a courtesy ride 

 charter school students that reside outside the attendance zone 
 charter school students that reside inside the attendance zone and do not 

meet one of these criterions: reside inside the district in which the charter 
school is physically located or reside less than 15 miles from the charter 
school by road. 

 
Non-Public – Private or parochial school students. 
 
Non-Student – Any person who is not properly enrolled in a pre-K through twelve 
school program. 
 
 
Shuttle Riders 
 
Each day enter the number of shuttle riders on the route or at the end of the route.  
Shuttle riders have typically transferred from another bus route where they were 
counted as a regular rider or they have walked to the shuttle pick up location. 
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DATA UPLOAD 
 
Review the completed Route and Ridership Data prior to uploading the document.  The 
data upload is time specific.  Data must be uploaded within a given time frame, 
after which, the upload cannot be performed.   
 
For districts using more than one busing contractor or districts that use a contractor 
and run their own buses, all routes should be combined into one file and then uploaded 
by district personnel. 
 
The upload file must be in .CSV format.  To convert the file to Comma Delimited format, 
click File – Save As while on the Route Ridership Data tab of the Excel file.  
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Select a folder on your local computer to save the template in CSV format.  When 
selecting a file name for your template, do not use symbols or periods. 
 

 
 
 
You may receive this warning stating that it will only save the active sheet.  Click “OK” if 
you were on the active Route Ridership Data tab of the file when beginning the 
conversion. 
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You may receive this warning stating that some features of the spreadsheet are not 
compatible with CSV.  Select “Yes” to save in CSV format.  This removes any formulas 
and converts the info to raw data. 
 

 
 
 
Close the file and return to IBUS to upload the route/ridership file.  Select “Browse” to 
locate the converted file and then select “Upload.” 
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You may receive warnings or errors if the data on the template does not align with 
common criteria.  Look at the “Issue Type” and if it is a warning you may proceed by 
clicking “Load” if the data is correct.  If you need to correct data within the 
spreadsheet, click “Cancel” to correct the template before going through the upload 
process again. 
 

 


