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Specific screens and functions in ATS are used by both schools and OPT to manage transportation for students 
receiving MetroCards or assigned stop-to-school transportation. Effective management of ATS at the school 
level: 

1. Provides OPT with information regarding Yellow Bus stop assignments to ensure efficient routing of 
students eligible for stop-to-school transportation: stop numbers in ATS allow OPT staff to know how 
many students are using the bus: stop entry in ATS populates the school’s Ridership Information on 
the OPT web site. 

2. Tracks assignment and inventory of student MetroCards: OPT reviews MetroCard inventory data to 
determine initial shipments and also when schools request additional and replacement MetroCards. 

3. Maintains accurate student address information in order to identify current eligibility for 
transportation.  

 
These materials have been created to assist in managing these critical processes in order to provide all eligible 
students safe, clean, and timely transportation to and from school. This guide focuses on several key ATS 
functions performed regularly in schools. Public School staff can contact their CFN Transportation Liaison or 
OPT Training staff for more information and support. Charter School staff rely on their OPT Account Manager 
for assistance. 

 
 

1. ATS Processes [page 2-13] 
The Sign On Process 
The TLST Screen  
Viewing an Individual Student Record (TUTD screen)  
Assigning a MetroCard or Yellow Bus Stop to an Individual Student  
Entering Variance Numbers 
Deactivating MetroCards 

 
2. Additional Information [page 14-19] 

TDMC Screen  
SVER (End of Year Verification) 
Transportation Reports  
MetroCard Inventory 
Assistance and Support  
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ATS Sign On and Navigation to Transportation Main Menu 
 

 
At the Sign On screen: 
Enter your ATS USERID and PASSWORD 
Press Enter: The Security screen will be displayed 

 

 
 
 
At the Security screen: Review Security Guidelines 
Press Enter: The Primary Menu will be displayed 
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From the Primary menu: 
Select Supplemental Services (SVCS) by entering 2 or SVCS at the Command Line 
Press Enter: Supplemental Services Menu will be displayed 
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From the Supplemental Services Menu: 
Select Pupil Transportation (TRNS) by entering 1 or TRNS at the Command Line  
Press Enter: Transportation Statistics screen will be displayed  

 
 
The Transportation Statistics screen will appear when you first log in  

 
 
Press Enter to bypass this screen: The Transportation Main Menu will display 
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These are the most common functions you will use at this screen: 

TLST View student transportation status, and assign transportation 

TDMC Check MetroCard status by serial number 

SVER Used each spring to provide information for the fall  

RTRN (reports) View and Print ATS Reports 

F11/Inventory View your inventory prior to requesting MetroCards 

We will review each of these functions through this manual 
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TLST Screen 
This function will allow you to view all students, or students by official class or grade. The TLST screen is your best 
resource to see current eligibility and Transportation Status (TRAN STAT) for students. 
 
From the Transportation Main Menu select TLST  

 
Press Enter  

 
A screen to select sorting options will display: 

 
To see all students: Press Enter  
To view a specific Grade or Class: move cursor to field, enter grade or class, and then press Enter 
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For this step we left fields blank to view all students 

 

 
 
Navigation: 
Use F8/Forw to page through the student listing (use F7/Back to page back through the list) 
You can also “jump” to a specific name or page number: 

 Press the “Home” key 

 Enter the student name or a page number and press Enter 
 
Information: 
The TLST screen is so valuable because it provides a “snapshot” of each student and any transportation that is 
assigned 

1. Distance Code (DST CDE) displays the letter that corresponds to the shortest walking distance 
measurement from home to school 

2. Eligibility (ELIG) displays what transportation a student is eligible to receive (Full fare, Half fare, 

Special Ed) 
3. Transportation Status (TRAN STAT) displays if transportation has been requested (AT), assigned (AP 

or AB), or if there is an issue that needs to be reviewed with an assigned stop (SB). Students that 
should have blank TRAN STAT should be students that have not requested transportation, or 
students that are receiving specialized (door-to door) transportation.  

 
Students in Red: 
Student records will be displayed in red for 24 hours after an address change has been made on the BIO screen in 
ATS. If the student record remains in red for longer than 24 hours, review the address entry on the BIO screen 
and make any corrections, or contact ATS help to correctly enter a DV shelter address. If an address outside NYC 
is entered, the record will remain in red (no transportation may be assigned students residing outside NYC). 
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From this screen you can: 

 Request (T) a MetroCard for an eligible student with no TRAN STAT 

 Update (U) a record to assign a MetroCard serial number or assign a yellow bus stop 

 Delete (X) TRAN STAT for a student 
 
To request a MetroCard for a student with no TRAN STAT 

1. Find the student name on the TLST screen 
2. In the ACT CDE column, enter the letter T and then press enter 
3. AT will appear in the TRAN STAT column and inventory figures will be updated 
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Assigning Transportation 
Whether assigning a MetroCard or a yellow bus stop, you will follow these steps: 

1. Find the student name on the TLST screen 
2. In the ACT CDE column, enter the letter U and then press enter 
3. You will be directed to the student’s individual record 
4. Enter the MetroCard serial number or the bus stop number and press F2/Save twice to save the 

information: The student’s TRAN STAT on the TLST screen will be updated 
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Assign a student MetroCard: 
At the TLST screen, enter U to update the student record and then press enter 
The numbers 55555555 will be displayed in the MetroCard number field: enter the serial number directly over 
the 55555555 

 
 

 
Press F2/Save twice: you will be directed back to the TLST screen and the student TRAN STAT will change to AP 
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Assign a Yellow Bus Stop: 
At the TLST screen, enter U to update the student record and then press enter 
There will be a set of numbers in the MetroCard Number field: use the space bar to remove the numbers and 
move the cursor to the Yellow Bus Stop Number Field: enter the yellow bus stop number 

 
 

 
Press F2/Save twice: you will be directed back to the TLST screen and the student TRAN STAT will change to AB 
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Where will I find my list of Yellow Bus Stops? 
The best place to find this list is on the OPT 199 application > Stop and Route Details > Routed Stops: you can also 
check your school’s Ridership Information on the OPT web site 
 
In some cases, OPT will provide you with the proper stop number: 

 Students enrolled under Public School Choice (NCLB) 

 Stops created for approved Exceptions (medical, temporary housing, etc.) 
 
For students enrolled under Public School Choice, the stop number will begin with the numbers “95” and the 
variance number N2003 must also be entered before saving: 

 
For students with approved exceptions you will enter the stop number and a variance number that will be 
provided by OPT: 

 
 
In both cases, Press F2/Save twice: you will be directed back to the TLST screen and the student TRAN STAT will 
change to AB 
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Students receiving Special Ed Services  
Because not all students receiving SE services at your school will be mandated to receive specialized 
transportation, you will use ATS to assign SE MetroCards or yellow bus stops for these students. You will identify 
these students based on their eligibility code (S) on the TLST screen. Students with S eligibility receive full fare 
transportation regardless of grade and distance. Students with S eligibility receive SE MetroCards or can be 
assigned yellow bus stops through grade 8. 

 
 
Deactivate a MetroCard 
Lost or stolen MetroCards must be deactivated in order to inform the MTA to invalidate the card so it cannot be 
used for transportation. Students should receive a replacement card as soon as possible. When deactivating 
MetroCards, schools must provide the reason for deactivation by using the appropriate deactivation code. When 
a student reports a MetroCard missing, take the following action to properly deactivate the old card and assign a 
new card. Based on available inventory of MetroCards at the school, use one of the following procedures if a 
student reports a lost or stolen MetroCard and needs a replacement: 

 
If you have a card to provide to the student 

 Enter U in ACT CDE to update record: Press Enter to continue 

 Enter the new serial number of the new card directly over the current number 

 Press F5/Deactivate 

 Enter the deactivation code (or press F4/Lookup to review and choose code)  

 Press F5/Deactivate twice 
The old MetroCard number will be deactivated and the new card assigned: TRAN STAT will remain AP 
 
 
If you do not have a card to provide to the student 

 Enter U in ACT CDE to update record: Press Enter to continue 

 Press F5/Deactivate 

 Enter the deactivation code (or press F4/Lookup to review and choose code)  

 Press F5/Deactivate twice 

 You will be directed back to the TLST screen: Enter a T in the ACT CDE column and then press Enter 

 Student TRAN STAT will change to AT 
The old MetroCard number will be deactivated and the new card requested: Check your MetroCard Inventory 
and send an email requesting additional cards 

 

Use one of the codes below when deactivating a student MetroCard 

AA Student Moved 

AC Eligibility changed by school 

AD Damaged by Student 

AL Lost by Student 

AR Will not read in turnstile 

AS Student reported as stolen 

AT Student Transferred/Discharged 
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Additional Information 
TDMC Screen 
The TDMC screen is a valuable tool to identify the status and type of MetroCard by the serial number. You can 
also deactivate an unassigned card using the function. After selecting TDMC from the Main Transportation Menu 
and entering a serial number, the screen will display the following information: 
 
Card Status:  A= Active, which may be assigned to a student or unassigned 
  D=Deactivated, which means card has been deactivated and should be discarded 
 
Student ID and Name: If assigned, ATS will display the student name and ID number 
 
Pass Type: Displays the type of card: this is valuable if the cards have been mixed up and you are unsure what 
type of card it is, or if you are getting error messages when trying to assign a card, you can use TDMC to verify 
you are assigning the correct card for a student 
 
From the Main Transportation Menu enter TDMC or 5: Press Enter 
 

 
 
 
The TDMC screen will display: Enter the MetroCard serial number and press Enter 
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In this example, the card is assigned to a student and the card is active: you would go to the student’s individual 
record to deactivate this card 
 

 
 
In this example, the card is not assigned to a student, is active, and you can view the card type. If the card needs 
to be deactivated, you press F5/Deactivate, and enter a deactivation code that begins with “U” 
 

 
 

Use one of the codes below when deactivating an unassigned MetroCard 

UL Lost in Transit 

UM Not included in shipment 

UP Misplaced at school 

US Stolen at school 
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Students assigned Specialized Transportation 
Data for students using specialized transportation are managed using different ATS screens. Public school staff 
work with their CFN liaisons to update address or other information to manage transportation: Charter School 
staff work with their CSE chairperson to make updates to student data. These students will appear on the TLST 
screen (with S eligibility) but their TRAN STAT should be blank. 
 
The SVER (End of Year Verification) 
Each spring, the SVER will be available for schools to enter changes regarding students receiving specialized 
transportation, based on their most recent IEP.  OPT uses the SVER data to develop bus routes for the new school 
year. Schools complete the SVER to identify current students mandated to receive specialized transportation that 
will: 

1. Return to the school in the fall 
2. Transfer to a different school in the fall 
3. No longer require specialized transportation in the fall 

 
A separate document outlining steps to complete the SVER, including deadlines, is posted on the OPT web site 
each school year 
  

 
 
 
Charter schools use a different application; the Non-Public Summer School and Fall Reconciliation to provide OPT 

with information for the upcoming school year 
 
 
 
 
 
 
 
 
 



 

17 

 
Transportation Reports 
ATS allows schools to view reports based on ATS data entry.  

1. School staff should print and save a copy of the RTRR (Ridership) information at the end of each term 
2. Schools may use the RTPL (Passlog report) as a manual log to use when distributing MetroCards at the 

beginning of each term 
Access Reports from the Transportation Main Menu 
At the command line, enter RTRN and then press Enter 

 
 
The Reports menu will be displayed: Select a Report type to view or print 
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MetroCard Inventory 
Schools will email OPT using the email address publicschoolmetrocards@schools.nyc.gov when additional or 
replacement MetroCards are needed. Review the MetroCard Inventory screen prior to requesting additional 
cards to confirm that inventory data supports the shipment of additional cards: The OPT MetroCard team reviews 
this screen as well before shipping cards 
 
From the Transportation Main menu: Press the F11/Inventory key 
 

 
 

 
 
Review MetroCard Practices and Procedures on the OPT web site for more information about distribution and 
day-to-day management of student MetroCards 
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Managing Transportation Deadlines 
At specific times of the year OPT will notify schools to review and, if necessary, correct or update ATS data in 
order to manage key processes. Schools should review ATS News and the OPT Web site for instruction and 
assistance in managing these functions. OPT will identify and communicate deadlines in advance of critical 
projects: MetroCard shipments, summer school information, SVER, etc. Because OPT relies so heavily on accurate 
data it is important for school staff to be aware of these deadlines and take appropriate action to ensure 
transportation services for students are not interrupted. 
 
Address Verification 
Home address, along with grade level, is critical in determining eligibility for transportation. When a student’s 
address is changed in ATS, the new address is verified based on city planning maps. The verification process 
generally takes 24 hours. If the process takes longer, schools should review and troubleshoot the issue. If an 
address change is not verified within two days schools should review and double-check that the address has been 
entered correctly: 

 Street must be entered with the required east/west designation 

 Verify that the address is listed correctly with avenue, street, road, place, etc. 

 The address must be within the five boroughs of New York City 
Please Note:  
Once an address change is verified and results in a change of eligibility for the student, the 
correct eligibility code is displayed on the TLST screen: Schools must update the individual 
student record to reflect the new eligibility. This may require deactivation of an assigned 
MetroCard and issuance of a new MetroCard or deletion of a Yellow Bus stop and issuance of a 
MetroCard. It is important to review new eligibility status each time an address change is entered 
and verified in ATS.  

 
Assistance and Support 
Schools have a range of support structures to assist them in managing transportation: 

1. Basic Information: Schools staff should encourage parents to use P311, the OPT web site Student 
Search, or call the OPT Customer Service team (718 392-8855) for basic route information. 

2. The OPT web site has information and applications for schools to review bus ridership, enter 
service complaints, book field trips, discuss eligibility, and other information. 

3. Schools and parents should always call OPT Customer Service to report service issues (lateness, 
no pick-up) or issues with drivers or attendants on the bus. 

 Public School staff contact the Borough Field Support center (BFSC) help resolve chronic 
service issues or clarification on procedures. OPT Borough Directors and Account 
Managers assist BFSC staff in problem-solving and resolving service issues. 

 Charter School staff contact their OPT Account Manager to help resolve chronic service 
issues or clarification on procedures, and their CSE Chairperson to address data updates 
for students using specialized transportation. 

 
ATS Help Desk: (718) 935-5100. 
 
Managing ATS and student data can be complicated when discussing guidelines and procedures for specific 
programs and students. Schools should rely on support and guidance from both OPT and BFSC teams. OPT 
Training provides over-the-phone assistance for most ATS transportation-related questions: Call OPT Customer 
Service and request ATS Help. Professional Development workshops focusing on providing all schools with 
resources and information to best manage services for eligible students. 


