Instructions for Registering to Use
Pupil Transportation (eTran)

I. Introduction

This document provides instructions for registering to use the Pupil
Transportation system (eTran), which is located on the PDE website

Before registering to use eTran, a school district must have the security role
eTran — Local Administrator (formerly eTran Approver).

Il. Registration Process: Overview

Registering as an eTran user involves the steps described below. Specific
instructions for each step begin on the next page.

Step 1: Make sure you have a valid e-mail address, which is required for the
eTran registration process.

e Step 2: Contact your Security Administrator to have a username and
password created.

e Step 3: Follow the steps to register for the eTran application.

e Step 4: E-mail notification will be sent to the eTran — Local Administrator
notifying them of the registration request for eTran.

e Step 5: Login to the PDE website to access eTran.

January 2014



lll. Registering to Use the eTran Application: Detailed Instructions

Step 1: Make sure all users have a valid e-mail address.

Having a PA Login account created requires that the requestor has a valid e-mail
address. It is important that each person identified in step 1 has a unique e-mail

address.

If a user does not have a valid work e-mail address, an alternate e-mail address
can be used, but it should be accessible from any location.

If a user does not have e-mail at school or at home, a free e-mail account can be
set up at many websites such as Yahoo (mail.yahoo.com), Google
(gmail.google.com) or Windows Live/Hotmail (www.hotmail.com or www.live.com).

Step 2: Contact your Security Administrator to create a PA Login account.

Step 3: Register to use the eTran application.

Go to www.education.state.pa.us
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http://www.education.state.pa.us/portal/server.pt/community/pennsylvania_department_of_education/7237

Click Log In.
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To register for the eTran
application, click on the link
for

My PDE.

Then click on the link for
View/Join Groups.

Logged In As:
Pierce, Valecia W
Log Off
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* My PDE

* View/loin Groups

Group Memberships

Below are groups which you have already joined. To join a new group, please contact y
Administrator. To edit an existing group, click the corresponding Edit link.

Join Group

S - Last Cha

Group Name Institution | Status | Added Date Date

) - 12/2/2010

PDE Editor PDE Active 12:38:30 PM

FAI App User PDE Active :2{1{2010 SEESEEE
- Eryn Athyn . 11/13/2012
eTran Submission/DataEntry sD Active 10:41:58 AM
Join Group
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Click the link

for

Join Group.

Home =>* My PDE >> View/loin Groups >> Applications

Applications
Group Memberships

Below are groups which you have already joined. To join a new group, please contact your Security

Administrator. To edit an existing group, click the corresponding Edit link.

Join Group | e——
Category S Last Changed
Lroup Name institution | >iatus | Added tate
Name Group Name Institution | Status | Added Date Date
. ) 12/2/2010 .
S5R PDE Editor PDE Active 12:38:30 BM Edit
FAI App User FDE Active iguzuiu SRR Edit
L Bryn Athyn . 11/13/2012 .
aTran Submission/DataEntry so Active 10:41:58 AM Edit
Join Group

Click the
Select link
located on
the line for
the eTran

application.

Select an Application
O—=O—=0—=0

Make a choice by clicking the corresponding Select link, To search for a specific grouping [or description), enter the keyword(s)
below and dick the Search button,

Group Information:

User Mame: Jennifer Hobart

Group Type: Application

Group Category:

Search by keyword(s):

There are 15 categories available.

The Career And Technical Education Infarmation Systemn prowvides a Prograrm Approval systerm for
CATSuZ updates from Area Wocational Technical Schools, Charter Schools and School Districts for Select
careertechnical programs.

The CriverEd application provides an online pathway for educational entities to submit their Driver
Driver Education  Education programs for PDE approval. DriverEd also allows School Districts o submit a request for Select
reimburserment for their Driver Education programs.

e-Data W2 e-Data W2 Select
eData elata Application Select
EdHub User Thesze are groups used by the EdHub User Provisioning application. Select

Provisioning

eTran The eTran systern collects data for pupil transportaion. Select

FAI is the Financial Accounting Infarmation system, which was specifically develaped for use by the
FAl Pennsylvania Department of Education (PDE) and the Labor, Education and Gommunity Services (LEGS) Select
Cormptroller's Office, The FAL systemn is designed to
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Click the Select link
for the group/role
needed for the
eTran application.

The Groups are as
follows:

Submission/Data
Entry: Allows user
to enter, save and
submit data to
PDE.

Read Only: User
has read-only
access for viewing
screens or reports.
Data cannot be
entered, saved or
submitted to PDE.

—
™

FDE Select
Application an
Groups Application

Select an Application Group
O—=0—=0—=0

Select 2 Group Mame by clicking the corresponding Select link, To search for a specific group narme (or description), enter the
keyword(s) below and click the Search button.

Group Information:

User Name: Jennifer Hobart

Group Type: Application

Group Category: eTran

Group Category:

Search by keyword (5): | | [ Search ] [ Rezat ]

There are ? groups available.

(rowpName ———JDesoription |

ReadOnly This role allaws the uzer Read Only access to eTran, Selact

Submission/D ataEntry This role allows the user to enter and submit eTran data, Select

Search for your
affiliated institution
by entering the
name of your
school district and
clicking the Search
button.

When the name of
your school district
appears in the list
below the search
boxes, click on the
Select link to select
your institution.

Select an Institution

O—=@0—=0—=0

Please identify an institution for the group assaociation, Select either an existing affiliation, or search for a new institution below,

Current Group Information:

Jennifer Hobart
Application

User Name:
Group Type:
Group Category: eTran

Group Mame: Submission/DataEntry

Use an existing educational institution affiliation:

There are 1 affiliated institution(s) available.

Institution Name
Select

Brym Athyn S0

Or search for a new education institution:

Please enter search criteria in order to display results below,
Search by keyword(s): |Brl,ln |

. 5 h R 14
category i ER Y —

There are 1 institution(s) available.

Bryn Athyn S0 Montgamery Schoal District

Select
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Click the button for
Create Membership.

Your request has been
sent for approval to the
eTran — Local
Administrator (formerly
eTran Approver). You
will receive an
automated e-malil
stating the registration
is waiting for review.

If an eTran — Local
Administrator role was
not previously created,
you will receive a
message when
submitting a
registration request for
the application. If this
occurs please contact
your Local Application
Administrator to add a
eTran — Local
Administrator.

ey

Group Membership Profile
O—=0—=0—=0

Please cornplete the membership by editing the attributes below,

Group Information:

User Name: Jennifer Hobart
Group Type: Application

Group Category: =Tran

Group Name:  Submissian/D ataEntry
Institution: Bryn Athyn 5D

Group Attributes:

There are no attributes defined for this group,

[ Create Membership ] [ Cancel]

Step 4: E-mail Notification

An e-mail is sent to your eTran — Local Administrator to notify them that your request
needs to be reviewed. After the eTran — Local Administrator reviews your request,
another e-mail will be generated with notification of approval or denial to use the

application.
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Step 5: Access eTran.

After your eTran —
Local Administrator
has approved your
registration request,
you may access
eTran.

Open an internet
browser and follow the
instructions to access
and login to the
Department of
Education website.

After you are logged
in, click on

My PDE,
Applications.

Click the link for
eTran.

Clicking this link will
open eTran.

IV. eTran Assistance

Logged In As:
Pierce, Valecia W
Log Off
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v My PDE

~ Applications

My PDE Apps

You are currently authorized to access the following PDE applications. Select the App ID to open the
application in a new window. To change your application registration options, edit your User Account Profile.

Application SR .
iati Application Name Due Date
Abbreviation | Application Name Due Date | Community | Info | Status
eTran aTran iy
FAI FAL iy
SSR ssR )
Icon Key: d) Open the infoermation page for this application

’ Open the community associated with this application
& This application is not currently available
A& This application is not available via your current network connection

You are currently authorized to access the following PDE applications. Select the App ID to open the

My PDE Apps

application in a new window, To change your application registration options, edit your User Account Profile.

Application

Srah " . ..
Abbrevis“ion Annlication Name Due Date Community | Info | Status
eTran eTran .LJ
RES RES i

Questions may be directed to ra-eTran@pa.gov or (717) 787-5423, option 2.
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