U.S. Department of the Interior
~ Bureau of Indian Education:
WebET Student Transportation System
Standard Operating Procedure
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CONFIDENTIALITY NOTICE: This document is intended

only for the use of the Bureau of

Indian Education and persons or offices wherein or affiliated offices and contractors
supporting the Bureau of Indian Education. This document may contain information that
is privileged, confidential, or protected by law. All others are hereby notified that receipt
of this document does not waive any applicable privilege or exemption from disclosure
and that any dissemination, distribution, or copying of this document is prohibited.

Any trademarks used herein are the property of their respective owners.
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Comments? Questions? Corrections?

Please contact the BIE Transportation team by email

: studenttransportation@bie.edu



mailto:studenttransportation@bie.edu

BACKGROUND

Web Education Transportation (WebET) is a web-based computer application that
schools use to report bus mileage for student transportation. The budget team uses
this reporting to calculate reimbursements that are funded by the Indian Student
Equalization Program (ISEP).

Schools report their data in WebET no later than the fourth Monday in October
each year so that funding can be allocated on December 1. WebET calculates
funding allocations using 25 CFR § 39.710. The yearly reporting is a requirement
under 25 CFR § 39.700 as yearly money for education transportation costs is
allocated based on the individual school reporting.
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PREREQUISITES

A current BIE User ID and password is required to access WebET. If you require a
password reset, call the Indian Affairs Service Center at 866-703-7100, or email the
IA Service Center (servicecenter@bia.gov).

If you are a new user and need to establish a WebET password and user ID, two
documents are required. First, complete sections 1 and 3 of the Bureau of Indian
Education Systems Access Request Form. Second, take the online Information
Management & Technology Awareness (IMT) Training to receive an IMT Certificate
of Completion using this link: https://doiu.doi.gov/trainingcds/IMTFISSA2021audio/.

Email the completed Bureau of Indian Education Systems Access Request Form and
the IMT Certificate of Completion to the BIE Transportation Team at
studenttransportation@bie.edu.

In your email, identify whether the request is for a data entry or certifier role.



mailto:servicecenter@bia.gov
https://doiu.doi.gov/trainingcds/IMTFISSA2021audio/
mailto:studenttransportation@bie.edu

KEY MILESTONES

July 1st — Schools receive 80% of ISEP transportation funds based on the prior year
funding allocation.
o Per 25 CFR § 39.208(a)

August 1st — Submit Annual Report (data for preceding year)
e Off-Reservation Boarding Schools
o See 25 CFR § 39.721 for detailed requirements.
e Day schools, on-reservation boarding schools, and peripheral dormitory
schools
o See 25 CFR § 39.722 for detailed requirements.

Last full week of September — The last full week of September is “count week” for
ISEP transportation reporting. Record bus mileage during count week. Ensure that
drivers complete their full route for ISEP-eligible students to receive full
compensation for mileage.

o See 25 CFR §39.701 for definitions and process.
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Fourth Monday of October — Deadline for designated certifiers (e.g., principals) to
submit certified count-week data in WebET. This allows time to review data and
request any necessary clarification so funding can be distributed in a timely manner.

December 1%t — The balance of the annual funding is distributed to schools after
verification of the mileage count and any adjustments, as appropriate (initial
allotment is distributed July 1).

o 25 CFR §39.208(b)



https://www.ecfr.gov/current/title-25/chapter-I/subchapter-E/part-39/subpart-C/section-39.208
https://www.ecfr.gov/current/title-25/section-39.721
https://www.ecfr.gov/current/title-25/section-39.707
https://www.ecfr.gov/current/title-25/section-39.707
https://www.ecfr.gov/current/title-25/section-39.701
https://www.ecfr.gov/current/title-25/section-39.701
https://www.ecfr.gov/current/title-25/section-39.701
https://www.ecfr.gov/current/title-25/chapter-I/subchapter-E/part-39/subpart-C/section-39.208

LOGGING IN TO WEBET

For Bureau Operated Schools, please use: https://webisep.bie.edu/webisep/

For Tribally Controlled Schools, please use: https://webet.bie.edu/webet/

To login into WebET enter your username as: bie\[firstname.lastname]. Use the
password assigned when your WebET access was set up — unless it has been updated. If
you require a password reset and have a WebET account, call the Indian Affairs Service
Center at 866-703-7100, or email the IA Service Center (servicecenter@bia.gov).

The following screen will appear:
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' OIEP MultiWeb Network

You are logged in to the OIEP MultiWeb network.

You are NOT logged in to an Intranet System. To log in to an Intranet System, click the link below.

This is a United States Federal Government computer system, which
may be accessed and used only for official Government business by
authorized personnel. Unauthorized access or use of this computer
system may subject violators to criminal, civil, and/or administrative
action under 18 U.S.C. 1030 et al.

Go to the OEIP Intranet Menu.

Click on button: OEIP Intranet Menu

The following screen will appear.

US Bareau of Indian Affairs

OIEP MultiWeb Intranet
Office of Indian Education Programs
User: denise.cunningham (Denise Cunningham)

Level: School / Data Entry and Certification
School Year: 2022 - 2023
School: Ahfachkee Day School

Intranet Menu

Click a system button to begin

System (Click to Enter) Description Status Message
WebEC Early Childhood Not Available
| webET | Education Transportation Available
WebISEP Student Equalization Program Not Available
| SysAdmin System Administration Available

To end this session correctly. be sure to Logoff and close your browser window.

Click on the button: WebET

The following screen will appear:



https://webisep.bie.edu/webisep/
https://webet.bie.edu/webet/
mailto:servicecenter@bia.gov

US Bureau of Indian Affairs
WebET Intranet

Office of Indian Education Programs

User: denise.cunningham (Denise Cunningham)

Level: School / Data Entry and Certification

School Year: 2022 - 2023

School: Ahfachkee Day School

School Year Ending: | 2023 v | GO | (Please select a school vear from the drop-down list and click GO to begin)

Logout

Use the drop-down menu to select the current “School Year Ending” and press GO.
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The following screen will appear:

T US Bureau of Indian Affairs
ﬁ?g hit l':g.q;
S WebET Intranet

Office of Indian Education Programs

User: denise.cunningham (Denise Cunningham)
Level: School / Data Entry and Certification
School Year: 2022 - 2023

School: Ahfachkee Day School

Transportation Data

Certifications Status Date
School [Not Certified
ELO Not Certified
co Not Certified

Available Transportation Selections

Edit Transportation Data
View / Print Transportation Certification Report
Certify Transportation Report
Enter / Edit Transportation Cost Detail Data

Session Control

[ Select a different School Year |
\ Logofl \

To end this WebET session correctly, be sure to Logoff and close vour browser window.

Choose an action from the “Transportation Data” menu to enter mileage data or to
certify data:

e Edit Transportation Data: This link is used to input and edit mileage for count
week (the last full week of September) and includes a link for blank Mileage
Forms. (Bus driver or data input staff)

e View/Print Transportation Certification Report: (bus drivers, data input staff,
certifier)

e Certify Transportation Report: (certifier)




e Enter/Edit Transportation Cost Detail Data: This link is used to report
transportation costs and mileage for the August 1 annual report. (Data input
staff, certifier)

To print blank mileage forms for bus drivers to use on their routes, choose Edit
Transportation Data. You will see the following screen:

US Bureau of Indian Affairs

W WebET Intranet

Office of Indian Education Programs

User: denise.cunningham (Denise Cunningham)
Level: School / Data Entry and Certification
School Year: 2022 - 2023

School: Crystal Boarding School

Certifieations Status Date
School Not Certified
ELO Not Certified
co Not Certified

Return to the School Main Menu

[ Bus Name VIN Capacity [Day Student Mileage Recorded] Residential Mileage Recorded [Deletd

Busses Found: 0
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+ Click the Bus Name to edit its basic information (Name, VIN and Capacity)
+ Click the bus name’s corresponding Mileage Recorded to edit. record daily mileage

+ Click Delete in the bus name's corresponding Delete column to remove the bus from this school year
+ Click here to add 3 new bus fo this schedule

Print blank Day Student vehicle mileage forms for driver's use. Opens a separate printer-friendly w owser's print function to send to a printer. Note: prints 5 sheets (one per day) for a ingle vehicle. Formatted for portrait (normal) page orientation.

entation.

Print blank Residential vehicle mileage forms for driver's use. Opens a separate printer-friend s print function to send to a printer. Note: prints | sheet (for 2 single day) for a single vehicle. Formatted for portrait (normal) page

Return to the School Main Menu

To end this WebET session correctly, be sure to Logoff and close your browser window.

Links for blank mileage forms are located near the bottom of this screen. Print a copy for
the number of buses your school uses during count week. Print five forms for each bus
so the driver has a fresh form for each day.

e For schools recording Day Students Mileage, Press Print blank Day School

vehicle mileage forms for driver’s use.
e For schools recording Residential Mileage, Press Print blank Residential vehicle

mileage forms for driver’s use.




The following screens will appear for each type of mileage respectively:

Day Students vehicle mileage forms for driver’s use

SY 20222023
US Bureau of Indian Affairs OIEP

D53502 Ahfachkee Day School
Day Students Vehicle Mileage Form
Vehicle ID Number (VIN):

Bus Name: (for your reference)

Capacity: (maximum number of passengers)
Please enter the beginning and ending odometer readings for the day in the table below. All mileage readings should be rounded to the nearest mile. (round .0 - .4 down. .5 - 9 ug). Enter the routes in the order they are driven.
Date: Monday. September 26, 2022

Morning Routes (AM)

Rouic £ Type(IR)" [Route Name (for yous seference, max 50 characters) Odometer Start Odomster Stop Unimproved Miles
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Afternoon Routes (PM)

Route = Type(IR)* [Route Name (for vour reference, max 50 characters) Odometer Start Odometer Stop Unimproved Miles

1
1
1
1
I
1

P P P

*Route Types: I = Instructional (Day Swdent Transportarion); R = Residential (Boarding Dormitory Smudent Transportation)

Recorded b (signature) (De)

Residential vehicle mileage forms for driver’s use

D53S02 Ahfachkee Day School
Residential Vehicle Mileage Form

Vehicle ID Number (VIN):

Bus Name: (for your reference)

Capacity (maximum number of passengers)

Please enter the beginning and ending odometer readings for the day in the table below. All mileage readings should be rounded to the nearest mile. (round .0 - .4 down, .5 - .9 up). Enter the routes in the order they are driven.

Date:

Morning Routes (AM)

Route Type(IR)* Route Name (for vour reference, max 50 characters) Odometer Start Odometer Stop Unimproved Miles
1 R
2 R
3 R
4 R
5 R
6 R

Afternoon Routes (PM)

Route # TypeilR)* Route Name (for your reference, max 30 characters) Odometer Start Odometer Stop Unimproved Miles
1 R
2 R
3 R
4 R
5 R
6 R

*Route Types: T = Instructional (Day Srudent Transportation); R = Residential (Boarding Dormitory Student Transportation)

Recorded by (Signatre) (Date)

Drivers will fill out the following information:

e Vehicle ID Number (VIN): A VIN is 11 or 17 characters long. Verify that the VIN is
correct. The VIN will be used to check the vehicle type for eligibility. VIN’s for
school buses are typically located on one of the following:

o the dash just below the bottom of the windshield




o apanel above the driver’s window or above the windshield

o under the hood on the driver-side firewall just to the outside of the
steering shaft

o the chassis.

e Bus Name: Bus name is the school’s unique identifier for each bus. For example,
“Blue Bird Bus No. 1”

e Capacity: Manufacturer’s seating capacity for the bus. Do not use the ridership
number.

e Route Name: Route name is determined by school. This can be alpha or numeric,
but it should be a unique identifier to identify each bus route and run. For
example, “Rural Route 2 — Elementary Pickup”

o Odometer Start: Odometer reading at the beginning of the route.
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e Odometer Stop: Odometer reading at the end of the route.

e Unimproved Miles: Miles traveled on unengineered earth roads that do not
have adequate gravel or other aggregate surface materials applied and do not
have drainage ditches or shoulders.

e Date: Date mileage is recorded

The person inputting the milage information into WebET can copy all required data
(mileage, VIN, and so on) from the driver’s mileage sheet into the WebET computer
program.
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DATA ENTRY

To initially enter data or to edit data choose Edit Transportation Data. You will see the
following screen:

US Bureau of Indian Affairs

WebET Intranet

Office of Indian Education Programs

User: denise cunningham (Denise Cunningham)
Level: School / Data Entry and Certification
School Year: 2022 - 2023

School: Ahfachkee Day School

Certifications Status Dare
School Not Cemified
ELO Not Cernfied
co Not Cernfied
Returm to the School Main Menu
5 E Day Student Mileage | Residential Mileage
Bus Name VIN Capacity i S [Delet
Big Yellow - Diesel VIN2732648872429 77 246 n'a Delete|
Big Yellow- Chair Lift EV VINI234 78 204 n'a
Bus | - MicroBird VIN 1919191919 19 1318 na Delete|

Busses Found: 3

+ Click the Bus Name to edit its basic information (Name, VIN and Capacity)
« Click the bus name's corresponding Mileage Recorded to edit / record daily mileage

Click Delete in the bus name's corresponding Delete column to remove the bus from this school year
Click here to add a new bus to this schedule

Brint blank Day Smdent vehicle mileage forms for driver's use, Opens a separate printer-friendly window - use vour browser's print function to send to a printer. Note: prints 5 sheets (one per day) for 2 single vehicle Formatted for portrait (normal) page orientation.

Erint blank Residential vehicle milegge forms for driver's use, Opens a separate printer-friendly window - use your browser's print function to send to a printer. Note: prints 1 sheet (for a single day) for a single vehicle. Formatied for portrait (normal) page orientation.
um to ¢ Main Menu
To end this WebET session correctly, be sure to Lozoff and close your browser window S

To begin entering data, a new bus needs to be added. Choose Click here to add a new
bus to this schedule. The following screen will appear:

US Bureau of Indian Affairs

WebET Intranet

Office of Indian Education Programs

User: denise.cunningham (Denise Cunningham)
Level: School / Data Entry and Certification
School Year: 2022 - 2023

School: Ahfachkee Day School

WebISEP Transportation - Add Vehicle

Vehicle ID Number (VIN): | (max 17 characters)

Bus Name: | (for your reference; max 50 characters)

Capacity: | (maximum number of passengers)
Add | | Cancel

To end this WebET session correctly, be sure to Logoff and close your browser window.

When all fields are populated using forms provided by bus driver, press the Add button.

10



The new bus will appear on the last line. In this example it is “New Bus Example.”

US Bureaun of Indian Affairs

WebET Intranet

Office of Indian Education Programs

User: denise.cunningham (Denise Cunningham)
Level: School / Data Entry and Certification
School Year: 2022 - 2023

School: Ahfachkee Day School
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Certifications Status Date
School Net Cerufied
ELO Nor Cenified
co Not Certified
Return to the School Main Menu
& i ~ Day Student Mileage | Residential Mileage
Bus Name VIN Capacity S Recsrici Delet
Big Yellow - Diesel VIN2732648872429 77 246 n/a [Delete|
Big Yellow- Chair Lift EV. VINI234 78 na
Bus | - MicroBird VIN 1919191919 19 n'a [Deletef
VIN123xyz 84 n/a [Delete|
Busses Found: 4
+ Click the Bus Name to edit its basic information (Name, VIN and Capacity)
« Click the bus name's corresponding Mileage Recorded to edit / record daily mileage
+ Click Deletg in the bus name's corresponding Delete column to remove the bus from this school year
« Click here to add a new bus to this schedule
Print blank Day Student vehicle mileage forms for driver's use, Opens a separate printer-friendly window - use your browser's print function to send to a primer. Note: prints 5 sheets (one per day) for a single vehicle. Formarted for portrait (normal) page erientation.

Puint blank Residential vehicle mileage forms for driver's use, Opens a separare printer-friendly window - use your browser's print function 1o send o a printer. Note: prints 1 sheet (for  single day) for a single vehicle. Formaried for porirait (normal) page orientation

Return to the School Main Menu

To end this WebET session correctly, be sure to Logoff and close your browser windoww.

Double-check / verify all information.

Schools with more than one bus will add buses by selecting Click here to add a new bus
to this schedule, repeating the process until all buses are listed.
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EDITING BUS INFORMATION

US Bureau of Indian Affairs

iﬁ WebET Intranet

Office of Indian Education Programs

User: denise. ing (Denise C' g )
Level: School / Data Entry and Certifieation
School Year: 2022 - 20

School: Ahfachkee Day School

Certifications Status Date
School Not Cernified

ELO Not Certified

co Not Cemified

Retumn to the School Main Menu

i Day Student Mileage Residential Mileage
~. . 3
Bus Name VIN Capacicy Recorded Recorded [Delete|
Big Yellow - Diesel VIN2732648872429 7 n'a Delete
Big Yellow- Chair LIfi FV VINI234 78 na Delete|
VIN 1919191919 19 wa [Delete]
New Bus Example VIN123xyz 84 n/a Delete]
Busses Found: 4
» Click the Bus Name to edit its basic information (Name, VIN and Capacity)
+ Click the bus name's corresponding Mileage Recorded to edit / record daily mileage
» Click Delete in the bus name's corresponding Delete column to remove the bus from this school year
. c her w bus to this schedule
Print blapk Day Student vehicle mileage forms for driver's use, Opens a separate printer-friendly window - use your browser's print function to send to a printer. Note: prints 5 sheets (one per day) for a single vehicle. Formaned for portrait (normal) page orientation.

rint blank Residential vehicle mileage forms for driver's use. Opens a separate printer-friendly window - use your browser's print function to send fo a printer Nate: prints 1 sheet (for a single day) for a single vehicle. Formatted for porirait (normal) page orientation
Return to the School Main Menu

To end this WebET session correctly, be sure to Logoff and close your browser window

To edit Bus information, press the name of the bus. You will be able to edit:

e Bus Name
e VIN
e Capacity

To Delete a bus, press Delete

12
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ADDING MILEAGE

To add mileage for a trip, press the mileage for the bus you are editing — under the Day
Student Mileage Recorded column heading. The following screen will appear:

WebET Intranet

User: denise.cunningham (Denise Cunningham)
Level: School / Data Entry and Certification
School Year: 2022 - 2023

School: Ahfachkee Day Schaol

US Bureau of Indian Affairs

Office of Indian Education Programs

Certifications Status Date
School Not Cenified
ELO Not Cernfied
co Not Certified
Retumn to the School Main Menu
& . . Day Student Mileage Residential Mileage
Bus Name VIN Capacity Recorded Recorded Delete|
Big Yellow - Diesel VIN2732648872429 77 246 na Delete]
Big Yellow- Chair LIf EV VINI234 78 n'a
Bus | - MicroBird VIN 1919191919 19 na Deletel
New Bus Example VINI123xyz 84 n'a Delete|
Busses Found: 4
+ Click the Bus Name to edit its basic information (Name, VIN and Capacity)
» Click the bus name's corresponding Mileage Recorded to edit / record daily mileage
» Click Delete in the bus name's corresponding Delete column to remove the bus from this school year
» Click here to add a new bus to this schedule
Erint blapk Day Student vehicle mileage forms for driver's use, Opens a separare printer-friendly window - use your browser's print function to send to a printer. Note: prints 5 sheets (one per day) for  single vehicle. Formaned for portrait (normal) page orientation.

Print blank Residential vehicle mileage forms for driver's use. Opens a separare printer-friendly window - use your browser's print funetion 10 send 10 a printer. Note: prints 1 sheer (for a single day) for a single vehicle. Formaned for portrait (normal) page orienrarion.

Return to the School Main Menu

To end this WebET session correctly, be sure to Logoff and close your browser window.

User: denise.cunningham (Denise Cunningham)
Level: School / Data Entry and Certification
School Year: 2022 - 2023

School: Ahfachkee Day School

Vehicle ID Number (VIN): VIN123xyz
Bus Name: New Bus Example
Capacity: 84

Weekday
Monday
Tuesday
Wednesday,
Thursday
Friday

Click a day of the week to record or edit the mileage for that day.

Return to the Transportation Main Menu

To end this WebET session correctly, be sure to Logoff and close your browser window.

US Bureau of Indian Affairs

WebET Intranet

Office of Indian Education Programs

'ebISEP Transportation - Weekly Bus Mileage

Date Mileage Recorded

/29/2022
9/30/2022

cococo o

To enter mileage, select the day of week to enter data for that day. For example, press

Monday, and screen for that day will appear:

13
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US Bureau of Indian Affairs

‘WebET Intranet
Office of Lndian Education Programs

‘WebISEP Transportation - Daily Bus Mileage
Vehicle ID Number (VIN): VIN1235yz
Bus < Example
sinning and eading odometer readings for the day in the table below. All odometer readings should be rounded to the nearest mile. (round .0 - 4 dows, .5 - 9 up). Unimproved mileage may contain up to 2 decimal positicns. Enter the routes in the order they were driven. To erase 20
erronous route entry, change the beginmng and ending odometer readings 10 zexo (0).
Date: Monday, September 26, 2022
Morning Routes (AM)
Route # Foute Type [Rowte Name (o you refevence, max 50 charscten) Odometer Stat Odometer Stop Tnimproved Miles
1 Day Students i o v Pk Op 1 T
Day Students [Rural Rowls 2 Jr High-School Students 6505 G601 5
3 Day Students I
] Day Studen:
Day Students
[] Day Students
Aftern Routes (PM)
Route # Rovte Type Route Name (for o 1o 30 characia) Odometer Start Odameter Stop Taumproved Miles
1 - Day Studenrs. 0 0 0
2 - Day Studenirs 0 0o 0
3 ~Day Smderrs
4 - Day Studeats
5 - Day Studeats
[ ~Day Studeuts

Be sure to elick the update burton below o record your changes

Update | [ Cancel

Retm 1o the Transp

To end this WebET arectly, be sure to Logaff and close your browser window

Continuing with the example, enter the following information for Monday:

e Route Name: This is different from the Bus Name. For example, Rural Route 2
Elementary Pick Up.
o Odometer Start: Odometer reading at beginning of route. For example, 8457
e Odometer Stop: Odometer reading at end of route. For example, 8509
e Unimproved Miles: Enter unimproved mileage traveled on route. This is not in
addition to total route mileage but is the portion of the total milage that is
unimproved. For example, 22
Additional lines are used to add mileage for each route that this bus has traveled on the
selected day.

Repeat Process for each day of the week and for each route. Press the Update button to
continue updating the week.

14
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US Bureau of Indian Affairs

‘WebET Intranet
Office of Indian Education Programs

User: demsse cunmingham (Denise Cunningham)
Level: School / Data Entry and Certification
School Year: 2022 - 2023

School: Ahfachies Day School

Vehicle ID Number (VIN): VIN123xyz
Bus Name: New Bus Example
Capacity: 54

Weekday Date Mileage Recorded
$/26/2022 144
927/2002 [}
282022 0
9/29/2022 L]
30/2022 0

Click a day of the week to record or edit the mileage for that day.

Return to the Transportation Main Menu

To end this WebET session correctly, be sure to Logefl and close your browses window.

The mileage you entered will populate on the correct row for the day data was entered.
Press Return to the Transportation Menu.

The screen will show a table that is populated with information that was previously
entered:

US Bureaw of Indian Affairs

‘WebET Intranet
Office of Indian Education Programs

User: denise cunningham (Dentse Cunmngham)
Level: School / Data Entry and Centification
School Year: 2022 - 2023

School: Ahfachkee Day School

Centifications Status Date
Sebosl Net Centied
ELO Not Cestified
co Nt Certified
Return to the School Main Meny
Bus Name Capacity [Day Student Mileage Recorded Mileage Recorded [Deletq
iz Vellow - Dissel il 46 na Delete
g Vellow- Chair Lift EV VINIZH 78 na [Delete]
Bus |- MicroBird VIN 1915151915 19 na
‘New Bus Example VINI23xyz 34 na Delete

Busees Foud: 4

+ Click the Bus Name to edit its basic information (Name, VIN and Capacity)

+ Click the bus name's carresponding Mileage Recorded fo edit / record daily mileage

+ Click Delee in the bus name's corresponding Delete colurn to remove the bus from this school year
« Click here 10 add 3 new bus to this schedule

Print blank D:

1t vehicle mileage forms for driver's use, Opene s separate printes. fiendly window - usé your broweer's priet function o ssad to a primsr. Nete: prints 5 dheste (sue per day) for 3 single vehiele Fomnatted fox porwait (narmal) pags oriestation

Brint blak Residenial vehicle muleage forms for driver's use. Opens a eparate printer-fiendly wanden - uae your browser's prict faucton 10 3end fo  prifer. Note: prins 1 sheet (£ & single das) for 8 single vehicle. Formatted for partrat (zommal) page erientaton
Return to the School Main Menu

To end this WebET session correctly, be sure o Lozoff and close your browser window

Press Return to the School Main Menu.
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ENTERING RESIDENTIAL MILEAGE

WebET accounts that were set up for residential halls or off-reservation dormitories can
also record Residential Mileage. To add mileage, click Edit Transportation Data
followed by Click here to add a new bus to navigate to the screen below.

US Bureau of Indian Affairs
W WebET Intranet

Office of Indian Education Programs
User: denise cunningham (Denise Cunningham}
Level: School / Data Entry and Certafication

School Year: 2022 - 2023
School: Crystal Boarding School

WebISEP Transportation - Add Vehicle
Vehicle ID Number (VIN):[ | (max 17 characters)
Bus Name: | | (for your reference; max 30 characters)
Capacity: I:l (maximum number of passengers)

To end this WebET session correctly, be sure to Logoff and close vour browser window.

Note that there are two columns for mileage: Day Student Mileage Recorded and
Residential Mileage Recorded.

US Bureau of Indian Affairs

‘WebET Intranet
Office of Indian Education Programs

unningham (Denise Cunningham)
/ Data Entry and Certification

e
00l

Sehool: Crystal Boarding School

Bus Name

Capacity
22

Micro Bird Wheelchair Lift VINexample1234
(Name, VIN and Capacity)
rded to edit / record daily mileage
column to temove the bus from this school year
s use. Opens o use your b 1o printer. Note: prnts  sheets (ome per day) for a single vehicle. Formatted for port normal) page orentaton.
Print blank Residential vehicle mileage forms for driver's use. Opens P sndov - e your toaprnter. Note: print 1 skeet (fr  single day) fr  single vedicle. Formatted for porrat (normal) page oiestation

Return to the School Main Menu

To end this WebET session corectly, be sure to Logoff and close your browser window.

To enter mileage, select the mileage number under the appropriate column.
“Residential Mileage Recorded” is used to report mileage that occurs four times a year,
for example, when picking students up from the airport or other commercial hub. “Day

Student Mileage” is used to report daily trips that occur during count week, for example,

trips from the dormitory to public school.

After pressing the “0” under “Residential Mileage Recorded,” the table below appears.
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US Bureau of Indian Affairs
WebET Intranet
Office of Indian Education Programs

el
Certification

WebISEP - Students Bus Mileage

odometer readings for the day in the table below. All odometer readings should be rounded to the nearest mile. (round .0 - 4 down, 5 - 9 up). Unimproved mileage may contain up to 2 decimal positions. Enter the routes in the order they were driven. To erase an

i beginning and ending ”
erroneous route entry, change the beginning and ending odometer readings to zero (0)

Residential Service Date: [ Gmddn)

Morning Routes (AM)

Route =

Route Type [Route Name (for yo e, max 50 characiers) Odometer Start Odometer Stop Caimproved Miles

Route Name (for 50 characiers) Odometer Start Odometer Stop Cuimproved Miles

Be sure to click the update button below to record your changes

Return to the Transportation Menu

Enter the following information:

Residential Service Date: Date students are picked up to be transported to

Residential Halls or Off Reservation Boarding Schools. For example, 09/01/2021.

Route Name: For example, students are picked up in Pendleton, OR and
transported to Chemawa Indian School. For example, Pendleton — Chemawa
Route. Only milage from the commercial hub to the school can be counted (not
the round trip.)

Odometer Start: Odometer reading at beginning of route. For example, 15,000.
Odometer Stop: Odometer reading at end of route. For example, 15,250.
Unimproved Miles: Enter unimproved mileage traveled on route. This is not in
addition to total route mileage but is the portion of the total milage that is
unimproved. For example, 50.

17



Press Update. The screen will show a table that is populated with the information that
has been entered:

US Bureau of Indian Affairs

WebET Intranet
Office of Indian Education Programs

User: denise cunningham (Denise Cunningham)
Level: School / Data Entry and Centification

School Year: 2
School: Crystal Boarding School

Statu: Da
ot Certfied
Certfied
Not Certfied

Return to the School Main Menu

[ Bus Name T VIN T Capacity [Day Student Mileage Recorded] Residential Mileage Recorded_[Deletd]
[ ‘Micro Bird Wheelchair Lift I VINexample1234 I 2 | 20 | 496 [Delete]
Busses Found: |
« Click the Bus Name to edit its basic information (Name, VIN and Capacity)
« Click the bus name's corresponding Mileage Recorded to edit / record daily mileage
« Click Delete in the bus name's corresponding Delete colum to remove the bus from this school year
+ Click here to 2dd 2 new bus to this schedule
Print blank Day Student vehicle mileage forms for driver's use printer el - & o priver. Note:privs . gl f ! page orienaton
Print blank Residential vehicle mileage forms for driver's use prnte - Note: pins 1 shee fr a single day) for a single vehile s

Return to the School Main Menu

To end this WebET session correctly, be sure to Logoff and close your browser window.

Press Return to the School Main Menu.
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COMMON DATA ENTRY MISTAKES

o Entering odometer start mileage that is less than the previous ending mileage.

e Entering total route mileage as unimproved. As noted above, unimproved
mileage is a portion of the total mileage unless the whole route is unimproved.

o |f a mistake is made, WebET does not allow you to proceed without correcting
the entry.

¢ |Is mileage for each bus route consistent for each day of week? If not, the driver
should include notes on the mileage sheet to indicate that parents picked up
children in the afternoon or — other reason that the mileage is not consistent.

In the example below, the mileage was incorrectly recorded for “odometer stop” and so
the “unimproved miles” are greater than the total mileage for the trip.

e US Bureau of Indian Affairs
w WebET Infranet
Office of Indian Education Programs

User: denise.cunningham (Denise Cunningham)
Level: School / Data Entry and Certification
School Year: 2022 - 2023

School: Ahfachkee Day School

WebISEP Transportation - Daily Bus Mileage

Please correct the following problem(s) and retry your update:
- AM Route #2: Unimproved mileage is greater than total route mileage.

Vehicle ID Number (VIN): VIN23xyz
Bus Name: New Bus Example
Capacity: 84

Please enter the beginning and ending odometer readings for the day in the table below. All odometer readings should be rounded ro the nearest mile. (round .0 - 4 down, .5 - .9 up). Unimproved mileage may contain up to 2 decimal
positions. Enter the routes in the order they were driven. To erase an erroneous route entry, change the beginning and ending odometer readings 1o zero (0).

Date: Wednesday, September 28, 2022

Morning Routes (AM)

Route # Route Type [Route Nare (for your reference, max 50 characters) Odometer Start Odometer Stop Unimproved Miles
1 Il - Day Students Rural Route 2 Elementary Pick Up 8089 E41 22
2 I - Day Students Rural Route 2 Jr_ High-School Pick Up 9041 9041 56
3 Il - Day Students 0 0 0
4 Il - Day Students 0 0 0
5 [l - Day Students 0 0 0
3 [[- Day Students 0 0 0

As a reminder, mileage for other trips is not counted (25 CFR 39.707). For example:

e Fuel and maintenance runs

e Field trips

e Medical emergencies

e Athletics and after-school activities
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CERTIFICATION REPORT

From the Main Menu press View/Print Transportation Certification Report.

US Bureau of Indian Affairs

WebET Intranet
Office of Indian Education Programs

User: denise.cunningham (Denise Cunningham)
Level: School / Data Entry and Certification
School Year: 2022 - 2023

School: Ahfachkee Day School

Transportation Data

1jeyodsued) JusapnIS 1399

Certifications Status Date
School Not Certified
ELO Not Certified
co Not Certified

Available Transportation Selections

Edit Transportation Data

View / Print Transportation Certification Report
Certify Transportation Report

Enter / Edit Transportation Cost Detail Data

>
<
(%]
(g
()
3

Session Control

[ Select a different School Year |

\ Logoff |
To end this WebET session correetly. be sure to Logoft and close your browser window.
The following screen will appear:
Printed: 7/24/2023 SY 2022-2023
Coitiion US Bureau of Indian Affairs OIEP
E{:o Page: 4

D53502 Ahfachkee Day School
Transportation Certification Listing - Vehicle Detail

VIN: VIN1235yz Bus Name: New Bus Example  Capacity: 84

Day AP Riet Type  Route Name Odometer Start Odometer Stop Mileage Caimprvd
Monday AM 1 T Rural Route 2 Elementary Pick Up 8457 8500 52
Monday AM 2 T RuralRoute 2 Jr High-School Srudents 9
Monday ™M 1 T Rural Route 2 Elementary to Home 53
Monday PM 2 T Rural Rowte 2 Jr. High-School Swdents 98
Tuesday AM 1 I Rural Route 2 Elementary Pick Up 52
Tuesday AM 2 I RuralRoute 2 Jr. High-School Pick Up 2
Tuesday P 1 I Rural Route 2 Elementary to Home
Tuesday M 2 I RuralRoute 2 Ji. High-School to Home

Wednesday AM 1 I Rural Route 2 Elementary Pick Up

Wednesday AM 2 I Rural Route 2 Jr High-School Pick Up

Wednesday M 1 I RuralRoute 2 Elementary to Home

Wednesday Y 2 I Rural Route 2 Jr High-School to Home

Tharsday AM 1 T Rural Route 2 Elementary Pick Up

Tharsday AM 2 I Rural Route 2 Jr High-School Pick Up

Tharsday M 1 I Rural Route 2 Elementary to Home 52

Thursday 1Y 2 T RuralRoute 2 Jr. High-School to Home [
Friday AM 1 T RualRoute 2 Elementary Pick Up 52
Friday AM 2 I RuralRoute 2 Jr High-School Pick Up 6
Friday PM 1 I Rural Route 2 Elementary to Home 52
Friday M 2 I Rural Route 2 Jr High-School to Home 62
Total 1216 77000

Day S sportation

Total Mileage Tuesday - Thusday: 684

Average Mileage Tuesday - Thursday: 128.00

Average Unimproved Miles Tuesday - Thursday: 15433

Boarding v Student Transportation
Total Mileage: 0
Unimproved Mileage: 0

All information entered will be shown:
e BusVIN
e Bus Name
e Bus Capacity
e Day
e Date
e AM/PM Route
e Route number
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Route Type (I-Instructional, R-Residential)
Route Name

Odometer Start

Odometer End

Total Mileage

Unimproved Mileage

Also Shown for Day Student Transportation and/or Residential Student Transportation:

Total Mileage Tuesday through Thursday

Average Mileage Tuesday through Thursday

Average Unimproved Mileage Tuesday through Thursday
Total Mileage — Residential

Total Unimproved Mileage — Residential

The status of certifications indicating School, ELO [now Education Program
Administrator (EPA)] and CO (certifying official) are also shown immediately under each
bus. After certification, these fields will be populated.

At the bottom of the certification screen are the signature lines:

Printed: 7/24/2023 SY 2022 - 2023

st
o
co.

US Bureau of Indian Affairs OIEP
Page: 5
D53502 Ahfachkee Day School
TRANSPORTATION SUMMARY & CERTIFICATION

1 certify that this transportation data was collected and completed by personnel instructed in and knowledgeable of ISEP transportation guidelines. The attached mileage data
accurately represents the school's transportation activity for the dates specified

Amap to illustrate and dacument each transportation route is maintained at the school.

Day Student Transportation

[VIN Average Day's Mileage Unimproved Miles Tmproved Miles
1 [VIN123xyz 228 154.33 73.67
[Totals 228 154.33 7367
v Student
VI Single Day's Mileage Unimproved Miles Improved Miles
[Totals 0 0 0
Principal's Name Signature Date
ELO's Name Signature Date
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Once all information is reviewed for accuracy and verified, the data is to be certified in
the following order:

1. School — Principal/Superintendent

2. ELO - Education Program Administrator (EPA)
Certification is done by pressing Certify Transportation Report. The following screen will
appear:

US Bureau of Indian Affairs

WebET Intranet

Office of Indian Education Programs

User: denise.cunningham (Denise Cunningham)
Level: School / Data Entry and Certification
School Year: 2022 - 2023

School: Ahfachkee Day School

Certifications Status Date
School Not Certified
ELO Not Cernfied
co Not Cerufied

1 certify that this transportation data
was collected and completed by personnel instructed in and knowledgeable of
ISEP transportation guidelines, The mileage data accurately
represents the school's transpertation activity
for the dates specified.

A map to illustrate and document each transportation route
is maintained at the school.

Click the CERTIFY button below to affirm the above.

Official will certify by pressing CERTIFY.
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CERTIFICATION DETAILS

A school official (Principal/Superintendent) and Education Program Administrator must
certify that the transportation data that is submitted was collected and completed by
personnel instructed in and knowledgeable about ISEP transportation guidelines and
regulations. Their attestation verifies that mileage data accurately represents the
school’s transportation activity for the dates specified and that the reported mileage
was accrued in the transportation of ISEP eligible students for ISEP eligible trips.

By certifying the report, the certifier also attests that a map that illustrates and
documents each route is maintained at the school.

Prior to the school official certifying the mileage data, the following checks are
recommended:
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e Is the vehicle an eligible vehicle? Mini vans and 15 passenger vans cannot be
used to transport students and are ineligible for funding.

e Is the correct bus VIN entered? School officials should verify the VIN through a
free online VIN check site such as https://www.nicb.org/. VIN-check websites can
also be used to verify if a vehicle is eligible for ISEP transportation
reimbursement.

e Are morning and afternoon bus routes mileage consistent? Route mileage
should be relatively the same. Changes to mileage may occur due to: route
changes, bus breakdowns, road closures, etc. If the mileage is not consistent, the
driver should have included notes on their mileage sheet to indicate that there
was road construction or another reason for the variance.

¢ Is mileage for each bus route consistent for each day of week and between
a.m. and p.m. routes? If not, the driver should include notes on the mileage
sheet to indicate that parents picked up children in the afternoon, road washout,
or other reason that the milage is inconsistent.

e Check Summary Sheet Mileage. Are the total Unimproved Miles and Improved
Miles equal to the Average Day’s Mileage? Errors may-occur if unimproved miles
are in addition to the daily mileage instead of being a portion of the day’s miles.

¢ Is mileage eligible for reimbursement according to 25 CFR Part 49?

After all data is verified and a School Official has certified and submitted the data, the
Education Program Administrator (previously referred to as “ELO”) will verify and certify
the submission.
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TRANSPORTATION COST DETAILS — AUGUST 1 REPORTING

All expense data related to student transportation for the preceding year is required to
be reported in WebET by August 15t

This reporting includes Cost Detail Data for expenses incurred by schools for
transportation activities that are not eligible for funding or reimbursement under ISEP.

For many schools, actual transportation expenses incurred throughout the year exceed
the ISEP transportation funding that they receive.

The purpose of this reporting is to establish a record of the actual cost for all student
transportation. This information will be used for the annual “Budget Justifications”
prepared by the BIE School Operations Budget Team. This report is sent to the U.S.
Congress and is used by the Appropriations Subcommittee to determine our annual
funding.

25 CFR § 39.720 Why are there different reporting requirements for transportation data?
In order to construct an actual cost data base, residential and day schools must report
data required by § 39.721 and § 39.722.

Press Enter/Edit Transportation Cost Detail Data to enter or edit data. The following
screen will appear:

n,.;,‘_"? 3 US Bureau of Indian Affuirs
e 11 Ca
w WebET Intranet
Office of Indian Education Programs
User: denise. i (Denise C )

Level: School / Data. Entry and Centification
School Year: 2022 - 2023

School: Ahfachkee Day School

Remurn to the School Main Menu

Transportation Cost Detail

Cost Category Line Ttems Total Cost

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

b A Vehicle Rates (lease, reatal, etc.)

. [Variable Vehicle Cos(s (exta-cumicular activities. speeial programs. medical services. etc)
Comercial Transportation Costs (commercial bus, train, airfare, etc.)

[Vehicle M Service and Fuel

Driver Costs
Meals and Lodzine (Students)
i zing (Staff)

(I N e

1

e

[Other Costs
Total

+|o|o|o|o|o|o|o|o|o]e

o Click the Category, Name to edit or add new line items
Print the Transportation Cost Detail Report, Opens a separate printer-friendly window - use your browser's print functior 1o send to a printer. Note® please fax a final copy of your report to your Line Offiee and Dr. Joe Hernn ar (202)-208-3271
Returmn to the School Main Menu

To end this WebET session correctly, be sure to Lozoff and close your browser window

Click on a Cost Category Name to edit or add new line items. Cost categories include:

e GSA Vehicle Rates: Lease or rental costs for GSA vehicles the school uses to
transport students.

e Charter Transportation Costs: Cost of transporting students when using a charter
service.
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Non-GSA Vehicle Rates: Lease or rental costs for non-GSA vehicles the school
uses to transport students.

Variable Vehicle Costs

Commercial Transportation Costs: Cost of transporting students to school when
using a commercial service. Typically used by residential halls and boarding
schools

Vehicle Maintenance Service and Fuel: Cost of vehicle maintenance, including
parts, labor, service contracts and fuel.

Driver Costs: Driver salaries

Meals and Lodging (Students): Costs incurred when meals and lodging are
provided for students.

Per Diem and Lodging (Staff): Costs incurred when per diem and lodging are
provided for staff when chaperoning students.

Other Costs

Report expenditures and cost data for each Cost Category and activity for which the
school incurred expenses during the previous 12 months.

Do not report this information for September count week. Cost detail data is
only input for the August 1 reporting.
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APPENDIX

I.  Day Student Vehicle Mileage Form for driver's use

Transportation

Instructional Data E

Il.  Residential Vehicle Mileage Form for driver's use

Transportation
Residential Data Enf
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