Instructions for mailing Parent Survey and/or Student Safe RO Utes

Travel Ta”y data to the National Center National Center for Safe Routes to School

(Revised June 2010)

Preparing your data to mail involves using the online system to generate cover sheets to attach to
your data. It will take you approximately 15 minutes to go through these instructions, provide the
information requested and generate the necessary cover sheet(s). Also, don’t be alarmed by the
number of pages in these instructions. They contain pictures of the screens you will be navigating
and some of the instruction sections apply to only certain users.

Data system overview. Please read

In early June 2010, the National Center for Safe Routes to School updated the online data collection
system. The following instructions walk you through the process of generating and printing the cover
sheet(s) that you need to include with the Parent Surveys and/or Student Travel Tally hard copies.
These cover sheets are needed for the National Center to process your questionnaires and ensure they
are assigned to the appropriate program and school.

One of the big changes is the newly designed cover sheets that are needed when mailing the Travel
Tallies and/or Parent Surveys. In the updated data system, you enter and update your program
information and school information directly online and then print the cover sheets. These new cover
sheets replace the old forms “Background Information Page” and the “School Information Page, which
you had to print and manually write your responses.

As you go through the online system, it is useful to understand that your program, school and
guestionnaire data are arranged in a hierarchy. The diagram below displays how programs, schools and
the Parent Survey and Travel Tallies are related in the data system. A local SRTS program can have one
or more schools in that program. Each of the schools in that program can contain Student Travel Tallies
and/Parent Surveys from one or more data collection periods.

Program->School->Travel Tally and Parent Survey Questionnaires Relationship
— Local SRTS program A
e School 1in program A
— Parent Surveys and/or Tallies at time 1
e School 2 in program A
— Parent Surveys and/or Tallies at time 1
— Parent Surveys and/or Tallies at time 2
- etc
— Local SRTS program B
* School 3 in program B
Parent Surveys and/or Tallies at time 1
Parent Surveys and/or Tallies at time 2
Parent Surveys and/or Tallies at time 3
- etc
— Local SRTS program C
e School 4 in program C
— Parent Surveys and/or Tallies at time 1
— Etc
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GETTING STARTED

Please follow these steps to send your completed Student Travel Tallies and/or Parent Surveys to
the National Center for Safe Routes to School for processing:

1. Collect information using the Student Travel Tally Sheet and/or the Parent Survey.

2. Gather all completed Tallies and Surveys hard copies sorting them by school and Travel Tally and/or
Parent Surveys for that school.

3. Identify the scenario below that best describes your situation and then follow the step-by-step
instructions as indicated.

WHICH SCENARIO BEST DESCRIBES YOU?

— lam new to the data system. | do not have a user account and | don’t believe anyone else
has included my local Safe Routes to School program in the data system. (Go to page 3 in this
document)

— lam new to the data system, but | believe my local SRTS program already exists in the data
system. (Go to page 12 in this document)

— lam areturning user and my local SRTS program already exists in the data system. (Go to
page 14 in this document)

— lam areturning user but | need to create a new local SRTS program in the data system. (Go to
pages 14 and 15 in this document and pay particular attention to Steps 1 and 2a)
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New Users

Instructions for scenario: | am new to the data system. | do not have a user account and | don’t believe
anyone else has included my local Safe Routes to School program in the data system.

Pages 3-11 describe the process you need to create the required cover sheets for your Student Travel
Tallies and Parent Surveys. Don’t be alarmed by the number of instructional page. These pages consist
of pictures and simple step-by-step text. After you navigate the data system a few times, you will find
generating and printing cover sheets to be easy.

Step 1: Create your user account.

Step 1a. First, go to www.saferoutesdata.org

Step 1b. Then, under the “New User” section, enter the requested information.

Step 1c. Next specify your activity by selecting, “/ want to enter data for a NEW program
with one or more schools.” Press Submit.

National Safe Routes to School Program Tracking System

Welcome to the National Center for Safe Routes to School's anline tracking system for local SRTS programs. This system provides a simple
way for users to enter and view data from their local Safe Routes to Schools programs, including school(s) in the program and data collected
using the standardized Student Travel Tally and Parent Survey guestionnaires

Tao enter your SRTS data, please create a New User account or log in if you are a returning user

RETURNING USERS - Please log in below.

E-mail:
Password: |
Forgot password?

FPlease nofe that the oniine systermn featurs that
automatically creates summary reporis ofthe Travel
Taily andfor Parent Survey data will be availabis by
the end of June

NEW USERS - If you do not already have an
count.

*First
Mame

*Last
Name

*E-mail
*Phone
*State; —Select— w

“Create a
Passward:

“Retype
Passward:

*Specify your activity (select one):

O lwant to enter data for a NEWY program
wvith one or more schools

O lweant to request permission to
add/update data for an EXISTING program or
school -0OR- view an EXISTING program ar
school's infarmation.
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Step 2: Create a local SRTS program in the online system which will be associated with the user account
you created in Step 1.

Step 2a. Provide your program contact person’s information
Then click the “Save & Continue to Funding History” button at the bottom of the

page.

Note: if you click the “Save Changes” button it will simply save and display the
information you just keyed. To continue, select the “Continue to Funding

. ”
History
You are signed in as Bill Test
Sign Out
———— Program Add Pl'ogram Information
Program Information
. Please make changes as needed to the information about this SRTS program. This infarmation will be associated with the schools in this
Funding particular program and corresponding data from the Student Travel Tally and Parent Surveys guestionnaires.
Activity

*Program Name:

Schools

School Information “Lead Organization:

Involvement *Crganization Type: |_gelect— v
Tally/Survey *City: |
Mail Data to ]
National Center "State! | Test State o
Enter New Data W
Zip Code:

or View Existing .
Add Time Period *Contact First Name:  |gill
My Profile *Contact Last Name:  |Tegt
My Account -

Contact Role: | —Select— i

Request Permission
"Contact Phone:  |agg-agg-agga

*Contact Email: :Etgst@umvc edu

@Cuminue to Fundingmy\‘

Save Changes

Helpful user tips:
1) Using the Save & Continue to...” button at the bottom of the pages will walk you through the
program and school information needed to generate and print the cover sheets that are required
when mailing your Parent Surveys and Travel Tallies.

2) The data system’s menu (located on the left) highlights your location as you navigate the web
pages. For example, when visiting Program Information, that option is shaded green.
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Step 2b. Select “Add Program Funding Info” then provide information about your local

SRTS program’s funding.
After entering the funding info, click the “Save & Continue to Activity” button.

Note: if you click the second button, “Save & View Funding History,” you are
taken to a page that shows the record you just created (screen display not
shown here). To continue to Funding Activity, either select “Edit” in the record
you created and then click “Save & Continue to Activity” button, or simply click
the “Activity” under the Program section in the left menu.

Bill's Sample Program

Ta select a differant program, view the Program List

Tio sl @ et el st St UL You are signed in as Bill Test

Program

Sign Out
Program Program Funding History
Program Information
There is no funding history for this program. Pledeg

Funding

Activity For more information on this program: Activity Info Pr

Schools

Scheol Infermation

Involvement

Tally/Survey

Wail Data to

Na al Center

Enter New Data

or View Existing

My Profile

Wy Account

Request Permission

Manage Users

>
4 s+ s L o ece e rtons e s srvnn s g
To select a different program, view the Program List N
To select a different schoal, view the School List You are signed in as Bill Test
Add Program Funding
Program Information ) ) ) .
Add new funding information for this program by completing the gquestions belo:
v

Schools
School Information

Invelvement

Tally/Survey
Mail Data to
National Center

Enter New Data
or View Existing

My Profile
WMy Account

Request Permission
Manage Users

View and Grant
Permissions

Prograrn Narne:

*The month and year when the program
data you are providing was current:

Is this prograrm currently part of either a
state or federally funded SRTS Program?

“Arnount of State or Federal
funding awarded:

Does this program receive other SRT3
funding fram different sources?
(mark each hox that applies)

|5 this program applying for either
State or Federal SRTS funds?

Does this program collect
additional SRTS-related data?

(for research or ewaluation purposes
beyond the Student Travel Tallies
andior Parent Sureys)

Bill's Sample Prograrn

—Select Month— % | —Select Year— %
—Select— v
[ Mot Applicable

[ Federal/State ex CMAQ, TE Funds
[ Local Government

[ Mon-Profits/Foundations

[ For-Profit Business/Organization

O Other

[ Dont Know
—Select— v
—Select— v

Save & Continus to Adtivity
Save & Yiew Funding History
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Step 2c. Select “Add Program Activity Info” then specify the activity(s) that have or will
occur as part of your program.

After marking the activities, scroll to the bottom of the Add Program Activity
page and click the “Save & Continue to School” button.

Bill's Sample Program

To select a different program, view the Program List

To select a different schoal, view the School

Program
Program Information

Funding
Activity

Schools

School Information
Involvement
Tally/Survey

Mail Data to
National Center

Enter New Data
or View Existing
My Profile

My Account

Request Permission

Manage Users
View and Grant
Permissions

Program
Program Information

Program ACtiVity History
There iz no activity history for this program. Pled

For more information on this program:

Add Program Activity

ou are signed in as

Please mark the box next to each specific actity that is or will occur as part of thisggrogram. Mark as many boxes as are applicable. This

Funding

Activity

Schools

School Information
Involvement
Tally/Survey

Mail Data to
National Center

Enter New Data
or View E

My Profile
My Account

Request Permission
Manage Users

View and Grant
Permissions
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Program Narne:

*Activity Info Current as
of:

Engineering:

Education:

information helps track the activities of this SRTS program.

Bill's Sample Program

—Belect Month— (% || —Belect Year— ¥

[ Sidewalks {construct, replace, repair or widen)

[ Accommodations for students with disabilities (irmprave)

[ Bicycle lanes (install, improve, of repair)

[ Off-road walkingfbicycling paths (construct or repair, or improve intersections with roads)

[ Crosswalks (install, improve, or repair)

[ Crossing refuge island {install)

[ Traffic calming (such as curb extensions, speed bumps/ hurmps, traffic circles, raised crosswalks, narrowing
lanes, etc.)

[ Speed monitoring and feedback devices (install permanent) (See Enforcerment far movable speed monitars)
[ Signs fhew or improved signs such as school zore, speed limits, crosswalk warning, etc.)

[[] Speed limit reduction near schools

[ Pavement or curb markings or lagends (install or imprave)

[ Bicycle parking (install, improve, or relocate)

[ Lighting finstall or improve)

[ Traffic contrals (new ar improved using traffic lights, signs, pedestrian signals, changes ta signal timing)
[ Pick up and drop off areas (redesign or change procedure to improve pedestrian safety)

[ Assessment (study walksbike routes for needed improvements)

[] School construction policy {changed to improve school site design, location selection, or renovations)

[ Other

[ Pedestrian and bicycle safety instruction

[ Pedestrian skills practice (simulated settings or realklife)

[ Bicycle skills practice (bike rodeo or training on-hiks)

[ Personal safety skills (such as how to deal with strangers)

[[] Safe driving near the schoal {targeted to parents and/or general public)

[ Bensfits of walking/bicycling (health, ervironmental and sustainable transportation benefits taught to
students and/or parents)
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Step 3. Add School Information.
Step 3a. Select “Add a School” to create the school(s) that are involved in your local SRTS
program.

Enter the school contact information and click the “Save & Continue to School
Involvement” button.

If you click the “Save Changes” button, you will see the information you just
entered and you can continue by clicking the “Save & Continue to School
Involvement,” which will appear on that page.

Bill's Sample Program

To select a different program, view the Program List

To selsct a different school, view the School List You are signed in as Bill Test

Sign Qut

Program School(s) Information

Progr Information . o R
There are no schools listed that are participating in the Bill's Sample Program progrdm. Please Add a School
Schools

Fu
School Information

Activity

Invelvement

Tally/Survey
Mail Data to
National Center

Enter New Data
or View Existing

My Profile
Wy Account

Request Permission

Manage Users
View and Grant
Permissions

Bill's Sample Program

To select a different program, view the Program List

To select a different school, view the School List You are signed in as Bill Test

Sign Out

\ 4

Program Add School Information
Program Information
R “Local Program: | Bill's Sample Frogram
Activity *School Mame:
Schools Address 1
School Information

Address 2:
Involvement
Tally/Survey City: Billile
WMail Data to “State [ Test Gtate 3
National Center
Enter New Data ZELE
or View Existing

Contact First Mame: g
My Profile - Last I
My Account ontact Last Hame: - [Test
Request Permission Contact Email:  |Brest@unive adu
Wanage Users [_save & Continue to School Involvement
View and Grant
Permissions
* Daaira o Fiald v
< >
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Step 3b. Select “Add School Involvement Info” to provide information about the school’s
grades and student enrollment.

After you have entered information for this school, click
“Save & Print to Mail Tallies/Surveys”

Bill's Sample Program

Sample Elementary

To select a different program, view the Prog 1 List
To select a different schoal, view the School

Program
Pragram Information

There is no involvernent information for Sample Elementary. Pl

Funding

P For more informa
Activity

Schools

School Information

Invelvement

Tally/Survey
Mail Data to
National Center

Enter New Data
iew Existing

or

Add

ime Period

My Profile
My Account

Request Per

Manage Users
View and Grant
Permissions

Ta select a different program, view the Prooram List
To select @ different school, view the School List

Program Add School Invelvement
Program Irformation

Funding Sohool Name:
Botivity *school Info Cument as of:
Sehools *#eademic School Year:

School Information

"How many students attend this school?
Inuelvemert

‘hat grades attend this school?

TallwiSurve
* ¥ (make estimate if necessary):

Mail Datato
Mational Center

Erter Mew Data
or Wiew Existing

idd Time Period

My Profile

My Rzeourt ‘Which grades are tangeted
by this SRTS program?

(make estimate if necessary)

Request Permission

Manage Users
wiew 3nd Grart
Permissions

# of Students in Grades
Targeted by SRTS:

Iz there 3 schooklewel 1eam helping
implement $RTS at this sohool?

(such 25 2 FTA, School Wellness Team,
SRTS Committee, etc.)

e other agencies or organizations
inwalwed in implementing this program®
(such as local govemments

. health departmerts, Safe Kids

. university or collage, stc)

School Involvement History

Sample Bementary

—Select honth— % || ~Select Tear— %

—Select— W

Check A1 | Check None

[ tindergarten [ 1
Os O
e (WET)
Chesk Al | Check None
[ kindergarten [ 1
Os O
I:l 1o I:l 1"
D Don't Know
—Salect— W
Salect— W

‘ Save & Fint to bl Talles/Survep e

n on this school: School Info

You are signed in as

Tou are signed in as il lest

Sign Out
O: O: Os
O; O¢ Os
Oz Ok O wnknown
O: Os: Oa4
O; O¢ Os
D 12 D Prak D Unknowr

Save & view School Involvement History

—
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Step 4. Create Travel Tally and/or Parent Survey sets in order to PRINT the cover sheets.

4a. Verify that the school you created appears in the drop down menu.

4b. Select “Add New Time Period.”
Note: If you have one or both questionnaire types (tallies and surveys), selecting
either one of the “Add New Time Periods” will take you to the same page.

Bill's Sample Program
SamplelElementary “ou are signed in as Bill Test
To select a different program, view the Pro. Sign Out
To select a different school, view the Scho.

Program test
Program Information  PRINT Travel Tally and Parent Survey Data Collection History
Funding When mailing the hard copies of your Travel Talies and/or Parert Surveys to the National Center for processing, you must complete and print one cover sheet per Travel
Tally set record anclior one cover sheet per Parent Survey set record. & set record is the group of the same guestionnaire type (Tallies or Surveys) for one school st one
time periocd
Stheigle Thiz page allows you to automatically creste and print the appropriste cover sheet.
School Ir mation
It ® Click "Add Mewy Time Period” under the Travel Tally and Parent Survey sections. The =et record(s) that are created will appear below.
* To print & set record cover sheet, check the appropriste box(s) in the "Print to Mail" column
» Click "Print Selected Records to Mail" button at the bottom of the page
TalyiSureey ® The printed cover sheet will provide instructions for mailing the data to the Mstional Center.
Mail Data to
Hational Center [

Enter Hew Data

or View Existing Schoal that collent

Travel Tallies or Parent Survey

Add Time Period All schaols in this program forwhich you have edit level accass will appearin list.
School not listed™ Click here to search existing schools.
My Profile Click here to dd neve school.

My Account -

Request Permission

Manage Users

rent Survey

Add Hew Time Peri

Mo survey records were returned.

Vigw Data Collection Details

For more information: Program Info School Info
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Step 4c. Next, re-verify that the school name in the drop down menu is correct.
Then, mark the check box next to the Student Travel Tally and/or Parent Survey labels.
The area for entering the Tally set and/or Parent Survey set information will appear.

Eill's Sample Program

Sample Elementary You are signed in as Bill Test
To select a different program, view the Program List Sign Out
To select a different school, view the School List

Program Add Time Period
Program Infermation
Sets will be visinle under the Student Arrival & Departure Tally and/or Parent Survey once they are created.

Funding

Activity SchoQll | Sample Elementary v

Schools Only schoals forwhich you have edit-level permission will appear in list,
School Information School not listed? Click here to searcl 19 schools

Click here to add new school

Involvement
| am submitting information g O student Travel Tallies
Tally/Survey L Parent Surveys

Mail Data to
National Center

Enter New Data [ Sawe & Printta Mail Tallies/Surseys ]

or View Existing

Add Time Period [ Sawe & Enter Online Tallies/Suneys ]

My Profile

My Account

. Cancel
Request Permission

Manage Users
View and Grant
Permissions

Step 4d. Enter the set information requested
Then, click the “Save & Print to Mail Tallies/Surveys” button located at the
bottom of the page. This navigates back to the “Mail Data to the National Center
(see left menu)

U SEIRLL ® UIETETIL SURIUUL, YIEVY (I DUTo0n List

Program Add Time Period
Program Information

Sets will be visible under the Student Arrival & Departure Tally andior Parert Survey once they are created.
Fur

g
Activity Schaol: | Sample Elementary w

Schools Only sehools for which you hawe editlevel permission will appear in list
School ot listed? Click here to Zearch existing schools

- .
School Information Click here to add new school

Involvement
I &m submitting information on;

udert Travel Tallies
Tally/Survey Parert Surveys

Mail Data to
Hati | Center

Enter Hew Data Student Travel Tallies

orView/Esisting #ivhat month and year was the majority of the | -Select Month-- % || -Gelect Year-

Add Time Period Studert Travel Tally forms collected?

At iz the approximate number of
R — classrooms &t this schoal that were
My Account targeted by this SRTS program?
enuestHermission Which period best describes the | -Select- v
- o program stetus when these

anage Users Student Travel Tallies were collected?
View
Per

nd Grant

hotes:

Parent Surveys

“What morth and yesr was the majority of the | -Select Month- || -Select Year-- »
Parent Survey guestionnaires were collected?

*How many Parent Surveys were distributed?
Which period best describes the | --Select-- b

program status when these
Parent Surveys were collected?
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NOTE: Need to create more than one school? If yes, repeat Step 3a-b for each additional school and
then repeat Step 4a-d for each Tally and/or Survey set. Once all your schools and corresponding sets are
created, continue with Steps 4e and 5 to print and mail all the cover sheets. To navigate to the page for
adding another school, click School Information in the left menu or select add a new school.
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Step 4e. Notice that the Student Travel Tally and/or Parent Survey you just created are
now visible on this page.

**Important** Verify that the check the box(es) are marked next to the set(s)
information that corresponds to the hard copies Travel Tallies or Parent Survey
you will be mailing to the National Center. This is particular important if you
have multiple sets for the same school.

Next, click “Print Selected Records to Mail” to generate a PDF file that contains
your cover sheet(s).

If the PDF file does not open, check to see if you have Adobe Reader installed op
your computer. To download a free copy of Adobe Reader please visit.
http://get.adobe.com/reader/

STEP 5. **PLEASE GO TO PAGE 24 FOR STEP 5.

BILS SANpPIE FIogianm
Sample Elementary

You are signed in as Bill Test
To select a different program, wiew the Frogram List Sl e
To select a different school, view the School List

Program PRINT Travel Tally and Parent Survey Data Collection History
Frogram Informstion

When mailing the hard sopies of wour Travel Tallies andfor Parent Surveys to the Mational Center for processing, ¥ou must complete and print one cover sheghpre Travel Tally set record andfor one cover

Funding shest per Parert Survey set recard. A set record is the group of the same questionnaire type (Tallies or Surveys) for one school 3t one time period
Setivit
Lol This page allows you to automatically create and print the appropriate cover sheet.
Fehools « Click "Add New Time Period” under the Trawel Tally and Parent Survey sections. The zet record(s)that are created will appsar®
School Information » To print @ set record cower sheet, check the appropriate box(s)in the “Print to heil” column
\nvolvernent « Click "Print Selected Records ta Mail” butten at the bottarn of the page

* The printted cover sheet will prowide instructions for mailing the data to the National Center.
Tally/Survey
Mail Datato Program:  Bill's Sample Program
Hatiorl Certer Sehol that collected th

chool that collected the | sample Elementary
Enter MNew Data Travel Tallies or Parent Surveys:
or Wlew Existing

ek Lacoess will sppear I 1L
£dd Time Period 20l

My Profile
My heoaurt

Request Permission

Manage Users

Wiew and Grart
Permissions

Add Mew Tirme Period

Date or
Frint to Mail School Name LCity  Time Period
Collected

Hof
Talliss Program Status

Sample Bementary  Billvile June 2010 0 Before Program

Parent Suris:
Ao New Time Period

Date or e
g FTEEIN E ity Time Period  *8 - Proaram Status
Collepted  2HM2YE

Sample Bementary  Billvile  June 2010 0 Befors Frogram

Frint Selected Records to hail
“iew Data Collection Details

For more information: Program Iofo School Info
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New User

For scenario: | am a new to the data system, but | believe my local SRTS program already exists in the
data system.

Step 1: Create your user account.

Step 1a. Go to www.saferoutesdata.org

Step 1b. Under the “New User” section, key the requested information.

Step 1c. Next, specify your activity by selecting, “I want to request permission to add/update
data for an EXISTING program or school -OR- view an EXISTING program or
school's information.”

**If someone has already created an account for the local SRTS program of interest, then

you will need to request access to the schools from the person listed as the local contact for

Step 2. Request permission by selecting the local program’s state and city that contains the
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that SRTS program. The following instructions describe how to request access.

National Safe Routes to School Program Tracking System

Welcome to the Mational Center for Safe Routes to School's online tracking system for local SRTS programs. This system provides a simple
way for users to enter and view data from their local Safe Routes to Schools pragrams, including school(s) in the program and data collected
uging the standardized Student Travel Tally and Parent Survey questionnaires.

To enter your SRTS data, please create a New User account or log in if you are a returning user.

RETURNING USERS - Please log in below.

NEW USERS - If you do not already have an

count.
E-mail:
i *First
Password. | Marne:
*Last
!
Forgot password? *E-mail:
Pigase nofe that the anline system feature that *Phaone:
automatically creates summary reports ofthe Travel! State: S =
Tally andfor Parent Survey data will he available by B ;
the end of June *Create a
Passward
"Retype
Password

*Specify your activity (select one):

O | want to enter data for a NEW program
with one or more ac.

O |want to requast permission to
add/update data for an EXISTING program or
school -OR- view an EXISTING program ar
schoal's infarmation.

school(s) of interest. Search by a school to refine your search as needed.

¥ou are signed in as Bill Sample
Sign out

Program Request Permission
Program Information
Use the search fields to identify which school(s) you would like to

Funding o

request permission to access
Activity

*| Test State ~
Schools
School Information * [=Select City— [v
Invelvement

—Select Schogk v

Tally/Survey
National Center
* Indicates a required field
Enter New Data
or View Existing

Add Time Period

My Profile
My Account
Request Permission
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After you select a state and city, the schools that are in the data system from that city will
appear.

Note: a local program can have schools in other cities, so if you want permission
for all the schools in a local program you will need to know the city/cities of that
school(s) and search within each city. Conversely, all the schools in a particular
city may not be associated with the same local program, so you will want to
review the school list returned by your search carefully.

Program Request Permission
Program Information N ) ) o
- Usze the search fields to identify which school(s) you would like to request permission to access.
unding
Activity *| Test State v
Schools * | Billville v
School Information
—Select School— v

Involvement

. 5 h for School
Tally,.'Suwey earch 1or ochools

Mail Data to

. R " Indicates a required field
National Center

Enter New Data The following schools matched your search criteria. Select the permission levels you need for each of the schoaols below
or View Existing and click on Request Permission.
Add Time Period School School City Program Name Permissi ested

My Profile
My Account

€5t permission for ALL schools in D
O Edit O View Only

Request Permission

Sample 2 Elem Billville Bill's Sample Program ( O Edit O Wiew Only @ Mo Access

Sample Elerentary Billvilla Bill's Sample Program O Edit O Wiew Only @ Mo Access

Clear Screen
Cancel

Step 2a. Using the radio buttons, select which school(s) you would like to access and
which permission level. Since you have data you want to add to a school, in most cases
you will want to select “EDIT” level permission.
“Edit” level permission give you the ability to add/edit data for a particular school.
“View only” level permission allows you to see, but not add or edit data for a
particular school.

Next, click the “Request Permission” button after you have marked the desired
permission level for each school.

An email automatically will be sent to the local program contact stating your
request. If you know the local contact person, you may want to email them as
well because on occasion the auto-generated request email is treated as spam.

After the local program contact person approves your request, you have the ability
to access the schools within the local program of interest. Please go to page 14 in
this document for instructions on generating and printing the Travel Tally and
Parent Survey cover sheets for the local program’s school(s).
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Returning Users
For scenario: | am a returning user and my local SRTS program already exists in the data system.

Pages 14-24 describe the process you need to create the required cover sheets for your Student Travel
Tallies and Parent Surveys. Don’t be alarmed by the number of instructional page. These pages consist
of pictures and simple step-by-step text. After you navigate the data system a few times, you will find

generating and printing cover sheets to be easy.

Step 1: Access your user account
Step 1a. First, go to www.saferoutesdata.org
Step 1b. Then, under the “Returning User” section, enter your email mail address and
password.
If you have forgotten your password, click the “Forgot password?” link.

National Safe Routes to School Program Tracking System

Welcome to the National Center for Safe Routes to School's anline tracking system for local SRTS programs. This systerm provides a sirmple
way far users to enter and view data from their local Safe Routes to Schools programs, including school(s) in the program and data collected
using the standardized Student Travel Tally and Parent Survey guestionnaires.

To enter your SRTS data, please create a New User account or log in if you are a returning user.

RETURNING USERS -Please log in below. NEW USERS - If you do not already have an

account.
E-mail:
“First
Passward: Name
m *Last
= Name
Fiease nole that the oniine system feature that “Phone
automatically creates summary reports ofthe Travel Syt o 3
Taily andfor Parent Survey data will be availabis by ’ ge
{he and of June *Create a
Passward:
*Retype
Password:

*Specify your activity (select one):

O lwant to enter data for a NEW prograrn
with ane ar mare schaals.

O want to request permission to
addfupdate data for an EXISTING prograrn ar
school -0R- view an EXISTING program ar
schoal's infarmatian.
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Step 2: Access your local SRTS program(s) in the online system.
Step 2a. Click on the name of the local SRTS program of interest.

15 of 24

**|f you are trying to create a new local SRTS program in the system, click “Add
new program” and proceed to Page 4 in this document for those instructions.

Sample SRTS Program

To select a different program, view the Program List

To select a different school, view the School List

Program

Program Information

Funding

Activity

Schools

School Information
Involvement

Tally/Survey

Mail rata to
National Center

Enter New Data
or View Existing

Add Time Period
My Profile
My Account

Request Permission

Welcome to the National Safe Routes to School Program Tracking
System

This main page shows the SRTS program you can access. To get stated, click the "Prograrm Name" of
interest to wiew or edit infarmation about that local program, the school(s) within that program and any
Student Travel Tally and Parent Surveys associated with those schools.

%ou have access to the following program(s):

Add New Program

City Last Updated Permission
Sample SRTS Program Xhapel Hill 06/22/10 Admin Level Permissions
ab’s friday test program /testville 06/18/10 Wiew Level Cnly

‘fou are signed in as Bill Sample
Sign Out
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Step 2a continued: Review your program contact information.

If no changes are needed, click the “Save & Continue to Funding History” button

Note: if changes are needed click the “Edit” button, make the necessary changes
and then click the “Save & Continue to Funding History” button

Sample SRTS Program

To zelect & different program, view the Proogram List
To select a different school, view the School List

Program
Program Information

Funding

Activity

Schools

School Information

Involvement

Tally/Survey
Mail Data to
Hational Center

Enter Hew Data
or View Existing

Add Time Period

My Profile
My Account

Request Permission

Manage Users

View and Grant
Permissions

Program Information

“ou are vieswing information for Sample SRTS Program.

The follovwving is the most recent program level information in the system faor this proc
corresponding data from the Student Travel Tally and Parent Surveys questionnaires

To select a different

Program Mame:
Lead Organization:
COrganization Type:

City:

State:

Tip Code:

Contact First Mame:
Contact Last Mame:
Contact Riole:
Contact Phone:

Contact Email:

program, click on Program List.

Sample SRTS Program

Sample SRTS Program
LocalRegional Government Agency
Chiapel Hill

Matth Caraoling

27510

Bill

Sample

Lead Organization

9198436794

bzampleghzre.unc.edu

Contitue ta Funding History

Contitive ta Activity History

Cancel
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Step 2b. Review and edit this program’s funding history and add new funding information.

To review and edit the most recent funding information, click the “Edit” link next

to the most recent month and year in the Date Current column.

Click the “Add Funding Status” text to add new funding information.

After editing/adding the funding info, click “Save & Continue to Activity” button.
Sample SRTS Program

To select a different program, viewy the Program List

To select a different schoal, viewy the School List

Program
Program Information

Funiding

Activity

Schools

School Information

Involvement

Tally/Survey
Mail Data to
Hational Center

Enter Hew Data
or View Existing

Add Time Period

Sample SRTS Program

To zelect a different program, view the Program Ligt
To zelect a different schoal, vievy the School List

Program

Program Funding History
Thiz iz the hiztory of the Sample SRTS Program program.

Each record belowe helps track thiz SRTS program's funding. Click on "Add Funding Status" to add

newy funding information or select "Edit” to change an existing entry.
Funding Status Info: A

I phte Current
1372 June 2010 Edit Delete View Only
1365 Wctober 2009 Edit /Delete  View Only

For more information on this program: Activity Info Program Info

Edit Program Funding

Program Information

Funding
Activity

Schools

School Information

Involvement

Tally/'Survey
Mail Data to
Hational Center

Enter Hew Data
or View Existing

Add Time Period

My Profile
My Account

Request Permission

Manage Users
View and Grant
Permissions

Edit funding information for this program by completing the guestions below.

Progratn Mame:  Sample SRTS Program

*The month and year when the program | June || 2010 b
data you are providing was current:

Iz thiz program currertly part of ethera | o v
state or federally funded SRTS Program?

“&mount of State or Federal [ 1wt Applicable
funding awarded:

Does this program receive other SRTS |:| FederaliState ex. CMAS. TE Funds
funding from different sources? D orelE - '
ocal Governmel

[mark each box that applies)
[ Man-ProfisFoundations
D For-Profit BusinessiOrganization

Other
D Don't Know
Iz thiz program applying for ether  |Yes v
State or Federal SRTS funds?
Does this program collect | Yes ~

additional ZRTS-related data’?

(for research or ewaluation purposes
beyond the Student Travel Tallies
andfor Parent Surveys)

~Save & Continue to Activity

[ Save & View Funding History ]

Cancel

You are signed in as Bill Sample
Sign Ot

Note: if you click the second button, “Save & View Funding History,” you are taken to a
Program Funding History page (shown above.) To continue to Funding Activity, either
select “Edit” and then click “Save & Continue to Activity” button, or simply click the
“Activity” under the Program section in the left menu.
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Step 2c Review, edit or add engineering, education, encouragement and enforcement

activities that have or will occur as part of your local SRTS program.

To review and edit the most recent activity history, click the “Edit” link next to the
most recent month and year in the Date Current column.

To add new activity data, click the “Add Activity Data” link.

Sample SRTS Program

To gelect a different program, view the Program List

To select a different school, view the School List rou are signed in as Bill Sample

Sign Ot

Program
Program Information

Program Activity History
This iz the history of the Samiple SRTS Program program.

Fundling

Activity Click on "Add Activity Data” to add mare information or chooze "Edit” to add more information . Each
e record below helps track the activities of thiz SRTS program and provides information about the

Schools

overall Mational SRTS Prockss
School Information Activity Data |nf0:
— _—

IDE D

Involvement

Tally/Survey

b 1110 Jyhe 2010 elete  View Only
Mail Data to
Hational Center 1103 Fesquary 2009 Edit/Delete  View Only

Enter Hew Data

or View Existing For more information on this program: Funding Info Program Info

Add Time Period

After marking the activities,\scroll to the bottom of the Add Program Activity page
and click the “Save & Continue to School” button.

Sample SRTS Program

To =elect a different program, viewy the Program List
To =select a different school, view the School List

Program
Program Information

Edit Program Activity

Please edit this record by marking the box next to each specific activity that is occurring or will occur sz part of this @

Funiding SRTS program.
Activity

Program Mame:  Sample SRTS Program
Schools

*Activity Info Current as of: | Jure || 2010 W

School Information

Involvement Enginesting: Sidevwvalks (construct, replace, repair o widen)
D Accommodations for students with dizabilties (improve)
Tally/Survey

Mail Data to
Hational Center

Enter Hew Data
or View Existing

Add Time Period

My Profile
My Account

Request Permission
Manage Users

View and Grant
Permissions

18 of 24

D Bicycle lanes (install, improve, or repair)

D Off-road walkingsbicycling paths (construct or repair; or improve intersections with
Crozzwalks (install, improve, or repair)

D Crossing refuge iskand (install)

D Traffic calming (such az curb extensions, speed bumps! humps, traffic circles, rai:
D Speed monitoring and feedhack devices (install permanent) (See Enforcement far r
D Signs (neww of improved signs such as school zone, speed limits, crosswalk warn
Speed limit reduction near schoaols

D Pavement or curb markings or legends (install or improve)

D Bicycle parking (install, improve, or relocate)

D Lighting (install ar improve)

D Traffic controls (new or improved using traffic lights, signs, pedestrian signals, che

D Pick up and drop off areas (redesign or change procedure to improve pedestrian s
=
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Step 3. Review the school info by clicking “View/Edit” in the “Information” column. This page
displays all the schools associated with the local SRTS Program. If you need to create a

19 of 24

new school, click the “Add New School” link.
Step 3a. Update the school contact information as needed.

Next, click the “Save & Continue to School Involvement” button.

If you click the “Save Changes” button, you will see the information you just

entered and you can continue by clicking the “Save & Continue to School
Involvement,” which will appear on that page.

Sample SRTS Program

To select a different program, view the Program List

) ’ e
To select a different school, view the School List fou are signed in a¢ Bill Sample

Sig Ourt
GLCLIELL School(s) Information
Program Information
) These are the schools paricipating in the Sample SRTS Program program. Select a schaool by clicking
Funding “igw or Ediit in the "Infarmation” column to access that school's contact. To add & school, select “Add Mew
Activity School" if this option iz available.
schools *ou have the following school-specific permissions:

School Information Add Hew School

Involvement

School Hame City Last Updated Permission

Tal!y.-Sunrey AL Browwn Primary Carrboro OEMTHM0 Admin Level Permizssions, View Edit
Mail Data to

Hational Center Elemertary School & Chapel Hill 061340 Addmin Level Permizssiong View Edit
EL L ] Elemertary School B Chapel Hil 05340 Achmin Level Permissiong  View Edit
or View Existing

Add Time Period Elemertary School & Chapel Hill 061340 Admin Level Permizsions View Edit

Elrummrmbran s Cabmnl B Clsanl Ll (G836 0 B el | el Pliminminme

Sample SETS Program
AL Brown P"maw You are signed in as Bill Sample
To zelect a different program, view the Program List Sign it
To zelect a different school, viewy the School List

GLCETEL Edit School Information
Program Information

*Local Program: | Sample SRTS Program

Funding
Activity *Sohool Mame: | A1 Brown Primary
Schools Addrezz 10 300 E Main Steet

School Information

Address 2
Involvement

*City: | Carboro

Tally/'Survey

LD to *State: | Morth Caralina b
Hational Center

Enter Hew Data Zip Code: | 27510

or View Existing
Contact First Mame: i
Add Time Period Austin

My Profile Cortact Last Mame: | Brown

My Account Contact Email | browni@hsre, unc. edu

Request Permission
q'éve & Contirue ta School Involvement

Manage Users

View and Grant Save Changes
Permissions
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Step 3b. Review and edit most recent history (grade and enrollment) for this particular
school, by clicking the “Edit” link next to the most recent month and year in the
Date Current column.

Click the “Add School Involvement ” link if you need to add new school
involvement data activity data.

Sample SRTS Program

AL Brown Primary

To zelect a different program, view the Program List
To select a different schoaol, viewy the School List

Program
Program Information

Funding
Activity
Schools
School Information

Involvement

Tally/Survey

Mail Data to
Hational Center

Enter Hew Data
or View Existing

Add Time Period

School Involvement History
This iz the history for the AL Brown Primary’s |

School Involvement Info; Add School Inwolvement Data

I = € Current

4236 (June 2010

4237

4235  January 2010 Ed

Delete  View Only
Delete  View Only

it Delete Wiew Only

For more information on this school: School Info

%ou are zigned in az Bill Sample

Sign Ot

olvemenrt in this program. To add more
involvement information, select "Add School Involvement Data".

The school name
in bold alerts
you to school in
which you are
working.

After you have entered/update the school grade and enrollment information, click
“Save & Print to Mail Tallies/Surveys”

Program
Program Information

Funding

Activity

Schools
School Information

Involvement

Tally/Survey

Mail Data to
Hational Center

Enter Hew Data
or View Existing

Add Time Period

My Profile
My Account

Request Permission

Manage Users

View and Grant
Permissions

Edit School Involvement

Schoal Mame:
*Schoal Info Current as of:
*Academic School Year:

*How many students sttend this school?

What grades attend this school?
(make estimate if necessary):

‘Which grades are targeted
bry this SRTS program?
(make estimate if necessary)

# of Students in Grades
Targeted by SRTS:

|z there a schoal-level team helping
implement SRTS at this school?

(zuch az a PTA, School Wellness Team,
SRTS Committes, etc.)

Are other agencies or organizetions
involved in implementing this program?
(zuch az local governments

, heatth departments, Safe Kids
,university or college, etc)

AL Browen Primary

June M| 2ma0
2010-2011 »

17

Check All | Check Hone
Kindergarten 1
5 &
e a4

Check All | Check Hone

D Kindetyarten 1
5 Os
o On
250 [ pont knaw
s v
es b

[ 2
O+
a2

[ 2
Ox
[P

3 4
Os Os
O prere O Unknown

[ 3 [l 4
Os O

O erek [ Unknawn

@ 1o Mail T allies/Surveys

[ Save & Enter Online T allies/Surveys ]

= e -
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Step 4. Create Travel Tally and/or Parent Survey sets in order to PRINT the cover sheets.
Step 4a. Verify that the school you created appears in the drop down menu.

Step 4b. Select “Add New Time Period.”
Note: If you have one or both questionnaire types (tallies and surveys), selecting
either one of the “Add New Time Periods” will take you to the same page.

Sample SRTS Program

AL Brown Primary i o
To zelect 3 differert program, view the Prograrm List
To select a different school, view the School List

Frogram PRINT Travel Tally and Parent Survey Data Collection History
Prograrm Irformnstion
When mailing the hard copies of your Trawvel Tallies andfor Parert Surveys to the Mational Center for processing, wou must complete and print one cower sheet per Trawel Tally se

Funding sheet per Parent Survey set recond. Aset record is the group of the same questionnaire type (Tallies or Surveys?) for one school gt one time period.
Ditivit
e Thiz page allows you to automatically cregte and prirt the appropriate cowver sheet.
Sehools . # Click "Add Mew Time Period” under the Trawel Tally and Parent Surwey sections. The set record(s)that are created will appear below .
Sehoal Infarmation = To print @ set record cowver sheet, check the appropriate box(s)in the "Print to Mail" column
Inwolvernent = Click "Print Selected Records to hail" button at the bottom of the page.

= The printed cover sheet will provide instructions for mailing the data to the Mational Center.
TallyfSurwey

Mzil Datato Progoaer sample 3RTS Program
Matiomal Certer
School that collected T i o Frim

Eriter Mew Data Trawel Tallies or Parent Surveys:
or Miew Exizting Allschooks btk progmm Brwhichyon ke edit ko | access willppear bkt
2dd Tirme Period School vot s el? C Ik bt ssluting schaols.

Click bt © o

My Profile

Mo Dot

Request Permnission

Manage Users iddd New Time Period

Wiew and Grarit

Fermissions Date or

Frirt to Mail School Hame City Time Period

Tallie Program Status
Collected 2125

D AL Brown Primary  Carmbore  $eptember 2009 5 Before Program

|:| AL Brown Pimary  Camboro  June 2010 1} tuid Program

Rarent Survey—

Add Mew Tirme Period

Date or

Frirt to Mail School Hame City Time Period 4 AL Frogram $atus
Collected ~ SHDEYE

|:| AL Brown Pimary  Camboro  September 2009 ) Before Program

|:| AL Brown Primary  Camboro June 2010 o Before Program
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Step 4c. Next, re-verify that the school name in the drop down menu is correct.
Then, mark the check box next to the Student Travel Tally and/or Parent Survey labels.
The area for entering the Tally set and/or Parent Survey set information will appear.

Sample SRTS Program

L EDeT (e ) You are signed in as Bill iple
To select a different prograrm, view the Program List
To select a different school, wiew the School List

Program Add Time Period

Program Information } . .
Sets will be visible under the Student Arrival & Departure Tally andfor Parert Survey once they are

created.

Activity
Schaol (AL Brown PFrimary v
Schools
Only SChoorE Tar e you have edit-level permission will appear in list.

School Information School not listed? Click here to search existing schools
Click here to add new school.

Funding

Involvement

7 | am subrmitting information g T student Travel Tallies
Tally/Survey O .
Mail Data to arent Sureys

N 1al Center

Enter New Data [ Save & Printto Mail Tallies/Surveys |
or View Existing

Add Time Period [ Bave & Enter Online TalliesiBurveys |

My Profile

My Account
Request Permission

Manage Users

View and Grant
Do =

Step 4d. Enter the set information requested
Then, click the “Save & Print to Mail Tallies/Surveys” button located at the
bottom of the page. This navigates back to the “Mail Data to the National
Center” (see left menu).

Program Add Time Period
Program Information
Sets will be visible under the Stucdert Arrival & Departure Tally andior Parert Survey once they are createc

Funding
Activity Schaal: | AL Brown Primary v
Schools Only schools for which you have editlevel permission will appear in list.

cehool It § School notlisted? Clisk hars to s=srch svisting schools
Schoolinformation Cligk hars to 2dd newrschool.

Involvement

| &m submitting information o 1] gyudert Travel Taliss

Tally/Survey [ parert surveys
Whail Data to
Hational Center

Enter Hew Data Student Travel Tallies

crlfienExisting “hat manth and yesr was the mejority of the | -Select Manth- % || ~Select Year- v
Add Time Period Studert Travel Tally forms collected?
et i the approximate number of
Profik
e classrooms at this school that were
My Account targetad by this SRTS program?

Request Permission
i Wyhich period best describes the | Select- -

program status when these

Manage Users Student Travel Talies were collected?

Vie ant
Permissions Motes:

Save & Print to Mail Tallies Surveys
Save & Enter Online Tallies/Surveps
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NOTE: For users who need to create cover sheets for Travel Tallies and/or Parent Surveys for other
schools within this local SRTS program, repeat Step 3a-b for each additional school and then repeat
Step 4a-d for each Tally and/or Survey set. Once all of your schools and corresponding sets are
created, continue with Steps 4e and 5 to print and mail all of the cover sheets.

Step 4e. The Student Travel Tally and/or Parent Survey you just created are visible on this
page and the corresponding check box is marked.

**Important** Verify that the check the box(es) are marked next to the set(s)
information that corresponds to the hard copies Travel Tallies or Parent Survey
you will be mailing to the National Center. This is particular important if you
have multiple sets for the same school.

Click “Print Selected Records to Mail” to generate a PDF file that contains your
cover sheet(s).

If the PDF files does not open, check to see if you have Adobe Reader installed
on your computer. To download a free copy of Adobe Reader please visit.
http://get.adobe.com/reader/

Frogram PRINT Travel TQ"y and Parent SUI'V'Ey' Data Collection HiStDI‘y
Frogram Imformmati on
‘When mailing the hard copies of your Travel Tallies andfor Parent Surveys to the MNational Center for processing, wou must complete and print one cower :

Funding sheet per Parert Survey set record. A set record is the group of the same questionnaire type (Tallies or Surveys) for one school 8t one time parod.
Diivit
L This page allows you to automatically create and print the appropriate cover sheet,
Sehools ) « Click "2dd Mew Time Period” under the Travel Tally and Parent Survey sections. The set recond(s)that are created will appear below.
Schoal Information » To print a zet record cover sheet, check the appropriate boxrz) in the “Print to hil" column
\rwol vernent « Click "Print Selected Records to Mail” button at the bottom of the page.

= The printed cower sheet will provide instructions for mailing the data to the Mational Center.
TallySurvey
Mzil Data to Program:  Sample SRTS Program

National Certer
School that collected the | A1 Brown Frimary w

Enter Hew Data Travel Tallies or Parent Surveys:
ar Miew Existing Algchook In ik prog ram Brwhkch o kae edit kel access will agear b 5t
i Sohool ot llsed? © ok kere © sarch &:0afing schools.
Add Time Period C ik b 18 0 adddl new sehool.
My Profile
e
M Bzcount
Request Permission
i Travel Tally
Manage Users add Mew Tirne Pericd

Wiew and Grant
Permiszions

Date or
Prirt to M3k Schoaol Hame City Time Period
Collected

AL Brown Primary  Cambore  September 2009 4

AL Brown Primary  Carmboro  June 2010

Parent Survey
Add New Tirme Period

Date or

Prirtto Wil School Mame  City  Tne Period el
Collected =~ =HMUEUS

D AL Brown Pimary Carboro  September 2009 q Befopé Program

June 2010 o

AL Brown Primarny Before Program

< | Frint Selected Records to Mail [ >
“ievs Data Collection Details

For more information: Program Info School Info
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Date cover sheet was generated: 06/21/10

SafeRoutes

Pragram Name: Bill's Sample Program
For NCSRTS use

%15

Travel Tally Set Cover Sheet

SetID School School Name Time Period Collected  # of Classrooms Targeted  Program Status
4384 4238 Sample Elementary June 2010 15 Before Program

Bill's Sample Program SRTS Program's Primary Contact
Contact name: Bill Test

Contact's email: Btest@univc.edu

Contact's phone: 999-999-9999

Preparing your forms for mailing

1. Place all the forms in a box or envelope in the following order:

A. Place this cover sheet atop all the Student Travel Tally forms from this school and the "Time Period
Collected.”

B. If you have Parent Surveys for this school, place the Parent Survey cover sheet atop all those surveys fram
this school and the “Time Period Collected”

C. Repeat steps A and B for each additional school and time period as needed

2. Mail all materials to: National Center for Safe Routes to School
Attn: SRTS Data Entry
730 Martin Luther King, Jr. Blvd,
Suite 300
Chapel Hill, NC 27599-3430

3. You will receive two emails from the National Center for Safe Routes to School: one when your data has been
received and the other email after the data have been processed. Processing will take approximately 4 weeks.

Date caver sheet was generated: 06/22/10

SafeRoutes Program ID: 310

Program Name: Sample SRTS Program
For NCSRTS use

fi]d ]3]

Parent Survey Set Cover Sheet

SetID School School Name Time Period Collected  # of Surveys Distributed ~ Program Status
D

1495 1869 AL Brown Prmary ~ September 2009 30 Before Program

Sample SRTS Program SRTS Program’s Primary Contact
Contact name: Bill Sample

Contact's email: bsample@hsre.unc.edu

Contact's phone: 9138436794

Preparing your forms for mailing

1. Place all the forms in a box or envelope in the following order

A. Place this cover sheet atop all the Parent Survey forms from this school and the "Time Period Collected.”

B. If you have Travel Tallies for this school, place the Travel Tally set cover sheet atop all those tally forms from
this school and the "Time Period Collected”

C. Repeat steps A and B for each addifional school and time period as needed

2. Mail all materials to: National Center for Safe Routes to School
Attn: SRTS Data Entry
730 Martin Luther King, Jr. Blvd,
Suite 300
Chapel Hill, NC 27599-3430

3. You will receive two emails from the National Center for Safe Routes to School: one when your data has been
received and the other email after the data have been processed. Processing will take approximately 4 weeks:

Step 5. After you have printed the cover sheet(s) prepare your forms for mailing by arranging them as

follows:

1. Place all the forms in a box or envelope in the following order:
A. Place the Student Travel Tally cover sheet atop all the Student Travel Tally forms from the
correct school and the correct "Time Period Collected."
B. If you have Parent Surveys for this school, place the Parent Survey cover sheet atop all
those surveys from this school and the "Time Period Collected"
C. Repeat steps A and B for each additional school and time period as needed.

2. Mail all materials to:

National Center for Safe Routes to School

Attn: SRTS Data Entry
730 Martin Luther King, Jr. Bivd,

Suite 300

Chapel Hill, NC 27599-3430

3. You will receive two emails from the National Center for Safe Routes to School: one when your
data has been received and the other email after the data have been processed. Processing will

take approximately 4 weeks.
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