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Compass Routing: Tiering Overview

What is Tiering?
Tiering in Compass is the process of combining Runs and turning them into Routes. 

What’s a Run?
In Compass, a Run is a set of directions that a bus operator uses to navigate. In general, a Run provides 
detailed instructions on:

• When to leave the depot
• How to drive (directions) to the first pick up location
• When to arrive at the first pick up location
• Who to pick up at the first location (names of students)
• How to drive (directions) to the last drop off location
• When to arrive at the last drop off location
• Who to drop off at the last location (names of students)
• How to navigate back to the depot
• When to arrive back at the depot

In a normal school situation, the bus driver will typically have 2 types of Run: 

1. An AM Run where the driver navigates from the depot to the students’ homes or corner stops for 
pickup, then drops off the students at the school before heading back to the depot.

2. A PM Run, where the driver navigates from the depot to the school for pick up, then drops off 
the students of at their home or corner stops before heading back to the depot.

What’s the best practice for creating a Run in Compass?
When you’re creating your Run in Compass, it’s best practice to group them by School, and separate 
them by AM and PM. For example, if you have 10 different schools in your district, then you should have 
10 AM Runs, and 10 PM Runs.

When naming your Runs in Compass, you should follow the convention of BUS# - SCHOOL – AM/PM. 
For example, if we had a school named John Doe Elementary, and we had bus 23 to service that school, 
then we would create 2 Runs with the names:

• 23-JDE-AM
• 23-JDE-PM

Noticed we short-formed the name of the school. By naming the Runs like this, we have a clear idea as 
to which vehicle is servicing the Run, what school is being serviced, and when the Run is effective (AM 
or PM). 
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So how does a Run differ from a Route then?
At it’s core, a Route is simply a linking of several Runs. 

Where Runs provide directions from depot to school and back to depot, a Route will provide directions 
from the depot to Run 1, then Run 2, and continue providing directions to the last Run, before bringing 
the driver back to the depot.

If you look at Routes vs Runs from a driver’s point of view, you can imagine Routes as the driver’s 
assignment for the day. When a bus driver comes into the transportation office, he/she is given 
instructions on which bus to take, which students to pick up, and which schools to drop the students off 
at. 

If the Route is the assignment, then consider the Runs as the different segments of the assignment. An 
over simplification of how Routes and Runs behave can be shown in the diagram below: 

As you can see in the example, a Route links all the Runs together, and provides directions from one Run 
to the next.
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The Tiering Module
Now that you know the fundamentals of Routes, and how they relate to Runs, you’re ready to create 
them in Compass. To do this, you’ll need to enter the Tiering Module of Compass.  To enter the Tiering 
Module, click on the Tiering button in the Compass Routing navigation bar. 

Creating a Tiering Plan

The first step in creating a Route is to start with creating a Tiering Plan. A 
Tiering Plan is like a file folder or container to hold your Route information. 

To create a new Tiering Plan, click on the Tiering Plan File Menu and select 
New. Next, you’ll need to give your Tiering Plan a name. 

m ooe:m

As mentioned, a tiering plan is like a “file” containing your route 
information. Your Tiering Plan will contain several routes, for several 
buses in your fleet. As such, you should consider naming your tiering 
plan based on the current use case. 

For example, if you’re creating routes for the upcoming regular school 
year, then you could name your Tiering Plan as "SY 2016-2017". Or if 
you’re creating routes for the extended school year (summer school), 
then you could have a plan called "ESY 2017".

If your routes for regular and extended school years don’t differ, then you can simply name your 
Tiering Plan as your school. For example, "John Doe Elementary Tiering Plan".

Once you’ve created your Tiering Plan, you’ll see the name of your Tiering Plan in the top right corner of 
the Tiering Module. Your Tiering Plan at this point is empty, and will need to be populated with data in 
order to create your routes. 

Before you do that, you’ll need to first Save and Lock your plan. Compass requires that you lock your 
plan after saving it for the first time. Locking prevents other users who are currently logged into Compass 
from editing your Tiering Plan, and is necessary if you want to make further edits to the plan. 

• To Save the plan, click on the Tiering Plan File Menu and select Save. 
• To Lock the plan, click on the Tiering Plan File Menu and select Lock for Editing. 
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Populating your Tiering Plan
Now that you have a blank Tiering Plan created and saved, it’s time to fill it up with data. There are 2 
ways to fill your Tiering Plan with data:

• By adding Runs manually
• By using the Tiering Wizard

Adding Runs oo Tiering Plan Manually
1. Go to the Search menu and select Run(s). The 

Tiering:Search Runs window opens. 
2. [Mandatory] Select the Scenario you created your 

Runs in. 
3. [Optional] Select the Schools you want to include. If 

you want to include all Runs, for all Schools, in your 
Tiering Plan, you can ignore this filter. 

4. [Use the additional filters for Depots, Run 
#, Vehicle #, etc. If you are building your 
Tiering Plan with specific Runs. Otherwise, 
leave the filters blank to add all Runs. 

5. Click Find. The Runs will show up in the 
Results grid below. 

6. Check the Runs you want to include, or 
select the Check All option to include every 
Run in the Tiering Plan. 

7. Click Add to Scheduler to add your Runs to 
the Tiering Plan. 

8. Your Tiering Plan will populate with all the 
Runs you’ve added. 

Adding Runs Using ohe Tiering Wizard
1. Go to Utilities and select Launch Wizard. The Tiering Wizard appears. 
2. Select (2nd option) Generate Tiering Plan Based On Route Builder Information.
3. [Mandatory] Select the Scenario you created your Runs in. 
4. [Mandatory] Select the Depot you want to import Runs for. 
5. Click Finish. The wizard will add every Run (from the selected Scenario) to the Tiering Plan.

m ooe:m

When using the wizard, you cannot choose which Runs you want to add to the plan. The wizard 
will add every Run from the chosen Scenario. 

[Important] After you’ve added your Runs to the Tiering Plan, make sure you Save your work! 
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Opening a Tiering Plan
So you've Created, Saved, and Locked your Tiering Plan. It would make sense if you could Open your 
Tiering Plan once again after you've closed it. But before you learn how to Open an existing Tiering Plan, 
you’ll need to understand the significance of the Tiering Plan Effective Date. 

Whao is ohe Tiering Plan Effective Daoe?
By default, when you create a Tiering Plan, you make it effective “immediately”. This means, you expect 
to use it right away. Any Routes you create become effective for the date the plan was created. The 
Tiering Plan effective date is the same as the Tiering Plan creation date in this case. For example, if you 
created a new Tiering Plan on August 4th, then the Tiering Plan became “effective” on August 4th. 

However, there may be instances where you’ll want to create a Tiering Plan for a “future” date. This may 
occur during the summer months while you’re planning for the upcoming school year. For example, if 
your school year starts on September 1st, but you’re making your routes (for the upcoming year) on July 
1st, then you’d have a creation date different than the effective date. Your create date would be July 1st, 
and your effective date would be September 1st. 

How do you creaoe a Tiering Plan in ohe fuoure?
Whenever you open the Tiering module in Compass, your Tiering Calendar points to the current day. By 
default, any plans you create become effective for the current date. 

If you want to make a Tiering Plan effective in the future, then simply click on the date you want the plan 
to be effective. A dialog box appears asking you to create a plan. Click OK and proceed with creating and 
saving your plan.

How do you open a Tiering Plan?
1. Go to the Tiering Plan File Menu and select Open. A list of available Tiering Plans appears in a new 

window.

mWAR N N:s

Because Compass Tiering only displays the Create, Modified and Locked dates, there is no way of 
knowing what the effective date of a Tiering Plan is if it’s saved in the future. You cannot open an 
existing Tiering Plan if you don’t know which date it became effective. 

To help prevent any issues or errors, it’s best practice to name your Tiering Plan with the 
effective date. For example, if you have your plan effective for Sept 1st, then you should name 
your Tiering Plan something like "Gen Ed SY 2016-2017 – Eff 01 Sept 16"
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2. Find the Tiering Plan you want to open. In our 
example, we want to open the 2016-2017 Semester 1 
– 04 Aug 16 Tiering Plan.

3. Take note of the Tiering Plan Created Date or the 
Effective Date. In this example, the creation date is the 
same as the effective date. 

4. Write the dates down. 
5. Close the Tiering Plans window.
6. On the Tiering Calendar, select the create or effective 

date (04 Aug 16 in this example). A dialog box appears. 
Click OK.

7. The Tiering Plans window appears once 
again. Find your Tiering Plan from the list 
and click on [Open]. The plan opens.
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Opening and Replacing a Tiering Plan
SNTUATNO 
You’ve created a Tiering Plan at the beginning of summer. However, after starting the school year, you 
had some changes to the Runs (some students got removed, you’ve added new stops to the run, you’ve 
changed bell times, etc.). You want to update the existing Tiering Plan with the latest information, and 
you don’t want to rebuild the plan entirely.

SOLUTNO 
In this case, you can Open and Replace your tiering plan with the latest data from Compass Routing 
without having to recreate all of your work. To do this: 

1. Go to Tiering Plan File Menu and click Open.
2. Find the plan you want to open. You can ignore the create date in this case. 
3. Click [Open]. You’ll get a dialog box telling you that there isn’t a Tiering Plan for the selected date. 

This is expected, since you’re trying to open a Tiering Plan from a previous date, and you haven’t 
selected that date on the calendar. 

In this case, you want to replace everything on your Tiering plan with the latest data. Click OK to 
launch the Tiering Plan Wizard. 

4. Select (1st option) Update tiering plan based on most recent data available and click Next. 

5. A window tells you about Compass Routing’s most recent date. This means that the data in 
Compass is current to that date. You can use that date, or you can enter your current date with 
the Use Specific Date option. Click Finish to open the Tiering Plan. Your plan will now contain the 
most up-to-date Runs. 
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Reviewing Your Tiering Plan
Now that your Runs have been added to the Tiering Plan, you will need to review them to check for any 
issues and inconsistencies before you can start converting them to Routes. 

Undersoanding Basic Run Colors
When you add your Runs to the Tiering Plan, your Runs appear on the Timeline represented by “colored 
bars”. There are 3 basic colors on the Timeline: Orange, Yellow and Grey.

Yellow
Yellow represents the actual Run Time. This is the time from the first pick-up to the final drop-off. The 
Run Time comes directly from Route Builder, and does not include the time it takes to leave and return 
back to the depot. That time is considered dead-head time.  

Orange
Orange represents the dead-head travel time. This is the time the vehicle takes to travel from depot to 
the first pick up, and the time it takes from the final drop off back to the depot. Essentially, this is the 
travel time before and after the actual Run. You should always see dead-head appear in pairs on the 
Timeline (one before and one after the Run time). 



Compass Routing: Tieringp. 9

Nray
Grey represents an Invalid Run. This means the Run got edited after it was added to a saved Tiering Plan. 
For example, if you saved a Tiering Plan previously, and you removed a stop from the Run (after you've 
initially saved it), the Run would appear gray on the Timeline telling you it's invalid. 

Updating a Nrey Run
When a Run displayed on the Timeline is gray, it means the Run is invalid and needs to be resolved once 
again in Route Builder. 

In Route Builder, send the Run back to the Workspace and re-generate directions. After you've saved 
your Run, head back to Tiering to Update the Run. 

There are 2 ways to update the Run in Tiering:

Updating a Single Nnvalid Runs
If you're only updating a single invalid run on the Tiering Plan, you can do so by Right-clicking the invalid 
run and selecting Update. The Run will change colors from Grey to Yellow and Orange, representing a 
valid Run. 
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Updating Multiple Nnvalid Runs
If you're updating several invalid Runs on the Tiering Plan, you can use the Tiering Wizard. Select option 
1 (update tiering plan based on most recent data available). 

In step 2 of the wizard, instead of using the system generated date, choose the option to Use Specific 
Date and select your current date. Click Finish. Your Invalid Runs will change to Valid Runs. 

Moving Runs Around
One of the most important aspects of creating a Route is ensuring that your buses are able to service 
your schools in the most efficient manner possible. It wouldn’t necessarily make sense to send a bus 
out to do a run from 8:30am to 9:00am, then book another run from 9:00am to 9:30am for that same 
driver. By the time the driver finishes the first run at 9:00am, there may not be enough time to get to the 
second one. 

When you’re creating hundreds of Runs in Route Builder, it isn’t always easy to track whether you’ve 
double booked buses. Fortunately, that’s where Tiering comes in. The Tiering Timeline can show any 
Runs that have overlapping times. Take look at another example: 

We see here that we’ve added two morning Runs to Vehicle 5. The first run goes from 7:26am to 
8:15am. The second run goes from 8:10am to 8:35am. We can clearly see on the Timeline that these 
two Runs are overlapping.

Obviously, this is an issue because it’s impossible to start the second run if the driver hasn't even 
finished the first one. With Tiering, it’s easy to spot these mistakes and resolve them. We can Move and 
Re-assign Runs from one vehicle to another. 

There are 2 ways to Move or Reassign Runs from one vehicle to another

• Drag and Drop
• Find and Move
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Drag and Drop
If you are only working with a few Runs on the Timeline (less than 10), then an easy way of moving Runs 
around is by dragging and dropping them. In the above example, Vehicle 50 has only 1 Run in the AM. 
Notice that the actual Run time on Vehicle 50 (the yellow bar) ends before the second Run of Vehicle 5 
starts. This means from a time scheduling point of view; Vehicle 50 could take on the second Run. 

To do this: 

1. Go to the conflicting Run. In this case, Vehicle 5’s Run #2.
2. Left-click and drag the yellow bar from Run #2 onto Vehicle 50’s row.

3. Confirm that you want to move the Run and create a new revision. Click OK on the dialog box. 
The Run now shows up on the other vehicle. 

Move Runs
If you have every Run on your Timeline, it might be difficult 
to drag and drop Runs from one vehicle to another. There 
is another method of reassigning Runs suited for Tiering 
Plans with more than 10 Runs. This is the Find and Move 
method. To do this: 

1. Find the Run you want to move. 
2. Right-click on the yellow bar and select Move. 
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3. A dialog box appears asking if you want to move the Run and create a new revision. Click OK. 
4. Your Run will appear on the new vehicle.

Generating Directions
Now that you've added your Runs and reviewed the Timeline for any errors, it's time to start linking the 
Runs together. To do this, you'll need to Generate Directions on your Tiering Plan. 

To Generate Directions: 

1. Go to Utilities on the Tiering Plan navigation bar. 
2. Select Generate Directions.
3. A dialog box appears. You'll get a message letting you know that directions will be generated for 

any runs more than XX minutes apart. This value (for XX minutes) can be changed in Tiering Plan 
Settings.

In the example below, the value is 
60 minutes. This means, if the time 
between 2 consecutive Runs is less 
than 60 minutes, the Route sheet 
will not provide directions back to the 
depot. It'll instead tell the driver to 
remain on the road. If the time gap is 
greater than 60 minutes, the Route 
sheet will provide directions back to 
the depot. 
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4. Click OK to continue. 
5. You'll see another dialog box telling you that the directions were generated. Click OK. 

Your Tiering Plan will update with directions generated. Any vehicles that had 2 or more consecutive 
Runs will have the Timeline updated. Take a look at the following example. 

Prior oo Nenerating Directions
Vehicle 50 has 2 Runs in the morning. They appear as 2 separate rows on the Timeline. 

After Nenerating Directions
Vehicle 50 now has a single row. The 2 separate Runs now appear together as a single Route on the 
Timeline. Notice the new color on the Timeline. The turquoise color represents Standby Time, and is used 
to link the 2 Runs together. 

With the Standby Time in effect, the Route looks something like this now:

1. Leave depot at 7:36 AM and arrive at the first pickup location for Run#1 by 7:44 AM
2. Drop off the final student of Run#1 by 7:55 AM.
3. Standby from 7:55 AM - 8:01 AM (don't return to depot)
4. Begin heading to Run#2 to get to the first pickup by 8:10 AM
5. Drop off final student of Run#2 by 8:35 AM
6. Leave school of Run#2 by 8:35 AM to be back in the depot by 8:51 AM
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Adding Inspection Times
When you create your Routes, you might want to consider adding time for the drivers to perform pre 
and post-trip inspections. Primarily, this will let the drivers know when they should be at the depot to 
allow time to perform a pre-trip inspection in the morning, and how long they should remain at the depot 
to allow time to perform a post-trip inspection in the afternoon. The time it takes for a pre or post-trip 
inspection can be changed in Tiering Plan Settings.

To add Pre and Post-trip inspection times to the Tiering Plan, go to Utilities and select Add Pre/Post Trip 
Time.

A dialog box appears. Click OK. Your Tiering Plan will now include 2 new color bars (green) representing 
the additional time required to do a pre and post-trip inspection. 

Tiering Plan Settings
You've seen how to add pre and post-trip inspection times to the Tiering Plan, and how Generate 
Directions can link 2 consecutive runs that are less than XX minutes. Let's now take a look at how we 
can change these settings to suit your needs:
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m ooe:m

This guide only covers the basic Tiering 
Settings: Time to generate runs, Pre/Pos 
Trip Duration, and Scheduler Interval. 

1. Go to Settings on the Tiering navigation 
bar. The Settings window opens. 

2. Go to the first field, Max Time Between 
Runs to Generate Directions and enter 
your value.

3. Go to the Pre-Trip Duration fields and 
enter your values for Pre-Trip inspection 
times.

4. Enter your Post-Trip Duration times. 
5. Click OK when complete.

Completing Your Routes
Now that you've generated directions, you're ready to complete the process of building your Routes. This 
invovles naming your Routes and giving them an effective date. 

Edio Rouoe Deoails
1. To edit your Route Details, hover your 

mouse over the Route Details box on 
the Timeline. The Route Details window 
appears. 

2. Click Edit Details.
3. The Route Details Edit window appears. 

Give your Route a name, and if applicable, 
an effective date. Click Apply when 
finished.  

4. Save your work once you're done.
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Viewing Rouoes in Rouoe Builder
After you've given the Route a name, you can view it in Route Builder. Go to the Routes tab on the 
navigation bar and do a search for all Routes. You'll see the Routes appear on the grid as well as on the 
map. 

To generate Route based reports, select them from the Available Reports drop-down and click View 
Report 


