
 

Work Flow for Summer Programs 

Prepare data for the Summer Program 

1. In the main/live scenario, enter all students who will be involved in the summer program.  

Use their current school of attendance.  Summer school of attendance will be changed in 

a later step. 

2. Create a new summer scenario.  See Copy Scenario section in the Compass Training 

Manual for step by step instructions.   

NOTE:  when selecting the data to include in the Summer Scenario, don’t include the 

Runs from the Live scenario.  Runs may be selected and exported from any scenario to 

the summer scenario later. 

3. Search for each student attending a summer program.  Add their Summer School to their 

student record.    

 Make sure to update each student record.   

4. When all students have their Summer School entered in their student record, search for 

all students attending summer school by: 

a.  In the Students Tab, click on the down arrow in the Schools box: 

 

b.  Change the selection from Attending School to Summer School 

 

c.  Select from the list of schools the summer schools with students assigned who will 

need curb to curb stops. 



 

 

NOTE:  In the Students Tab grid, the students “Attending School” will be the school 

listed. 

Creating Curb to Curb Stops for Summer Programs 

5. Put a check mark in the box in front of every student’s name who will need a curb to curb 

stop. 

  

6. Click on  to open the Create Curb to Curb Stops dialog. 



 

7. Complete the form noting the highlighted fields to change. 

 

NOTE:  Because Compass creates stops for the individual students, all students may be 

created in one action.  Compass will create the stop using the summer school information 

in each student’s record. 

8. In the stops tab, select the summer schools used to create the stops.   

9. Enter effective dates for the new stops.  For example, if the stops were created using an 

effective date of 6/20, enter an effective date range between 6/19/2016 and 6/21/2016.  

 

10. Select AM stops only.   Click Find.  



 

11. Bulk Update the AM stops with the correct bell times.  (May be Manually entered if the 

bell schedule for summer programs isn’t in the Schools table.) 

 

Example of AM stop Results: 

 

 

 

 

 

 

 



 

12. Search for the PM stops and Bulk Update those stops for the drop off. 

 

Example of PM Stop Results: 

 

 

 

 

 

 



 

Convert a stop for summer 

If neighborhood stops are needed for summer runs, any stop in a correct location may be 

edited to be used for the summer program. 

1. Locate the stop to be “repurposed” for summer school. 

 

2. Click on Update.  The Existing Stop dialog will open. 

3. Change the times from normal school year times 

 

 to summer school times for the drop off. 

  

4. Change the effective date to the same date used for any other stops created for the 

summer program.  If the date isn’t changed, the stop won’t be added to the search for the 

summer stops. 

5. If appropriate, change the Program from Gen Ed to Special Ed. 

 

NOTE:  The user make changes in the Summer Scenario/Practice Scenario/Future Scenario 

without having any effect on the data in the Live Scenario. 

 



 

Creating Runs for Summer School 

The user may use any method to create the summer runs.  

Single Run Building  

Manual run building allows the user to have control over the order in which the run is routed.   

1. In the stops tab, find and select the stops you want to use to create the run. 

 
 

2. Add the selected stops to the Workspace. 

 

 

3. In the Fleet tab, select the vehicle you want to use for the run.  

 
 

4. If you are solving a run for the first time in this login session, set your VRP settings.   

 

5. Click on the Route button.   



 

 

The program will show the following message in the upper right hand corner of the 

screen: 

  

 

6. When the system has completed the routing process, the Result tab window will open. 

7.  Review the run by clicking on  to open the Stop List.   

NOTE:  The system will follow the parameters that have been set. As a result if you try to create 

a run that would violate settings such as maximum travel time, arrival time windows, vehicle 

settings, etc., you will get a notification. 

8. In the stop list, change the Run#/Name to the naming convention being used if different 

than the default naming convention, add an effective date, and add notes if applicable.  

 



 

9. Click  to save the effective date, notes, and run id.   

 

10.   Click to save all runs in the window.   The Result runs will move to 

the Runs Tab.   

 

Click Through Routing 

Using the Add to New Run tool , which is located at the top of the map with the 

navigation tools, a new run may be created by selecting stops from the stops displayed. 

1. Display stops for a school or schools which will be used to build the run. 

 

 

2. Click on the  button to open the dialog to begin creating the new run.   A 

blank form will open on the screen where the stops will be added along with time and 

distance calculations and the Click through various stop to build a Run box will open at 

the bottom of the map.

 
 



 

3. On the map, click on the stop to be the first stop in the run.  As stops are selected, the 

information for the run will be displayed both in the list and on the map. 

 
4. Continue clicking on the stops in the preferred order.  Each time a stop is added, the stop 

address will be added to the list with the corresponding school stop. 

 

5. When all stops for the run have been selected in the map, click on the X in the Click 

Through various stops to build a run dialog.   

 

6. The “Adding Stops to new Run” dialog will open.   

 

7. Select Yes to keep the run.  Select No to discard the changes.  Select Cancel to continue 

editing the run. 

8. If  is selected, a New run parameters dialog will open.  Name the run using the 

district’s naming convention.  Select an effective date for the run.  Click  OK. 

 

 



 

9. The Stop List will open showing the stops selected, times, mileage.  Add notes if required 

and apply changes. 

10. Assign a vehicle to the run by clicking on Any to open the Run Statistics screen for the 

run.   

 

11. Select the vehicle to be used from the drop down Available Vehicles.  Click Assign. 

 

 

12. Click on  to solve the run and create a 

graphic path of the run. 

13. The result window will open with the new run.  Enter and effective date and Save Result 

Run. 

 

 

14. Search for the run in the Result tab. 

 

 


