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TOTE Quick Start Guide 

Overview 
This guide provides information on navigating through TOTE to certify students for the Extended 
School Year (ESY). TOTE will deliver accurate school information to the Office of State 
Superintendent of Education (OSSE) and the Division of Student Transportation (DOT). TOTE helps 
streamline the certification process with less manual submission, greater transparency, and more 
reliable child data exchange. TOTE allows you to add and/or edit school address, contact 
information, bell times, school calendar information, and student ESY certification status. TOTE will 
also contain a copy of the individual Transportation Form per student. 

 

The general steps in Certifying an LEA for ESY in TOTE by the deadline are: 

 Edit School Address and Contact Information 

 Answer ESY – Summer 2013 specific questions 

 Edit and/or add Special Education Transportation Contacts 

 Add School Calendar and Bell Times 

 Add Calendar Day Exceptions 

 Enter Student ESY Information 

 Upload Transportation Forms, if applicable 

 Submit information to SEDS 

 Certify all School and Student Information in TOTE. 

 

Before beginning the certification process, OSSE DOT recommends that you review your ESY 
certification requirements for SEDS and obtain your SEDS ESY Report.  
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Note: Some operations, such as Student Certification, are only supported in certain roles. 
Your role may not support this option. To access this functionality, contact your LEA 
Administrator or Lia Rogers (lia.rogers@dc.gov) for assistance.  

The procedures in this guide assume that you have a QuickBase account and are logged into the 
TOTE application. For more information and details on how to gain access, see the OSSE TOTE 
Presentation. 

mailto:lia.rogers@dc.gov
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Note: Most users granted access to TOTE will be automatically assigned specific roles 
based on the point of contact information on file with OSSE. If your role is not 
sufficient to complete certification for your LEA and you are the designated 
certification specialist, please submit your access issue by click the Add Question 
button,                             , on the top-right hand corner of the page. 
 

There are four major roles in TOTE.  
 DCPS SPED LEA 
 LEA Admin 
 School Staff 
 Non-Public School Staff 

 
The DCPS SPED LEA and the LEA Admin have the same functionality. However, the 
District of Columbia Public School system (DCPS) has a unique relationship with district 
charters in the city. Per OSSE Policy, District Charters must submit their certification 
data for children receiving ESY services at non-public schools and ESY-related 
transportation services to DCPS, who in turn must certify this information to OSSE. 
 
The School Staff and the Non-Public School Staff share the same functionality. The only 
exception is the School Staff role allows a designated individual to submit certification 
data for children receiving ESY services at their school. However, certification is only 
complete after a user in the LEA Admin role certifies that submission. 
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Note: The options and screens shown in your version of TOTE might be different from 
those shown in this guide depending on your role. If you have questions about the 
roles available to you or the access granted to users in your LEA, submit your question 
through TOTE.  

The TOTE Dashboard is the homepage of the Transportation Online Tool for ESY. You 
can always return to this screen by clicking the OSSE TOTE Home Page button,  
    , in the top-left hand corner of the page. 
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DCPS SPED LEA Dashboard 
The DCPS SPED LEA Dashboard provides functionality to manage all DCPS schools and 
District Charters. 
 
The following reports are provided on the DCPS SPED LEA Dashboard: 

 All District-Dependent LEA Student Summary 
 Provides overview of ESY Certification status for all students requiring 

DCPS certification.  
 You can access all students enrolled in district-dependent schools by 

ESY certification status category. 
 ESY Status Summary by DCPS LEA  

 Provides a list of all schools that require DCPS certification. 
 You can view schools submitting to DCPS and the student ESY 

certification status for students enrolled in those schools. 
 ESY School Calendar Dashboard 

 Provides a view of the ESY school calendars for district-dependent 
schools. 

 You can view and/or edit schools calendars, to include bell times, for 
schools that fall within the DCPS jurisdiction. 
 

LEA Admin Dashboard 
The LEA Admin Dashboard provides functionality to manage all schools within one LEA. 
 
The following reports are provided on the LEA Admin Dashboard: 

 Certification Summary by LEA 
 Provides overview of ESY Certification status for your LEA. 
 You can access all students enrolled in schools in your LEA by ESY 

Certification Status category. 
 ESY Status Summary by LEA 

 Provides a summary of which ESY Certification categories students are 
in at schools in your LEA. 

 You can view  the certification progress of students enrolled in your 
LEA schools. 

 ESY School Calendar Dashboard 
 Provides a view of the ESY school calendars for schools in your LEA. 
 You can view and/or edit school calendars, to include bell times, for 

schools within your LEA. 
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School Staff Dashboard 
The School Staff Dashboard provides functionality to manage all details for the school 
at which you are staffed or have privileges to access. 
 
The following reports are provided on the School Staff Dashboard: 

 ESY Status Summary by School 
 Provides overview of ESY Certification status for all students enrolled 

in your school. 
 You can access all students enrolled in your school by ESY certification 

status category. 
 School Demographics and Contacts 

 Provides the school address and contact information for your school. 
 ESY School Calendar Dashboard 

 Provides a view of the ESY school calendars for your school. 
 You can view and/or edit schools calendars, to include bell times, for 

your school. 
 

Non-Public School Staff Dashboard 
The Non-Public School Staff Dashboard provides functionality to manage your non-
public school and submit school calendars to OSSE and to DOT. 
 
The following reports are provided on the Non-Public School Staff Dashboard: 

 School Demographics and Contacts 
 Provides the school address and contact information for your school. 

 ESY School Calendar Dashboard 
 Provides a view of the ESY school calendars for your school. 
 You can view and/or edit schools calendars, to include bell times, for 

your school. 
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DCPS SPED LEA Role  
A. Click the Edit button,          , next to the individual LEA Name in your LEA List 
Section on your Dashboard. 
B. Click the Edit button next to the school in the School Address and Contact 
Information Section on your LEA Form. 

Note: Due to shared functionality between roles, but different access points to the 
information, the steps from this point forward will include extra notation where 
necessary to direct the user in a specific role to the operation being discussed. 

1. Click the Edit button,       , next to the school name. 
Once the Edit button is clicked,  the School Form below is displayed. 
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2. Verify the address on file is correct. 2b. If the address is incorrect, choose “No” in 
the dropdown box. 
2c. Enter in correct address information and 
certify that information. 

Note: Once a week, on Thursdays, a report is generated and emailed to TOTE 
Administrators, who will report the inaccurate information to our data retrieval 
facility. Updates to TOTE, to include information imports, will happen on a weekly 
basis. 
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These questions serve to determine the information required in order to accurately 
certify your LEA for ESY.  
1. Whether your school functions as an ESY Site helps TOTE to understand if students 
enrolled in other schools may be attending your school this ESY period. 

2. Choosing “Yes” in the dropdown regarding the 11-12 month calendar, initiates 
ESY-related questions about the school.  

3. If there is no break between June 1st, 2013 and Septemeber 1st, 2013, you do not 
offer ESY services for the purposes of this certification and will not be prompted to 
enter bell times for your school and/or programs.  
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Special Education Transportation contacts may refer to those contacts that exist 
outside of this ESY Certification period. Keep in mind, OSSE and DOT may need to 
communicate student issues with representatives at the schools. You may be an LEA 
Administrator tasked with certifying students for the ESY services at non-public 
schools and ESY-related transportation services, but you are not the contact to 
discuss on-site issues with. This section serves to capture those individuals who are 
able to handle on-site concerns but are not authorized to certify students for this 
ESY period. 

Note: There may be a contact, or two, listed in this section that you are unable to 
edit. If their contact information is incorrect, you can report this to us by clicking 
the Add Question button,                           , on your Dashboard. 

1. If the contact listed is the only contact for your school, simply verify that 
information and choose “Yes” in the dropdown. 

2. If there are additional contacts, 
choose “No” in the dropdown. 
This reveals the ability to add contacts. 
 
3. Click the Add Contact button,  
                             . 
Enter the required fields, applying the 
correct contact role. 
 
4. Click the Save button,                     ,   
or the Save & Add Another button,  
       , to add more 
contacts. 
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What is a “Program”? Schools traditionally serve more than one population of 
students. A school’s location, it’s address, is called a campus. There may be High 
school students, Middle school students, and Elementary school students that 
matriculate at the same campus. These populations of students may share the same 
campus, but adhere to different bell times. There might even be a different Principal, 
responsible for governing the day-to-day details of a specific population, the High 
School Students, for example. If your school has different bell times for different 
populations of students, you offer “Multiple Programs”. 

Note: There may be an instance where you see your Program listed as a separate 
school. To remove the additional school and report your Program details, let us 
know by clicking the Add Question button,                         , on your Dashboard. 

1. Choosing “Yes” will reveal the “Program Information” section.  
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2. The “Program” section allows you to enter the details for the program, such as:  
 Program Contact Information 
 Program Details 

You are only required to enter those details that differ from your main campus. 

Note: Some fields in this section may be unfamiliar to you. Not to worry! We 
discuss “Bell Times” on page 14 and “Early Dismissal” on page 15. 
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The “School Calendar and Bell Times” section allows you to enter the ESY – Summer 
2013 school calendar for your school or main campus, to include: 

 First Day and Last Day 
 Student Entry Time (The time students may enter the building) 
 Instruction Start Time (The time students are in their seats, ready to learn) 
 PM Dismissal Time 
 Early Dismissal Time 
 Early Dismissal Details 

1. Click the Add School Term Calendar button,                                                  , to enter 
details for your school or main campus. 
If there is a record present, you may edit that record. 
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There is a difference 
between a non-recurring 
early dismissal and a 
recurring early dismissal.  
 
A non-recurring early 
dismissal is one that 
happens at a 
predetermined time but 
not always on a certain 
day. 
Example: We dismiss our 
students at 12:15 pm on 
Thursday of this week and 
Tuesday of the week after 
next. 
 
If this is the case for your 
campus, you would 
choose “No” in the 
dropdown.  
 
You will need to enter ALL 
early dismissal days as 
Calendar Exceptions (page 
16). 

 
A recurring early dismissal 
is one that happens on a 
predetermined, repetitive, 
and consistent basis.  
Example: We dismiss our 
students every other 
Wednesday at 12:15 pm. 
 
If this is the case for your 
campus, you would 
choose “Yes” in the 
dropdown.  
 
You will be prompted to 
enter the recurrence 
interval. 
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Calendar Exceptions are all non-recurring early dismissal day(s), day(s) school is 
closed and/or day(s) students are not expected to report to school (e.g. professional 
development days and Federal Holidays). 
 
1. Click the Add Calendar Exception Day button,                                    , to add these 
days to TOTE. 

 

Note: You may enter multiple Calendar Exception days on this form. You may also 
enter calendar exception days for a specific program, by choosing that program in 
the “Applicable Program” dropdown.  
**You must first create the Program on the Schools Form before you may apply an 
exception date to it in this section.** 
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Note: Only a user in the LEA Admin or DCPS SPED LEA may certify students for ESY 
– Summer 2013. Users in the School Staff role may submit information to TOTE for 
their LEA Administrator but they CANNOT certify that information for submission 
to OSSE. 

The following report is on the TOTE Dashboard. You can access it by clicking the    
OSSE TOTE Home Page button,                                            , in the top-left hand 
corner of the page. 

The Certification Summary Report assists the LEA Admin and the DCPS SPED LEA in 
certifying their students for ESY. It is a handy tracking tool to determine the progress 
of your LEA. There are four (4) status categories that highlight your progression. 

All of the schools and 
students in this LEA 
have completed 
submission and a DCPS 
SPED LEA user or an LEA 
Admin user has certified 
that submission.  

There are no students in 
this LEA to certify. This 
may occur if you have 
no students requiring 
ESY services . 
 
 

All of the schools and 
students in this LEA 
have completed 
submission but a DCPS 
SPED LEA user is 
required to certify that 
submission. 

There are students and 
schools in your LEA that 
have not been certified. 
This category is further 
explained by the 
Student ESY Status 
report. 
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Note: Only a user in the LEA Admin or DCPS SPED LEA may certify students for ESY 
– Summer 2013. Users in the School Staff role may submit information to TOTE for 
their LEA Administrator but they CANNOT certify that information for submission 
to OSSE. 

The following report is on the TOTE Dashboard. You can access it by clicking the    
OSSE TOTE Home Page button,                                            , in the top-left hand 
corner of the page. 

The ESY Status Summary Report assists the LEA Admin, the DCPS SPED LEA, and the 
School Staff in certifying their students for ESY. It is a handy tracking tool to 
determine the progress of students in your LEA and school. There are five (5) status 
categories that highlight your progression. 

All Special 
Education Students 
enrolled in your 
LEA that require 
entry of ESY data, 
this should 
eventually equal 
zero (0). 
 
 

Students who have 
ESY-Related 
Transportation 
marked as “Yes”, 
but their 
transportation 
form has not been 
uploaded into 
TOTE. 
 

Students who still 
need to have their 
required ESY 
documentation 
uploaded into 
SEDS. 
 
 
 
 

Students who are 
not attending a 
nonpublic, do not 
need ESY-related 
transportation, 
and/or do not 
need ESY 
services. 
 
 

Students who have 
all of their 
information 
uploaded to both 
SEDS and to TOTE 
and all 
requirements have 
been met.  
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Note: Users in the School Staff role may enter Student ESY Data. However, only a 
user in the LEA Admin or DCPS SPED LEA may certify students for ESY – Summer 
2013.  

The following report is on the TOTE Dashboard. You can access it by clicking the    
OSSE TOTE Home Page button,                                            , in the top-left hand 
corner of the page. 

1. On your Dashboard, click the “LEA Name” in the ESY Status Summary report. 

2. You will be directed to the full report of students for your LEA.  
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Note: Users in the School Staff role may enter Student ESY Data. However, only a 
user in the LEA Admin or DCPS SPED LEA may certify students for ESY – Summer 
2013.  

3. You may edit this report two (2) ways: Grid Edit,                         or Edit            .  

Grid Edit 

Edit 

4. Let’s start with Grid Edit                         . You will know you’re in Grid Edit mode 
when you see the Grid Icon. You can enter data for more than one student in this 
mode. 



Entering Student ESY Data 

OSSE TOTE  21 

Note: Users in the School Staff role may enter Student ESY Data. However, only a 
user in the LEA Admin or DCPS SPED LEA may certify students for ESY – Summer 
2013.  

5. To edit fields in Grid Edit mode, double click on the field you wish to edit.  

6. Double clicking reveals the dropdown 
box and the ability to see the available 
options. 
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Note: Users in the School Staff role may enter Student ESY Data. However, only a 
user in the LEA Admin or DCPS SPED LEA may certify students for ESY – Summer 
2013.  

7. Now let’s discuss the Edit            .  

Edit 

8. Edit mode directs you to the Student Form where you enter data for one student.  
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Note: Users in the School Staff role may enter Student ESY Data. However, only a 
user in the LEA Admin or DCPS SPED LEA may certify students for ESY – Summer 
2013.  

In order for Certification to be considered complete, each student must have data 
(other than “Incomplete”) entered. The fields that are required for Certification 
are: 

 Eligible for ESY (Summer 2013)? 
 Attends Non-Public School? 
 Attending School 
 Needs ESY-Related Transportation 
 Student Transportation Form Uploaded in TOTE 
 All Eligibility Docs Uploaded to SEDS? 
 ESY Site 

 
If all the required data is not entered, LEA Admins and DCPS SPED LEA will not see 
the “Submission and Certification” section at the bottom of the LEA form.  

Once all students have been processed and all data has  been entered the 
“Submission and Certification” section will appear.  
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Note: Users in the School Staff role may enter Student ESY Data. However, only a 
user in the LEA Admin or DCPS SPED LEA may certify students for ESY – Summer 
2013.  

If none of the students in your LEA, with active IEPs , require ESY- Summer 2013 
services, your “LEA Certification Status” will be: 

 No SPED Students to Certify 
You are still required to certify this submission, by checking the “I certify this ESY 
Certification Submission for this LEA.” box. Checking this box signs your electronic 
signature to the form, dates it, and submits the information to OSSE and DOT. 

If all of your students data is entered for ESY- Summer 2013 and you are a District 
Charter LEA the “Submission and Certification” section will appear. However, you 
are unable to certify this information for OSSE and your “LEA Certification Status” 
will be: 

 Requires DCPS to Certify 
You are unable to certify this submission and will need to reach out to your DCPS 
point of contact. 
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Note: Users in the School Staff role may enter Student ESY Data. However, only a 
user in the LEA Admin or DCPS SPED LEA may certify students for ESY – Summer 
2013.  

If all of your students data is entered for ESY – Summer 2013 and you are the DCPS 
SPED LEA or an LEA Admin for a non-District Charter, the “Submission and 
Certification” section will appear. Your “LEA Certification Status” will be: 

 Ready to Certify 
You are required to certify this submission, by checking the “I certify this ESY 
Certification Submission for this LEA.” box. Checking this box signs your electronic 
signature to the form, dates it, and submits the information to OSSE and DOT. 

Congratulations, you have successfully navigated TOTE! You have submitted and 
certified all information required to successfully facilitate your students’ ESY – 
Summer 2013 related services and transportation.  

If not, turn the page. You may be in need of a “SEDS Correction” (page 26) 
or to submit a “Question” (page 27). 



SEDS Correction 

OSSE TOTE  26 

While entering Student Data, you may come across an error in the student’s 
import information. Because the student information is imported into TOTE 
manually from SEDS, data errors can occur. When you see an error, notify us of the 
error.  
 
You can notify us of an error before entering Grid Edit mode in the Student Report 
by clicking the Add SEDS Correction button,                                             . 

You can notify us of an error on the Student Form by clicking the Add SEDS 
Correction button,                                             . 
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If you find: 
 You need additional User Access 
 A school is missing 
 A student is missing 
 A database error 
 Something that interrupts your certification process 

TOTE has the ability to capture and report these issues and submit your questions to 
our administrators. 
Simply click the Add Question button,                     on your Dashboard or click the Add 
a New Question option on the “Questions” tab near the homepage button,  
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You will be able to return to your question and check on the resolution by clicking the 
List All link on the “Questions” tab. Here you may see other questions and find an 
answer to a question you had. 


