
Extended School Year (ESY) 
Training Series Modules 

Overview: In order to support LEAs and nonpublic programs 
in preparing for ESY programming and services, OSSE has 
created a four-part training series. 

• Module I: ESY Eligibility Determinations 

– Audience: IEP team members and special education administrators 

• Module II: Documentation of ESY in the Special Education 
Data System (SEDS) 

– Audience: IEP team members and special education administrators 

• Module III: ESY and the Transportation Online Tool for 
Education (TOTE) 

– Audience: TOTE users and special education administrators 

• Module IV: ESY Module in the Statewide Longitudinal 
Education Data system (SLED) 

– Audience: SLED administrators and special education administrators 
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Agenda 
A. TOTE Overview 

B. Role of TOTE in ESY Certification 

C. Accessing TOTE 

D. Additional Resources 
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TOTE Overview 
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 TOTE helps streamline the transportation facilitation process with less manual 
submission, greater transparency and more reliable child data exchange 
between schools, LEAs, student case managers/IEP team members.  

  

 The information delivered in TOTE assists OSSE DOT in providing safe, reliable 
and efficient transportation services that support and enhance learning 
opportunities for eligible students of the District of Columbia.  

 

 TOTE receives updated student eligibility, enrollment and accommodation 
data from SEDS daily in order for users to enter student transportation request 
forms.  

 

 Student data must be updated on a finalized IEP form in SEDS in order for it to 
feed into the TOTE system. Information completed in the workspace or that is 
left in draft mode will not make it into TOTE.  
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TOTE Overview 



Role of TOTE in ESY Certification 
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ESY Certification 

Per the OSSE 2011 ESY Policy, each spring all 
LEAs must certify ESY data to OSSE by the first 
Monday in May. 

Purpose of Certification 

• Assists LEAs and nonpublic programs in 
appropriate planning and staffing for the summer 
months 

• Assists OSSE in anticipating state-level expenses 
and transportation needs 
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ESY Certification 

STEPS to certify ESY data: 
1. Ensure student-level decisions on ESY eligibility status, goals 

and services, and transportation are updated and accurate in 
SEDS as part of a finalized current IEP. 

2. Enter ESY calendar and bell times into TOTE.  

3. Confirm student eligibility and ESY location information in 
TOTE. 

4. Submit transportation requests for all students requiring 
services in TOTE. 

5. Ensure required ESY data is entered into the ESY Module for 
SLED. 
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Accessing TOTE 
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Logging into OSSE TOTE 
OSSE Transportation Online Tool for Education 

How to request Access to OSSE-TOTE? 
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Logging into OSSE TOTE  
OSSE Transportation Online Tool for Education 

Users will register with QuickBase.  

OSSE TOTE username is email address at which 
registration was received. 
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Logging into OSSE TOTE 
OSSE Transportation Online Tool for Education 

The URL is https://octo.quickbase.com/db/bh9fgniun 
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https://octo.quickbase.com/db/bh9fgniun
https://octo.quickbase.com/db/bh9fgniun


The User’s 
role in OSSE 
TOTE will 
determine the 
dashboard 
view and 
available 
functionality.  
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OSSE TOTE: Sample Dashboard 



OSSE TOTE: Functionality 

LEA Administration 
Users have the capability to edit details for LEAs that fall 
under their respective jurisdictions.  

 

Users view the LEA(s) within their jurisdiction 
 Users can view the ESY certification status of all children by 
 category and LEA. 
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LEA Administration 
 Users can view LEA 

information by accessing the 
LEA Form. 

 This is the full ESY report for 
the individual LEA. 

 Here the user can view/edit 
information pertaining to all 
schools within the LEA, to 
include: 
• Special Education 

Transportation Contacts 
• ESY Certification  

Student Status Summary 
• Student ESY Certification 

Details 
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OSSE TOTE: Functionality (continued) 



LEA Administration 
 In addition to the ESY 

Certification Status 
Summary, users can 
view the certification 
detail for students 
under their LEA 
jurisdiction. 
 

 The Student Status 
Detail 

• This is the full 
report used to 
certify students for 
ESY 2016.  
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OSSE TOTE: Functionality (continued) 



School Administration 
 Users can view/edit the 

following school information 
by accessing the School 
Information Form 
• Confirmation of ESY program 
• Special Education 

Transportation Contacts 
• School Calendar & Bell Times 
• Configure bell times for 

multiple programs 

 
 Users will need to submit an 

EMI form to PCSB to edit: 
• School Address & Contact 

Information 
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OSSE TOTE: Functionality (continued) 



Certification Deadline Reminder 
ESY – May 2, 2016 
SY – June 6, 2016 

Please submit your ESY and SY calendar(s) and transportation requests at 
the same time if that information is available. 

 

Additional Resources 
TOTE Support Line: (202) 576-5520 
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