
Steps you can take to organize your SchoolPass data and prepare 
for summer programs or next school year

End of Year Checklist

Integration

Students and Parents added to the SIS will automatically be loaded into 
SchoolPass.

Students graded up in SIS will be automatically reflected in SchoolPass.

Students and Parents withdrawn from SIS will be automatically 
withdrawn in SchoolPass.

NOTE:  SIS Integrations run overnight. Changes are reflected the next day.  

Data Load/Manual Entry

Delete any Teachers or Staff members who will NOT be returning to 
campus after the last day of the School Year. 

Add any new teachers/staff. 

Add any new Dismissal Locations and edit or remove any out of date 
dismissal locations.  

If NOT mapped to the SIS - Send the attached Dismissal Location file for 
existing students to SchoolPass so we can update the dismissal locations 
for returning students.



Administrative Tasks

SchoolPass will back up the database from this school year and clean up 
any data.  

Activities: 

Add/Edit Buses and Bus Stops, as necessary.  Returning students will 
default to the same bus unless changed.

Any activities that will return next year need to have the dates updated 
for next school year. The student enrollments will remain.

If you want to clear students from a returning activity, duplicate it and 
then edit as necessary.

Any Activities that are NOT returning next year can be left, but need to 
be set as "Parent Visibility - Hidden." Once the end date passes the activity 
will archive. 

Add new activities, as necessary, and update student enrollments.

Parent Engagement

Attached is a sample Welcome Email for parents.  Let SchoolPass know if 
you want to edit that template.

Provide SchoolPass with the date you would like the parent Welcome 
Emails to be sent.

SchoolPass will update your Welcome Email according to your instructions 
and will deploy it on the date you specify.

Use the step-by-step instruction sheets in this packet and the attached 
documents to complete the End of Year tasks.

 
Please do not hesitate to reach out to your Account Manager for assistance 

or email us at Support@schoolpass.com.
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04/01/2021

To ADD a new Dismissal 
Location, scroll to the bottom 
of the page and click the 
"Add New" button.

2

This is a possible headerThis is a possible header

www.schoolpass.com  |  email@schoolpass.com

From the left menu, choose 
Admin > School Info. Then 
select "Dismissal Locations" 
to populate the list of 
locations currently in use at 
your school.

3
Name
Site
Pickup Area
Location Type
Carline Dismissal Session
ID (internal, optional)

Complete the information fields.

Add, Edit & Delete Dismissal Locations

1

4 Click the "Add" button



SchoolPass Admin Website

04/01/2021

Click the "pencil" icon next to 
location you want to edit to 
open it.6

This is a possible headerThis is a possible header

www.schoolpass.com  |  email@schoolpass.com

To EDIT an existing Dismissal 
Location, follow Step 1 to 
open up the Dismissal 
Locations page.

7
Edit the information fields with 
updated details for the coming 
school year.

Add, Edit & Delete Dismissal Locations (continued)

5

8 Click the "Update" button



SchoolPass Admin Website

04/01/2021

Click the "red X" icon next to 
location you want to delete.
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This is a possible headerThis is a possible header
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To DELETE a Dismissal 
Location, follow Step 1 to 
open up the Dismissal 
Locations page

NOTE:  Before you can delete 
a dismissal location, you 
must remove all students 
and teachers and uncheck 
from the dismissal schedule.

11

Click the "Delete" button to 
permanently remove the 
Dismissal Location from the 
system.

Add, Edit & Delete Dismissal Locations (continued)

9

8



SchoolPass Admin Website
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To ADD a Teacher or Staff 
member, click the "Add New" 
button on the right side of 
the page.

2

This is a possible headerThis is a possible header
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From the left menu, choose 
Admin > User Accounts.  Then 
select either Teacher or 
School Staff, depending on 
which demographic you wish 
to change.

3
Add login/email address
Add first name, last name, cell 

phone, external ID (Staff ID) and 
dismissal location.

NOTE:  Cell phone number is 
necessary only if Teachers/Staff need 
to receive text messages.

Complete the information fields.

Add, Edit & Delete Teachers and Staff

1

4 Click the "Add" button



SchoolPass Admin Website

04/01/2021

Click the "pencil" icon next to 
record you want to edit to 
open it.6

This is a possible headerThis is a possible header

www.schoolpass.com  |  email@schoolpass.com

To EDIT the record of an 
existing Teacher or Staff 
member, follow Step 1 to 
open up the accounts page.

7

New email address
Change of last name due to 

marriage or divorce.
New cell phone number
Different dismissal location

Edit the information fields with 
special attention to:

Add, Edit & Delete Teachers and Staff (continued)

5

8 Click the "Update" button



SchoolPass Admin Website

04/01/2021

Click the "red X" icon next to 
record you want to delete.

10

This is a possible headerThis is a possible header
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To DELETE the record of an 
existing Teacher or Staff 
member, follow Step 1 to 
open up the accounts page.

11

Click the "Delete" button to 
permanently remove the 
Teacher/Staff record from the 
system.

Add, Edit & Delete Teachers and Staff (continued)

9

8



SchoolPass Admin Website

04/01/2021

To ADD a new Activity , click 
the "Add Activity" button.2

This is a possible headerThis is a possible header
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From the left menu, choose 
Admin. Then select 
"Activities" to populate the 
list of activities currently 
offered at your school.

3 Name
Description (provide details)

Complete the information fields.

Add & Edit Activities

1

4
Click the arrows on the right to 
expand/collapse 3 other fields.

Craft a message to parents
Set the days & times activity is 

available
NOTE: You can only enroll students 

once the activity has been added, so you 
will come back to this screen to complete 
that step.



SchoolPass Admin Website

04/01/2021

6

This is a possible headerThis is a possible header

www.schoolpass.com  |  email@schoolpass.com

Click the blue arrow next to 
"Additional Fields" to expand 
the box. 

Add & Edit Activities (continued)

5

Use this list of "Additional 
Fields" descriptions to guide 
your customization of the 
new activity.



SchoolPass Admin Website

04/01/2021

To EDIT an existing Activity, 
click on the "pencil icon" next 
to the activity you want to 
edit to open it.

8

This is a possible headerThis is a possible header
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When you finish customizing 
the activity, collapse the 
"Additional Fields.  Then click 
"Add Activity" at the bottom 
of the page.

9
Make any changes to the Activity, 
paying special attention to the 
notes below. Then, click "Update 
Activity Info."

Add & Edit Activities (continued)

7

8

Change the date range for any activities 
that will be returning next year.

If an activity is returning next year, the 
students that are currently enrolled will 
remain enrolled.

You will need to manually remove any 
students who are not returning and enroll 
any new students in the Activity.

10
If you want to clear students from 
a returning activity, DUPLICATE it 
and then edit as necessary.



SchoolPass Admin Website

04/01/2021

To change the student 
enrollments in a specific 
activity, click the "pencil" icon 
next to the activity you wish 
to change.

2

This is a possible headerThis is a possible header

www.schoolpass.com  |  email@schoolpass.com

From the left menu, choose 
Admin. Then select 
"Activities" to populate the 
list of activities currently 
offered at your school.

3
Once the "Edit Activities" page 
opens, click "Edit List" at the 
bottom right to change the 
student enrollments.

Enroll Students in Activities

1

4



SchoolPass Admin Website

04/01/2021

5

This is a possible headerThis is a possible header
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To REMOVE students from the 
activity list, check the box next 
to their name and click the red 
"Remove" button.  Then 
choose whether you want to 
remove the selected students 
permanently or for today only.

Enroll Students in Activities (continued)

4

To ADD students to an activity 
list, click the "Add Student(s)" 
button to open the student 
list.

6
Check the box next to the 
names of the students you 
want to add to the activity.  
Then click the "Add Selected 
Student(s)" button.



SchoolPass Admin Website

04/01/2021

To ADD a new Bus, click the 
"Add Bus" button on the right 
side of the page.2

This is a possible headerThis is a possible header
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From the left menu, choose 
Admin. Then select "Buses" to 
populate the list of buses 
currently in use at your 
school.

3
Site
Bus Type
Bus No. - 4 character unique identifier
Driver - first and last name
Destination
Pickup order
Bus TAG - if you use RFID readers
Capacity

Complete the information fields.

Add, Edit & Delete Bus Info

1

4 Click the "Add" button



SchoolPass Admin Website

04/01/2021

To ADD, EDIT or DELETE a Bus 
Stop within a specific bus 
route, click on the "Add Bus 
Stop" button.

6

This is a possible headerThis is a possible header
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Also in this box, you can click 
on the arrows to expand the 
additional fields and add 
some optional information.

7
Enter new bus stop names and 

save them by clicking "Add Bus Stop."
Bulk upload a Bus Info/Schedule 

spreadsheet
Delete any bus stops that will no 

longer be in use.

From this box, you can:

Add, Edit & Delete Bus Info (continued)

5

8 Click the "Update" button

Grade Filter - restrict by grade
Send Message to Parents - return to 

this if you want to send a message to 
parents about the status of this bus 
specifically.



SchoolPass Admin Website

04/01/2021

Edit the information fields with 
updated details for the coming 
school year.

10

This is a possible headerThis is a possible header
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To EDIT an existing Bus, click 
the "pencil" icon next to the 
bus you want to edit.

11

Add, Edit & Delete Bus Info (continued)

9

Click the "Update" button

12 To DELETE a bus, click the red 
"X" icon next to the bus name.




