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I. Importing and Copying Routes for Editing 
 

Each report period, districts will begin with no routes loaded in the system.  Before current report period 

routes can be edited and submitted, they must first be loaded into the report period in STARS.  This can 

occur in two ways by using the “Import Data” tab. 

a) Import Routes 
 
Districts using routing software to generate routes data for STARS may have two different types of output.  

Either a single “.xml” file, or multiple Excel files that follow the 1022A format.  Examples of each of these 

formats can be found in the “Info Center” tab in STARS.  Either type of output, as long as it meets the file 

formatting requirements, will be imported into the STARS system.  Districts should contact the routing 

software vendor for assistance with the export process. 

 

To import routes, select the “Import Data” tab (See figure 1). Select the “Import Route Files” link and then 

select the green “Select Files to Upload” button.  This will open a “select file” dialogue box.  Find and select 

one or more files to upload and click “open”.  Once a file or files are  

 

 

 

 

 

 

 

 

 

 

 

 

selected, they will show up in the “Upload Route Files” table (Figure 2). When ready, click on the “Upload 

Files” button.  STARS will try to upload and parse the files into the system.  The example in Figure 2 shows an 

Excel spreadsheet (1022A) upload file.  Click on “Upload File”.  Files uploaded will show up in the 

“Uploaded Route Files” with a file status of either “File Uploaded” (Figure 2) or “File Data Error” (Figure 3). 

 

 

 

Figure 1. Import Data 
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Clicking on the filename of a file showing a file data error will display errors that STARS identified in the data 

file (Figure 4). 

 

 

 

 

 

 

 

 

 

 

 

 

 

Errors identified in either an .xml or Excel spreadsheet upload will need to be corrected prior to the 

successful processing of the file(s) by STARS.  Files can be deleted from the “Uploaded Route Files” table by 

clicking on the trash can button on the line of the file to be deleted.  Files can then be corrected 

and uploaded again for processing. 

Figure 2. Files to Upload 

Figure 3. Uploaded Files 

Figure 4. File Upload Error 
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Files that show a status of “File Uploaded” have been successfully uploaded and STARS didn’t identify any 

errors in the data file.  Clicking on the filename of successfully uploaded files will display the route detail in 

the file (Figure 5). 

 

 

The final step in the file upload process is to “post” the successfully uploaded files.  This step will process the 

files and create route data that can then be accessed, viewed, and edited using the Route Map tab of 

STARS.  To post files, click on the checkbox next to the filename(s) in the Uploaded Route Files table, and 

then click on the now green “Post Files” button.  Note that multiple files can be selected for posting.  The 

post file dialogue box will open.  Select which report period files should be posted to, and whether 

duplicate files should be overwritten or kept (Figure 6). 

 

 

Figure 5. Successful File Upload 

Figure 6. Post Routes Dialogue 
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b) Copy Routes 
 

Using the “Copy Routes” process, a district can copy routes from a previous report period to the current 

report period for editing and submission.  Alternately, new routes can be created using the mapping 

system. 

 

Under the “Import Data” tab, select the school year and report period to copy routes FROM (figure 7). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the individual routes to copy, or by checking the box at the top of the selection column, all routes 

will be selected.  Once one or more routes are selected, the “Copy Routes” button will highlight green.  

Click the button, and a dialogue box will open displaying routes selected, and asking what report period 

to copy the routes TO (Figure 8).  Only report periods that are valid and available will be displayed.  Check 

the box next to the desired “destination” report period.  If there are routes already loaded in the 

destination report period, select whether identical routes should be replaced or kept. 

 
Click on the now highlighted “Copy Routes” button and the copy routes table will display the status of the 

copying operation.  Once routes are copied, return to the Bus Route Map tab and select the current report 

period.  Routes should now be displayed that can be edited. 

 

 

Figure 7. Copy 
Routes 
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II. Accessing the STARS Route Map 
 
The mapping feature in STARS can be accessed through the “Bus Route Map” tab.   
 
 
 
 
   
    Figure 9.  STARS Main System Tabs 
 
 

a) Bus Route Map Tab 
 
The STARS web map is accessed by selecting the Bus Route Map tab in the STARS system (Figure 9).  The 

current school year and the district with which you have access credentials in the EDS system to provide 

bus route information for, will be auto populated on the map page (Figure 10).  You can select previous 

school years and report periods to view accepted routes from past years.  Only routes in the current report 

period that have not been submitted for approval, can be edited. 

Figure 8. Copy Destination 
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Figure 10. Bus Route Map Tab 

 

 

Selecting a school year and report 

period will display a list of the 

routes in the system for the 

selected report period on the right 

side of the screen (Figure 11).  The 

proportion of screen dedicated to 

the map and the route list can be 

adjusted by dragging the 

centerline between those two 

sections, to the left or right.  To 

change the display from a side-by-

side to a top-bottom display, left- 

  

 

click on the two parallel lines on the centerline between the two display components (Figure 12). 

Figure 11. Route List Display 



9  

 

  

 

 

 

 

 

 

 

 

 

 

Figure 12. Route List Display – Top/Bottom 

 

From the list of routes, you can select an individual route to display on the map.  The map will automatically 

zoom to the extent of the route to show all stops and assigned destinations.  The right side of the screen will 

display a tab showing the selected route identification (Figure 13).  A second left-click on the route line in 

the list will open the route detail tab, or a left-click on the route identification tab will also open the route 

detail, showing route information, a list of stops and descriptions, destinations, and stop assignments. 

 

  

 

Figure 13. Route Detail Tab 
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III. Map Navigation and Tools 
 

The STARS Bus Route Mapping application contains several basic map navigation features which allow the 

user to pan the map, zoom in and out, turn layers on and off, view different base maps, etc.  Each of these 

features enhances the user’s experience working with the map and aids the user in the creation and 

editing of bus routes within the STARS system (Figure 14, Figure 15]. 

 

 

a) Pan 
 
To pan the map refers to shifting the map image relative to the initial map display without changing the 

scale of the map.  You can pan the STARS Web Map both up and down and left and right from the initial 

map display to view other parts of the map not currently in the map window.  To pan the map, move the 

mouse cursor onto the map display.  Press and hold the left mouse button while moving the mouse in the 

direction (up, down, left, right) that you want to shift the map display.  An alternative way to pan the map 

display is to use the arrow keys located on your keyboard (Figure 16).  These keyboard keys move the map 

left, right, up and down corresponding to the key direction on the keyboard.  

 
 
 Figure 8. 
 
  
 
 
 
 
 
 
 
 
 

Figure 14. Map Layers Toggle Button 
Figure 15.  Basemap View Toggle Buttons 

Figure 16. Keyboard Arrow Keys 



11  

b)  Zoom In & Out 
 

To zoom the initial map display in or out from the initial 

extent, move the mouse pointer onto the map display 

over where you want the new center of the map to be. 

Using the mouse scroll wheel move the scroll wheel away 

from you (i.e. forward) to zoom in on the map and move 

the mouse scroll wheel toward you (i.e. backward) to 

zoom the map out.  An alternative way to zoom in or out 

on the map is to select the plus (+) or minus/hyphen (-) 

keys on the keyboard located in the number pad or 

within the alphanumeric keys on a standard keyboard 

(Figure 17).  The plus (+) or minus (-) buttons on the map 

display can also be used (Figure 18).  Selecting the plus 

(+) key will zoom the map in, and selecting the 

minus/hyphen (-) will zoom the map out from the center 

of the current map display. 

 
 
 
 
 
 
 
 
 
 
 

c) Map Legend 
 

Clicking on the map legend toggle on the map display will open a 

pop-up list of symbols that are used on the map and their meaning 

(Figure 11).  STARS uses different symbols to represent loading zone 

destinations (at schools), transfer point destinations (off site transfers), 

and educational support destinations (not currently being used).   

 
 
 
 
 
 

 
 

 
 

Figure 17. Plus and minus keys located 
in the alphanumeric and number pad 

section of a standard keyboard. 

 
 Figure 18. Plus and minus keys located on 

the map display. 

Figure 19. Map Legend Button / Display 
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d) Address Search 
 
The map has an address search feature.  By clicking on the magnifying glass symbol on the 

map, a search box will open.  (Figure 20) 

 

Searches for street addresses, intersections, or landmarks can be 

conducted.  Begin typing the address, intersection, or landmark in 

the search box and a list of possible results will populate below the 

box.  From the list provided, select the desired address or location. 

 

The map will zoom to the extent of the found location, and provide 

a dialogue box including the address selected, and latitude / 

longitude.  The box will also include an option to add a destination 

or add a new bus stop at the selected location depending on what 

display mode is currently being viewed. 

 

 

 

IV.    View Bus Route Information 
 
Users can view past and current bus route maps from the “Bus Route Map” tab in STARS.  By selecting the 

desired “funding year” and “report period”, the system will display the appropriate route list (See section I. 

a.).  Past reporting period routes, once accepted, may not be changed.  Current reporting period routes 

will need to be loaded first, using the “Import Data” tab and either uploading routes or copying routes from 

a previous report period before they will be displayed and available for editing.  (See Section I for this 

process) 

 

Once the user selects the “funding year” and “report period”, a list of routes will be displayed along with 

the map.  The user can then select the desired route from the list.  A new tab will highlight displaying the 

route identification of the route selected and the map display will zoom to the extent of the bus stops and 

destinations on the selected route.  Figure 21 shows the highlighted route, as well as the newly displayed 

tab with the route identification.  Also, note that in the upper right-hand corner, the total number of routes 

in the system for the selected report period will be displayed. A search box is available to search a specific 

route if there are a large number of routes in the system. 

 

 

 

Figure 20. Address search and results 



13  

 

 

 

 

 

 

 

 

 

 

 

 

Clicking on the “route detail” tab will display the route information including the route information and 

identification, bus stops, stop descriptions, route destinations, and stop assigned destinations.  (Figure 22) 

 

 
 
 
 

 

Figure 21. Route list and selection pane 

Figure 22. Route detail and map 



14  

V.    Editing an Existing Bus Route using the STARS Bus Route Map 
 
Editing routes using the STARS bus route map is only available for the current report period, and while the 

status of the route data is “In-Process At District”.  Accepted route data from previous report periods may 

not be edited.   

 

Refer to Figure 21 and Figure 22 to display a list of routes in the desired report period, and then to select a 

route to display and edit. 

 
 
 
a) Edit Route Details 
 
Route detail information (type, bus numbers, district route number) can be edited by selecting the desired 

component.  “Route Type” is a drop-down list from which you can select the appropriate type.  The other 

fields are entry fields.  (Figure 23) 

 
 
 

When any route information is changed, the “Save Route” box (Figure 23) will highlight dark green.  It is 

recommended that as you make edits to a route, you save route changes often.  All route detail 

information fields must contain a value, or STARS will not allow you to continue to save the route.   

 

 

 

 

 

 

 

 

 

 

 

Figure 23. Route detail fields and the Save Route button. 
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b) Move Bus Stop Locations 
 
To change the location of an existing stop on the route, there are two methods.  First, by using the stop edit 

button.   On the route stop list, an edit button can be found on the far right in line with stop detail 

information. 

 

 

 

 

 

 

 

 

 

 

 

Clicking on the edit button will open a stop information box (Figure 25) allowing editing of stop details 

including stop order, description, latitude/longitude, and stop destination assignments. 

 

 

After making changes to stop information in the box, the “Update Stop” button will highlight dark green 

allowing it to be selected to save changes.   

 

 
 
 

Figure 24. Route Stop List 

Figure 25. Edit Stop Information Box 
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The second method of moving a bus stop location is by using the map interface.  Left-click the mouse on 

the bus stop to move and a dialogue box will open giving the option of either moving or deleting the bus 

stop (Figure 26).  To move the stop, left-click on the “Move Stop” button.  The stop will then become 

“attached” to the mouse cursor, allowing the stop to be moved and placed at the desired location on the 

map.  Once the stop is placed at the desired location, left-click the mouse again, and the stop will be fixed 

at that location.  Note that the stop order will not change based on the location of the stop.  For example, 

even if you place stop# 2 between stop # 3 and stop# 4 geographically, the numbered stop order will not 

change. Note:  Be sure to click the “Save Route” button on the route detail display to save all edits.  Save 

often when performing several changes to a route. 

 

 

 

 
 
 

 
 
 
 
c) Edit Stop Descriptions 
 
The description field is an alphanumeric field that can contain any stop descriptor you choose.  (Please do 

not include student names in this field).  If you use the address lookup feature to add a stop, this field will 

automatically populate with the address or landmark used to locate the stop (See section IV(h)).  Stop 

descriptions are edited from the route detail list pane (Figure 24), or from the edit route stop dialogue box 

(Figure 25).  In either case, any changes must be saved by clicking on the “save route” or “update stop” 

buttons after editing. 

 

d) Edit Stop Order 
 

Stop order can be edited in two ways.  To edit the stop order in the route detail pane (Figure 27), left-click 

on the stop number, hold the mouse button, drag the stop to place it in order on the stop list desired, and 

then release the mouse button.  The list will re-number appropriately, and the number designations for stops 

as shown in the route map pane will also change to reflect the new stop order. 

 

Figure 26. 
Move/Delete Stop 
on map 
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Stop order can also be edited in the “edit route stop” box by clicking on the edit button on the line of the 

stop in the route detail pane (Figures 24 & 25).  In this view, change the stop number to the desired stop 

number and click “update stop”.  The stop will be moved to the appropriate spot on the list and the stop 

identification numbers on the map will also change to reflect the new stop order. 

 

 
 
e) Delete a Stop 
 
To delete one or more stops on the displayed bus route, click on the garbage can icon on the line of the 

stop to delete (Figure 27).  Alternatively, in the map display pane, use the mouse to left-click on the bus 

stop symbol of the stop to delete (Figure 26).  In the stop information box displayed, select “Delete Stop”.  

After deleting the desired stops, edits must be saved by clicking on the “Save Route” button in the route 

detail pane.  

 
f) Add or Delete a Route Destination 

 

 

 

Figure 27. Stop Detail 

Figure 28.  Add Route Destination 
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To add a destination to a route, from the route detail pane, click on the “add destination” button (Figure 

28).  The “Add Route Destination” dialogue box will open.  Either enter the building number (if known), or 

begin typing the name of the existing destination in the name box, and click “search”.  The system will  

 

 

 

display a list of possible destinations based on your search entries.  As in the example, there are many 

common destination names.  Be sure to select the correct destination for the route.  To verify the location 

of each destination, click on the “Full Name” in the list.  This will open a new tab in the user’s browser and 

display the destination on a map.  Once the correct destination from the list is verified, click on the “+” 

button.  This action will start a list of destinations to be added to the route (Figure 29). 

 

 
 

Multiple destinations can be searched for and added to the list.  When all destinations have been located 

and added to the list, click on the “Add Destinations” button and the destinations will be added to the 

route and the route detail pane will be updated to display the new destination. 

 

 

Destinations can also be added to a route using the map pane.  Turn on the “STARS Destinations” layer of 

the map (Figure 4).  All STARS destinations within the zoom extent of the map will be displayed.  Using the 

mouse, left-click on the map symbol of the destination desired (Figure 23).   Destination information will be 

displayed.  Click on the “Add Destinaton” symbol in the destination information box on the map.  The route 

information pane will display the new destination.  Note: Due to the number of destinations in the STARS 

system, the STARS Destinations display layer is not available at all zoom extents in the map pane. 

Figure 29.  Add Route Destination 
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In areas where there is a high density of destinations, it may be difficult to discern individual destinations 

visually on the map.  In this case, when you click on a destination on the map, multiple destinations may be 

selected.  The destination dialogue box will show the number of destinations available to choose from near 

the bottom of the dialogue box (Figure 23). 

 

 

To delete a destination from a route, click on the garbage can icon next to the destinatino short name in 

the route display pane.  A destination can also be deleted by using the mouse to left-click on the 

destination symbol in the map pane, and choose “Delete Destination” in the destination information box 

displayed. 

 

g) Assign / Un-Assign stop destinations 
 
Each bus stop should be assigned to one or more destinations, based on the students served by the stop.  

Some stops may have students attending all of the route destination schools, and other stops may have 

students attending only one of the route destination schools.  Assigning student stops to destinations is how 

this information is reported. 

 

Route stop destination assignments can be edited from the route detail information pane (Figure 31).  

Check or un-check the box in the appropriate destination column(s) for each stop.  A checked box assigns 

the stop to the destination, a clear box indicates the stop is not assigned to that destination.  No 

destination assigned to a stop indicates that the  

Figure 30.  Add Route Destination-Map 
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stop is currently inactive, with no 

students riding to or from the stop.  

Another way to assign or de-assign 

stop destinations is by using the edit 

button on the line of the stop 

desired.  Click on edit to open the 

“Edit Stop Information” box (Figure 

17).  In that box, destinations can 

be checked or un-checked, and 

then click “Update Stop”.  After  

 

making destination assignment edits using either of these two methods, click on the “Save Route” button in 

the route detail pane to save changes.   Route stops that are not assigned to any destinations are 

displayed on the map as a red bus stop symbol.  Those stops assigned to at least one destination will be 

displayed as a green bus stop symbol (Figure 32).   

Figure 31.  Assign / Un-Assign Destinations 

Figure 32.  Un-Assigned Stops in Red 
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h) Add Bus Stops 
 
To add a bus stop to an existing route, select the route from the list.  Open the “Route Detail” tab (Figure 

22). 

 

Adding a Bus Stop Using Latitude and Longitude 

 

From the route detail display, select the green “Add Stop” button above the list of stops.  This action will 

open the “Add Route Stop” dialogue box (Figure 33). 

 

 
     Figure 33. Add Route Stop by Latitude and Longitude 
 
The “order” field will auto populate to the next stop at the bottom of the stop list.  This stop order value can 

be changed to place the stop in the order on the route stop list desired.  Fill in the stop description, latitude, 

longitude, and check the applicable destination boxes for assignment.  Then click “Add Stop” in the 

bottom right corner.  This will add the stop to the route in the order indicated. 
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Adding a Bus Stop Using an Address 

Using the address search button on the map (Figure 20), begin to type in the address where the desired 

stop should be located.  The system will narrow down the address options.  Select the correct address 

location.  (This search feature can also be used to locate an intersection of two roads for a bus stop).  The 

map will zoom to the searched location 

and a dialogue box will open (Figure 

34).  Click on the “Add Stop” option 

and a stop will be added to the route 

detail stop list at the bottom of the list of 

stops.  The “stop description” will default 

to the identified location search.  Note 

that a stop added using this method will 

need to have destination assignments 

as appropriate in a separate step. 

 

 

  
 
 
Adding a Bus Stop Graphically by Selecting a Location on the Map 

 
To add a stop using a map location, find the 

desired location on the map and using the 

mouse, right-click on the location.  A 

dialogue box will open (Figure 35) which will 

give an approximate address range of the 

location, along with city, zip code, and 

latitude and longitude.  Also shown will be an 

option to “Add Stop”.  Click on the symbol to 

add the stop to the route stop list.  The stop 

will be added to the bottom of the list, and 

the description for the new stop will default to 

the address identified by the GIS system.  

Note that a stop added using this method will  

Figure 35. Adding a bus stop graphically. 

 

need to have destination assignments as appropriate in a separate step. 

Figure 34.  Add stop with address. 
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VI.    Creating a New Bus Route Using the STARS Route Map 
 
To create a new bus route using the STARS bus route map, first select the correct year and reporting period.  

Next select “Add Route” button (Figure 36). 

 

 
 Figure 36. Create a new bus route using STARS Map. 
 
 
After selecting “Add Route”, follow the next steps to enter the information needed: 

 

Enter Route Details 

 

 Figure 37. Enter Route Details 
 

Select the appropriate route type, enter the state bus number (from the district OSPI bus inventory), enter 

the district route number, and enter the district bus number. 

 

Add Stops 

Stops can be added using any of the three methods listed in Section IV(h).  The new route must have at least 

one stop added prior to saving the route. 

 

Add Destinations 

Destinations can be added to the route by following the steps in Section IV(f).  The new route must have at 
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least one destination added prior to saving the route. 

 

Once you have completed each of these steps, the “Create Route” button will become available in the 

upper right hand corner of the add route dialogue box.  Be sure to click the create route button to save the 

newly created route.  The route will then be added to the route list in the report period shown, and can be 

selected for further editing. 


