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Logging Into Pupil Transportation
1. Browse to the GaDOE website:  http://public.doe.k12.ga.us/.

2. Browse to the Data Reporting tab on the upper right-hand of the page and select “MyGaDOE 
Login”.

The Log In form appears.

3. Type your email address into the Username field.
4. Type your Password.

http://public.doe.k12.ga.us/
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5. Click the Login button.  

The MyGaDOE Home Page appears.

6. Select Application from the Pupil Transportation menu option.

The Pupil Transportation page appears.

Note: The System Name field may be different depending on your access.
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Completing/Submitting School Bus 
Liability Insurance Data
This procedure lists the steps to enter School Bus Liability Insurance data and submit data to the 
Consultant (Program Manager).
Note: The School Bus Liability Insurance form can only be accessed by the Superintendent. If you have 
trouble with any of the steps in this guide, please send an email to the Help Desk at: 
dticket@doe.k12.ga.us.
REMINDER: GaDOE Portal security is designed to time-out within approximately 20 minutes of inactivity 
(Inactivity is when the selection of the Save button is not performed). Save often to assure that data 
entered within the School Bus Liability Insurance form is stored within the Pupil Transportation 
application. See page 9 for instructions to retrieve saved data.

1. Log into MyGaDOE. See page 4 for instructions.
2. Select a System Name.
3. Select a Year.
4. Select School Bus Liability Insurance from the Data Collection drop-down list.

The School Bus Liability Insurance form appears displaying the Data Collection tab. For example:

Note: The status will be New.
5. Read the statement in the 2010 School Bus Liability Insurance section.
6. Enter the Date of Bid for current school bus liability insurance coverage. 

Note: You may either use the calendar or enter the date. The format is dd/mm/ccyy.
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7. Type the Insurance Agency's name. 

Note: This is the name of the servicing school bus liability agent. If self-insured, type "self-
insured".

8. Type the Insurance Company's name. 

Note: This is the name of the servicing school bus liability company. If self-insured, type "self-
insured".

9. Type the Number of Buses Insured. 

Note: This should be the total number of all school buses insured. Do not include other non-
school bus vehicles owned by the school district.

10. Type the Total Cost of Liability Insurance for School Buses.

Note: This should be the total annual cost of liability insurance coverage on all school buses. Do 
not include cost for other non-school bus vehicles owned by the school district.

11. The Cost of Liability Insurance per School Bus field is an auto-calculated field. (Formula: Sum 
= Total Cost of Liability Insurance for School Buses / Number of Buses Insured).

Note: You do not have the ability to enter data in this field. However, this field will not auto-
populate until you have typed data into the Total Cost of Liability Insurance for School Buses field 
and Number of Buses Insured field.

12. Type the Limits of Liability per Person coverage.

Note: Coverage must meet the $100,000 per person minimum liability insurance required by 160-
5-3-04. This minimum level of coverage must be obtained.

CAUTION: If you do not have split limit coverage amounts, refer to the "Split Limit Coverage 
Exception" below.

13. Type the Limits of Liability per Accident coverage.

Note: Coverage must meet the $300,000 per person minimum liability insurance required by 160-
5-3-04.  This minimum level of coverage must be obtained.

CAUTION: If you do not have split limit coverage amounts, refer to the "Split Limit Coverage 
Exception" below.

14. Type the Limits of Property Damage coverage.

Note: Coverage must meet the $50,000 per person minimum liability insurance required by 160-
5-3-04. This minimum level of coverage must be obtained.

CAUTION: If you do not have split limit coverage amounts, refer to the "Split Limit Coverage 
Exception" below.

15. Type the Limits of Medical/Death Payment coverage.

Note: Coverage must meet the $5,000 per person minimum liability insurance required by 160-5-
3-04. This minimum level of coverage must be obtained.
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16. Click Save.

Note: If you wish to exit after you saved, click the Logout link in the upper-left corner. 

See the end of this document for instructions to retrieve saved data.
17. Click Submit.

o The Pupil Transportation application submits the data.
o The data grays out and cannot be edited.
o The Save and Submit buttons disappear.
o The status is changed to "Submitted".
o The Audit Trail page is updated to report the submission.

18.  (Optional) Click the Print button to print the form.
Note: The Print option is available at all times before and after submission of the School Bus 
Liability Insurance form.

Split Limit Coverage Exception

If you have a policy with combined single limit coverage and do not have split limit coverage amounts, 
check with your agent/liability insurance provider to determine the amount of coverage you have in each 
of the three categories above and record that amount in each.
For example: If you have $500,00 combined single limit coverage and the maximum amount that could be
paid out in any of the three categories is $500,000, then enter that amount in each of the three. You must 
be sure that the required minimum coverages are met.
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Accessing/Editing: School Bus Liability 
Insurance Data that has not been 
Submitted
This procedure lists the steps to access a saved School Bus Liability Insurance form that has not been 
submitted.
REMINDER: GaDOE Portal security is designed to time-out within approximately 20 minutes of inactivity 
(Inactivity is when the selection of the Save button is not performed). Save often to assure that data 
entered within the School Bus Liability Insurance form is stored within the Pupil Transportation 
application.

1. Log into MyGaDOE. See page 4 for instructions.
2. Select a System Name.
3. Select a Year.
4. Select School Bus Liability Insurance from the Data Collection drop-down list.

The School Bus Liability Insurance form appears displaying the saved data. For example:

Note: The status will be New.
5. From here you can edit the fields and save or submit as described in Completing/Submitting 

School Bus Liability Insurance Data (see page 6).
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Submitted: School Bus Liability 
Insurance Form
View/Print Only: School Bus Liability Insurance Form
This procedure lists the steps to view a submitted School Bus Liability Insurance form.

1. Log into MyGaDOE. See page 4 for instructions.
2. Select a System Name.
3. Select a Year.
4. Select School Bus Liability Insurance from the Data Collection drop-down list.
5. (Optional) Click the Print button to print the form.

Note: The Print option is available at all times before and after submission of the School Bus 
Liability Insurance form.
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Revision Requested: School Bus Liability Insurance 
form
This procedure lists the steps to edit a form when a revision is need to the School Bus Liability Insurance 
form after submission.
REMINDER: GaDOE Portal security is designed to time-out within approximately 20 minutes of inactivity 
(Inactivity is when the selection of the Save button is not performed). Save often to assure that data 
entered within the School Bus Liability Insurance form is stored within the Pupil Transportation 
application. See page 9 for instructions to retrieve saved data.

1. Contact your assigned GaDOE Pupil Transportation Consultant (Program Manager) and request 
that the School Bus Liability Insurance form be editable for revision.

2. Log into MyGaDOE. See page 4 for instructions.
3. Select a System Name.
4. Select a Year.
5. Select School Bus Liability Insurance from the Data Collection drop-down list.

The School Bus Liability Insurance form appears displaying the saved data. For example:

Note: The status will be Revision Requested and the fields will be editable.
6. Enter applicable revisions.
7. Select Save.
8. Select Submit.
9. (Optional) Click the Print button to print the form.

Note: The Print option is available at all times before and after submission of the School Bus 
Liability Insurance form.
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