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ETRs can only be entered within the Start and End Date of an already entered Basic Rate Type ongoing 
payment row.  What follows are the steps to enter an ETR for the following placement that has a Basic 
Rate Type ongoing request row with a start date of 06/01/2013: 
 

  
 

1) Click on the ‘+’ sign in the Ongoing Requests grid to create a new ongoing request row; 
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2) Select Additional Rate in the Rate Type section; 
 

 
 
3) Enter a Start Date- it cannot be earlier than the Start Date of the Basic Rate Type ongoing request 

row (06/01/2013 in this example); 
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4) Tab to the Additional Rate field and enter the appropriate ETR rate (only one of the following 
rates should be entered- 58, 154, 250, 347 or 443); 

 

 
 

5)  Tab to the now mandatory Payment Type field in the Additional Payment Reason section; 
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6) Select the appropriate Rate/Service Level that corresponds to the Additional Rate you input in step 
5 above; 

 

 
 

7) Now that you have entered all of the mandatory fields you should Save to Database. 
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8) In order to enter an END DATE on an Ongoing Request row for Education Transportation, you 
must first select an Additional Payment End Reason from the dropdown menu- if you select Other, 
the Reason Description menu becomes mandatory; 

 

 
 

9) Once you have selected an additional payment end reason, the Payment Stop Date becomes 
mandatory.  You can now enter the payment stop date.  Once you tab out of this field, this ongoing 
request row becomes read-only.  You should now Save to Database.   
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10) In order to make changes to a read-only ongoing request row in a placement is to select Update 
Placement from the Action Menu; 

 

 
 

11) Changes can now be made to the ongoing request rows in the placement.  Save to Database after 
making any changes. 

 

 


