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School Bus Inventory System District User Manual

Introduction

Pursuant to R 388.379 (Rule 9) of the Michigan administrative code, all intermediate
school districts (ISDs) and local educational agencies (LEAs), both traditional public
school districts and public school academies (PSAs) utilizing school buses to transport
students to and from school, an instructional program site, and/or school related events
must report the school buses in the School Bus Inventory System (SBIS).

The SBIS is a web based application used by ISDs, LEAs, and PSAs to submit school bus
data to the Michigan Department of Education (MDE) annually. The SBIS is utilized to
report all black and yellow school buses owned, leased, and/or contracted by a district.
All multi-function school activity buses, must also be reported in the SBIS.

A school transportation vehicle is not a school bus. Therefore, school transportation
vehicles are not reported in the SBIS. A school transportation vehicle is defined as a
vehicle with a manufacturer’s rated seating capacity of 10 or less passengers, including
the driver. Districts providing transportation to students to or from school, an
instructional program site, and/or school related events in school transportation
vehicles owned or leased by the district are required to annually submit a School
Transportation Vehicle Waiver Request form for approval from MDE.

MDE recently updated the SBIS to help districts provide accurate and comprehensive
school bus data. Refer to the Student Transportation Information and School Bus
Invetory System Instructions for more information on these updates.

Reporting Timelines

The SBIS opens annually on the first business day of October and must be certified by
all districts with school buses in the SBIS by the last business day in June.

Failure to certify district data in the SBIS will result in statewide amortization not being
calculated until certification is completed by all districts with school buses in the SBIS.

Amortization is not reimbursable on the Transportation Expenditure Report (SE-4094)
unless the amortization amount is reflected in the SBIS. Districts are encouraged to
update their school bus inventory data as changes occur to help support a seamless
certification process.


https://ars.apps.lara.state.mi.us/AdminCode/DownloadAdminCodeFile?FileName=1839_2018-058ED_AdminCode.pdf&ReturnHTML=True
https://www.michigan.gov/mde/-/media/Project/Websites/mde/specialeducation/funding/stateaid/TransportationVehicleWaiver.pdf?rev=16ccc3d7b24343479e2ce846650a1f0b&hash=4140604DFB83DE38FBADEFC77322D649
https://www.michigan.gov/mde/-/media/Project/Websites/mde/specialeducation/funding/stateaid/TransportationVehicleWaiver.pdf?rev=16ccc3d7b24343479e2ce846650a1f0b&hash=4140604DFB83DE38FBADEFC77322D649
https://www.michigan.gov/mde/-/media/Project/Websites/mde/specialeducation/funding/stateaid/StudentTransportationInfo-SBIS-Instructions.pdf?rev=328beb95b2f44edabc5b4eb9cabe39e2&hash=4F226D0F8861A87FB66EEC01B2B7AB53
https://www.michigan.gov/mde/-/media/Project/Websites/mde/specialeducation/funding/stateaid/StudentTransportationInfo-SBIS-Instructions.pdf?rev=328beb95b2f44edabc5b4eb9cabe39e2&hash=4F226D0F8861A87FB66EEC01B2B7AB53

Accessing the SBIS
The SBIS is within the Michigan Education Information System (MEIS).

To access the SBIS, each individual user must have:

e A MEIS user account

o New users can obtain an account by selecting “Create a New MEIS
Account” on the MEIS webpage

e A completed Pupil Transportation Security Access Form that has been processed
by MDE

o Ensure all fields are completed accurately to avoid delays in being granted
access

o Each user must have their own MEIS account. The same MEIS account
cannot be shared by multiple users

Access Levels

The number of users authorized to access the SBIS and the access level for each user is
determined by the district’s authorized officials.

The types of access levels include:

e Read Only

o Available for ISD, LEA and PSA users

o Allows users read only access to SBIS data
e Edit/Update

o Available for ISD, LEA and PSA users

o Allows users to add, edit, delete and certify SBIS data
e ISD Administrator

o Available for ISD users only

o Allows users to add, edit, delete, and certify the ISD’s SBIS data as well as
all LEA and PSA SBIS data within the ISD


https://mdoe.state.mi.us/MEIS/login.aspx
https://www.michigan.gov/mde/-/media/Project/Websites/mde/specialeducation/funding/buspupilsecurity.pdf

Login Screen

To access the SBIS, navigate to the SBIS Login webpage. The login credentials are the
same as the user’s MEIS account username and password.

The SBIS functions best with Microsoft Edge. Using other browsers may work, but some
functions and help screens may not display properly.
Welcome Screen

After logging in, the user is directed to the SBIS welcome screen which includes
important information such as:

e When the SBIS opens for school bus inventory modifications for the current
school fiscal year

e When the SBIS closes and school bus inventory modifications can no longer be
made for the current school fiscal year

e When the Final School Bus Inventory Report (SE-4107) is available

e Other information as needed

SBIS Navigation
The SBIS menu options are located on the left side of the welcome screen and include:
e Add Bus
e Edit or Delete
e Certify Bus
e Preliminary Report

e Final Report

Users with read only level access will only have access to the Preliminary and Final
Report options.

The SBIS will time out after twenty (20) minutes of inactivity. Any data not saved will
be lost.

After adding, editing, or deleting a school bus(es), users are encouraged to:

e Exit the SBIS


https://mdoe.state.mi.us/SBIS/login.aspx

e Log back into the SBIS

e Review the Preliminary Report to ensure all changes made are properly reflected

Add Bus

To add a school bus:

e Complete the 15 required fields.

o For a detailed description of how to complete each field, refer to the
“Instructions for Entering School Buses in the SBIS” section of the Student
Transportation Information and School Bus Inventory System Instructions
document.

e Select the submit button at the bottom of the page.
o The user will be required to certify all vehicles entered in the SBIS are a
school bus before being able to save data entered.

Important Information:

e School buses added with a purchase year reflective of the first half of the school
fiscal year (e.g. 2025 for 2025-26) will begin generating an annual amortization
amount in the SBIS starting the school fiscal year the school bus was added.

e School buses added with a purchase year reflective of the second half of the
school fiscal year (e.g. 2026 for 2025-26) will not begin generating an annual
amortization amount in the SBIS until the next school fiscal year.

e School buses may be added individually or in batches of 10 at a time.
o All fields must be completed for a school bus to be successfully added to the SBIS.

e The cost used for each school bus is determined by completing a New Bus Cost
Worksheet.

Edit and Delete

To edit or delete a school bus, utilize the “Action” field on this page. Users may only
edit or delete a school bus at a time.


https://www.michigan.gov/mde/-/media/Project/Websites/mde/specialeducation/funding/stateaid/StudentTransportationInfo-SBIS-Instructions.pdf?rev=328beb95b2f44edabc5b4eb9cabe39e2&hash=4F226D0F8861A87FB66EEC01B2B7AB53
https://www.michigan.gov/mde/-/media/Project/Websites/mde/specialeducation/funding/stateaid/StudentTransportationInfo-SBIS-Instructions.pdf?rev=328beb95b2f44edabc5b4eb9cabe39e2&hash=4F226D0F8861A87FB66EEC01B2B7AB53
https://www.michigan.gov/mde/-/media/Project/Websites/mde/specialeducation/funding/stateaid/Cost_of_Bus_Worksheet.pdf
https://www.michigan.gov/mde/-/media/Project/Websites/mde/specialeducation/funding/stateaid/Cost_of_Bus_Worksheet.pdf

Edit Bus
To edit data for an individual school bus:

e Select the yellow pencil icon within the Action field for the applicable school bus
e Make applicable changes to the SBIS data

e Select the save button at the bottom of the screen

Users can exit this screen without editing the school bus data by selecting the cancel
button.

Once school bus data is saved on the Add Bus page, the following fields cannot be
edited without contacting MDE for assistance:

Vehicle Identification Number (VIN)
e Year of Manufacturing
e Cost
e Amortization
e Year of Purchase
For assistance with changes to fields unable to be edited, contact MDE, Office of Special

Education (OSE) Program Finance unit at MDE-OSEProgramFinance@michigan.gov or
MDE Office of Health and Safety (OHS) at MDE-OHS@michigan.gov.

Delete Bus
School buses are to be deleted from the SBIS when:

e Sold to a buyer other than another Michigan public school district

e Scrapped
To delete an individual school bus from the SBIS:

e Select the blue “X” icon within the Action field for the applicable school bus.
e Select the Delete button at the bottom of the screen
e The school bus will be immediately deleted from the SBIS.

o This action cannot be undone by an ISD, LEA or PSA.


mailto:MDE-OSEProgramFinance@michigan.gov
mailto:MDE-OHS@michigan.gov

o Ifaschool bus is deleted in error, contact the MDE OSE Program Finance
unit at MDE-OSEProgramFinance@michigan.gov or MDE OHS at MDE-
OHS@michigan.gov.

Users can exit this screen without deleting the school bus by selecting the cancel button.

Important Information

e Deleting a school bus will result in the annual amortization amount not being
calculated, even if remaining amortization exists for the school bus.

o If aschool bus is sold or scrapped within the first half of the school fiscal
year (e.g. 2025 for 2025-26),

= Delete the school bus out of the SBIS during the first half of the
school fiscal year

o If aschool bus is sold or scrapped within the second half of the school
fiscal year (e.g. 2026 for 2025-26),

= Delete the school bus out of the SBIS the next school fiscal year.
e Doing so will allow an annual amortization amount for the
school bus to be calculated, if remaining amortization exists.
Certify Bus

Each district with school bus data in the SBIS must certify its inventory annually by the
last business day in June. An annual certification must be completed even if no changes
were made since the prior school fiscal year’s inventory certification.

To certify the districts school bus inventory for the current school fiscal year:

o Select the “Certify” hyperlink under the certify field

e The Certified, Certified Date, and Certified By fields will automatically populate

If a district’s school bus inventory is certified and it is later determined additional
changes need to be made:

e Make all necessary edits
e Once changes are made, the district’s inventory will be automatically un-certified

e Complete the inventory certification process again


mailto:MDE-OSEProgramFinance@michigan.gov
mailto:MDE-OHS@michigan.gov
mailto:MDE-OHS@michigan.gov

Once the SBIS is closed by the MDE, no additional changes can be made for that school
fiscal year’s inventory.

Preliminary Report

The preliminary report only includes school bus data related to the current school fiscal

year.

Districts are encouraged to use the preliminary report to confirm any additions, edits,
and deletions of school buses as changes occur to ensure accuracy.

For additional download formats for the report:

|II

e Select the “Printer Friendly Report — Export to Excel” hyperlink at the top of the

page
e Select the purple disk and green arrow icon (Export button)
e Choose the preferred download format
o Excel
o PDF
o Word

Final Report

This screen includes the current and prior year final school bus inventory reports (SE-
4107) that have been generated after the SBIS has been closed and the annual
amortization calculation has been run.

The final report cannot be generated until all districts with school buses in the SBIS
have certified their inventory for the school fiscal year and the SBIS has been closed by
the MDE.

The final SE-4107 includes the annual amortization calculation for each individual school
bus to be used when completing the school bus amortization line on the SE-4094.

The final SE-4107 is available annually to districts in mid to late July. Districts may access
the final SE-4107 even if the SBIS is not open yet for the next school fiscal year.



For additional formats to download the report:

|II

e Select the “Printer Friendly Report — Export to Excel” hyperlink at the top of the

page
e Select the purple disk and green arrow icon (Export button)
e Choose the preferred download format
o Excel
o PDF
o Word

Log Out

To log out of the SBIS, select the “Log Out” button in the upper right hand corner of the
system.

Questions

For general questions regarding the SBIS, such as password resets, contact the MDE
Center for Educational Performance and Information (CEPI) help desk at
CEPI@michigan.gov.

For questions regarding getting access to the SBIS or SBIS data, contact the MDE OSE
Program Finance unit at MDE-OSEProgramFinance@michigan.gov or MDE OHS at
MDE-OHS@michigan.gov.
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