
Cover Slide-introductory slide



Title: Entering A New Driver  

Entering a 
New Driver

You will access Drives through the Pupil 
Transportation tile
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Select the Drives Tile
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Driver Maintenance
Select Driver Maintenance Tile
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New Driver
Select Driver Information
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Add a New Driver
Select "Add a new Driver"
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Enter New Driver
Enter Driver’s License Number, SSN and State of Issuance

Once you click 'next', you cannot edit this information. You will have to reach out to DEW for errors.
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Notification
If you get the warning in red, this indicates the driver has existed in the state 

system at some time. Click NEXT to continue to add the driver to your list.
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Driver Basic Information
The driver's basic information will populate
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License Verification
Checkmark the box to expand the driving record
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Driver Role/Job
Enter Requested Information, then 'NEXT'
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Driver Contact Information
You MUST remove the last 4 of the Zip that populates, then 'NEXT'
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T8 Physical
Enter physical information, then 'NEXT'

Beginning March 31, 2026, the waiver instructions will be "if a driver has an insulin dependent waiver, please upload 

the completed Insulin Waiver Packet by clicking on the document upload button to the left of the screen"
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Review and Submit
All information will populate, verify and click 'Submitted'
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Final Submission
Scroll to the bottom and click 'Submitted"
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Success!

Final screen will show 'SUCCESS' 
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