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Title: Entering A New Driver  

Navigating 
DRIVES – the 
ins and outs

You will access DRIVES through the Pupil 
Transportation tile
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Where do I go to:
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• Enter a NEW DRIVER (slides 6-10)

• Update an Existing Driver Record(slides 11-14)

• I entered a driver, but they don’t show in my roster (slides 15-20)

• View an individual driver’s BMV Report (slides 21-28)

• Update a driver T-8 physical, new or rechecks (slides 29-39)

• Removing a driver from my list (slides 40-46)

• Enter a T-9 Training (slides 47-54)

• Update a driver’s In-Service requirements (slide 55)



Where do I go to:
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• Enter or View a T-1 (slide 56-60)

• Enter or view a T-2 (slide 61-64)

• Bus Inventory (slide 65-74)

• Enter a T-10 (slide 75-78)



How to Enter a New Driver
Select Driver Maintenance Tile
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How to Enter a New Driver
Select Driver Information
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Menu



How to Enter a New Driver
Select "Add a New Driver"
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Menu



How to Enter a New Driver

Follow this link for full step by step instructions to enter a new 

driver.
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Menu

https://education.ohio.gov/getattachment/Topics/Finance-and-Funding/School-Transportation/Forms-Resources/Van-Driver-Evaluation-Form/Entering-a-New-Driver-in-DRIVES-March-2026.pdf.aspx?lang=en-US


END OF SLIDES for How to Enter a New Driver

Next: Update a Driver’s Record
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How to Enter a New Driver

Menu



How to Update an Existing Driver Record
Select Driver Maintenance Tile
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Update an Existing Driver
Select Driver Information
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Menu



Update an Existing Driver
Select "Driver Maintenance"
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Update an Existing Driver
Select the driver from the list that populates to access their profile and edit details
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Next

END OF SLIDES for Update an Existing Driver Record

Next: Where to find a driver that I just entered

Menu



Where do I find a driver that I just entered?

When a new driver is added to the district roster, their information needs to be saved first and then 
submitted. At this stage, the driver will appear under the “update existing new driver” search. This 
allows you to make any necessary updates or corrections before their details move forward in the 
process.

Once the driver’s information is submitted, the next step is for the Supervisor to review the 
submission. Until the Supervisor marks the driver as reviewed, the record will continue to show in 
“update existing new driver.” After the Supervisor completes their review and updates driver status 
to Reviewed, the driver will then show up under “Driver Maintenance.”
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Where do I find a driver that I just entered?
Select Driver Maintenance Tile

16

Men
u

Menu



Where do I find a driver that I just entered?

Select Driver Information
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Where do I find a driver that I just entered?

Select "Update an Existing New Driver"
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Where do I find a driver that I just entered?

List of drivers that need approved will populate
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Next

END OF SLIDES for Update an Existing Driver Record

Next Up: Viewing an individual driver’s BMV Record

Menu



Viewing an individual driver’s BMV Record
Select Driver Maintenance Tile
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Viewing an individual driver’s BMV Record

Select Driver Information

Menu



Viewing an individual driver’s BMV Record

Select "Driver Maintenance"
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Viewing an individual driver’s BMV Record
Select the driver from the list that populates to access their profile and edit details
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Viewing an individual driver’s BMV Record
Click the edit pencil next to the driver’s “basic information” tile
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Viewing an individual driver’s BMV Record
Check mark “Show all information”
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Viewing an individual driver’s BMV Record
Driver’s historical BMV record will populate
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Next

END OF SLIDES for View an individual driver’s BMV record

Next up: Updating a T-8 physical

Menu



Updating/Entering a T-8
Select Driver Maintenance Tile
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Updating/Entering a T-8

Select Driver Information
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Updating/Entering a T-8

Select "Driver Maintenance"
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Updating/Entering a T-8
Select the driver from the list that populates to access their profile and edit details
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Updating/Entering a T-8
Click the edit pencil next to the driver’s “Physical” tile
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Updating/Entering a T-8
Enter new physical information and click next 
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Updating/Entering a T-8
If a waiver is required, choose “physical pass” with the waiver identified
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Update/Entering a T-8

Choose UPLOAD DOCUMENT to submit the waiver packet
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Upload document will populate a file upload on the right-hand side of the screen
Menu



Update/Entering a T-8
Choose the waiver type, then upload the waiver
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Do NOT upload a T8 physical
Menu



Updating/Entering a T-8
Once information and needed waivers are added, click ‘next’ to save the new information
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A new T8 overrides an existing T8
Menu
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Next

END OF SLIDES for Update/Entering a T-8

Next up: Removing a driver from my roster

Menu



How to remove a driver from the roster
Select Driver Maintenance Tile
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How to remove a driver from the roster

Select Driver Information
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How to remove a driver from the roster

Select "Driver Maintenance"
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How to remove a driver from the roster
Select the driver from the list that populates to access their profile and edit details
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How to remove a driver from the roster
Click the edit pencil next to the “Driver’s Role/Job”
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How to remove a driver from the roster
Enter the date the driver left the district/company and click “next”
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Next

END OF SLIDES for Removing a driver from a roster

Next up: Where to enter a T-9

Menu



Where to enter a T-9 training record
Select Driver Maintenance Tile
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Where to enter a T-9 training record

Select Driver Information
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Where to enter a T-9 training record

Select "Driver Maintenance"
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Where to enter a T-9 training record
Select the driver from the list that populates to access their profile and edit details
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Where to enter a T-9 training record
Select the edit pencil next to the T-9 Driver Training Certification to have access to entering a T-9
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Where to enter a T-9 training record

If you need full instructions on how to enter a T-9 

see this link
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https://education.ohio.gov/getattachment/Topics/Finance-and-Funding/School-Transportation/Forms-Resources/Van-Driver-Evaluation-Form/Employer-Entry-T9-New-Bus-Driver-for-supervisors.pdf.aspx?lang=en-US
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Next

END OF SLIDES for Entering a T-9

Next up: Update a driver’s in-service records

Menu



Update a driver’s in-service

The in-service feature of DRIVES is not 
built out yet
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Next

END OF SLIDES for Driver In-service

Next up: Enter T-1 Data

Menu
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How to Enter/View T-1 
T-1 Information is located under Transportation Funding

Menu
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How to Enter/View T-1 
Select T-1 Report

Menu
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How to Enter/View T-1 
Select the fiscal year

Menu
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How to Enter/View T-1 

More detailed instructions can be found here

T-1 Instructions.pdf

Menu

https://ohiodas.sharepoint.com/:b:/r/sites/Transportation529/Shared%20Documents/Drives%20Training%20Materials/PDF%20of%20Drives%20Trainings/T1%20Instructions.pdf?csf=1&web=1&e=BKLTfB
https://ohiodas.sharepoint.com/:b:/r/sites/Transportation529/Shared%20Documents/Drives%20Training%20Materials/PDF%20of%20Drives%20Trainings/T1%20Instructions.pdf?csf=1&web=1&e=BKLTfB
https://ohiodas.sharepoint.com/:b:/r/sites/Transportation529/Shared%20Documents/Drives%20Training%20Materials/PDF%20of%20Drives%20Trainings/T1%20Instructions.pdf?csf=1&web=1&e=BKLTfB
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Next

END OF SLIDES for View/Edit T-1

Next up: Enter T-2 Data

Menu
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How to Enter/View T-2 
T-2 Information is located under Transportation Funding

Menu
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How to Enter/View T-2
Select T-2 Report

Menu
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How to Enter/View T-2

More detailed instructions can be found here

Menu

WJ1
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Next

END OF SLIDES for View/Edit T-2

Next up: Bus Inventory

Menu



65

Bus Inventory
Bus Inventory information is located under Transportation Funding

Menu
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Bus Inventory
Select Bus Inventory

Menu
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Bus Inventory
Select Add a New Bus or Search Bus Inventory

Menu
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Bus Inventory
Work through the prompts to add a new bus to your bus inventory.

Menu
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Bus Inventory- Search
Select SEARCH to populate inventory

Menu
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Bus Inventory- Search and Dispose
Inventory will populate 10 per page

To delete a bus, select the red trash can.

Menu
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Bus Inventory- Disposal or Transfer
Select SALE if the bus is being transferred to a new owner, traded-in to a dealer, donated, or 

disposed of for salvage

Select TRANSFER if switching to a different educational entity

Menu
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Bus Inventory- SALE
Select sale, enter the sale amount and the date sold to remove the bus from inventory

Menu
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Bus Inventory- TRANSFER
Select transfer, enter the entity transferring bus to, and the date of transfer

Menu
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Next

END OF SLIDES for Bus Inventory

Next up: Enter a T-10

Menu
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Entering a T-10
T-10 Reports are located under Driver Maintenance

Menu
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Entering a T-10
Select T-10 Accident Reports and follow prompts

Menu
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Entering a T-10
More detailed instructions can be located here

T10-Accident-Reporting-in-DRIVES-March-2026.pdf.aspx

Menu

https://education.ohio.gov/getattachment/Topics/Finance-and-Funding/School-Transportation/Forms-Resources/Van-Driver-Evaluation-Form/T10-Accident-Reporting-in-DRIVES-March-2026.pdf.aspx?lang=en-US
https://education.ohio.gov/getattachment/Topics/Finance-and-Funding/School-Transportation/Forms-Resources/Van-Driver-Evaluation-Form/T10-Accident-Reporting-in-DRIVES-March-2026.pdf.aspx?lang=en-US
https://education.ohio.gov/getattachment/Topics/Finance-and-Funding/School-Transportation/Forms-Resources/Van-Driver-Evaluation-Form/T10-Accident-Reporting-in-DRIVES-March-2026.pdf.aspx?lang=en-US
https://education.ohio.gov/getattachment/Topics/Finance-and-Funding/School-Transportation/Forms-Resources/Van-Driver-Evaluation-Form/T10-Accident-Reporting-in-DRIVES-March-2026.pdf.aspx?lang=en-US
https://education.ohio.gov/getattachment/Topics/Finance-and-Funding/School-Transportation/Forms-Resources/Van-Driver-Evaluation-Form/T10-Accident-Reporting-in-DRIVES-March-2026.pdf.aspx?lang=en-US
https://education.ohio.gov/getattachment/Topics/Finance-and-Funding/School-Transportation/Forms-Resources/Van-Driver-Evaluation-Form/T10-Accident-Reporting-in-DRIVES-March-2026.pdf.aspx?lang=en-US
https://education.ohio.gov/getattachment/Topics/Finance-and-Funding/School-Transportation/Forms-Resources/Van-Driver-Evaluation-Form/T10-Accident-Reporting-in-DRIVES-March-2026.pdf.aspx?lang=en-US
https://education.ohio.gov/getattachment/Topics/Finance-and-Funding/School-Transportation/Forms-Resources/Van-Driver-Evaluation-Form/T10-Accident-Reporting-in-DRIVES-March-2026.pdf.aspx?lang=en-US
https://education.ohio.gov/getattachment/Topics/Finance-and-Funding/School-Transportation/Forms-Resources/Van-Driver-Evaluation-Form/T10-Accident-Reporting-in-DRIVES-March-2026.pdf.aspx?lang=en-US
https://education.ohio.gov/getattachment/Topics/Finance-and-Funding/School-Transportation/Forms-Resources/Van-Driver-Evaluation-Form/T10-Accident-Reporting-in-DRIVES-March-2026.pdf.aspx?lang=en-US
https://education.ohio.gov/getattachment/Topics/Finance-and-Funding/School-Transportation/Forms-Resources/Van-Driver-Evaluation-Form/T10-Accident-Reporting-in-DRIVES-March-2026.pdf.aspx?lang=en-US
https://education.ohio.gov/getattachment/Topics/Finance-and-Funding/School-Transportation/Forms-Resources/Van-Driver-Evaluation-Form/T10-Accident-Reporting-in-DRIVES-March-2026.pdf.aspx?lang=en-US
https://education.ohio.gov/getattachment/Topics/Finance-and-Funding/School-Transportation/Forms-Resources/Van-Driver-Evaluation-Form/T10-Accident-Reporting-in-DRIVES-March-2026.pdf.aspx?lang=en-US
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