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ISBE WEB APPLICATION SECURITY  

AND 

PUPIL TRANSPORTATION CLAIM REIMBURSEMENT SYSTEM  

 

All public school districts, vocational centers, charter schools, and special education cooperatives 

must enter the claim data online through the web-based Pupil Transportation Claim 

Reimbursement System (PTCRS) and transmit the pupil transportation reimbursement claim 

electronically via a secure connection over the internet. 

 

ISBE customers must use their ISBE Web Application Security (IWAS) account to access 

PTCRS.  You can access the IWAS User Guide on the IWAS homepage by going to the ISBE 

website at www.isbe.net.  Click on the ñIWASò link to go to the IWAS homepage and then click 

on the "IWAS User Guide" link. 

 

For the PTCRS web-based system, there are three levels of system security that IWAS refers to 

as ñapproval groups.ò  The approval groups for PTCRS are as follows: 

 

Document Author is the person(s) responsible for entering the electronic pupil transportation 

reimbursement claim data and the depreciation schedule data, if applicable, in PTCRS.  

 

RCDT Admin is the District Superintendent, Vocational Director/Administrator, Charter School 

Administrator, or Special Education Cooperative Director/Administrator or his/her delegated 

designee who has district signatory authority for the pupil transportation reimbursement claim.  

The RCDT Admin or delegated designee is responsible for reviewing, approving, and 

transmitting the pupil transportation reimbursement claim to the ISBE for approval by the 

August 15 statutory due date.  The RCDT Admin may also revise the claim or send the claim 

back to the Document Author for any revisions.  

 

ISBE Administrator is for ISBE use only. 

 

When you sign up through IWAS to use the Pupil Transportation Claim Reimbursement System, 

your district superintendent will assign you to one of two groups:  Document Author or RCDT 

Admin.  If he or she places you into the RCDT Admin group, you will have signatory authority 

on the claim and can transmit the claim to the ISBE for approval without involvement from your 

District Superintendent. 

https://www.isbe.net/
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District Homepage in PTCRS 
 

When a Document Author logs into the Pupil Transportation Claim Reimbursement System 

(PTCRS) for the first time during the current fiscal year, the homepage for a District looks like 

the screen below: 

 

 
 

Clicking on ñHomeò on the header from any screen in PTCRS takes the user back to the District 

homepage.  

 

Clicking on ñHelpò on the header from any screen in PTCRS opens the Help screen for that 

page in a new browser window.  

 

The District homepage is divided into four (4) quadrants:  

  

 Å Depreciation Schedule  

 Å Reimbursement Claim  

 Å Worksheets & Help Documents  

 Å History & Data Analysis Tools  
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District Homepage in PTCRS (Cont.) 
 

When you see ñopen circlesò (o) next to the links under the Depreciation Schedule and 

Reimbursement Claim headings on the homepage, the links are open and action may be taken.  

If the circles are closed (Å), no action may be taken.  The bullets next to the links under the 

Depreciation Schedule and Reimbursement Claim headings will remain ñopenò until the 

document author transmits the claim to the District Superintendent (RCDT Admin) or the 

District Superintendent transmits the claim to the ISBE for approval.  Once the claim is 

transmitted to the District Superintendent for approval, the links will be ñclosedò until the 

District Superintendent returns the claim back to the Document Author.  

 

The system will display the IWAS Login Access Group and the Login ID of the user currently 

logged into the system at the bottom left corner on the District homepage.  

 

PLEASE UTILIZE ALL HELP WORKSHEETS TO ASSIST IN COMPLETING THE 

STUDENT TRANSPORTATION CLAIM.  

---------------------------------------------------------------------------------------------------------------------  

 

Entering Data in the  

Electronic Depreciation Schedule  

  
The electronic Depreciation Schedule is divided into 3 modules:  

  

  Add Assets ï New assets added to the districtôs pupil transportation inventory may be 

entered any time during the year.  Effective January 16, 2002, pupil transportation assets 

with a principal cost of $2,500 or more and having a useful life of more than 1 year must 

be depreciated.  Assets with a principal cost of less than $2,500 are claimed as a direct 

cost on the Pupil Transportation Reimbursement Claim.  

 

 

  Modify/Delete Assets ï Revisions to the asset details may be made any time during the 

year (i.e., the date acquired was originally entered as 01/01/03, but the date should have 

been 03/01/03).  The date an asset is deleted/disposed of may be entered any time during 

the year.  

 

 

  Calculate Depreciation Allowance ï The depreciation allowance is calculated based 

upon information entered for the asset details.  Changes to the depreciation allowance 

may be made until the claim is transmitted for approval.  Once the claim is transmitted, 

no changes to the depreciation allowance may be made unless the district contacts the 

Illinois State Board of Education (ISBE) to return the claim for corrections.  
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Entering Data in the Electronic Depreciation Schedule 

 (Cont.) 
 

Document Authors or District Superintendents that enter information into the electronic 

Depreciation Schedule for the first time must enter all assets using the following procedures: 

Add Assets 

 

Click on the ñAdd Assetsò link under the ñDepreciation Scheduleò heading on the District 

homepage.  This provides a quick link to the ñTransportation Assets Item Detailsò screen 

shown below: 

 

 
 

Enter data in each text box on the ñTransportation Assets Item Detailsò screen.  Data must be 

entered in text boxes that have an asterisk (*) at the end. 
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Field Definitions & Data Validation Rules for Asset Details 

 
 

Sequence 

Number  

 

Enter the existing or pre-assigned sequence number or item code in any 

format up to 10 characters.  Users should keep sequence numbers in 

sequential order (i.e. 1, 2, 3, 4...) and never re-use a sequence number if an 

asset has been deleted.  This is a compulsory field.  

Type  Click on the down arrow at the end of the text box and select one of the 

following from the drop-down menu:  

  

B ï Buildings/Land/Property  

  

E - Equipment/Other Vehicles (not used to transport students)  

  

N ï Non-Reimbursable  

  

R ï Repairs & Modifications  

  

S ï Site Improvements  

  

V ï Vehicles (used to transport students)  

  

The Useful Life and Annual Rate of Depreciation for an asset depends on 

the ñTypeò of asset selected.  Selecting a new value for the ñTypeò of 

asset automatically resets the Annual Rate of Depreciation and Useful Life 

fields.  Carefully decide what asset ñTypeò is applicable for the asset.  

This is a compulsory field. 

Description  Enter the name of the asset as it should appear on the Depreciation 

Schedule (max. 50 characters).  This is a compulsory field.  

Details  Enter a brief description or notes about the asset. This field is optional.  

Maximum of 450 characters. 

Date 

Acquired  

The current date is defaulted in this field.  Enter the date the asset was 

acquired in MM/DD/YYYY format.  This is a compulsory field. 
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Field Definitions & Data Validation Rules for Asset Details (Cont.) 
 

Ownership  Click on the down arrow at the end of the text box and select one of the 

following from the drop-down menu:  Purchased, One Year Lease (Annual), or 

Multiple Year Lease/Leased Purchased.  

 

The value selected in this field determines the formula used to calculate the 

depreciation allowance.  This is a compulsory field.  

Principal 

Cost/Market 

Value  

Enter the Principal Cost/Fair Market Value for the asset.  Do not include any 

finance charges, service fees or interest in this amount.  Assets with a 

principal cost/fair market value of $2,500 or more and a useful life of one year 

or more must be depreciated.  Enter whole dollar amounts (no $, commas, 

decimals, zeroes, or cents).  This is a compulsory field.  

Useful 

Life/Lease 

Period   

This field is automatically populated with the expected useful life of the asset 

(in years) based upon the ñTypeò of asset selected and the ñOwnershipò 

selected.  For example, when the ñTypeò of asset selected is ñVò (vehicle used 

to transport students) and the ñOwnershipò selected is ñPurchased,ò the 

system automatically defaults the ñUseful Lifeò with ñ5 Years.ò  When the 

ñOwnershipò selected is ñOne Year Leaseò (annual), the system automatically 

defaults the ñUseful Life/Lease Periodò to ñ1 Year.ò  The user must enter the 

correct ñUseful Life/Lease Periodò when the ñOwnershipò selected is 

ñMultiple Year Lease/Leased Purchased.ò  Assets leased for multiple years 

could have any number of years greater than one.  The default is set to 0.  Enter 

the correct lease period.  Changing the ownership of an asset resets this field. 

Annual Rate 

of 

Depreciation 

This column is automatically populated based on the ñTypeò of asset selected. 

Total Lease 

Amount 

If the asset is leased or leased/purchased, enter the total lease amount to be paid 

over the lease period excluding finance charges, service fees or interest.  If 

the value entered is more than the Annual Rate of Depreciation times the 

Principal Cost or Market Value per year, the system shows a warning message. 

Enter whole dollars only (no $, commas, decimals, zeroes, or cents).  This field 

is compulsory for leased assets. 

Registration 

Number  

If the asset is a vehicle, enter the VIN number.  The VIN number entered must 

contain 17 characters.  If the VIN number entered does not contain 17 

characters, the system shows an error and your claim submission will be denied. 

Seating 

Capacity  

If the asset is used to transport students, enter the maximum number of 

occupants, including the driver.  
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Field Definitions & Data Validation Rules for Asset Details (Cont.) 
 

You must click the ñSave Dataò button to retain the asset detail information.  If you click on the 

ñCancelò button, the data will not be saved.  When you click on the ñSave Dataò button, a 

confirmation prompt appears (see below).  Click on the ñOKò button to save the data.  The asset 

detail information is saved, the page is closed, and PTCRS takes you back to the District 

homepage. 

 

 
 

To continue adding new assets, click on the ñModify/Delete Assetsò link under the 

ñDepreciation Scheduleò heading.  PTCRS will take you to the ñTransportation Assets 

Summaryò screen.  Click on the ñAdd New Assetò button at the bottom of the screen.  A new 

asset detail screen will appear.  Enter the data and save.  PTCRS will take you back to the 

ñTransportation Assets Summaryò screen again.  Continue to repeat this process until all 

assets have been entered and saved.  
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Modify / Delete Assets 
 

To modify or delete an asset, click on the ñModify/Delete Assetò link under the ñDepreciation 

Scheduleò heading on the District homepage.  The ñTransportation Assets Summaryò screen 

will appear with a list of all assets entered to date in sequential order (see below).  

 

 
 

Click on the ñSequence Numberò link to open the ñTransportation Asset Item Detailsò screen 

for the asset to be modified or deleted.  

 

Asset details can be modified any time of the year however, changing information in some of the 

fields (i.e. type of asset, date acquired, etc.) could affect the depreciation allowance calculation 

for the asset.  If the Pupil Transportation Reimbursement Claim for the current fiscal year has 

been transmitted for approval, but the Pupil Transportation Reimbursement Claim File has not 

been closed by the ISBE, the district may contact the ISBE to return the claim.  This will allow 

the Document Author or District Superintendent to revise the Depreciation Schedule and/or the 

Pupil Transportation Reimbursement Claim. 
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Modify / Delete Assets (Cont.) 
 

If the claim is returned to the District Superintendent by the ISBE, the claim must be 

retransmitted to the ISBE by the district for approval.  If the ISBE has closed the files, the 

depreciation allowance for the next fiscal year will be calculated using the revised asset details, 

however, changes for prior years must be completed through the state audit process.  Changing 

asset details cannot affect any previously transmitted claims and depreciation schedules once the 

claim file is closed by the ISBE.  

 

After you have completed the revisions to the transportation asset details, click on the ñSave 

Dataò button at the bottom of the screen.  When the ñSave Dataò button is clicked on, a warning 

is displayed as shown on page below. 

 

 
 

Changing the ñSequence Numberò or ñDescriptionò values will also cause the same changes to 

appear on the ñDepreciation Schedule Summaryò screen.  
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Modify / Delete Assets (Cont.) 

Changing any other details, except the ñSequence Numberò and the ñDescription,ò affects the 

depreciation allowance computed for an asset, but does not change that value on the 

ñDepreciation Schedule Summaryò if the Pupil Transportation Reimbursement Claim has 

already been transmit ted.  Revisions are only effective when the assetôs data is updated and 

saved and the claim is revised and retransmitted for approval.  

Please refer to ñField Definitions & Data Validation Rules for Asset Detailsò and the ñList of 

Possible Errors on Asset Detailsò for more details. 

 

List of Possible Errors/System Messages on the Asset Details Screen 

  
ñPlease Verify the Depreciation Allowance for the Asset Being Modified / Deleted.ò  

This warning message is displayed when the details for an asset have been 

modified/revised.  The user should verify if the ñDepreciation Allowance for the Fiscal 

Year Being Claimedò needs to be revised.  Please refer to ñModify/Delete Assetsò and 

ñUpdating the Depreciation Allowance after the Asset Details Have Been Revisedò 

for instructions.  

 

ñAction Canceled by the Userò.  

When the user clicks on the ñDelete Assetò button, the system prompt, ñAre you sure 

you want to delete/dispose of this asset?ò appears on the screen.  If the user clicks on 

the ñCancelò button, this message is displayed.  

 

ñChanging the Asset Type Will Change the Rate of Depreciation.ò  

This warning is displayed when the user modifies the ñTypeò field of a previously saved 

asset.  Changing the ñTypeò field for an asset automatically overwrites the ñRate of 

Depreciationò and the ñUseful Lifeò columns with the default values based on the new 

ñTypeò of asset selected.  

  

ñPlease Enter a Sequence Number.ò  

 This error message appears when the user has omitted the ñSequence Numberò while 

saving data.  

  

ñPlease Select Type of Asset.ò  

This error message appears when the user has omitted the ñTypeò of asset while saving 

data.  

  

ñPlease Enter Item Description.ò  

This error message appears when the user has omitted the ñItem Descriptionò while 

saving data.  

  



 

 11 

List of Possible Errors/System Messages on the Asset Details Screen 

(Cont.) 
 

ñPlease Enter a Valid Date.  Please Use MM/DD/YYYY Format.ò  

This error message appears when the user has omitted either the ñDate Acquiredò or 

ñDate Deletedò (as applicable) or has an invalid date in these fields while saving data.   

  

Date of Deletion Should Be Later Than the Date Acquired.  

The deletion date entered for an asset cannot be prior to the acquisition date for the asset.  

  

ñPlease Select the Type of Ownership.ò  

This error message appears when the user has omitted the type of ñOwnershipò while 

saving data.  

 

ñPlease Enter a Valid Principal Cost/Market Value.ò  

This error message appears when the user has omitted or has an invalid number (do not 

use $ sign, commas, decimals, or cents) in the ñPrincipal Cost/Market Valueò field.  

 

 ñPrincipal Cost/Market Value Should be Greater Than $??????.ò  

For assets added on or after 01/16/2002, the minimum principal cost should be $2500 or 

more.  For assets added prior to 01/16/2002, the minimum principal cost could be $500 or 

more.  

 

ñPlease Enter Useful Life (Years).ò  

This error message appears when the user has omitted the ñUseful Life/Lease Periodò 

field for a leased asset.  

  

ñUseful Life Should Be 1 Year.ò  

When ñOne Year Leaseò is selected for ñOwnershipò, the ñUseful Life/Lease Periodò 

may not be more than one year.  

  

ñFor Multiple Year Lease, the Lease Period Should Be More Than 1 Year.ò  

When ñMultiple Year Leaseò is selected for ñOwnership,ò the ñUseful Life/Lease 

Periodò must be greater than zero or one.  

  

ñPlease Enter a Valid Lease Amount.ò  

This error message appears when the user tries to update an invalid value in the ñLease 

Amountò field.  Only whole dollars may be entered (do not use $ sign, commas, 

decimals, or cents).  

  

ñPlease Enter the Lease Amount.ò  

This error message appears when the user has omitted the ñTotal Lease Amountò field 

for a leased asset.  

  



 

 12 

List of Possible Errors/System Messages on the Asset Details Screen 

(Cont.) 
 

ñPlease Do Not Enter a Lease Amount for Purchased Assets.ò  

This error message appears when the user tries to enter data in the ñTotal Lease 

Amountò field for an asset and the ñOwnershipò field selected is ñPurchased.ò  

  

ñPlease Enter the Vehicle Registration or VIN number.ò  

This error message appears when the user omits the ñRegistration Numberò field for 

transportation vehicles.  The VIN number entered must contain 17 characters.  

 

ñThe Vehicle Registration or VIN number must be at least 17 characters to be valid.ò 

This error message appears when the user tries to enter a VIN number with less than 17 

characters.  If the VIN number entered does not contain 17 characters, the system shows 

an error and claim submission will be denied. 

 

ñPlease Enter Seating Capacity.  

This error message appears when the user omits the ñSeating Capacityò field for 

transportation vehicles.  

  

ñUseful Life for Purchased Assets Cannot Be Changed.ò  

This error message appears when the user tries to modify the ñUseful Life/Lease 

Periodò of a ñPurchasedò asset.  

 

 ñPlease Enter a Valid Lease Amount.ò  

This warning appears when the user modifies the ñOwnershipò field for an asset to ñOne 

Year Leaseò.  

 

ñPlease Enter a Valid Lease Amount and Useful Life/Lease Period.ò  

This warning appears when the user modifies the ñOwnershipò field for an asset to 

ñMultiple Year Lease.ò  
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Delete / Dispose of Asset 
 

The user must click on the ñModify/Delete Assetsò link under the ñDepreciation Scheduleò 

heading on the District homepage to delete an asset on the Depreciation Schedule.  When the 

link is selected, the ñTransportation Assets Summaryò appears on the screen.  Select the 

ñSequence Numberò for the asset to be deleted/disposed of.  The system loads the 

ñTransportation Assets Item Detailsò screen.  Click the ñDelete Assetò button at the bottom of 

the screen (see below).  

 

 
 

A confirmation prompt will ask, ñAre you sure you want to delete/dispose of this asset?ò  

Click on the ñOKò button to continue deleting the asset (see below). 
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Delete / Dispose of Asset (Cont.) 
 

The system will provide a text box to enter the date the asset was deleted/disposed of (see 

below).  The system automatically defaults the current date in the text box.  Enter the correct 

date the asset was deleted/disposed using the MM/DD/YYYY format.  Click the ñOKò button to 

continue, or the ñCancelò button if you do not wish to delete the asset.  

 

 
 

 

The system will show a message box containing ñAction canceled by the userò if you click on 

the ñCancelò button.  ñPlease Enter a Valid Date.  Please use mm/dd/yyyy formatò will 

appear on the screen if an invalid date has been entered in the text box.  The current 

ñTransportation Asset Item Detailsò screen will remain open if the user clicks on the ñCancelò 

button in the prompt text box.  
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Delete / Dispose of Asset (Cont.) 
 

Once the user has entered the deletion date and clicked on the ñOKò button, the system will issue 

the following warning message, ñPlease verify the depreciation allowance of the asset being 

modified/deletedò. 
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Delete / Dispose of Asset (Cont.) 
 

The ñTransportation Assets Summaryò page will appear again on the screen with the deleted 

asset marked, ñ(Disposed)ò in red.  

 

 
   

 

Deleting an asset from the districtôs Depreciation Schedule means that the asset is no longer 

retained by the district for pupil transportation and removed from inventory on the deletion date.  

All assets deleted in the current fiscal year will appear on the ñDepreciation Schedule 

Summaryò and the depreciation allowance will be calculated, as applicable.  The asset will not 

appear on the ñDepreciation Schedule Summaryò the following fiscal year but will remain 

archived in the history file on the Depreciation Schedule Summary for the fiscal year the asset 

was deleted.  
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Delete / Dispose of Asset (Cont.) 
 

All assets should remain on the Depreciation Schedule until they are deleted/disposed of 

even if the asset is fully depreciated.  

  

   

Please refer to ñUpdating the Depreciation Allowanceò for more details on the ñDepreciation 

Schedule Summary.ò  

Please refer to ñField Definitions & Data Validation Rules for Asset Detailsò and the ñList of 

Possible Errors/System Messages on the Asset Details Screen.ò  
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Modifying the Deletion Date 
 

If the deletion date for an asset is incorrect in the system, the date can be modified.  The deletion 

date cannot precede the date acquired.  

 

Assets having a deletion date prior to July 1 of the fiscal year being reimbursed will not appear 

on the Depreciation Schedule Summary and no depreciation allowance may be claimed.  

  

Please refer to ñModify/Delete Assets,ò the ñField Definitions & Data Validation  Rules for 

Asset Details,ò and the ñList of Possible Errors/System Messages on the Asset Details 

Screenò for more details. 

 

 

 

 

Calculate & Update Depreciation Allowance 
 

If the Pupil Transportation Reimbursement Claim has not been transmitted to the District 

Superintendent for approval, the depreciation allowance can be modified and updated in the 

current fiscal year.  Changes may not be made to depreciation allowances for prior fiscal years.  

 

Click on the ñCalculate Depreciation Allowanceò link under the ñDepreciation Scheduleò 

heading on the District homepage.  The system opens the ñDepreciation Schedule Summaryò 

screen. 

 

The ñDepreciation Schedule Summaryò lists all of the pupil transportation assets currently 

retained by the district.  Assets deleted in the prior fiscal year will not appear on the current 

fiscal year depreciation schedule.  

 

Click on the ñSequence Numberò of the asset to calculate and update the current-year 

depreciation allowance. 

 

Districts using the electronic Depreciation Schedule module for the first time must enter the 

Accumulated Prior Year(s) Depreciation.  All assets appearing on the ñDepreciation Schedule 

Summaryò must be updated annually (even if the asset is fully depreciated) until the asset 

is deleted/disposed of in order to have the depreciation allowance calculated before the 

claim is transmit ted to the ISBE.  To update an asset and to calculate the current-year 

depreciation allowance (if applicable), click on each ñSequence Numberò with an asterisk 

indicator, and then on the next page make any changes applicable and click the Update button. 
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Calculate & Update Depreciation Allowance (Cont.) 
 

The ñCalculate Depreciation Allowanceò link on the Districtôs homepage is available until the 

pupil transportation claim has been transmitted for approval.  Once the claim has been 

transmitted for approval, the link is changed to ñDepreciation Schedule Summaryò and the 

information is changed to ñread-onlyò format.  If the district needs to revise the depreciation 

schedule after the claim has been transmitted, the district can request the claim be returned for 

revisions as long as the pupil transportation claim file has not been closed by the ISBE. 
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Updating the Current Year Depreciation Allowance 
 

When a ñSequence Numberò is clicked on the ñDepreciation Schedule Summaryò screen, the 

ñAsset Details for Deprecation Scheduleò screen (see below) is displayed: 

 

 
 

 

The upper-half of this screen displays the ñAsset Detailsò data previously entered for the asset 

selected.  Verify the data shown prior to updating the depreciation allowance.  If there is an error 

in the asset details, a correction can be made by clicking on the ñEdit Asset Detailsò button.  

This is a shortcut to open the ñTransportation  Asset Item Detailsò screen for the asset.  
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Updating the Current Year Depreciation Allowance (Cont.) 
 

When the ñAsset Details for Depreciation Scheduleò screen is first displayed, the ñCurrent 

Year Depreciation Allowanceò field under ñDepreciation Detailsò is automatically computed 

by the system based upon the ñAsset Details.ò  The ñAccumulated Prior Year(s) 

Depreciationò is automatically defaulted with data from the ñAccumulated Depreciation 

through the Fiscal Year Being Claimedò field on the prior fiscal yearôs Depreciation Schedule.  

The system will default the ñAccumulated Prior Year(s) Depreciationò to zero if no data is on 

file in PTCRS for the prior fiscal year.  New users to the electronic Depreciation Schedule 

must enter the correct amount for the ñAccumulated Prior Year(s) Depreciation.ò  The user 

can also modify the ñPrior Y ear(s) Accumulated Depreciation. 

 

Allowanceò and the ñCurrent Year Depreciation Allowanceò fields.  Editing these fields 

automatically recalculates   

 

The values for the ñAccumulated Depreciation through the Fiscal Year Being Claimedò field 

and the ñUndepreciated Balanceò field.  

  

The ñCurrent Year Depreciation Allowanceò may be revised; however, the revision should be 

under the limits as described in ñField Definitions and Data Validation Rules for Asset 

Details.ò  Users should review the ñList of Possible Errors/System Messages on the Assets 

Details Screenò if an error message is received when saving data.  

  

When an asset is fully depreciated and retained by the district, the system will default to zero in 

the ñCurrent Year Deprecation Allowanceò and ñUndepreciated Balanceò fields.  New users 

must enter the ñAccumulated Prior Year(s) Depreciationò amount. 

  

The ñRe-compute Default Valuesò button at the bottom of the screen forces the system to re-

calculate all of the ñDepreciation Detailsò fields based on the current asset details.  Click on the 

ñRe-compute Default Valuesò button if you have entered incorrect data in the ñDepreciation 

Detailsò fields and want to revert back to the system default values calculated in PTCRS.  The 

ñRe-compute Default Valuesò button does not save data in system.  
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Updating the Current Year Depreciation Allowance (Cont.) 
 

Once you have completed entering the ñDepreciation Details,ò click the ñUpdateò button at the 

bottom of the screen to save the current depreciation allowance data.  Click the ñOKò button on 

the confirmation prompt and the ñDepreciation Schedule Summaryò page will be displayed 

again with updated values for the asset.  Update the depreciation allowance for all assets listed 

on the ñDepreciation Schedule Summaryò using the same procedures.  

 

Reminder - An asterisk (*) mark next to the sequence number indicates that the asset has 

not been updated in the current fiscal year (see below).  You must update all assets each 

current fi scal year.  
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Field Definition and Data Validation Rules for Depreciation Details 
 

All numeric vales in these fields should be whole dollars only. 

 

Principal Cost / Market Value  This is a ñread-onlyò field for a quick reference to the 

Principal Cost / Market value of the asset as entered in the 

ñAsset Detailsò page.  

Accumulated Prior Year(s) 

Depreciation  

This field should have a whole dollar value greater than zero 

if the asset was purchased prior to July 1. 

 

New assets entered on the Depreciation Schedule for the 

first time, should have zero in this field.  The system 

defaults this field automatically if the last yearôs data is 

available. 

Current Year Depreciation 

Allowance  

The default value for this field is computed by a formula 

using the ñDate Acquired,ò ñRate of Depreciation,ò 

ñPrincipal Cost/Fair Market Value,ò ñLease Paymentò (if 

applicable) and the ñDeletion Dateò (if applicable).  The 

user can change the amount entered in this field by the 

system with a value between zero and the maximum 

claimable amount for the asset.  

 

A detailed description is found in the ñInstructionsò located 

under the ñHelpò link.  

Accumulated Depreciation 

Through the Fiscal Year Being 

Claimed  

This field is automatically populated by the system using a 

formula of ñPrior Year(s) Accumulated Depreciationò plus 

ñCurrent Year Depreciation Allowance.ò  Data will be 

entered in this field by the system when the user leaves any 

field on this page. 

Undepreciated Balance  This field is automatically populated by the system using a 

formula of ñCost of the Asset as of June 30ò minus 

ñAccumulated Depreciation Through the Fiscal Year Being 

Claimed.ò  Data will be entered in this field by the system 

when the user leaves any field on this page.  



 

 24 

List of Possible Errors / System Messages on the 

Calculate Depreciation Details Screen 
 

"All values will be recomputed and refreshed."  

This warning message is displayed when the user clicks on the ñRe-compute Default 

Valuesò button on the ñAsset Details for Depreciation Scheduleò screen under the 

ñDepreciation Detailsò heading for an asset.  

 

"Accumulated Depreciation cannot be more than the Principal Cost."  

The óAccumulated Prior Year Depreciationô or the óAccumulated Depreciation 

through the Fiscal Year being claimedô fields cannot have a value more than the 

óPrincipal Costô or óTotal Lease Amountô of the asset.  

 

"Depreciation Allowance exceeds allowable limit." OR "Prorated Depreciation Allowance 

exceeds allowable limit."  

The depreciation allowance amount entered into the ñCurrent Year Depreciation 

Allowanceò field cannot be greater than the value computed by PTCRS (ñRate of 

Depreciationò times the ñPrincipal Cost/Fair Market Valueò prorated for the number of 

months the asset was in districtôs inventory).  

  

"This asset has been deleted or passed the useful life in prior fiscal year(s) and cannot have a 

Depreciation Allowance.ò  

No depreciation allowance can be claimed for the assets that were either deleted/disposed 

of or passed their useful lives prior to the first day of the current fiscal year.  

  

"Accumulated depreciation cannot be more than the Principal Cost/Fair Market Value.  

Please verify depreciation data."  

This error message appears if the value entered in the ñCurrent Year Depreciation 

Allowanceò field causes the ñAccumulated Depreciation through the Fiscal Year 

Being Claimedò amount calculated by the system to be more than the ñPrincipal 

Cost/Fair Market Valueò of the asset.  

  

"A new asset cannot have ñAccumulated Prior Year(s) Depreciation Allowance."  

New assets will only have data entered in the ñCurrent Year Depreciation Allowanceò 

field.  The system conducts an online edit based upon data entered in the ñDate 

Acquiredò field for the asset.  

  



 

 25 

List of Possible Errors / System Messages on the Calculate 

Depreciation Details Screen (Cont.) 
  

"This is a continuing asset and should have data entered in the óAccumulated Prior Year(s) 

Depreciationô field.ò  

PTCRS conducts an online edit based upon the data entered in the ñDate Acquiredò field 

for the asset.  There should be data entered in the ñAccumulated Prior Year(s) 

Depreciationò field for all assets added prior to the first day of the current fiscal year.  

New users of the electronic Depreciation Schedule must enter this data in the system.  

PTCRS will automatically calculate the ñAccumulated Prior Year(s) Depreciationò 

field in subsequent years until the asset is deleted / disposed of. 

 

" No Depreciation Allowance may be claimed if there is no current fiscal year Lease 

Payment."  

If there was no lease payment made during the current fiscal year for a leased asset, no 

ñCurrent Year Depreciation Allowanceò may be claimed, because no expense was 

incurred.  

  

"The óCurrent Year Depreciation Allowanceô cannot exceed the óCurrent Fiscal Year Lease 

Paymentô."  

The system conducts an online edit of the ñCurrent Year Depreciation Allowanceò 

field upon a comparison of the ñPrincipal Cost/Fair Market Valueò for the asset 

multiplied by the ñRate of Depreciationò (prorated if applicable based on the date the 

asset was acquired) to the ñCurrent Fiscal Year Lease Payment.ò  The user is allowed 

to enter the lesser of the amounts into the system.   

  

"Accumulated Depreciation for Current Fiscal Year exceeds Maximum Total Allowable 

Depreciation Allowance."  

The maximum depreciation allowance cannot exceed the ñPrincipal Cost/Market 

Valueò of the asset.  The system conducts an online edit based upon the ñTypeò of asset, 

the ñUseful Life/Lease Period,ò and the ñPrincipal Cost/Market Value.ò  

  

"Depreciation Data does not match Asset data. Please click on the ñRe-compute Default 

Valueôs button to update the computations."  

This error message is displayed if the user tries to update the depreciation details of an 

asset without first clicking on the ñRe-compute Default Valuesò button for an asset that 

has been modified through the ñTransportation Assets Item Detailsò screen.  

  

"Value in this field cannot be changed."  

The user cannot change data in the óPrincipal Cost/Market Valueô, the óAccumulated 

Depreciation through the Fiscal Year Being Claimed,ô or the óUndepreciated 

Balanceô fields.  This warning message appears when the user tries to modify these 

fields.  
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Updating the Depreciation Allowance for Leased Assets 
 

A new field, ñCurrent Fiscal Year Lease Payment,ò appears for leased assets on the 

ñDepreciation Detailsò page (see below).  The depreciation allowance for leased assets is the 

lesser of the annual rate of depreciation times the fair market value (prorated if applicable based 

on date acquired and/or deleted) or the current year lease payment.  All other fields may be 

updated as described in ñUpdating Depreciation Allowance.ò  
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Updating the Depreciation Allowance after the Asset Details Have 

Been Revised 

If the details for an asset have been revised, a warning message appears in red under the asset 

details on the ñCalculate Depreciation Allowance ïPage 2ò screen when the user views the 

revised data.  The user should re-compute the depreciation allowance by clicking on the ñRe-

compute Default Valuesò button at the bottom of the page.  

  

Donôt forget to click on the ñUpdateò button to save the data in PTCRS.  

 

Depreciation Schedule Summary 
 

Once a Pupil Transportation Reimbursement Claim is transmitted, the ñCalculate Depreciation 

Allowanceò link under the ñDepreciation Scheduleò heading on the District homepage is 

changed to ñDepreciation Schedule Summaryò.  The Depreciation Schedule Summary is now 

in ñread-onlyò format and shows the Depreciation Allowances and Undepreciated Balances for 

all assets in the districtôs pupil transportation inventory.  
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If an asset is added after the claim is transmitted for approval and the claim is now being revised 

prior to the close of the pupil transportation reimbursement claim file for the current fiscal year, 

the newly added asset will appear on the list with an asterisk (*), a zero-depreciation allowance 

and a zero undepreciated balance.  The user must update the ñDepreciation Detailsò before re-

transmitting the claim.  

 

 

Clicking on the ñSequence Numberò of an asset on the ñDepreciation Schedule Summaryò 

page (ñread-onlyò format) shows the asset details and current-year depreciation allowance.  The 

claim must be returned to the district to revise any depreciation schedule data once the claim has 

been transmitted.  

 

Please utilize the Depreciation Worksheet provided to you on the ISBE website under Student 

Transportation Claim Completion Tools. 

 

https://www.isbe.net/Pages/Funding-and-Disbursements-Transportation-Programs.aspx 

 

 

 
 

 

https://www.isbe.net/Pages/Funding-and-Disbursements-Transportation-Programs.aspx
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ENTERING DATA IN THE ELECTRONIC  

PUPIL TRANSPORTATION REIMBURSEMENT CLAIM  
 

Pupil Head Count 
 

ñPupil Head Countò is the first link found under the ñReimbursement Claimò heading on the 

District homepage.  Lines 1 through 9 of the Pupil Transportation Reimbursement Claim are 

found in this section and relate to the number of pupils transported in three of the four categories 

of pupil transportation - regular, vocational, and special education.  

  

Data entered in Lines 1, 2, 3, 4, 5, 6, 8, and 9 on the electronic reimbursement claim must be a 

whole number.  Do not enter comma separators.  The total for Line 5 and the average number of 

regular pupils transported on Line 7 are calculated automatically by the system.  

  

Click on the ñPupil Head Countò link.  Enter an unduplicated headcount by category - lines 1-

4 for regular transportation; line 8 for vocational transportation; and line 9 for special education 

pupil transportation.  Only students that have transportation as a related service on the 

studentôs IEP should be reported on line 9.  
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Click on the ñSave Dataò button at the bottom of the screen to save the data in PTCRS.   

 

Saving data on this page does not transmit  the claim to the District Superintendent or to 

the ISBE.   

 

This link does not appear on the District homepage if the claim has been transmitted to the 

District Superintendent or to the ISBE.  
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Mileage 
 

ñMileageò is the second link under the ñReimbursement Claimò heading on the District 

homepage.  This section of the electronic Pupil Transportation Reimbursement Claim is used to 

report the mileage for all categories of transportation (regular, vocational, special education and 

non-reimbursable) for which services to students were provided.  
 

Please see the ñPupil Transportation Mileage & Cost Allocation Worksheetò on page 55 

prior to completing the mileage, expenditures and deductions sections of the claim.  
 

Click on the ñMileageò link.  Data entered on lines 10-13 must be whole numbers only. no 

commas or decimals.  Enter the mileage for Regular and Vocational Pupil Transportation 

(regular term only).  Enter the mileage for Special Education and Non-reimbursable Pupil 

Transportation (regular and summer terms).  
 

Click on the ñSave Dataò button at the bottom of the screen to save the data in PTCRS.   
 

Saving data on this page does not transmit  the claim to the District Superintendent or to 

the ISBE.  This link does not appear on the District homepage if the claim has been transmitted 

to the District Superintendent or to the ISBE. 
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Expenditures & Deductions 
 

ñExpenditures and Deductionsò is the third link under the ñReimbursement Claimò heading 

on the District homepage.  This section of the electronic Pupil Transportation Reimbursement 

Claim is used to report all  expenditures and offsetting revenue for student transportation services 

provided by the district.  

  

Click on the ñExpenditures & Deductionsò link.  This link does not appear when the claim has 

been already transmitted to the District Superintendent or to the ISBE.  

  

The user must enter whole number values or zeros.  Do not use the ñ$ò sign, comma 

separators, or decimals when entering data on lines 14-23.  

  

Enter data left to right on Lines 14 ï 23.  The system will automatically calculate the total in 

Column E, as well as lines 15, 18, 20, 21, 22, and 23.  These cells on the claim are ñread-onlyò in 

PTCRS and have a different background color.  Users cannot enter data in these cells.  

  

Example:  Line 14 (a) Salaries ï the user enters 5000 for regular transportation, 4000 for 

vocational transportation, 3000 for special education transportation and 1000 for non-

reimbursable transportation.  PTCRS will automatically enter 13,000 in the total column.  

 

Line 17 ï Allowable Depreciation ï The total is no longer carried over from the Depreciation 

Schedule Summary to the claim.  The user must update the depreciation schedule annually 

and enter the total allowable depreciation on the pupil transportation reimbursement 

claim.  

 
 

Expenditures & Deductions (Cont.) 



 

 33 

 

  

A warning prompt appears when the user clicks on the ñSave Dataò button if all assets have not 

been updated in the current fiscal yearôs depreciation schedule.  
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Expenditures & Deductions (Cont.) 
 

 
 

Lines 19(a) and 19(b) ï ñDeductionsò should not be spread based upon the mileage per category 

to the total miles.  Offsetting revenue should be reported in the category (regular, vocational, 

special education and/or non-reimbursable) for which the revenue was received, except (1) when 

students are transported less than 1 ½ miles without safety hazard approval on the districtôs 

regular routes and parents pay a fee to the district for transportation.  The district should report 

the offsetting revenue in Column DïNon-reimbursable Transportation because the 

reimbursement formula computes an offset for students transported less than 1½ miles without 

safety hazard approval and/or (2) the revenue received was for more than one category of 

transportation.  

  

When all data has been entered on the Pupil Transportation Reimbursement Claim, click on the 

ñSave Dataò button.  If you click on the ñCloseò button without saving the data, the data will be 

lost and must be re-entered into the system. Saving data on this page does not transmit the 

claim to the Distr ict Superintendent or to the ISBE.  The user must go to the ñClaim 

Review and Submitò link under the ñReimbursement Claimò heading on the District 

homepage in order to transmit the claim to the District Superintendent. 
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Claim Review & Submit 
 

Click on ñClaim Review & Submitò link under the ñReimbursement Claimò heading (see 

below) on the District homepage to open the ñClaim Reviewò screen.  

 

   

 

The ñClaim Reviewò page shows the complete Pupil Transportation Reimbursement Claim in a 

ñread-onlyò format with a ñSubmit to District Superintendentò button.   

  

Click the ñSubmit to District Superintendentò button to transmit the claim to the District 

Superintendent (RCDT Admin) for approval.  Document Authors cannot transmit  the claim 

directly to the ISBE.  The ñSubmit to District Superintendentò button disappears 

automatically once the claim has been transmitted.   
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Claim Review & Submit (Cont.) 
 

Click on the ñOKò button on the confirmation box to transmit the claim to the District 

Superintendent (RCDT Admin).  Clicking on the ñCancelò button stops the submission process 

and the claim will remain in draft form. 

 

 

Claim Review & Submit (Cont.) 
 

If there are no system errors in the Pupil Transportation Reimbursement Claim data when the 

Document Author transmits the claim to the District Superintendent for approval, the system will 

provide a confirmation message when the Pupil Transportation Reimbursement Claim is 

successfully transmitted to the District Superintendent. 
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The Pupil Transportation Reimbursement Claim (rev. # 1) has been successfully submitted 

to the RCDT Admin (01-001-0010-26) for approval. 

 

Click Home to continue. 

 

A message is sent to the District Superintendentôs (RCDT Admin) IWAS in box stating that 

there is a ñpending approval document.ò  The District Superintendent must (1) log on to IWAS; 

(2) click on System Listing; and (3) select the Pupil Transportation Claim Reimbursement 

System from the system listing.  

 

On the District homepage, the District Superintendent must click on the ñClaim Review & 

Submitò link under the ñReimbursement Claimò heading to review the claim and transmit the 

Pupil Transportation Reimbursement Claim to the ISBE for approval.  

 

After the Pupil Transportation Reimbursement Claim has been successfully transmitted, the 

District homepage becomes ñread-onlyò and the bullets next to the links under the 

ñReimbursement Claimò heading are changed from ñopen circlesò to ñblack dotsò and no 

changes may be made.  The ñCalculate Depreciation Allowanceò heading is changed to 

ñDepreciation Schedule Summaryò and no changes to the depreciation schedule may be made 

unless the claim is returned.  
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PTCRS On-Line Editing  
 

PTCRS conducts online editing of the Pupil Transportation Reimbursement Claim when the user 

enters data into the system and when the claim is transmitted to the District Superintendent for 

approval.  If the system detects errors in the reimbursement claim data, an on-line error message 

appears on the screen with a brief description of the error and an error code (see below).  

  

 
 

The user must correct the error, save the data, and re-transmit the claim to the District 

Superintendent for approval.  

 

 

PTCRS Error Listing  
 

Days Enrolled to be Transported Exceeds the Maximum Allowable Number-Error Code: 02  

  

The Total Number of Days Enrolled to be Transported in Column D on Line 5 cannot exceed the 

sum of Lines 1-4 (headcount) multiplied by Line 6 (Student Attendance Days).  

  

Either the headcount is understated on Lines 1-4, the number of days enrolled to be transported 

on Line 5 is overstated and/or the student attendance days on Line 6 is incorrect.  

  

There are ZERO students in all categories.  

  

No students are reported on Lines 1, 2, 3, 4, 8, and 9.  Students must be reported on the 

appropriate line for which transportation services are provided.  The district cannot transmit a 

pupil transportation reimbursement claim if students are not transported.  

  

Check the studentôs headcounts on Lines 1, 2, 3, 4, 8, and 9 and correct if applicable.  
  

Regular Transportation Student Count and/or Regular Mileage Omitted - Error Code: 09  

  

Lines 1, 5 and 6 are required in order to calculate the reimbursement for regular student 

transportation.  Note:  If your district did not provide regular transportation  but is claiming 

reimbursement for transportation costs incurred for reimbursable field trips, lines 4, 5, 6, 

and 10 must be completed.  Line 10 is required and used when more than one type of 

transportation is provided to spread costs based upon mileage allocation procedures.  Enter the 

missing data.  
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Vocational Transportation Student Count and/or Vocational Mileage Omitted - Error Code: 

10  

  

Lines 8 and 11 must be completed if the district is claiming costs for vocational student 

transportation reimbursement.  If the district is only providing reimbursable vocational field 

trips, an unduplicated headcount for the number of students transported for reimbursable field 

trips must be entered on line 8.  Line 11, Column B for vocational field trip miles must also be 

completed.  Enter the missing data.  

  

Special Education Transportation Student Count and/or Special Education Mileage Omitted - 

Error Code: 11  

  

Lines 9 and 12 must be completed if the district is claiming costs for special education student 

transportation reimbursement.  Only students with transportation as a related service on their 

Individualized Education Program (IEP) should be reported on Line 9.  Enter the missing data.  

  

Non-reimbursable Student Transportation Mileage Omitted - Error Code: 12  

  

Line 13 is required and used when more than one type of transportation is provided in order to 

spread costs based upon mileage allocation procedures.  Enter the missing data.  

 

Submission Date of Initial Claim is Past the Statutory Due Date.  

  

This error occurs when the user attempts to transmit the initial Pupil Transportation 

Reimbursement Claim after the statutory due date.  Please contact ISBE at 217-782-5256.  

  

Pupil Transportation Reimbursement Claim File is Closed.  

  

PTCRS does not allow any pupil transportation reimbursement claims to be transmitted after the 

statutory due date has passed.  Please contact ISBE at 217-782-5256.  

  

This Claim Could Not Be transmitted.  

  

This error message appears when an unexpected error occurs while transmitting a claim.  Check 

the ñCurrent FY Historyò under the Reimbursement Claim heading on the District homepage 

and try transmitting the claim again or contact ISBE at 217-782-5256.  

  

Could Not Send Mail From IWAS.  Error Code: XX  

  

This error occurs with different codes when PTCRS could not call an IWAS method to update a 

document status or an email.  Most of the time the claim is transmitted successfully before this 

error occurs.  Check the ñCurrent FY Historyò under the ñReimbursement Claimò heading on 

the District homepage and try transmitting the claim again or contact ISBE at 217-782-5256.  

  

This Claim Already Has The Same Status.  Duplicate Update Prohibited.  

  

This error occurs when two document authors attempt to transmit the claim simultaneously or 

when a user clicks on the browser back button and tries to retransmit the same claim twice 
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The Current Depreciation Schedule Is Not Up to Date.  

  

This error occurs if all of the assets listed in the districtôs Depreciation Schedule Summary have 

not been updated in the current fiscal year or if there is a modification in an assetôs data that 

could cause the deprecation allowance to be different than that what was previously entered into 

the system.  The system will not allow the user to transmit the claim.  All assets with an asterisk 

(*) next to the sequence number must be updated prior to submission.  

 
Total Allowable Depreciation on Line 17 Doesn't Match The Computed Depreciation From 

the Depreciation Schedule. 

  

This error occurs when the total depreciation allowance on Line 17 in Column E doesnôt match 

the total depreciation calculated by the system.  

  

The claim cannot be transmitted until data for all assets is reviewed by the user and 

modifications and/or deletions are made.  
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Computation Summary 
 

The ñComputation Summaryò link under the ñReimbursement Claimò heading on the District 

homepage provides student transportation reimbursement data based upon Article 5/29-5 of the 

School Code.  This form is in ñread-onlyò format (see below). 

 

Note: The district may view this information at any time; however, until the Pupil Transportation 

Reimbursement Claim file is closed by the ISBE, the data shown will be an ñestimateò of what 

the district may expect to receive in state reimbursement for the current fiscal year.  
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Current FY Claim History  
 

The ñCurrent FY Historyò link under the ñReimbursement Claimò heading on the District 

homepage allows the district to track the Pupil Transportation Reimbursement Claim during the 

current fiscal year and to view the comments of different access groups as the claim goes through 

different approval stages.   
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Archived Claims  
 

The ñArchived Claimsò link located under the ñHistory & Data Analysis Toolsò heading on 

the District homepage allows the district to access the districtôs Pupil Transportation 

Reimbursement Claims entered in PTCRS for prior fiscal years.  

 

Select the school year to view the claim status history page and click the ñShow Historyò button.  
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Status History 
 

Click on the latest ñSubmitted Rev. #ò (see below) to view the final Pupil Transportation 

Reimbursement Claim in ñread-onlyò format for the school year selected.  The Pupil 

Transportation Reimbursement Claim will appear on the screen.  At the bottom of the claim 

form, the user may click on the ñDepreciation Scheduleò or the ñWorksheet Summaryò 

buttons to review the latest data for the school year selected in ñread-onlyò format.  No revisions 

may be made.  
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ESTIMATED PUPIL TRANSPORTATION CLAIM TOOL  
 

The ñEstimated Pupil  Transportation Claim Toolò link located under the ñWorksheets & 

Help Documentsò and ñHistory & Data Analysis Toolsò heading on the District homepage is 

provided to assist the district in estimating the impact on pupil transportation reimbursement for 

the school district when parameters such as the Transportation Fund Tax Rate, Equalized 

Assessed Valuation, etc. are changed.  

  

This tool is a snap shot of the Pupil Transportation Reimbursement Claim that you will be 

entering into IWAS.  The yellow boxes are open for you to enter the data, the white boxes have 

formulas that will calculate the regular/vocational and special education reimbursement. 

 

All fields expect whole numbers, except for the Transportation Tax Fund Rate.  
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Reimbursement Estimation Tool (Cont.) 
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Revise Claim 
 

If the District Superintendent or the ISBE has returned the Pupil Transportation Reimbursement 

Claim back to the Document Author for revisions, the claim must be revised and 

retransmit ted to the District Superintendent for approval.  When the Document Author 

opens the District homepage from the IWAS system listing to review the claim, a message 

appears on the top of the District homepage to revise, review and transmit the claim to the RCDT 

Admin (see page 59).  The Document Author must click on the ñRevise Claimò link located 

under the ñReimbursement Claimò heading (see below) on the District homepage to revise the 

Pupil Transportation Reimbursement Claim.  

 

Once the original claim has been transmit ted to the District Superintendent (RCDT 

Admin) for approval, the Document Author cannot revise the claim until the claim is sent 

back by a higher access group (RCDT Admin, ISBE Admin).  

  

The District Superintendent has the option to revise the claim when the claim is transmitted for 

approval from the Document Author or to send the claim back to the Document Author for 

revision.  The District Superintendent may also revise the claim when the claim is sent back by 

the ISBE if he/she chooses not to send the claim back to the Document Author for revision.  
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Revise Claim (Cont.) 
 

 
 

The revision number for the initial (original) claim is always zero.  The revision number is 

increased by one each time the reimbursement claim is revised.  

 

Click the ñRevise Claimò button and click ñOKò on the confirmation prompt to begin the 

revision process.  

  

The Document Author/RCDT Admin can enter her/his comments into the ñYour Commentsò 

box, which is an optional field (see below).  
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Revise Claim (Cont.) 
 

The Document Author/RCDT Admin can enter her/his comments into the ñYour Commentsò 

box, which is an optional field (see below).  

 

 

 
 

If the revision process is successful, the District homepage appears again with modifiable links 

(open circles next to the links) and the data from the previous revision is copied into the new 

revised claim.  

  

The Depreciation Schedule is automatically carried forward in PTCRS when the Pupil 

Transportation Reimbursement Claim is revised.  Data on the Depreciation Schedule remains the 

same unless the user revises the data.   

  

IWAS sends a message to the inbox of the appropriate access levels when a claim is sent back by 

the ISBE or the RCDT Admin and when the claim is retransmitted for approval.  

 

Open bullet marks next to the links under the ñReimbursement Claimò heading (see below) 

indicate that the claim can be revised and that the claim has not been transmitted to the District 

Superintendent for approval.  Revise the claim data and retransmit to the District Superintendent 

for approval.  
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PTCRS Reports 
 

There are five reports available under the ñReportsò link located under the ñHistory & Data 

Analysis Toolsò heading on the District homepage.  

 

¶ Claim Details 

¶ Comparison of Current Year Details to Last Year 

¶ Computation Summary 

¶ District Depreciation Schedule Summary 

¶ District PTCRS Inventory 

 

 
 

Transportation Claim  

On the ñReportsò homepage click on the down arrow at the end of the ñSelect Report to Viewò 

textbox.  To view the final copy of the Pupil Transportation Reimbursement Claim, select 

ñClaim Detailsò.   
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PTCRS Reports (Cont.) 
 

Click on the down arrow at the end of the ñFYò text box and select the fiscal year you wish to 

view.  

 

 
 

You do not need to select Payment Quarter or Payment Category for this report.  

 

Click on the ñGet Reportò button at the bottom of the page.  

  

PTCRS will load the claim in read-only format to the screen.  You may (1) export the claim to 

Word or Excel by clicking on the icon at the top of the page; or (2) print a copy of the report.  

 

The ñComparison of Current Year Claim to Last Yearò report allows you to view, export, 

and/or print the worksheet showing current and previous years claim with a percentage change. 

 

The ñComputation Summaryò report allows the user to view, export, and/or print a copy of the 

computation worksheet.  This worksheet gives the calculations based on the transportation 

reimbursement formula as stated in Article 5/29-5 of the School Code.  

 

The ñDistrict Depreciation Scheduleò report allows the user to view, export, and/or print a 

modified and electronic form of the paper depreciation schedule. 

 

The ñDistrict PTCRS Inventoryò report allows the user to view, export, and/or print a current 

inventory listing of assets used for pupil transportation services. 
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Worksheets for School Districts  
 

When the user clicks on ñWorksheetsò under the ñWorksheets & Help Documentsò heading on 

the district homepage, PTCRS will open a download page to the screen (see below).  The user 

has four options to choose from: (1) the Resident Pupils Transported Worksheet in excel format; 

the (2) Reimbursable Field Trips Worksheet in PDF format; (3) a Pupil Transportation Mileage 

& Cost Allocation Worksheet; and (4) Estimated Transportation Claim Reimbursement Tool in 

excel format. A link to the instructions is located directly below the link to access the forms.  
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Resident Pupils Transported Worksheet 
 

When the user clicks on the link, the form is opened in excel format (see below).  Enter the data 

on the screen.  Totals are automatically calculated as data is entered.  Once the form is 

completed, print a copy of the form and retain it on file in the district for audit purposes.  

 

The data entered on this form is not saved in PTCRS.  You must print each page prior to 

resetting or closing the form.  The system does not keep a running total.  Totals are only 

calculated for the current form opened. 

 

The district may use a similar district-designed database for tracking the data that must be 

completed and retained on file for audit purposes. The district can add as many lines as needed. 
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Reimbursable Field Trips Worksheet 
  

When the user clicks on the link, the form is opened in PDF format (see below).  Enter the data 

on the screen.  Totals are automatically calculated as data is entered.  Once the form is 

completed, print a copy of the form and retain it on file in the district for audit purposes.  

  

The data entered on this form is not saved in PTCRS.  You must print each page prior to 

closing the form.  The system does not keep a running total.  Totals are only calculated for 

the current form opened.  

 

The district may use a similar district-designed database for tracking the data that must be 

completed and retained on file for audit purposes.  

 

 

  
 


