
WELCOME TO THE
LIVING STREETS
TRAVEL TRACKER!

The Living Streets Travel Tracker is an exciting new interactive whiteboard tool for schools 
running Walk Once a Week (WoW)!

WoW! – It’s a handy green alternative to paper WoW wall charts.

WoW! – It makes it easier for schools to administer WoW and give out badges.

WoW! – It’s a brilliant live data source to track progress and promote success.

On behalf of Living Streets, thank you for being the main contact for the Travel Tracker  
(TT for short). This guide shows you how to register, login, upload your pupil details, record 
your journeys and check your stats – everything you need to use it successfully.

We hope you and your pupils enjoy using it. If you have any queries then please reference 
our help section on the homepage or submit a query at traveltracker@livingstreets.org.uk.

mailto:traveltracker@livingstreets.org.uk
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Notes on using this Guide
Numbers like this 1 tell you the order you need to do things.

Arrows like this  point to a place or button on screen that you will need to click on.

Other arrows like                this are used to indicate the sequence in which screens appear.

Green INFO points tell you more about something.

Yellow TIPS tell you things to look out for or be aware of.



A REGISTERING YOUR  
SCHOOL AND LOGGING IN
To receive your login details for the Travel Tracker, you first need to register. Just follow the 
simple steps below.

1  Visit https://traveltracker.livingstreets.org.uk – the TT’s online address – and click on 
‘Click here to register your school’ (see arrow).

2  After the introduction page, you will be taken to the online form shown below. First 
select your Local Authority, then complete the details, complete the ‘Captcha’ 
security feature, then click on ‘Submit’.

INFO: Walk to School enews is a 
newsletter we send out to schools who 
take part in our Walk to School projects. 
Tick the box to subscribe or un-tick it to 
opt out.

TIP: Remember to complete all fields and tick the final Terms and Conditions box, 
and ensure you give a suitable email address that you have access to.

3  You will receive an automated email once you have registered. We’ll then need to 
approve your registration, which can take up to two days in busy periods. Once 
approved, you will receive an automated email and then you can log on for the first time.

INFO: Any number of users can login and use the TT concurrently with no problems.

INFO: Captcha 
is a widely-used 
security feature 
that helps prevent 
spam.

TIP: Not received your email? Check your Junk email folder, just in case it gets put into there.



4  Follow the link in the email to return to the TT’s ‘Log on’ screen. Once there, enter 
your username and password, then click ‘Log on’ to enter the TT.

TIP: If you ever forget your login details, click on the link and follow the instructions to 
reset your password (don’t forget to tell the other teachers in your school!)

TIP: The TT will automatically log you out after 30 minutes of inactivity to avoid losing data.

5 The first time you log in, an alert box will appear – click ‘Ok’ to be taken to the School 
Details page. Complete the details, then click on ‘Continue’.

After clicking on ‘Continue’ you will 
be taken to the ‘Pupil Details’ page, 
covered in the next section.

INFO: The TT uses Cookies – small 
pieces of data that store useful settings 
relating to how you use the TT. They do 
not store or transmit any personal data, 
and they are necessary for the TT to run 
correctly, so if prompted please tick the 
box to accept them.

INFO: The info you give on 
this page doesn’t affect or 
restrict your use of the TT 
in any way – it’s just useful 
for us to know a bit about 
your school.



B  UPLOADING YOUR CLASSES  
AND PUPILS

Next, you need to add your class and pupil details. There are two ways of doing this: 
importing the details from your school management system, or manually adding them 
yourself. If you are a small school – of, say, 30 pupils or less – then it may be quicker to use 
the second option. Otherwise we recommend you choose the first option if you can, as it will 
only need to be done once for the whole school each year and will save you time.

Option 1 – Importing classes from your school management system
On the ‘Pupil details’ page click on the ‘Import pupil details’ button to bring up the 
Import Pupils Wizard. The Wizard will guide you through the process with step-by-step 
instructions; which are summarised here so you know what to expect.

1 Export your pupil details 
(first name, surname, class and 
year group) from your school 
management system and save 
the details as an Excel file. Then 
locate and select your file using 
the ‘Browse’ or ‘Choose File’ 
button, and click next to go to 
Step 2 of the Import Wizard.

INFO: Ticking the orange box will remove all pupils 
currently on the TT, replacing them with the ones  
you are uploading. If you don’t tick it and there are 
already pupils on the TT, it may create duplicate 
pupils which you will need to deal with before you can 
move on, as the TT cannot accept two pupils with the 
exact same name. The best time to use this tickbox is 
at the start of a new school year, to completely refresh 
your list of pupils.



2 Here you are asked if the columns from your Excel file have been mapped correctly 
to the columns used on the TT. Check these, change as necessary and click ‘Next’ to go 
to Step 3 of the Wizard.

3 Here you are asked to confirm the class structure is correct, i.e. that classes have 
been placed in the right years. (In this example we have uploaded two classes: Class 1 in 
Year 4, and Class 2 which is a composite class of Year 5 and 6.) If anything is wrong, hit 
‘Back’ to return to Step 1, where you will need to check your Excel file before trying 
again. Otherwise, click ‘Next’ to move to Step 4 of the Wizard.

4 You’re all done! This screen confirms how many classes and pupils were imported. 
Hit ‘Continue’ to return to the Pupil Details page where you can view the classes and 
pupils you’ve just imported.



Option 2 – Manually adding classes and pupils

1  On the ‘Pupil Details’ page click on ‘Edit classes’ to bring up the pop-up box shown 
below.

6 Now we add 
the pupils. Select 
the year group 
and class you 
want to add the 
pupils to, then 
Click on the Add 
pupil button.

2 Select your 
year group  
from the list

5 Repeat steps 
2-4 for all the 
classes you want 
to add, then click 
‘Save’, then ‘Ok’ 
to confirm.

4 then enter the name of your 
class in the box that appears.  
If there is more than one class  
in the year group, click ‘Add’ 
again and

3 Click  
on ‘Add’…

TIP: Got a mixed year group class? Enter the class name into both years and the TT will 
recognise it as a composite class.

TIP: The maximum class size on the TT is 36 pupils, so plan ahead and split big classes if 
you need to.

TIP: Want to edit or delete a class? To edit, simply click on the name and amend it.  
To delete, tick the box to the right of the class name, then click on ‘Delete’.

7 Add the first 
and second 
name of the 
first pupil, then 
click ‘Add pupil’ 
to add another. 
Click ‘Save’ when 
you’re finished.

TIP: ‘System name’ is created automatically for each pupil when you 
press save, but you can manually change them if you wish.



C THE HOME PAGE
Once you’ve entered your school, class and pupil details, the next time you log into the TT 
you will always start at the ‘Home’ page. Here’s what everything does.

( 1 - 9  and 13 - 18  appear on every page.) 
1  Returns you to the homepage from whichever page you’re on 
2  Goes to the Record your trip page – use this every day to record your pupils’ mode of travel
3  Goes to the Check the stats page to see mode of travel results for the selected class 
4  Goes to the Reports page to view and download more detailed data 
5   Goes to the Manage pupils & classes page to view, edit, add and delete classes and pupils; 

and view and manage active travel results for each pupil (use to award badges) 
6  Goes to the School details page to view and edit your school details 
7  The name of your school 
8  Log off the TT 
9  The currently-selected class (hover over to change)
10  Class of the month: the class with the most active trips each month is highlighted here 
11  Strider! 
12  The current month’s badge 
13  Enables you to change your login details 
14  Takes you to a ‘Contact Us’ form where you ask a question or provide feedback 
15   Takes you to the help page where you can read Frequently Asked Questions and access this 

help guide 
16  Read the Terms and Conditions of using the Travel Tracker 
17  Read our Privacy Policy 
18  Go to the Living Streets website
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D RECORDING TRIPS EACH DAY
Once you’ve entered your school, class 
and pupil details, you’re ready to start 
recording your pupils’ trips.

1  From the homepage, click on ‘Record 
your trip’ to arrive at this screen. 
Each of the pupils in the selected 
class appears next to an automatically-
generated icon (or ‘avatar’).

2 Recording trips is as simple as a, b, c…

a Select a pupil

b Select a mode of transport

c Click ‘OK’…

…and the trip is saved!

3 Then, simply repeat step 2 for each pupil.

INFO: modes of travel
WoW aims to get more children walking to 
school, but the TT helps you track and reward 
children who use any Active mode of travel. The 
modes on the TT are categorised as follows: 
Active: Walk, Bike, Scooter, Park and Stride 
(get a lift some of the way and walk the rest), 
Hop off (get a bus some of the way and walk 
the rest) 
Inactive: Bus, Car, Rail, Other
Use common sense when recording modes  
of travel that aren’t on the TT, e.g.: 
Taxi? Select Car. Tram? Select Rail. 
Skateboard? Select Scooter (i.e. Active) 
Helicopter?! Select Other (i.e. Inactive)

TIP: Pupils with a trip recorded will have  
an orange ring around them like this:

TIP: Made a mistake and need to  
clear a selection? Select ‘Clear  
Selection’ then click OK.

TIP: Need to change class? Use the drop-
down class selector located under the menu bar

TIP: Forgotten to do yesterday? Click on the 
date in the top-right corner to enter or amend 
trip results from a previous day.

TIP: Want to change pupil icons? Sorry, they’re 
automatically generated and can’t be changed 
(to save you time responding to pupil requests!).

TIP: Want to record the weather? Click the 
Sun icon in the bottom-right corner and choose 
the weather for that morning. (Note: only the first 
selected weather type each day is recorded.)

TIP: Selected the wrong mode of transport? 
Don’t worry – just repeat step 2. Only the last 
selected mode of transport is recorded.



E CHECKING STATS
Once you’ve got your pupils’ trips recorded, you can quickly and easily see how the stats are 
stacking up on the Check the Stats page.

1  From the homepage, click on ‘Check the stats’ to come to this page. Here you can 
view the ‘mode of travel’ stats for a single day, week, month or year for the selected class.

2  Select the timeframe using the drop-down menus at the bottom of the chart.  
The chart will instantly update to show you how many journeys were made using each 
mode of transport for the selected timeframe.

TIP: The default display is today’s date.

TIP: If you have a single day selected you can view 
the stats as a Pictogram instead by clicking on the 
icon in the bottom-left corner. This will represent each 
journey with a smiley face.



F RUNNING REPORTS
You can have a more detailed look at the statistics by running reports.

1  From the homepage, click on ‘Reports’ to come to this screen. Here you can view 
mode of travel results for the whole school broken down by year group or weather.

2  Select the timeframe you want to look at using the ‘From’ and ‘To’ boxes; select whether 
to view results broken down by Year Group or Weather; then click ‘Generate Report’.

3  The output will look something like this:

From here there are three more things you can do:

i.   Click on the name of a Year Group to see results for all classes in that year.

ii.   Click on the ‘View Percentages’ button to convert the figures to row or column 
percentages. Row Total shows how much each mode of travel contributed to the total 
number of journeys in each year group. Column Total shows how much each year group 
contributed to each mode of transport.

iii.   Click on the ‘Download the report currently viewed’ button to export the figures into 
Excel, where you can manipulate the data yourself and create graphs and table.

TIP: Why not download some data into Excel and base a Maths lesson around it. (Our 
favourite chart is the ‘100% Stacked Bar’ Chart to compare modes of travel across Year 
Groups or classes – give it a shot!).

i.

ii. iii.

INFO: Data for Reports are 
updated at midnight each day.



G  KEEPING TRACK AND 
AWARDING BADGES

To keep track of how your pupils are doing you can use the Pupil Details page (click on 
‘Manage pupils & classes’ from the home page). Here is where you keep track of how many 
active trips each pupil has made, to help you award badges.

The page displays the number of active trips made by each pupil in each week of the current 
month, as well as total figures for the month and school year.

1  Select the class you want to look at using the year group and class drop-down 
menus. You can also choose what month you wish to look at.

2 Click in the ‘WoW 
badge’ box next 
to each pupil who 
meets your criteria 
for earning a badge. 
The total number of 
badges you need is 
shown at the bottom.

TIP: The active 
travel numbers 
come directly from 
‘Record your trip’ 
data and cannot be 
edited.

TIP: On the first day of each month, a pop-up box will appear on the  
home page reminding you to award the last month’s badges.  
It will keep appearing until you tick the ‘Hide’ box.

INFO: Awarding badges
How you award badges and who you give them to is up to you. Many schools award them to 
pupils who use active travel once or more per week for a whole month. In this case you would 
look to see which pupils have a ‘1’ or higher in each weekly column. (In the example above, none 
of them did, though you may still decide to award Phil Crowe a badge because, for example, you 
knew he was ill in week 4 but walked once in all the other weeks.)
You might prefer to set different criteria – for example, three times a week, or ten times a month 
– it’s up to you! We suggest you agree as a school, as this will make it easier when it comes to 
ordering and distributing badges.
Your school may also like to award a prize to the Class of the Month – as shown on the TT’s home 
page.



H  EDITING PUPIL DETAILS
You can edit, add, move or delete pupils on the Pupil Details page.

i.  To edit pupil details: click in the relevant box, make your changes,  
then click ‘Save’.

ii.  To add a pupil: click on ‘Add pupil’, enter the pupil’s first and second  
name, then click ‘Save’. (See section B for more detailed instructions.)

iii.  To move pupil(s) to a different class: tick the box at the end of the row of the pupil(s) 
you want to move, click on the ‘Move pupil(s)’ button and a pop-up box will appear; in  
the pop-up box select the year group and class you want to move the pupil(s) to, then 
click ‘OK’.

iv.  To delete a pupil: tick the box at the end of the row of the pupil(s) you want to  
delete, click on the ‘Delete pupil(s)’ button, then click ‘OK’ in the pop-up box that  
appears to confirm.

TIP: Tick 
the box 
above to 
‘select 
all’ when 
moving or 
deleting 
pupils.

i.
ii. iii. iv.



I  EDITING PUPIL DETAILS
At the beginning of a new school year you will need to update your pupil details.

As before, there are two ways of doing this.

If you have lots of pupils then use method 1.

Method 1: Download an Excel file of your pupil list for the new school year and follow the TT’s 
Import Wizard in Section B, making sure to tick the box that removes all existing pupils.

If you have only a few pupils then you can use method 2.

Method 2: Add any new classes you need, then manually add or move pupils as shown in 
section H.

J  CONTACT DETAILS FOR 
SUPPORT AND FEEDBACK

If you have any queries about any aspect of the Travel Tracker then click on the ‘Contact 
Us’ button at the bottom of the webpage. Complete the form and press ‘Send’ and we will 
respond as quickly as we can.

Alternatively you can contact us via the contact details below:

Walk to School
Living Streets 4th Floor
Universal House
88-94 Wentworth Street
London
E1 7SA

020 377 4900

traveltracker@livingstreets.org.uk

Version 2. Written in August 2013 by Tim Fitches, Living Streets Monitoring and Evaluation Coordinator.
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