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Introduction 

This user guide covers the process for completing and submitting a Patronage Audit report by 
a Transport Service Provider through the Pokapū Waka Kura portal. 

Audience 

• TSP Contract Administrator role 

 

How to log in to the Pokapū Waka Kura portal 

Prerequisites 

• Education Sector Login (ESL) account. Visit our website for information on how to 

apply for an ESL account. 

• Your ESL account has the ‘TSP Contract Administrator’ user role added to it.  

• Google Chrome browser. 

 

Steps 

1. Navigate to Pokapū Waka Kura portal.  

 

2. Enter your ESL login details and click on ‘Login’ button. 

 

 
 

3. You are now logged into Pokapū Waka Kura portal. 

 

  

https://www.education.govt.nz/suppliers-and-providers/infrastructure-and-property/health-and-safety-management/pokapu-waka-kura-school-transport-service-providers
https://logon.education.govt.nz/am/login?goto=https%3A%2F%2Flogon.education.govt.nz%3A443%2Fsso%2Foauth2%2Frealms%2Froot%2Frealms%2Fwfiam%2Fauthorize%3Fclient_id%3Dlegacy-adapter-oauth-agent%26redirect_uri%3Dhttps%3A%2F%2Fiambroker.education.govt.nz%2F0878c218-94e1-4325-9b4c-4ebcb731da9f%2Foauth2%2Fauthresp%26response_type%3Dtoken%2520id_token%26scope%3Dopenid%2520broker%26response_mode%3Dform_post%26nonce%3D%252BzbEdaDtDtB73ygmcgS37Q%253D%253D%26entityId%3Dhttps%3A%2F%2Ftakueducationnz.my.salesforce.com%26state%3DStateProperties%253DeyJTSUQiOiJ4LW1zLWNwaW0tcmM6NGMxMTQyNDEtNjQ5NS00ZmNlLTkyMTQtMTQ3NGU4ZGQ0NzA4IiwiVElEIjoiNzVjMTUwMzQtMGRjNC00YzAxLWIyMGQtMmUwODU0NDE4MTQyIiwiVE9JRCI6IjA4NzhjMjE4LTk0ZTEtNDMyNS05YjRjLTRlYmNiNzMxZGE5ZiJ9&realm=/wfiam
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How to complete a Patronage Audit report in Pokapū Waka 

Kura 

 

 

 

1. Click on the ‘TSP Reporting’ tab at the top of your screen. A drop-down box will appear, 

click on ‘Patronage Audit Report’. 

 

 
 

  

 An email notification will be sent to your company, advising that 

an audit of your school transport services will take place shortly. 

 

https://pngimg.com/download/28618
https://pngimg.com/download/28618
https://creativecommons.org/licenses/by-nc/3.0/
https://creativecommons.org/licenses/by-nc/3.0/
https://creativecommons.org/licenses/by-nc/3.0/
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2. Two list views will appear on the Patronage Audit Reporting page: 

 

• Pending Audit report 

• Completed Audit report 

 

3. To complete the pending audit report, click on the blue hyperlink ‘Complete Report’. 
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4. An introduction page will display, showing the areas that will be covered by the 

audit.  

 

 

 

5. Click on the ‘Start Report’ button at the bottom of the page to continue. 
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Active Routes 

6. The first page will display the routes included in the audit. 
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7. Click on ‘Edit’ to edit the patronage details for a route. 

 

 

8. Complete each field.  
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9. Guidance on completing the patronage information: 

 

Note: all patronage numbers are averages over the five-day reporting period. To 

calculate the average, add together the daily totals across the five days, and divide by 

five. Round the patronage numbers to two decimal places. 

 

a. Compulsory fields 

 

• Total average patronage (morning): 

 

o Record the average number of students (total – counting both eligible 

and ineligible) using the bus in the mornings during the reporting 

period. 

 

o If the bus does not operate in the mornings, record ‘0’ and provide a 

comment in the “Comment” section. 

 

• Total average patronage (afternoon): 

 

o Record the average number of students (total – counting both eligible 

and ineligible) using the bus in the afternoons during the reporting 

period. 

 

o If the bus does not operate in the afternoons, record ‘0’ and provide a 

comment in the “Comment” section. 

 

• Ineligible average patronage (morning): 

 

o Record the average number of ineligible students using the bus in the 

mornings during the reporting period. 

 

o If no ineligible students use the bus, record ‘0’. 

 

o If the bus does not operate in the mornings, record ‘0’ and provide a 

comment in the “Comment” section. 

 

• Ineligible average patronage (afternoon): 

 

o Record the average number of ineligible students using the bus in the 

afternoons during the reporting period. 

 

o If no ineligible students use the bus, record ‘0’. 

 

o If the bus does not operate in the afternoons, record ‘0’ and provide a 

comment in the “Comment” section. 
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• Private paid extension: 

 

o If the route includes a private paid extension, select “Yes”. 

 

o If the route does not include a private paid extension, select “No”. 

 

• Optional field: 

 

o Comment 

 

▪ If you would like to, you are able to make a comment on any 

route to provide contextual information.  

 

▪ Some examples where you may include a comment: 

 

➢ Bus does not operate in the mornings 

 

➢ Bus did not operate during the period due to road closure 

 

➢ Unusually low patronage due to school camp 

 

Note: all your “active” routes will be listed and you must provide a response for all of 

them to be able to submit the report. If you believe a route has been included in error, 

record “0” for all patronage fields, and provide a comment. 

 

If you are subcontracting any routes, these will also be included in your list of “active” 

routes. As the supplier contractually responsible for these routes you will need to 

provide the requested patronage information. 

 

 

10. Once you have entered the data, click ‘Done’ to save the patronage details. Or click 

on ‘Cancel’ to return to the route screen without saving the data. 

 

 

11. Repeat steps 7, 8, 9 & 10 for each route. 
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12. If there are a large number of routes listed in the Patronage Audit, the list of routes 

will be split into separate pages. Use the page controls at the foot of the screen to 

move between pages. 

 

 

13. Once you have entered patronage details for all the routes, click on the ‘Review’ 

button to move to the next page. 

 

 

    

 

 

  

 

You cannot move on to the Review page without completing 

all routes on the current page. 
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Review and submit 

14. A review page will display showing all the information you have submitted.  
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15. If you need to edit information for a route, click on the ‘Previous’ button to go back 

and make changes. 
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16. If you are happy with your submitted information, click on the ‘Submit’ button to 

submit your Patronage Audit Report. 

 

 

17. Once you click on the ‘Submit’ button, a confirmation popup will display.  

 

18. Click on the ‘Yes, submit’ button to confirm submission of the report.  
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19. The following confirmation will display. 

 

20. Click on the ‘Done’ button to return to the ‘Patronage Audit reporting’ page. 

 

 
 

21. The Patronage Audit report will then move to your ‘Completed Audit report’ section.  
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