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Disciplinary Tracking Menu Options 
 
The available options for the Disciplinary Tracking menu is shown below.  This manual 
will explore each option in detail.  
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 – Enter / Maintain Student Disciplinary Transactions 
 
After selecting this option, there are two 
ways to enter / maintain student disciplinary 
transactions.   
 
A. Enter a Student Number  
B. Perform a Student Name Search. 
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Option A 
Enter a Student Number and select the “OK” button to continue.  The following 
screen will appear: 

 

 

 

 

 

 

 

 

 

 

 

Option B 
Select Student Name Search.  The following screen will appear: 
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01/01/1990 



DISCIPLINARY TRACKING 
 
 

Page 3 of 17 

Enter the student’s name (last name, first name) and click on search.  You may 
enter the school number and check the “Display Active Students Only?” box to 
narrow the search parameters. 
 
Double click on the name of the student you wish to enter/maintain disciplinary 
actions for.  This will bring you back to previous screen and will place the student’s 
number in the box.  Select  the “OK” button to continue.  The following screen will 
appear: 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Understanding the Disciplinary Tracking Screen 
A. This is the incident number, which starts over when students change schools. 
B. This is the date of the discipline incident. 
C. Shows the school this student was attending when the incident took place. 
D. Infraction number (see list of Student Infraction Reasons) 
E. Administrative Action taken. 
F. Instructor name and number. 
G. Administrator’s number 
H. Additional options available from this screen allow you to view the student’s 

master file, grades, schedule, and attendance records. 
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Adding a Disciplinary Transaction 
To add a disciplinary transaction, enter the incident date in the “MMDDYYYY” format 
and select the green “Add” button.  The following screen will appear: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter the disciplinary information as described below. 
 

A. Enter school number 
B. Enter the instructor number or select the “Search Instructors” button to locate 

the instructor.  Once the desired instructor is displayed, double click on the 
instructor’s name to export to the Disciplinary Tracking Entry/Maintenance 
screen.  Please do not leave this field blank. 

C. Enter the administrator’s number or select the “Search Administrators” to 
locate the administrator.   

D. Enter the time of the incident, if known. 
E. Enter the infraction reason(s) by reason code, being sure to list the most severe 

infraction first.  You may choose the “Display Infractions” button to display the 
available reason codes. 

F. Enter the administrative action(s) taken.  You may choose the “Display Admin. 
Actions” button to display the available action codes. 

G. Enter whether this action was in Days (D), Hours (H), or Licks (L). 
H. Enter the number of days, hours, or licks given. 
I. This field is left blank unless a student has been expelled, enter a “0001” if it is 

not a permanent expulsion, enter a “0002” if this is a permanent expulsion.  If a 
student has been assigned to the alternative school, enter “6595”.   
NOTE:  You must enter a four-digit code.  The zeros must be entered in 
front of the one or two. 
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J. Enter the context for this incident.  (You may choose the ”Help” to display these 

options. 
a. Leave it blank for during school hours 
b. Enter a “1” for outside school hours, school sponsored 
c. Enter a “2” for outside school hours, non-school sponsored, but school related 
d. Enter a “3” for outside school hours, non-school sponsored, not school related 

K. Enter the location for this incident.  (You may choose the ”Help” to display these 
options. 
a. Leave it blank for on campus 
b. Enter a “1” for off campus 
c. Enter a “2” for on school transportation 

L. Enter how the parents were notified You may choose the ”Help” to display these 
options. 
a. Enter “T” for telephone 
b. Enter “L” for letter 
c. Enter “C” for conference 
d. Enter “O” for other 

M. Enter additional information as needed for this incident. 
 

Select the “OK” button to add this incident to the student’s disciplinary record. 
***NOTE:  Please be sure to list the most severe administrative action assigned to 
the student first. 

Changing a Disciplinary Transaction 
To change an existing incident, double click on the incident and the information will 
be displayed.  Make the necessary changes and select the “OK” button to make the 
desired modifications. 

 

2 – Disciplinary Tracking Transaction Inquiry 
This menu option allows you to review 
the disciplinary history for a specific 
student.  You may enter the student 
number or search for a specific 
student by Student Name, Called 
Name, or by FTE / SS # as shown on 
the screen shot on the right.  
 
Dicipline incidents  may be reviewed, 
however no data can be entered or 
modified in this mode. 
 
Additional options are available from 
the inquiry screen which allow you to 
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view the student’s master file, grades, schedule, and attendance records. 
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3 – Print Student Infraction Reason Codes 
This option will print a list of Student 
Infractions by reason codes.  Once selected, 
you will be prompted to enter the school year 
for this report.  (See screen shot at right.)   
 
Enter the current school year and select the 
“OK” button to continue.  This will 
automatically generate the report of student 
infraction reason codes for the current school 
year.   
 
 
 
 

4 – Print Administrative Act. Reason Codes 
This option will print a list of Administrative 
Actions by reason codes.  Once selected, 
you will be prompted to enter the school year 
for this report.  (See screen shot at right.)   
 
Enter the current school year and select the 
“OK” button to continue.  This will 
automatically generate the report of 
administrative action reason codes for the 
current school year. 
 
 
 
 

5 – Print Discipline Transaction Report 
This option will generate reports for 
disciplinary tracking transactions in several 
ways: 
 
A. All Incident Numbers 
B. All Incident Numbers for a Specified 

Infraction Code 
C. All Incident Numbers for a Specified 

Administrative Action Code 
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Option A – All Incident Numbers 
Click on this option.  If you would like the report separated so that only one student 
is printed per page, enter a “Y” in the box and select “OK” to continue.  If you do not 
want the report pages separated by student, leave this box blank and select “OK” to 
continue. 
 
Many options are available for filtering the report, as shown below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. Enter the beginning date for the report as DDMMYYYY. 
2. Enter the ending date for the report as DDMMYYYY. 
3. Enter the school year. 
4. Enter the school number. 
5. Enter the instructor number, or leave this blank for all instructors. 
6. Enter the administrator number, or leave this blank for all administrators. 
7. Enter the student number, or leave this blank for all students. 
8. Enter the grade level, or leave this blank for all grades 
9. Enter the number of copies you wish to print. 
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You are given two formatting options for this report: 
1. By student name, incident date, and number 
2. By instructor, student name, incident date, and number 

 
Enter either “1” or “2” in the box and select “OK” to continue. 
 

Option B – All Incident Numbers For a Specified Infraction Code 
Click on this option.  If you would like the report separated so that only one student 
is printed per page, enter a “Y” in the box and select “OK” to continue.  If you do not 
want the report pages separated by student, leave this box blank and select “OK” to 
continue. 
 
Many options are available for filtering the report, as shown below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. Enter the beginning date for the report as DDMMYYYY. 
2. Enter the ending date for the report as DDMMYYYY. 
3. Enter the school year. 
4. Enter the school number. 
5. Enter the instructor number, or leave this blank for all instructors. 
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6. Enter the student number, or leave this blank for all students. 
7. Enter the grade level, or leave this blank for all grades 
8. Enter the infraction reason, or leave this blank for all infractions. 
9. Enter the number of copies you wish to print, or leave this blank for one copy. 

 
 

Option C – All Incident Numbers For a Specified Administrative Action 
Code 
Click on this option.  If you would like the report separated so that only one student 
is printed per page, enter a “Y” in the box and select “OK” to continue.  If you do not 
want the report pages separated by student, leave this box blank and select “OK” to 
continue. 
 
Many options are available for filtering the report, as shown below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. Enter the beginning date for the report as DDMMYYYY. 
2. Enter the ending date for the report as DDMMYYYY. 
3. Enter the school year. 
4. Enter the school number. 
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5. Enter the instructor number, or leave this blank for all instructors. 
6. Enter the administrator number, or leave this blank for all administrators. 
7. Enter the student number, or leave this blank for all students. 
8. Enter the grade level, or leave this blank for all grades 
9. Enter the administrative action code, or leave this blank for all administrative 

actions codes. 
10. Enter the number of copies you wish to print. 

 

6 – Print Discipline Totals by Infraction 
This option will generate a summary of student incidents by infraction codes for a 
specified date range.  The report can further be filtered by a specific school, 
instructor, administrator, student, and/or grade level. 
 
 

7 – Print Discipline Totals by Adm. Action 
This option will generate a summary of student incidents by administrative action 
codes for a specified date range.  The report can further be filtered by a specific 
school, instructor, administrator, student, and/or grade level. 
 

8 – Print Discipline Totals by Adm. Action and Race 
This option will generate a summary of student incidents by administrative action 
codes and student race for a specified date range.  The report can further be filtered 
by a specific school, instructor, administrator, student, and/or grade level. 
 
 

9 – Print Total Student/Incident Counts 
This option will generate a 
report of the total student 
and incident counts in 
several ways.  Reports may 
be sorted: 
 
A. By Administrative Action 
B. By Student Infraction 
C. By Administrator 
D. By Instructor 
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Option A – By Administrative Action 
Click on this option and select “OK” to continue. 
 
Many options are available for filtering the report, as shown below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. Enter the beginning date for the report as DDMMYYYY. 
2. Enter the ending date for the report as DDMMYYYY. 
3. Enter the school year. 
4. Enter the school number. 
5. Enter the instructor number, or leave this blank for all instructors. 
6. Enter the administrator number, or leave this blank for all administrators. 
7. Enter the student number, or leave this blank for all students. 
8. Enter the grade level, or leave this blank for all grades 
9. Enter the administrative action code, or leave this blank for all administrative 

actions codes. 
10. Enter the number of copies you wish to print. 

 
 

 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 



DISCIPLINARY TRACKING 
 
 

Page 13 of 17 

Option B – By Student Infraction 
Click on this option and select “OK” to continue. 
 
Many options are available for filtering the report, as shown below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. Enter the beginning date for the report as DDMMYYYY. 
2. Enter the ending date for the report as DDMMYYYY. 
3. Enter the school year. 
4. Enter the school number. 
5. Enter the instructor number, or leave this blank for all instructors. 
6. Enter the administrator number, or leave this blank for all administrators. 
7. Enter the student number, or leave this blank for all students. 
8. Enter the grade level, or leave this blank for all grades 
9. Enter the infraction code, or leave this blank for all infractions codes. 
10. Enter the number of copies you wish to print. 
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Option C – By Administrator 
Click on this option and select “OK” to continue. 
 
Many options are available for filtering the report, as shown below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. Enter the beginning date for the report as DDMMYYYY. 
2. Enter the ending date for the report as DDMMYYYY. 
3. Enter the school year. 
4. Enter the school number. 
5. Enter the instructor number, or leave this blank for all instructors. 
6. Enter the administrator number, or leave this blank for all administrators. 
7. Enter the student number, or leave this blank for all students. 
8. Enter the grade level, or leave this blank for all grades 
9. Enter the administrative action code, or leave this blank for all administrative 

actions codes. 
10. Enter the number of copies you wish to print. 
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Option D – By Instructor 
Click on this option and select “OK” to continue. 
 
Many options are available for filtering the report, as shown below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. Enter the beginning date for the report as DDMMYYYY. 
2. Enter the ending date for the report as DDMMYYYY. 
3. Enter the school year. 
4. Enter the school number. 
5. Enter the instructor number, or leave this blank for all instructors. 
6. Enter the administrator number, or leave this blank for all administrators. 
7. Enter the student number, or leave this blank for all students. 
8. Enter the grade level, or leave this blank for all grades 
9. Enter the infraction code, or leave this blank for all infractions codes. 
10. Enter the number of copies you wish to print. 
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10 - Print Total Number of Incidents/Days Students 
This option will extract reports in a 
variety of formats (see screen shot at 
right). 
 
A. Total Number of Incidents Per 

Student – All Students 
B. Total Number of Incidents Per 

Student – Special Ed 
C. Total Number of Incidents Per 

Student – Totals Only (All) 
D. Total Number of Incidents Per 

Student – Totals Only (Sp. Ed) 
E. Total Number of Days Taken Per 

Student – All Students 
F. Total Number of Days Taken Per 

Student – Special Ed 
G. Total Number of Days Taken Per Student – Totals Only (All) 
H. Total Number of Days Taken Per Student – Totals Only (Sp. Ed) 

 
Or you may choose to “Cancel This Procedure” 
 
Select the option for the report to be generated, and enter additional filtering 
information in the format below: 
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1. Enter the beginning date for the report as DDMMYYYY. 
2. Enter the ending date for the report as DDMMYYYY. 
3. Enter the school year. 
4. Enter the school number. 
5. Enter the instructor number, or leave this blank for all instructors. 
6. Enter the administrator number, or leave this blank for all administrators. 
7. Enter the student number, or leave this blank for all students. 
8. Enter the grade level, or leave this blank for all grades 
9. Enter the administrative action code, or leave this blank for all administrative 

actions codes. 
10. Enter the number of copies you wish to print. 

 
 

 11 - Print Short Term Suspension Letter 
This option will generate the “Notice of Short Term Suspension” parent / guardian 
letter. 
 

12 - Print In School Suspension Letter 
This option will generate the “Notice of In-School Suspension” parent / guardian 
letter. 
 
 

13 – Proceed to OCR Menu 
This option will open the OCR Menu.  


