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By the end of this session on the Discipline module, you will have learned how to
do the following:

— Set up the codes in the Discipline Module, customizing them to your school’s
discipline policy

— Set up User Defined Discipline Categories

— Add incidents to a student’s record

— Add pictures to a student’s incident

— Generate penalty reports

— Use the fast served program to quickly enter served codes into student records

— Generate statistical reports

— Print bullying reports by bully or victim

— Print out various reports from the Discipline Report Writer program

— Create User Defined Tasks in the Discipline Report Writer program

— Understand the Report Writer Specifications screen and how to use them to get
the exact information you are looking for on a report

— Understand how to use the Duplicate Letter Check

If time allows:

— Modify Discipline letters in the Discipline Report Writer

— Have a better understanding of some basic Discipline Report Writing codes
— Learn how to export discipline information to Excel™






Setting up the Discipline Module
Codes Program
All of the discipline codes that you will be setting up in the Codes Program should be outlined in

your school policy documents.
Discipline->Codes

:g ¥iew, Edit or Print Penalty List

Penalty list Action list Infraction list Served list Location lList
Code Description =
1 1515 Internal Suspenszion
2 ESUS External Suzpension
3 CET Detention
< SaT Saturday School
7] CLE#S Clean School ;I
IE\I IE\I To zearch, begin twping the Record #:

Record # 1

Code: IISLIS

Dezcrption: Ilnternal Suspension

I/ Setup User Defined Discipline Category Table \I

( Exit [Esc] )( Add [F2] ) Edit [F3]1 [ Lookup [F6] | [ Delete [F8] [ Print [F9] | ( Accept [F10])

There are 5 sections (tabs) to the Codes Program:
— Penalty List
— Action List
— Infraction List
— Served List

— Location List




Setting up the Discipline Module continued

Codes Program continued

Penalty List

— Up to 8 different types of penalties can be stored in Administrator’s Plus

— Penalty codes are used to summarize the Action codes

— Penalty codes can be thought of as categories which can later be used for report generation

purposes

Infraction List
— Up to 250 different infractions can be stored in Administrator’s Plus

— Infraction codes describe what rule was broken (what the student did)

Action List

— Up to 250 different actions can be stored in Administrator’s Plus

— Action codes are used to describe what action was taken for each incident
— Action codes are summarized by the Penalty codes

— Action codes usually have a corresponding served code

Served List
— Up to 250 different served codes can be stored in Administrator’s Plus
— Served codes describe what action was actually taken

— All served codes will have a corresponding action code

Location List

— Up to 250 different locations can be stored in Administrator’s Plus

— Location codes describe the location (or time) of an incident

— Although location codes are optional, they can be used to generate reports by location to

help determine where (or when) better supervision is heeded



Adding and Editing Codes
Adding new codes
To add a new code to any list, open that list by clicking on it's tab, and click the Add[F2] button.
Administrator’s Plus will automatically find the next available record on that list and display it.
Editing codes
To edit an existing code, you must first select the code you wish to change.
Either double click the code, or single click the code and click the Edit[F3] button
Other options
Use the Lookup[F6] button to look up codes on each tab.
All the codes are listed at the top of each screen. Any of the columns can be used to sort by and
be searched on.
The left and right arrow buttons will scroll through the list you are viewing, highlighting one
code at a time. Hitting the Enter key on the keyboard, or double-clicking the highlighted line will
select that record to edit.

After the record has been edited, click Accept[F10] to save the changes, or Exit[Esc] to lose

them. &% View, Edit or Print Penalty List

Penalty list | Action list | [nfraction list | Served list | Location list

Rocord & Code Description =

1 1505 Internal Suzpension
2 ESUS External Suspenszian
3 CET Detention
4 SAT Saturday School
b CLEA Clean School LI
| i J | i J Ta search, begin typing the Record #:
Record # 1
Code: IISLIS
Dezcription: Ilnternal Suspension

|f Setup User Defined Discipline Category Table t|

( Exit [Esc] )( Add [F2] )( Edit [F3] | ( Lookup [F6] | Delete [F8] |( Print [F9] | ( Accept [F10] )




Adding codes
Adding Penalty Codes
— Click on the Penalty List tab
— Click the Add[F2] button
— Type in a code (up to 4 characters)
— Type in the description of the code
— Click the Accept[F10] button to save

the changes

& view, Edit or Print Penalty List 9 =] E3
Penalty list  Action list | Infraction list = Served list = Location list
Record # Code Description =
1 15U Internal Suspension
2 ESUS External Suspension
3 CET Detention
4 SAT Saturday School
§ CLEA Clean Schoal LI
—
(=)(>) To search, begin typing the Record #:
Record & 1
Code: 15U15
Description: Ilntsrnal Suspension

|:'7Setup User Defined Discipline Category Table \

(Exit[Esc] )( Add[F2] )( Edit[F3] ) ( Lookup [F6] ) ( Delete [F8] )( Print[F9] ) ( Accept [F10] )
&3 view, Edit or Print Infraction List =] E3
Adding Infraction COdeS Penalty list | Action st Infraction list | Served list | Location list
. . . Code | Description =
— Click on the Infraction List tab (o
— Click the Add[F2] button T SO
5 DISR. Disrupting a class I
— Type in a code (up to 4 characters) SIS) To saarch, bagin typing th Racard #: |
— Type in the description of the code _
— The default actions are optional, even || == Lo
. . . Description: IChaating 2 —
if you list them here, you can still opt . [
5. ESU3
to change or remove them from the
|j'7satup User Defined Discipline Category Table |
student’s |nC|dent screen { Exit [Ese] )( aAdd [F2] )( Edit [F3]1 | [ Lookup [F6]1 | [ Delete [F81 |( Print [F91 | [ Accept [F10] )

%
occurrence of the action

—>

Click the Accept[F10] button to save the changes

The default actions tell the program what action code to apply for each subsequent




Ad d i ng COdeS ContanEd 7 Yiew, Edit or Print Action List

Penalty list ~ Action list | Infraction list = Served list | Location list

Adding Action Codes Codo Description g

. 1 LET1 Detention for 1 hour
—> C“Ck on the ACtIOI‘I LISt tab 2 LET2 Detention for 2 hours
3 CET3 Detention for 3 hours
— Click the Add[FZ] button 4 ET4 Detention for 4 hours
5 DETS Detention for § hours LI
— Type in a code (up to 4 characters) @ Ta search, begin tging the Record
Record £ 1

— Type in the description of the code

— Type in (or Lookup[F6]) the penalty Code: i

Description: IDetentiDn for 1 hour

Penalty Code: IDET Penalty dmount: |1

code that summarizes this action code

— Type in the penalty amount that this

action is worth

( _Setup User Defined Discipline Category Table \

Exit [Esc] )( Add [F2] ) Edit[F3] [ Lookup [F6] ) ( Delete [F8] )( Print[F9] | [ Accept [F10] )

— Some actions will have a corresponding

served code

— Click the Accept[F10] button to save the changes

Ad d i ng Se rved Cod es view, Edit or Print Served List [ 3

Penalty list | Action list | |nfraction list | Served list | Location list

— Click on the Served List tab Cote | |
— Click the Add[F2] button e e
— Type in a code (up to 4 characters) o s e o
— Type in the description of the code — To s b it Recor
—rr

— Type in (or Lookup[F6]) the penalty

code that summarizes this served code o I SR
— Type in the penalty amount that this PersyCodes [0S penatyamane [

served code is worth

§ _Setup User Defined Discipline Category Table |

— For every served code there must be a -

(it [Esc] )(_ Add [F2] ) Edit[F3] ) (Lookup [F6] ) ( Delete [F8] )(  Print [F9] | (“Accept [F10] )

corresponding action code

— Click the Accept[F10] button to save the changes




Adding codes continued

Adding Location Codes

Yiew, Edit or Print Location List

Penalty list | Action list | Infraction list | Served list

Location list

= [C]x]

Code Description H
— Click on the Location List tab —
. 3 BATH Bathroom
—> CI'Ck the Add[FZ] bUttOI’l 4 CAFE Cafeterta
. 5 ouT Qutside of the building j
— Type in a code (up to 4 characters) ©® T
—> Type in the description of the code e
— Click the Accept[F10] button to save the changes T
Description: |massmnm

( Setup User Defined Discipline Category Table )

( Exit [Esc] )(" Add [F2] )( Edit[F3] ) ( Lookup [F6] ) (" Delete [F8] )(  Print [F9] ) ("Accept [F10])

Setting up User Defined Discipline Categories

€5 view, Edit or Print Penalty List
Click the Setup User Defined Discipline categories
Code : Descripti =
T button to open this window where you can set up
S s .| additional discipline fields in the incident screen (see the
<> Ta search, begin typing the Record # [ . . oy . .
ey page on viewing and editing incidents).
Cod I\sus—
st et VICTIM table will automatically be created in v 5.5 and
later.

Setup User Defined Discipline Category Table [
(CExit[Esc] ) ( Add [F2] )( Edit [F3] ) ( Lookup [F6] ) Delete LF8] J| Prnt [F9] ) | Accept [F10] )
Define User Defined Discipline Category Table b 4

Define User Defined Discipline Category Table
IF you wish £ track the students wha have besn victimizad in school, vau will have to create s table called VICTIM, This tabls must contain st lesst ans
field with “Student’ as the validation type
User deflned dISC|p|Ine Categorles Table Name: [victim j Sharteut Letter:|v -
Deseription: fictim Table =]
are like a super data base table = ("Add Table ) ( Daleto Table |
Item Name Type ‘ Length | Required Case Validation Item Order Default Value
1 1 1 victim Name Text 50 Qptional Leave As Is Student 1
for dISC|p|Ine' _|Remarks Text 100 Optional Leave As Is Mot alidated 2
These additional discipline catego-|
ries appear as separate line items|
on the incident screen. =
(" Exit [Esc] ) ( add[F2] ) ( EdicrF3] ) (" Setup validation [F6] ) ( Delete [F8] ) (pone [F10] )




Adding Incidents to a student’s record
Discipline->Incidents

:‘. ¥Yiew and Edit Incidents =]
Grade PK -
Internal Suspension +0.00 Clean School +0.00
External Suspension +0. 00 STEP +0. 00
Detention +0. 00 herits +0. 00
Saturday School +0. 00
beoaltics # DATE INCIDENT | RP | 0 | FOLLOW UP ACT 1 'L
" Tatal
[ Cutstanding
add [F2]
Edit [F3]
Delete [F2]
Holding Bin
Prewvious [F4]
Mext [F&]
Lookup [F&]
Rpt. Srch. [F7]
Print
Specs. [Alt+5]
Excit [Esc] E
=l
Enter ID f Hame — — —
(" Exit [Esc] ) h (A () (=%) ( Done )

To add an incident to a student’s record, first find that student.

To find a student you can:

1. Type in all or part of the student’s name or APID number and hit Enter on the keyboard. To
repeat the search on that last name, click the repeat search button (F7on the keyboard).

2. Use the magnifying glass button (F6 on the keyboard) to look up the student.

3. The right and left arrow buttons will take you to the next (F5 on the keyboard) or previous

(F4 on the keyboard) student.

A new audit log has been added to track all changes made to discipline incidents it provides a full
audit trail including user, date and time, type of entry, previous and new values, and the

program name. (View->Logs->Discipline Audit Trail)



Adding Incidents to a student’s record continued
View and Edit Incidents

The View and Edit Incidents screen will show you all recorded incidents for the selected student.

£ view and Edit Incidents =]
Keefe; Mary #1 Grade 12 =
Internal Suspension +0.00 | Clean School +0.00
Excternal Suspension +0.00 | STEP +0.00
Detention +3.00 | Merits +0.00
Saturday School +0.00
(el =S # DATE INCIDENT | RP | o | FOLLOW UP ACT 1 ’;
" Total
& Outstanding 2 05-30-2013 Dizrespect of a staff member 1 % CETA
Add [F2] 1 05-258-2013 Cizrupting a class 1 7 CET1
Edit [F3]
Delete [FE]
Holding Bin

Previous [F4]
Mext [F5]
Lookup [F&]
Rpt. Srch. [F7]

Print

Specs, [AlE+5]
Exit [Esc]

’—Enter I f Hame

(" Exit [Esc] )

Note that the scoreboard at the top of the screen shows the total or outstanding numbers for

this student, depending upon the selection on the left (Total Penalties or Outstanding Penalties).

The incident list portion of this screen, however, always shows all incidents for the student,

regardless of the selection (Total or Outstanding penalties) on the left.

Click Add [F2] to add a new incident to a student’s record, or double click on an existing

incident to view it in more detail.




Adding Incidents to a student’s record continued
Viewing One Incident

The Viewing One Incident screen will show the details for any one incident.

K3 Yiewing One Incident
Keefe; Mary #1 GRADE 12 REF# 205
Internal Suspension +0.00 Clean School +0.00
External Suspension +0.00 STEP +0.00 Ho Picture
Detention +4.00 Merits +0.00
Saturday School +0.00
T Date | Code | Description | RP | PEN | AMT l; User Defined Category Information
| 06-30-2013  DISS Disrespect of a staff member 1
& 06-30-2013  CET4 Detention for 4 hours CET +4,00
T 027 COTTIER; ERIAN
P CAFE Cafeteria
F
C fMary refused to clean her area. She waz
C very disrespectful when asked to come back
C in and clean the tables,
L 06-30-2013 026 Generc Letter & com
5
W CUSTOM  Mictim
=
(" Exit [Esc] ) ( Add [F2] ) ( Edit[F31 ) (Lookup [F6] ) (" New Date [F7] ) ( Delete [F8] ) ( Done [F10] )

By using the Add[F2] and Lookup[F6] you can add Infractions, Actions, Teachers, Places,
Follow-Up Date, and Comments.

Use the shortcut key(s) you set up in the codes program to access the user defined category
section.

When the student has served their punishment, (in this example 1 hour of detention) you can
either manually enter the served code for 1 hour of detention on this screen in the Served line,
or use the Fast Served program (covered in detail later in this document).

Note that the scoreboard on the top of the screen is keeping a running count of accumulated
penalties for this one incident.

To add photographs to this incident, click the box in the top right hand corner labeled

No Picture.



Adding Incidents to a student’s record continued

Adding Pictures to Incidents

Albrecht; Kathy Anne 12002
DATE: 03-02-2011 Graffitti on walls or lockers
]
No Photo
-
<« >
No Photo J J J J
paavure | |

Click the Thumbnails button to see all

photographs that have been

incident.

DATE: 03-02-2011

Graffitti on walls or lockers

Jel Thumbnails: REF# 189 [

attach multiple
photographs to

each incident.

linked to this

Photo Not Found

Photo Not Found

Photo Not Found

Photo Not Found

Photo Not Found

il vieving one nccent e+ 160 W sl Click the Add Picture button to browse for the photograph

which you saved on the server (or your computer). You can

E Viewing one incident: REF# 189
Albrecht; Kathy Anne

DATE: 03-02-2011

Graffitti on walls or lockers

S

the

10f1

& & e

Add Picture |

Remove |

Once a photograph has been linked to an incident, it will

show up on the Viewing One Incident screen.

The images linked to discipline incidents are saved in
the:
RS4\Data\<school name>\<school year> \Pix_DS folder

The first group of numbers in the file name is the

student’s UNID number.

£ Viewing One Incident

Keefe; Mary #1 GRADE 12
Internal Suspension +0.00 Clean $chool +1.00
External Suspension +0.00 STEP +0.00
i +0.00 Merits o0
Saturday School +0.00
T Date ‘ Code | Description | RP ‘ PEN | AMT F << User Defined Category Information
| 05-28-2013  GRAF Graffitti on walls or lockers 1
A 05-28-2013  CLE1 Clean School for 1 day CLEA +1.00
T
p
F
C
L
5
W CUSTOM  Vietim
=
(" Exit [Esc] | (" Add [F2] ) ( Edit[F3] ) (Lookup [F6] ) (" New Date [F7] ) ( Delete [F8] ) (" Done [F10] )

10



Discipline Holding Bin

Holding Bin

B4 ¥iew and Edit Incidents

Internal Suspension

Grade [pR =

= B3

External Suspension

+0.00 Clean School

+0.00
+0.00 | STEP ~0.00
Detention +0.00 Merits +0.00
Saturday School +0.00
(RExitn # DATE INCIDENT
 Total

@ Outstanding

| RP | o ‘ FOLLOW UP

add [F2]
Edit [F3]
Delete [F8]
Holding Bin

Previous [F4)

Next [F5] ']
.1 )
Rpt, Srch, [F7]

Print

Speos. [Alt+5]

Exit [Ezc] =
=l
Enter ID  Hame: S ———
Corma) |l @@ @O @ )
¥iew Holding Bin Incidents

ACT 1 I;

APID | Mame

View Holding Bin Incidents

Date Incident

Click the Holding Bin link to open a

window that displays all the incidents

that have been “submitted” by the

teachers through APWeb Teacher, or
the PDA.

User Mame Program I

[ selectall ) (" select None )

Incident Photo

( Toggle Selection ) (" Delete Selected Inciodents | (" save Selected Inciodents ) (" view Log
TYPE | DATE | CODE | CESCRIFTION | REFEAT | PEMALTY | User Defined Categories |

Student
Photo

Unique ID:

4] | 2l
Comments (" spelling [F7] ) ( Save This Incident
=

[Save All Incidents For This Studebnt:]

Mo Photo

| 4 Exit

11




Generating Penalty Reports
Discipline->Penalty Reps

The Penalty Reports program is a great tool for generating lists or attendance forms of students
who owe you a specific penalty.

To generate a detention attendance form, set the specifications:

Specifications: Penalty Reports

Specifications: Penalty Reports

1. Which Penalty? [Detention (_j
2. Report Type™? |A‘I‘|’ENDANCE FORM --|
2. Total Or Cutstanding Penalties? |Gutstanding Penalties ,_,l
4. Penalty Limit? (Greater Than) ||:|
5. Include Blank Sort Categories? ™ Yes = Mo
G. Print Active / Inactive Students? |A-:tive Students only "u'l
7. Beginning Date? |UE—1E—2014 [:::]
2. Final Date? |D2—DE—2CI‘15 (:j
9. Siart Grade For All Grades? |Grac|e P '-rl
AL End Grade For all Grades? |Grade 12 -.-|
B. Field #1 For List Reporis? [HOUSEHOLD PHOMNE |:_.:|
. Field #2 For List Reports? [MO SEARCH FIELD (_j
D. Field #3 For List Reports? [NO SEARCH FIELD (---)

[ Done :l |: Page Setup :l

1) Pick the penalty of Detention

2) Select the report type of attendance form

3) Select outstanding penalties (you don't need to see students on this attendance form who
have already served their detention - total penalties will show you all students who have ever
been given detention, whether they have served them or not.)

4) Set the penalty limit to 0 (if you only want to see the students who owe you more that 2
detentions, set the penalty limit to 2).

— Set specs 5-A as appropriate for your school.

— Specs B-D will print additional data base information on the detention attendance form if you

choose.

12



Generating Penalty Reports continued

DEMO SCHOOL: 2014-15 02-06-2015
ATTENDAMCE FORM: OUTSTANDING PENALTY REPORT: Detention

PEMNALTY LIMIT: O ALL GRADES

AN ABSENT # OWED
BEbbott; Joeremiab .. . oo e oo emeomoeeoeomm ..., (0403230) 2
Bl recht; Eemdall . o e e oo oeceeme e e emmmmmm = (1LZ002) z
N T (1z2022) 2
BarkeT; Coarlire - o oo e oo o oe e om e e m e m e e m - (0S003) 1
o e e e (0O70D2) o
Eell; ThedoOrS. @ @ o« « o 2 = = 2 2 = = = = = = == = = = = = = = = = = (Os001L) 1
Eiomndl; JOBS0OIle = « = = = = = = = = = = = = = = = == = = = = = = = = = = (O5023) =2

Printing with these specifications will result in a report similar to this one:

Notice that the top of the page contains information about the report that you generated
(Attendance Form: Outstanding Penalty Report: Detention), as well as the date on which it was
generated.

Print this attendance form, give it to the detention monitor, and they can make notes as to who
came and served their detention. The detention monitor can also track the number of detention
hours served. When detention is over, the monitor can give this form back to you, and you can
enter all the served codes all at once for all the students who served their detention by using the
Fast Served Program. (Remember you can always go to the individual student’s incident

screen and manually enter the served code.)

13



Fast Served Program
Discipline->Fast Served

Use the Fast Served program to quickly

enter the same served code into multiple students’

incident records.

&4 Fast Served: Detention

Enter Individual Students

D ‘ Name =
| Em KEEFE; MARY COUNT: 1
HELP]
DELETE students who did
not serve their penalty.
You may also add
students not on this tist
who did serue their
penalty.
(" Load Group )
- ( _§ave as Group ]
("Abort [Esc] ) (‘Lookup [F6] | (Delete [F8] ) ("Accept [F10])

Select 1) enter Penalty, and select the penalty you wish to en-
sfp ter served codes for, (in our example we are using the penalty of
@W * ::::::me | detention) the program will automatically populate the fast
F "*' d ’ hW;dN:dI served list with students who owe you detentions.
WEREEELT 5, Begin entering served codes
) :.‘-; _ E:i;if:;p If any students on the list did not show up to detention, remove
'mum A @ o @ o 1oa @ | them from this list by highlighting their names and clicking the

Delete[F8] button.

Add students to this list by using the Lookup[F6]
button.

The students on this fast served list will have the
served code selected entered into their incident rec-
ord.

Click the Accept[F10] button.

Make sure you have gone to: 1) enter Penalty, 2) enter Served code, 4) change served

Date to set up the Fast Served specifications. If necessary, go to 3)View/edit student list

When all the specifications are set correctly, choose 5)Begin entering served codes to enter

again.

TERESA ACADENY: 2011-12 02-06-2015
FASTSERVED REPORT

PENALTY  Detention

SERVED CODE : Detention Served: 1 hour
BEGIN INCIDENT DATE: 08-15-2011
FINAL INCIDENT DATE : 06-25-2012

E I MESSAGE
Mlen: Janns 04002: SEAVED CODE ENTERED INTO DNCIDENT $224

14

the served code into all the selected students’ records.

You will get a confirmation report of all the students
who were fast served 1 hour (in this case) of deten-

tion.



Running Statistical Reports
Discipline->Statistics

Specifications: Discipline Statistical Reports

Specifications: Discipline Statistical Reports

1. Primary Categaory? IMFRACTIOMS

. Primary Category Sort? * Rank

3. Secondary Category? |F*LACES
5

econdary Category Sort? (* Rank " Alpha

. Ilnclude Blank Sort Categories? {* |nclude " Do MNOT Include

6. Beginning Date? |EJE|—15—2EJU'}

7. Final Date? |o6-30-2013

. Start Grade For all Grades? ||3ra.:|e PE.

. End Grade ForAll Grades? | Grade 12
w Minimum Mumber To Print? 1 _':

. First One Only? (Infrct, Action Etc) = Yes

. Include Activellnactive Students? |,.n.,c1_-'n_.-e Students Only

r Bullying Report "I [ Done ﬁ (. Page Setup |

Statistical reports can be run on 1 or 2 categories, as an example we set the specifications to run
a list of all the infractions with a secondary sort by the actions taken.

Set specs 6-9 according to your school.

Spec A should always be set to at least 1 so that only the infractions that occurred will show up
in the report. The bullying report tab will give you report by bully or victim.

These specifications will give you a statistical report that looks like this:

DEMO SCHOOL: 201415 0929014 NNOtE that the statistical re-

DISCIPLINE STATISTICAL REPORT: 08-18-2014 to 09-29-2014 port does not give you any

student-specific information,

PRIMARY CATEGORY  :INFRACTIONS FIRSTONEONLY COUNTED? YES | o
PRIMARY SORT : RANK ALL GRADES it is purely statistical data.
SECONDARY CATEGORY : PLACES ALL STUDENTS N
SECONDARY SORT : RANK For student-specific data,
Cheating 2 you must run a report from

Period B 2 rerinl:

e . the Discipline Report

Period L 1 .

Period C 1 Writer.

15



Bullying Reports

There are 2 new discipline reports to help support the anti-bullying efforts and maintain

compliance with emerging anti-bullying legislation.

Bullying Report by Victim

1w Catowory T.

fine User Defined Discipline Category Tahle

L wou will b blo callod VISTI, Thiz table must cantain ot loast ane

|
m
H

iEeei )  AdaiEEr )  EawiEsi ) (Setun vanasEen 76T ) (“Bone iFIOI )

Bullying Report by Bully

crapr 17
oD H o prcture ‘
SR Sy }
=l L=
(Ciwirfisel ) (_Add tF21 ) (aarp ) (Toakup (a1) ((Rew DAt 0A ) (Delete tFe1) (one 0307 )

In order to properly track and report bullying incidents, a table named “Victim” is set up. If you

have not already set up the table, it will be automatically created the first time you open the

Discipline module in version 5.5. The table has 2 fields defined, Victim Name and Victim

Comment. You can add more, such as Date and Location.

i Define User Defined Discipline Category Table
pl gory

DEFINE USER DEFINED DISCIPLINE CATEGORY TABLE

(>

Right-Click =Setup = Discipline =

Codes= User-Defined Discipline Codes

Table Name [victim 5| ShortcutLetter [/ 5
Description | Victim Table
Add Table | Delete Table |
om Name Type | Length Required c Vol tom Ora Detaut value
Vichm Namy Tt 50 Optonal  Leaveds! Stugent 1
Vit Comment Toxt 100 Optional LeaveAs s Notvalcste 2
Date Date o Optional Na 3 <ToDAY>
Location Tt o opio Leavehs Notvalcated .
¥l Viewing One Inci - -
|[Keefe; Mary Jane | # REF# 178
| Internal Suspension +0.00 Clean School +0.00
|| External suspension +5.00 e
No Recess +0.00 Community Service +0.00
| Saturday School +0.00 Detention +0.00
‘: T/ oae | cooe DESCRIPTION - [>> Victim Al
{| 1 09232010 AT Assault and Battery on another stude| || VictimName | ALLEN; CHRISTINE |
Exit [Esc] Add [F2] Edit [F3] Delete [F8] \ N A 09-23-2010 ESUS  Externally suspended for 5 days Victim Comment | Not seriously injured|
1l 060 BROWN; JOHN Date 09-23-2010
P CAFE  Cafeteria Location Cafeteria
F
The new category appears as a separate line |°
s
. . . . . V 09-232010 CUSTOM Victim
item on the incident screen. To the right is |
|
. . . |
where you can enter information regarding the ! I
Abort [Esc] Save [F10]

victim.

16



17



The Discipline Report Writer
Clicking on the Discipline RW button will open up the task list for the Discipline Report Writer.

Discipline Administrator's Plus X
rFY
@ What Task Do You Want to Do?
Incidents
| # \ Task : Discipline Report Writer
@} 1 LETTER- Generic with comments- A1l Inecidents without a Letter Code
2 LETTER- Incidents with Letter Code in Date Interval
F'Eﬂaltg.-' Reps 3 LETTER- Incidents- Students Exceeding Incident Limit
4 FOLLOW UP DATE BEPORT- Details
5 FOLLOW UP DATE EEPORT- Incidentz Only
J b FOLLOW UP DATE REPCRT- Zorted by a Category- Incidents Only
Disc RUM 7 SEARCH LIAT- Students Exceeding Infraction Limit
8 SEARCH LIAT- Students with Less Than Infraction Limit
- 9 SEARCH LIAT- Students Exceeding Penalty Limit
ﬂ: 10 SEARCH LIST- Students with Less Than Penalty Limit
11 SEARCH LIST- Students Exceeding Incident Limit
Fast Served 12 SEARCH LIST- Students with Less Than Incident Limit
13 SELRCH LIST- with Details- 3tudents Exceeding Incident Limit j
il
Statistics
il To search, begin typing a Task
=3
Transfer
| Exit \I I Copy to/from Another User [F9] xl | Select \I

The tasks in the Discipline Report Writer can be grouped together:

Tasks 1-3 Tasks 4-6 Tasks 7-13 Tasks 14-17 Tasks 18-99
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The Discipline Report Writer continued

Tasks 1-3 are Discipline Letters

Dear Ms. Debra Shain;

This letter is official nofification that on May 24, 2012, your son, Luke, was found to be in violation of the

school rule prohibiting leaving school grounds.

As a result of his behavior, the disciplinary action, detention for 4 hours, will commence on May 24, 2012.
Luke was in his car leaving to go the 7-11. When the quard stopped him, he had a roften afftude.

For your information, the following is Luke's disciplinary record from August 15, 2011 through June 25,

2012

4 DA INCIDENT

1) 05-24-2012 Leaving School Grounds

| have also referred this matter to Luke's guidance counselor, Mr. Jones. If you have any further questions,

please call me.

Tasks 4-6 are Follow up Reports

FOLLOW-UP DATE REPORT

Date Interval: 05-26-2012 to 05-26-2012

Shain; Luke #12007
TYPE DATE

INFRACTION 05-24-2012
ACTION 05-24-2012
TEACHER
PLACE
COMMENT
COMMENT
COMMENT
LETTER 05-24-2012
SERVED 05-26-2012
SERVED 05-27-2012

FOLLOW-UP DATE - 05-26-2012
NMUMBER OF INCIDENTS : 1

DESCERIFTICH

Leaving School Grounds

Detention for 4 hours

BROWN: JAMES

Parking lot

Luke was in his car leaving to go the 7-11.
When the guard stopped him, he had a rotten
attitude.

Generic Letter & com

Detention Served: 2 hours

Detention Served: 1 hour
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The Discipline Report Writer continued
Tasks 7-13 are Search Lists

INFRACTION REPORT

Infraction: Leaving School Grounds

The following students have more than 0 of this infracti on.

Infraction Amount

Abbott; Jeremiah 10103 1

Barker; Jeff 11001 1

Keefe; Mary 12001 3

Shain; Luke 12007 1

Tasks 14-17 are Generic Lists

GRADE 12 06-25-2012
DISCIPLINE INCIDENTS

BY: INDIVIDUAL STUDENTS

Shain; Luke #12007

CUTSTANDING PEMALTIES: I505: +0.00 ESUS: +0.00 REC : +0.00 S4T +0.00

LLL INCIDENTS : CLEA: +0.00 Cs +0.00 DET : +1.00

i M INCIDENT

1) 05-24-2012 Leaving 5chool Grounds

Tasks 18-99 are User Defined Tasks
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The Discipline Report Writer continued

The Specifications Screen

Specifications: Discipline Report Writer

Specifications: Discipline Report Writer
1. Current Taszk? IGener'ic: Letter With Comments
2. Print Letters f Reports For? [Incidents without a letter code
3. Active Letter / Report? |Gener—ic Letter & com [ Rep #02a)
4, Duplicate Letter Check? £ 0N i Off
8. First Date: Letters / Follow-Up b7-01—2013
6. Lazt Date: Letters / Follow-Up b}'—l:|1—2l:|13
7. Beginning Date? [Incidents Read) b1-01-1980
&, Final Date? [Incidents Read) b7—01—2013
9. Start Srade For All Grades? IGlade FE.
4. End Grade For &l Grades? [Grade 12
B. Active / lnactive Students? IActive Students Ol
C.Which Penalty? Ilnternal Suzpension
0. Total Or Outstanding Penalties? IOutstanding Penalties
E. Penalty ¢ Incident f Infraction Limit? ID
F. Include Blank Sort Categories? = Include i Do BNOT Include
G, Which Infraction? }Cheat'ing [_)
H. Print Preview? = ves 7 Mo
I. Print Field Mame Or Description? * hame = Descrption
I, Reset Default | ( Done 3

4) Duplicate Letter Check?
The duplicate letter check is useful for generating weekly “step” letters when you don't want to

send the same letter to the same students every week.

i i
With duplicate letter check |Z=EEEEEs .
Keefe; Mary # GRADE 12 REF# 205
n 4 Internal Suspension +0.00 Clean School +0.00
on”, the letter code (report e Suspension _
? i No Picture
Detention +4.00 Merits +0.00
. . . Saturday $chool +0.00

number) and description will

T ‘ Date | Code ‘ Description ‘ RP | PEN ‘ AMT I; User Defined Category Information

. s | 0630-2013  DISS Disrespect of a staff member 1

be entered n the StUdents In- & 06-30-2013 CET4 Detention for 4 hours TET  +400

T 27 COTTIER; BRIAN
cident screen with the date on ||+ CHE Cateter

F

. C Mary refused to clsan her area. She was

which the letter was generated. ‘

C very disrespectful when asked ta come back

L 08-30-2013 026 Generc Letter & com

v CUSTOM,  Wictim

= |
( Exit[esc] )  [(_Add[F2] ) ([ Edit[F3] ) (Lookup [F6] ) ((Newpate[F7] )  (Delete [F8]) (" Done [F10]
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Basic Report Writing Codes

~LABELSTART~ Flrst Lline of Label code - tells the program “I want to print Labels”
~LBCOLS: #n~ Tells the program how many columns of Labels | want to print on each
page

Replace # with number of

labels across

~LBWIDTH: #. # #~ Tells the program how wide each Label is (see page on measuring Labels)

Replace #.## with width of

one label (in inches)

~LBHEIGHT: #. # #~ Tells the program how tall each Label is (see page on wmenasuring labels)

Replace #.## with the

height of one label(in inches)

~LABELEND~ Tells the program “this is the endl of the label settings, go back to the

beginning and run the Label Code again for the next student”

~BLANK~ WLl give Yow a space in the veport that is x points tall, where x is the
font
polnt size of the ~BLANK~ code
~FN~ Prints the First Name
~LN~ Prints the Last Name
Used to put a “‘remark” in the code - information for the human users
~REM~
Placed at the top of the code, will give you a new page for each student
~ENDPAGE-~ Codes that work in pairs- the information to be modified is put between
The two codes:
~Cr ~\Crv Centers the text between the codes
~R~ ~\Rw Right justifies the text between the codes
~L~ ~\L~ Left justifies the text between the codes
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Basic Report Writing Codes continued

NlN

~N1~
~D1~

~L16~

~SCHOOLFIELDNAME: # ~

~DATE~

~T2.5~

~WRAPON~

~WRAPOFF~

~SEX~

~SX2~

~HIS~

~GRLNAME~

~GRALIAS~

Prints the data in data base fleld #1

When the specification screen is set to “Name”, and the fielo name § description

ave filled tn, ~N1~ prints the flelol name, ~D1~ prints the fleld description.

Whewn the specification screen is set to “Description”, and the field name §

description ave filled in, both ~N1~ and ~D1~ print the fleld description.

Prints the data in the first fielol tn the school tnformation sereen

Prints the name of the school nformation screen field

Prints “toda Y 's” date

Tab code, always weasured frovm the left margin of the veport, always measured

bn nehes (represented bg the number L the code)

Bverything in between ~WRAPON~ and ~WRAPOFF~ will be put tnto a

Pavagraph by the program regardless of the formatting of the paragraph tn

the code.

WILL print “son” or “daughter” depending upon the entry in the student’s gender

field

WILL print “he” or “she” depending upon the entry in the student’s gender field

WILL print “his” or “her” depending upon the entry in the student’s gender field

WILL print the student’s grade Level

WILL print the student’s grade level Long name - as set in the setup->grade Level

Screew

WILL print the student’s grade Level alias - as set bn the setup->grade Level screen
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Some Discipline Codes

~Z1D1~
Date of found incident

~ZI1~
Infraction 1-5 for the found

Incident

~ZAl~

Action 1-5 for the found incident

~ZAD1~
Date of Action 1-5 for the found

incident

~ZCl~

Comment lines 1-10 for the

found incident

~ZCOMMENT~

All comment lines in the found
incident

~Z7ZBDT~ nterval beginning date from the Specification sereen - spec #7

Beginning date

~ZFDT~

Final date Interval ending date from the Specification screen - spec #€

~ZTAB3~
Table of the names of all inci-

dents

~ZT1~

Teacher 1-5 for the found inci-
dent

~ZP1~

Place 1-5 for the found incident

~ZF1~

Follow-up date for the found in-
cident
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Some Discipline Codes continued

~ZS1~

Served code 1-30 for the found
incident

~ZSD1~
date of served code 1-30 for

found incident

~ZPT1~
amount of penalty 1-8

~ZTAB1:IATPFCLS~
table of all the details for one

incident

I=infraction, A=action, Include the Letter that represents the information that you want to

T=teaCher’ P=p|ace’ nclude L the table
F=follow-up, C=comment,

L=letter, S=served

~IncidentPictureBoxStart~

BoxWidth = Auto ~REM~ 0.0 to 9.9, Auto
BoxHeight = Auto ~REM~ 0.0 to 9.9, Auto
PicturesPerRow = 1 ~REM~ 1,2,3,4,5
Stretch = N ~REM~ Y,

N
PrintBorder = N ~REM~ Y,N
HorizontalGapBetweenPictures = .1  ~REM~ 0.0
VerticalGapBetweenPictures = .1 ~REM~ 0.0
PrintCount = Y ~REM~ Y,N

~IncidentPictureBoxEnd~

~PrintIncidentPicture, Left=.1,Top=Auto~

Table for printing user defined discipline codes:

~ZTAB2:7?~ replace ? With the shortcut letter used to define the user defined discipline code.
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Modifying Discipline Letters

Modifying Discipline letters is very similar to modifying Data Base or Attendance letters. In
addition to the basic Data Base codes, there are some additional Discipline codes that bring
Discipline information into the letter (or report). The Discipline Report Writer has a standard
report (#26) for a generic letter with comments, this is the code. The next page shows an
example of the letter that this code will generate.

~ENDPAGE~

~ICNNN:6.5~

~ICNCN:6.5~
~ICNPN:6.5~

~L5~, ~L6~
~L7~, ~L8~

~L9~, ~L10~

~L14~, ~L15~

~DATE~

~DATEFORMAT=17~

RE: ~FN~ ~LN~

~BLANK~

~BLANK~

Dear ~1~;

~WRAPON-~
This letter is official notification that on ~ZID1~, your ~SEX~, ~FN~,
was found to be in violation of the school rule prohibiting ~ZI1~.

As a result of ~HIS~ behavior, the disciplinary action, ~ZA1~, will
commence on ~ZAD1~.

~EMPTY~
~ZC1~~2C2~~2C3~~2C4~~ZC5~~ZC6~~ZC7~~ZC8~~ZCI9~~ZC10~

For your information, the following is ~FN~'s disciplinary record from
~ZBDT~ through ~ZFDT~:

~ZTAB3~
| have also referred this matter to ~FN~'s guidance counselor,

~19[COUNSELOR]~. If you have any further questions, please call me.
~WRAPOFF~

Sincerely,

L5~

L6~
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Modifying Discipline Letters continued

TERESA ACADEMY —
Hampden, LA 01038
413-566-3495

Feter James, Principsl

Arthur Kiloorn, Assistant Prindpal
Teresa Helton, Guidance Director
Feter Dawson, Assistant Principal

June 25, 2012
k. Debra Shain

P. O Box 742
Springfield, M& 01003

RE: Luke Shain

Cear hs. Debra Shain;

This letter is official noffication that on May 24, 2012, vour son, Luke, was found to be in violation of the
s choolrule prohibiting leaving s chool grounds.

As aresult of his behavior, the disciplinary adion, detention for 4 hours, will commence on May 24, 2012,
Luke was in his car leaving to go the 7-11. When the guard stopped him, he had a rotten attitude.

For your information, the following 5 Luke's disaplinary record from August 15, 2011 through June 25,
2012

¥ LLIE INCITENRT

1y 05-24-2012 Lagwing Schoal Ceowondg

| hawve sko referred this matter to Luke’s guidance counselor, Mr. Jones. I you have any further questions,
plesse call me

Sincerely,

FPeter James
Principal
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Sending Information to Excel

Window Help
Backup & Restore
Edline

Maryland State Reports
Excel Wizard

Grade Quick k

Import Wizard

AP Pocket PC Sync Manager
AP Palm Sync Manager
Groups and Queries

Super Deluxe Schedule Builder
APWebfLunch Count

Receive Tuition Payments

SIF Agent

Teacher Evaluator

Send Transcripts to Connect!
View Previous Messages from Rediker Software

Excel Wizard - DEMO SCHOOL: 2012-13

Demo School: 2012-13

Modules:

1. Data Base Plus

2. Attendance Plus

3. Report Card Plus

4. Scheduling Plus

5. Disapline Plus

6. Billing Plus

T. Complete Data

8. Logs

9. Commen Speafications

A, Multi Module Query

[ Cancel )

(%) swith To District Made

Discipline Plus - Excel Reports

Incidents List (One Row Per Incident)
Incidents List (One Row Per Code)
Penalty Codes

Action Codes

Infraction Codes

Served Codes

Location Codes

vidtirn Report (Student)

Victim Report (5taff)

Bullymng Report By Vidim

Bullying Report By Bully

Next |
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