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

following: 

 

 

­ {Ŝǘ ǳǇ ǘƘŜ ŎƻŘŜǎ ƛƴ ǘƘŜ 5ƛǎŎƛǇƭƛƴŜ aƻŘǳƭŜΣ ŎǳǎǘƻƳƛȊƛƴƎ ǘƘŜƳ ǘƻ ȅƻǳǊ ǎŎƘƻƻƭΩǎ       ŘƛǎŎƛπ

pline policy. 

­ Set up User Defined Discipline Categories. 

­ !ŘŘ ƛƴŎƛŘŜƴǘǎ ǘƻ ŀ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘΦ 

­ !ŘŘ ǇƛŎǘǳǊŜǎ ǘƻ ŀ ǎǘǳŘŜƴǘΩǎ ƛƴŎƛŘŜƴǘΦ 

­ 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 ex-

act 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. 

­ [ŜŀǊƴ Ƙƻǿ ǘƻ ŜȄǇƻǊǘ ŘƛǎŎƛǇƭƛƴŜ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ 9ȄŎŜƭϰ 





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 

There are 5 sections (tabs) to the Codes Program: 

­ Penalty List 

­ Action List 

­ Infraction List 

­ Served List 

­ Location List 
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Setting up the Discipline Module continued 

Codes Program continued 

 

Penalty List 

­ ¦Ǉ ǘƻ у ŘƛŦŦŜǊŜƴǘ ǘȅǇŜǎ ƻŦ ǇŜƴŀƭǘƛŜǎ Ŏŀƴ ōŜ ǎǘƻǊŜŘ ƛƴ !ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ tƭǳǎ 

­ 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 

­ ¦Ǉ ǘƻ нрл ŘƛŦŦŜǊŜƴǘ ƛƴŦǊŀŎǘƛƻƴǎ Ŏŀƴ ōŜ ǎǘƻǊŜŘ ƛƴ !ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ tƭǳǎ 

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

 

Action List 

­ ¦Ǉ ǘƻ нрл ŘƛŦŦŜǊŜƴǘ ŀŎǘƛƻƴǎ Ŏŀƴ ōŜ ǎǘƻǊŜŘ ƛƴ !ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ tƭǳǎ 

­ 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 

­ ¦Ǉ ǘƻ нрл ŘƛŦŦŜǊŜƴǘ ǎŜǊǾŜŘ ŎƻŘŜǎ Ŏŀƴ ōŜ ǎǘƻǊŜŘ ƛƴ !ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ tƭǳǎ 

­ Served codes describe what action was actually taken 

­ All served codes will have a corresponding action code  

 

Location List 

­ ¦Ǉ ǘƻ нрл ŘƛŦŦŜǊŜƴǘ ƭƻŎŀǘƛƻƴǎ Ŏŀƴ ōŜ ǎǘƻǊŜŘ ƛƴ !ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ tƭǳǎ 

­ 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 needed 
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Adding and Editing Codes 

Adding new codes 

¢ƻ ŀŘŘ ŀ ƴŜǿ ŎƻŘŜ ǘƻ ŀƴȅ ƭƛǎǘΣ ƻǇŜƴ ǘƘŀǘ ƭƛǎǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ƛǘΩǎ ǘŀōΣ ŀƴŘ ŎƭƛŎƪ ǘƘŜ Add[F2] button. 

!ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ tƭǳǎ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŦƛƴŘ ǘƘŜ ƴŜȄǘ ŀǾŀƛƭŀōƭŜ ǊŜŎƻǊŘ ƻƴ ǘƘŀǘ ƭƛǎǘ ŀƴŘ ŘƛǎǇƭŀȅ ƛǘΦ 

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. 
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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 

 

 

Adding Infraction Codes 

­ Click on the Infraction List tab 

­ Click the Add[F2] button 

­ Type in a code (up to 4 characters) 

­ Type in the description of the code 

­ The default actions are optional, even if 

you list them here, you can still opt to 

change or remove them from the 

ǎǘǳŘŜƴǘΩǎ ƛƴŎƛŘŜƴǘ ǎŎǊŜŜƴ 

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

occurrence of the action 

­ Click the Accept[F10] button to save the changes 
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Adding codes continued 

Adding Action Codes 

­ Click on the Action List tab 

­ Click the Add[F2] button 

­ Type in a code (up to 4 characters) 

­ Type in the description of the code 

­ Type in (or Lookup[F6]) the penalty 

code that summarizes this action code 

­ Type in the penalty amount that this 

action is worth 

­ Some actions will have a corresponding served code 

­ Click the Accept[F10] button to save the changes 

Adding Served Codes 

­ Click on the Served List tab 

­ Click the Add[F2] button 

­ Type in a code (up to 4 characters) 

­ Type in the description of the code 

­ Type in (or Lookup[F6]) the penalty 

code that summarizes this served code 

­ Type in the penalty amount that this 

served code is worth 

­ For every served code there must be a corresponding action code 

­ Click the Accept[F10] button to save the changes 
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