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Online Tutorial: Adding a Discipline Alert

Step 1: From the start page, search for the 
student or browse students to find him/her.

Step 2: In the left navigation bar, select “Log Entries” under the 
“Administration” heading.

Step 3: At the top of the page, click “Edit Discipline Alert.”

Step 4: Enter the appropriate 
text into the text box.

Step 5: Choose the date you’d 
like the alert to expire.

Step 6: Click the “Submit” button.

Step 7: If you’d like to read your discipline alert, click the        icon.


