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Online Tutorial: Assigning Discipline Logs

Step 1: From the start page, search or browse 
students.

Step 2: Select a student by clicking on 
his/her name.

Step 3: Click on “Log Entries” under the 
“Administration” heading.

Step 4: In the center of the screen, click the “New” button.

Step 5: Next to the “Log Type” heading, 
choose “Discipline” from the drop-down menu.
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Step 6: If applicable, select a consequence 
from the drop-down menu.

Step 7: If you assigned detention, select the 
duration of the detention.

Step 8: Enter a short, descriptive title into the “Title” field.

Step 9: Enter the reason for the discipline into the “Log Entry Text” field.

IMPORTANT: Do not hit the “Enter” key when typing in the Log Entry box!  Doing so will 

submit your log entry.
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Step 10: If the student is being suspended, select a suspension duration, a suspension 
reason, and a suspension status from the drop-down menus.

These drop-downs must be selected for every submission!

Step 11: Click the “Submit” button.


