
Online Tutorial: Probation Log Entries

Step 1: From the start page, search or browse 
students.
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Step 4: In the center of the screen, click the “New” button.

Step 5: Next to the “Log Type” heading, 
choose “Probation – Current” from the drop
down menu.

Step 6: Leave “Consequence,” “Duration of Detention” 
and “Title” blank.  They are not necessary for this type 
of log entry.

Online Tutorial: Probation Log Entries

From the start page, search or browse 

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

Step 3: Click on “Log Entries” under the 
“Administration” heading.
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In the center of the screen, click the “New” button.

Current” from the drop-

Leave “Consequence,” “Duration of Detention” 
and “Title” blank.  They are not necessary for this type 



Step 7: Enter information about the student’s probation into the text box next to 
“Log Entry Text.”  Helpful information may include: the student’s probation officer, 
the officer’s contact information, and any updates about the student’s probation. 

Step 8: Leave “Suspension Duration,” “Suspension Reason,” and 
“Suspension Status” blank.  Again, they are not necessary for 
this type of log entry.
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Step 9: Click the “Submit” button at the bottom of the screen.

As you receive more information about the student’s probation, 
you should update the log entry.  You can do this by finding the 
student (Steps 1-3 once again), then clicking the date of the log 
entry you’d like to update.

From there, enter the updated information in the text box next to “Log Entry Text” 
and click the “Submit” button at the bottom of the screen 
& Step 9.

Addendum #1: Updating the Log Entry

Enter information about the student’s probation into the text box next to 
“Log Entry Text.”  Helpful information may include: the student’s probation officer, 
the officer’s contact information, and any updates about the student’s probation. 

Leave “Suspension Duration,” “Suspension Reason,” and 
“Suspension Status” blank.  Again, they are not necessary for 
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Click the “Submit” button at the bottom of the screen.

As you receive more information about the student’s probation, 
you should update the log entry.  You can do this by finding the 

3 once again), then clicking the date of the log 

From there, enter the updated information in the text box next to “Log Entry Text” 
and click the “Submit” button at the bottom of the screen – just as you did in Step 7 



When a student’s probation has come to an end, you should enter a another log 
entry in PowerSchool.

Addendum #2: Ending Probation

To do so, follow Steps 1-4.  

Then, instead of choosing “Probation – Current” from the 
“Log Type” menu, choose “Probation – Complete

From there, you can leave all the drop-down menus blank 
and the text box blank, and simply click the “Submit” button 
at the bottom of the screen.
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Note: It is VERY important to create this second log entry.  Without it, your school has 
no way of knowing that the student has completed his/her probation.

When a student’s probation has come to an end, you should enter a another log 

Current” from the 
Complete.”

down menus blank 
and the text box blank, and simply click the “Submit” button 
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Note: It is VERY important to create this second log entry.  Without it, your school has 
no way of knowing that the student has completed his/her probation.


