
Volume 01, Edition 01, Revision 04 February  2013  
Copyright© 2013 Edupoint Educational Systems, LLC Document Number: SISDSUG - 010103 

 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

Synergy SIS©
 

Discipline and Conference 

User Guide 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Edupoint Educational Systems, LLC 

1955 South Val Vista Road, Ste 210  
Mesa, AZ 85204 

Phone (877) 899-9111 
Fax (800) 338-7646 

  



Discipline and Conference User Guide 

Copyright© 2013 Edupoint Educational Systems, LLC 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
First Edition, May 2009 
Second Revision, April 2010 
Third Revision, June 2011 
Fourth Revision, March 2013 
 
This edition applies to Synergy SIS™ Student Information System software and all subsequent releases 
and modifications until indicated with new editions or revisions. 
 
Edupoint’s Synergy SIS Student Information System software and any form of supporting documentation 
are proprietary and confidential. Unauthorized reproduction or distribution of the software and any form of 
supporting documentation is strictly prohibited and may result in severe civil and criminal penalties. 
 
Information in this document is provided in connection with Edupoint Educational Systems products. No 
license to any intellectual property rights is granted by this document. 
 
The screens, procedural steps, and sample reports in this manual may be slightly different from the actual 
software due to modifications in the software based on state requirements and/or school district 
customization. 
 
The data in this document may include the names of individuals, schools, school districts, companies, 
brands, and products. Any similarities to actual names and data are entirely coincidental. 
 
Synergy SIS is a trademark of Edupoint Educational Systems, LLC. 
* Other names and brands may be claimed as the property of others. 
 
Copyright © 2006-2013, Edupoint Educational Systems, LLC. All rights reserved. 
 



Discipline and Conference User Guide 
 

Copyright© 2013 Edupoint Educational Systems, LLC 3 
 

TABLE OF CONTENTS 
 

CHAPTER ONE : INTRODUCTION .................................................. 7 

Overview of Discipline and Conference Functionality .................................... 8 
A Note About Navigation ................................................................................ 8 

CHAPTER TWO : DISCIPLINE RECORDS ....................................... 9 

Viewing Student Discipline ........................................................................... 10 
Editing Student Discipline ............................................................................ 15 
Adding Discipline Records ........................................................................... 16 

Adding Discipline Records With the Add Button ....................................................... 16 
Adding Discipline Records with the Add Wizard Button............................................ 18 

Deleting Student Discipline Records ............................................................ 21 
Menu Options ............................................................................................... 22 

CHAPTER THREE : DISCIPLINE INCIDENT RECORDS ................... 25 

Viewing Incident Records ............................................................................. 26 
Adding Incident Records .............................................................................. 40 
Editing Incidents ........................................................................................... 44 
Deleting Incident Records ............................................................................ 58 
Menu Options ............................................................................................... 59 
Viewing Student Incidents ............................................................................ 60 
Adding Student Incident Records ................................................................. 70 
Editing Student Incident Records ................................................................. 78 
Deleting Student Incident Records ............................................................... 87 
Menu Options ............................................................................................... 88 

CHAPTER FOUR : CONFERENCE RECORDS................................ 91 

Viewing Student Conference ........................................................................ 92 
Editing Student Conference ......................................................................... 96 
Adding Conference Records ........................................................................ 97 

Adding Conference Records Using the Add Button .................................................. 98 
Adding Conference Records Using the Add Wizard Button ................................... 100 

Deleting Student Conference Records ....................................................... 102 
Menu Options ............................................................................................. 102 

CHAPTER FIVE : REPORTS ...................................................... 105 

Available Reports ....................................................................................... 106 
Discipline Reports ...................................................................................... 106 

ADS201 - Student Discipline Profile........................................................................ 107 
ADS401 - Student Discipline Listing ....................................................................... 109 
ADS402 – Student Demerit List .............................................................................. 110 
ADS403 – Discipline Disposition List ...................................................................... 112 
ADS601 – Discipline Summary by Grade ............................................................... 113 
ADS602 – Discipline Summary by Ethnic Code ..................................................... 115 



Discipline and Conference User Guide 
 

4 Copyright© 2013 Edupoint Educational Systems, LLC 
 

Discipline Incident Reports ......................................................................... 117 
IDS201 – Student Discipline Profile ........................................................................ 117 
IDS202 – School Incident ....................................................................................... 119 
IDS401 – Student Discipline Listing ........................................................................ 120 
IDS402 – Student Demerit List ............................................................................... 121 
IDS403 – Discipline Disposition List ....................................................................... 123 
IDS601 – Discipline Summary by Grade ................................................................ 124 
IDS602 – Discipline Summary by Ethnic Code ....................................................... 126 

Conference Reports ................................................................................... 128 
CNF201 – Student Conference Profile ................................................................... 128 
CNF601 – Student Conference Summary .............................................................. 130 

Disciplinary Action Forms ........................................................................... 131 
System Default Form .............................................................................................. 131 
Sample Cover Letter ............................................................................................... 133 

 
 
  



Discipline and Conference User Guide 
 

Copyright© 2013 Edupoint Educational Systems, LLC 5 
 

ABOUT THIS MANUAL 
 
 
Document History 

Date  Volume  Edition  Revision  Content 

May 2009 1 1 1 Initial release of this document 

April 2010 1 1 2 Updated to include changes from 
the November 2009 release and the 
February and March 2010 patches. 

June 2011 1 1 3 Updated to include changes from 
the June 2011 release.  

March 2013 1 1 4 Updated to include changes from 
the March 2013 release of Synergy 
version 8.0. 

 
 
CONVENTIONS USED IN THIS MANUAL 
 

Bold Text Bold Text - Indicates a button or menu or other text on the screen to 
click, or text to type. 

 

Tip – Suggests advanced techniques or alternative ways of 
approaching the subject. 

 

Note – Provides additional information or expands on the topic at 
hand. 

 

Reference – Refers to another source of information, such as 
another manual or website 

 

Caution – Warns of potential problems.  Take special care when 
reading these sections. 
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BEFORE YOU BEGIN 
 
Before using any of the Edupoint family of software products, please make sure the 
computer hardware and software meet the minimum requirements. 
 

  

Caution:  The Edupoint family of software does not support the use of 
pop-up blockers or third-party toolbars in the browser used to access 
Synergy SIS.  Please disable any pop-up blockers (also known as pop-
up ad blockers) and extra toolbars in the browser before logging into 
any Edupoint product. 
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Chapter One: 
INTRODUCTION 

 
 
 
 
 
 
 
 
 
 
 
 

This chapter covers: 
► Overview of Discipline and Conference Functionality 
► A Note About Navigation 
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OVERVIEW OF DISCIPLINE AND CONFERENCE 
FUNCTIONALITY 
 
The Synergy SIS navigation tree (also known as the PAD tree) includes the following 
functionality related to student discipline and conferences: 
 

• The Discipline module, which includes the Student Discipline screen and 
associated reports and setup screens 

• The Discipline Incident module, which includes the Incidents screen, the Student 
Incident screen, and associated reports and setup screens 

• The Student module, which includes the Student Conference screen and its 
related setup screen and reports 

 
Generally a district uses the Discipline module or the Discipline Incident module, and not 
both.  Often, the one that is not in use is hidden. 
 
Within the Discipline Incident module, the Discipline screen records information regarding 
a single student, and the Discipline Incident screen records all participants in an incident, 
links to multiple student records, and lists the roles of various people involved. 
 
The companion manual to this User Guide, Synergy SIS – Discipline and Conference 
Administrator Guide, covers the configuration required for the screens listed above.  
 

A NOTE ABOUT NAVIGATION 
 
To indicate how to find screens, this guide uses shorthand like Synergy SIS > Discipline > 
Student Discipline, which means: In the Navigation Tree, click Synergy SIS (if necessary 
to open it), then Discipline (if necessary), and then Student Discipline. 
 

 
Synergy SIS Navigation Tree 

 
If the Navigation Tree pane itself is not open, click the Tree button. 
 

 
Tree Button 
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Chapter Two: 
DISCIPLINE RECORDS 

 
 
 
 
 
 
 
 
 
 
 
 

This chapter covers: 
► Viewing Student Discipline 
► Editing Student Discipline 
► Adding Discipline Records 
► Deleting Student Discipline Records 
► Menu Options 
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VIEWING STUDENT DISCIPLINE 
 
The Student Discipline screen is at Synergy SIS > Discipline > Student Discipline. 
 
To find a student’s discipline record, there are two methods:  Scroll and Find.  
 
To scroll through the student records to find the student: 

1. Click the Next button  at the top of the screen to advance to the first student’s 
records.  Records are sorted alphabetically by last name, so the first student to 
appear most likely has a last name that starts with A. 

 
Next Button 

2. To scroll in reverse alphabetical order, click the Previous button . 

 
Previous Button 

3. Continue clicking the buttons until the desired student record appears. 

 
To switch to Find mode to look for the student records: 

1. Click the Find Mode button . 

 
Find Mode Button 

2. Enter either the whole last name or the first part of the last name of the student in 
the Last Name box. 

 
Finding by Last Name 

3. Click the Find button or press the Enter key.  The first student record that matches 
the search criteria appears.  Then use the Next button if needed to find the exact 
student. 
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Note:  In Find Mode, you can search for students using any of the 
yellow fields on the screen.  Entering anything in any box but the first 
one opens a window with a list of students matching the criteria entered.  
To select a student, click on the name; the student record appears in the 
Student Discipline screen.  Close the window after selecting the 
record.  For more about finding students in any screen, refer to the 
Synergy SIS – Student Information User Guide. 

 

• The Discipline tab of the Student Discipline screen lists all discipline records 
that have been entered for the student at the current school during the district 
calendar year. 

 
Student Discipline Screen, Discipline tab 

• Across the top of the tab is the student information: Last Name, First Name, 
Middle Name, Suffix, Perm ID (Synergy SIS ID number), Grade (current grade 
level), and Gender.  This information is displayed on the top of any student-
related screen, and it can be edited in the Student screen only.  Other 
information displayed on this tab is specific to the Student Discipline screen. 

 
Student Information Row 

• The Counts and Totals section shows the Resolved Race/Ethnicity and 
Instructional Setting for the student, as entered into the Student screen.  It 
also displays the total number of incidents for the school and year, the total 
number of hours and days the student has been under some type of penalty 
such as detention or suspension, and the total number of demerits the student 
has accumulated. 

 
Counts and Totals, Student Discipline Screen 
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• The Discipline Incidents section lists the discipline records.  For each record, it 
displays the date and time of the incident, the person who referred the student to 
the disciplinary process, and the staff member who handled the disciplinary 
process.  The Referred By name and Staff Name can be the same. The 
Referred By name can be a person who is not on the staff of the school.  
 
Description is a discipline code used for submitting data to the state and for 
analyzing trends.  It can also be the basis for automatic assignment of demerits 
and for setting security for the incident record.  The number of demerits can be 
overridden in the detail screen of the incident, as shown later in this chapter.  
The security can be configured so that only certain staff members can see 
certain types of disciplinary records.  The discipline codes are defined on the 
District Discipline Code and School Discipline Code screens. 

 
Discipline Incidents, Student Discipline Screen 

 

  

Reference:  For more information about the Discipline Codes, please 
see the companion manual Synergy SIS – Discipline and Conference 
Administrator Guide. 

 

More detailed information can be seen in the full discipline record.  To access the 
complete discipline record: 

1. Click the Show Detail button. 

 
Student Discipline Screen, Show Detail Button 
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2. Select the record on the left side to display.  The full discipline record shows on the 
right side of the screen. 

 
Detail screen of Student Discipline 

3. The detail screen of the disciplinary records shows the following: 

• Print Disciplinary Action Form button – prints either the form itself or a letter 
to be mailed to the parents.  To print the letter, select the type of letter in the 
Merge Document list and the desired language in the Merge Language list.  To 
print the form, leave both the Merge Document and Merge Language fields 
blank.  An example form and letter are at the end of Chapter Five in this guide. 

• Incident Date and Time – the date and time the incident occurred. 

• Referred By and Referral Date – the person who referred the student to the 
disciplinary process and the date they made the referral.  This person does not 
need to be a staff member, and the name is entered in free form text. 

• Staff Name – the name of the staff member who handled the disciplinary 
process with the student. 

• Location – where the incident occurred. 

• Incident Context – the time period in which the incident occurred, such as 
lunch hour or after school hours 

• Disposition Code and Disposition Date – these display-only fields show the 
latest date and type of action taken as a result of the incident, based on the 
records in the Disposition section below. 

• Hours, Days, and Demerits – the total number of hours and days and demerits 
this student as a result of the actions taken in response to this incident.  The 
hours and days are calculated based on the disposition records, and the 
demerits can be manually entered or calculated based on the setup of the 
discipline code selected. 
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• Last Change User and Last Change Date – these display-only fields show the 
username of the last person who changed the disciplinary record and the date 
the record was changed. 

• Comment – these notes generally provide a detailed description of the incident 
that occurred.  This comment is displayed in ParentVUE and StudentVUE. 

• Private Comment – notes placed here are not displayed in ParentVUE and 
StudentVUE, and are seen by staff only. 

• Incident Explained To Student – if checked, the incident was discussed with 
the student. 

4. The Disposition section records the actions taken as a result of the incident, such 
as detention or suspension.  There may be more than one action recorded here.  
Each disposition record displays the type of action such as a warning or probation, 
the start and end date of the disciplinary action, the duration (in hours), the number 
of days, the staff name of the person processing the disciplinary action, and ATR is 
the attendance code that is used if the action results in an absence in the student’s 
attendance records. 

 
Disposition section, detail screen of Student Discipline screen 

5. The Discipline History tab of the Student Discipline screen displays a summary 
of the student’s discipline records from all schools attended and all school years. 

 
Discipline History tab, Student Discipline screen 
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EDITING STUDENT DISCIPLINE 
 

1. Check to make sure the current focus is set to a school and not the district.  The 
focus is indicated in the top right-hand corner of the screen. 

 
Checking Current Focus 

2. Change to Update mode by clicking the Edit button at the top of the screen.  If the 
button is not available, Update mode is already turned on. 

 
Edit Button 

3. To edit the information displayed on the main screen, click on the row to modify and 
change the information as desired. 

 
Student Discipline Screen, Show Detail Button 

4. If the information that needs to be changed is not displayed on the main screen, 
click on the Show Detail button to display the detail screen of the discipline record.  

 
Student Discipline Screen, Show Detail 
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5. Select the discipline record to edit by clicking on the discipline record description on 
the left, and edit the information in the detail screen as needed. 

6. To add a new disposition record, click the Add button in the Disposition section 
and enter the new information in the blank line at the bottom. 

7. Type dates in M/D/YY format, or select using the Calendar  button. 

8. Click the Save button at the top of the screen. 

 
 

ADDING DISCIPLINE RECORDS 
 
There are two ways to add a discipline record.  By using the Add button, a quick record can 
be created by adding a new line in the main screen of Student Discipline.  However, if 
additional details need to be added, they would have to be added by saving the new line 
and then clicking the Show Detail button.  The Add Wizard button opens a window that 
allows all of the information to be entered in one screen. 
 

Adding Discipline Records With the Add Button 
1. Check to make sure the current focus is set to a school and not the district.  The 

focus is indicated in the top right-hand corner of the screen. 

 
Checking Current Focus 

2. Change to Update mode by clicking the Edit button at the top of the screen.  If the 
button is not available, Update mode is already turned on. 

 
Edit Button 

3. Click the Add button in the Discipline Incidents section. 

 
Student Discipline screen 
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4. A new line is added to the bottom of the list of discipline incidents.  Enter the 
Incident Date, and select the type of incident in the Description list.  Type the date 
in M/D/YY format, or select using the Calendar  button. 

  
New record line, Student Discipline screen 

5. Enter time the incident occurred in the Incident Time column, and the name of the 
person who referred the student in the Referred By column. 

6. Select the name of the staff who is administering the disciplinary process from the 
Staff Name drop-down. 

7. Click the Save button at the top of the screen to save the new record. 

8. If additional information needs to be recorded, click the Show Detail button. 

 
Student Discipline screen, Show Detail button 

9. Click on the new line that was added on the left side of the screen, and enter the 
information needed in the detail section on the right side of the screen. 

 
Detail screen, Student Discipline screen 
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10. Additional information that can be added: 

• Referral Date – the date the student was referred to the staff member handling 
the disciplinary process.  Type the date in M/D/YY format, or select using the 
Calendar  button. 

• Location – where the incident occurred 

• Incident Context – the time period in which the incident occurred, such as 
lunch hour or after school hours 

• Demerits – the total number of demerits assigned to this student as a result of 
this incident.  The demerits can either be manually entered or calculated based 
on the setup of the discipline code selected. 

• Comment – these notes generally provide a detailed description of the incident 
that occurred.  This comment is displayed in ParentVUE and StudentVUE.   

• Private Comment – notes placed here are not displayed in ParentVUE and 
StudentVUE, and are seen by staff only.   

• Incident Explained to Student – if the incident was discussed with the student, 
check this box 

• The Disposition section records the actions taken as a result of the incident, 
such as detention or suspension.  Click the Add button to record a disposition. 
There may be more than one action recorded here.  

 
Disposition section, detail screen of Student Discipline screen 

• For each disposition record, select the type of action such as a warning or 
probation from the Disposition column, enter the start date of the action in the 
Disposition Date column, and enter the end date of the disciplinary action in 
the Disposition End Date column.  Type dates in M/D/YY format, or select 
using the Calendar  button.  Enter the Duration of the action in hours, and/or 
the number of days in the Days column. Select the Staff Name of the person 
processing the disciplinary action in the list, and select the attendance code that 
is used if the action results in an absence in the student’s attendance records 
from the ATR drop-down list. 

11. Click the Save button at the top of the screen. 

Adding Discipline Records with the Add Wizard Button 
1. Check to make sure the current focus is set to a school and not the district.  The 

focus is indicated in the top right-hand corner of the screen. 

 
Checking Current Focus 
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2. Change to Update mode by clicking the Edit button at the top of the screen.  If the 
button is not available, Update mode is already turned on. 

 
Edit Button 

3. Click the Add Wizard button in the Discipline Incidents section. 

 
Student Discipline screen 

4. The Student Discipline Detail Add screen appears.  The required information to 
add is highlighted in blue.  The required fields are the Description, Incident Date, 
Referred By, and Staff Name. 

 
Student Discipline Detail Add screen 

5. The information that can be added is: 

• Description – the code assigned to the incident used for submitting data to the 
state and to categorize incidents for reporting and analyzing trends.  This is 
referred to as the Discipline Code.  It can also automatically assign a certain 
number of demerits to the student, and set security for the type of incident. The 
number of demerits may be overridden.  The security may be configured so that 
only certain staff members may see certain types of disciplinary records, based 
on the code selected here.  The codes used here are defined in the District 
Discipline Code and School Discipline Code screens.  

  

Reference:  For more information about the Discipline Codes, please 
see the companion manual Synergy SIS – Discipline and Conference 
Administrator Guide. 

• Incident Date and Incident Time – the date and time the incident occurred.  
Type the date in M/D/YY format, or select using the Calendar  button. 

• Referred By and Referral Date – the person who referred the student to the 
disciplinary process and the date they made the referral.  This person does not 
need to be a staff member, and the name is entered in free form text.  Type the 
date in M/D/YY format, or select using the Calendar  button. 
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• Staff Name – the name of the staff member who handled the disciplinary 
process with the student. 

• Location – where the incident occurred. 

• Incident Context – the time period in which the incident occurred, such as 
lunch hour or after school hours. 

• Demerits – the total number of demerits assigned to this student as a result of 
this incident.  The demerits can either be manually entered or calculated based 
on the setup of the discipline code selected. 

• Comment – these notes generally provide a detailed description of the incident 
that occurred.  This comment is displayed in ParentVUE and StudentVUE.   

• Private Comment – notes placed here are not displayed in ParentVUE and 
StudentVUE, and are seen by staff only.   

• Incident Explained to Student – if the incident was discussed with the student, 
check this box. 

• The Disposition section records the actions taken as a result of the incident, 
such as detention or suspension.  Click the Add button to record a disposition. 
There may be more than one action recorded here.   

 
Disposition section, Student Discipline 

• For each disposition record, select the type of action such as a warning or 
probation from the Disposition column, enter the start date of the action in the 
Disposition Date column, and enter the end date of the disciplinary action in 
the Disposition End Date column. Type dates in M/D/YY format, or select using 
the Calendar  button.  Enter the Duration of the action in hours, and/or the 
number of days in the Days column. Select the Staff Name of the person 
processing the disciplinary action from the drop-down list, and select the 
attendance code that is used if the action results in an absence in the student’s 
attendance records from the Att Reason Code list. 

6. Click the Save button at the top of the screen. 

 



Chapter Two Discipline and Conference User Guide 
 

Copyright© 2013 Edupoint Educational Systems, LLC 21 
 

DELETING STUDENT DISCIPLINE RECORDS 
 
To delete a discipline record: 

1. Before deleting the record itself, all disposition records must be deleted first.  To 
delete the disposition records, click the Show Detail button to see the disposition 
records. 

 
Student Discipline screen 

2. Click in the X column of all disposition records and click Save to remove the 
disposition records. 

 
Deleting Disposition Records 

3. Click in the X column of the discipline record to delete. 

 
Deleting Student Discipline Records 

4. Click the Save button at the top of the screen to delete the record. 
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MENU OPTIONS 
 
At the top of the Student Discipline screen, a Menu button provides access to additional 
information regarding the student’s discipline records. 
 

 
Student Discipline Screen, Menu Options 

 
The options available under the Menu button are: 

• Reports – prints the Student Discipline Profile report for the student currently 
displayed. 

  

Tip:  To select additional options for this report or to print the report for a 
group of students instead of an individual student, the report should be 
run from the Reports folder in the Synergy SIS Navigation Tree.  For 
more information about running Discipline reports, please go to Chapter 
Five in this guide. 
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• Report Preferences – sets the options used when printing a student profile.  It 
is the same Report Preferences option available from the Menu button in the 
Student screen.  These preferences are covered in detail in the Synergy SIS – 
Student Information User Guide.  

 
Report Preferences Screen 

 
The IDS801 Preferences section affects the Disciplinary Action Form that you 
can print from Synergy SIS > Discipline > Student Incident.  For more 
information, see Disciplinary Action Forms on page 131. 
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• View Audit Detail For Student Discipline – displays the Audit Trail History 
screen, which lists all changes made to the student’s discipline records, 
including who made the changes and when. 

 
Audit Trail History for Student Discipline 

 
The Print Page button at the top of the screen may be used to print the information on the 
Student Discipline screen. 
 

 
Print Page Button 

 
The Print Page button prints the information exactly as it is displayed on the screen, and 
does not show the information available using the scroll bars. 
 

 
Printed Student Discipline Screen 
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Chapter Three: 
DISCIPLINE INCIDENT RECORDS 

 
 
 
 
 
 
 
 
 
 
 
 

This chapter covers: 
► Viewing Incident Records 
► Adding Incident Records 
► Editing Incidents 
► Deleting Incident Records 
► Menu Options 
► Viewing Student Incidents 
► Adding Student Incident Records 
► Editing Student Incident Records 
► Deleting Student Incident Records 
► Menu Options 
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The Discipline Incident folder offers two screens of student discipline incidents.  You can 
create and view records per incident, using the Incidents screen, or per student, using the 
Student Incident screen.  The Incidents screen lists all incidents, and then displays the 
students involved in the incident.  The Student Incident screen lists all incidents in which a 
particular student was involved. 
 

VIEWING INCIDENT RECORDS 
 
The Incidents screen is at Synergy SIS > Discipline Incident > Incidents. 
 
The Student Incident screen is at Synergy SIS > Discipline Incident > Student Incident. 
 
To find an incident record, there are two methods:  Scroll and Find.  To scroll through the 
incident records to find the incident: 

1. Click the Next button  at the top of the screen to advance to the first incident.  
Incidents are sorted by date, with the earliest incident appearing first. 

 
Next Button 

2. To scroll in reverse date order, click the Previous button. 

 
Previous button 

3. Continue clicking on the scroll buttons until the desired incident appears. 

 

To switch to the Find mode to look for the incident: 

1. Click the Find Mode button. 

 
Find Mode Button 

2. Enter either the Date or the Incident ID. 

 
Finding By Referrer Last Name 
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3. Click the Find button or press the Enter key.  The Results screen appears with a 
list of records matching the criteria entered.  Click on the record to view, and it 
appears in the Incidents screen. 

  

Note:  In the Find Mode, you can search for records using any of the 
yellow fields on the screen.  For example, you can enter a first name in 
addition to the last name.  This opens a window with a list of records 
matching the criteria entered.  To select a record, click on it; that record 
appears in the screen.  For more about finding records in any screen, 
please refer to the Synergy SIS – Student Information User Guide. 

 
Once the desired record has been located, the information in the Incidents screen is: 

1. The Information tab shows the information about the incident itself.  The 
information on this tab includes: 

 
Information Tab, Incidents Screen 

• Date, Time, and Incident ID – the time and date the incident occurred, and the 
ID number assigned to the incident by Synergy SIS. 

• Referrer Last Name, Referrer First Name, and Referral Date – the name of 
the person who referred to the student to the disciplinary process, and the date it 
happened.  This person may be anyone, and does not need to be a staff 
member. 

• Staff Name –the staff member who handled the disciplinary process. 

• Description – the details of the incident.  This description is displayed in the 
ParentVUE and StudentVUE portal, where the Private Description is not 
displayed. 

• Gang Related or Hate Related – if the incident was gang-related or hate-
related, these boxes are checked. 

• Incident Cost – if the cost of the incident can be quantified, such as stolen 
property values or damage estimates, the amount is entered here. 
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• Incident Context Code and Incident Context Comment – the incident context 
is the general timeframe, such as before school or after school.  Any further 
details about the context are added to the Incident Context Comment field. 

• Weapons – the number of firearms and the number of weapons other than 
firearms 

• Location and Location Text – where the incident took place.  The Location is 
a standardized list of places, such as cafeteria or locker room, and the Location 
Text can specify that location in more detail, such as which locker room. 

• Other Schools are schools in the district other than the current school whose 
students were also involved in the incident.  

2. The Participants tab lists all people who were involved in the incident.  This is 
divided into two groups – the students involved, and the other people involved.  

 
Participants Tab, Incidents Screen 

• The information displayed for each student involved in the incident includes their 
Name, Gender, Grade, and School of Enrollment.  It also shows the Role 
they played in the incident, such as offender or victim, the Violation they 
committed, and if they were injured the Injuries Sustained box is checked. 

• The section at the bottom of the Participants tab, Other Persons Involved, lists 
any people other than students that are involved in the incident.  It includes their 
Last Name, First Name, and Middle Name, Gender, and their Relation to 
School such as security staff, parent, or visitor.  It also lists their role in the 
incident such as victim or witness in the Incident Role field, and if they were 
injured during the incident the Injuries Sustained box is checked. 

• A summary of the number of participants and type of participants in the incident 
is also shown in the Participant Totals section.  It also lists the number of 
Additional Victims for those victims not listed in the sections below. 
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3. To view additional information about the students listed, click the Show Detail 
button in the Students Involved section and click the Line number for the student 
on the left.  The first tab is the Student Incident Detail tab.  The information 
available on this tab includes: 

 
Show Detail, Students Involved Section 

• Print Disciplinary Action Form button - this button prints either the form itself 
or a letter to be mailed to the parents.  To print the letter, select the type of letter 
in the Merge Document list and the desired language in the Merge Language 
list.  To print the form, leave both the Merge Document and Merge Language 
fields blank.  An example form and letter are at the end of Chapter Five in this 
guide. 

• Incident Role – the same field as displayed on the main screen of the 
Participants tab, this drop-down categorizes the role of the student in the 
incident. 

• Cost to Victim – the amount of monetary damages the victim(s) incurred due to 
the incident. 

• School of Residence – the school in which the student was enrolled at the time 
of the incident. 

• Last Change Date and Last Change User – the last time the incident record 
was modified, and who modified it. 
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• Incident Role Description – additional details about the activity of this 
individual in the incident. 

• Explained to Student and Teacher Conference – whether the incident and its 
disposition have been explained to the student, and whether there has been a 
teacher conference regarding the incident. 

• Disability Manifest – indicates the need to determine whether a student’s 
disability played a role in the behavior. 

• Comment – these notes generally provide a detailed description of the incident 
that occurred.  This comment is displayed in ParentVUE and StudentVUE. 

• Private Comment – notes placed here are not displayed in ParentVUE and 
StudentVUE, and are seen by staff only. 

• Motivation – the reasoning behind the behavior (from lookup table 
K12.Discipline > Offender Motivation). 

• Motivation Description – additional details regarding motivation. 

• Hours and Days –the number of hours and/or days for which the action in the 
disposition was taken.  For example, it could be the number of hours in 
detention or the number of days the student was suspended. 

• Demerits and Recalculate Demerits – the number of demerits is calculated 
based on the violations selected and the demerits assigned each violation when 
the Recalculate Demerits button is clicked, or it can be manually entered. 

• Hearing Office Disposition and Hearing Office Disposition Date - the result 
of the hearing office’s investigation and the date of their decision. 

4. The Disposition section displays all of the actions taken with regards to this student 
as a result of the incident.  Multiple dispositions may be displayed.  For each 
disposition, the following information is listed. 

 
Disposition Section, Student Incident Detail tab 

• Start Date and End Date – the dates the disposition action starts and ends. 

• Disposition Code – the category or type of action taken. 

• Hours and Days –the number of hours and/or days for which the action was 
taken.  For example, it could be the number of hours in detention or the number 
of days the student was suspended. 

• Staff Name – the staff member who administered the disposition. 

• ATR – the attendance code used if the action resulted in an absence in the 
student’s attendance records. 
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5. Additional details about the disposition are also available.  To view the details of the 
disposition, click on the green plus sign in the Detail column. 

 
Disposition Records, Detail Button 

6. The Student Disposition screen appears.  It contains the following:  

 
Student Disposition Screen 

• Disposition Number – the number assigned by the system to this disposition 

• Disposition Date – the date the action was taken. 

• Staff Name –the staff member who administered the disposition 

• Disposition Code – the category or type of action taken. 

• Sub Category 1 and Sub Category 2 – if there are sub-categories selected for 
the disposition code, those sub-categories are displayed here. 

• Place Moved To – if the student was taken to another location, the name of the 
place to which the student was moved. 

• Modification – if a modification was made to the disposition, the type of 
modification made. 

• Authority Code – if a modification was made, the code indicating under whose 
authority the modification was made. 

• Zero Tolerance – indicates whether this offense is of a type that requires 
specific action due to its severity.   
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• Restraint Type – if restraint was necessary, an indication of the means. 

• Additional Text – any additional information about the disposition. 

• Comment – any comments about the disposition. 

• Start Date and End Date – the start and end dates of the action taken.  If the 
action results in an absence, the absence is recorded for this date range. 

• Disposition Review Date – the date the disposition should be reviewed. 

• Completed – if the disposition is complete, check this box. 

• Receives Support Services – if the student received some type of support 
services, this box is checked. 

• Attendance Reason Code –the attendance code used if the action results in an 
absence in the student’s attendance records. 

• Hours and Reassignment Days –the number of hours and/or days for which 
the action was taken.  For example, it could be the number of hours in detention 
or the number of days the student was suspended. 

• Assigned Start Date and Assigned End Date – the original dates assigned for 
the disposition.  These may be different than the actual start and end dates. 

• Expulsion Modified – if the student was expelled, and the expulsion was 
modified from the original length, this box is checked. 

• Days Reduced – if the expulsion was modified and the number of days 
reduced, this shows the number of days reduced. 

• Did Return – this box is checked if the student returned to school. 

• GFSA Modification Description – if the disposition varies from the 
requirements of the Gun Free Schools Act, it can be noted here.  

• Manifestation Determination – if the student also receives special education 
services, a separate meeting or review may take place.  If a determination is 
made, this box is checked. 

• Manifestation Meeting and Manifestation Meeting Date – if a meeting occurs 
in conjunction with the determination, this box is checked and the date of the 
meeting is entered. 

• AES Type – if an alternative to external suspension (AES) was agreed upon for 
the student, the type of alternative is indicated. 

• Hearing Review Date – the date to follow up regarding the referral to law 
enforcement. 

• Referral Results – the results of the referral to law enforcements, such as 
misdemeanor charges or no action taken. 

• Police Report Num – the number of the police report. 

• Was Referred to Law Enforcement – indicates whether the offender was 
referred to local law agency (as required for some offenses).  

• Associated Violations - the violations associated with a particular disposition. 
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7. On the detail screen of the Students Involved section, the Incident Detail tab of 
the student detail is the same information found on the Information tab of the 
Incidents screen.  It shows a summary of the incident and the incident location. 

 
Incident Detail tab, Student Detail 

8. On the Incident Violations tab, the Committed Violation box is checked for each 
violation associated with the student.  If multiple students are involved in an incident, 
they might not all be associated with all of the violations.  

 
Incident Violations tab, Student Detail 

9. The Interventions tab contains actions taken in response to the incident. 

 
Interventions tab, Student Detail 
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10. The Additional Information tab contains detailed information regarding injuries and 
suspension, if applicable.  

 
Additional Information tab, Student Detail 

• Injuries Sustained and Serious Bodily Injury – whether the student sustained 
injuries, and whether they were serious. 

• Injury Description –a description of the injury. 

• Additional Info – any additional information about the incident. 

• Suspension Information – if the student was suspended, additional details 
about the suspension, such as details of the student conference and any contact 
with the parents regarding the suspension, is noted here. 
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11. The Enrollment Restrictions tab shows any restrictions on enrollment in schools 
within the district as a result of the disciplinary incident.  The information contained 
on this tab is also displayed on the Other Info tab of the Student screen. 

 
Enrollment Restrictions tab, Student Detail 

• If the student’s enrollment options are restricted, the type of Enrollment 
Restriction is shown.  An attempt to transfer the student to an excluded school 
will be blocked with the message, “Student has an enrollment restriction and 
cannot be enrolled in this school.” 

• If a hearing office was involved in the restrictions and/or disposition, the 
disposition determined by the office is shown in the Hearing Office Disposition 
field, and the date of the disposition is recorded in the Hearing Office 
Disposition Date box. 

• If the restriction is specific to a type of school, the type of school that is excluded 
or included is shown under School Type Enrollment Exceptions.  The type of 
schools excluded or included is indicated under School Type. 

• Specific organizations can be included or excluded as well, as shown in the 
Organization Enrollment Restrictions section.  For example, if the student 
has a restriction but a school is included in Organization Enrollment 
Restrictions, that is the only school in which the student may enroll. 

12. Click the Hide Detail button to hide the display of the detail regarding the students. 

13. To view additional information about the other persons Involved, click the Show 
Detail button in the Other Involved Persons section. 

 
Other Involved Persons section, Participants tab 
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14. The Information tab of the detail screen of the Other Involved Persons section 
displays the following information:  

 
Detail Screen, Other Involved Persons Section 

• First Name, Middle Name, Last Name and Suffix – the full name of the 
involved person. 

• Gender and Birth Date – the gender and date of birth of the person. 

• Relation To School, Relation to School Other, and Type of Employment – 
the person’s relationship to the school such as type of staff or visitor or parent, 
and if they are employed by the school they type of employment such as 
certified or contracted.  If the person’s relationship to the school is not shown in 
the drop-down list, the type of relationship can be manually entered in the 
Relation to School Other box. 

• Injuries Sustained and Serious Bodily Injury – if the person incurred any 
injuries or a serious injury, these boxes are checked. 

• Injury Description –a description of the injury. 

• Incident Role – the role this person played in the incident. 

• Cost to victim – if this person was a victim, the cost they incurred as a result of 
the incident.  This might include medical expenses or the replacement of a 
stolen or damaged item. 

• Incident Role Description – additional details about the activity of this 
individual in the incident.  
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• Offender Referrals – referrals to outside agencies for an involved person who 
is not a student. 

• Additional Info – any additional information about the person involved.  

• Private Comment – notes placed here are not displayed in ParentVUE and 
StudentVUE, and are seen by staff only. 

15. The Incident Violations tab of the Other Involved Persons section shows any 
violations associated with the incident.  If the other involved person was an offender, 
Committed Violation is checked. 

 
Incident Violations Tab, Other Involved Persons Section 

16. The Dispositions tab of the Other Involved Persons section shows any action 
taken in response to this individual’s involvement. 

 
Dispositions Tab, Other Involved Persons Section 

17. Click the Hide Detail button to hide the detail screen of the Other Involved 
Persons section. 

18. Back on the Incidents screen, the Violations tab lists all violations associated with 
the incident. Each violation displays the category of the violations, and any 
subcategories and details if selected.  A Severity Level can also be assigned to the 
violation.  If this violation requires that the police are contacted, Notify Law 
Enforcement is checked. 

 
Violations Tab, Incidents screen 

19. To see additional information about the violation, click the Show Detail button in the 
Violations section. The Committed Violation box on the Participants tab is 
checked to indicate which students or other participants committed the violation. 
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Participants Tab, Violation Detail 
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20. The Violation tab of the detail screen of the violation shows an expanded screen of 
the categories selected. If more information is needed to describe the violation, it is 
entered into the Additional Text box. 

 
Violation Tab, Violation Detail 

21. The Documents tab shows any documents that are related to the incident.  
Documents such as a police report can be attached here. 

 
Document Tab, Incidents 

 
 

  

Note:  When the violation category assigned to the Incident requires 
that law enforcement be notified, an alert appears on every tab of 
the Incident screen. 
 

 
Law Enforcement Alert 
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ADDING INCIDENT RECORDS 
 

1. Check to make sure the current focus is set to a school and not the district.  The 
focus is indicated in the top right-hand corner of the screen. 

 
Checking Current Focus 

2. Change to Update mode by clicking the Edit button at the top of the screen.  If the 
button is not available, Update mode is already turned on. 

 
Edit Button 

3. Click the Add button at the top of the screen. 

 
Incidents Screen, Add Button 

4. The Incident Add screen appears.  The mandatory fields are highlighted in green. 

 
Incident Add Screen 
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5. Enter the following information on the Information tab: 

• Incident Date and Incident Time – the time and date the incident occurred.  
Enter the date in the format M/D/YY, or select by clicking the Calendar  
button. 

• Referrer Last Name, Referrer First Name, Referrer Type, and Referral Date 
– the name of the person who referred to the student to the disciplinary process, 
and the date they made the referral.  This person may be anyone, and does not 
need to be a staff member since their name is manually entered and not 
selected from a drop-down list.  Enter the date in the format M/D/YY, or select 
by clicking the Calendar  button. 

• Staff Name – select the name of the staff member who handled the disciplinary 
process from the drop-down list. 

  

Note:  If the desired staff member does not appear in the list, make sure 
they have been added to the Staff screen for the school in focus and 
that the Discipline Staff Role has been checked off.  For more 
information, see the section on Other Setup in the chapter on Code 
Setup in the Synergy SIS – Discipline and Conference Administrator 
Guide. 

• Description – the details of the incident. This description shows in the 
ParentVUE and StudentVUE portal.  Any notes reserved for staff should be 
entered in the Private Description box. 

• Gang Related and Hate Related – if the incident was gang-related or hate-
related, check the appropriate box. 

• Incident Cost – if the cost of the incident can be quantified, such as stolen 
property values or damage estimates, enter the amount here. 

• Incident Context Code and Incident Context Comment – select the context, 
which is the general timeframe such as before school or after school, from the 
drop-down list.  Enter any further details about the context in the Incident 
Context Comment field.  

• State Incident Number – if the incident is of a type that requires registration 
with a state agency, the reference number can be reported here. 

• Location – to enter the location of the incident, click the Add button in the 
Location section to add a blank new line.  Select the location in the list, and 
enter any further details about the location in the Location Text field.   

 
Location Section, Information Tab, Incidents Screen 

• Link Organizations – the linked organizations are schools in the district other 
than the current school that were involved in the incident.  To add another 
school to the incident, enter the first part of the name of the school in the 
Organization Name field and click the Find Organization(s) button.  Click on 
the line number of the school to add and click the Add Organization(s) button.  
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To remove a school from the list under Linked Organizations, click the 
Remove Organization(s) button. 

 
Link Organizations Section, Information Tab, Incidents Screen 

6. Click on the Participants tab to enter the people involved with the incident. 

 
Participants Tab, Incident Add Screen 

7. To enter students involved with the incident, click the Chooser button. The 
Chooser screen appears. 

 
Chooser Screen 

8. Enter the information known about the students involved in the Find Criteria 
section, and click the Find button at the top of the screen.  The students may be 
found using any part of the criteria, including last name, first name, middle name, 
perm ID, grade or gender.  Partial information may be used as well, such as the first 
letters of a last name or first name. 

 
Chooser Screen, Results 

9. Once the Find button clicked, a list of students that match the criteria appears in the 
Search Results section.  Click on the name or names of the student(s) to add and 
click the Add Selected Row(s) button to add the student(s) to the Selected Items 
section.  Multiple searches may be made until all students have been found and 
added to the Selected Items section.  Multiple rows may be selected by holding 
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down the Ctrl key and clicking on all the students needed. To remove a student from 
the Selected Items section, check the box in the X column.  To add all of the 
students found in the Search Results list to the Selected Items section, click the 
Add All Row(s) button. 

 
Chooser Screen, Selected Items Section 

10. Once all of the students involved have been selected, click the Select button at the 
top of the screen and the students are added to the Students Involved section of 
the Participants tab. 

 
Students Involved Section 

11. Select the Incident Role for each student from the drop-down, and if the students 
were injured check the box in the column Injuries Sustained.  The incident role is 
the role the student played in the incident such as offender, victim or witness.  To 
remove a student, check in the box in the X column. 

12. If people other than students were involved in the incident, click the Add button in 
the Other Involved Persons section to add a blank line where the information 
about the other people may be added.  Multiple people may be entered here by 
clicking the Add button multiple times to add enough lines. 

 
Other Involved Persons Section 

13. For each involved person, enter their Last Name, First Name, and Middle Name in 
the boxes provided.  Select the Gender, and Relation to School such as security 
staff, parent, or visitor.  Select the role in the incident, such as victim or witness, in 
the Incident Role list, and check the box Injuries Sustained if they were injured 
during the incident.  

14. Click the Violations tab to categorize the rules and laws that were violated during 
the incident.  
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Violations Tab, Incidents Screen 

15. To add a violation, choose the appropriate violation in the Category list, and click 
the Add to Violation List button.  Multiple violation categories may be added by 
repeating this step. 

 
Add Violation Section, Violations Tab 

16. For each violation added, an additional description of the violation may be added in 
the Additional Text column. 

 
Violation List, Violations Tab 

17. Click the Save button at the top of the screen. 

 
 

EDITING INCIDENTS 
 
When editing the information about an existing incident, each tab must be edited separately 
and all changes saved before switching to a new tab.  To edit the data on the Information 
tab of the Incidents screen: 

1. Check to make sure the current focus is set to a school and not the district.  The 
focus is indicated in the top right-hand corner of the screen. 

 
Checking Current Focus 

2. Change to Update mode by clicking the Edit button at the top of the screen.  If the 
button is not available, Update mode is already turned on. 

 
Edit Button 
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3. Click on the data to modify in the boxes with the white background and change the 
information as desired.  Boxes with a gray background cannot be changed. 

 
Information tab, Incidents screen 

4. To add a new Location, click the Add button in the Location section to add a blank 
new line.  Select the location in the list, and enter any further details about the 
location in the Location Text field.  To remove a location, check the box in the X 
column next to the location to be removed. 

5. To remove a school from the Other Schools section, check in the box in the X 
column next to the school to be removed.  Other Schools are schools in the district 
other than the current school that were also involved in the incident.  To add another 
school, click the Chooser button. 

 
Chooser Screen, Other Schools Section 

6. Enter the first part of the school’s name in the Organization Name field, and click 
the Find button at the top of the screen.  A list of schools matching the organization 
name appears in the Search Results section. 

7. Click on the line number for the school to add, and click the Add Selected Row(s) 
button.  To add all the schools listed, click the Add All Row(s) button.  Multiple rows 
may be selected by holding down the Ctrl key and clicking on all the schools 
needed.  Once all the schools to be added have been listed in the Selected Items 
section, click the Select button at the top of the screen. 

8. Click the Save button at the top of the screen to save the changes. 

 
To edit the information on the Participants tab of the Incidents screen: 

1. Click on the Participants tab.  The Incident Role and Injuries Sustained columns 
for the students already listed may be edited directly on the tab.  The information 
displayed for the records under Other Involved Persons may also be directly 
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edited on the tab.  The number of any additional victims not listed can be entered in 
the Additional Victims box. Click Save at the top of the screen to save these 
changes. 

 
Participants Tab, Incidents Screen 

2. To edit additional information about the students listed, click the Show Detail button 
in the Students Involved section and click the Line number on the left.  The first 
tab is the Student Incident Detail tab. 

 
Show Detail, Students Involved Section 
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3. The following information may be modified on the Student Incident Detail tab: 

• Print Disciplinary Action Form button – prints either the form itself or a letter 
to be mailed to the parents.  To print the letter, select the type of letter in the 
Merge Document list and the desired language in the Merge Language list.  To 
print the form, leave both the Merge Document and Merge Language fields 
blank.  An example form and letter are at the end of Chapter Five in this guide. 

• Incident Role – the same field as displayed on the main screen of the 
Participants tab, this drop-down categorizes the role of the student in the 
incident. 

• Cost to Victim – if this person was a victim, the cost they incurred as a result of 
the incident.  This might include medical expenses or the replacement of a 
stolen or damaged item. 

• Explained to Student and Teacher Conference – if the incident and its 
accompanying disposition has been explained to the student, or if there was a 
teacher conference regarding the incident, check the appropriate box. 

• Comment – these notes generally provide a detailed description of the incident 
that occurred.  This comment is displayed in ParentVUE and StudentVUE.   

• Private Comment – notes placed here are not displayed in ParentVUE and 
StudentVUE, and are seen by staff only.  

• Demerits and Recalculate Demerits – the number of demerits is calculated 
based on the violations selected and the demerits assigned each violation, or it 
can be manually entered.  To recalculate the demerits based on the violations, 
click the Recalculate Demerits button. 

• Hearing Office Disposition and Hearing Office Disposition Date – if a 
hearing office was involved in the restrictions and/or disposition, the disposition 
determined by the hearing office can be selected, and the date of the disposition 
can be entered in M/D/YY format or selected by clicking on the Calendar  
button. 

  

Note:  There are two ways to add a record of the disposition, or action 
taken, regarding the incident. The Add button adds a row to the grid and 
enables you to enter only the most basic information about the 
disposition. The Add Wizard button opens a window where you can add 
a disposition with much detail. 
 
To use the Add button, follow steps 4-6 below. To use the Add Wizard 
button, follow steps 7-9. 

4. Click the Add button. 

 
Adding a Disposition Record using the Add button 
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5. Enter the following information for the new disposition record. 

• Disposition Code – the category or type of action taken. 

• Start Date and End Date – the starting and ending dates for the action that was 
taken.  Type dates in M/D/YY format, or select using the Calendar  button. 

• Hours and Days – enter the number of hours and/or days for which the action 
was taken.  For example, it could be the number of hours in detention or the 
number of days the student was suspended. 

• Staff Name – select the staff member who administered the disposition from the 
drop-down list. 

• ATR - select the attendance code that is used if the action results in an absence 
in the student’s attendance records. 

6. Click the Save button at the top of the screen. 

7. To add a disposition record using the wizard, click the Add Wizard button.  The 
Student Disposition screen appears. 

 
Student Disposition Screen, Add Mode 

8. The fields highlighted in green are mandatory.  The information that can be added to 
the disposition is: 

• Disposition Date – the date the action was taken.  The date should be entered 
in the format M/D/YY or may be selected by clicking the Calendar  button. 

• Staff Name – select the staff member who administered the disposition from the 
drop-down list. 
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• Disposition Code – the category or type of action taken. 

• Place Moved To – if the student was taken to another location, the name of the 
place to which the student was moved. 

• Modification – if a modification was made to the disposition, the type of 
modification made. 

• Authority Code – if a modification was made, the code indicating under whose 
authority the modification was made. 

• Zero Tolerance – indicates whether this offense is of a type that requires 
specific action due to its severity. 

• Restraint Type – if restraint was necessary, an indication of the means.  

• Additional Text – any additional information about the disposition.   

• Comment – any comments about the disposition.   

• Start Date and End Date – the start and end dates of the action taken.  Type 
dates in M/D/YY format, or select using the Calendar  button.  If the action 
results in an absence, the absence is recorded for this date range. 

• Disposition Review Date – the date the disposition should be reviewed.  The 
date should be entered in the format M/D/YY or may be selected by clicking the 
Calendar  button. 

• Completed – if the disposition is complete, check this box. 

• Receives Support Services – if the student receives support services, check 
this box. 

• Attendance Reason Code – select the attendance code that is used if the 
action results in an absence in the student’s attendance records. 

• Hours and Reassignment Days – enter the number of hours and/or days for 
which the action was taken.  For example, it could be the number of hours in 
detention or the number of days the student was suspended. 

• Assigned Start Date and End Date – the original dates assigned for the 
disposition.  These may be different than the actual start and end dates.  Type 
dates in M/D/YY format, or select using the Calendar  button. 

• Expulsion Modified – check this box if the student was expelled, and the 
expulsion was modified from the original length. 

• Days Reduced – if the expulsion was modified and the number of days 
reduced, enter the number of days by which the original expulsion was reduced. 

• Did Return – check this box if the student returned to school 

• Manifestation Determination – if the student also receives special education 
services, a separate meeting or review may take place.  If there is a 
determination made, check this box. 

• Manifestation Meeting and Manifestation Meeting Date – if a meeting occurs 
in conjunction with the determination, check the box and enter the date of the 
meeting in the format M/D/YY or select it by clicking the Calendar  button. 
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• AES Type – if an alternative to external suspension (AES) was agreed on for 
the student, the type of alternative can be selected here. 

• Hearing Review Date – the date to follow up regarding the referral to law 
enforcement.  Type the date in the format M/D/YY, or select it by clicking the 
Calendar  button. 

• Referral Results – the results of the referral to law enforcements, such as 
misdemeanor charges or no action taken. 

• Police Report Num – the number of the police report. 

• Was Referred to Law Enforcement – indicates whether the offender was 
referred to local law agency (as required for some offenses).  

9. Click the Save button at the top of the screen. 

10. After adding the disposition through either the Add button or Add Wizard, you can 
edit it by clicking on the green plus sign in the Detail column. 

 
Disposition Records, Detail Button 

11. The Student Disposition screen appears.  The information that can be added or 
changed is largely the same as in the screen that appears when you click the Add 
Wizard button.  The one difference is the Associated Violations section.  In this 
section, check or uncheck the box to associate the violation with a particular 
disposition. 

  
Student Disposition Screen, Edit Mode 
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12. The Incident Detail tab of the student detail is the same information found on the 
Information tab of the Incidents screen.  It shows a summary of the incident and the 
incident location.  After editing this information, click the Save button.  

 
Incident Detail tab, Participants tab 

13. On the Incident Violations tab, the student may be associated with the different 
violations assigned to this incident by checking or unchecking the box in the 
Committed Violation column.  For example, if multiple students are involved in an 
incident not all of them may be associated with all of the violations.  On this tab the 
correct violations may be associated with the student.  By default, the violations are 
associated with all students with a role of offender. 

 
Incident Violations, Student Detail 
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14. The Additional Information tab contains detailed information regarding the student 
injuries and any other information.  The information that can be added is: 

 
Additional Information tab, Student Detail 

• Injuries Sustained and Serious Bodily Injury – if the student had any injuries 
or a serious injury, check the appropriate boxes. 

• Injury Description – enter a description of the injury.  

• Additional Info – any additional information about the incident.  

• Student Conference Held Prior to Suspension – check this if a student 
conference was held regarding the student’s suspension. 

• Reason Conference Not Held Prior To Suspension – describe the reason a 
conference was not held.  

• Parent Contacted About Suspension – check the box if the parent was 
contacted about the student’s suspension. 

• Method Used to Contact Parent – select the method used to contact the 
parent about the suspension, such as phone or letter. 

• Efforts to Contact Parents Include – enter more detailed information about the 
methods used to contact the parents, particularly if contact was not made.  

• Suspension Conference – check this box if a suspension conference was held, 

• Conference Date and Time – enter the date and time the conference was held. 
Type dates in M/D/YY format, or select using the Calendar  button. 
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• Reason Suspension Conference Not Held – describe why a suspension 
conference was not held.  

15. The Enrollment Restrictions tab outlines any restrictions on the student enrolling 
in schools within the district as a result of the disciplinary incident.  The information 
contained on this tab is also displayed on the Other Info tab of the Student screen.  
The information that can be entered here is: 

 
Enrollment Restrictions tab, Student Detail 

• If the student is restricted in their enrollment options, the type of Enrollment 
Restriction can be selected.  When a student is enrollment restricted, a transfer 
to a school that is excluded is blocked with the message “Student has an 
enrollment restriction and cannot be enrolled in this school.” 

• If a hearing office was involved in the restrictions and/or disposition, select the 
disposition determined by the hearing office in the Hearing Office Disposition 
field, and enter the date of the disposition in the Hearing Office Disposition 
Date box in the format M/D/YY or select it by clicking the Calendar  button. 

• If the restriction is specific to a type of school, select the type of school that is 
excluded or included under School Type Exceptions.  Also check the boxes to 
indicate the type of schools are excluded or included under School Type. 

• Specific organizations can either be included or excluded as well from the 
enrollment restriction, as outlined in the Organization Exceptions section.  For 
example, if the student has a restriction but a school is included in the 
Organization Exceptions, that is the only school in which the student may 
enroll.  To add an organization, click the Add button in the Organization 
Enrollment Restrictions section and a new blank line is added.  Click the gray 
arrow in the Organization Name column, and select the school on the Find 
School screen.  Select whether the organization is included or excluded from 
the enrollment restriction in the Include/Exclude column. 

16. The section at the bottom of the Participants tab, Other Persons Involved, lists 
any people other than students that are involved in the incident.  On the main 
screen, the information that can be changed includes the Last Name, First Name, 
and Middle Name, Gender, and their Relation to School such as security staff, 
parent, or visitor.  Choose their role in the incident such as victim or witness in the 
Incident Role list, and check the Injuries Sustained box if they were injured during 
the incident.  To remove a person from the list, check the box in the X column. 

 
Other Involved Persons section, Participants tab 
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17. Additional information about each person involved can be edited in the detail 
screen.  To access the detail screen, click the Show Detail button in the Other 
Persons Involved section. 

  
Detail Screen, Other Involved Persons Section 

18. Information not included in the main screen that can be edited here is: 

• Suffix – the suffix of the involved person’s name, such as Jr or Sr. 

• Birth Date – the date of birth of the person. 

• Relation to School Other – if the person’s relationship to the school is not 
shown in the Relation to School list, enter the type of relationship here. 

• Type of Employment – if the other person is an employee, the employment 
relationship with the school such as certified or contracted 

• Serious Bodily Injury – if the person incurred a serious injury, check this box. 

• Injury Description – enter a description of the injury here.  

• Cost to Victim – if this person was a victim, the monetary damages they 
incurred due to the incident.  This might include medical expenses or the 
replacement of a stolen or damaged item. 

• Additional Info – any additional information about the person involved.  

• Private Comment – notes placed here are not displayed in ParentVUE and 
StudentVUE, and are seen by staff only.  

19. If the other person also committed a violation, click on the Incident Violations tab 
of the Other Involved Persons section.  To associate a violation with the person, 
click in the box in the Committed Violation column.  To add an additional violation, 
click the Add button in the Incident Violations section. 

 
Incident Violations tab, Other Involved Persons Section 

20. Select the violation Category from the drop-down.  If the category selected has a 
subcategory, another drop-down appears.  Select the subcategory in the list, and a 
third violation list appears if the subcategory has a detail level below it.  Select that 
one as well, and Additional Text may be added to further define the violation.  If 
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desired, a Severity Level can also be assigned. Click the Save button to add the 
new violation. 

 
Incident Violation Screen 

21. Click the Save button at the top of the screen. 

 
To edit the information on the Violations tab of the Incidents screen: 

1. Click on the Violations tab of the Incidents screen. 

 
Violations tab, Incidents screen 

2. To add a new violation, click the Add button in the Violations section.  The 
Incident Violation screen appears. 

 
Incident Violation screen 

3. Select the Violation Category from the list.  If the Category has a sub-level, 
another list appears.  A third list appears if the subcategory selected has further 
detail. 

 
Violation Category Drop-Downs 

4. If desired, enter a Severity Level for the violation. 
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5. Enter information in the Additional Text box if more information is needed to 
describe the violation.   

 
Additional Text, Incident Violation screen 

6. Click Save at the top of the screen to add the new violation. 

 
Violations tab, Incidents screen 

7. To see and enter additional information about the violation, click the Show Detail 
button in the Violations section.  Check or uncheck the Committed Violation box 
on the Participants tab to indicate which students or other participants committed 
the violation. 

 
Participants tab, Violation Detail 

8. The information in the Additional Text box can be edited or added if more 
information is needed to describe the violation.  You can change the violation 
categories by selecting different values in the lists. 

 
Violation tab, Violations Detail 

9. Click the Save button at the top of the screen to save the changes. 
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To edit the information on the Documents tab of the Incidents screen: 

1. Click the Documents tab of the Incidents screen. 

 
Documents tab, Incidents screen 

2. To add a new document, click the Add button in the Documents section to add a 
new document.  The Attach Documents box opens. 

 
Attach Document, Documents tab 

3. Click the Browse button to locate and select the document, and then click the 
Upload button to save the document. 

4. Click the Save button at the top of the screen. 

To remove a document, check the box in the X column next to the document to be 
removed, and then click the Save button at the top of the screen. 
 

To edit the top row of information in the Incidents screen, including the Date, Time, 
Referrer Last Name and Referrer First Name, Referral Date, and Staff Name: 

1. Click on the Menu button at the top of the screen. 

 
Incidents Screen, Menu Button 
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2. Select Edit SchoolIncident Data. 

 
Incidents Screen, Menu Options 

3. The boxes for the top row of information turn white.  Click in the boxes and edit the 
text as needed. 

  
Incidents Screen, Editing School Incident Data 

4. Click the Save button at the top of the screen to save the changes. 

DELETING INCIDENT RECORDS 
 
To delete an incident record completely: 

1. Remove all violations recorded for the incident by clicking on the Violations tab and 
check the boxes in the X column for all violations.  Click the Save button at the top 
of the screen to delete the records. 

 
Deleting Violations 

2. Remove the dispositions assigned to the students by clicking on the Participants 
tab, and select Show Detail for each student.  Scroll down to the bottom of the 
Student Incident Detail tab, and check the box in the X column for all disposition 
records.  Click the Save button at the top of the screen to delete the records. 

 
Deleting Dispositions 

3. Remove all participants by clicking on the Participants tab, and checking the boxes 
in the X column for both the students and the other persons involved.  Click the 
Save button at the top of the screen to delete these records. 

 
Deleting Participants 
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4. Remove all locations by clicking on the Information tab and checking the boxes in 
the X column for all locations.  Click the Save button at the top of the screen to 
delete. 

 
Deleting Locations 

5. Remove all other schools by clicking on the Information tab and checking the 
boxes in the X column for all other schools. Click the Save button at the top of the 
screen to delete the records. 

 
Deleting Other Schools 

6. Click the Delete button at the top of the screen to delete the Incident record.  

 
Incidents Screen, Delete button 

 
 

MENU OPTIONS 
 
At the top of the Incidents screen, a Menu button provides access to additional information 
regarding the incident. 
 

 
Incidents Screen, Menu Options 

 
The options available under the Menu button are: 

• Edit School Incident Data –enables editing of the top row of data.  For more 
information, see the section on Editing Incidents in on page 44. 

• View Audit Detail For Incidents – displays the Audit Trail History screen, 
which lists all changes made to the incident, including who made the changes 
and when. 

 
Audit Trail History for Incidents 
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The Print Page button at the top of the screen may be used to print the information on the 
Incidents screen. 
 

 
Print Page Button 

 
The Print Page button prints the information exactly as it is displayed on the screen, and 
does not show the information available using the scroll bars. 
 

 
Printed Incidents Screen 

 
 

VIEWING STUDENT INCIDENTS 
 
The Student Incident screen is at Synergy SIS > Discipline > Student Incident. 
 
To find a student’s discipline incident records, there are two methods:  Scroll and Find.  
 
To scroll through the student records to find the student: 

1. Click the Next button  at the top of the screen to advance to the first student’s 
records.  Records are sorted alphabetically by last name, so the first student to 
appear most likely has a last name that starts with A. 

  
Next button 

2. To scroll in reverse alphabetical order, click the Previous button. 

 
Previous Button 
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3. Continue clicking on the scroll buttons until the desired student record appears. 

 
To switch to the Find mode to look for the student records: 

1. Click the Find Mode button. 

 
Find Mode Button 

2. Enter either the whole last name or the first part of the last name of the student in 
the Last Name box. 

 
Finding By Last Name 

3. Click the Find button or press the Enter key.  The first student with the last name 
entered into the Find screen appears.  Then use the Next button if needed. 

  

Note:  In the Find Mode, students can also be found by searching by 
any of the yellow fields on the screen.  Entering anything in any box but 
the first one bring up a pop-up window with a list of students matching 
the criteria entered.  To select a student, click on their name and their 
student record appears in the Student Incident screen.  Close the pop-
up window after selecting the record. For more about finding students in 
any screen, please refer to the Synergy SIS – Student Information User 
Guide. 

 
Once the desired record has been located, the information in the Student Incident screen 
is: 

1. The Discipline tab lists all discipline incidents in which the student was listed as a 
participant.  The student was not necessarily the offender in all incidents in the list, 
but may have also been a victim or witness.   

 
Student Incident Screen 

2. Across the top of the tab is the student information: Last Name, First Name, 
Middle Name, Suffix, Perm ID (Synergy SIS ID number), Grade (current grade 
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level), and Gender.  This information is displayed on the top of any student-related 
screen, and it can only be edited in the Student screen.  Other information 
displayed on this tab is specific to the Student Incident screen. 

 
Student Information Row 

3. In the Counts and Totals section, it shows the student’s Resolved Race/Ethnicity, 
and their Instructional Setting.  It also displays the number of Total Incidents for 
the student, and the Total Hours, Total Days, and Total Demerits that the student 
was suspended, in detention, etc. 

4. For each incident, the following information is displayed: 

 
Discipline Incidents Section, Student Incident Screen 

• Date and Time – the date and time of the incident. 

• Role – the role the student played in the incident, such as offender or victim. 

• Referred By – the person who referred the student to the disciplinary process. 

• Referrer Type – the position of the person filing this report, such as teacher or 
cafeteria staff. 

• Violation List – the violations committed by the student during the incident. 

• Staff Name – the name of the staff member who handled the disciplinary 
process. 

• School Name – the name of the school in which the student was enrolled when 
the incident occurred. 

• Disposition Code – short description, as defined in District Disposition Code 
Setup, that applies to this disposition. 

5. There are two ways to view more information about each incident.  Click the green 
plus sign in the Detail column to open the Incidents screen, with details about 
violations.  Click the Show Detail button to see interventions and enrollment 
restrictions. 

  
Student Incident Screen, Plus Sign or Show Detail Button 
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6. After you click Show Detail, select the incident to view by clicking the Line number 
for the incident on the left. The detail appears on the right. The first tab is Student 
Incident Detail.  

  
Show Detail, Student Incident Tab 

• Print Disciplinary Action Form button - this button prints either the form itself 
or a letter to be mailed to the parents.  To print the letter, select the type of letter 
in the Merge Document list and the desired language in the Merge Language 
list.  To print the form, leave both the Merge Document and Merge Language 
fields blank.  An example form and letter are at the end of Chapter Five in this 
guide.  

• Incident Role – the same field as displayed on the main screen, this 
categorizes the role of the student in the incident. 

• Cost to Victim – the amount of money the victim(s) incurred due to the incident. 
the amount of monetary damages the victim(s) incurred due to the incident. 

• School of Residence – the school the student would attend, based on address.  

• Last Change Date – the date when this incident record was last edited. 
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• Last Change User – the user who made the last edit. 

• Incident Role Description – additional details about the activity of this 
individual in the incident. 

• Explained to Student and Teacher Conference – if the incident and its 
accompanying disposition has been explained to the student, or if there was a 
teacher conference regarding the incident, the appropriate box is checked. 

• Comment – these notes generally provide a detailed description of the incident 
that occurred.  This comment is displayed in ParentVUE and StudentVUE. 

• Private Comment – notes placed here are not displayed in ParentVUE and 
StudentVUE, and are seen by staff only. 

• Motivation – the reasoning behind the behavior (from lookup table 
K12.Discipline > Offender Motivation). 

• Motivation Description – additional details regarding motivation. 

• Demerits and Recalculate Demerits – you can type the number of demerits, or 
click Recalculate Demerits to have Synergy SIS calculate demerits based on 
the violations selected and the demerits assigned to each. 

• Hearing Office Disposition and Hearing Office Disposition Date – the result 
of the hearing office’s investigation and the date of their decision. 

7. The Disposition section displays all actions taken with regard to this student as a 
result of the incident.  For each disposition, the following information is listed. 

 
Disposition Section, Student Incident Detail tab 

• Disposition Code – the category or type of action taken. 

• Start Date – the date the disposition action started 

• End Date – the date the disposition action ended. 

• Hours and Days –the number of hours and/or days for which the action was 
taken.  For example, it could be the number of hours in detention or the number 
of days the student was suspended. 

• Staff Name – the staff member who administered the disposition 

• ATR - the attendance code used if the action resulted in an absence in the 
student’s attendance records. 

8. Additional details about the disposition are also available.  To view the details of the 
disposition, click on the green plus sign in the Detail column. 

 
Disposition Records, Detail Button 
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9. The Student Disposition screen appears.  It contains the following details: 

 
Student Disposition Screen 

• Disposition Number – the number assigned by the system to this disposition 

• Disposition Date – the date the action was taken. 

• Staff Name –the staff member who administered the disposition 

• Disposition Code – the category or type of action taken. 

• Sub-Category 1 and Sub Category 2 – if there are sub-categories selected for 
the disposition code, those sub-categories will be displayed here. 

• Place Moved To – if the student was taken to another location, the name of the 
place to which the student was moved. 

• Modification – if a modification was made to the disposition, the type of 
modification made. 

• Authority Code – if a modification was made, the code indicating under whose 
authority the modification was made. 

• Zero Tolerance – indicates whether this offense is of a type that requires 
specific action due to its severity.  

• Restraint Type – if restraint was necessary, an indication of the means. 

• Additional Text – any additional information about the disposition. 

• Comment – any comments about the disposition. 

• Start Date and End Date – the start and end dates of the action taken.  If the 
action results in an absence, the absence is recorded for this date range. 
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• Disposition Review Date – the date the disposition should be reviewed. 

• Completed – if the disposition is complete, check this box. 

• Receives Support Services – if the student received some type of support 
services, this box is checked. 

• Attendance Reason Code –the attendance code used if the action results in an 
absence in the student’s attendance records. 

• Hours and Reassignment Days –the number of hours and/or days for which 
the action was taken.  For example, it could be the number of hours in detention 
or the number of days the student was suspended. 

• Assigned Start Date and Assigned End Dates – the original dates assigned 
for the disposition.  These may be different than the actual start and end dates. 

• Expulsion Modified – if the student was expelled, and the expulsion was 
modified from the original length, this box is checked. 

• Days Reduced – if the expulsion was modified and the number of days 
reduced, this shows the number of days reduced. 

• Did Return – this box is checked if the student returned to school 

• Manifestation Determination – if the student also receives special education 
services, a separate meeting or review may take place.  If there is a 
determination made, this box is checked. 

• GFSA Modification Description – if the disposition varies from the 
requirements of the Gun Free Schools Act, it can be noted here. 

• Manifestation Determination – if the student also receives special education 
services, a separate meeting or review may take place.  If a determination is 
made, this box is checked. 

• Manifestation Meeting and Manifestation Meeting Date – if a meeting occurs 
in conjunction with the determination, this box is checked and the date of the 
meeting is entered. 

• AES Type – if an alternative to external suspension (AES) was agreed upon for 
the student, the type of alternative is indicated. 

• Hearing Review Date – the date to follow up regarding the referral to law 
enforcement. 

• Referral Results – the results of the referral to law enforcements, such as 
misdemeanor charges or no action taken. 

• Police Report Num – the number of the police report. 

• Was Referred to Law Enforcement – indicates whether the offender was 
referred to local law agency (as required for some offenses). 

• Associated Violations - the violations associated with a particular disposition. 
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10. Back on the detail screen of the incident, the Incident Detail tab shows a summary 
of the incident and the incident location.  The information displayed here includes:  

 
Incident Detail tab, Show Detail 

• Incident Date and Incident Time – the time and date the incident occurred. 

• Referrer Last Name, Referrer First Name, Referrer Type, and Referral Date 
– the name of the person who referred to the student to the disciplinary process, 
and the date it happened.  This person may be anyone, and does not need to be 
a staff member. 

• Entered By – the staff member who handled the disciplinary process. 

• Incident Context Code – the incident context is the general timeframe such as 
before school or after school. 

• State Incident Number – if the incident is of a type that requires registration 
with a state agency, the reference number can be reported here. 

• Description – the details of the incident. 

• Location and Location Text – where the incident took place.  The Location is 
a standardized list of places such as cafeteria or locker room, and the Location 
Text can specify that location in more detail, such as which locker room. 
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11. On the Incident Violations tab, a detailed list of all violations associated with the 
incident is shown.  If the student committed any of these violations, the box in the 
Committed Violation column is checked.  

 

 
Incident Violations, Show Detail 

12. The Interventions tab lists actions taken in response to the incident. 

13. The Additional Information tab contains detailed information regarding student 
injuries and suspension, if any.  The information displayed is: 

 
Additional Information tab, Show Detail 

• Injuries Sustained and Serious Bodily Injury – if the student had any injuries 
or a serious injury, these boxes are checked. 

• Injury Description –a description of the injury. 

• Additional Info – any additional information about the incident. 

• Suspension Information – if the student was suspended, additional details 
about the suspension such as details of the student conference and any contact 
with the parents regarding the suspension. 
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14. The Enrollment Restrictions tab outlines any restrictions on the student enrolling 
in schools within the district as a result of the disciplinary incident.  The information 
contained on this tab is also displayed on the Other Info tab of the Student screen.  
The tab displays: 

  
Enrollment Restrictions tab, Student Detail 

• If the student is restricted in their enrollment options, the type of Enrollment 
Restriction is shown.  When a student is enrollment restricted, a transfer to a 
school that is excluded is blocked with the message “Student has an enrollment 
restriction and cannot be enrolled in this school.” 

• If a hearing office was involved in the restrictions and/or disposition, the 
disposition determined by the hearing office is shown in the Hearing Office 
Disposition field, and the date of the disposition is recorded in the Hearing 
Office Disposition Date box. 

• If the restriction is specific to a type of school, the type of school that is excluded 
or included is shown under School Type Exceptions.  The type of schools are 
either excluded or included as indicated under School Type. 

• Specific organizations can either be included or excluded as well from the 
enrollment restriction, as outlined in the Organization Exceptions section.  For 
example, if the student has a restriction but a school is included in the 
Organization Exceptions, that is the only school in which the student may 
enroll. 

15. The Discipline History tab of the Student Incident screen displays a summary of 
the student’s discipline records from all schools attended and all school years. 

 
Discipline History tab, Student Incident screen 
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ADDING STUDENT INCIDENT RECORDS 
 
From the Student Incident screen, you can: 
 

• Create a complete incident record (see next paragraph) 
• Quickly add a minimal incident record, to be completed later (see page 74) 
• Add a student to an existing incident (see page 76) 

 
To create a complete incident record: 

1. Check to make sure the current focus is set to a school and not the district.  The 
focus is indicated in the top right corner of the screen. 

 
Checking Current Focus 

2. Change to Update mode by clicking the Edit button at the top of the screen.  If the 
button is not available, Update mode is already turned on. 

 
Edit Button 

3. Click the Create New Incident button. 

 
Student Incident Screen, Create New Incident Button 
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4. The Incident Add screen appears, with mandatory fields highlighted in green.  

 
Incident Add Screen 

5. Enter the following information on the Information tab: 

• Incident Date and Incident Time – the time and date the incident occurred.  
Enter the date in the format M/D/YY, or select by clicking the Calendar  
button. 

• Referrer Last Name, Referrer First Name, Referrer Type, and Referral Date 
– the name of the person who referred to the student to the disciplinary process, 
and the date they made the referral.  This person may be anyone, and does not 
need to be a staff member since their name is manually entered and not 
selected from a drop-down list.  Type the date in the format M/D/YY, or select by 
clicking the Calendar  button. 

• Staff Name – select the name of the staff member who handled the disciplinary 
process in the list. 

  

Note:  If the desired staff member does not appear in the list, make sure 
they have been added to the Staff screen for the school in focus and 
that the Discipline Staff Role has been checked.  For more information, 
see the section on Other Setup in the chapter on Code Setup in the 
Synergy SIS – Discipline and Conference Administrator Guide. 

• Description – the details of the incident. This description shows in the 
ParentVUE and StudentVUE portal.  Any notes reserved for staff should be 
entered in the Private Description box. 

• Gang Related and Hate Related – if the incident was gang-related or hate-
related, check the appropriate box. 

• Incident Cost – if the cost of the incident can be quantified, such as stolen 
property values or damage estimates, enter the amount here. 
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• Incident Context Code and Incident Context Comment – select the context, 
which is the general timeframe such as before school or after school, in the list.  
Enter any further details about the context in the Incident Context Comment 
field.  

• State Incident Number – if the incident is of a type that requires registration 
with a state agency, the reference number can be reported here. 

• Location – to enter the location of the incident, click the Add button in the 
Location section to add a blank new line.  Select the location from the drop-
down list, and enter any further details about the location in the Location Text 
field.  

 
Location Section, Information Tab, Incidents Screen 

• Link Organizations – the linked organizations are schools in the district other 
than the current school that were involved in the incident.  To add another 
school to the incident, enter the first part of the name of the school in the 
Organization Name field and click the Find Organization(s) button.  Click the 
line number of the school to add, and click the Add Organization(s) button.  To 
remove a school from the list under Linked Organizations, click the Remove 
Organization(s) button. 

 
Link Organizations Section, Information Tab, Incidents Screen 

6. Click on the Participants tab to enter the people involved with the incident. 

 
Participants Tab, Incident Add Screen 

7. To enter students involved with the incident, click the Chooser button. The 
Chooser screen appears. 

 
Chooser Screen 
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8. Enter the information known about the students involved in the Find Criteria 
section, and click the Find button at the top of the screen.  The students may be 
found using any part of the criteria, including last name, first name, middle name, 
perm ID, grade or gender.  Partial information may be used as well, such as the first 
letters of a last name or first name. 

 
Chooser Screen, Results 

9. When you click Find, a list of students that match the criteria appears in the Search 
Results section.  Click on the name or names of the student(s) to add, and click the 
Add Selected Row(s) button to add the student(s) to the Selected Items section.  
Multiple searches may be made until all students have been found and added to the 
Selected Items section.  Multiple rows may be selected by holding down the Ctrl 
key and clicking on all the students needed. To remove a student from the Selected 
Items section, check the box in the X column.  To add all of the students in the 
Search Results list to the Selected Items section, click the Add All Row(s) button. 

 
Chooser Screen, Selected Items Section 

10. Once all of the students involved have been selected, click the Select button at the 
top of the screen. The students are added to the Students Involved section of the 
Participants tab. 

 
Students Involved Section 



Discipline and Conference User Guide Chapter Three 
 

74 Copyright© 2013 Edupoint Educational Systems, LLC 
 

11. Select the Incident Role for each student from the drop-down, and if the students 
were injured, check the box in the column Injuries Sustained.  The incident role is 
the role the student played in the incident, such as offender, victim or witness.  To 
remove a student, check the box in the X column. 

12. If people other than students were involved in the incident, click the Add button in 
the Other Involved Persons section to add a blank line where the information 
about the other people may be added.  Multiple people may be entered here by 
clicking the Add button multiple times to add enough lines. 

 
Other Involved Persons Section 

13. For each involved person, enter their Last Name, First Name, and Middle Name in 
the boxes provided.  Select their Gender from the list, and their Relation to School 
such as security staff, parent, or visitor.  Choose their role in the incident such as 
victim or witness from the Incident Role list, and check the box Injuries Sustained 
if they were injured during the incident.  

14. Click on the Violations tab to categorize the rules and laws that were violated 
during the incident.  

 
Violations Tab, Incidents Screen 

15. To add a violation, choose the appropriate violation from the Category list, and click 
the Add to Violation List button.  Multiple violation categories may be added by 
repeating this step. 

 
Add Violation Section, Violations Tab 

16. For each violation added, further description of the violation may be added in the 
Additional Text column. 

 
Violation List, Violations Tab 

17. Click the Save button at the top of the screen. 

 
To quickly add a minimal incident record to be completed later: 

1. Check to make sure the current focus is set to a school and not the district.  The 
focus is indicated in the top right corner of the screen. 

 
Checking Current Focus 
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2. Change to Update mode by clicking the Edit button at the top of the screen.  If the 
button is not available, Update mode is already turned on. 

 
Edit Button 

3. Click the Quick Add Incident button. 

 
Student Incident Screen, Quick Add Incident Button 

4. The Quick Add Incident screen opens with mandatory fields highlighted in green. 

 
Quick Add Incident Screen 

5. Enter the following information on the Information tab: 

• Incident Date and Incident Time – the time and date the incident occurred.  
Enter the date in the format M/D/YY, or select by clicking the Calendar  
button. 

• Referrer Last Name, Referrer First Name, Referrer Type, and Referral Date 
– the name of the person who referred to the student to the disciplinary process, 
and the date they made the referral.  This person may be anyone, and does not 
need to be a staff member since their name is manually entered and not 
selected from a drop-down list.  The date should be entered in the format 
M/D/YY or may be selected by clicking the Calendar  button. 

• Staff Name – select the name of the staff member who handled the disciplinary 
process from the list. 
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Note:  If the desired staff member does not appear in the list, make sure 
they have been added to the Staff screen for the school in focus and 
that the Discipline Staff Role has been checked.  For more information, 
see the section on Other Setup in the chapter on Code Setup in the 
Synergy SIS – Discipline and Conference Administrator Guide. 

• Description – the details of the incident. This description shows in the 
ParentVUE and StudentVUE portal.  Any notes reserved for staff should be 
entered in the Private Description box. 

• Incident Context Code and Incident Context Comment – select the context, 
which is the general timeframe such as before school or after school, in the list.  
Enter any further details about the context in the Incident Context Comment 
field.  

• Location and Location Text – where the incident occurred, with additional 
details if appropriate. 

• Category – the type of violation. 

6. Click the Save button at the top of the screen. 

 
To add a student to an existing incident record: 

1. Check to make sure the current focus is set to a school and not the district.  The 
focus is indicated in the top right corner of the screen. 

 
Checking Current Focus 

2. Change to Update mode by clicking the Edit button at the top of the screen.  If the 
button is not available, Update mode is already turned on. 

 
Edit Button 

3. Click the Add Existing Incident button. 

  
Student Incident Screen, Create New Incident Button 
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4. The Incident Find screen appears.  To find the incident in which the student 
participated, enter information in the criteria fields about the incident.  Incidents may 
be located by using the following information: Incident ID, Incident Date, Referred 
By Last Name, Referred By First Name, Violation, Incident Location, Staff Last 
Name, Staff First Name, or by the first name, last name or ID of the other students 
involved in the incident. 

 
Incident Find Screen 

5. When all criteria have been entered, click the Search button. 

 
Incident Find Screen, Search Criteria 

6. Click the line number for the incident in which the student was involved, and on that 
line select the Incident Role for the student. 

 
Incident Find Screen, Search Results 

7. Click the Attach Incident(s) to Student button at the top of the screen to add the 
student to the incident. 
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EDITING STUDENT INCIDENT RECORDS 
 

1. Check to make sure the current focus is set to a school and not the district.  The 
focus is indicated in the top right-hand corner of the screen. 

 
Checking Current Focus 

2. Change to Update mode by clicking the Edit button at the top of the screen.  If the 
button is not available, Update mode is already turned on. 

 
Edit Button 

3. To edit the information displayed on the main screen, click on the row to modify and 
change the information as desired.   

  
Student Incident Screen, Show Detail Button 

4. If the information is not displayed on the main screen, there are two ways to edit the 
detail information.  Either click on the Show Detail button, or click the green plus 
sign in the Detail column.  

 
To edit the student detail information using the plus sign: 

1. Click on the green plus sign in the Detail column of the incident to open the 
Incidents screen. There you can edit information as described under Editing 
Incident on page 44. 

2. Click the Save button at the top of the screen. 
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To edit the student detail information using the Show Detail button: 

1. Click the Show Detail button, and then click the Line number of the incident on the 
left. The first tab is the Student Incident Detail tab. 

 
Show Detail, Student Incident Tab 

2. The following information may be modified on the Student Incident Detail tab: 

• Print Disciplinary Action Form button - prints either the form itself or a letter to 
be mailed to the parents.  To print the letter, select the type of letter in the 
Merge Document list and the desired language in the Merge Language list.  To 
print the form, leave both the Merge Document and Merge Language fields 
blank.  An example form and letter are at the end of Chapter Five in this guide. 

• Incident Role – the same field as displayed on the main screen, this drop-down 
categorizes the role of the student in the incident. 

• Cost to Victim – the amount of monetary damages the victim(s) incurred due to 
the incident. 

• Explained to Student and Teacher Conference – if the incident and its 
accompanying disposition has been explained to the student, or if there was a 
teacher conference regarding the incident, check the appropriate box. 

• Comment – these notes generally provide a detailed description of the incident 
that occurred.  This comment is displayed in ParentVUE and StudentVUE.  

• Private Comment – notes placed here are not displayed in ParentVUE and 
StudentVUE, and are seen by staff only.  

• Demerits and Recalculate Demerits – the number of demerits is calculated 
based on the violations selected and the demerits assigned each violation, or it 
can be manually entered.  To recalculate the demerits based on the violations, 
click the Recalculate Demerits button. 
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3. There are two ways to add a record of the disposition, or action taken, regarding the 
incident – the Add button and the Add Wizard button.  To add a disposition using 
the Add button, click the button to add a new blank line for each disposition.  To use 
the Add Wizard button, skip to step 6. 

 
Adding a Disposition Record using the Add button 

4. Enter the following information for the new disposition record. 

• Disposition Code – the category or type of action taken. 

• Start Date – the date the disposition action is to start..  The date should be 
entered in the format M/D/YY or may be selected by clicking the Calendar  
button. 

• End Date – the date the disposition action is to end. Enter the date in the format 
M/D/YY, or select by clicking the Calendar  button.  

• Hours and Days – enter the number of hours and/or days for which the action 
was taken.  For example, it could be the number of hours in detention or the 
number of days the student was suspended. 

• Staff Name – select the staff member who administered the disposition. 

• ATR - select the attendance code that is used if the action results in an absence 
in the student’s attendance records. 

5. Click the Save button at the top of the screen, and skip to step 9. 
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6. Click the Add Wizard button.  The Student Disposition screen appears. 

 
Student Disposition Screen, Add Mode 

7. The fields highlighted in green are mandatory.  The information that can be added to 
the disposition is: 

• Disposition Date – the date the action was taken.  Type the date in the format 
M/D/YY, or select by clicking the Calendar  button. 

• Staff Name – select the staff member who administered the disposition. 

• Disposition Code – the category or type of action taken. 

• Place Moved To – if the student was taken to another location, the name of the 
place to which the student was moved. 

• Modification – if a modification was made to the disposition, the type of 
modification made. 

• Authority Code – if a modification was made, the code indicating under whose 
authority the modification was made. 

• Additional Text – any additional information about the disposition.  

• Comment – any comments about the disposition.   

• Start Date and End Date – the start and end dates of the action taken.  Type 
dates in M/D/YY format, or select using the Calendar  button.  If the action 
results in an absence, the absence is recorded for this date range. 

• Disposition Review Date – the date the disposition should be reviewed.  Type 
the date in M/D/YY format, or select using the Calendar  button. 
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• Completed – if the disposition is complete, check this box. 

• Receives Support Services – if the student receives support services, check 
this box. 

• Attendance Reason Code – select the attendance code that is used if the 
action results in an absence in the student’s attendance records. 

• Hours and Reassignment Days – enter the number of hours and/or days for 
which the action was taken.  For example, it could be the number of hours in 
detention or the number of days the student was suspended. 

• Assigned Start Date and Assigned End Date – the original dates assigned for 
the disposition.  These may be different than the actual start and end dates.  
Type dates in M/D/YY format, or select using the Calendar  button. 

• Expulsion Modified – check this box if the student was expelled, and the 
expulsion was modified from the original length. 

• Days Reduced – if the expulsion was modified and the number of days 
reduced, enter the number of days by which the original expulsion was reduced. 

• Did Return – check this box if the student returned to school. 

• Manifestation Determination – if the student also receives special education 
services, a separate meeting or review may take place.  If there is a 
determination made, check this box. 

• Manifestation Meeting and Manifestation Meeting Date – if a meeting occurs 
in conjunction with the determination, check the box and enter the date of the 
meeting in the format M/D/YY, or select it by clicking the Calendar  button. 

• AES Type – if an alternative to external suspension (AES) was agreed on for 
the student, the type of alternative can be selected here. 

• Hearing Review Date – the date to follow up regarding the referral to law 
enforcement.  Type the date in M/D/YY format, or select using the Calendar  
button. 

• Referral Results – the results of the referral to law enforcements, such as 
misdemeanor charges or no action taken. 

• Police Report Num – the number of the police report. 

8. Once all the information has been added, click the Save button at the top of the 
screen. 

9. After the disposition record has been added through either the Add button or Add 
Wizard, it may be edited by clicking on the green plus sign in the Detail column. 

  
Disposition Records, Detail Button 
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10. The Student Disposition screen appears.  The information that can be added or 
changed is the same as in the screen that appears when the Add Wizard button is 
clicked.  The one difference is the Associated Violations section.  In this section, 
check or uncheck the box to associate the violation with a particular disposition. 

 
Student Disposition Screen, Edit Mode 

11. The Incident Detail tab of the student detail is the same information found on the 
Information tab of the Incidents screen.  It shows a summary of the incident and the 
incident location.  After editing this information, be sure to click the Save button. 

 
Incident Detail tab, Show Detail 
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12. On the Incident Violations tab, the student may be associated with the different 
violations assigned to this incident by checking or unchecking the box in the 
Committed Violation column.  For example, if multiple students are involved in an 
incident not all of them may be associated with all of the violations.  On this tab the 
correct violations may be associated with the student.  By default, the violations are 
associated with all students with a role of offender. 

 
Incident Violations, Show Detail 

13. The Additional Information tab contains detailed information regarding the student 
injuries and any other information.  The information that can be added is: 

 
Additional Information tab, Show Detail 

• Injuries Sustained and Serious Bodily Injury – if the student had any injuries 
or a serious injury, check the appropriate boxes. 

• Injury Description – enter a description of the injury here.  

• Additional Info – any additional information about the incident.  

• Student Conference Held Prior to Suspension – check this if a student 
conference was held regarding the student’s suspension. 

• Reason Conference Not Held Prior To Suspension – describe the reason a 
conference was not held.  
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• Parent Contacted About Suspension – check the box if the parent was 
contacted about the student’s suspension. 

• Method Used to Contact Parent – select the method used to contact the 
parent about the suspension such as phone or letter. 

• Efforts to Contact Parents Include – enter more detailed information about the 
methods used to contact the parents, particularly if contact was not made.  

• Suspension Conference – check this box if a suspension conference was held. 

• Conference Date and Conference Time – enter the date and time the 
conference was held. Type the date in M/D/YY format, or select using the 
Calendar  button. 

• Reason Suspension Conference Not Held – describe why a suspension 
conference was not held.  

14. The Enrollment Restrictions tab outlines any restrictions on the student enrolling 
in schools within the district as a result of the disciplinary incident.  The information 
contained on this tab is also displayed on the Other Info tab of the Student screen.  
The information that can be entered here is: 

 
Enrollment Restrictions tab, Student Detail 

• If the student is restricted in their enrollment options, the type of Enrollment 
Restriction can be selected.  When a student is enrollment restricted, a transfer 
to a school that is excluded is blocked with the message “Student has an 
enrollment restriction and cannot be enrolled in this school.” 

• If a hearing office was involved in the restrictions and/or disposition, select the 
disposition determined by the hearing office in the Hearing Office Disposition 
field, and enter the date of the disposition in the Hearing Office Disposition 
Date box in the format M/D/YY, or select it by clicking the Calendar  button. 

• If the restriction is specific to a type of school, select the type of school that is 
excluded or included under School Type Exceptions.  Also check the boxes to 
indicate the type of schools are excluded or included under School Type. 
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• Specific organizations can either be included or excluded as well from the 
enrollment restriction, as outlined in the Organization Exceptions section.  For 
example, if the student has a restriction but a school is included in the 
Organization Exceptions, that is the only school in which the student may 
enroll.  To add an organization, click the Add button in the Organization 
Enrollment Restrictions section and a new blank line is added.  Click the gray 
arrow in the Organization Name column, and select the school from the Find 
School screen.  Select whether the organization is included or excluded from 
the enrollment restriction in the Include/Exclude column. 

15. Click the Save button at the top of the screen to save the changes. 
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DELETING STUDENT INCIDENT RECORDS 
 
To remove an entire incident from the records, follow the instructions in the section in this 
chapter titled Deleting Incident Records.  To remove a student from an incident record: 

1. Delete all disposition records for the student for that incident.  To delete the 
disposition records, click on the Show Detail button in the Student Incident screen. 

 
Student Incident Screen, Show Detail Button 

2. Scroll to the bottom of the Student Incident Detail tab to find the disposition 
records.  Check a box in the X column next to the disposition, and click the Save 
button at the top of the screen. 

 
Student Incident Detail tab, Deleting Disposition Records 
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3. On the Student Incident screen, check the box in the X column next to the incident 
to remove from the student’s records. 

  
Deleting a Record, Student Incident Screen 

4. Click the Save button at the top of the screen to delete the incident from the 
student’s records. 

 
 

MENU OPTIONS 
 
At the top of the Student Incident screen, a Menu button provides access to additional 
information regarding the student’s discipline incidents. 
 

 
Student Incident Screen, Menu Options 

 
The options available under the Menu button are: 

• Reports – prints the Student Incident Discipline Profile report for the student 
currently displayed. 

  

Tip:  To select additional options for these reports or to print the reports 
for a group of students instead of an individual student, the reports 
should be run from the Reports folder in the Synergy SIS Navigation 
Tree.  For more information about running Discipline Incident reports, 
please go to Chapter Five in this guide. 

 

• View Audit Detail For Student Incident – displays the Audit Trail History 
screen, which lists all changes made to the student incident records, including 
who made the changes and when.  
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The Print Page button at the top of the screen may be used to print the information on the 
Student Incident screen. 
 

 
Print Page Button 

 
The Print Page button prints the information exactly as it is displayed on the screen, and 
does not show the information available using the scroll bars. 
 

 
Printed Student Incident Screen 
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Chapter Four: 
CONFERENCE RECORDS 

 
 
 
 
 
 
 
 
 
 
 
 

This chapter covers: 
► Viewing Student Conference 
► Editing Student Conference 
► Adding Conference Records 
► Deleting Student Conference Records 
► Menu Options 
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VIEWING STUDENT CONFERENCE 
 
The Student Conference screen contains a record of all parent or student meetings and 
conferences.  These may include meetings held by phone or e-mail. 
 
The Student Conference screen is at Synergy SIS > Student > Student Conference. 
 
To find a student’s conference record, there are two methods:  Scroll and Find.   
 
To scroll through the student records to find the student: 

1. Click the Next button  at the top of the screen to advance to the first student’s 
records.  Records are sorted alphabetically by last name, so the first student to 
appear most likely has a last name that starts with A. 

  
Next button 

2. To scroll in reverse alphabetical order, click the Previous button. 

 
Previous Button 

3. Continue clicking on the scroll buttons until the desired student record appears. 

 
To switch to the Find mode to look for the student records: 

1. Click the Find Mode button. 

 
Find Mode Button 

2. Enter either the whole last name or the first part of the last name of the student in 
the Last Name box. 

 
Finding by Last Name 
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3. Click the Find button or press the Enter key.  The first student with the last name 
entered into the Find screen appears.  Then use the Next button if needed to find 
the exact student. 

  

Note:  In Find Mode, you can search for students using any of the 
yellow fields on the screen.  Entering anything in any box but the first 
one opens a window with a list of students matching the criteria entered.  
To select a student, click on the name; the student record appears in the 
Student Conference screen.  Close the window after selecting the 
record.  For more about finding students in any screen, please refer to 
the Synergy SIS – Student Information User Guide. 

 
Once the record has been located, the information in the Student Conference screen is: 

1. The Student Conference tab of the Student Conference screen lists all 
conference records that have been entered at the current school during the current 
year. 

 
Student Conference Screen, Conference tab 

2. Across the top of the tab is the student information: Last Name, First Name, 
Middle Name, Suffix, Perm ID (Synergy SIS ID number), Grade (current grade 
level), and Gender.  This information is displayed on the top of any student-related 
screen, and it can only be edited in the Student screen.  Other information 
displayed on this tab is specific to the Student Conference screen. 

 
Student Information Row 

3. The Conference Code section applies a filter to the conference records based on 
the security level set for the conference codes.  This works if only security levels 
have been configured for the conference codes in the Conference Visitation 
Codes screen.  When security levels have been set, the code is appended with a 
number in the Conference Code list.  The numbers correspond with the security 
levels, with 1 being the lowest and 5 being the highest.  To filter the list of 
conferences, select a code in the list and click the Conference Code (or Higher) 
button.  All conference records with a conference code security level at least equal 
to the one selected are displayed.  For example, if a conference code with a level of 
1 is selected, all conference records with a code of 1 or higher are displayed.  If a 
security level is not set for a code, it is a level of 0 and it would not be displayed in 
this example. 

  
Conference Code Filter, Student Conference Screen 
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Reference:  For more information about the Conference Visitation 
Codes and setting the security level on conference codes, see the 
companion manual Synergy SIS – Discipline and Conference 
Administrator Guide. 

4. The Conference section lists the conference records.  For each record, it displays 
the date and time of the meeting, the person who referred the student to the 
meeting, and the staff who handled the conference.  The Referred By and Staff 
Name may be the same. The Referred By name may not be a staff member.  

 
Conference records, Student Conference Screen 

5. The Description is a code assigned to the conference used to categorize 
conferences for reporting and analyzing trends.  This is referred to as the 
Conference Code.  It can also set security for the type of conferences.  The security 
may be configured so that only certain staff members may see certain types of 
conference records, based on the code selected here.  The codes used here are 
defined in the Conference Visitation Codes screen.   

  

Reference:  For more information about the Conference Codes, please 
see the companion manual Synergy SIS – Discipline and Conference 
Administrator Guide. 

6. More detailed information can be seen in the full conference record.  To access the 
complete conference record, click the Show Detail button. 

  
Student Conference Screen, Show Detail Button 
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7. Select the record on the left side to display.  The full conference record shows on 
the right side of the screen. 

  
Detail screen of the Student Conference screen 

8. The detail screen of the conference records shows the following information: 

• Description - a code assigned to the conference used to categorize 
conferences for reporting and analyzing trends.  This is referred to as the 
Conference Code.  It can also set security for the type of conferences.  The 
security may be configured so that only certain staff members may see certain 
types of conference records, based on the code selected here.  The codes used 
here are defined in the Conference Visitation Codes screen. 

• Meeting Date – the date the conference occurred.   

• Referred By and Staff Name – the person who referred the student to the 
conference or meeting and the name of the staff member who handled the 
conference.   

• Referral Date, Follow Up Date, and Notification Date – the date the student 
was referred to the staff member who handled the conference, the date the staff 
member needs to follow up regarding action items from the conference, and the 
date the staff member needs to notify the student or parent regarding an action 
item from the conference. 

• Comment – these notes generally provide a detailed description of the 
conference.  This comment is displayed in ParentVUE and StudentVUE. 

• Private Comment – notes placed here are not displayed in ParentVUE and 
StudentVUE, and are seen by staff only. 
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9. The Conference History tab of the Student Conference screen displays a 
summary of all of the student’s conference records from all schools attended and all 
school years. 

 
Conference History tab, Student Conference screen 

 
 

EDITING STUDENT CONFERENCE 
 

1. Check to make sure the current focus is set to a school and not the district.  The 
focus is indicated in the top right-hand corner of the screen. 

 
Checking Current Focus 

2. Change to Update mode by clicking the Edit button at the top of the screen.  If the 
button is not available, Update mode is already turned on. 

 
Edit Button 

3. To edit the information displayed on the main screen, click on the row to modify and 
change the information as desired. 

  
Student Conference Screen, Show Detail Button 
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4. If the information that needs to be changed is not displayed on the main screen, 
click on the Show Detail button to display the detail screen of the conference 
record.   

  
Student Conference Screen, Show Detail 

5. Select the conference record to edit by clicking on its Line number on the left, and 
edit the information in the detail screen as needed. 

6. Type dates in M/D/YY format, or select using the Calendar  button.   

7. Click the Save button at the top of the screen to save the changes. 

 
 

ADDING CONFERENCE RECORDS 
 
There are two ways to add a conference record.  By using the Add button, a quick record 
can be created by adding a new line in the main screen of Student Conference.  However, 
if additional details need to be added, they would have to be added by saving the new line 
and then clicking the Show Detail button.  The Add Wizard button opens a window that 
allows all information to be entered at once. 
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Adding Conference Records Using the Add Button 
1. Check to make sure the current focus is set to a school and not the district.  The 

focus is indicated in the top right-hand corner of the screen. 

 
Checking Current Focus 

2. Change to Update mode by clicking the Edit button at the top of the screen.  If the 
button is not available, Update mode is already turned on. 

 
Edit Button 

3. Click the Add button in the Conference section. 

  
Student Conference screen 

4. A new line is added to the bottom of the list of conference records.  Select the type 
of meeting in the Description list. 

  
New record line, Student Conference screen 

5. Enter the Meeting Date by typing in the format M/D/YY or selecting with the 
Calendar  button. 

6. Enter the time the meeting occurred in the Time column, and the name of the 
person who referred the student in the Referred By column. 

7. Select the name of the staff who is administering the conference in the Staff Name 
list. 
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8. Click the Save button at the top of the screen. 

  
Student Conference screen, Show Detail button 

9. If additional information needs to be recorded, click the Show Detail button. 

10. On the left, click the Line number of the line that was added, and enter the 
information needed in the detail section on the right.   

  
Detail screen, Student Conference screen 

11. Additional information that can be added: 

• Referral Date – the date the student was referred to the staff member handling 
the conference.  Type the date in M/D/YY format, or select by using the 
Calendar  button. 

• Follow Up Date – the date on which the staff member needs to follow up 
regarding an action item or items discussed in the conference.  Type the date in 
M/D/YY format, or select by using the Calendar  button. 

• Notification Date – the date on which the staff member needs to notify the 
parent or student regarding an action item from the conference.  Type the date 
in M/D/YY format, or select by using the Calendar  button. 

• Comment – these notes generally provide a detailed description of the 
conference that occurred.  This comment is displayed in ParentVUE and 
StudentVUE.  
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• Private Comment – notes placed here are not displayed in ParentVUE and 
StudentVUE, and are seen by staff only.  

12. Click the Save button at the top of the screen. 

 

Adding Conference Records Using the Add Wizard Button 
1. Check to make sure the current focus is set to a school and not the district.  The 

focus is indicated in the top right-hand corner of the screen. 

 
Checking Current Focus 

2. Change to Update mode by clicking the Edit button at the top of the screen.  If the 
button is not available, Update mode is already turned on. 

 
Edit Button 

3. Click the Add Wizard button in the Conference Incidents section. 

 
Student Conference screen 

4. The Student Conference Detail screen appears.  The required information to add 
is highlighted in green.  The required fields are the Description, Meeting Date, and 
Staff Name. 

 
Student Conference Detail screen 
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5. The information that can be added is: 

• Description – the code assigned to the conference to categorize the meeting 
for reporting and analyzing trends.  This is referred to as the Conference Code.  
It can also set security for the type of conference. The security may be 
configured so that only certain staff members may see certain types of 
conference records, based on the code selected here.  The codes used here are 
defined in the Conference Visitation Code screen.   

  

Reference:  For more information about the Conference Codes, please 
see the companion manual Synergy SIS – Discipline and Conference 
Administrator Guide. 

• Meeting Date – the date the conference occurred.  Type the date in M/D/YY 
format, or select by using the Calendar  button. 

• Referred By and Referral Date – the person who referred the student to the 
conference and the date they made the referral.  This person does not need to 
be a staff member.  Type the date in M/D/YY format, or select by using the 
Calendar  button. 

• Staff Name – the name of the staff member who handled the disciplinary 
process with the student. 

• Follow Up Date – the date on which the staff member needs to follow up 
regarding an action item or items discussed in the conference.  Type the date in 
M/D/YY format, or select by using the Calendar  button. 

• Notification Date – the date on which the staff member needs to notify the 
parent or student regarding an action item from the conference.  Type the date 
in M/D/YY format, or select by using the Calendar  button.  

• Comment – these notes generally provide a detailed description of the incident 
that occurred.  This comment is displayed in ParentVUE and StudentVUE. 

• Private Comment – notes placed here are not displayed in ParentVUE and 
StudentVUE, and are seen by staff only.   

6. Click the Save button at the top of the screen. 

 
 



Discipline and Conference User Guide Chapter Four 
 

102 Copyright© 2013 Edupoint Educational Systems, LLC 
 

DELETING STUDENT CONFERENCE RECORDS 
 
To delete a conference record: 

1. Check the box in the X column. 

  
Deleting Student Conference Records 

2. Click the Save button at the top of the screen. 

 
 

MENU OPTIONS 
 
At the top of the Student Conference screen, a Menu button provides access to additional 
information regarding the student’s conference records. 
 

 
Student Conference Screen, Menu Options 

 
The options available under the Menu button are: 

• Reports – prints the Student Conference Profile report for the student currently 
displayed. 

  

Tip:  To select additional options for this report or to print the report for a 
group of students instead of an individual student, the report should be 
run from the Reports folder in the Synergy SIS Navigation Tree.  For 
more information about running Conference reports, see Chapter Five in 
this guide. 
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• View Audit Detail For Student Conference – displays the Audit Trail History 
screen, which lists all changes made to the student’s conference records, 
including who made the changes and when.   

 
Audit Trail History for Student Conference 

 
The Print Page button at the top of the screen may be used to print the information on the 
Student Conference screen. 
 

 
Print Page Button 

 
The Print Page button prints the information exactly as it is displayed on the screen, and 
does not show the information available using the scroll bars. 
 

 
Printed Student Conference Screen 
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Chapter Five: 
REPORTS 

 
 
 
 
 
 
 
 
 
 
 
 

This chapter covers: 
► Available Reports 
► Discipline Reports 
► Discipline Incident Reports 
► Conference Reports 
► Disciplinary Action Forms 
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AVAILABLE REPORTS 
 
Types of reports include Individual, List, and Summary.  Individual reports print information 
about a single student per page, but can be printed for multiple students at one time.  List 
reports are summaries for multiple students.  Summary reports present numerical report 
summaries.   
 
This chapter covers only the customizations specific to each of the reports used in 
Discipline and Conference. The additional options available on the other tabs are explained 
in the Synergy SIS – Query and Reporting Guide. 

 
 

DISCIPLINE REPORTS 
 
Discipline reports are in Synergy SIS > Discipline > Reports. 
 

  

Reference:  This chapter covers only the customizations specific to 
each of the reports used in Discipline and Conference.  Tthe additional 
options available on the other tabs are explained in the Synergy SIS – 
Query and Reporting Guide. 
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ADS201 - Student Discipline Profile 
 
The Student Discipline Profile displays the student’s demographic information and a list of 
the discipline records and their details. 
 

 
ADS201 Student Discipline Profile Report 
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The report can be customized using the following options: 
 

 
Student Discipline Profile Report Interface 

 

• An individual student or group of students can be selected by filtering on Perm ID, 
Gender, Last Name, First Name, Middle Name, or Grade.  For example, if grade 
12 is selected, the report prints an individual report for each student in grade 12.  A 
range of grades may also be selected. 

• The report can also be filtered by the Disposition Code, Minimum Incidents or 
Minimum Demerits.  For example, enter the disposition code for Suspension to 
print profiles for students who have been suspended.  Or specify a minimum of 3 
incidents to print profiles of students with at least that many discipline incidents on 
their records. 

• To include all discipline records for the student, check the Show Full History box.  
If this is not checked, the report displays the records for the current school and 
school year only. 
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ADS401 - Student Discipline Listing 
 
The Student Discipline Listing report displays a list of students with brief summaries of their discipline 
records. 
 

 
ADS401 Student Discipline Listing Report 

 
 
The report can be customized using the following options: 
 

 
Student Discipline Listing Report Interface 

 

• The students included in the listing can be filtered by Grade or Gender. 

• The report can also be filtered by the date of the incident by entering a date range in 
the Incident Date fields.  Type dates in M/D/YY format, or select using the Calendar 

 button. 

• The report can also be filtered by the Disposition Code, Minimum Incidents or 
Minimum Demerits.  For example, enter the disposition code for Suspension to 
print profiles for students who have been suspended.  Or specify a minimum of 3 
incidents to print profiles of students with at least that many discipline incidents on 
their records. 
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ADS402 – Student Demerit List 
 
The Student Demerit List lists all students and their parents’ phone information, with total 
numbers of discipline incidents and total numbers of demerits accumulated. 
 

 
ADS402 Student Demerit List Report 
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The report can be customized using the following options: 
 

 
Student Demerit List Report Interface 

• The students included in the list can be filtered by Grade or Gender.   

• To show all demerits for the entire year for each student, check the Show Full 
History box.  To limit the demerits included to a specific date range, enter the Date 
Range in MM/DD/YY format, or select by clicking the Calendar  button. 

• The report can also be filtered by the Minimum Incidents or Minimum Demerits.  
For example, specify a minimum of 3 incidents to print profiles of students with at 
least that many discipline incidents on their records. 
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ADS403 – Discipline Disposition List 
 
The Discipline Disposition List lists all dispositions with the name and brief demographic 
summary of the student. 
 

 
Discipline Disposition List Report 

 
 
The report can be customized using the following options: 
 

 
Discipline Disposition List Report Interface 

• The report can be filtered by the type of Disposition entered.  To select which 
dispositions should appear on the report, check their boxes. To check or uncheck all 
options, use the  button.  

• To show all of dispositions for students ever enrolled at the school in focus, 
including discipline records for past years and other schools, check the Show Full 
History box. 

• The report can also be filtered by the date of the incident by entering a date range in 
the Incident Date fields.  Type dates in M/D/YY format, or select using the Calendar 

 button. 
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ADS601 – Discipline Summary by Grade 
 
The Discipline Summary by Grade lists all discipline codes and the total number of 
discipline records in each code by grade and gender. 
 

 
Discipline Summary by Grade 
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The report can be customized using the following options: 
 

 
Discipline Summary by Grade Report Interface 

 

• The report may be filtered by Grade level.  To check or uncheck all grades, use the 
 button.  

• The report can also be filtered by the date of the incident by entering a Start Date 
and End Date.  Type dates in M/D/YY format, or select using the Calendar  
button. 

• The report can also be filtered by the Minimum Number of Incidents.  For 
example, specify a minimum of 3 incidents to print profiles of students with at least 
that many discipline incidents on their records. 
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ADS602 – Discipline Summary by Ethnic Code 
 
The Discipline Summary by Ethnic Code lists all discipline codes and the number of 
discipline records for each code by ethnic code and gender. 
 

 
Discipline Summary by Ethnic Code Report 
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The report can be customized using the following options: 
 

 
Discipline Summary by Ethnic Code Report Interface 

 

• Ethnicity Type – first select the ethnicity from the list, and then check the boxes for 
the ethnic codes to be included in the report.  To check or uncheck all ethnic codes, 
use the  button. 

• To filter by the date of the incident, enter a Start Date and End Date.  Type dates in 
M/D/YY format, or select using the Calendar  button. 

• The report can also be filtered by the Minimum Number of Incidents.  For 
example, specify a minimum of 3 incidents to print profiles of students with at least 
that many discipline incidents on their records. 
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DISCIPLINE INCIDENT REPORTS 
 
Discipline incident reports are in Synergy SIS > Discipline Incident > Reports. 
 

IDS201 – Student Discipline Profile 
 
The Student Discipline Profile displays the student’s demographic information and a list of 
the discipline incidents and their details. 
 

 
Student Discipline Profile Report 
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The report can be customized using the following options: 
 

 
Student Discipline Profile Report Interface 

• An individual student or group of students can be selected by filtering on the Perm 
ID, Gender, Last Name, First Name, Middle Name, or Grade.  

• The report can also be filtered by the Disposition Code, Minimum Incidents or 
Minimum Demerits.  For example, enter the disposition code for Suspension to 
print profiles for students who have been suspended.  Or specify a minimum of 3 
incidents to print profiles of students with at least that many discipline incidents on 
their records. 

• The report includes all discipline records for the student if you check the Show Full 
History box.  If this is not checked, the report displays the records for the current 
school and school year only. 

• To show the full description of the incident on the report, check the box Show 
Incident Description. 
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IDS202 – School Incident 
 
The School Incident report shows all of the details about a specific disciplinary incident. 
 

 
School Incident Report 

 
 
The report can be customized using the following options: 

 

 
School Incident Report Interface 

 

• Select the incident by entering the Incident ID. 

• To print a report for each incident in a range of dates, enter the dates in the 
Incident Date fields.  Type dates in M/D/YY format, or select using the Calendar  
button. 
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IDS401 – Student Discipline Listing 
 
The Student Discipline Listing report displays a list of students with a brief summary of their 
discipline records. 
 

 
IDS401 Student Discipline Listing Report 

 
The report can be customized using the following options: 
 

 
Student Discipline Listing Report Interface 

 

• The students included in the listing can be filtered by Grade or Gender.   

• You can filter the report by entering a starting and end date in the Incident Date 
fields.  Type dates in M/D/YY format, or select using the Calendar  button. 

• The report can also be filtered by the Disposition Code, Incident Role, Minimum 
Incidents, and Minimum Demerits.  For example, the disposition code Expulsion 
prints the report for students expelled.  If Minimum Incidents is 2, the report 
includes students with two or more discipline incidents on their records. 
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IDS402 – Student Demerit List 
 
The Student Demerit List lists all students and their parents’ phone information, with a total 
of the number of discipline incidents and the total number of demerits accumulated. 
 

 
IDS402 Student Demerit List Report 
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The report can be customized using the following options: 
 

 
Student Demerit List Report Interface 

 

• The students included in the list can be filtered by Grade or Gender.  For example, 
if Grades 9-10 were selected the report only includes students in those grades.  

• The report can also be filtered by the Minimum Incidents or Minimum Demerits.  
For example, if the minimum number of incidents is 2, the listing would include all 
students that had 2 or more discipline incidents on their record. 
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IDS403 – Discipline Disposition List 
 
The Discipline Disposition List lists all dispositions with the name and brief demographic 
summary of the student. 
 
 

 
IDS402 Discipline Disposition List 

 
 
 
The report can be customized using the following options: 
 

 
Discipline Disposition List Report Interface 

 

• The report can be filtered by the type of Disposition Code entered.  To select 
which dispositions should appear on the report, check the name of the disposition. 
One, two or all may be selected.  To check all options or uncheck all options, use 
the  button.  Clicking in the empty box clears all checkboxes, where clicking in 
the box with the checkmark checks all options. 

• To show all of the dispositions for students ever enrolled at the school in focus, 
including discipline records for past years and other schools, check the box labeled 
Show Full History. 

• The report can also be filtered by the date of the incident by entering a starting and 
end date in the Date Range fields.  Type dates in M/D/YY format, or select using 
the Calendar  button. 
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IDS601 – Discipline Summary by Grade 
 
The Discipline Summary by Grade lists all discipline codes and the total number of 
discipline records in each code by grade and gender. 
 
 

 
IDS601 Discipline Summer by Grade Report 
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The report can be customized using the following options: 
 
 

 
Discipline Summary by Grade Report Interface 

 

• The report may be filtered by Grade level.  To check or uncheck all grades, click the 
 button.  

• The report can also be filtered by the date of the incident by entering a Start Date 
and End Date.  Type dates in M/D/YY format, or select using the Calendar  
button. 

• The report can also be filtered by the Minimum Number Of Incidents.  For 
example, specify a minimum of 3 incidents to print profiles of students with at least 
that many discipline incidents on their records. 
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IDS602 – Discipline Summary by Ethnic Code 
 
The Discipline Summary by Ethnic Code lists all discipline codes and the number of 
discipline records for each code by ethnic code and gender. 
 

 
IDS602 Discipline Summary by Ethnic Code Report 
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The report can be customized using the following options: 
 

 
Discipline Summary by Ethnic Code Report Interface 

 

• Ethnicity Type – first select the ethnicity from the list, and then check the boxes for 
the ethnic codes to be included in the report.  To check or uncheck all ethnic codes, 
use the  button. 

• To filter by the date of the incident, enter a Start Date and End Date.  Type dates in 
M/D/YY format, or select using the Calendar  button. 

• The report can also be filtered by the Minimum Number of Incidents.  The report 
can also be filtered by the Minimum Number of Incidents.  For example, specify a 
minimum of 3 incidents to print profiles of students with at least that many discipline 
incidents on their records. 
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CONFERENCE REPORTS 
 
Reports related to conferences are in Synergy SIS > Student > Reports. 
 

CNF201 – Student Conference Profile 
 
The Student Conference Profile report displays the student’s demographic information and 
a list of the student’s conferences with their details. 
 

 
CNF201 Student Conference Profile Report 
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The report can be customized using the following options: 
 

 
Student Conference Profile Report Interface 

 

• An individual student or group of students can be selected by filtering on the Perm 
ID, Gender, Last Name, First Name, Middle Name, or Grade.  A range of grades 
may also be selected. 
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CNF601 – Student Conference Summary 
 
The Student Conference Summary lists all conference codes and the total number of 
conference records in each code by grade and gender. 
 

 
CNF601 Student Conference Summary Report 

 
The report can be customized using the following options: 
 

 
Student Conference Summary Report Interface 

• The report may be filtered by Grade level.  At least one grade must be selected.  To 
check or uncheck all grades, click the  button. 

• The report can also be filtered by the date of the conference by entering a Start 
Date and End Date. Type dates in M/D/YY format, or select using the Calendar  
button. 
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DISCIPLINARY ACTION FORMS 
System Default Form 
The Disciplinary Action Form (IDS801) is printed when no Merge Document is selected. 
 
To set options for this form: 

1. Go to Synergy SIS > Student > Student. 
2. Click the Menu button, and click Report Preferences. 

3. Click the Report Preferences tab. 

 

 
User Password and Preferences, Report Preferences Tab 

 
The options are: 
 

• Hide Custodial Information – omits the custodial information from the report. 
• Hide Messages to Parent – omits the messages to parents. 
• Use Custom Acknowledgement Text – changes the standard text in the gray box 

(see the illustration on the next page) to the user defined text entered here. 
 



Discipline and Conference User Guide Chapter Five 
 

132 Copyright© 2013 Edupoint Educational Systems, LLC 
 

 
Default Disciplinary Action form 



Chapter Five Discipline and Conference User Guide 
 

Copyright© 2013 Edupoint Educational Systems, LLC 133 
 

Sample Cover Letter 
 

 
Sample Suspension Letter 

 
 


	Chapter One : Introduction
	Overview of Discipline and Conference Functionality
	A Note About Navigation

	Chapter Two : Discipline Records
	Viewing Student Discipline
	Editing Student Discipline
	Adding Discipline Records
	Adding Discipline Records With the Add Button
	Adding Discipline Records with the Add Wizard Button

	Deleting Student Discipline Records
	Menu Options

	Chapter Three : Discipline Incident Records
	Viewing Incident Records
	Adding Incident Records
	Editing Incidents
	Deleting Incident Records
	Menu Options
	Viewing Student Incidents
	Adding Student Incident Records
	Editing Student Incident Records
	Deleting Student Incident Records
	Menu Options

	Chapter Four : Conference Records
	Viewing Student Conference
	Editing Student Conference
	Adding Conference Records
	Adding Conference Records Using the Add Button
	Adding Conference Records Using the Add Wizard Button

	Deleting Student Conference Records
	Menu Options

	Chapter Five : Reports
	Available Reports
	Discipline Reports
	ADS201 - Student Discipline Profile
	ADS401 - Student Discipline Listing
	ADS402 – Student Demerit List
	ADS403 – Discipline Disposition List
	ADS601 – Discipline Summary by Grade
	ADS602 – Discipline Summary by Ethnic Code

	Discipline Incident Reports
	IDS201 – Student Discipline Profile
	IDS202 – School Incident
	IDS401 – Student Discipline Listing
	IDS402 – Student Demerit List
	IDS403 – Discipline Disposition List
	IDS601 – Discipline Summary by Grade
	IDS602 – Discipline Summary by Ethnic Code

	Conference Reports
	CNF201 – Student Conference Profile
	CNF601 – Student Conference Summary

	Disciplinary Action Forms
	System Default Form
	Sample Cover Letter



