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Knowledge Base - Behavior

Behavior

Overview | What is an Incident? | Setting Up Behavior Options and Behavior Administration | Creating a
Record of a Behavior Incident | Viewing the Student Behavior Tab | Managing Detention | Reporting
Behavior Information | Notifying Parents of Behavior Events | Localized Articles

& The Behavior module was enhanced with the release of E.1230.

©  This article includes updates made to this tool with the release of E.1230. A previous version of

this module exists.

® Behavior (.1226 and previous)

See the Finding the Infinite Campus Version for more information about determining your

version of Campus.

Overview

The Behavior module provides tools for monitoring and recording behavior incidents, for creating letters for
parents/guardians regarding student's behavior and for generating reports related to behavior. This page is
designed to assist the user in the tasks, skills and procedures relating to Behavior. All tasks and tools are linked

to the appropriate help articles.

Click to Enlarge
What is an Incident?

An incident is a group of behavior events linked by time and proximity. Events do not have to be related or
have the same participants to be grouped together in a incident. In this way, incident reporting is similar to a
police report - a record of occurrences at a specific time and place.
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Pep Rally Example

During a pep rally during school, a fight breaks out between two students, which results in a third student
being injured. Two teachers break up the fight and find that one of the students is in possession of drugs.
While the fight is happening, another student is caught attempting to steal from observers' backpacks. This
occurrence would be considered a single incident with multiple events (the fight, drug possession, attempted
theft) and multiple participants (fighting students, injured student, thief).

Setting Up Behavior Options and Behavior Administration

Topic Tool

Establishing Tool Rights for the appropriate users/groups to use behavior tools. User Security

Creating district-level and school-level Behavior Event options. Admin (Behavior)
Creating district-level and school-level Behavior Resolution options. Admin (Behavior)
Managing Event and Resolution Types by merging duplicate types. Admin (Behavior)

Setting behavior Preferences for default Notify options and report Display options. Admin (Behavior)

Customizing Behavior options. Attribute Dictionary

Creating a Record of a Behavior Incident

Topic Tool

Reporting a Behavior Incident using a Behavior Referral, including: Behavior Referral

¢ Entering Incident Information.
® Adding Events.

¢ Identifying Participants.

Creating a Behavior Incident record in the Management Tool, including: Behavior Management Tool

Entering Incident Detail Information.
Adding Events.

Identifying Participants.
Assigning Resolutions.
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Viewing the Student Behavior Tab

Topic

Viewing participation information.
Assigning a Resolution.

Managing Detention for a student from within the incident record.

Printing individual behavior information for a student for an Incident, the current
Calendar or All Years.

Managing Detention

Topic

Assigning a Behavior Resolution of Detention through the Behavior Tab or the
Management Tool as part of incident participation.

Managing Detention for a student from within the incident record.

Tool

Behavior

(Student)

Behavior

(Student)

Behavior

Student

Behavior

(Student)

Tool

Behavior

(Student)

Behavior
Management Tool

Behavior

(Student)

Entering detention for an individual or a group of students using the Detention Tracker Detention Tracker

Reporting Behavior Information

Topic

Printing individual behavior information for a student for an Incident, the current
Calendar or All Years.

Reporting a Behavior Incident using a Behavior Referral.

View a report of Behavior Events by event type or resolution type.

Tool

Behavior (Student)

Behavior Referral

Behavior Event

ReEort

Behavior Resolution

Report
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Notifying Parents of Behavior Events

Topic Tool

Create a disciplinary letter regarding behavior events. Behavior Letter Wizard

Create a message template reporting a behavior event and schedule it to be  Behavior Messenger

sent. Behavior Messenger

Scheduling

Localized Articles

The following states have Behavior Editors articles describing the localized fields for that state. Additional
articles are also listed.

Arizona
BIE
® BIE Event Types
® BIE Resolution Types
California
Connecticut
Georgia
daho
® Event and Resolution Types

Kansas
Kentucky

® Kentucky Event Types

® Kentucky Resolution Types
Louisiana

Maine
Massachusetts
Minnesota
Montana
Nebraska
Ohio
Pennsylvania
South Dakota
[Texas]
Virginia
Wyoming

@ Questions? Access the Behavior Forums to ask a question related to Behavior and review
other questions users have had.

ssssnbddassscrs o ccssnndddnssiccnnnidia C\ sdddassscssnadBdsrsscavandBbdosss s nbbiboe s


https://community.infinitecampus.com/kb/display/DOC/Behavior+Editors+%28Arizona%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+Editors+%28BIE%29
https://community.infinitecampus.com/kb/display/DOC/BIE+Event+Types
https://community.infinitecampus.com/kb/display/DOC/BIE+Resolution+Types
https://community.infinitecampus.com/kb/display/DOC/Behavior+Editors+%28California%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+Editors+%28Connecticut%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+Editors+%28Georgia%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+Editors+%28Idaho%29
https://community.infinitecampus.com/kb/display/DOC/Event+and+Resolution+Types+%28Idaho%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+Editors+%28Kansas%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+Editors+%28Kentucky%29
https://community.infinitecampus.com/kb/display/DOC/Kentucky+Event+Types
https://community.infinitecampus.com/kb/display/DOC/Kentucky+Resolution+Types
https://community.infinitecampus.com/kb/display/DOC/Behavior+Editors+%28Louisiana%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+Editors+%28Maine%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+Editors+%28Massachusetts%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+Editors+%28Minnesota%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+Editors+%28Montana%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+Editors+%28Nebraska%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+Editors+%28Ohio%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+Editors+%28Pennsylvania%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+Editors+%28South+Dakota%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+Editors+%28Virginia%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+Editors+%28Wyoming%29
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Behavior Management Tool

Overview | What is an Incident? | Managing Submitted Referrals | Creating an Incident | Incident Detail
Information | Event Information | Participant Information | Adding a Resolution | Deleting an Incident

& This tool was released with E.1230.

Overview

— ———

PATH: Behavior > Behavior Management

The Behavior Management Tool allows users with the appropriate tool rights to manage existing behavior as
well as enter new behavior incidents.

Index | Search | Help | [ Behavior Management |
[H] System Administrator » | [@save % Delete ] New
#3) Student Information

Instruction Status Fiter: Submitted/n Progress « Alignment Fiter: Discipline/Award
@-ﬁ Census Incident Management Editor
= é Behavior Date/Time | Behavior Incident Location | Context | Reporter | Status
E Behavior Management 06/04/2012 11:03 AM System Administrator In Progress -
B’ Behavior Referral 08/04/2012 11:02 AN System Administrator In Progress
% Behavior Letter Wizard 06/04/2012 10:57 AM System Administrator In Progress
[¥ Detention Tracker 06/04/2012 10:56 AM  Classroom Before Class System Administrator In Progress.
Admin 06/04/2012 10:39 AWM System Administrator In Progress =
g Reports L 06/04/2012 10:39 AM System Administrator In Progress
-'?* Health = 05/30/2012 10:41 AN System Administrator In Progress
I Attendance 05/2302012 2:32 PM System Administrator In Progress ||
B 1 AN ool Grounds. School-sponsored activity System Administrator Submitted -

Scheduling
Fees

Incident Detail Information

@4+ Grading & Standards This section stores information specific to the incident and wil be shared on all participant's behavior tab. Add Event/Participant button will not be
(] Medicaid enabled until all required fields are filed.

(C] Programs

Ad Hoc Reporting Incident ID: 65040 Status Submitted Date: 05/23/2012 10:18 AM

Transcripts Submited - Submitted By: Administrator, System -

(] User Communication *Alignment Incident Title

(] Assessment B Discipline Pep Rally Incident

Image 1: Behavior Management Tool
This article describes how to:

® Manage submitted referrals.

® Create new Incident records, including
® Attaching events to an incident.
® Designating participants in an event.
® Adding resolutions to participants.

An incident record is made up of 2 parts, the Incident Information, which provides the general information
about the behavior incident, and the Events and Participants area, which describes the individual events
within the incident and the participants in each event and participants' resolutions. Information entered in
these areas will be viewable in the student's Behavior tab as described below:

Area Where information will appear
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Incident Information Will be viewable for all participants.
Event Information Will be viewable for all participants in that event.

Participant/Resolution Information Will only be viewable for that participant.

®  For state-linked districts, data will only sync from district to state under the following conditions:

An Incident with a state event code mapping.
An Incident with a state resolution code mapping.
An Incident with a state code mapping and no participant.
For BIE only:
® An Incident with a BIE event code mapping.
® An Incident with a BIE resolution code mapping.
® For Maine only:
® Syncing will only occur if both the event and resolution have a state code mapping.

What is an Incident?

An incident is a group of behavior events linked by time and proximity. Events do not have to be related or
have the same participants to be grouped together in a incident. In this way, incident reporting is similar to a
police report - a record of occurrences at a specific time and place.

Pep Rally Example

During a pep rally at school, a fight breaks out between two students, which results in a third student being
injured. Two teachers break up the fight and find that one of the students is in possession of drugs. While the
fight is happening, another student is caught attempting to steal from observers' backpacks. This occurrence
would be considered a single incident with multiple events (the fight, drug possession, attempted theft) and
multiple participants (fighting students, injured student, thief).
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Incident Detail Information
This section stores information specific to the incident and will be shared en all participant's behavior tab. Add Event/Participant button will not be
enabled until all required fields are filled.

Incident ID: 65040 Status Submitted Date: 05/23/2012 10:16 AM
Submitted - Submitted By: Smith, Anne -
*Alignment Incident Title
Discipline Pep Rally Incident
*Date of Incident *Time of Incident Damages
052372012 3 09:41 AN % 0.00
Context Context Description
10: School-sponsored activity -
Behavior Incident Lecation Lecation Description
5G: School Grounds - Gymnasium
Details

Number of Victims
Students: 1

Events and Participants
This section will store event and participant information. Event Details will be ghared across participants. Participant Details will only be displayed on
that person’s behavior tab.
Verify Participants
[C1112-Fighting (Event ID: 176493}
E| ﬂ Abigail Student - Offender
D Detention (Resolution ID: 1627251)
E| ﬂ Jacob Student - Offender
D Detention (Resolution ID: 1627250)
.3 Mason Student - Victim
L_:| 125-Poss Drugs (Event ID: 176454)
Eﬂ Jacob Student - Offender
D PCON-Parent Conference (Reselution ID: 1627.253)
[C1137-Theft (Event ID: 178485)
Eﬁ Ryan Student - Offender
D Detention (Resolution ID: 1627252)

| Add EventiParticipant || Add Resolution |

Image 2: Behavior Management - Pep Rally Incident Example

The images that accompany each section of the incident detail this Pep Rally incident. The image above shows
the complete incident based on the Pep Rally example.

Managing Submitted Referrals

When a behavior Referral is submitted, it will appear in the Management tool in a status of Submitted. A
Process Inbox message will also be sent to all users selected in the Notify section of the Referral; users who
received this message can click the Incident ID to open the Management tool and view incident record.

Users can then modify the incident record as desired, including modifying events or participants and
assigning resolutions to participants. See the following Incident, Event, Participant and Resolution sections for
a description of the fields that appear in each area.
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Incident Management Editor

The Incident Management editor lists all behavior incidents for the School and Year selected in the Campus
toolbar and filters results based on criteria selected in the Status and Alignment filters. Incidents can be filtered
by status and alignment and sorted by any of the column headings. The list is automatically sorted by
Date/Time. The fields that appear in this editor are based on values selected for the incident. The Reporter is
the individual indicated in the Submitted By field, who submitted the referral or created the incident. Status

options are as follows:

Status Description

Submitted Incident has been submitted as a referral but not yet reviewed by the behavior administrator or
other authorized user.

In Incident is being modified, as when incident details are being verified. This status is also applied

Progress  to incident records created in the Management tool.

Complete Incident details have been verified, resolutions assigned, and modifications completed.

Creating an Incident

To create a new incident without entering and submitting a referral, click the New button in the action bar.
Enter information for the incident based on the information in the tables below.

Enter information for the incident as a whole.

Incident Detail Information

Incident Detail Information
This section stores information specific to the incident and will be =hared on all participant’s behavior tab. Add Event/Participant button wil not be

enabled until all reguired fields are filled.

Status Submitted Date:
In Pregress Submitted By: -

*Alignment Incident Title

Discipling Pep Ralby Incident
*Date of Incident *Time of Incident Damages

08/04/2012 E 02:12 P kS

Context Context Description

10: Schoolsponsored activity -

Behavior Incident Location Location Description

5G: School Grounds -

Details

Image 3: Incident Detail Information

Field Description
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Incident ID The unique identification number assigned to the incident once the record is saved. This
field cannot be edited.

Status The status of the incident as Submitted, In Progress and Complete.

Submitted Date The date the incident record was reported. This field cannot be edited.
Submitted By The user who reported the incident.

Alignment Indicates if the incident is related to Discipline (negative) or Award (positive).
Incident Title A brief description of the incident.

Date of Incident The date the incident takes place. Defaults to the date the incident is created.

Time of Incident The time the incident takes place. Defaults to the time the incident is created.

Damages The total cost of all damages that occurred as a result of the incident.

Context Indication of the setting, or time of day the incident took place.

Context Additional information about the context of the incident.

Description

Location Where the incident took place.

Location Additional information about the location of the incident.

Description

Details Any additional information about the incident, including a description of what occurred.

Fields in red text and indicated by an asterisk are required and must be entered before the record can be saved.
Once general incident information has been established, add Events to describe the individual occurrences and
the Participants in each event.

Event Information

Click Add Event/Participant to open the Event/Participant Details editor.
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This section | | Event and Participant Details L
enabled until
Event Details
*Event Type:
CE TR 0%: 112-Fighting -
Discipline
Demerits: State Code: 09: Detrimental Behavior Category:

Participant(s) Details

Add Participant
Fitter: Participant Mame:
Current Student - Type name here to search for participant Search

Thig =ection |
thaf person's Save Close

Add Event/Participant Add Resolution

Image 4: Event Information

Enter information about the event as described in the following table. Options may differ by state.

Field Description

Event Type The identifying code and name of the event. Event Types are created in the Behavior
Admin area and can be mapped to State Event Codes. Options are dependent on the
Alignment selected for the Incident; only Event Types with the same alignment will be
available.

Demerits/Points Indicates a mark of poor conduct for a discipline event or a mark of positive action for an
award event. This field displays the value entered for the Event Type

State Code The State Event Code the event is mapped to. This information is used in report behavior
events to the state. This field displays the value entered for the Event Type.

Category Indicates whether the event is considered to be Minor, Serious or Extreme. This field

displays the value entered for the Event Type.

Additional events with distinct or repeated participants can be added to an incident. There is no limit to the
number of events that can be added to an incident.

To modify an event, click the hyperlinked Event Type, make the desired modification and click Save. To delete
an event from the incident, click the hyperlinked Event Type and click Delete. Deleting an event will also
remove the associated participants' roles from the incident.
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Participant Information

Participants are attached to individual events, since participants may be involved in multiple events in
different capacities, such as a student involved in a fight who was also found in possession of drugs.

To attach a participant to an event, Search for at least the first two characters of the Participant Name. Search
results can be Filtered to include Current Students (active enrollment), School Employees (active district
assignment) and All People (Person record in Census).

Participant(s) Details

Add Participant
Fitter: Participant Name:

Current Student - Student
Abigail Student (Gender: F Grade: 09 Age: 15)
Jaceb Student (Gender: M Grade: 09 Age: 15)
Mason Student (Gender: M Grade: 10 Age: 15) Save Close
Ryan Student (Gender: M Grade: 11 Age: 17}

Image 5: Participant Name Search Results

Student names will be followed by the student's Gender, Grade and Age. School Employees will include
Gender and Title. All People will only include Gender.

Click the participant's name to add the individual to the event. Participant details will then open for the
individual.
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+| Ryan Student

Offender < 0

Injury
1: Mo Injury

Details:

Participant(s) Details

Role: Demerits *Relationship to School
1: Current Student -
Injury Description Medical Service
- Provided:

Dizplay on Portal Hide Detailz

Jacob Student

Show Details

Ma=son Student

Show Details

Abigail Student

Show Details

Add Participant
Filter:

Current Student - ype name here to search for participant Search

Participant Name:

Image 6: Participant

Details

Enter participant details based on the following table. Options may differ by state.

Field

Display on
Portal

Role
Demerits/Points
Relationship to
School

Injury

Injury
Description

Description

Marking this checkbox will include basic incident and event information for only this
participant to appear on the Portal for the student's parents to view.

The way in which the individual participated in the event, as an Offender, a Participant, a
Victim or a Witness. For Award incidents, the available role is Recipient.

Indicates a mark of poor conduct for a discipline event or a mark of positive action for an
award event.

Indicates the participant's relationship to the school, such as current or former student or
staff member, at the time of the event. This field is required.

Indicates if the participant received an injury as a result of the event. Options are 1: No
Injury, 2: Minor Injury, 3: Major Injury or 4: Serious Bodily Injury.

Additional information about the student's injury.
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Medical Service Indicates if medical service was provided to the individual as a result of the event.
Provided

Details Additional information about the individual's participation in the event.

Additional participants can be added by searching for a name and selecting the participants. A participant can
only be searched for and added to an event once. Participant details can be condensed by clicking the Hide
Details button. To remove a participant, remove the check mark from the checkbox next to the participant's
name. The participant will be removed when the event is saved.

When adding participants to any events after the first one recorded, participants of other events in the incident
will automatically be available for selection. Mark the checkbox next to the participant's name to include them
in the event.

Adding a Resolution

Resolutions are added to an incident and then applied to the appropriate participants. The fields that appear
for resolutions will vary by state and by the Sub-type of the resolution.
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- Add Resolution x

Resolution Details

*Resolution Type:

Resolution Assign Date:  Hesolution Start Date: Resolution Start Time:  Resolution End Date:  Resolution End Time:
06/04/2012 75| 06/04/2012 5| 02:43 PM |
Duration in School Days:

E
| | Behavior Admin Staff Name
] -
Details:
I Services during Expulsion
b [FApply To:
| | 112-Fighting
i Abigail Student
|
1 Jacob Student
: Mason Student
i 125-Poss Drugs
Jacob Student
137-Theft

Ryan Student

Save Cloze
Image 7: Adding a Behavior Resolution - Detention Subtype
Field Description
Resolution The identifying name and code of the resolution. Resolution Types are created in the
Type Behavior Admin area and are mapped to State Resolution Codes.
State Code The State Resolution Code the event is mapped to. This information is used in report

behavior events to the state. This field displays the value entered for the Resolution Type.

Category Indicates whether the resolution is considered to be Minor, Involved or Intense. This field
displays the value entered for the Resolution Type.

Resolution The date the resolution was assigned.

Assign Date

Resolution The date the student will begin serving the resolution.
Start Date
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Resolution The time the student will begin serving the resolution.

Start Time

Resolution The date the student must complete the resolution by.

End Date

Resolution The time the student must complete the resolution by.

End Time

Detention The number of units the detention resolution will last.

Duration

Duration The units used to measure the detention resolution. Options are hours and minutes.
Units

Status The status of the resolution as In Progress or Complete.

Behavior The behavior staff member responsible for the resolution.

Admin Staff

Name

Duration in The length of days the resolution of Suspension or Expulsion will last.
School Days

Details Additional information about the participant's resolution.

After entering resolution details, select which students will be assigned the resolution using the Apply to
checkboxes. Resolutions will appear under participant names in the Event/Participant tree. Multiple
resolutions can be assigned to a participant, but resolutions cannot be concurrent. If a user attempts to assign
resolutions that occur at the same time, a warning message will appear instructing users to modify Start and
End Dates before saving the record.

To modify a resolution, click the hyperlinked Resolution, make the desired modification and click Save. To
delete an resolution from a participant, click the hyperlinked Resolution and click Delete.

Deleting an Incident

To delete an incident, click the Delete button in the action bar. The incident will be removed, along with all
event, participant and resolution information within this tool and elsewhere.

Behavior Referral

Overview | What is an Incident? | Creating a Behavior Referral | Incident Information | Event Information |
Participant Information | Deleting a Behavior Referral
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®  This article includes updates made to this tool with the release of E.1230. A previous version of
this article exists:

® Behavior Referral (.1226 and previous)

See the Finding the Infinite Campus Version article for more information about determining your
Campus version.

Overview

[Tyt \gg J viscuss 1 900

PATH: Behavior > Behavior Referral

The Behavior Referral Form allows school staff members to complete an online referral for a student behavior
event and submit it to a staff member responsible for managing behavior for further action.

Index | Search | Help |

[ Behavior Refarral |

[ save Draft [ Submit 3 Delete | ] New
Incident Referral Editor

Date Time Location

04/08/201 0On Campus: Classroom
Unspecified

@ System Administrator
[¥3 Student Information
Instruction
% Census
=1 B« Behavior
B Behavior Management

31
0410912012 13:11

E Behavior Referral

- Behavior Letter Wizard
% Behavior Messenger

B Behavior Messenger Schy
E Detention Tracker

Context
During class
Unspecified

Reports

C1 Medicaid Fighting in Math
[Z] Pregrams
[Z] SOL Reporting Services
.@ Ad Hoc Reporting
[Z Transcripts
[Z] User Communication
ﬁ System Administration
] FRAM
[Z7 Messenger
Z7 Surveys
[Z] LA State Reporting
B’ Account Settings
[7 Access Log
S—

*Context
3: During class

Context Drezcription

*Location
2c: On Campus: Classroom

Location Description

Details

-'@“ Health Detail Information

4% Attendance This section stores information specfic to the incident and will be shared on all participants behavior tab.

i Scheduling Incident ID: 255 *Alignment *Date of Incident *Time of Incident
g Fees L Discipline + painsrzo12 H 01:11 PM

[#F+ Grading & Standards 3 Discipline Title *Notify (CTRL-click or

SHIFT-click to select
multiple)

Alfred, Michael
Bayhi, Maureen
Behavior, Cmdadmin
Blickley, Paul
Kytle, James
Ryan, Carolyn

Damages
5 0.00

Image 1: Behavior Referral

This article describes how to:

Enter Incident-level referral information.
Attach events to an incident.
Designate participants in an event.

Modify an existing referral or create a new one.

Save a referral as a draft or submit it to the Behavior Management tool.
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A Behavior Referral is made up of two parts: Incident Information, which provides the general information
about the behavior incident, and Events and Participants, which describes the individual events within the
incident and the participants in each event. Information entered in these areas will be viewable in the student's

Behavior tab as described below:

Area Where information will appear
Incident Information ~ Will be viewable for all participants.
Event Information Will be viewable for all participants in that event.

Participant Information Will only be viewable for that participant.
What is an Incident?

An incident is a group of behavior events linked by time and proximity. Events do not have to be related or
have the same participants to be grouped together in a incident. In this way, incident reporting is similar to a
police report - a record of occurrences at a specific time and place.

Pep Rally Example

During a pep rally at school, a fight breaks out between two students, which results in a third student being
injured. Two teachers break up the fight and find that one of the students is in possession of drugs. While the
fight is happening, another student is caught attempting to steal from observers' backpacks. This occurrence
would be considered a single incident with multiple events (the fight, drug possession, attempted theft) and
multiple participants (fighting students, injured student, thief).
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Incident Detail Information

This section stores information specific to the incident and wil be shared on all participants behavior tab.

Incident ID:. 65040 *Alignment *Date of Incident *Time of Incident
Discipline 0szZazmz E 09:41 AM
Discipline Title *Notify (CTRL-click or
Pep Rally Incident SHIFT-click to select
multiple}
Context Booth, Ron

10: School-sponsored activity -
Context Description

Gottlieb, Mary
Kolasa, Kewvin
Meredith, Darrell

Pramenko, Natalie

Behavior Incident Location Sisler, Steve

3G School Grounds -

Lecation Description Damages
Gymnasium 5 0.00
Detailz

Events and Participants

This zection will store event and participant information. Event Detailz will be shared across participants. Participant Detailz will onhy
be displayed on that person’s behavior tab.
Verify Participants

|:| 112 Fighting (Event ID: 175493}

: E Abigail Student - Offender
ﬂ Jacob Student - Offender

ﬁ Mason Student - Victim
|:| 129—Pu-55 Drugs (Event ID; 176494)

¢ - Jacob Student - Offender
|:| 1 3? Theft (Event ID: 1754585)

- f3 Ryan Student - Offender

[ Add Event/Paricipant ]

Image 2: Behavior Referral - Pep Rally Incident Example

The following images that accompany instructions detail this Pep Rally Incident. The image above shows the
completed referral based on the Pep Rally example.

Creating a Behavior Referral

First, click New to open a new Referral and enter information for the incident as a whole in the Incident Detail
Information.

Refer to the following Incident, Event and Resolution sections for descriptions of each field in the referral.
Enter information in the referral as needed based on these descriptions. Fields may vary by state. At any point
while creating a referral, clicking Save Draft for the referral or Event/Participant editor will save the entered
information in draft status. Clicking Submit will submit the referral with any entered information. The
incident will no longer be available in the referral tool. A Process Inbox message will be sent to the individuals
selected in the Notify field, and the incident will be available through the Behavior Management tool.
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Incident Information

Incident Detail Information

Thig section stores information specific to the incident and will be shared on all participants behavior tab.

*Alignment *Date of Incident *Time of Incident
Discipling - 05/23/2012 E 09:41 AN
Discipline Title *Motify (CTRL-click or
Pep Rally Incident SHIFT-click to select
multiple)
Context Admin, Joe -
10: Schoolsponsored activity - Staff, Julie
Context Description Teacher, Mary

Teacher, Steve

Behavior Incident Location

SG: School Grounds - Al
Lacation Description Damages

Gymnasium 3
Details

Image 3: Behavior Referral - Incident Information

Field Description

Incident ID The unique identification number assigned to the incident once the referral is saved. This
field cannot be edited.

Alignment Indicates if the incident is related to Discipline (Negative) or Award (Positive).
Date of Incident The date the incident takes place. Defaults to the date the referral is created.

Time of The time the incident takes place. Defaults to the time the referral is created.
Incident

Discipline Title A brief description of the incident.

Context Indication of the setting or time of day the incident took place.
Context Additional information about the context of the incident.
Description

Location Where the incident took place.

Location Additional information about the location of the incident.
Description
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Notify Once the referral is submitted, a message will be sent to the process inbox of the
individual(s) selected.
@  Users to notify by default can be set in Behavior Preferences.
Damages The total cost of all damages that occurred as a result of the incident.
Details

Fields in red text indicated by an asterisk are required and must be entered before the record can be submitted.
Once general incident information has been established, add Events to describe the individual occurrences and

the Participants in each event.

Event |

nformation

Then, click Add Event/Participant to open the Event/Participant Details editor.

1i= == |Event and Participant Details ®
Incident
Event Details
Disciplin *Event Type:
Pep Ra 09 112-Fighting -
Context
10: S Demerits: State Code: 09: Detrimental Behavior Category:
Contex]
Behavp
S Bl Participant(s) Details
Locatpr
Gympa o
- Add Farticipant
Detai Add Participant
Fitter: Participant Name:
Current Student Type name here to search for participant Search
Save Draft Close

Add Event/Participant

Image 4: Event Information

Enter information about the event as described in the following table. Options may differ by state.

Field
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Event Type The identifying code and name of the event. Event types are created in the Behavior
Admin area and can be mapped to State Event Codes. Options are dependent on the
Alignment selected for the Incident; only Event Types with the same alignment will be
available.

Demerits/Points Indicates a mark of poor conduct for a discipline event or a mark of positive action for an
award event. This field displays the value entered for the Event Type.

State Code The State Event Code to which the event is mapped. This information is used in report
behavior events to the state. This field displays the value entered for the Event Type.

Category Indicates whether the event is considered to be Minor, Serious or Extreme. This field

displays the value entered for the Event Type

Additional events with distinct or repeated participants can be added to an incident. Click Save Draft and then
Add Event/Participant. There is no limit to the number of events that can be added to an incident.

To modify an event, click the hyperlinked Event Type, make the desired modification and click Save. To delete
an event from the incident, click the hyperlinked Event Type and click Delete. Deleting an event will also
remove the associated participants' roles from the incident.

Participant Information

Participants are attached to individual events since participants may be involved in multiple events in different
capacities such as a student involved in a fight who was also found in possession of drugs.

To attach a participant to an event, Search for at least the first two characters of the Participant Name. Search
results can be Filtered to include Current Students, School Employees and All People.

Participant(s) Details

Add Participant
Filter: Participant Name:

Current Student - student

Abigail Student (Gender: F Grade: 09 Age: 14)
Emity Student (Gender: F Grade: 11 Age: 17)

Jacob Student (Gender: M Grade: 09 Age: 15) Save Draft Close
e W @s0n Student (Gender: M Grade: 10 Age: 15) R IS S
ked on that person’s behavior tab.
Molty Student (Gender: F Grade: 11 Age: 17)
Ryan Student (Gender: M Grade: 11 Age: 17)

Image 5: Participant Name Search Results

Student names will be followed by the student's Gender, Grade and Age. School Employees will include
Gender and Title. All People will only include Gender.

Click the participant's name to add the individual to the event. Participant details will then open for the
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individual.

Participant(s) Details
| Abigail Student (Gender: F Grade: 09 Age: 15) Hide Details

Role:
Offender -

Injury
1: No Injury

Details:

Demeritz
0

Injury Description

Medical Service
Provided:

Add Participant
Fitter:
Current Student

Participant Mame:

- Search

Image 6: Participant Details

Enter participant details based on the following table. Options may differ by state.

Field Description

Role The way in which the individual participated in the event, as an Offender, a Participant, a
Victim or a Witness. For Award incidents, the available role is Recipient.

Demerits/Points Indicates a mark of poor conduct for a discipline event or a mark of positive action for an
award event.

Injury Indicates if the participant received an injury as a result of the event.
Injury Additional information about the student's injury.
Description

Medical Service Indicates if medical service was provided to the individual as a result of the event.
Provided

Details Additional information about the individual's participation in the event.

Additional participants can be added by searching for a name and selecting the participants. A participant can
only be searched for and added to an event once. Participant details can be condensed by clicking the Hide
Details button. To remove a participant, remove the check mark from the checkbox next to the participant's
name. The participant will be removed when the event is saved. There is no limit to the number of participants
that can be added to an event.

When adding participants to any events after the first one recorded, participants of other events in the incident
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will automatically be available for selection. Mark the checkbox next to the participant's name to include them
in the event.

® Once Eventand participant details have been entered, click Save Draft to save the event and keep
the referral in draft status. To submit a referral, click the Submit button on the referral. Once a
referral is submitted, it cannot be modified in the Referral tool. A Process Inbox message will be
sent to the individuals indicated in the Notify field and the incident will be available through the
Behavior Management tool.

The Verify Participants hyperlink will display a list of all participants and their details.
Deleting a Behavior Referral

To delete a referral, click the Delete button in the action bar. The incident will be removed, along with all
event, participant and resolution information within this tool and elsewhere. Submitted referrals cannot be
deleted from the Behavior Referral tool.

Behavior Letter Wizard

Overview | Creating a New Behavior Letter | Printing Behavior Letters | Editing Saved Letters | Deleting
Saved Letters

®  This article includes updates made to this tool with the release of E.1230. A previous version of
this article exists:

® Behavior Letter Wizard (.1226 and previous)

See the Finding the Infinite Campus Version article for more information about determining your
Campus version.

Overview

—— —

PATH: Behavior > Behavior Letter Wizard

The Behavior Letter Wizard allows schools and districts to create disciplinary letters which populate student
data based on predefined event trigger criteria. Users are able to initially create a behavior letter and then
generate that letter each time they want to pull student data for the defined criteria.

Different letter formats can be created for any combination of events and resolutions. Users can create letters
for an effective date or a date range. Sort options are provided for desired printing options, either by student
name or by mailing address zip code (for bulk mail rates). Created letters are saved and can be used as many
times as desired.
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Index | Search Help

:gj System Administrator
+) \!Z[ Student Information
#1£3 Instruction
+) @: Census
=] < Behavior
|Z Behavior Management
|:7[' Behavior Referral

- Behavior Messenger
|'Z Behavior Messenger Schedu
|Z Detention Tracker

] QT Admin

¥ ] Reports

wvior Letter Wizard

This wizard will walk you through the creation of a behavier guery and a letter format. You can print an existing letter for a given effective date or for a date range.
generated for each student that meets any of the trigger criteria with a behavior incident on the effective date. If a date range is used, a letter will be triggered for e

the trigger criteria with a behavior incident within the date range.

Saved Letters

Generate Letters For:

Letter Name Date Applies To
] Case 154026 Event
] MGtest Event

= Dis:

m

In School Suspension Agre  Incident

In School Suspension Noti  Incident
Notification of Extended Incident
Probation Notice Incident
Reprimand Incident i
Sun nmn P

Effective Date

Date Range

Sort Option:

Letter Format:

Salutation Line:  To Parent/Guardian of

Ad Hoc Fitter:

9 Student Name

@) Addressed Form Letter

Zip

Blank Form Letter

Frint Letters.

Image 1: Behavior Letter Wizard

Creating a New Behavior Letter

1. Click the New button located below the Saved Letters window. This action displays the Trigger Criteria
and Report Options page.
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Entering Trigger Criteria

1. Enter the Letter Name. This will be the name which appears within the Saved Letters window and
describes the nature of the report being created.

2. Select either Incident or Resolution in the Apply Date Selection To area. This option allows users to
search for behavior events when only the event or resolution date is known. This option also appears
within the Saved Letters window, informing the user to which date the letter applies.

3. Select the Event trigger criteria from the dropdown list. This is the behavior event a student will need to
be given to potentially populate the letter. Selecting Any Event will include all behavior events which
meet the criteria and date range entered. Up to 99 behavior events/resolutions can be added to the letter
wizard editor.

©@ The Behavior Letter Wizard will only accept Event Types containing the following special
characters: ?<>.:;? [ *% @#!$" ()-_+="". Attempting to generate a behavior letter
containing an Event Type with an “&” character will produce an error.

4. Select the Resolution trigger criteria from the dropdown list. This will be the behavior resolution a
student will need to be given to potentially populate the letter. Selecting Any Resolution will include all
behavior resolutions, including unresolved events, which meet the criteria and date range entered.

5. Select the Role trigger criteria from the dropdown list. Only students with this role assigned will
potentially populate the letter depending on the criteria and date range entered.

6. Enter the Event Count. This field only counts events matching the given trigger criteria. This is number
of times a student must have the specified behavior event, resolution and role combination occur from
the start of the calendar year to the effective date, or last day of the date range. This field defaults to any
count if left blank. Entries in this field should be numeric only. A warning message will appear if the
entered value is not numeric.

7. Add additional trigger criteria by selecting the Add Criteria button.

. Event, Resolution and Role criteria are JOINED using AND to increment the count.

Multiple criteria rows are joined using OR.
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Behavior Letter Wizard

This wizard will wal you through the creation of a behavior query and a letter format. “You can print an existing letter for a given effective date or for a date range. If an effective date is used, a letter will be
generated for each student that meets any of the trigger criteria with a behavior incident on the effective date. If a date range is used, a letter will be triggered for each student that meets or exceeds any of
the trigger criteria with a behavior incident within the date range.

Enter the trigger criteria for the Letter

*Letter Name
Detention

Apply Date Selection To:
@ Incident
Resolution
Event Resolution Role Event Count
(Blank means any )|
¥ AnyEvent « AND Detention (INACTIVE 02/22/2000 - undefined) -~ AND anyRole

Add Criteria

Report Options
The following options apply when including the Discipline Summary Sub-Report in the letter.

Show the following behavior events in the Discipline Summary:

Allincidents matching the criteria from the beginning of the school year through the date selected when the letter is printed

@ Show triggering event only
Lipcidante o oo b S e fibesctool emch the e oo o siad e e e

Image 2: Behavior Letter Wizard - Trigger Criteria
Entering Report Options

1. Select what events will be pulled into the Discipline Summary Report. Below is a summary of each
option:
® All incidents matching the criteria from the beginning of the school year through the date
selected when the letter is printed - This will pull all events of the type selected with the
resolution and role specified from the beginning of the calendar year to the last day in the date
range entered.
® Show triggering event only - This will only display events which triggered the count date criteria
to be met.
¢ Allincidents of any type from the beginning of the school through the date selected when the
letter is printed - This will display all behavior events that which occurred from the beginning of
the calendar year to the effective date entered or last day within the date range entered
2. Select which information to include within the Discipline Summary Report by marking the appropriate
checkboxes. Only information marked within this area will display within the Discipline Summary
Report. The following is a definition of each option:
® Show Role - The role (participation) of the student within the event.
® Show Demerits - Demerits entered on the behavior event.
® Show Location - Prints the selection location of the behavior incident as entered on the Event
Editor.
Show Context - Prints the time of day the incident took place in relation to the school day.
Show Referral Name - Name of the person who witnessed the event and alerted administration.
Show Incident Comments - Prints comments related to the behavior incident.
Show Role Comments - Comments entered on the behavior event when selecting the proper
designation for the participation of the student.
® Show Resolution Comments - Comments entered on the event resolution.
3. When finished, select the Letter Format button. Users will be redirected to a new editor where writing of
the letter can begin.
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Event Reszolution
S AnyEvent ~ AND Detention (INACTWVE 02/22/20
Add Criteria
Report Options

The following options apply when including the Discipline Summary Sub-Report in the letter.

Show the following behavior events in the Discipline Summary:

Allincidents matching the criteria from the beginning of the school year through the date selected when the letter is printed
@ Show triggering event only
Allincidents of any type from the beginning of the school year through the date selected when the letter is printed
Dizplay the following information in the Discipline Summary:

Show Role
Show Demerits
Show Location
Show Context
¥| show Referral Name
| Show Incident Comments
Show Role Comments
¥| Show Resolution Comments

Image 3: Behavior Letter Wizard -Report Options
Inserting Campus Fields and Sub-Reports

To maximize efficiency and allow for the letter to adapt to reporting the same message uniquely for each
student receiving a letter, Campus Fields can be inserted for each applicable piece of data. This feature
functions much like an Ad hoc report.

Users who wanted to have each person’s first name appear within the letter would select the Campus Field
icon and insert first name by selecting Demographics > firstName. By inserting firstName, each individual
letter will have the person’s name populate where the campus field was placed. This concept can be applied to
a variety of Campus data and can greatly improve efficiency when printing letters for a large group of users.
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Behavior Letter Wizard

This wizard will walk you through the creation of a behavior gquery and a letter format. “ou can print
an existing letter for a given effectj n effective date iz used, a letter will
be generated for each student tha with a behavior event on the
effective date. If a date range is ug Campus Field Properties feach student that mests or
exceeds any of the trigger criteria | allow users to insert
Campus fields within the
letter.

date range.

*Name

In School Suspension Agreement
Format
Cutting and pasting from third party products, e.g., Microsoft Word, is not recommerjjied

‘B 7 U |EE|lsEEEsieni@Os
‘= Fort | Aral - | Size xcsmall |3 Tﬂ' /
IN SCHOOL SUSPENSION —AGREE&%NT -
student lastName/student firstName ¢

The student described above has been assigned to serve g ©ampus Sub-Report
S . discipli th hool d . Properties allow users to
uspension as a disciplinary measure on the school days i} j,ciude discipline sub-
the event below, from untif at reports within the letter.
operated by the School System:

,I:-}-l -S-é |:Fj |—| h-e- 'é',.jr:r:l r'_ﬁ -Ei-rj,-" /

This offense was reported by the staff member listed next to the event
above, at the school listed above.

A MDA TCRATRIT MDA ST AIMCRITI,S MAMCRIT A Al /Al ST TAMNIMIA RS
L L

Organized To:
Discipline - DELETE -

Image 4: Sub-Reports and Campus Fields

Campus Sub-reports can also be included within the letter. For the purpose of utilizing previously established
Discipline Summary options as well as including the most relevant behavior information, users are encouraged
to only include the Discipline Summary Sub-report within the letter. This can be done by clicking the Campus
Sub-report icon and selecting Behavior > Discipline Summary.
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Entering Letter Content

1. Ensure the letter Name is correct. This field will auto-populate with the name entered in the previous
editor.

2. Begin writing the letter within the text box. Add any desired formatting options using the WYSIWYG
editor.

3. Select the appropriate Campus Fields to include in the letter.

4. Select the appropriate Campus Sub-reports to include in the letter. Users are encouraged to select the
Discipline Summary report to include the most relevant behavior information and utilize previously
established options.

5. Select a user group from the Organized To dropdown list. Only users included within the user group
selected will have rights to view and use the letter. If the User Account option is selected, only the user
creating the letter will have rights to view and use the letter.

6. Once all writing is complete, all Campus fields have been inserted into the letter and the Discipline
Summary has been included (if desired), select the Save Format button. The screen will flash telling the
user the letter has been saved. The completed letter will remain open to make additional modifications if
needed. To access and print the newly saved letter, select Behavior Letter Wizard from the Campus
Outline.

Printing Behavior Letters

1. Select a letter from the Saved Letters window. The selected letter will highlight in blue.

2. Select whether to generate data for the report based on the Effective Date or Date Range. Description
for each option is as follows:

® Effective Date - A letter will generate for each student who met or exceeded the trigger count for
the specified criteria on this day

® Date Range - A letter will generate for each student who met or exceeded the trigger count during
the date range entered. This includes the first and last day of the range.

3. Select whether to sort generated letters by Student Name or Zip.

4. Select a Letter Format. Selecting the Addressed Form Letter radio button will make the Salutation Line
tield available. Letters generated with this option selected will format in a mailing letter style, where
address information is placed to fit a standard window envelope. Any salutation written within the
Salutation Line field will be included at the beginning of the address viewable within the envelope
window. Letters generated using the Blank Form Letter format appear as a more standard letter, with
no formatting used for direct mailing purposes.

5. Select an Ad hoc Filter from the dropdown list (if desired). Ad hoc filters can be created by going to Ad
hoc Reporting Filter Designer.

6. Select the Print Letters button. Generated letters will appear in a separate window in PDF format.
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Behavior Letter Wizard

Thig wizard wil walk you through the creation of a behavior guery and a letter format. You can print an existing letter for a given effective date or for a date range. If an
generated for each student that meets any of the trigger criteria with a behavior incident on the effective date. If a date range is used, a letter will be triggered for each
the trigger criteria with a behavior incident within the date range.

Saved Letters Generate Letters For:
Letter Name Date Applies To Effective Date @
| ] Case 194026 Event -
- =
] MGtest Event 06/15/2012 7]
= Ei Discipline - DELETE [:ate Range
L1 InSchool Suspension Agre Incident Sort Option: '@ Student Name Zip
| ] InSchool Suspension Moti  Incident
[3 notification of Extended Incident Letter Format: '@ Addressed Form Letter Blank Form Letter
|1 Probation Notice Incident .
) ) Salutation Line:  To Parent/Guardian of.
L] Reprimand Incident
A Cunnanninn 2 I midant k%
= Ad Hoc Filter: -
[ Edt | [ Deete | [ New |

Print Letters

Image 4: Behavior Letter Wizard - Print Letters
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High School
4321 School Street Report generated:
Any Town, MN 55555-5555 06/15/2012
(612) 555-1212
Student # 123456789
Grade: 12

Birthdate: 10/24/1993

To Parent/Guardian of:
Student, Amanda

1234 Main Street

Any Town, MN 55555

NOTIFICATION OF IN SCHOOL SUSPENSION

Your child, Amanda has been assigned to serve an In School Suspension as a disciplinary
measure on the dates listed below.
In accordance with Sections 416 and 416.1 of Title 17 of Revised Statutes, as amended, this suspension was

brought about because of the following offense(s):

Resolution Resolution Resolution

Date Event Resolution Assign Date Start Date  End Date
10/26/2011 16 Fighting Students And/Or Faculty - Minor In-School Suspension 09725/2011 09252011 11092011
Referral:

Incident Comments:
Resolution Comments:
This offense was reported by the staff member listed next to the event above.

This is your child's suspension during the current school year. Should it become necessary to suspend your child
on four occasions during this school year, the fourth suspension shall be for the remainder of the school session in
accordance with Louisiana Revised Statutes 17:416.
NOTICE OF YOUR APPEAL RIGHTS: You may request a copy of Sections 416 and 416.1 of the Title 17 of the Louisiana
Revised Statutes that will inform you of your legal rights. After having had a conference with the Referring School, if you
do not feel that this suspension was justified, you may appeal by calling (504) 341-1932 within five days and asking to
speak to the Student Hearing Officer. If you do not request an appeal within the five school day period, you may not
appeal this suspension at any further hearing.
NOTICE OF YOUR RESPONSIBILITIES: A parent or guardian must return with his/her child on at
AM/PM to sign an In School Suspension Program Agreement. **If a parent or guardian does not return with
histher child and sign the agreement, and/or if your child fails to attend the In School Suspension as a disciplinary
measure for violation of school rules, your child will be referred to Juvenile Court through a Family In Need Of Services
complaint.

Sincerely,

ADMINISTRATOR

Image 5: Behavior Letter - Addressed Form Letter Format
Editing Saved Letters

Users have the option of editing saved behavior letters. This is a useful option when making slight
modifications, updates or additions to existing letters.

1. Select the letter from the Saved Letters window. The selected letter will be highlighted.

2. Select the Edit button. Users will be redirected to the trigger criteria and report options editors for
modification.

3. Once finished making modifications, select the Letter Format button. Users will be redirected to the
letter editor.

4. Make all appropriate modifications to the body of the letter and select the Save Format button when
tinished. The behavior letter is now saved with all edits made.
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Behavior Letter Wirard

This wizard will walk you through the creation of a behavior query and a letter format. ou can print an existing letter for
generated for each student that meets any of the trigger criteria with a behavior incident on the effective date. If a date raj
the trigger criteria with a behavior incident within the date range.

Saved Letters Generate Letters For:
Letter Name Date Applies To Effective Date
] Case 154028 Ewvent &
Date R
(] MGtest Event seranie @
- ﬁ Discipline - DELETE 10032011 3 o 400312011 3
[ ] Detention Incident E
L1 InSchool Suspension Agre  Incident Sort Option: '@ Student Name Zip
. In School Suspension Noti  Incident
[] Motification of Extended Incident Letter Format: '@ Addressed Form Letter Blank Fo
L] Probation Motice Incident .
] ) Salutation Line: To Parent/Guardian of
L] Reprimand Incident
| Cunnannion 3 lo i ant i
- Ad Hoc Fitter:
| Edit ||| Delete | [ Mew |

Image 6: Editing Behavior Letters
Deleting Saved Letters

Users have the ability to delete saved behavior letters. This is useful for deleting unused letters and general
maintenance of the saved behavior letter list.

1. Select a behavior letter from the Saved Letters window. The selected letter will be highlighted.

2. Select the Delete button. Users will receive a warning message asking whether they wish to delete
the report design. Select OK to delete the letter.

3. The Save Letters window will update and the deleted behavior letter will have been removed from
the system.
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Behavior Letter Wirard

This wizard will walk you through the creation of a behavior query and a letter format. ou can print an existing letter for
generated for each student that meets any of the trigger criteria with a behavior incident on the effective date. If a date raj
the trigger criteria with a behavior incident within the date range.

Saved Letters Generate Letters For:
Letter Name Date Applies To Effective Date :
] Case 154028 Ewvent &
Ciate R
(] MGtest Event seranie @
= ﬁ Discipline - DELETE 104032011 3 o qo31/201 3
[ ] Detention Incident E
L1 InSchool Suspension Agre  Incident Sort Option: @ Student Name ' Zip
. ool Suspension Noti Incident
[] Motification of Extended Incident Letter Format: '@ Addressed Form Letter (' Blank Fo
L] Probation Motice Incident .
] ) Salutation Line: To Parent/Guardian of
L] Reprimand Incident
A Conmonninn 9 lo i o b sl

[ Edi ||[ Detete ||[ new | Ad Hoc Fiter:

Image 7: Deleting Saved Letters

Behavior Messenger

Overview | Field Limitations | Creating a New Behavior Messenger Template | Using a Behavior Messenger
Template to Send a Message

@ In the E.1226 Release Pack (June 2012), a Record a Message button was added to the Behavior
Messenger interface. When selected, a ShoutPoint Voice File Recorder tool displays. See the
ShoutPoint Voice File Recorder for more information.

Overview

G " | e

PATH: Behavior > Behavior Messenger

The Behavior Messenger Wizard allows users to create message templates that will be sent to parents of
students with behavior events.

The Behavior Messenger templates specify the criteria on which to filter events. Users can later set up a
Behavior Messenger template to be dialed on a schedule using the Behavior Messenger Scheduling tool.
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—
Index | Search | Help Behavior Messenger Wizard

m System Administrator A
+ Iﬂ| Student Infermation Thiz wizard will walk you through the creation and =ending of meszages relaying information about Behavior Ever
+£5 Inztruction
+ @J Cenzus
=1 3 Benavior Behavior Messenger Templates

G’ Behavior Referral
% Behavior Letter Wizarc L] JEbea
5% Behavior Mes=enges
|? Behavior Messenger £
|? Detention Tracker

# |_] Reports

=g Health

# 4 Attendance

+] ¢ Scheduling

+! % Fees

+ [ Grading & Standards
4 ] Medicaid

+ Ad Hoc Reporting

#] ] Transcripts

4] 7 User Communication

: g ?:::;m Administration
4 ] Messenger

# ] Surveys

Image 1: Behavior Messenger Editor
Field Limitations

The following limitations should be noted when creating a message:

® The Message Recipient Field Value accommodates the text field from which data is pulled and allows for
text lengths larger than 255 characters.
® At this time, text in that field cannot be greater that 2000 characters.

& If the user enters a behavior event comment that exceeds 2000 characters, the message will not be
sent.

Creating a New Behavior Messenger Template
1. Click the New Template button.
Criteria Selection
1. Enter the Name of the behavior message.
2. Select the Event Types from the dropdown list to include in the message.

3. Select the Involvement Roles from the dropdown list to include in the message. Up to four behavior
roles can be selected.
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JE be2

Grade Lewvel
All Grades W

Ewent Types
All Events

L3I 9 K8 5 K1 58 59

Invalvement Roles

All Roles w

Start Time Expected Finish Time Limit delivery to guardians that speak
05:38 PM Mo Language Preference |[w

Delivery Devices

“Caller 1D

D Email Phone (B413792-5737

[ Message Format -=

Image 2: Message Criteria

Delivery Information

/] Messages can be sent to either Email or Phone. Automatically, messages are sent to the Portal
Inbox.

1. Enter the Start Time of when the message should be sent.

2. Enter the Expected Finish time.

3. Determine the language of the guardians. The recipients are determined by the selection in the Preferred
Language Field on the Demographics tab. To send messages to guardians whose Preferred Language is
English AND guardians whose Preferred Languages is Spanish, two separate templates must be created.

4. Select the Delivery Devices to use to send the message. Options are Email and Phone.

5. Click the Message Format button.
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JE be2

Grade Lewvel
All Grades W

Ewent Types
All Events

W
W
W
W
W
W
W
W

Invalvement Roles

All Roles w

Start Time Expected Finish Time Limit delivery to guardians that speak
05:38 PM Mo Language Preference |[w

Delivery Devices

“Caller 1D

D Email Phone (B413792-5737

[ Message Format -=

Image 3: Message Delivery Options

9 1t uploading a .wav file, when the messages are sent, only the .wav file is read for voice calls. The
text entered in the WYSIWYG is included in the email.

Message Format

Enter the text of the message into the WYSIWYIG editor.

Select the desired Campus Field Properties. These aid in the collection of data.

Click the Record a Message button to record a message using the ShoutPoint Voice Recorder.

Select the Communication Language from the dropdown list. Options are US English and Spanish.

Select the Speech File to use by uploading a WAV file. Users should use this function whenever they

would like to replace the built in text-to-speech spoken message with their own speech file. This is

required for Spanish language messages since Campus does not support Spanish text-to-speech

functionality.

6. From the Organize To dropdown list, select the user group to save the template for or choose User
Account to only allow the current user to access the template.

7. When finished, click the Save Format button. The new report will appear in the templates list on the first

Ol L=

ssssnbddassscrs o ccssnndddnssiccnnnidia (;; sdddassscssnadBdsrsscavandBbdosss s nbbiboe s


https://community.infinitecampus.com/kb/display/DOC/ShoutPoint+Voice+Recorder

Knowledge Base - Behavior

page of the Behavior Messenger Wizard.

Behavior Messenger Wizard

This wizard will walk vou threugh the creation and sending of messages relaying information about
Behavior Events to student guardians.

*Name
JE Beh
Format
Cutting and pasting from third party preducts, e.g., Microsoft Word, is not recommended.

B 7 U|=E|EEEE=ie

_|F Fort ~ | Size - i Iy~
Behavior e
student.gradeiactiveEnroliment.grade:

Record A Mez=sage

Communication Language Speech File
en_L5: US English » Upload WAV

Organized To:
User Account

Image 4: Message
C C
Format

Using a Behavior Messenger Template to Send a Message
. -y

1. Select the template from the Behavior Messenger Templates list.
2. Click the Use Template button.
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Behavior Messenger Wizard

This wizard will walk you through the oreation and sending of messages relaying information about Behavior Ever

Behavior Messenger Templates

[] JEbez

New Template

Use Template -=

Image 4: Existing Template Selection

Criteria Selection

LS.

Enter the Name of the behavior message.

Select the Grade Level from the dropdown list.

Select the Event Types from the dropdown list to include in the message.

Select the Involvement Roles from the dropdown list to include in the message. Up to four behavior
roles can be selected.

Delivery Information

Enter the Start Time of when the message should be sent.

Enter the Expected Finish time.

Determine the language of the guardians. The recipients are determined by the selection in the Preferred
Language Field on the Demographics tab. To send messages to guardians whose Preferred Language is
English AND guardians whose Preferred Languages is Spanish, two separate templates must be
created.

Select the Delivery Devices to use to send the message. Options are Email and Phone.

Enter the Effective Date in mmddyy format.

Message Test
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1. Click the Test Message button. A message summary window appears, listing options selected.
2. Click the Cancel button to return to the Behavior Messenger.
3. Click the Send Test button to send the message.

TEST BEHAVIOR MESSAGE

To send a test of this behavior message to yourself, enter the phone number or email address you would
like the test to be delivered to and test values to replace the fields on the message.

Subject: new test

Caller 1D: (841)792-5797
Destination Phone #:

Destination Email:

student. firstMame: firstiame
student. lastMame: lastMame
student.grade: student.grade

activeEnroliment.grade: | activeEnroliment.grad

[ Cancel ][ Send Test

“MNaote: If the dialer is cumently busy your test message will wait in the queue until it is ready to dial, so
you may not receive this message immedistely. To ched: the status of the dialer view the Disler Activity
report.

Image 5:Testing the Behavior Messenger
Message Preview and Sending

1. Click the Preview Notices button to see the number of recipients and counts of the message.
2. Click the Review Recipients button to see which individuals will receive the message.
3. Click the Send Message to send the message.
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Mezsage Preview

Select Review Recipients to view the people and devices this message is being sent to.
Select Send Message deliver this message.

Subject: Student Behavior

Bt Behavior

[student grade][activeEnrollment grade]
Recipient Count: 0

Phone Count: a

Email Count: a

Image 6:Message Preview

Behavior Messenger Scheduling

Overview | Scheduling a Behavior Email Message

Overview

[Tyt \gJif Disc

PATH: Behavior > Behavior Messenger Scheduling

The Behavior Messenger Scheduling allows a user to set up times to automatically run the Behavior
Messenger. Templates must be created before using this tool. This is done in the Behavior Messenger Wizard.
All existing behavior templates will appear in the Behavior Messenger Schedules list.

When the scheduled time arrives, the attendance dialer will automatically generate messages based on the data
available at that time. A confirmation email will be sent to the address specified as the Sender Address in
Messenger Email Preferences tab, informing them that it has run and how many phones/email devices

received the message.
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ﬁﬂehav‘mr Messenger Scheduling I
E Save X Delete D Add Scheduled Behavior Message

-1 ] arsen
-] Arzon — 11/30/2009 12:41:00 -0800
-[} arson 2 — 11/30/2009 12:50:00 -0800

L[ ) Arson 3 — 11/30/2009 12:51:00 -0800
D Behavier message regression testing
EID Bomb Threat
Scheduled Behavier mezzage — 12/28/2008 14:27:00 -0600
D Reg Letter Test

Scheduled Behavior Message For arson

*Schedule Hame Dizabled

Arzon | Fl

*Calendar Sender

| 050 (CHS) 09-10 v| System1 Administratort
*Start Date/Time Recurring Frequency
11/30/2009 [72] 12:41 PM

*Caller ID Send confirmation email

(76317954106

Image 1: Behavior Messenger Scheduling
Scheduling a Behavior Email Message

Select a template from the Behavior Messenger Schedules table.

Enter the Schedule Name.

Select a Calendar. This option is defaulted to the calendar selected in the toolbar.

Enter the Start Date in mmddyy format or click the calendar icon to select a date.

Enter the Start Date/Time of the message.

If the Behavior Messenger should be disabled, mark the Disabled checkbox. If disabled, no future

messages will be sent for the task.

7. Choose how often the dialer should occur by selecting an option from the Recurring Frequency
dropdown list.

8. Mark the Send Confirmation Email checkbox to receive an email when the message has been sent. An
email will be sent to the address specified as the Sender Address in Messenger Email Preferences.

9. Select the Save icon when finished. The new schedule will appear below its respective template in the

Behavior Messenger Schedules table.

SRR

Add more schedules by selecting the newly added schedule in the Behavior Messenger list and select the Add
Scheduled Behavior Message.
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@ If a Behavior Event Type chosen on the Behavior Message Template that includes user-entered
text that is more than 2000 characters, the voice message will abort and be noted as such on the
Print Sent Message report. This does not abort all voice message calls, only those where the
behavior event comment is more than 2000 characters.

Detention Tracker

Overview | Entering Detention for a Group of Students | Entering Detention for Individual Students |
Detention Tracker Record Fields

©  This article includes updates made to this tool with the release of E.1230. A previous version of
this article exists:

® Detention Tracker (.1226 and previous)

See the Finding the Infinite Campus Version article for more information about determining your
Campus version.

Overview

[Try it Ny J Discuss 1t 9

The Detention Tracker collects detention resolutions assigned on the student's Behavior Tab or the
Management Tool and allows users to manage detentions as they are served. This article describes how to
enter detention served information for groups or individual students.

To appear in the detention tracker, the Behavior Resolution assigned to a student must have a subtype of
"detention" set for the Resolution Type. The Detention Tracker is used to record detention served, not to enter
new detention requirements. That is done on the student's Behavior Tab or the Management Tool

Index | Search | Help |

TH] System! Administratort
=1 ¥ Student Information
General
Caunseling
Grad Planner

® . Repnrts

[ petention Tracker |
[ Submit
Edlits to this list save automaticaly. 4:53 P

Detention Tracker Editor

Present |*Date Served Start Time End Time

i S O [ |l | (e ]
Medicaid
PLP
Specil Ed
Reports
Instruction Studert, Shavon Thr [taoem | [2a0em |t
@ Census
= £ Behaviar 0 Studert, Alexandra 1" 1 hr 30 min
T Behavior Letter Wizard
=j Behaviar Messenge, ] Studert, Brianz 12 1hr
T Sche Studert, Mary 11 2hr 1hr 1hr “ ‘

Image 1: Detention Tracker
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Changes made in the Detention Tracker are saved automatically when the user clicks or tabs
away from a field. The time the last save occurred appears in the top right corner of the editor.
Users can navigate away from the detention tracker without submitting the information and
return to the Detention Tracker. Information will not be truly recorded, and student Behavior tabs
updated, until Submit is selected.

& Once a detention record has been submitted, the record for detention served can only be
modified in the Detention section of the student's individual detention tab.

Entering Detention for a Group of Students

Records for detention served can be entered for all students in the list at once.

1. Mark Present in the Detention Tracker Editor to automatically mark 'Present’ for all students in the list.
To remove students from the mass update, unmark the Present checkbox for those students.

2. Enter a Date Served in mmddyyyy format or by clicking the calendar icon and selecting a date. This field
defaults to the current date.

3. Enter Start and End Time for the detention served record. If any of the students who have Present
marked already have Start or End Times entered, the editor will not overwrite those fields and will
insert values for any empty fields.

4. Click Fill Empty to update all students who have the Present checkbox marked. The Detention Tracker
record fields below will be updated to reflect the change. The record is not fully submitted until the
Submit button is selected, which will refresh the Detention Tracker screen.

Entering Detention for Individual Students

Records for detention served can be entered for individuals using the Detention Tracker Editor by leaving only
one student's name marked as Present.

1. Mark the Present checkbox for the student who is serving detention. Once this checkbox is marked,
Time and Comment fields will become editable.

2. Enter a Start Time in standard or military time.

3. Enter an End Time in standard or military time.

4. Upon clicking or tabbing away from the Time fields, Hours Service and Remaining Hours will update
automatically.

5. Enter any Comments to be attached to the record.

6. Changes to the record will be saved automatically. Select Submit to validate and save changes and
update the student's Behavior tab.

Detention Tracker Record Fields

Present, Name and Grade columns are sortable by clicking the header row. The table is sorted automatically by
student last name, or alphabetically/numerically depending on the column selected.
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Field Description
Name
Present Indicates that the student is present to serve detention. Marking this checkbox will enable other

fields in the Detention Tracker to be editable.

Name Autopopulates with the student's last name and first name.
Display only.
Grade Autopopulates with the student's grade level, based on the student's most current enrollment.
Display only.
Total The total number of hours of detention the student is required to serve, over all detention
Hours resolutions.
Display only.

Start Time The start time of this instance of the student serving detention. Times can be entered in standard
or military time.
Editable when Present is checked.

End Time The end time of this instance of the student serving detention. A start time must be entered
before an end time can be. Times can be entered in standard or military time.
Editable when Present is checked.

Hours Calculates based on the Start and End Time entered.
Served Display only.

Remaining Calculates as the difference between Total Hours and Hours Served. If Hours Served is greater
Hours than Total Hours, this value will display as in red.
Display only.

Comments Any comments attached that should
Editable when Present is checked.

Admin (Behavior)

Overview

® The Admin section of the Behavior module includes tools that were previously stored in System
Administration, as well as new tools added with the release of E.1230.

Overview
PATH: Behavior > Admin

The Admin area includes tools for data setup, such as the Event Type and Resolution Type tools and the
Preferences tool, which are described below.

ssssnbddassscrs o ccssnndddnssiccnnnidia (; sdddassscssnadBdsrsscavandBbdosss s nbbiboe s


https://community.infinitecampus.com/kb/display/DOC/Enrollments
https://community.infinitecampus.com/kb/display/DOC/Behavior+%28Admin%29+%28.1226+and+previous%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+%28Admin%29+%28.1226+and+previous%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+Incident+Management+Enhancement

Knowledge Base - Behavior

Index | Search | Help [{ Event Types |
] system Administrator « | L] New 53 Merge Event Types  Active E
+ [ Student Information P e e
# £ Instruction Code | Name
+ @ census 12 101-Abus Lang Staff
= i Behavior 0% 102-Bomb Threat
[ Behavior Management 12 103-Break-n School
[ Behavior Referral 12 104-Bus Violation
% Behavior Letter VWizard 12 105-Disrespect
72y Behavior Messenger 02 106-Dist/Sell Alchl
[/ Behavior Messenger Schi o 107-Digt/Sell Drugs
4 _Detention Tracks 12 102-Dress Code Viol
' 12 10%-Fail Bring Mat
I E Event Types =
[{ Resolution Types 1
[/ Preferences
+ |_]| Reports
+ ‘g’ Heatth
Image 1: Behavior Admin
Tool Description
Event Behavior Event Types are the options available when attaching an event to an incident through
Types a Referral or the Management Tool.

Resolution Behavior Resolution Types are the options available for assigning a resolution to participants in
a behavior event through the Management Tool or the student Behavior tab.

F
[¢°]
3]

Preferences The Preferences tool allows users to select possible Display options for behavior reports and
indicate any default behavior administrators to Notify in a Referral.

Merge Tool (Behavior)
Overview | Merging Types | Show History

& This tool was released with E.1230.

Overview

LA ™Y

PATH: Behavior > Admin > Event Types/Resolution Types > Merge Event Types/Merge Resolution Types

The Merge Tool is used to combine duplicate event or resolution types.
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Index | Search | Help | [{Event Types
@ System Administrator - D N Merge Event Types | Active Event Types -
(3 Student Information BN Gehavior Event Type Editar
Instruction Code [ MName | Alignment | Start Date | End Date
% Census 12 101-Abus Lang Staff Discipling 10/08/1940 -
B “ Behavior 0% 102-Bomb Threat Discipline 10/08/1940 H
[ Behavior Management 12 PECE S - Pra— i T
[ Behavior Referral 12 [ Resolirtion Types
7 Behavior Letter Wizard 12 . ]
% Behavior Messenger 1 D Mew| Merge Resolution Types| Active Resclution Types -
[ Behavior Messenger Schy 0 Behavior Resolution Type Editor
12 Code | Name | Alignment | Start Date | End Date
12 01 _CLRM-Classroom Removal Discipline 100811540 -
; L 04 _EXPL-Expulsion Discipline 10J08/15940 [
[F Resolution Types F 05 _Expulsion and Ref. to Alt. Prog. Dizcipling 01/01/1990 i
[ Preferences 03 _Expulsion and Ref. to Law Enf. Discipling 014011950
Reports 0z _I55-In-5chool Suspension Discipling 10/08M1940
-'? Health 10 _MNo Action Taken Discipline 01/01/1880
03 _0S5-0ut-of-School Suspension Dizcipline 100811540
o7 _Other Action Taken Discipline 014011550
05 _Referred to Law Enforcement Discipline 014011550 -

Image 1: Type Merge Tool

D The process for merging types is the same for event and resolution types. The examples in this
article describe merging event types, but the instructions and information applies to merging
resolution types as well.

Merging Types

To merge duplicate event types, click the Merge Event Types or Merge Resolution Types button in the action
bar.

Types must have the same Alignment to be merged and only the following pairs of types can be merged:

® Two inactive types.
® One active and one inactive type.

Two active types cannot be merged.

From the first screen of the Merge Wizard, select the Source type. This is the type that will be merged into
another type. Only inactive types can be Source types. Type details will appear.
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Behavior Event Type Merge Wizard

1. Select the two events to merge: event selected in window 1 will be converted to event selected in window 2. Conversion wil only be posyg
2 types of the same alignment, 2 inactive type or one active and one inactive; inactive always merging into active.

Source: Destination:

12; 111-Fail Serve Det o 07: _Other Felonies -
111-Fail Serve Dat *01 - Tchr Referral (Behavior Referral ONL
09: 112-Fight Participation 12: 101-Abus Lang 5Staff

09: 112-Fighting 09: 102-Bomb Threat

09: 112-Fighting 12: 103-Break-In School

12: 113-Fire/Explosives 12: 104-Bus Violation

12: 114-Forgery 12: 105-Disrespect

12: 114-Forgery 02: 106-DistiSell Alchl

12: 117-Hands to Self 01: 107-DistiSell Drugs

- 12: 108-Dress Code Viol 7
*District Level Event Type

12: 117-Hands to Self

Source Event Type:

Ewent Type: 112-Fight Participation (09}  Date Range: 03/01/2012-06/15/2012 Number of Events: 1

State Code: 09: Detrimental Behavior Category:

Image 2: Source Type Details

Once the Source type is selected, the list of possible Destination types will generate; select the desired
Destination type. Destination type details will appear below Source type details, followed by merge options.

Behavior Event Type Merge Wizard

1. Select the two events to merge: event selected in window 1 will be converted to event zelected in window 2. Conversion will only be possible H
2 types of the same alignment, 2 inactive type or one active and one inactive; inactive always merging into active.

Source:

12: 108-Dress Code Viol -
12: 108-Dress Code Viol

12; 108-Fail Bring Mat

12; 108-Fail Bring Mat

109-Fail Bring Mat

Destination:

12: 104-Bus Violation
12: 105-Disrespect

02: 106-Dist/Sell Alchl
01: 107-Dist/Sell Drugs
12: 108-Dress Code Viol

12: 110-Fail Follw Rule 12: 109-Fail Bring Mat
12: 110-Fail Follw Rule 11: 11 Repeated Interference
12: 111-Fail Serve Det 12: 110-Fail Follw Rule
111-Fail Serve Det 12: 111-Fail Serve Det

*District Level Event Type

Source Event Type:

Event Type: 112-Fight Participation (08) Date Range: 03/01/2012-06/15/2012 Mumber of Events: 1

State Code: 09: Detrimental Behavior Category:

Destination Event Type:
Event Type: 112-Fighting (09} MNumber of Events: 2

Category:

Date Range: 10408/ 340-
State Code: 08: Detrimental Behavior

@ HKeep Event Type: 112-Fight Participation (09) Date Range: 03/01/2012 3- 06M52012 H
Merge all instances of Event Type: 112-Fight Participation (09) intc Event Type: 112-Fighting (09}

Cancel Preview

Image 3: Destination Type Details and Merge Options

When merging types, users have the option to Keep some instances of a source type, indicated with the Date
Range, or Merge All Instances of the source type into the destination type. Click Preview to review the change
before merging types or Cancel to exit the wizard.
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Behavior Event Type Merge Preview

Results
Event Type: 112-Fight Participation (08) Date Range: 03/01/2012-06/15/2012 Number of Events: 0
State Code: 09: Detrimental Behavior Category:
1 Event Types will be merged.
Event Type: 112-Fighting (09) Date Range: 10/08/1540- Number of Events: 3
State Code: 09: Detrimental Behavior Category:
Previous || Cancel || WMerge |

After clicking Preview a summary of the merge will appear, listing the source type, the number of event
records that will be updated with the merge and the destination type. Click Merge to complete the merge,
Cancel to exit the wizard or Previous to modify the original merge options.

Clicking Merge will generate a warning message indicating the merging types is permanent and cannot be
reversed.

A summary of the complete merge will then appear, showing the destination type and the incorporated
(source) type. Click Go Back to Type List to finish. The incorporated (source) type will no longer appear in the
type list.

Behavior Event Type Merge History

Destination Event Type
112-Fighting (09) Diate Range: 10/08/1940- Number of Events: 3
State Code: 09: Detrimental Behavior Category:

Incorporates
112-Fight Participation (09) Diate Range: 03/01/2012-06M 52012 Number of Events Incorporated: 1

State Code: 09: Detrimental Behavior Category:

Go To Back to Event Type List

Show History

To view an audit report of what types have been merged into a given type, select the type and click Show
History. A PDF will generate describing the Destination type and any other types that have been incorporated.
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Event Type

112-Fighting (09) Date Range: 10/08/1940 - Mumber of Events: 5
State Code: 09: Detrimental Behavior Category:

Incorporates

112-Fight Participation (09) Date Range: 03/01/2012 - 06/15/2012 Number of Events Incorporated: 1
State Code: 09: Detrimental Behavior Category:

Merged on: 06/15%/2012 16:06 by Administrator, System

112-Fought (09) Date Range: 03/01/2012 - 06/15/2012 Number of Events Incorporated: 2
State Code: 09: Detrimental Behavior Category:
Merged on: 06/13/2012 16:14 by Administrator, System

Image 6: Show History of Merged Types

Preferences (Behavior)

Overview | Preference Options

& This tool was released with E.1230.

Overview

v \g)

PATH: Behavior > Admin > Preferences

The behavior Preferences tab allows users to set preferences for what participant information will be included
in reports and which users should be notified of submitted referrals by default.

Index | Search | Help | BPreferem:&'
m System Administrator o | Esave

#%) Student Information BRI Behavior Preference Options.

Instruction Display Special Ed option on reports setup. No  w

@;‘] Census
= s Behavior Display Race and Ethnicity option on reports setup. No  w
B Behavior Management

[ Behavior Referral
% Behavior Letter Wizard Select Default Administrators to notify (*CTRL-click or SHIFT-click to select multiple).

% Behavior Messenger
B Behavior Messenger Schil

[# Detention Tracker

EILY Admin Teacher, Emily

B Event Types
B Resolution Types

Display Gender option on reports setup.

m

*Limit to 3 default Administrators.

Reports
G Health

Image 1: Behavior Preferences
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Preference Options

Option
Special Ed

Race/Ethnicity

Gender

Notify
Default

Event Types

Description

Setting this option to Yes will add a Special Ed option to the Display area of the Event and
Resolution report editors. When selected, this report display option will include an
indication of whether the student has an active, locked IEP at the time of the Incident in the
report.

Setting this option to Yes will add a Race/Ethnicity option to the Display area of the Event
and Resolution report editors. When selected, this report display option will include an
indication of the participant's Race/Ethnicity in the report.

Setting this option to Yes will add a Gender option to the Display area of the Event and
Resolution editors. When selected, this report display option will include an indication of
the participant's gender in the report.

Individuals listed are those who have Behavior Admin selected on their District
Assignments. Selecting individuals will cause them to be selected by default in the Notify
section of the Behavior Referral. Default selections can be modified in the Referral.

Overview | District-Wide or School-Specific Behavior Events | Creating District-Wide or School-Specific

Behavior Events | Action Bar Options

®  This article includes updates made to this tool with the release of E.1230. A previous version of
this article exists:

® Event Types (.1226 and previous)

See the Finding the Infinite Campus Version article for more information about determining your
Campus version.

Overview

— —

PATH: Behavior > Admin > Event Types

Behavior Event Types can be created for an entire district or for individual schools within the district. When
the Campus tool bar does not have a school or calendar selected, the behavior event type will be available for
all schools within the district. When a school is selected, behavior codes are applied to that school only.

Districts and schools can create their own codes if necessary, following district policy.
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Index | Search | Help |

@ System Administrator

(3 student Information
Instruction
@;ﬂ Census
= 3« Behavior
W Behavior Management
[% Behavior Referral
% Behavior Letter Wizard
E’ Detention Tracker
= f Admin

»

[ Resolution Types =
B’ Preferences
Reports
@ Heatth
-:I:l:— Attendance
Scheduling
Feas
[#% Grading & Standards
[ Medicaid
(=) Programs
.@ Ad Hoc Reporting
[ Transcripts
(7] User Communication

WEvent Types I

D New Merge Event Types  Active Event Types

Behavior Event Type Editor

Code | Hame | Alignment | start Date | End Date

12 101-Abus Lang Staff Discipling 10408115940 -

09 102-Bomb Threat Discipline 10/08/1940 [
12 103-Break-In School Dizcipline 10/08/1940 B
12 104-Bus Vielation Discipling 1040811940

12 105-Disrespect Discipling 10081940

0z 106-Dist'Sell Alchl Discipline 10/08/1940

0 107-Dist'Sell Drugs Discipling 10/081940

12 10&-Dress Code Viol Discipline 1000811940

12 108-Fail Bring Mat Discipline 10/08/1940 -

School

District Wide

Code *Name

*Alignment Demerits
-

Category

*Start Date

[

State Event Code (Mapping)
- Mo State Event Code

Behavior Event Type Detail

End Date

[

Image 1: Behavior Event Types

Behavior Events must be created here before behavior events can be attached to incidents in the Referral or

Management Tool.

®  Some states require events to be mapped to State Event Codes to facilitate state reporting.

District-Wide or School-Specific Behavior Events

Event types that are to be used for all schools within a district are created by selecting the All Schools option
from the School dropdown in the Campus toolbar (see Image 1). Event types that are to be used for a specific
school within a district are created by selecting the school name from the School dropdown in the Campus
toolbar (see Image 2). Events created this way will only appear for selection in the Referral or Management Tool

for users at that school.
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Year 11-12 v|Sch|:mI Littleton High School - |

Index | Search | Help [{ Event Types |
m System Administrator - | ] New Merge Event Types  Active Event Types
+ (7 Student Information Behavior Event Type Editor
+ {5 Instruction Code | Name | Alignment | StartDate | End Date
+ @h Census 12 101-Abus Lang Staff Discipline 1000811940 -
] ﬂ< Behavior 03 102-Bomb Threat Discipline 10/08/1940 I
|? Behavior Management 12 103-Break-In School Dizcipline 10/0811940
[ Behavior Referral 12 104-Bus Violation Discipline 10/08/1940
I Behavior Letter Wizard 12 105-Disrespect Discipling 10/081940
[ Detention Tracker 0z 106-Dist'Sell Alchl Discipline 10/08/1940
-] Admin M 107-Dist'Sell Drugs Discipline 10/08/1940
I 12 108-Dress Code Viol Discipling 1040811940
[ Resolution Types E \ 12 108-Fail Bring Mat Discipline 10/08/1940 -
|3' Preferences
+ |_]| Reports - -
0 .wa Health Behavior Event Type Detail
s School
Lk Aftendance Littleton High School
+ g Scheduling ode =Name
+ Fees |
* g ﬁradc'”ngid& Standards *Alignment Demerits *Start Date End Date
+ Medica - -
+ (] Programs = ) @ @
. Category State Event Code (Mapping)
+ .@ Ad Hoc Reporting
) i - Mo State Event Code -
# [ Transcripts
+ [ ] User Communication
—

Image 2: School-Specific Behavior Events

Creating District-Wide or School-Specific Behavior Events

10.

11.

. Select the School in the Campus toolbar who will be using the event, or select All Schools to enter a

district-wide resolution.
Select the New icon. The Behavior Event Type Detail view will appear below.

. Select a Code for this behavior event. This code can only be five (5) characters (alphanumeric) in length.

For example, if the event type were named Weapons Violation, the code might be WE. Some districts will
have very specific codes that may be related to state regulations.
Enter a Name for the event type.

. Select an Alignment for this event type. This setting determines if the event is Discipline related

(negative behavior) or Award related (positive behavior). If Award is selected, only date fields and points
(if applicable) will need to be entered to complete the record. All other fields will no longer appear.

. If Discipline was selected for the Alignment, enter the number of Demerits associated with the event, if

needed. If Award was selected for the Alignment, enter the number of Points associated with the event, if
needed.
Enter a Start Date to determine when the event will be active.

. Enter an End Date to indicate when the event option will no longer be active and will not appear to be

selected from the Referral or Management Tool.

Select a Category for this Discipline event type. Options are Minor, Serious or Extreme.

If a state code needs to be assigned to the Discipline event, select a State Event Code (Mapping). This
tield is only available in certain states.

Click the Save icon when finished. The new event will be listed in the Behavior Event Type Editor in
alphabetical order by the code field.
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& Each active Event Type must have a unique Code and Name combination. If a new type is created
that has the same Code and Name as another active type, a warning will appear directing the user
to modify at least one of those values.

Action Bar Options

Before an event type is selected, the following options appear in the Action bar. Users can create a New type or
Merge Event Types. See the Merge Tool article for more information about this process. Types can be filtered
by Active and Inactive, which is dependent on End Date.

HEvent Types |
| ] Mew Merge Event Types Active Event Types

Image 3: Action Bar - No Type Selected

Once an event type is selected, the following options appear. Users can Save changes, Delete the selected type
or create a New type. Click the Show History button will open an audit record of the event type, including
when and how the type has been merged using the Merge Tool. Types can be filtered by Active and Inactive,
which is dependent on End Date.

HEvent Types |
Save P Delete | ] New [=f Show History Active Event Types

Image 4: Action Bar - Type Selected

Only types that have not been used in recording incidents can be deleted. If users attempt to
delete an event type that has been used, a warning message will appear. To deactivate an existing
event type, enter an End Date. After the end date, the Event Type will not appear in the Referral
or Management tool. Users can also use the Merge Tool to combine event types.

Resolution Types

Overview | District-Wide or School-Specific Resolution Types | Creating District-Wide or School-Specific
Behavior Resolutions | Action Bar Options

®  This article includes updates made to this tool with the release of E.1230. A previous version of
this article exists:

® Resolution Types (.1226 and previous)

See the Finding the Infinite Campus Version article for more information about determining your
Campus version.
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Overview

[Try 1t g Jf Discuss 1 90

PATH: Behavior > Admin > Resolution Types

The Resolution Types editor allows users to created and manage resolution codes assigned to student behavior
events. Behavior Resolutions are used to describe action taken as a result of a behavior event, such as detention
or an award for good behavior. Codes can be created to reflect positive and negative behavior events.

Behavior Resolutions can be created for an entire district or for one school within the district. When the
Campus Toolbar does not have a school or calendar selected, the behavior resolution type will be available for
all schools within the district. When a school is selected, behavior codes are applied to that school only.

Codes can be created on a school level or on a district level.

Index | Search | Help | [ Resolution Types |
@ System Administrator - n Save )( Delete D MNew QShDW History Active Resolution Types  w
® ) Sentinformaion [ |
Instruction Code [ MName | Alignment | StartDate | End Date
@h Census CMD Resolution Discipline M8z
= ﬁe Behavior 10 No Action Taken Discipline 10/08/1940
[§ Behavior Management 08 Referral to Law Enforcement Discipline 10/08/1840
[ Behavior Referral 09 Removal Other, Death, Incarcerated, etc. Discipline 10/08/1940
T2 Behavior Letter Wizard TAAP Threat Assessment Plan Discipline 10/08/1940
[ Detention Tracker 11 Unilateral Remowal by School Personnel Discipling 10/08/1940
=0 Admin
H Event Types
E Resolution Types =

E Preferences
Reports

—-w» Health inr Resolution Type Detail
s Chool
£ Attendance District Wide
Scheduling Code Mame
Fees |
5 )
Y Grading & Standards Alignment “Start Date End Date
[Z7 Medicaid — —
- o o
] Programs cat State R |t'Jcm Mappi = Sub-Th
Ad Hoc Reporting a.egury ate Resolution : e (| applng}. ub-Type
— Minor - No State Resclution Cede (Mapping) - -

[ Transcripts
[~] User Communication

Image 1: Behavior Resolution Types

Behavior Resolutions are assigned to participants in the Management Tool or the student Behavior tab.

©  Some states require events to be mapped to State Event Codes to facilitate state reporting.

District-Wide or School-Specific Resolution Types

Resolution types that are to be used for all schools within a district are created by selecting the All Schools
option from the School dropdown in the Campus toolbar. Resolution types that are to be used for a specific
school within a district are created by selecting the school name from the School dropdown in the Campus
toolbar. When a school is selected, behavior resolutions are applied to that school only.
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“ear 11-12

- |Schuu| Littleton High School - |

Index | Search | Help

m System Administrator
4 Iﬂ Student Information

BR«_r.nlutinn Types |
[ save 3¢ Delete | ] New 5§ Show History  Active Resolution Types

Behavior Resolution Type Editor

-

+ @ Instruction Code | Name |Alignment | Start Date | End Date
H @j Census ADET ADET-After School Detention Discipline 104081940 A
= £ Benavior CLCM CLCM-Closed Campus Discipling 10/08/1940
[4 Behavior Management o1 CLRM-Classroom Removal Discipling 10/08/1940 E
[ Behavior Referral CMD CMD Suspension Discipline 05172012
% Behavior Letter Wizard CONF CONF-Student Conference Only Discipling 10/08/1940
[# Detention Tracker 04 EXPL-Expulsion Discipline 10/08/1840
=1 5§ Admin FORP FORP-F Drop Discipling 10/08/1940
[ Event Types IHE IHE-In House Exclusion Discipline 10/08/1940
E Resolution Types = 02 155-In-School Suspension Discipling 10J08/1940 o
|Z Preferences

+ |_]| Reports - = "
i .wa Health Behavior Resolution Type Detail
+ 4% Attendance School
] ) Littleten High School
L Scheduling Code *Name
+ Fees
] [2g Grac_lmg & Standards *Alignment *Sart Date End Date
# ] Medicaid — -
¥ 1] Programs Catego State Resulutiﬁ Code (Mapping) - Sub-Type
+ [i Ad Hoc Reporting it — Mo State Resolution Cod pl; - "
% ] Transcripts Minor - o State Resolution Code (Mapping) - -
+ [ User Communication

Creating District-Wide or School-Specific Behavior Resolutions

1. Select the School in the Campus Toolbar who will be using the resolution, or select All Schools to enter
a district-wide resolution.

2. Select the New icon. The Behavior Resolution Type Detail view will appear below.

3. Select a Code for this behavior resolution. For example, if the behavior resolution were named Contacted
Parents, the code might be CP. This code can only be five (5) characters in length.

4. Enter a Name for the resolution.

5. Select an Alignment for this resolution type. This setting determines if the resolution is Discipline related
(negative behavior) or Award related (positive behavior). If Award is selected, only date fields will need
to be entered for the record to be complete. All other fields will no longer appear.

6. Enter a Start Date to determine when the resolution will be active.

7. Enter an End Date to indicate when the resolution will not longer be active and will not appear to be
selected on the Management Tool or the student Behavior tab.

8. Select a Category for the Discipline resolution type. Options are Minor, Involved or Intense.

9. If a state code needs to be assigned to Discipline resolution, select the State Resolution Code (Mapping).
This field is only available in certain states.

10. Select a Subtype to further classify the resolution. In order for a detention resolution to appear in the
Detention Tracker, a subtype of Detention must be selected. Other options are Suspension and Expulsion.
When a Subtype of Detention or Suspension is selected, additional instructions about the use of that type
will appear at the bottom of the editor.

11. Click the Save icon when finished. The new resolution will be listed in the Behavior Resolution Type
Editor in alphabetical order by the code field.
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& Each active Resolution Type must have a unique Code and Name combination. If a new type is
created that has the same Code and Name as another active type, a warning will appear directing
the user to modify at least one of those values.

®  Users should be aware that Subtypes cannot be added to Detention or Suspension resolution
types that were created and assigned to students without having a subtype. To create a new type
with the correct subtype, End Date the existing type and create a new one with the desired
subtype.

Action Bar Options

Before a resolution type is selected, the following options appear in the Action bar. Users can create a New
type or Merge Resolution Types. See the Merge Tool article for more information about this process. Types
can be filtered by Active and Inactive, which is dependent on End Date.

Hﬁﬁnluﬁnn Types |
| ] Mew Merge Resolution Types Active Resolution Types

Image 3: Action Bar - No Type Selected

Once a resolution type is selected, the following options appear. Users can Save changes, Delete the selected
type or create a New type. Click the Show History button will open an audit record of the resolution type,
including when and how the type has been merged using the Merge Tool. Types can be filtered by Active and
Inactive, which is dependent on End Date.

Hﬂﬁnluﬁnn Types |
Save W Delete | ] New %’Shuw History Active Resolution Types  w

Image 4: Action Bar - Type Selected

Only types that have not assigned to a participant can be deleted. If users attempt to delete an
Resolution Type that has been used, a warning message will appear. To deactivate an existing
Resolution Type, enter an End Date. After the end date, the Resolution Type will not appear in
the Referral or Management tool. Users can also use the Merge Tool to combine Resolution Types.
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Reports (Behavior)

©  This article includes updates made to this tool with the release of E.1230. A previous version of
this article exists:

® Reports (Behavior) (.1226 and previous)

See the Finding the Infinite Campus Version article for more information about determining your
Campus version.

Overview

PATH: Behavior > Reports

Two behavior reports are available for reviewing and monitoring student behavior.

Index | Search | Help Behavior Event Report

- .
u—ﬁ System Administrator it This report will list the number of events per type. The report can be grouped by staff member, staff member with student, event type
+ |ﬂ Student Information and student.
#1 {4 Instruction
+ @:‘ Census
= ﬂ< Behavior
) i i ?
% Behavior Letter Wizare Which events would you like to include in the report?

% Behavior Messenger - -
Date Range: From a| To i
|Z Behavior Messenger £ J J

|3 Behavior Referral Event Types: All

=] Reports @ an Alcohol Violation(14L)
3z ©) Positive Assault(SAS)
| ] Resolution = s |Bullying/Harassment(18H}

Behavior Reports

S

Behavior reports are designed for a behavior administrator to generate. Users are limited to pulling the reports
for one school at a time. The following behavior reports are available in District Edition applications only:

Reports School Description
or
District
Use

Behavior  School  This report lists the number of events per type. Various filtering and grouping options
Event exist for this report.

Regort

Behavior  School This report lists students who have been assigned resolutions and basic resolution
Resolution information. The summary report only lists the count of resolutions for each student
Report and the detail report provides more resolution details.

Behavior Event Report

Overview | Editor Fields | Generating the Behavior Event Report | Report Examples
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®  This article includes updates made to this tool with the release of E.1230. A previous version of
this article exists:

® Behavior Event Report (.1226 and previous)

See the Finding the Infinite Campus Version article for more information about determining your
Campus version.

Overview

CALALEER "V

PATH: Behavior > Reports > Event

The Behavior Event Report lists the number of behavior events by type. The report can be modified in various
ways, such as reporting events based on Date, Referrer, Role or Event Types, including participant details such
as Race/Ethnicity, Gender and Special Ed participation and grouping results by referrer, event type or student.

Behavior Event Report

This report will list the number of events per type. The report can be grouped by staff member, staff member with student, event type an|

Index | Search | Help

:__‘fj System Administrator
+ Iﬂ Student Information
+] Q Instruction
[+ @j Census

- §3: Behavior
|3 Behavior Management
|3 Behavior Referral
I Behavior Letter Wizard
% Behavior Messenger
|3 Behavior Messenger Schedu
|3 Detention Tracker

= L Admin

=] Reporis
|ﬂm

| ] Resolution

G Heath

+ -:Q:— Attendance

+ g Scheduling
+] % Fees
+1[#% Grading & Standards
# (] Medicaid
+ ] Programs
+ .@ Ad Hoc Reporting
+# (] Transcripts
+# (O] User Communication
+ (] Assessment
+ q‘ System Administration
# (0] FRAM
+# (] Messenger
+ (] Surveys
+ (] CO State Reporting
[ Account Settings
|1 Access Log
ﬁ Campus Community
[@] Log Off

Which students would you like to include in the report?

All Students [

©) Grade

(2) Ad Hoc Fitter

Date Range: From

Which calendar(s) would you like to include in the report?

@) active year () list by school () list by year

17-12
11-12 Arapahoe High School

CTRL-click or SHIFT-click to select multiple

Display: DRacefEthnic'rty DGender DSpeciaI Ed

Referred By: Involvement Roles:
Admin, Alice Instigator

| A.dmin, Benjamin Offender

| Admin, Carly Participant

Admin, Dennis WVictim

Admin, Emily - | | Witness >

Event Types:

001 - Tchr Referral (Behavior Referral ONLY')
147 - 15t & 2nd Degree Assault(04) =
- 158 - 3rd Degree Assault(13)

') Discipling | 159 - Vehicular Assault(04)

160 - Violation of District Internet Policy(12)

@ a1
) Award

How would you like the records to be grouped by?

@) Referred By *) Referred By w/ Student ' *) Event Type

Generate Report

() student

Image 1: Behavior Event Report

& Behavior Event Types are created in the Behavior Admin area, and events are attached to
Incidents in the Referral or the Management Tool.
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Editor Fields

The following table describes the options available for generating the Event Report and how those options will
affect the generated report.

Field

Student and
Date Fields

Grade
Ad Hoc Filter

Date Range

Calendar(s)

Display
Options

Race/Ethnicity
Gender
Special Ed

Event Details
Referred By

Involvement
Roles

Event Types

Grouping
Options

Referred By

Referred By w/
Student

Event Type

Student

Description

Limit report results to only students actively enrolled in the selected grade(s).
Limit report results to only students included in an existing Ad hoc Filter.

Limit report results to only events attached to incidents which occurred during the date
range entered.

Limit report results to only events attached to incidents which occurred during the
selected calendar(s).

These options appear based on the setting established in the Preferences tool.

Reports the Race/Ethnicity code for each participant.
Reports the Gender of each participant.

Reports a Y or N based on whether the participant has an active and locked IEP at the time
of the incident.

Filters report results to only events in incidents referred by the selected individual(s).

Filters report results to only participants who had the selected role(s) in the event.

This list of Event Types can be filtered by Award and Discipline types. Filters the report
results to only events of the selected type(s).

See the following images for examples of each Grouping option.

Groups records reported by the individual who submitted the referral.

Groups records reported by the individual who submitted the referral with the
participants of the event listed.

Groups records by event type.

Groups records by participant name.
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Generating the Behavior Event Report

10.

. Indicate which students should be included in the report by selecting a Grade level or Ad hoc Filter.

Select the Calendar(s) that should be included in the report.

. Enter a Date Range in mmddyyyy format or by clicking the calendar icons and selecting dates. Leaving

the Date Range blank will report for the entire school year.

Select which participant details should Display in the report, Race/Ethnicity, Gender or Special Ed. These
options will only appear if the preferences for them are set to yes.

Indicate if only events Referred By a particular person should be reported. This list is populated by staff
members who have "Behavior Admin" marked on their District Assignments.

Indicate if only students with the selected Roles should be included in the report.

Select which Event Type(s) should be included in the report. Click the Award or Discipline radio buttons
to view only those events. Select multiple events by using the SHIFT and CTRL keys.

Indicate which Involvement Role(s) should be included in the report.

. Indicate how the report should be grouped, by Referred By, by Referred By w/ Student, by Event Type or by

Student.
Click Generate Report to view the report in PDF format.

Report Examples

Each report will appear with a header which includes School information, and a summary of the report
settings and ?the information included. Each of the following examples shows a different Grouped By option,
which affect the format of the generated report.

Staff Event Type Event Students
Administrator, System 112-Fighting 2 3
Events: 4 129-Poss Drugs 1 1
Students: 4 137-Theft 1 1
Teacher, Katie 121-Insubordination 1 2
Events: 1

Students: 2

Teacher, Kelly L 116-Hallway w/o Pas 1 2
Events: 1

Students: 2

Image 2: Grouped by Referred By

Teacher, Katie Total Event count: 1 Total Student count: 2
1. Event Type: 121-Insubordination Event count:1 Student count:2
Event Detail Student(#)-Grade Role
06/13/2012 1:34 PM Student, Abigail R (#123456)-09 Offender
Student, Jacob T (#23456)-09 Offender
Teacher, Kelly L Total Event count: 1 Total Student count: 2
1. Event Type: 116-Hallway w/o Pas Event count:1 Student count:2
Event Detail Student(#)-Grade Role
06/13/2012 1:39 PM Student, Mason E (#34567)-10 Offender
Student, Ryan S (#56789)-11 Offender

Image 3: Grouped by Referred By w/ Student
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Event Type: 121-Insubordination

Event count: 11

Student count: 3

1. Staff: Administrator, System Events: 1 Students: 1
Event Detail Student(#)-Grade Role
05/23/2012 9:41 AM Student, Jacob T (#23456)-09, Offender
2. Staff: Teacher, Katie Events: 1 Students: 2
Event Detail Student(#)-Grade Role
06/13/2012 1:34 PM Student, Abigail R (#123456)-09 Offender

Student, Jacob T (#23456)-09 Offender

Image 4: Grouped by Event Type

1. Event Type: 112-Fighting
Event Detail

Studenti#): Student, Abigail (#123456) Grade: 09 Total Event Count: 3

2. Event Type: 121-Insubordination Event count: 1

Event Detail Role Recorded By
06/13/2012 1:34 PM Offender Teacher, Katie
Student(#): Student, Mason (#34567) Grade: 10 Total Event Count: 2

Event count: 1
Role Recorded By

05/23/2012 9:41 AM

Victim Administrator, System

2. Event Type: 116-Hallway w/o Pas
Event Detail

Event count: 1
Role Recorded By

06/13/2012 1:38 PM

Offender Teacher, Kelly L

~

Image 5: Grouped by Student

Behavior Resolution Report

Overview | Editor Fields | Generating the Behavior Event Report | Report Examples

®  This article includes updates made to this tool with the release of E.1230. A previous version of
this article exists:

® Behavior Resolution Report (.1226 and previous)

See the Finding the Infinite Campus Version article for more information about determining your
Campus version.

Overview

PATH: Behavior > Reports > Resolution

The Behavior Resolution Report lists students who have resolutions assigned. The report can be generated in
one of two ways: the Summary option will only list the number of resolutions for each students, whereas the
Detail option will list the details of each resolution. Sort options are also available to customize how
information will appear in the report.
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Index | Search | Help Behavior Resolution Report

:_:fj System Administrator

= |ﬂ| Student Information This report lists event, resolution and student information. The summary format prints the statistic of events, resolutions. The detail format pi
#1§4 Instruction student.
+] @J Census
= e Behavior
g Behavior Management Which students would you like to include in the report? Which calendar(s) would you lke to include in the report?
[ Behavior Referal @ Grade - @ active year ' list by school ) list by year
= Behavior Letter Wizard 0g
7 Behavior Messenger 10 11-12 »
E{' Behavior Mezssenger Schedu " (rapanos
Er Detention Tracker 12 2
+1 f Admin *) Ad Hoc Fiter
= |_1| Reporis
[ Event
+“@ Heatth Date Range: From 5] To i
L Attendance [ CTRL-click or SHIFT-click to select muttipie:
+ ¢ Scheduling
+] % Fees
FI[2Y Grading & Standards Dizplay: |:| Race/Ethnicity DGender D Special Ed
+ ] Medicaid
+ (] Programs
T @ Ad Hoe Reporting Resolution Types:
+| (] Transcripts @ Al
# (] User Communication P Award _CLRM-Classroom Remowval{01)

_EXPL-Expulsion{04}
_! Digcipline | _Expulsion and Ref. to Alt. Prog.(05)
_Expulsion and Ref. to Law Enf.(08)

+ (] Assessment
+ q‘ System Administration

] FRAM _IS5-In-School Suspension(02) -
+ (] Messenger
+ (] Surveys Report Type @ Summary ) Detail
+ (] CO State Reporting
[ Account Settings Sort Options
L] Access Log @ Number of Resolutions (descending) ) StudentMame () Grade & Mame (| Grade & Number of Resclutions (descending)

ﬂ Campus Community
@ LogOff

Generate Report

Image 1: Behavior Resolution Report

@ Behavior Event Types are created in the Behavior Admin area, and resolutions are assigned to
participants in the Management Tool and the student Behavior tab.

Editor Fields

The following table describes the options available for generating the Resolution Report and how those options
will affect the generated report.

Field Description

Student and

Date Fields

Grade Limit report results to only students actively enrolled in the selected grade(s).

Ad Hoc Filter Limit report results to only students included in an existing Ad hoc Filter.

Date Range Limit report results to only resolutions assigned during the date range entered.
Calendar(s) Limit report results to only resolutions assigned during during the selected calendar(s).
Display These options appear based on the setting established in the Preferences tool.

Options

Race/Ethnicity Reports the Race/Ethnicity code for each participant.
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Gender Reports the Gender of each participant.

Special Ed Reports a Y or N based on whether the participant has an active and locked IEP at the time
of the resolution.

Resolution

Details

Resolution Filters the report results to only resolutions of the selected type. This list of Resolution Types

Types can be filtered by Award and Discipline types.

Report Type  Selecting Summary format will generate a list of students with resolutions. Detail format

includes the details of each resolution, including student data, dates and event and
resolution types. See the images following for examples of both report types.

Sort Options  See the following images for examples of Sort Options.

Number of Sorts student by resolution count, beginning with students with the most resolutions.
Resolutions

Student Name Sorts students alphabetically by student name.

Grade & Sorts students first by grade, then by student name.

Name

Grade & Sorts students first by grade, then by resolution count, beginning with students with the
Number of most resolutions.

Resolutions

Generating the Behavior Event Report

1.
2.
3.

8.

Indicate which students should be included in the report by selecting Grade or Ad hoc Filter.

Select the Calendar(s) that should be included in the report.

Enter a Date Range in mmddyyyy format or by clicking the calendar icons and selecting dates. Leaving
the Date Range blank will report for the entire school year.

. Select which participant details should Display in the report, Race/Ethnicity, Gender or Special Ed. These

options will only appear if the preferences for them are set to yes.

. Select which Resolution Type(s) should be included in the report. Click the Award or Discipline radio

buttons to view only those events. Select multiple events by using the SHIFT and CTRL keys.

Select the Report Type to be generated, Summary or Detail.

Indicate how the report should be Sorted, by Number of Resolutions, Student Name, Grade & Name or Grade
& Number of Resolutions.

Click the Generate Report button to view the report in PDF format.

Report Examples

Each report will appear with a header which includes School information and a summary of the report settings
and the information included.
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Student Demerits
Student Number Grade #Resolution #Event /Points
Student, John H 23456 11 10 10 0
Student, Gamett E SETE9 10 7 [} 0
Student, Abigail R 123456 09 2 2 0
Student, Jacob T 23456 09 2 2 0
Student, Ryan S BETE9 11 1 1 ]

Image 2: Behavior Resolution Report: Summary - Sorted by Number of Resolutions

Student (Student #) Date & Time Event{Role) / Resolution Demerits/Points

Student, Abigail R (#123456) Event 06/12/2012 1:54 PM  112-Fighting (Offender) 0

Grade: 09 Demerits: 0 Resolution06/12/2012 2:11 PM__ No Action Taken

Events: 2 Resolutions: 2 Event  05/23:2012 9:41 AM  112-Fighting (Offender) 0
Resolution06/13/2012 10:36 AM Detention

Student, Jacob T (#23456) Event 0572372012 941 AM  112-Fighting (Offender) 0

Grade: 09 Demerits: 0 Resolution06/13/2012 1:23 PM___ Detention

Bvents:2 Resolutions: 2 Event  05/23720129:41 AM  129-Poss Drugs (Offender) 0
Resolution06/13/2012 1:30 PM_ PCON-Parent Conference

Student, Ryan S (#56789) Event 05/23/2012 3:41 AM  137-Theft (Offender) 0

Grade: 11 Demerits: 0 Resolution06/13/2012 1:20 PM  Detention

Events: 1 Resolutions: 1

Image 3: Behavior Resolution Report: Detail - Sorted by Student Name

Tool Rights (Behavior)
Overview | Behavior Rights | Student Behavior Rights

® This article includes updates made to this tool with the release of E.1230.

See the Finding the Infinite Campus Version article for more information about determining your
Campus version.

Overview

A

Tool Rights determine the level of access users have to tools throughout Campus. This article refers to tool
rights in abbreviated form (i.e.,, R, W, A, D or any combination of the four). In general, user rights are
cumulative; therefore, a user who has A rights always has RW rights, unless otherwise noted. Sub-rights
appear as italicized.

Right  Description

R The R right indicates the information on the corresponding tool may be viewed by the user. When
(Read) applicable, the user is also allowed to print information. The user will NOT have access to the
Save, Add or Delete icons in the action bar.
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\4 The W right indicates the user may view and modify the information on the corresponding tool.
(Write) The Save icon in the action bar will be functional. This right allows the user to modify only existing
data in the area since adding new data is controlled by the A right. This right includes the ability to
change or remove data from a specific field. A user always has R rights if they have W rights.

A The A right indicates the user may view, modify and add to the information on the corresponding
(Add)  tool. The New and Add icons in the action bar will be functional.
This right allows the user to add new data/records. A user will generally have RW rights if they
have A rights. Details and exceptions are noted in this article.

D ASSIGN THIS RIGHT WITH CAUTION. The D right indicates the information on the
(Delete) corresponding tool may be deleted. The Delete icon in the action bar will be functional. This right
provides the ability to completely remove an existing record, including all data contained within

the record. The ability to change/remove data from a field is controlled through the W right. A user

will generally have RWA rights if they have D rights. Details and exceptions are noted in this

article.

Behavior Rights

User Account I User Groups I Tool Rights I Calendar Rights I Access L

I save
| UserToolRights |
RWAD
|ﬂ] Student Information
+-£3 Instruction
+- 5 5N Rights
‘?ﬁ Census
ﬁ< Behavior
i ﬁﬂ&hﬂ'ﬂurmnagement
-.[# Behavior Referral
El _="_'| Behavior Letter Wizard
: ------ ﬁ User Group Formats
= E'_|E&ha'.r|ur Meszenger
L3 User Group Formats

wmlllﬂ

ﬁ Behavior Meszenger Scheduling
[ Detention Tracker

=L Admin

- [ Event Types

ﬁ Resolution Types

- [H Preferences

E| . Reportz

- [ Resolution
-ﬁ‘ Heatth

(5 5 T T T
5T T T 0
(5 5 T T T
DDDDDDDDDDDDDDDDDDDDD

Image 1: Behavior - Module Rights
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Right

Behavior

Behavior

Management

Behavior
Referral

Behavior
Letter
Wizard

User Group
Formats

Behavior

Messenger

User Group
Formats
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R

View.

View existing incident records.

View in progress incident

referrals.

View existing letters.

Only Read rights apply. Causes
the Organize To field to appear,
which allows the user to save
letters to the user's account or the

user group.

View messages.

Only Read rights apply. Causes
the Organize To field to appear,
which allows the user to save
messages to the user's account or

the user group.

\4 A

View and Modify. View, Modify and
Add.

View and Modify View, Modify and

existing incident Add incident

records. records.

View and Modify in  View, Modify and

progress incident Add incident

referrals. This tool referrals.

right is required to

submit referrals.

View and Modify View, Modify and

existing letters. Add letters.

N/A N/A

View and Modify Requires at least R

messages. right to the Behavior
Letter Wizard. View,
Modify and Add
messages.

N/A N/A

sepndddensscanandBdee s

D

View,
Modify,
Add and
Delete.

View,
Modity,
Add and
Delete
incident
records.

View,
Modify,
Add and
Delete
incident
referrals.

View,
Modify,
Add and
Delete
letters.

N/A

View,
Modify,
Add and
Delete
messages.

N/A
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Behavior View existing messages scheduled = View and Modify View, Modify and View,
Messenger by the user or user's user group.  message scheduling. = Add a new schedule Modify,
Scheduling for message Add and
delivery. Delete a
scheduled
task.
Detention View outstanding detention View and Modify. View, Modify and View,
Tracker records. Add. Modify,
Add and
Delete.
Admin View Admin tools. View and Modify. View, Modify and View,
Add. Modify,
Add and
Delete.
Event Types View Event Types. View and Modify. View, Modify and View,

Add. This tool right  Modify,
is required to use the Add and

Merge Tool. Delete.
Resolution  View Resolution Types. View and Modify. View, Modify and View,
Types Add. This tool right  Modify,
is required to use the Add and
Merge Tool. Delete.
Preferences  View Preferences. View and Modify. N/A N/A
Reports View Reports. View and Modify. View, Modify and View,
Add. Modify,
Add and
Delete.
Event Only Read rights apply. View the  N/A N/A N/A
report.
Resolution  Only Read rights apply. View the ' N/A N/A N/A
report.
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Student Behavior Rights

[ save
RWAD

EI@ Student Information
' ----- 3 Allow unfittered search
=[5 General
_;Q Summary
---Dn Enrollments
ﬁ Schedule
i Attendance
= Flags(foermerhy Programs)
-2 Grades
----- = Tranzcript
----- & Credit Summary
----- & Aszeszzment

E|-é Behavior

i[9 All Calendars

T T T T
(0 i
T T T T
T T T O

Image 2: Behavior - Student Tab Rights

User Account I User Groups I Tool Rights I Calendar Rights I Access Log |

User Tool Rights

The following considerations should be kept in mind when assigning rights to the student Behavior tab:

® Resolutions assigned in the Management Tool cannot be edited in the student Behavior tab.
® Users must have rights to the Management Tool to use the Incident ID hyperlink and the Behavior
Management icon.

Right

Behavior

All
Calendars

R

Only Read and Write rights apply.
View and print student incident
records and resolutions.

Only Read and Write rights apply.
View and print student incident
records and resolutions in all
calendars.

W

Only Read and Write rights apply. View and
print student incident records and resolutions
and record Detention served.

Users must have W rights to add and save a
resolution to an existing incident from the
Behavior tab.

Only Read and Write rights apply. View and
print student incident records and resolutions
and record Detention served in all calendars.

A D

N/A N/A

N/A N/A
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Behavior (.1226 and previous)

Overview | Setting Up Behavior Options and Behavior Administration | Entering Behavior Event Information

for a Student | Managing Detention | Reporting Behavior Information | Notifying Parents of Behavior Events

® A more up to date version of this article exists:

® Behavior

See the Finding the Infinite Campus Version article for more information about determining your
Campus version.

Overview

The Behavior module provides tools for monitoring and recording a student's discipline and/or positive
events, for creating letters for parents/guardians regarding student's behavior and for generating reports

related to behavior. This page is designed to assist the user in the tasks, skills and procedures relating to
Behavior. All tasks and tools are linked to the appropriate help articles.

R

Click to Enlarge

Setting Up Behavior Options and Behavior Administration

Topic Tool
Creating a district-level and school-level Behavior Event options. Behavior (Admin)
Creating a district-level and school-level Behavior Resolution options. Behavior (Admin)

Customizing Behavior options. Attribute Dictionary
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Entering Behavior Event Information for a Student

Topic Tool Self-Paced Learning

Reporting a Behavior Event using a Behavior Referral (.1226 and BehaviorReferral Behavior Referral

previous) Video

Recording a Behavior Event for a student Behavior
(Student)

Assigning a Behavior Role to a student in an event. Behavior Student Behavior Tab
(Student) Video

Assigning a Behavior Resolution to a student in an event. Behavior Student Behavior Tab
(Student) Video

Adding additional students to a behavior event. Behavior Student Behavior Tab

(Student) Video

Managing Detention

Topic Tool
Recording a Behavior Resolution of Detention as part of entering an event. Behavior (Student)
Managing Detention for a student from within the behavior event. Behavior (Student)

Entering detention for an individual or a group of students using the Detention Tracker Detention Tracker

Reporting Behavior Information

Topic Tool Self-Paced
Learning

Printing individual behavior information for a Behavior (Student)

student.

Reporting a Behavior Event using a Behavior BehaviorReferral Behavior

Referral (.1226 and previous) Referral Video

View a report of Behavior Events by event type or Behavior Event Report (.1226 and  Behavior

resolution type previous) Reports Video
Behavior Resolution Report (.1226

and previous)

ssssnbddassscrs o ccssnndddnssiccnnnidia (;\ sdddassscssnadBdsrsscavandBbdosss s nbbiboe s


https://community.infinitecampus.com/kb/display/DOC/Self-Paced+Learning#Self-PacedLearning-Behavior
https://community.infinitecampus.com/kb/display/DOC/Self-Paced+Learning#Self-PacedLearning-Behavior
https://community.infinitecampus.com/kb/display/DOC/Behavior+%28Student%29#Behavior%28Student%29-EnteringBehaviorInformation
https://community.infinitecampus.com/kb/display/DOC/Behavior+%28Student%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+%28Student%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+%28Student%29#Behavior%28Student%29-EnteringBehaviorRoleInformation
https://community.infinitecampus.com/kb/display/DOC/Behavior+%28Student%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+%28Student%29
https://community.infinitecampus.com/kb/display/DOC/Self-Paced+Learning#Self-PacedLearning-Behavior
https://community.infinitecampus.com/kb/display/DOC/Self-Paced+Learning#Self-PacedLearning-Behavior
https://community.infinitecampus.com/kb/display/DOC/Behavior+%28Student%29#Behavior%28Student%29-EnteringBehaviorResolutionInformation
https://community.infinitecampus.com/kb/display/DOC/Behavior+%28Student%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+%28Student%29
https://community.infinitecampus.com/kb/display/DOC/Self-Paced+Learning#Self-PacedLearning-Behavior
https://community.infinitecampus.com/kb/display/DOC/Self-Paced+Learning#Self-PacedLearning-Behavior
https://community.infinitecampus.com/kb/display/DOC/Behavior+%28Student%29#Behavior%28Student%29-AddingAdditionalStudentstoanEvent
https://community.infinitecampus.com/kb/display/DOC/Behavior+%28Student%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+%28Student%29
https://community.infinitecampus.com/kb/display/DOC/Self-Paced+Learning#Self-PacedLearning-Behavior
https://community.infinitecampus.com/kb/display/DOC/Self-Paced+Learning#Self-PacedLearning-Behavior
https://community.infinitecampus.com/kb/display/DOC/Behavior+%28Student%29#Behavior%28Student%29-RecordingaResolutionofDetention
https://community.infinitecampus.com/kb/display/DOC/Behavior+%28Student%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+%28Student%29#Behavior%28Student%29-ManagingDetention
https://community.infinitecampus.com/kb/display/DOC/Behavior+%28Student%29
https://community.infinitecampus.com/kb/display/DOC/Behavior+%28Student%29#Behavior%28Student%29-PrintingBehaviorInformation
https://community.infinitecampus.com/kb/display/DOC/Behavior+%28Student%29
https://community.infinitecampus.com/kb/display/DOC/Self-Paced+Learning#Self-PacedLearning-Behavior
https://community.infinitecampus.com/kb/display/DOC/Self-Paced+Learning#Self-PacedLearning-Behavior
https://community.infinitecampus.com/kb/display/DOC/Self-Paced+Learning#Self-PacedLearning-Behavior
https://community.infinitecampus.com/kb/display/DOC/Self-Paced+Learning#Self-PacedLearning-Behavior

Knowledge Base - Behavior

Notifying Parents of Behavior Events

Topic Tool Self-Paced Learning
Create a disciplinary letter regarding behavior events. Behavior Letter Wizard Behavior Letter
Wizard Video
Create a message template reporting a behavior event and  Behavior Messenger Behavior Messenger
schedule it to be sent. Behavior Messenger Video
Scheduling

@ Questions? Access the Behavior Forums to ask a question related to Behavior and review other
questions users have had.

Behavior Letter Wizard (.1226 and previous)

Overview | Trigger Criteria and Report Options | Inserting Campus Fields and Sub-Reports | Behavior Letter
Creation and Maintenance

© A more up to date version of this article exists:

® Behavior Letter Wizard

See the Finding the Infinite Campus Version article for more information about determining your
Campus version.

Overview

PATH: Behavior > Behavior Letter Wizard

The Behavior Letter Wizard is a tool which allows schools and districts to create disciplinary letters which
populate student data based on predefined event trigger criteria. Users are able to initially create a behavior
letter and then generate that letter each time they want to pull student data for the defined criteria.

Different letter formats can be created for any combination of events and resolutions. Users can create letters
for an effective date or a date range. Sort options are provided for desired printing options, either by student
name or my mailing address zip code (for bulk mail rates). Created letters are saved and can be used as many
times as desired.
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Behavior Letter Wizard

This wizard will walk you through the creation of a behavior query and a letter format. You can print an existing letter for a given
effective date or for a date range. If an effective date is used, a letter will be generated for each student that meets any of the trigger
criteria with a behavior event on the effective date. If a date range is used, a letter will be triggered for each student that meets or
exceeds any of the trigger criteria with a behavior event within the date range.

Saved Letters Generate Letters For:
Letter Name Date Applies To Effective Date ()
[] sTardies Event

# € G-Special Services Secondary Date Range O

Sort Option: (®) StudentName O Zip

Letter Format: (*) Addressed Form Letter () Blank Form Letter

Salutation Line: |To Parent/Guardian of: |

Ad

Edit| | Delete :;;;J "|

Image 1: Behavior Letter Wizard

To create a new behavior letter, select the New button below the Saved Letter window. Users will be redirected
to a Behavior Letter Wizard editor where trigger criteria and report options can be defined.
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Letter Wirard

Thig wizard wil walk you threugh the crealion of a behavier guery and a letter Tormat “v'ou can print an exiling letier for a given effeclive
date or for a date range. If an =ffective dale i used, a l=tt=r wil b= generaied for each student that meets any of the iigger crieria wih 2

benavior event on the effecive date. |11 8 date range & uzed, a Istar will e triggerad for sach student thal mestz or excesdz any of the
trigger criera with a behavior event wihin the dab= range.

Enler the Irigger criteria for the Letier

“‘Letter Name
[stealing

Apply Date Selection Tao:
":_;}E\rznt

(") Resalution

Event Resolution Raole Event Count (Blank m=ans any)
F stolen Fropery '-rl AND |An:r Resolution w AND | sy Aok ||z

Ludd Crib=ria

Report Opticns
Thne folowing eplions Boply when noiugng the DECpINS Summany SUb-Raport in the letar.

Show the following behavion events in the Digcipline Summany:

(%) Al events matching the crileria from the beginning of the school year through the date select=d when the letter is prinded
{:] Show iriggering =went only

) sl gvents of any type Trom the beginning of the school year through the date selected when the ietler ks printed
Dizplay the following information in the Discipline Summany:

Show Demeris

Show Sksif Hams

Show Ref=rral Ham=

Shaw Aok

[[] show Event Commente

[ show Reke Comments

[ show Resolution Commerts

Image 2: Behavior Letter Criteria

Trigger Criteria and Report Options
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Entering Trigger Criteria and Report Options

1.

Enter the Letter Name. This will be the name which appears within the Saved Letters window and
describes the nature of the report being created.

. Select whether data will search dates based on the Event or Resolution defined in the criteria below.

This option allows users to search for events when only the event or resolution date is known. This
option also appears within the Saved Letters window, informing the user to which date the letter
applies.

. Select the Event trigger criteria from the dropdown list. This is the behavior event a student will need to

be given to potentially populate the letter. Selecting Any Event will include all behavior events which
meet the criteria and date range entered. Up to 99 behavior events/resolutions can be added to the letter
wizard editor.

%2 The Behavior Letter Wizard will only accept Event Types containing the following special
characters: 2<>.:;? [ *% @#!$" ()-_+="". Attempting to generate a behavior letter
containing an Event Type with an “&” character will produce an error.

. Select the Resolution trigger criteria from the dropdown list. This will be the behavior resolution a

student will need to be given to potentially populate the letter. Selecting Any Resolution will include all
behavior resolutions, including unresolved events, which meet the criteria and date range entered.

. Select the Role trigger criteria from the dropdown list. Only students with this role assigned will

potentially populate the letter depending on the criteria and date range entered.

. Enter the Event Count. This field only counts events matching the given trigger criteria. This is number

of times a student must have the specified behavior event, resolution and role combination occur from
the start of the calendar year to the effective date, or last day of the date range. This field defaults to any
count if left blank. Entries in this field should be numeric only. A warning message will appear if the
entered value is not numeric.
Add additional trigger criteria by selecting the Add Criteria button.

£ Event, Resolution and Role criteria are JOINED using AND to increment the count.
Multiple criteria rows are joined using OR.

. Select what events will be pulled into the Discipline Summary Report. Below is a summary of each

option:

® All events matching the criteria from the beginning of the school year through the date selected
when the letter is printed - This will pull all events of the type selected with the resolution and
role specified from the beginning of the calendar year to the last day in the date range entered.

® Show triggering event only - This will only display events which triggered the count date criteria
to be met.

¢ All events of any type from the beginning of the school through the date selected when the
letter is printed - This will display all behavior events that which occurred from the beginning of
the calendar year to the effective date entered or last day within the date range entered

9. Select which information to include within the Discipline Summary Report by marking the appropriate

checkboxes. Only information marked within this area will display within the Discipline Summary
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Report. The following is a definition of each option:

Show Demerits - Demerits entered on the behavior event.

Show Staff Name - The staff member(s) who entered and/or assigned the resolution and event.

Show Referral Name - Name of the person who witnessed the event and alerted administration.

Show Role - The role (participation) of the student within the event.

Show Event Comments - Comments entered on the behavior event.

Show Role Comments - Comments entered on the behavior event when selecting the proper

designation for the participation of the student.

Show Resolution Comments - Comments entered on the event resolution.

10. When finished, select the Letter Format button. Users will be redirected to a new editor where writing of
the letter can begin.

Inserting Campus Fields and Sub-Reports

To maximize efficiency and allow for the letter to adapt to reporting the same message uniquely for each
student receiving a letter, Campus Fields can be inserted for each applicable piece of data. This feature
functions much like an Ad hoc report. For example, users who wanted to have each person’s first name appear
within the letter would select the Campus Field icon and insert first name by selecting Demographics >
tirstName. By inserting firstName, each individual letter will have the person’s name populate where the
campus field was placed. This concept can be applied to a variety of Campus data and can greatly improve
efficiency when printing letters for a large group of users.
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This icon will open
Campus Sub-Report
Froperties and allow
users to include the
Discipline sub-report

within the letter.

Image 3: Sub-Reports and Campus Fields

Campus Sub-reports can also be included within the letter. For the purpose of utilizing previously established
Discipline Summary options as well as including the most relevant behavior information, users are encouraged
to only include the Discipline Summary Sub-report within the letter. This can be done by clicking the Campus

Benhawior Letter Wizard
This wzand will walk you through the creaton of @ behavior query and a letter format. Y'ou can print
an existing letler for a given effective date or Tor a date range. IT an effective date & used, & Eter wil
be ganarated for sach atudent that mesia any ofthe triggar crieria with a behavier event on the
effective date. If a date range 12 used, 3 letter wil be triggered for each student that meets or
exCEeds any of the trigger crieria with a tenavier event within the date range.
*Hame
Sigalng
Format
H = = = = =:
B 7 u|EE|=E[E==:e
=; Fore * | Size s Ty
This icon will apen
Campus Field Properties
and allow users to insert
campus fields within the
letter.
Organized Tao:
| User Account b

Sub-report icon and selecting Behavior > Discipline Summary.
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Behavior Latler Wirard

Thig wizard wil wak you through the creation of a behawior guery end a letler format. % ou can print
an cxisting letter for o given effectve date or for @ daie range. If an effective dote iz used, a letter will
be gensrat=d for sach student thal mests any of the trigger crileria with @ behavior svend on the
effective date. If a date range = used, & etter wil be triggered for each 2tudent that masis or
exceeds any of the tigger critsria wih a behavier event within the date rangs.

“Hame

Siealing |

Format

B I V| EElFE|s=sE=iQAIRO=E0
‘Eant *| Size "TH'

Dear mailingAdcress guardianFirsiName, < Included Campus fields will
appear within blue-outlined

You are receiving this lefter to inform you that your haxas.

student student firstName: istudent lastName! was caught stealing property

from sch.name;. District policy dictates students caught stealing are

required to serve a minimum three days of in-school suspension. Please be

aware that any future violations may resulft in expulsion.

Discipline Summary

Included Sub-reports will
appear within red-outlined
boxes.

Organiced Tog

User Account b |

Image 4: Campus Fields and Sub-Reports

Behavior Letter Creation and Maintenance
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Creating the Behavior Letter

1. Ensure the letter Name is correct. This field will auto-populate with the name entered in the previous
editor.

2. Begin writing the letter within the text box.

3. Select the appropriate Campus Fields to include in the letter.

4. Select the appropriate Campus Sub-reports to in the letter. Users are encouraged to select the Discipline
Summary report to include the most relevant behavior information and utilize previously established
options.

5. Select a user group from the Organized To dropdown list. Only users included within the user group
selected will have rights to view and use the letter. If the User Account option is selected, only the user
creating the letter will have rights to view and use the letter.

6. Once all writing is complete, all Campus fields have been inserted into the letter and the Discipline
Summary has been included (if desired), select the Save Format button. The screen will flash telling the
user the letter has been saved and users will remain viewing the completed letter for ease in making any
modifications. To access and print the newly saved letter, select Behavior Letter Wizard from the
Campus Outline.

Printing Behavior Letters

1. Select a letter from the Saved Letters window. The selected letter will highlight in blue.

2. Select whether to generate data for the report based on the Effective Date or Date Range. Description
for each option is as follows:

® Effective Date - A letter will generate for each student who met or exceeded the trigger count for
the specified criteria on this day

® Date Range - A letter will generate for each student who met or exceeded the trigger count during
the date range entered. This includes the first and last day of the range.

3. Select whether to sort generated letters by Student Name or Zip.

4. Select a Letter Format. Selecting the Addressed Form Letter radio button will make the Salutation Line
tield available. Letters generated with this option selected will format in a mailing letter style, where
address information is placed to fit a standard window envelope. Any salutation written within the
Salutation Line field will be included at the beginning of the address viewable within the envelope
window. Letters generated using the Blank Form Letter format appear as a more standard letter, with
no formatting used for direct mailing purposes.

5. Select an Ad hoc Filter from the dropdown list (if desired). Ad hoc filters can be created by going to Ad
hoc Reporting Filter Designer.

6. Select the Print Letters button. Generated letters will appear in a separate window in PDF format.
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| Elementary
2680 Upper Test Rd
Testvillz, MM 33102
(555)333-1211

To Farent/Guardian of:

1 "
902 TestBlvd 5
Testville. MM 11223

Dear Sheryl,

suspension. Please be aware that any future viclations may result in expulsion.

Report gensrated:
08/01/2009

Student #145862
Grads: 02
Birthdate: 06/08/2001

‘fou are receving this letter to inform you that your student " was caught stealing property from &
Elementary. District policy dictates students caught stealing are required to serve a minimum three days of in-schoal

Student was caught stealing school proparty.

Raole Comments
Student was caught in the act of stzaling.

Resalution Camments
District polcy requires three days of in-school suspension.

Image 5: Behavior Letter - Addressed Form Letter Format

Date Event Rde Staff Referral Resolution Dementz  Start Date End Date
Stolen IS5 -
oa/0/2002 Property Offender  Admin, Admin Admin, Admin In-Schoal o Ce01/2009
Suspension
Event Comments

Dear i

suspension. Flease be aware that any future viclations may result in expulsion.

You are receiving this letter to inform you that your student ’ was caught stealing property from
Elementary. District policy dictates students caught stealing are reguired to serve a minimum three days of in-school

Siudent was caught stealing school property,

Rele Comments
Student was caught in the act of stealing.

Resoclution Comments
District policy reguires three days of in-school suspension.

Image 6: Behavior Letter - Blank Form Letter Format

Editing Saved Letters

Date Event Role Staff Riefarral Resolution  Dlemerits  Start Date End Date
Stolen IS5 -
08/01/2008 Property Offender  Admin, Admin  Admin, Admin In-Schoal 1] 0a/01/2008
Suspension
Event Comments

Users have the option of editing saved behavior letters. This is a useful option when making slight

modifications, updates or additions to existing letters.
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1. Select the letter from the Saved Letters window. The selected letter will be highlighted.

2. Select the Edit button. Users will be redirected to the trigger criteria and report options editors for
modification.

3. Once finished making modifications, select the Letter Format button. Users will be redirected to the
letter editor.

4. Make all appropriate modifications to the body of the letter and select the Save Format button when
tinished. The behavior letter is now saved with all edits made.

Behavior Letter Wizard

Thig wizard will walk you through the creation of a behavior query and a letter formal. You can print an existing letter for a given
eftective date or Tor a date range. IT an eTfeciive date I3 used, a Btter will be generatsd Tor sach siudent that meets any of the trigger
criteria with a behavior event on the effective date. If a daie range iz usad, a letier will be triggered for each student that mesiz or
excesds any of the trigger criteria with a behavior event within the date range.

Saved Letters Generate Letters For:
Letter Hamsa Date Applies To Effective Date ()
[ 5 Tardies Event

09/1/2008 [0

| G-Special Services Secongary Date Range o

SortOption: () Student Name () Zip

Letter Farmat: @ Addressed Form Letter O Blank Form Letter

Salutation Line: |T0 Parent/Guardian of:

[E]e= &= "

Hoc | .’ |
Fitter:

Print Letters

Image 7: Editing Behavior Letters
Deleting Saved Letters

Users have the ability to delete saved behavior letters. This is useful for deleting unused letters and general
maintenance of the saved behavior letter list.

1. Select a behavior letter from the Saved Letters window. The selected letter will be highlighted.
2. Select the Delete button. Users will receive a warning message asking whether they wish to delete

the report design. Select OK to delete the letter.
3. The Save Letters window will update and the deleted behavior letter will have been removed from

the system.
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Benawvior Letter Wizard

Thig wizard will wak yeu through the creation of a behavior guery and a etter Tormat. vou can print an existing letter for a given
effective dats or for a date range. If an effective date iz uzed, a letter willbe gensrated for 2ach student that meetz any of the trigger
criteria with a behavior event on the effective date. If a date range iz used, a letter will be triggered for each student that meets or
exceeds any of the trigger criteria with a behavier event wihin the dale range.

Saved Letters Generate Lettzrs For.
Letter Hame Date Applies To Effzctive Date o)
|7 5 Tardiss Event
esorzoea
[+ G-3pecial Services Secondary

http:/irunk.infinitecampus.com: B0BO/

Are you sure you wish to delete this Report Design?

cit »
Hoc | vl
Filtzr:

Print Letters

Image 8: Deleting Saved Letters

Behavior Messenger (.1226 and previous)

Overview | Field Limitations | Creating a New Behavior Messenger Template | Using a Behavior Messenger
Template to Send a Message

B A more up to date version of this article exists:

® Behavior Messenger

See the Finding the Infinite Campus Version article for more information about determining your
Campus version.

@ In the E.1226 Release Pack (June 2012), a Record a Message button was added to the Behavior
Messenger interface. When selected, a ShoutPoint Voice File Recorder tool displays. See the
ShoutPoint Voice File Recorder for more information.

Overview
Seelt L Discuss it

PATH: Behavior > Behavior Messenger

The Behavior Messenger Wizard allows users to create message templates that will be sent to parents of
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students with behavior events.

The Behavior Messenger templates specify the criteria on which to filter events. Users can later set up a
Behavior Messenger template to be dialed on a schedule using the Behavior Messenger Scheduling tool.

Index | Search | Help Behavior Messenger Wizard

:_:fj System Administrator ~
+ Iﬂ| Student Information Thiz wizard will walk you through the creation and 2ending of meszages relaying information about Behavior Ever
+ @ Instruction
+] @J Census
= { Behavior Behavior Messenger Templates

[% Behavier Referral
% Behavior Letter Wizarc L] JEbea
R Behavior Hessenge
[/ Behavior Messenger =
[ Detention Tracker

+ |_] Reports

G Health

+ 4% Attendance

+| ¢ Scheduling
+ Fees

+ [ Grading & Standards

4 O] Medicaid

+ Ad Hoc Reporting

+ (] Transcripts

# ] User Communication

: g ?;it;m Adminigtration
+ ] Messenger

4[] Surveys

Image 1: Behavior Messenger Editor
Field Limitations

The following limitations should be noted when creating a message:

® The Message Recipient Field Value accommodates the text field from which data is pulled and allows for
text lengths larger than 255 characters.
® At this time, text in that field cannot be greater that 2000 characters.

@  If the user enters a behavior event comment that exceeds 2000 characters, the message will not be

sent.

Creating a New Behavior Messenger Template
5 -y
1. Click the New Template button.

Criteria Selection

1. Enter the Name of the behavior message.
2. Select the Event Types from the dropdown list to include in the message.
3. Select the Involvement Roles from the dropdown list to include in the message. Up to four behavior
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roles can be selected.

JE be2

Grade Lewvel
All Grades W

Ewent Types
All Events

SO 50 (6] 19 L) ] 1 [

Invalvement Roles

All Roles w

Start Time Expected Finish Time Limit delivery to guardians that speak
05:38 PM Mo Language Preference |[w

Delivery Devices

“Caller 1D

D Email Phone ':641:'?92—5?9?

[ Message Format -=

Image 2: Message Criteria

Delivery Information

/] Messages can be sent to either Email or Phone. Automatically, messages are sent to the Portal
Inbox.

1. Enter the Start Time of when the message should be sent.

2. Enter the Expected Finish time.

3. Determine the language of the guardians. The recipients are determined by the selection in the Preferred
Language Field on the Demographics tab. To send messages to guardians whose Preferred Language is
English AND guardians whose Preferred Languages is Spanish, two separate templates must be created.

4. Select the Delivery Devices to use to send the message. Options are Email and Phone.

5. Click the Message Format button.
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JE be2

Grade Lewvel
All Grades W

Ewent Types
All Events

W
W
W
W
W
W
W
W

Invalvement Roles

All Roles w

Start Time Expected Finish Time Limit delivery to guardians that speak
05:38 PM Mo Language Preference |[w

Delivery Devices

“Caller 1D

D Email Phone (B413792-5737

[ Message Format -=

Image 3: Message Delivery Options

9 1t uploading a .wav file, when the messages are sent, only the .wav file is read for voice calls. The
text entered in the WYSIWYG is included in the email.

Message Format

Enter the text of the message into the WYSIWYIG editor.

Select the desired Campus Field Properties. These aid in the collection of data.

Click the Record a Message button to record a message using the ShoutPoint Voice Recorder.

Select the Communication Language from the dropdown list. Options are US English and Spanish.

Select the Speech File to use by uploading a WAV file. Users should use this function whenever they

would like to replace the built in text-to-speech spoken message with their own speech file. This is

required for Spanish language messages since Campus does not support Spanish text-to-speech

functionality.

6. From the Organize To dropdown list, select the user group to save the template for or choose User
Account to only allow the current user to access the template.

7. When finished, click the Save Format button. The new report will appear in the templates list on the first

Ol L=
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page of the Behavior Messenger Wizard.

Behavior Messenger Wizard

This wizard will walk vou threugh the creation and sending of messages relaying information about
Behavior Events to student guardians.

*Name
JE Beh
Format

Cutting and pasting from third party preducts, e.g., Microsoft Word, is not recommended.

‘Bz U|E=E[=EE==en:

_|F Fort ~ | Size - i Iy~

Behaviar

Record A Mez=sage

Communication Language Speech File
en_L5: US English » Upload WAV

Organized To:
User Account

Image 4: Message
C C
Format

Using a Behavior Messenger Template to Send a Message

" -

1. Select the template from the Behavior Messenger Templates list.
2. Click the Use Template button.
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Behavior Messenger Wizard

This wizard will walk you through the oreation and sending of messages relaying information about Behavior Ever

Behavior Messenger Templates

[] JEbez

New Template

Use Template -=

Image 4: Existing Template Selection

Criteria Selection

LS.

Enter the Name of the behavior message.

Select the Grade Level from the dropdown list.

Select the Event Types from the dropdown list to include in the message.

Select the Involvement Roles from the dropdown list to include in the message. Up to four behavior
roles can be selected.

Delivery Information

Enter the Start Time of when the message should be sent.

Enter the Expected Finish time.

Determine the language of the guardians. The recipients are determined by the selection in the Preferred
Language Field on the Demographics tab. To send messages to guardians whose Preferred Language is
English AND guardians whose Preferred Languages is Spanish, two separate templates must be
created.

Select the Delivery Devices to use to send the message. Options are Email and Phone.

Enter the Effective Date in mmddyy format.

Message Test
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1. Click the Test Message button. A message summary window appears, listing options selected.
2. Click the Cancel button to return to the Behavior Messenger.
3. Click the Send Test button to send the message.

TEST BEHAVIOR MESSAGE

To send a test of this behavior message to yourself, enter the phone number or email address you would
like the test to be delivered to and test values to replace the fields on the message.

Subject: new test

Caller 1D: (841)792-5797
Destination Phone #:

Destination Email:

student. firstMame: firstiame
student. lastMame: lastMame
student.grade: student.grade

activeEnroliment.grade: | activeEnroliment.grad

[ Cancel ][ Send Test

“MNaote: If the dialer is cumently busy your test message will wait in the queue until it is ready to dial, so
you may not receive this message immedistely. To ched: the status of the dialer view the Disler Activity
report.

Image 5:Testing the Behavior Messenger
Message Preview and Sending

1. Click the Preview Notices button to see the number of recipients and counts of the message.
2. Click the Review Recipients button to see which individuals will receive the message.
3. Click the Send Message to send the message.
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Mezsage Preview

Select Review Recipients to view the people and devices this message is being sent to.
Select Send Message deliver this message.

Subject: Student Behavior

Bedy: Behavior
[student grade][activeEnrollment grade]

Recipient Count: 0

Phene Count: 0

Email Count: o

Image 6:Message Preview

Behavior Messenger Scheduling (.1226 and previous)

Overview | Scheduling a Behavior Email Message

O A more up to date version of this article exists:

® Behavior Messenger Scheduling

See the Finding the Infinite Campus Version article for more information about determining your
Campus version.

Overview

— —

PATH: Behavior > Behavior Messenger Scheduling

The Behavior Messenger Scheduling allows a user to set up times to automatically run the Behavior
Messenger. Templates must be created before using this tool. This is done in the Behavior Messenger Wizard.
All existing behavior templates will appear in the Behavior Messenger Schedules list.

When the scheduled time arrives, the attendance dialer will automatically generate messages based on the data
available at that time. A confirmation email will be sent to the address specified as the Sender Address in
Messenger Email Preferences tab, informing them that it has run and how many phones/email devices

received the message.
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ﬁﬂehav‘mr Messenger Scheduling I
E Save X Delete D Add Scheduled Behavior Message

-1 ] arsen
-] Arzon — 11/30/2009 12:41:00 -0800
-[} arson 2 — 11/30/2009 12:50:00 -0800

L[ ) Arson 3 — 11/30/2009 12:51:00 -0800
D Behavier message regression testing
EID Bomb Threat
Scheduled Behavier mezzage — 12/28/2008 14:27:00 -0600
D Reg Letter Test

Scheduled Behavior Message For arson

*Schedule Hame Dizabled

Arzon | Fl

*Calendar Sender

| 050 (CHS) 09-10 v| System1 Administratort
*Start Date/Time Recurring Frequency
11/30/2009 [72] 12:41 PM

*Caller ID Send confirmation email

(76317954106

Image 1: Behavior Messenger Scheduling
Scheduling a Behavior Email Message

Select a template from the Behavior Messenger Schedules table.

Enter the Schedule Name.

Select a Calendar. This option is defaulted to the calendar selected in the toolbar.

Enter the Start Date in mmddyy format or click the calendar icon to select a date.

Enter the Start Date/Time of the message.

If the Behavior Messenger should be disabled, mark the Disabled checkbox. If disabled, no future

messages will be sent for the task.

7. Choose how often the dialer should occur by selecting an option from the Recurring Frequency
dropdown list.

8. Mark the Send Confirmation Email checkbox to receive an email when the message has been sent. An
email will be sent to the address specified as the Sender Address in Messenger Email Preferences.

9. Select the Save icon when finished. The new schedule will appear below its respective template in the

Behavior Messenger Schedules table.

SN o e

Add more schedules by selecting the newly added schedule in the Behavior Messenger list and select the Add
Scheduled Behavior Message.
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@ If a Behavior Event Type chosen on the Behavior Message Template that includes user-entered
text that is more than 2000 characters, the voice message will abort and be noted as such on the
Print Sent Message report. This does not abort all voice message calls, only those where the
behavior event comment is more than 2000 characters.

Detention Tracker (.1226 and previous)

Overview | Entering Detention for a Group of Students | Entering Detention for Individual Students |
Detention Tracker Record Fields

© A more up to date version of this article exists:

® Detention Tracker

See the Finding the Infinite Campus Version article for more information about determining your
Campus version.

Overview

— e———

The Detention Tracker collects detention resolutions assigned on the student's Behavior Tab and allows users

to manage detentions as they are served. This article describes how to enter detention served information for
groups)\ or individual\ students.

To appear in the detention tracker, the Behavior Resolution assigned to a student must have a subtype of
"detention,"as set in the Resolution list. The Detention Tracker is used to record detention served, not to enter
new detention requirements. That is done on the student's Behavior Tab.

Index | Search ‘ Help | [ Detention Tracker |
[ Systeml Administratort = suomit
=163 Stdent nformalin Edfits to this list save automatically. 4:53 PM
General
Counseling Detention Tracker Editor
Grad Planner Presert |*Dte Served Start Time End Time

Heatth ‘D |UEf22f2011 ] M | | ‘[ Fil Empty | ‘ ‘
Medicaid | |

Special Ed
Reports
Instruction Studert, Shavon Thr [taoem | [2a0em |t
@ Census
= f: Benavior ] Studert, Alexandra 1 1 hr 30 min
T Behavior Letter Wizard
=j Behavior Messenge, O Student, Briana 12 1hr
ehauicrhi ger Sche
Studert, Mary 1 2hr 1hr 1hr “ ‘

Repurts

Image 1: Detention Tracker
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Changes made in the Detention Tracker are saved automatically when the user clicks or tabs
away from a field. The time the last save occurred appears in the top right corner of the editor.
Users can navigate away from the detention tracker without submitting the information and
return to the Detention Tracker. Information will not be truly recorded, and student Behavior tabs
updated, until Submit is selected.

& Once a detention record has been submitted, the record for detention served can only be
modified in the Detention section of the student's individual detention tab.

Entering Detention for a Group of Students

Records for detention served can be entered for all students in the list at once.

1. Mark Present in the Detention Tracker Editor to automatically mark 'Present’ for all students in the list.
To remove students from the mass update, unmark the Present checkbox for those students.

2. Enter a Date Served in mmddyyyy format or by clicking the calendar icon and selecting a date. This field
defaults to the current date.

3. Enter Start and End Time for the detention served record. If any of the students who have Present
marked already have Start or End Times entered, the editor will not overwrite those fields and will
insert values for any empty fields.

4. Click Fill Empty to update all students who have the Present checkbox marked. The Detention Tracker
record fields below will be updated to reflect the change. The record is not fully submitted until the
Submit button is selected, which will refresh the Detention Tracker screen.

Entering Detention for Individual Students

Records for detention served can be entered for individuals using the Detention Tracker Editor by leaving only
one student's name marked as Present.

1. Mark the Present checkbox for the student who is serving detention. Once this checkbox is marked,
Time and Comment fields will become editable.

2. Enter a Start Time in standard or military time.

3. Enter an End Time in standard or military time.

4. Upon clicking or tabbing away from the Time fields, Hours Service and Remaining Hours will update
automatically.

5. Enter any Comments to be attached to the record.

6. Changes to the record will be saved automatically. Select Submit to validate and save changes and
update the student's Behavior tab.

Detention Tracker Record Fields

Present, Name and Grade columns are sortable by clicking the header row. The table is sorted automatically by
student last name, or alphabetically/numerically depending on the column selected.
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Field Description
Name
Present Indicates that the student is present to serve detention. Marking this checkbox will enable other

fields in the Detention Tracker to be editable.

Name Autopopulates with the student's last name and first name.
Display only.
Grade Autopopulates with the student's grade level, based on the student's most current enrollment.
Display only.
Total The total number of hours of detention the student is required to serve, over all detention
Hours resolutions.
Display only.

Start Time The start time of this instance of the student serving detention. Times can be entered in standard
or military time.
Editable when Present is checked.

End Time The end time of this instance of the student serving detention. A start time must be entered
before an end time can be. Times can be entered in standard or military time.
Editable when Present is checked.

Hours Calculates based on the Start and End Time entered.
Served Display only.

Remaining Calculates as the difference between Total Hours and Hours Served. If Hours Served is greater
Hours than Total Hours, this value will display as in red.
Display only.

Comments Any comments attached that should
Editable when Present is checked.

Reports (Behavior) (.1226 and previous)

® A more up to date version of this article exists:

® Reports (Behavior)

See the Finding the Infinite Campus Version article for more information about determining your

Campus version.

Overview
PATH: Behavior > Reports

Two behavior reports are available for reviewing and monitoring of student behavior.

ssssnbddassscrs o ccssnndddnssiccnnnidia (;; sdddassscssnadBdsrsscavandBbdosss s nbbiboe s


https://community.infinitecampus.com/kb/display/DOC/Enrollments
https://community.infinitecampus.com/kb/display/DOC/Finding+the+Infinite+Campus+Version

Knowledge Base - Behavior

Index | Search | Help Behavior Event Report

" L
t'ﬁ System Administrator i This report will st the number of events per type. The report can be grouped by staff member, staff member with student, event type
H Iﬂ Student Information and student.
#1 {4 Instruction
+ @) Census
= ﬂ< Behavior
. " . -
% Behavior Letter Wizarc Which events would you like to include in the report?
% Behavior Messenger - -
Date Range: From a|To i
|3 Behavior Messenger £ J J
|3 Behavior Referral Event Types: All "

=] Reports @ an Alcohol Violation(14L)
1 ®) Pasitive Assault(SAS)
| ] Resolution = s |Bullying/Harassment(18H}

Behavior Reports

Behavior reports are designed for a behavior administrator to generate. Users are limited to pulling the reports
for one school at a time. The following behavior reports are available in District Edition applications only:

Reports School or  Description
District
Use

This report will list the number of events per type. The report can be grouped

Behavior School
by staff member, staff member with student breakdown or event type.

Event ReEort

Behavior School
Resolution

Report
Behavior Event Report (.1226 and previous)

Overview | Generating the Behavior Event Report

The Behavior Resolution Report will print behavior resolution information.
The summary report only lists the count of resolutions for each student.

® A more up to date version of this article exists:

® Behavior Event Report

See the Finding the Infinite Campus Version article for more information about determining your

Campus version.

Overview

[Tyt \gJif Disc

The Behavior Event Report lists the number of behavior events by type. The report can be grouped by staff
member, by staff member and then student, by event type or by student.
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Index | Search | Help Behavior Event Report

:_jj System Sdministrator

F |ﬂ] Studert Informatian Thiz report will list the number of events per type. The report can be grouped by staff member, staff r
_’J WERSION HIZTORY
+ @ Instruction
3 @c Census Which events would you like to include in the repor?
-] ~e Behavior
[ Behavior Referral Date Range: From o To 75

E Behavior Letter Wizard

:_-"_| Biehavior Messenger B = 2
G’ Biehavior Messenger Sche @ Al Abuse,Verbal.mon-\-.’erl.aal(.l\EIU)
: O Pastive NCDth."ChEm!CEﬂS D|str|bLthJ'SeII(ACS)
[ Detertion Tracker AlcoboliChemicals PossessionUsednder Influence 4CF)
= [ Reports O Megative | srson(4RS)
Azzault, Physicall 45P) e
L1 Resalution
=G Health
o ':f_i' Attendance Staff Members: Involvement Roles:
e % Scheduiing E ~ TR
m Fees Abendrath, Barbara instigator
+ [2% Grading & Standards :ﬁug::,;alme E;;?gii:_ﬂ
[ asmt Data Gatewsy (4DG) An'luusu, Gregory Wictim
# [ Medicaid Andrus, Douglas | Witness

+ ] Pragrams
+ .@ Ad Hoo Repaorting
+ ] Transcripts

CTRL-click or SHIFT-click for multiple

+ (7] User Communication Howy wyould you like the records to be grouped by?

# ' System Administration @ start O starf wistudert ) Evert Type ) Studert
+ ] FRAM

+ 7] Messenger

+ ] Surveys

+ ] MN State Reporting Generate Report

[ accourt Settings

Image 1: Behavior Event Report

@ Behavior Event Types are created in System Administration and events are entered in Behavior

gStudentg.

Generating the Behavior Event Report

1. Enter a Date Range in mmddyyyy format or by clicking the calendar icons and selecting dates. Leaving
the Date Range blank will report for the entire school year.

2. Select which Event Type(s) should be included in the report. Click the Positive or Negative radio buttons
to view only those events. Select multiple events by using the SHIFT and CTRL keys.

3. Select which Staff Member(s) should be included in the report. This list is populated by staff members
who have "Behavior Admin" marked on their District Assignments (Campus SIS users) or selected on
their Work Assignment (Human Resource module users).

4. Indicate which Involvement Role(s) should be included in the report.

Indicate how the report should be grouped, by staff, by staff then student, by event type or by student.

6. Click Generate Report to view the report in PDF format.

o
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Behavior Type Report
2011-12 All Staffs  Date Pa.nUE"OI;"DI'7015-09-'10"’011
Central ngh School ) I\:eaalj\'e E\.'el:;ts"::\.l.l Elvent_s All R;le;
1234 South 5t Central, MW 54321 . ) )

Generated on 09202011 01:21:13 PM Page 1 of 1 Group by staff
Staffs: 2 Events types: 2 Events: 2 Students: 1

Event Students

Staff Event Type Count Count
Teacher, Sally Alcohol/Chemicals 1 1
Events: 1 Distribute/Sell

Students: 1

Teacher, Thomas Ahuse Verhal/Mon-Verbal 1 1
Events: 1

Students: 1

Image 2: All Behavior Events Grouped by Staff

Behavior Type Report
2011-12 All Staffs £)ate PmBE"UISJ"CII "?Dlg-ﬂg"ﬂ"jﬂll
Central High School Negative Events -AllEvents All Roles

1234 South St Central, MN 54321 ; )
Generated on 09/202011 01:2627PM  Page 1 of 1 Group by staff w/student breakdown
Staffs: 2 Events types: 2 Events: 2 Students: 1

Teacher, Alice Event Types:1/1 Events:1  Students:1
1. Event: Alcohol/Chemicals Distribute/Sell  Events:1  Students:1
Event Detail Student(#)-Grade Role
09M16/2011 13:13 Student, Sam (#123456) - 11 Offender
Teacher, James Event Types:1/1 Events:1  Students:1
1. Event: Abuse Verbal/Non-Verbal Events:1  Students:1
Event Detail Student{#)-Grade Role
09M16/2011 13:12 Student, Chris (#234567)-10 Offender

Image 3: Negative Behavior Events Grouped by Staff then Student

2010-11 Behavior Type Report
Central Hi g-h School All Staffs Date Range: 02/08/2011~04/02/2011

1234 Sauth St Central, MM 54321 Events: All Events Roles: Offender,

Generated on 09/19/2011 01:03:45 PM  Page 1 of 140 Group by event type .
- Events types: 23 Ewvents: 7282 Students: 1467 Staffs: 3

Abuse, Verbal/Non-Verbal Staffs: 1/2  Events: 13 Students: 11 Alcohol/Chemicals Staffs: 11 Events: 1 Students: 1

1. Staff: Teacher, Michael Events: 2 Students: 2 Distribute/Sell

Event Detail Student(#)-Grade Role 1. Staff: Teacher, Karen Events: 1 Students: 1
03/15/2011 16:01 Student, Sally (123456 - 11 Offender Event Detail Student(#)-Grade Role
Comments: Swore at teachers during class on 2 separate occasions 02/24/2011 16:52 Student, Zachary #234567)- 10 Offender
02/11/2011 2107 Student, Chris #345678) - 12 Offender Comments: A student reported there was a strong smell of marijuana in

the stairwell area. When | looked at video, | noticed Zach and another
student standing in the area for several minutes. | questioned Zach, who
denied using marjuana. Zach's hands smelled of marijuana, however.

Comments: Swore at teachers during class on 2 separate occasions

Abuse Verbal/Non-Verbal Staffs: 2/2  Events: 13 Students: 11

2. Staff: Teacher, Karen Events: 11 Students: & Alcohol/Chemicals Staffs: 1/2 Events: 5 Students: 5
Event Detail Student({#)-Grade Role Possession/Use/Under
03/21/2011 10:57 Student, Chris #345678 - 12 Offender  Influence .
Comments: Not on task, called her teahcer “annoying™ = Abusive 1. Staff: Teacher, Michael: Events: 4 Students: 4
language.. Event Detail Student(#)-Grade Role
031672011 1327 Student, Zachary #234567)- 10  Offender 03/21/2011 1355 Student, Dejon #456789) - 11 Offender
Comments: Abusive Language/insubordination: Comments: Dejon left the building to go and smoke marijuana.
. P ion of drug paraphernalia.i

03/21/2011 12:24 Student, Sally #123456) - 11 Offender

Comments: in possession of marijuana on school grounds.

Image 4: All Behavior Events Grouped by Type, Offenders Only
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Behavior Type Report
All Staffs Date Range: 02/08/2010~10/02/2011
Events: All Events FRoles: Participant, Victim,
Group by student
Students: 140 Events types: 17 Events: 227 Staffs: 5

2010-11
Central High School
1234 South St Certral, MM 54321
Generated on 09/19/2011 02:07:14 PM Page 1 of 11

Student, Chris (#123456)
Student, Chris @#123456) Grade:11 Event Types: 1/1  Events: 1 Student, Chris #123456) Grade:11 Event Types: 1/1  Events: 1

1. Event: Detention Srvd Events: 1 1. Event: Detention Srvd Events: 1
Event Detail Role Recorded By Demerits Event Detail Role Recorded By Demerits
10/25/2010 06:45 ParticipaniTeacher, Karen -2 10/26/2010 06:41 ParticipaniTeacher, Karen -2
Comments: Aftended AM Detention 10-28-10 Comments: Attended AM Detention 10-26

Student, Chris @#123456) Grade:12 Event Types: 1/1  Events: 1 Student, Chris @#123456) Grade:11 Event Types: 1/1  Events: 1

1. Event: z-NO LONGER USED: False Report Events: 1 1. Event: Unex Absences/Tardies Events: 1
Event Detail Role Recorded By Demerits Event Detail Role Recorded By Demerits
02/22/2011 10:31 ParticipamTeacher, Karen 0 12/02/2010 11:42 Victim  N/A 2

Comments: lafe

Image 5: All Behavior Events Grouped by Student, Victims and Participants

Behavior Resolution Report (.1226 and previous)

Overview | Generating the Behavior Event Report

® A more up to date version of this article exists:

® Behavior Resolution Report

See the Finding the Infinite Campus Version article for more information about determining your

Campus version.

Overview

The Behavior Resolution Report lists the number of behavior resolutions by type.The report can be generated
in one of two ways: the Summary option will only list the number of resolutions for each students, whereas the

Detail option will list the details of each resolution.
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Index | Search | Help Behavior Resolution Report

m Syztem Adminiztrator
+ |ﬂ| Student Information
_'\J YWERSION HISTORY
+ @ Instruction
+ @‘3 Census
] 4 Behavior Wahich students weould you like to include in the report?

Thiz repott lists event, resolution and student informstion. The summary format pr
student.

[ Behavior Referral All Students
% Behavior Letter Wizard
% Behawviar Messenger
G’ Behavior Messenaer Sche
E’ Detention Tracker

= _]) Reports O Ad Hoe Fitter

L] Evert Enrolment Effective Date |09/19/2011 7]

+ % I Hesith

1% Attendance Report Type (&) summary () Detail

T
+ %’ Scheduling
+ gy Fess Resolution Date Options

. .
[F Grading & Standards Start Date on ar after 5| onor before
[ asmt Data Gateway (ADG)

+ (7] Medicaid End Date  on or atter 3 on or hefore

+ ] Programs

# [id Al Hoe Reporting Evert Ertriss At Lesst A1 Mot
+ ] Transcripts
+ [ User Communication
¥ Eﬁ* System Administration Sort Cptions | number of incidents (descending)
+ O] FRAM
+ |:| ezzenger Wihich resalutions would you like to be included in the repart
+ ] Surveys
W
# ] MM State Reporting Er
[ Account Settings Bus Dietertion(DET) Distnis=al from
L1 Access Log Suspension(B) Schaol(E1)

G Campus Community
E] Lag Off Schoaol Student Susp/Ex Curr

Transfer(=T) Canference(=C) Activities(SEC)

Tabacco Ed Transter[TRM]
Suzpension(=Us)  Class(TEC)

Truancy unuzed Warning(WRN)
Referralz(TRR) Detention(C)

Generate Report

Image 1: Behavior Resolution Report

& Behavior Resolution Types are created in System Administration and events are entered in
Behavior (Student).

Generating the Behavior Event Report
LA,

1. Indicate which students should be included in the report by selecting Grade or Ad hoc Filter.
2. Enter an Effective Date in mmddyyyy format or by clicking the calendar icon and selecting a date. This
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tield will default to the current date.
3. Select the Report Type to be generated, Summary or Detail.
4. Enter any Resolution Date Options to limit the report to Start or End Dates on or after or on or before
the entered dates.
5. Enter the number of Event Entries in the At Least or At Most fields. These fields will limit the number of
resolutions attached to an individual student.
6. Select the report Sort Options. Options are:
® Number of Incidents (descending)
® Student Name
® Grade & Name
® Grade & Number of Incidents (descending)
7. Mark the checkboxes to indicate which resolutions should be included in the report.
8. Click the Generate Report button to view the report in PDF format.

2010-11 Resolution Summary Report
Central ngh School All Grades EffectiveDate: 00/19/2011
1234 Sauth 5t. Central, MM 54321 Sort By Number of Incidents
Generated on 09/19/2011 02:43:36 PM Page 1 of 32 Total Students: 1884 Total Resolutions: 36455

Student Student Number Grade Resolution Count Event Count Demerits
Student, Alice 123456 11 164 164 202
Student, Ben 234567 09 163 163 262
Student, Carlos 345678 09 153 153 163
Student, Denny 456789 09 152 152 189
Student, Earl 5e7840 10 151 151 223
Student, Fiona 67890 09 144 144 215
Student, Gerald 789012

Student, Harris 890123 " 135 135 168
Student, Irene a01234 10 134 134 205
Student, Jack 0123445 09 133 133 228
Student, Kim 123456 10 127 127 17
Student, Lacey 234567 1 121 121 32

Image 2: Behavior Resolution Report: All Students, Summary Type, Sorted by number of incidents, All Resolutions

2010-11 Behavior Resolution Detail Report
Central High School Grade: 11 EffectiveDate: 09/19/2011
1234 South St Central, MM 54321 Sort By Student Name
Generated on 09/19/2011 03:01:03 M Page 1 of 429 Students: 501 Events: 9723 Resolutions: 9723

Recorded By(Evt.)

Student (Student #) Date & Time Even(Role) / Resolution End Date(Res.) Demerits
Student, Alice (#123456) Event 09/07/2010 00:00 Carryover from Prior Year (Offender) 36
Grade: 11 Demerits: 0 Resolution  0%/07/2010 00:00  Detention
Events: 35 Resolutions: 35 Event 08/12/2010 1112 Detention Srvd (Oflender) -36
Resolution 08/12/2010 11:12 Detention
Event 08/09/2010 10:06 Unex Absences/Tardies (Offender) 1
Resolution 09/09/2010 10:06 Detention
Event 091072010 10:35 Unex Absences/Tardies (Offender) 1
Resolution 09/10/2010 10:35 Detention
Event 091372010 10:31 Unex Absences/Tardies (Offender) 1
Resolution 09/13/2010 10:31 Detention
Event 09/14/2010 08:41 Unex Absences/Tardies (Offender) 1

Resolution 09/14/2010 08:41 Detention

Image 3: Behavior Resolution Report - Grade 9, Detail Type, Sorted by student name, Resolution of Detention
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Knowledge Base - Behavior

Behavior Referral (.1226 and previous)

Overview | Creating a Behavior Referral

® A more up to date version of this article exists:

® Behavior Referral

See the Finding the Infinite Campus Version article for more information about determining your
Campus version.

Overview

PATH: Behavior > Behavior Referral

The Behavior Referral Form allows school staff members to complete an online referral for a student behavior
event and submit it to a staff member such as a dean of students or assistant principal for further action.

Student, Christopher

Grade:09 #566A5 DOB:02/20M994 Gender:M

Eﬂehavinr Referral I

[ save

Firzt Mame
Christopher
Birthdate
2201994
Address
Address
5731 Rhode
Contacts
Contact
Judy
Other Phone

Contact
Steven
Other Phone

Behavior Event
*Ctaff Mame

Ave

*Referral Name

Lazt Name
Student
Grade

n4

Home Phone

Work Phone

(5552364161
Home Phone

Work Phone
(55531236—-4164d

*Date
07/08/2010 ||
*Event Type

e-mail

Cell Phone

(555 360-5548
e-mail

Cell Phone
(5553363-5552

*Time

12:01 PK

Demeritz

Weapon
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v

Violence Indicator

v| |



https://community.infinitecampus.com/kb/display/DOC/Finding+the+Infinite+Campus+Version
http://media.infinitecampus.com/public/learn/iccs/STO/02/01/01/STO.02.01.01_0000/page0.htm
http://media.infinitecampus.com/public/videos/training/selfpaced/04-Behavior/behaviorreferral/engage.html
https://community.infinitecampus.com/forums/forumdisplay.php?15-Behavior

Knowledge Base - Behavior

Behavior Referral

Behavior Referrals will create a behavior event record for the selected student and will contact the
individuals selected in the Notify section.

Creating a Behavior Referral

Upon opening the Behavior Referral tool, information for the last student to be viewed will appear. If this is
not the correct student, search for the student. Upon selecting the student, the referral will include, as in Image
1, with the basic student information, address, and parent/guardian contacts auto-populated from Census.

Enter information in the referral in the fields described in the table below. Fields may vary by state.

Field Description
Staff The name of the staff member who is assigned to handle and determine consequences for the
Name behavior event. This list includes all staff members who have Behavior Admin marked on their

District Assignments.

Date The date on which the behavior event occurred. Defaults to the current date.
Time The time at which the behavior event occurred. Defaults to the current time.

Referral The person who is reporting the behavior event.

Name
Event The behavior event which occurred. Behavior Events are created in the Behavior section of
Type System Administration.

Demerits  The number of demerits associated with the event.
Weapon  If a weapon was involved in the behavior event, indicates the type.

Violence  Used in state reporting, this field indicates if the behavior event involved violence. District
Indicator  policy will define how this field should be used.

Comments Any comments associated with the behavior event itself.
on Event

Comments Any comments associated with the student.
on
Student

Notify Indicates any other users who should be notified of the behavior referral. Messages will be sent
to selected individuals' Process Inboxes.

Click Save to submit the referral.
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https://community.infinitecampus.com/kb/display/DOC/District+Assignments
https://community.infinitecampus.com/kb/display/DOC/Event+Types+%28.1226+and+previous%29
https://community.infinitecampus.com/kb/display/DOC/Process+Inbox
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