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This tool will help you track and document students Offfcsats.

Overview:
ASetup Office Visits in the system.
AEnter students.
AMaintain the information.
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Comment Codes:
FORT BEND ISD {D[J[J) v @

A' At Entlty OOO SeIeCtStudents Families | Staff EStUE.IE”t FDE.'EI ﬁ
. ervices | Semnvice
Office.

~ Discipline - DI g Setup
B. DlSC'lene Entry by Student - BS 1]
. .. Entry by Incident - DI 1
C. Offlce VlS'tS Transaction Tracking - TT 1]
Reports - RE 1]
D' Setup ¥ Discipline Letters - DL Setup
E. Codes. ~ Office Visits - ov (&) qsmp
Entry by Date - MA Codes - CO e
Entry by Student - BS i
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F. Select Comment Codes. qEp Codesdr
=8 —] Codes - CO
G- Add ----- . | Reason Codes - RC
~-{ | Comment Codes -

H. Enter the Comment e e

Code, Short & Long —D : rass@e

D eSCH ptl On There a to u..s.:.a»; check your fiter settings. i i

|. To create for all

ent|t|es keep Include Comment Code Maintenance

A @ U
., = Comment Code Maintenance Q Save
All Entities checked. . .. ..o=®

* Short Description: | To Class

\J . Sa.ve . * Lang Description: |Sent To Class |
Include Al Ent’rties.&-
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K. Repeat for all Comment Codes.

Comment Code A B
Views: General - Filters: *Skyward Default - Y (L B &
Code & short Description Ln:lng Description All Entities
T T R T S T
P COUNS  To Counselor Sent To Counselor

P NURSE  To Clinic Sent To Clinic Yes

P OTHER  Other Other Yes

P PAREM  Parent P/U Parent Pick-up Yes

P PRINC To Principal Sent To Principal Yes
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Reason Codes FORT BEND ISD (000) (=/((}

Student | Food

Students | Families | Staff | . . :
Services | Senice

>

At Entity 000 select

_ ~ Discipline - DI @ Sehp
Offlce Entry by Student - BS Ll
] o Entry by Incident - DI 1
B. D|SC|pI Ine Transaction Tracking - TT ]
_ o Reports - RE LM

C . Offlce VISItS ¥ Discipline Letters - DL Setup
Templates - DL 9=

D- Setup * Office Visits - OV @ etup

Entry by Date - MA Codes - CO
E- COdeS Entry by Student - BS e a
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T

Select Reason Codes. AEp Codes &

. Add . - = Codes - CO @

-] Reason Codes - RC

. Enter the Comment_ ~{ Comment Codes - CC

L O

Office Visit Reason Codes A@T S 7
COde Short & Lon‘ Views: General » Fiters: *Skyward Default » Y [ = ,5%@ Add
Code « | Short Description Long Description Al Entties | Exclude Stu Entry Edit
D e S C r I pt I O n . There are no reconds to diply; check your fiter settings. - Delete
Back

I ] TO Create for a” Office Visit Reason Codes Maintenance A @O &
= Office Visit Reason Codes
entltles’ keep InCIUde * Dffice Visit Reason Cuded Q
All Entities checked. S = L —
Include All Entities Q

\J . Sa.ve . [C] Exclude From Student Entry

|III|
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K. Repeat for all Reason Codes.

Office Visit Reason Codes

Views: General - Filters: *Skyward Default -

Code & Short Deeeriptinn Long Deseriptinn All Entities | Exclude Stu Entry
I S e N NN
Attendance Attendance

P CE Car Exp Career Exploration Yes Mo

P COUNS Counselor Counselor Initiated Yes Mo

P CR Crisis Crisis Yes Mao
L Collzge Search College Searches Yes Mo

P Fa Fin Aid Financial Aid Yes Mo
L=t Fee Waivers Fee Waivers Yes Mo

P GR Grades Grades Yas Mo

P NURSE Murse Murse Initiated Yes Mo

P OTHER Other Other Initiated Yes Mo

P PAR Parent Parent Initiated Yes Mo
FPC Par Conf. Parent Conference Yes Mo

P PRIN Principal Principal Initiated Yes Mo
kP35 Per/Soc Personal/Social Yes Mo

P 5C Schedule Schedule Change Yes Mo

b STU Student Student Initiated Yes Mo

F TEA Teacher Teacher Initiated Yes Mo
PTG Testing Testing Yas Mo
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/li Note: \
Setup for Guidance Office Visits Is done
under:

A WS\OF\GU\PU\CO\OV i Comments.
A WS\OF\GU\PU\CO\VR i Reasons.

\_ J
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There are different methods of entering students in Office Visits:

V Campuses will be at HS (mm) =8
their Entity. ~ Discipline - DI <,/
V Discipline. v Office Visits - OV </
V Office Visits. Entry by Date - MA
OR Entry by Student - BS

) Student Check In - SE
Guidance. Reports - RE

Office Visits.

<<

~ Guidance - GU </

Entry by Student - GS

Student Check In - ST

Reports - RE

+ Office Visits - {}Uﬂvf
Entry by Date - MA
Quick Entry - VE




A Office Visits; Entry

SKYWRRD

Entry methods under ~ Office Visits - OV

Discipline & Guidance: Entry by Date - MA Q)
Entry by Student - BS

Student Check In - SE
A. Entry by Date- Reports -RE

B. Select Add.

<l - Entry by Date 7

Discipline Office Visits For 10/05/2015 r This will default You can change
- the the current

dent ID Discipli i
date. =1 = the date here.

ime In w

Filter Options

Discipiine Office Visit D¥e: [10/05/2015 _ {=5/| < October > < 2015 >
Su Mo Tu We Th Fr 5a
1 2 3

+sJF@ls 7 8 3 10

1712 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 2% 30 M

Today
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C. Select the Student.
D. Discipline Officer.
E. Comment Code.

Add Discipline Visit

* School Year: 2016

* Date: |10/05/2015 El Monday Use Current Time
Time In:|10:44 AM Time Dut:
tudent: . i
Discipline Officer: v
a Comment: | v
CLASS [Sent To Class] -

. COUHS [Sent To Counselor)
Visit Reasons NURSE [Sent To Clinic]

. OTHER [Other]
EdIt Reasons o pew [Parent Pick-up]

EREINC [Sent To Principal] o
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Visit Reasons

. Select Edit Reasons. et Reasons (@)
G. Visit Reason Codes.

Select Visit Reason Codes A @ T g T
H . SaV e. Visit Reason Codes B LE%Q Save

Select & | Code Description Back

— £ TIOWSTTN e g T Ty

] BTT Attendance i

O CE Career Exploration EEISET&SE"

O COTUNS Counselor Initiated

|:| R Crisis Unselect Al

O CS College Searches Codes

] FL Financial Aid

] FW Fee Waivers

] GR Grades

] NURSE Murse Initiated i

[ OTEER | Other Initiated 3

O FLR Parent Initiated

] EC Parent Conference

O ERIN Principal Initiated

O ES Personal/Social

[ 5C Schedule Change

[ gy, sT0 Student Initiated

-

[ G Testing -
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. Select Add Note.

Add Mote
J . Type |n the note you Date  Entered By Protected  MNote
wish to add. a'f*"ﬂte N KR BE
K. Save. "

[Cl protected D
You can check this box to

have the note Protected. It
will only be visible to the
user who enters it.
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L. Select an
option to
Save.

Add Discipline Visit
* School Year: 2016

* Date:[10/05/2015 |[%] Monday Use Current Time

Time In:|12:17 PM Time Qut:
* Student: \
Discipling Officer: | mmm—G—— hill

Comment: PRINC ¥ |Sent To Principal

Visit Reasons

Edit Reasons
Teacher Initiated

Notes

Add Mote
Date Entered By Protected Note

102015 Pick up lunch money.

SKYWARD

a

U o

&

ave and
Keep In
Office

L

[Save and
Release
Student

Back
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Release Student

4 i  Entry by Date ¢
Discipline Office Visits For 10/05/2015

Time In Time Out | Last Name First Middle Student ID Status Digcipline Officer Comment

Keep In Office

4 i ~ Entry by Date ¢

Discipline Office Visits For 10/05/2015

Time In » Time Out | Last Name First Middle Student ID Status Dizcipline Officer Comment
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You can expand and see the details entered.

Time Out| Last Name

| Discipline Officer

[ Middle StudentD | Status | Comment

In Office

[ Timel v| | First

¥ 1:00 pm

Sent To Principal

Expand All Collapse All Modify Details (displaying 2 of 2) View Printable Details

¥ Visit Reasons Edit Reasons

Teacher Inttiated

¥ Notes Add Note

Date Entered By Protected Note

: X Disruptive
Note:

Ly da- € gAff
indicating that note is
protected.

10/05/2015

NLIS | NJ
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To release a student who has been in the office.

M. Select the
student.
N. Edit.

Discipline Office Visits For 10/05/2015
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O. Uncheck Use Current
Time and enter time
student is being released.
P. Save and Release
Student.

Edit Discipline Visit A @ T o
* School Year: 2016 ﬂ Save and
* Date:[10/05/2015 |[:7] Monday e Current Time “Keep In
Time In: [01:00  |[PM Time Out:|01:30  |PM a Office
Student: @53"'& g
- Belease
Discipline Officer: v Student

Comment: PRINC ¥ Sent To Principal Back
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Discipline Office Visits For 10/05/2015 & & Filter
Options
Time In + Time Cut | Last Name First Middle Student IO Status Discipline O fficer Comment

_ Refresh

P 12:17 pr 12:46 pm ' Released Sent To Principal Add
I.........I Edt
You can al o

APPOINTHMENT PASS
] Please excnse this stundent with this pass. tod atnd
Defaults.
Report Entity: Date Issued: 10/05/2015 s
@ stand Destination: I=sned By: Attendance Office
B Appt with:
Report 1
Teache Please come to on:
Coursg
RoO Student: Appt Date: 10/05/2015
Alphakey: Appt Time: 01:48 PM
Grade: Appt End Time:
Other ID:
Schednled Clas=s at Appt Time
Conrse: Geometry
Teacher:
Room: i ', Signature; _
'”“4"”‘r\"rpxmhh,4" . x“"“th"“i . ol A
|
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Entry methods under
Discipline & Guidance:

Q. Entry by Student.

R. Select your View
preference.

S. Select your Filter
preference.




