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This tool will help you track and document students Office Visits.

Overview:

ÅSetup Office Visits in the system.

ÅEnter students.

ÅMaintain the information.
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Comment Codes:

A. At Entity 000 select 
Office.

B. Discipline.

C. Office Visits.

D. Setup.

E. Codes.
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F. Select Comment Codes.

G. Add.

H. Enter the Comment 
Code, Short & Long 
Description.

I. To create for all 
entities, keep Include 
All Entities checked.

J. Save.
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K.  Repeat for all Comment Codes.
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Reason Codes:

A. At Entity 000 select 
Office.

B. Discipline.

C. Office Visits.

D. Setup.

E. Codes.



ÅOffice Visits ςSetup

F. Select Reason Codes.

G. Add.

H. Enter the Comment 
Code, Short & Long 
Description.

I. To create for all 
entities, keep Include 
All Entities checked.

J. Save.
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K.  Repeat for all Reason Codes.
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Note:

Setup for Guidance Office Visits is done 

under:

ÅWS\OF\GU\PU\CO\OV ïComments.

ÅWS\OF\GU\PU\CO\VR ïReasons.
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There are different methods of entering students in Office Visits:

V Campuses will be at 

their Entity.

V Discipline.

V Office Visits.

OR

V Guidance.

V Office Visits.
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Entry methods under 

Discipline & Guidance:

A. Entry by Date.

B. Select Add.
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C. Select the Student.

D. Discipline Officer.

E. Comment Code.
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F. Select Edit Reasons.

G. Visit Reason Codes.

H. Save.
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I. Select Add Note.

J. Type in the note you 

wish to add.

K. Save.

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.



Release Student

Keep In Office
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You can expand and see the details entered.

Note:
!ƴ ά·έ ǿƛƭƭ ŀǇǇŜŀǊ 

indicating that note is 
protected.
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To release a student who has been in the office.

M. Select the 

student.

N. Edit.
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O. Uncheck Use Current 

Time and enter time 

student is being released.

P.  Save and Release 

Student.
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Entry methods under 

Discipline & Guidance:

Q.  Entry by Student.

R. Select your View 

preference.

S. Select your Filter 

preference.
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