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Entering Discipline in Skyward 

When a student is involved in a Disciplinary event, all the details of that event should be 

entered into Skyward.  This tutorial will show the correct process for entering Discipline data 

into Skyward.  *Please note that this assumes that all the required setup has been done already 

in Skyward.* 

1. Select the student:  This can be done either through the Student Profile area or through 

the Office  Discipline area. 

2. Add a Discipline Offense:  Click the “Add” button from the Student Profile  Discipline 

 Offenses tab, or the “Add Offense” link in the “Offenses” section for the student in 

the Office  Discipline area. 

3. Enter the Incident Details:   

a. Select “Offense” or “Referral” to designate what this event is.  *Note: Anything 

that involves a detention, suspension, expulsion, or some Action should be an 

“Offense”. 

b. If this is a new incident (it has never been entered into Skyward for this or any 

other student), leave this set to “New Incident”.  A new Incident # will be 

automatically generated for you.  If you have already created an incident for one 

student but need to add another student who was also involved, use “Existing 

Incident” when adding the other student(s) and select the correct Incident # 

from the list.  *Note:   DO NOT select “Not an Offense” unless you are the 

Discipline Officer and you are reviewing a Referral and have determined that no 

Action is required. 

c. Select the appropriate Offense code from the list.  If you don’t see what you 

need in the drop-down list, click on the “*Offense:” link for a complete list of all 

Offense codes. 

d. Enter the Date and Time of the incident, as well as Location (if known). 
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e. Enter any comments that may pertain to the incident. 

f. If there were any Victims associated with this Offense: 

i. Click the “Victims” button on the right. 
ii. In the next screen, click the “Add” button on the right. 

iii. If the Victim is already in Skyward (student, staff, or parent/guardian), 
select the “Existing Name” option, and then type in the name key or 
select from the list.  If not, select the “Free Form Name” option and you 
will be able to type in the first, middle, and last name of the Victim. 

iv. If this is the Primary Victim, check the box and select the Primary Victim 
Type from the list. 

v. Add Comments and Notes as needed for each Victim. 
vi. When done adding Victim information, click the “Back” button to return 

to the Offense screen.   
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g. Click the “Save and Add Action” button when all the necessary information has 

been entered.  *Note:  NEVER add an Action if it is “Not an Offense”. 

 

4. Enter the Action Information:   *Note:  This step can be done at a later time if the 

Action has not yet been determined by the Discipline Officer. 

a. Select the appropriate Action code for this Offense.  Please note that some 

Offenses will have a default Action associated with them, but this can be 

changed if necessary. 
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b. Enter the Ordered Date.  *Note: This is the date that the Action was ordered, not 

necessarily the first day of the Action.  Do not enter anything in the Return Date 

field – this should be filled out after the student actually returns to school. 

c. Enter the Total Time for this Action.  For example, if it is a two-day suspension, 

enter “2” in the first box and select “Days” from the list.  If it is a one-hour 

detention, enter “1” in the first box and select “Hours” from the list. 

d. Enter any additional comments as necessary. 

e. Be sure the two boxes are checked to “Create Action Detail Records” and “Only 

create Detail Records for School Days”. 

f. Enter the actual starting date for the Action in the Detail Start Date box.  By 

default the Detail Start Date will be the same as the Ordered Date.  Be sure to 

check the date and adjust as necessary.  Please note that the Detail End Date will 

automatically be entered based on the Detail Start Date and Total Time. 

g. In the Action Details section, there will be a single record for each day of the 

Action.  Make sure these appear correct. 

h. Click the “Save” button. 
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*Note:  Another pop-up message may appear, asking whether you would like to have the 

system create Attendance records for you based on the Suspension/Expulsion. Click “Yes” if 

you want this, or “No” if you want to manually add the Attendance. 
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This Discipline event has now been recorded, and it will be properly reported to MSDS.   
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Please note that after the Action has been served by the student, the Action Summary record 

should be updated to reflect that.  Selecting the “Served” option in the Action Status will 

automatically set the Action Detail records to “Served, too.  Be sure to enter the date that the 

student actually returned to school in the Return Date field.  If an MSDS Follow Up needs to be 

reported, that can also be entered in this screen. 
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