
Creating Incident Reports 

A  Student’s Incident History 
 

1.  Locate the student on the first page 

2. Press Print button on the right column 

3. Put the tick mark beside the 

Suspensions/Notes/Incidents  

4. Press the printer button  

5. Complete the parameter screen: 

Use any title you wish by typing in your text 

Select All Incidents (which includes all on file regardless of school recorded) 

Select Incidents at Current School – only your school incidents on report 

Date From To – set up the start to end range 



6. Press the print button to create the report.  See sample on next page (leaving the dates blank 

will print all incidents on record according to your previous choice. 

 

SAMPLE OF REPORT  

 

 

 

  



Incident Listings for School 
 

1. Select Reports icon  

2. Select 08 Incident Reporting 

3. Select Incidents by District 

4. This brings up the parameter screen 

 

 

 

 

Complete this form.  You have only one available school and you must ‘move’ it to the selected 

school column.  Complete the date range and change the Report Title to an appropriate. 

SAMPLE OF REPORT  

 



Incident Detailed and Summaries 
 

1. Select  Reports Icon and 08 Incident Reporting 

2. Select BC Student Disciplines/Actions 

3. Complete the Parameters Screen: 

 

 

 

 

 

 

 

 

 

 

 

 

 

Detailed Report – list of incidents for the school selected 
Select the Available Action Type by moving to right window – can be some or all  

 

SAMPLE OF REPORT  

  



Summary Report –  Summarized incident report which can be for any or all of the selected 

Action Types. 

SAMPLE OF REPORT  

Summary by Action:  

 

Summary by Incident: 

 

  



Incident by School 
 

1. Select  Reports Icon and 08 Incident by School 

2. Select BC Student Disciplines/Actions 

3. Complete the Parameters Screen: 

 

Select the Year and Month for the report which only gives a report for one month 

SAMPLE OF REPORT  

 

  



Notes and Incidents 
 

1. Select  Reports Icon and 08 Incident by 

School 

2. Select Notes and Incidents 

3. Complete the Parameters Screen: 

This report is the same at the Student Incident 

History above but it creates a report for all the 

students included in the Extract Criteria . 

 

SAMPLE OF REPORT  

 

 

One page report for each student in the extract. 


