
txG
rad

eb
o

o
k
The txSuite “How To” Guide Series

T e x a s  C o m p u t e r  C o o p e r a t i v e

D e v e l o p e d  b y  t h e

Web-based Access for Teachers, Parents, and Students

Business and Student Systems

How to: 

Manage a txGradebook 
Discipline Referral

A
d

m
in

istrato
r



Copyright © 2014 by Texas Computer Cooperative
All rights reserved

1314 Hines Avenue
San Antonio, TX 78208-1899



1

txGradebook Administrator - Manage a txGradebook Discipline Referral

Contents
7BOverview................................................................................................................................... 3

Prerequisites........................................................................................................................................................ 3
Checklist Overview............................................................................................................................................ 3

Retrieve and Review a Referral................................................................................................ 5

Close the Referral if No Action is Needed............................................................................. 11

Create an Incident Record if Necessary................................................................................ 13

Review and Create the Incident Record...................................................................................................13
Maintain the Incident Record......................................................................................................................14

Add Additional Students to Incident.................................................................................... 23

What Happens Next?.............................................................................................................. 25

Data Maintenance and PEIMS.....................................................................................................................25
Parent Access to Data.....................................................................................................................................25



2

txGradebook Administrator - Manage a txGradebook Discipline Referral



3

txGradebook Administrator - Manage a txGradebook Discipline Referral

7BOverview
As referrals are submitted by instructors and non-instructional employees from txGradebook, 
the designated discipline approvers will receive email notification for each referral, and will be 
able to access the referral from the TxEIS Student system where they can escalate or close the 
incident as needed. 

These steps must be completed in the TxEIS Student system from the Discipline application.

Prerequisites

�� This guide assumes you are familiar with the basic features of TxEIS Student and have 
reviewed the TxEIS Student Overview guide. 

�� You must be a registered TxEIS user with access to the Discipline application, logged 
on with an administrator user ID, and a designated discipline approver. For more 
information, see the txGradebook Administrator - Set Up Discipline Referral Access 
guide.

�� This guide is based on TxEIS 2.0.0002 and txSuite 2.9.4.

Checklist Overview

The following steps are covered in this guide:

�� Retrieve and review a discipline referral.

�� Close the referral if no further action is needed.

�� If further action is needed, create an incident record.

�� Add additional students to the incident if multiple students were involved.
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Retrieve and Review a Referral
The Referrals page in TxEIS Discipline allows a designated discipline approver to review 
discipline referrals entered in txGradebook and take appropriate action (i.e., review or create 
an incident record). These referrals may be entered by instructors or other employees who 
have authorization to enter referrals, such as a bus driver.

NOTE:
»» You can only view referrals if you are designated as a discipline approver (i.e., the 

Discipline Approver field is selected in Registration on the Maintenance > Campus 
Profile > Campus Information Maintenance > Principal/Counselor tab).

»» All discipline approvers can view all referrals for the campus.

TxEIS Discipline > Maintenance > Referrals

The page is blank when you first access it.
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1.	 Discipline approvers who are set up to receive email notification of discipline referrals 
will receive an email message whenever an applicable referral is submitted from 
txGradebook.

The email message informs the approver that a referral has been submitted from 
txGradebook, but does not contain detailed information about the incident. The 
approver must log on to the TxEIS Discipline application to view the complete 
information.

An approver who does not receive an email notification can also access referrals by 
logging on to TxEIS Discipline; the email message is not required.

2.	 When you first access the page, no data is displayed. To retrieve a list of referrals, use 
the Admin Number or Admin Name autosuggest field to retrieve an administrator by 
ID or name. This is required.

 

3.	 You can limit the referrals list by specifying grade level, name, or date ranges, or a 
particular referral status, using one or more of these optional fields:
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zz The From Grade Level and To Grade Level fields display campus default values. 
If needed, you can clear these fields, or select other beginning and ending grade 
levels for the range of grade levels you want to retrieve.

zz In the From Name Range and To Name Range fields, type the range of last 
names you want to retrieve (e.g., AA-MC).

zz In the From Incident Date and To Incident Date fields, you can type the 
beginning and ending dates to see referrals for a specific range of dates.

zz To review only referrals with a specific status (or more than one specific status), 
select Pending, Reviewed, and/or Completed.

Or, leave all of these fields blank to retrieve all referrals for the campus.

4.	 Click Retrieve.

The referrals are retrieved according to the criteria specified, sorted by status. The 
referral data cannot be updated from this page.

zz The Status field displays the current status of the referral:

ßß Pending status indicates that the referral was submitted via txGradebook and is 
awaiting review and further action from an administrator.

ßß Reviewed status indicates that the referral was reviewed by an administrator, 
and the administrator is taking no further action.

ßß Completed status indicates that the referral was reviewed by an administrator, 
and that further action was taken (i.e., an incident record was created).
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zz The Students field displays the full name and ID of the student(s) associated with 
the referral.

If multiple students were involved, a separate row is displayed for each student 
involved in an incident. Students are listed alphabetically, regardless of their 
involvement in the incident. Only the row for the first student displays incident 
data.

zz The Teachers field displays the name of the instructor who submitted the 
referral.

zz The Grade Level field displays the student’s grade level.

The following information is entered in txGradebook by the instructor or non-
instructional staff member who submitted the referral.

zz The Offense Code field displays the PEIMS offense code associated with the 
incident. 

NOTE:
From txGradebook, instructors can only select offense codes that are allowed to 
be displayed in txGradebook. This is determined in TxEIS Discipline by the Include 
in txGradebook field on Maintenance > Tables > District Level > Offense Codes. 

zz The Referrer Comment field displays comments entered by the instructor or 
employee who entered the referral. Only the first few words are visible in the 
grid, so you may need to click the spyglass icon  to open the details window 
where you can view the entire comment.

zz The Loc field displays a code indicating the location of the incident. These codes 
are established in TxEIS Discipline on the Maintenance > Tables > District Level > 
Location Codes tab.

zz The Severity field displays the severity of the incident, as indicated by the 
referrer. For example, High is displayed if the nature of the offense is very severe.

zz The Incident Date field displays the date on which the incident occurred.

zz The Sent to Office field indicates if the student(s) were sent to the office as a 
result of the incident.
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zz The Last Updated Date field displays the date on which the discipline referral 
was last updated via txGradebook. This date is updated every time the submitter 
re-submits a pending referral.

5.	 Click the spyglass icon  to review the referral and decide whether you will create an 
incident or take no further action.

The Referral Details Form window opens.

zz In the Referral Detail section, the information entered by the submitter is 
displayed and cannot be changed.

zz The fields below Referral Detail are for approver use.
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Close the Referral if No Action is Needed
Each submitted referral must be reviewed, although some referrals will require no additional 
disciplinary action. If no further action is needed, you can type comments regarding your 
decision, and change the status of the referral to Reviewed. 

1.	 Click the spyglass icon  to view a Pending referral. The details are displayed in a 
separate window.

2.	 Select Review if you have reviewed the referral and are taking no further action. 

3.	 You should type comments under Return Message explaining your decision, 
although the field is not required.

The Return Message field can be up to 2000 characters. The Character Count keeps 
track of the number of characters you have typed and the number of remaining 
characters available.

4.	 (Required) In the Reviewed/Returned Date field, type the date on which the referral 
was reviewed.

5.	 Click Save.
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The window closes, and the Referrals page remains displayed. The status of the referral 
changes to Reviewed, and the grid is re-sorted by status, accordingly.

NOTE:
»» The Save button is not enabled until Review (or Create Incident) is selected.

»» You can return to this referral at any time and create an incident if necessary.
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Create an Incident Record if Necessary
Some submitted referrals require that you take further disciplinary action. To escalate the 
referral and carry out disciplinary action, you must create an incident record. If multiple 
students were involved, the students can all be linked to the same incident by incident 
number.

Review and Create the Incident Record

To create an incident record from a referral, open the referral from the Referrals page.

TxEIS Discipline > Referrals

1.	 Click the spyglass icon  to view the referral. The details are displayed in a separate 
window.

2.	 Select Create Incident. 
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3.	 You should type comments under Return Message explaining your decision, although 
the field is not required. The Return Message field can be up to 2000 characters.

4.	 Click Save.

zz The window closes, and the Discipline Maintenance tab opens allowing you to 
add data for all involved students, such as offense and action codes, and save the 
incident record.

zz The status of the referral changes to Reviewed.

NOTE:
The Save button is not enabled until Create Incident (or Review) is selected.

Maintain the Incident Record

When you select Create Incident and click Save, the Maintenance tab opens allowing you to 
record information about actions taken in response to the incident. This is the same tab that 
can be accessed from Maintenance > Student > Maintenance. As soon as data is saved on this 
page, the incident record is created, and the status of the referral changes to Completed.
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When you access this page from the Referrals page, a message is displayed in the top-right 
corner indicating that the record was created with only the basic information. The record 
must be modified to include the required information. Once the required information has 
been saved, the message will be cleared.

1.	 From the Maintenance page, you can click Return to Referrals to return to the 
Referrals page. The button is only displayed for discipline approvers.

2.	 The Incident Date, Time, and Location fields display information entered by the 
instructor or employee who submitted the referral. The Location field also includes 
the PEIMS behavior location code, displayed in parentheses, which is established in 
the district location codes table.

The data in these fields can be modified as needed. 

3.	 The Incident Nbr field displays the six-digit incident number that is automatically 
assigned and cannot be changed.

4.	 The Reporting Period field displays the period for which the data will be reported. 
This reporting period refers to the attendance cycle (1-6), not the class period. The 
field is automatically populated according to the incident date. You can change the 
reporting period; however, the incident date must fall within that attendance cycle. 
This is a PEIMS field and is required.

5.	 Add applicable data in the following fields. For more information about these fields, 
view the online Help for the Discipline Maintenance tab.

zz Select Witnessed if the incident was witnessed by anyone.
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zz In the Parent Contacted field, indicate if the parent has been, or will be, 
contacted about the incident. In the Contact Date field, type the date the parent 
was contacted, if applicable.

If a discipline letter will be printed, the Parent Contacted field must be set to 
Letter.

zz Select Conference Requested if a parent conference is requested. In the 
Conference Date field, type the conference date, if applicable.

zz Select Informal Hearing if an informal hearing is needed.

zz Select Appeal Expected if an appeal is expected.

zz In the Reported by field, select the person or group who reported the incident.

zz In the Administered by field, select the person handling the incident and taking 
action.

zz In the Bully Reason field, if the incident involves bullying/harassment toward 
another student, select a reason. If a reason is selected, the Victim button is 
enabled when you click Save, and you must enter the victim information.

6.	 In the offense (upper) grid, a row displays data entered by the instructor who 
submitted the referral. The data can be modified as needed, and you can add 
additional offenses. For more detailed information about these fields, view the online 
Help for the Discipline Maintenance page.

zz The Offense field displays the offense code selected by the submitter.

zz In the Level field, type or select the level of the offense, which indicates the 
extent of the officials involved.
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zz Select Extract if the offense will be extracted to PEIMS. If the incident has 
multiple offenses, the field can only be selected for one offense. The selected 
offense is used in the discipline reports and PEIMS discipline extract.

zz Click +Add to add another offense. A blank row is displayed in the grid.

zz To delete an offense from the incident, click . The row is shaded red to indicate 
that it will be deleted when you click Save.

7.	 In the action (lower) grid, add a record for each action taken in response to the 
incident.

zz Click +Add to add an action. A blank row is displayed in the grid.

zz In the Act field, type or select the code for the action taken. The equivalent PEIMS 
code (if applicable) and action description are displayed.
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zz The Campus Resp field displays the campus ID to which you are logged on. This 
field must be set to the campus ID at which the student was enrolled when the 
discipline incident occurred. Modify as needed.

zz In the Discp Actn Date field, type the date that the disciplinary assignment (i.e., 
action) was ordered.

zz In the From Date and To Date fields, type the date range when the disciplinary 
assignment was, or will be, carried out.

zz In the Official Length field, type the number of whole days of the official length 
of the student’s disciplinary assignment. This is required if there is an equivalent 
PEIMS code for the action.

zz In the Actual Length field, type the number of whole days of the actual length of 
the student’s disciplinary assignment. 

zz In the Diff Code field, if the Official Length and Actual Length are different, select 
the code indicating the reason for the difference.

zz In the Campus Assignment field, type the campus ID to which the student is 
assigned for the disciplinary action. 

zz In the optional Amount field, type a value indicating the extent of the action 
prescribed. The field can be used as needed to indicate how much of the 
disciplinary action actually occurred (e.g., 1 hour or 100%). You can type up to 10 
characters. This field is not reported to PEIMS.

zz The Action Nbr field displays the action number assigned during the PEIMS 
discipline data extract. If an equivalent PEIMS code exists for the action, the system 
assigns an action number at that time.

zz Click +Add to add another action. A blank row is displayed in the grid.

zz To delete an action, click . The row is shaded red to indicate that it will be deleted 
when the record is saved.

8.	 If the incident occurred during class, select the Course and Section (bottom of page). 
The Period, Course Title, Instructor ID, and instructor name for the course section are 
displayed and cannot be changed. If the incident did not occur during a class, leave all 
fields blank.
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9.	 Several buttons allow you to enter additional information as needed:

zz The Victim and Restraint buttons should be used after the record is saved.

The Victim button is disabled until the record is saved, and it is only enabled if you 
save an incident record with the Bully Reason field set to any value other than 
blank. 

zz Click Print Profile to print the Discipline Profile Report for the student. The report 
opens in a new window where you can save or print a copy. The report provides 
incident data for all discipline incidents involving the student.

zz Click Picture to add one photo related to the incident. The Upload Picture dialog 
box is displayed allowing you to upload the photo.

ßß Click Browse to locate the photo, and then click Upload Picture. The picture is 
displayed.

ßß Click Close to return to the Maintenance page.

zz Click Comments to view comments entered by the person who submitted the 
referral, and add your own comments about the incident. If comments exist, the 
button is outlined in red.

The comments dialog box opens, and existing comments are displayed. Update or 
add comments, and then click OK.
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WARNING:
These comments, including any comments entered by the submitter, will be 
displayed to the parent/guardian of the student in txConnect on the Discipline 
page. Do not save any comments that you would not want a parent to view.

zz Click Inquiry to go to the Maintenance > Student > Inquiry page where you can 
search for existing discipline incident records. You will lose any changes if you 
leave the page without saving.

10.	Click Save to save the incident record. Or, click Save And Add to save the record and 
add another record for the same student.

zz If you click Save, the student and incident data remain displayed.

zz If you click Save and Add, the incident data is cleared from the page, but the 
student’s name and demographic data remain displayed at the top of the page.

11.	When you click Save, the Victim button is enabled if you saved an incident record 
with the Bully Reason field set to any value other than blank. Click Victim to go to 
the Victim Information tab where you can enter the required information.
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12.	Click Restraint to go to the Restraint Information tab where you can add restraint 
information related to the incident.
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Add Additional Students to Incident
If the txGradebook referral indicated that more than one student was involved, all named 
students are listed under Multi Student Incident. If additional students need to be added, 
you can add students to the incident record once it is created. All involved students are linked 
to the incident by the incident number. You can maintain separate data for each student, 
including offenses and actions; although, all students must have at least one offense code in 
common for each incident.

TxEIS Discipline > Maintenance > Student > Maintenance

1.	 To add another student to an incident number, click Multi Student Incident. The 
student ID, student name, and demographic data are cleared from the page; however, 
the incident information remains.

2.	 Retrieve the next student using the ID or Student autosuggest field, or the Directory.

3.	 Update any incident data for the next student as needed. 

4.	 Click Save. The student’s name is added under Students below the Multi Student 
Incident button.
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5.	 Click Multi Student Incident again to add another student.

6.	 To remove a student from the incident, click the student’s name under Multi Student 
Incident, ensure that his demographic data appears at the top of the page, and then 
click Delete Incident. This will delete the incident for the selected student only. 

A message is displayed asking you to confirm that you want to delete the incident.

Click Yes to continue. The page is cleared of data. Next time you retrieve the incident, 
that student will no longer be listed.
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What Happens Next?
Data Maintenance and PEIMS

Once you create an incident record, the record is used to record and maintain all further 
information for the incident related to disciplinary actions, and applicable PEIMS data is 
extracted from the record.

Only current year records can be updated. Records for previous school years can be viewed 
but not updated.

Parent Access to Data

A student’s discipline incident records may be displayed in the txConnect parent portal, if this 
feature is enabled at the campus. (You can enable this feature on the txConnect Administrator 
Options page from the Settings tab.)

A parent/guardian who is logged on to txConnect will be able to view his student’s discipline 
incident records for the current year.
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