Incident Reports:

To run the incident reports, you will need to follow a few steps.

First in school setup you will need to add the short codes to just before the Description for Conduct codes and Conduct
action. Go

to School Setup and Student - Codes/Actions. Select Conduct Codes and Conduct Action and adjust if necessary.

Conduct Codes...

Short Code Description D efault
M/A MfA ) -
)| 01 Azzaultbattery wifiream o
0z 02 Azsault/battery wiknife )
03 02 Aszsault/battery vdother o
04 04 Azzault/battery Aggravated )
05 05 Azzault/battery, simple )
oG 06 Yinlence-Other )
40 A0 Graffit )
41 41 Crirninal D amage )
42 42 Breaking/enter, Burglary ) -
Print... Cancel 0K

Conduct Action...

Shont Code Description D efault
M/A H/A = -
Susp Suzpended '
30 30 Armrestreferral to Justice )
33 33 Expulzion )
3 31 In-zchoal )
34 34 Nane o
] 35 Otherfunknown o
32 32 Suspensian )
oo 001 Suzpensionddloobol )
003 003 5uzpension/Dizcipline ) -
Print... Cancel 0K




Now close out of School Setup and Go to Universal Access. Go to the File menu and create new template. Make sure to
select Descriptions option for Create DBF Table Records. Next, select only Include Conduct Information. All other check
boxes should have no checks in them. Only the Student Demographics and Include Conduct Information should have

checks. Click ok to save the template.

" |
MNew/Edit Extract Template ’ “‘ Lﬁ

Extract Template Marne |Star$ Conduct

Repart Program File | Browse. .

[B M |

Group

Create DEF Table Records Using
I {* Descriptions For exarnple, one city could be "Mew York'

" Shart Codes For example, one city could be 10",

| Tables to extract

|8 E Student Demographics _AJ

I 1 Include Extended Demaographics I
1 Include Mailing Information J

1 Include Contact Information

1 Include Conduct Information

1 Include Status and User Code Information

1 Include Medical Information

— Include Uzer Definable Fields and Flags

1 Include Custom Tab Information

1 Include Multi-Data Tab Information j

Motes

LCanicel | | ok |

e =l

Run the Stars Conduct template you just created, make sure to select the Clear data directory first option.

Important! In your normal stars template make sure to uncheck the Include Conduct Information. This is never needed
during the year, it is only needed when you run the incident reports at the end of the year. When running the normal stars
template DO NOT select the clear data directory first option.



Template Confirmation Stars Conduct h i ﬁ

|1 Drata Directarny:
C:ACESS

Free Drive Space: 841.2 MB

— Run Optionz
[ Extract data

™ Run report program

[W¥ Clear data directory first

— Select Datez

Create tables from the beginning of
the school year up to and including :

05/23/2007

Select Dates... |

Cancel Continue

You may now run any of the Stars témplates.



