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Discipline Staff to Process Teacher Referral 
 
 
This document gives instruction on how to setup Discipline Referral Automated Emails and where 
Discipline staff will go to find a Teacher generated referral. 
 
 
Part I:  Setting up the Discipline Referral Automated Email 
 
1.  Advanced Features – Automated Emails (WS\AF\AE) 
 

 
 
 

2. Click Add  
 
 
3. Email Setup as indicated below:  Make sure to take the check mark off the Select All Offenses 

and only select the Referral Code then click on Save. 
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4. Message Recipients:  Click on General Staff and select the appropriate staff members who will 
receive the email notification then select Save. 

 

 
 
5. Make any necessary changes to the Message and select Save 
 

 

 
 
Part II:  Finding Referral and changing to Offense 
 
1. After the Teacher has entered a referral for a student you will receive an email  
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2. You will look the student up in Profile or in Office - Discipline - Entry by Student 
 
  (Profile Example) 

 
 
 
  (Office – Discipline – entry by Student Example) 
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3. By expanding the Offense details you can see the Teacher Comments 
 

 

 

4. Click on Edit to change the referral to an offense and process as normal. 


