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Positive Behavior Referrals / Certificates — Administration
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School Software

Positive Behavior Referrals (certificates) allow both Administration and Teachers to use positive reinforcement
strategies to reward good student behavior. Teachers and Administrators can add or remove positive behavior for

individual or groups of students.

Entering Positive Behaviors = Individual Students

Studentlnfo

From the Student Demographics screen: ° = Enrollment - Absences - Referrals
1. Click Positive Referrals (Certificates) on the left sidebar. =
2. Use the first row in the table to add a log record for the student. 4
3. Select the school year. } pos] T Positive Referrals (Certificate
4. Select the Date Entered (given). Tﬁ PostiveReferrals Certct.. )
5. Select the expectation. Z Registration - Post Second.. Rl ST,
6. Select Entered by (your name). :  Export ETIY Fier: T
Note: Teachers cannot enter PBS on behalf of others. - o !
7. Inthe Comments field, enter what the PBS message. - SchoolYear v
Note: This will appear in the “for” section of the PBS certificate S— [ | 222021 »
when printed. el L2 [ n
Positive Referrals (Certificates)
Positive Referrals (certificates)
(<] v © v O v| © v Q) v

School Year 3 Date Entered: §

Expectation: §

Enteredby: §

Comment: §
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8. Press enter.

9. The row will turn orange and the Save button will turn red.

16. Click Save.

Positive Referrals (Certificates)
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Entering Positive Behaviors — Individual Students (Using Mass Add Log Records)

1. Click the Students tab.

2. Select Mass Add Log Records.
3. Click “By Student” tab.
4

Select Positive Referrals (Certificates) from the Logging field drop-

P T[] Mass Add Log Records

down. o Setup | Search... |
5. Previous log entries are listed in the table. Use the first row in the table & Students Student Info
to add a log record for a student. & Users Add a Student
6. Select the students name from the drop-down. ® Scheduiing Mass Assign Student Info
7. Select the school year. g Mass Add Log Records
8. Enter the Date (MM/DD/YYYY). Reports
9. Select the expectation. ) SRR Advanced Report
10. Enter your first and last name in the Entered by field.
11. In the Comments field, enter what the PBS message.

Note: This will appear in the “for” section of the PBS certificate when printed.

12. Press enter. The row will turn orange.
13. Click Save.

FOCUS: Positive Behavior Certificates — Administration
Collier County Public Schools

Page 10of 4
Revised 9/25/2020



Collier County
Public Schools

4> CCPs

Technology Services

F@cus

School Software

Positive Behavior Referrals / Certificates — Administration

Veterans Memorial Elementary (0521) = 2020-2021 v
Mass Add Log Records Danielle Eisenberg (Tea... ¥
ervicedes Quarter 1 v | 00 - 206 - SECOND GRADE v
1 5
a By Student J: FE TN
o Logging Field: |Positive Referrals (ceniﬂcates)& F
* || EEdE s oy
4 5 v ©l ] © "] © V] © v
=] Student § School Year § Date Entered: § Expectation: § Entered by: § Comment: 4
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Entering Positive Behaviors — Group of Students (Using Mass Add Log Records)

1. Click the Students tab.

2. Select Mass Add Log Records.

3. Click the “By Group” tab.

4. The Search screen will appear.

5. Enter your search criteria to locate the group of students.

6. Click Search.

7. Select Positive Referrals (Certificates) from the Logging field drop-
down.

8. Use the first row in the table to add a log record for all selected
students.

F@C (WF-] Mass Add Log Records

o Setup | Search... |
& Students Student Info
ﬁ, Users Add a Student
O Scheduling Mass Assign Student Info

Mass Add Log Records
» Grades =

BpO

~# Assessment Advanced Report

9. Complete the required fields displayed with data to be added for each selected student. The selections
made/data entered populates all applicable fields for the students list.
Note: You can also edit the populated data of individual student(s). Make changes as needed.

10. Select the applicable students to update student data en masse.

11. Click Save.
- - AL - . Y Veterans Memorial Elementary (0521) | 2020-2021
Fm H ass O ecords
Servicedesk 9 Quarter 1 v | 00 - 206 - SECOND GRADE
1
. By Student By Group
O |Positive Referrals (certificates) e 5
% No Positive Referrals (certificates) Entries were found.
. J 0 School Year Date Entered: Expectation: Entered by: Comment:
& Kind [ Respectful
+  [2020-2021 > 09/18/2020 | Danielle Eisenb
o Responsible [ safe
é Search Screen | Simple List Customized List
& @14 students | Search H
il E Student Student ID Grade  School Year Date Entered: Expectation: Entered by: Comment: -
2020-2021 ¥ 09/18/2020 || Danielle Eisenb
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Editing Positive Behaviors
From the PBS Certificates screen:

1. Locate the Positive Behavior entry you wish to
edit.
2. Make changes as needed.
Note: Fields which are edited will turn orange.
3. Click Save.

Deleting Positive Behaviors
From the PBS Certificates screen:

1. Locate the Positive Behavior entry you wish to
delete.
Click the red minus (-) to the left of the entry.
The confirmation pop-up window will display.
Click OK to confirm you want to delete the entry.
The row will turn gray and the save button will
turn red.
Click Save.

ar®ON

o

Viewing Positive Referrals you have Submitted

This report will display all PBS you have submitted.

(

Positive Referrals (Cer“)

il P i Y
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School Year § { Entered by: § Comment: §
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train.focus.collierschools.com says

Are you sure you want to delete this record?

Positive Referrals (Certificates)

Positive Referrals (certificates)

Cancel
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1. Click Students tab.
2. Select Mass Add Log Records.
3. Click “By Student” tab.
4. Select Positive Referrals (Certificates) from the Logging field drop-down.
5. All PBS referral entries will display on the list.
- P 7 3 Veterans Memorial Elementary (0521) = 2020-2021 v
. i i v
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By Group
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Printing Positive Behavior Certificates

The Front Office staff will print the positive behavior certificates using the mail merge method. This will consist of
generating the Positive Referrals — Print Certificates report, exporting it to excel, and using Microsoft Word to mail
merge the data onto the certificate template provided by Student Relations.

Access the Report
1. Click Reports tab.
2. Select District Reports.
3. Select Discipline.
4. Select Positive Referrals.
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5. Locate the report named Positive Referrals — Print Certificates.

6. Click the Green Run button to the right of the report.

7. The report will generate and display in the middle of the screen.
Positive Behaviors - Certificates to be printed

1. Results: Records: 1 Time: 0.38s

1Records Export IEEH Filter: Eﬁﬂ

Photo 4 StudentID 4 Student 4 Date Entered 4 | Classroom/Admin 4 Enteredby 4 Positive Behavior 4 Comment 4

= 11/04/201% Admin Perez Jaimes, Sandra = Perseverance = started school in September and was not enrolled in school at the £

Export the Report to Excel
1. Click the computer disc icon to export the report (or any list) to excel.

pagel 1 |/2 [ Nexts 22 Records _,_\
 Filter: I3

StudentID § Student § Date Entered § Comment §

O

BEI Inseri| Page | Form | Data |Revie | View | Devel| ACRC| Q Tell m Priest.. Q. Share

je)

Sep25.2020  Michael went!
&Y A = %

¥ Conditional Formatting

$ep22,2020  Great Job Kia LE|
P Format as Table ~

Sep25,2020  GreatJobMel Paste - Font Alignment Number Cells Editing
v ~ e > “ ~ .

7 Cell Styles -
Sep 25,2020 Nice Mannerg Clipboard 1% Styles 7
Sep 27,2020 Thanks for we -
D12 fe Nice Manners. - Danielle Eisenberg v

Sep25,2020  Nice Manners
Sep20,2020  GreatMask. - A 8 C | <
Sep25:2020. | NicaM 1 StudentID Student Date Entered Comment
Sep 25, ners

2 bl 25-Sep-20 went above and beyon
Sep14,2020  Nice Manners 3 22-Sep-20  Great Job Kiara, for saying Thar

25-Sep-20  Great Job Melany!! - Amanda K
25-Sep-20 Nice Manners. - Amanda Keller
27-Sep-20 Thanks for wearing your Mask.
25-Sep-20 Nice Manners. - Amanda Keller

IN-Can-20  Graat Mack . Danialla Ficanhar
Report - 2020-09-27T13522¢ & « »

Show 20000 |Records

N OV

B2 Report - 2020-09-2...c...

Ready #5] o2 O - ] + 100%

2. Save the report with a file type of Excel Workbook.

Mail Merge the PBS Certificate

Open the Positive Referrals Template Word document.

Click the Mailings tab at the top of the screen.

Select Recipients.

Select Use an Existing List.

File Explorer will open, select the file you downloaded and saved earlier.
Click OK.

Click Preview Results to review each certificate.

Click Finish and Merge.

Select Print Documents.

CoNOOAWNE
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