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WeBSIS Discipline Implementation and Processing Guide (v:1.2)

Getting Started

1. The Lumen Software WeBSIS System and its Lumenation environment is a browser based
solution meaning that only a browser is needed to perform almost all functions. If your
organization allows you will be able to work from home, an email station at a convention, or
anywhere you have Internet access. If your district only allows access through their network
you will still use a browser to access the system.

2. You will need to use the Firefox browser is to be used with the Lumen Software WeBSIS

System.

In your Firefox browser you need to have your settings set to NOT Block Popup Windows.

4. If you are using CA (Computer Associates) virus protection you need to turn your personal
firewall off.

5. Do NOT use your browser’s Back button at any time in the Lumenation environment which the
Lumen Software WeBSIS System operates. Using the Back button is not supported in the
Lumenation environment to prevent security issues. Navigation through the system is
consistent and easy to learn. If you use the system like you would your normal workstation you
will have success navigating through the system.

6. On all workstations the Adobe Acrobat reader should be installed.

7. For the Principals and secretaries who support this area who create and print the discipline
documents OpenOffice will need to be loaded on their workstations only. This is a free software
application. OpenOffice is used to process the industry standard Open Document Format to
allow easy creation and modification of forms such as the Food Service Lunch Letters.
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Step 1. Establishing your districts and schools processing settings.

Below is a screen shot of the different settings which may be set by the system. The system does come
with a generic setup ready to use which you can edit and add to.
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Step 2. Document Templates.

The Lumen Software WeBSIS Discipline system is installed with one document template from Lumen
Software. This template can be used to customize your own discipline documents for your buildings.
You will want to review this document as with the system it will allow you to merge the offense and
discipline dates and descriptions etc. This format has been found helpful to reduce the number of
letters down greatly from what was typically used before. You can add other templates here at the
district level to make them available to the buildings with the district to create their own documents or
to use as they are.
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Step 3. Discipline School Documentation Warehouse

This is the application that allows schools to keep their own set of discipline documents. The Sys.
Templates option allows for system documents at the district level to be accessed and placed into the
schools area. The Available Fields is an option that displays a list of the fields which may be merged into
a document.

When assigning letters it is from here that they will be selected.

) Lumen Car Red - Mozilla Firefox \Z”EHX|
Fle Edt Vew Hgtory Bookmarks Yshoo! Tools Help
@->-@& 2} | [ httosfumen. scschools.k12.mo.us uplnkos iumen. php [ ] [Cl-[s000e &)
School Discipline Processing (Admin Access) - School Disicpline Document Templates
File View
) search X Clear Q) Refresh School Disicpline Document Templates ~
I [4/] Discipline School Documentation Warehouse 0.001
School: Scott City High (3)
Path /sec_disk/Lumen Module Document Warehouse/Discipling/3
Available Fields || Sys. Templates |
2 School Disicpline Document Templates 0.001
Total: 0
O L (= [
There is no data...
B B 1of0 Recs:[EENED
v
<. EzStart | & 3

undefined

_ * 2gam - ¥ 2 Firefox - | (@ trbox in dkeeler@iu. . 2 Microsoft Office ...~ | @ Tunes R)® 5 & 0y, 113aM




Step 4. Establish the School Discipline Referral Notification Group

Here you define who will be notified when a teacher indicates they have sent a student to office. The
people in this group will be notified by email, Lumen IM or both.
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Step 5. Principal Student Discipline Processing by Referral

Principal Student Discipline Processing by Referral has two modes of operation; the default referral
workflow list and then the Process by Student Options. The referral workflow list that appears below
is created automatically by users submitting referrals to the principal. Any of the students listed here
indicate that they need to have discipline assigned to them.
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Below is a screen shot of a sample teacher discipline referral. The teacher can indicate;

e the student is being sent to the office. (If your discipline notification groups have been defined
then staff in this group will be notified.)

e the teacher is referring to the principal for discipline action.

e The teacher is going to keep a record of the incident but the student was not sent to the office
and not sent to the principal for discipline action.
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Process by Student Option
This option allows a user to access all students previous discipline information and to add a new
discipline directly into the system. Please refer to screen shot below when examining the items below.

Add Discipline
Search for the student you wish to process. Then click on the students name in the list. This will open
the student to the Add mode immediately.

Edit or Flag to Print Previous Discipline
A plus sign (+) in the student list indicates the student has previously assigned discipline activity. Click
on the plus sign (+) and you will be presented a list of all previous discipline activity.

Print Student Discipline Summary
If you click on the Printer Icon in the student list the system will generate a student discipline summary

for viewing and printing.

Note: It is often good to maximize the screen when processing in this area.
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Below is a screen shot of the Offence information. Most options are selected through pull downs from
items already defined to the system..
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Parent/ Guardian Description of Incident
This description is what will be made available to parents/guardians.

New Documentation Processing
Below describes the new document processing (parent letters, etc). The Discipline tab will no longer
have the Generate option. You will now need to use the Documentation tab. To generate a Discipline

parent letter for this incident click on the Add New option.

Document to Print
Select the document you wish to have printed. Typically this will be a parent letter for the discipline

action taken.

Do you wish to Queue Document for Printing?

This option allows you to place this discipline letter into the Discipline Document Print Queue. This
allows for the discipline letters and labels to be printed at the end of the day or some other time. The
reason you may want to do this is when printing labels you can print more on a page. The option to
print these queued documents is the Mass Print Queued Discipline Documents application.

Document sent on
This field is used to indicate and track when the document was sent out, if applicable.
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Step 6. Mass Print Queued Discipline Documents

Here you are able to print all discipline documents that have been placed in the queue.
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