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JMC Discipline Module Overview 
The Discipline Module of JMC Next Gen Office Application gives your district the 

ability to keep track of student discipline records and also works in conjunction with 

Online Teacher in acquiring discipline referrals from teachers as well as Online Parent in 

providing discipline information to parents.  

 

Discipline referrals may be submitted from Online Teacher and later processed by office 

staff, who may either accept the record and edit it further (adding actions and other 

details) or reject the referral record outright. 

 

At the discretion of the office staff, parents may be allowed to view discipline records in 

Online Parent. 

 

Office staff may also edit or enter records directly onto the studentsô discipline records 

page. 

 

The Discipline module will include a list of predefined problem behaviors and actions, 

but the office staff may also define their own if they wish and may use any combination 

of predefined and/or user-defined problem behaviors and actions in their records. 

 

The Discipline module includes reports such as: 

Student ï selected student(s) and a list of their discipline records  

Discipline Query ï selection criteria include number of occurrences, which problem 

behaviors/actions, which reporting person(s), and other sorting and detail options 

Discipline Summary ï summary of all or records or for specified date range; summary 

includes breakdowns by problem behavior, action, and reporting person. 

 

State Reporting of discipline records varies by state.  For Wisconsin, records will be 

included in a schoolôs WISEdata Discipline data submission only if predefined Problem 

Behaviors and specific Actions are used in the records.  For WISEdata submissions the 

only types of records included are those that result in suspension or expulsion.  Also, 

inclusion of records is in some cases dependent upon the studentôs disability status 

(Special Education). 

 

For more information on the use of JMC discipline records for WISEdata, please refer to 

the Wisconsin State Reporting document (especially the Use Cases found in Appendix D) 

found at: 

http://jmcinc.com/uploads/files/NextGen_Wisconsin.pdf 

 

For more information about Wisconsinôs WISEdata Discipline data collection please 

refer to the following link: 

https://dpi.wi.gov/wisedata/discipline  

 

 

 

 

http://jmcinc.com/uploads/files/NextGen_Wisconsin.pdf
https://dpi.wi.gov/wisedata/discipline
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Student Scope 
 

The Student Scope is a link found in the Quick Links on many of the main pages in 

JMCôs Next Gen Office Application.   
 

The Student Scope allows you to simultaneously view 6 different types of data for a 

student from the JMC Next Gen database.  Each individual user may specify which 6 

types of data they wish to view in the Student Scope. 
 

The following is a list of the types of data that may be viewed within the Student Scope, 

depending upon what access is assigned to your user account in JMC: 
 

- Attendance 

- Schedules 

- Student Lunch Transactions 

- Period Attendance 

- Discipline 

- Health Immunizations 

- Report Cards 

- Student Contacts 

- Student Progress Report 

- Student Transcript 
 

An example of how to get to the Student Scope is shown here is Schedules ï Student ï 

Edit Schedules.   
 

 
 

Notice the Student Scope link on the right of the page under Quick Links.   If you click 

on the Student Scope link you will get a page that pops up similar to the next figure. 
 

A Quick Link to Student Scope may also be found on Edit ï Student Data and Grading ï 

Entry ï Edit Grades. 
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To change the type of data viewed in any of the 6 panels in the Student Scope, simply 

click on the menu in the upper left corner of that panel and select a different data type.  
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Discipline - Data - Edit Student Records 
 

This selection is used to enter and edit discipline records for students. 

 

1. Select Discipline ï Data ï Edit Student Records.  The page will appear similar to 

Figure 1. 

 
 

Discipline Settings QuickLink on the right side of the page can be used to edit settings 

about this page.  See Figure 2. 
 

  
 

2. To select the student whose discipline records you wish to edit, click in the drop 

down list labeled Find in the upper left corner of the page and select the student, OR 

you may simply type all or part of the studentôs name and the list will shorten to 

students that match what you have typed. 
  

3. Edit, delete, or create new discipline records as needed. 
  

To add a new record for this student, click Add New.  The page will appear similar 

to Figure 3.  Then enter the appropriate data and click Update to save the changes. 
 

  

Figure 1:  
 

Edit 

Student 

Discipline 

Records 

 

Figure 2:  
 

Discipline 

Settings page 
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To edit an existing record, select the record from the List of Discipline Records list 

and click Edit .  The page will appear similar to Figure 3.  Then edit the appropriate 

data and click Update to save the changes. 
  

Note:  When selecting a Problem Behavior or Action you may either click in the 

drop down list and scroll to the desired option, OR you may type in all or part of 

the option and the list of items in the drop down list will shorten to match what 

you typed, as shown below in Figures 4 & 5. 
 

 
 

 
 

  

Figure 3: 

 

Adding or 

Editing a 

Discipline 

Record for a 

Student 

 

Figure 4: 
 

Click in the drop 

down list and 

scroll to the 

desired item 

Figure 5: 
 

Type part of the item 

name to see a shortened 

list that matches what 

you typed 
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To delete a record, select the record from the List of Discipline Records list and 

click Delete. 
 

To select a Problem Behavior or Action, you may type in all or part of the action 

name in the drop down list, similar to how you might select a student on many pages. 
   

Note:    The Problem Behavior drop down list will include a combination of 

predefined (listed in Table 1) and user-defined behaviors (defined at Discipline ï 

Data ï Edit Problem Behaviors).  

 

  
 

Note:    The Action 1 & 2 drop down list will include a combination of predefined 

(listed in Table 2) and user-defined actions (defined at Discipline ï Data ï Edit 

Actions).  

 
 

Note:    Not all fields on this page are included in WISEdata Discipline 

submissions.  Fields that are included are: 
 

- Discipline Incident 

o Incident Date 

o Incident Number 

- Student Discipline Incident Association 

o Problem Behavior (only state reportable offenses) 

o Serious Bodily Injury 

- Discipline Action 

o Action 1&2 (only state reportable actions) 

o Discipline Action Date 1&2 

o Removal Length 1&2 

o Actual Removal Length 1&2 

o Early Reinstatement Condition 1&2 

o Modified Term 1&2 

 

Table 1:  
 

Predefined Problem Behaviors 

(State Reportable Offenses) 

 

Table 2:  

Predefined Actions Taken (State 

Reportable Actions) 
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Discipline - Data - Edit Problem Behaviors 

Use this selection to edit the user-defined set of discipline problem behaviors used in 

student discipline records. 

This option has been merged with a list of predefined Problem Behaviors. 

1. Select Discipline ï Data ï Edit Problem Behaviors.  The page will appear similar to 

Figure 6. 

 
Figure 6: Problem Behaviors page 

    

2. Edit, delete, or create new records as needed in the user-defined section at the bottom 

of the page. 
  

To edit a Problem Behavior name, click on the Edit  link on the left side of the violation 

record.  If this is to be a new problem behavior, click the Edit  link for a row that does 

not currently contain a problem behavior.  Type the new problem behavior name in the 

edit box and then click on the Update link for that row to save the changes. 
  

To print the entire list of problem behaviors, click Print . 
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Discipline - Data - Edit Actions 

Use this selection to edit the user-defined list of discipline actions used in student 

discipline records. 

This option has been merged with a list of predefined Actions. 

1. Select Discipline ï Data ï Edit Actions.  The page will appear similar to Figure 7. 

 
Figure 7: Edit Actions page 

  

2. Edit or create new records as needed. 
  

To edit an action name, click on the Edit  link on the left side of the action record.  If 

this is to be a new action, click the Edit  link for a row that does not currently contain an 

action.  Type the new action name in the edit box and then click on the Update link for 

that row to save the changes. 

  

To print the entire list of actions, click Print . 
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Discipline - Data ï Merge Discipline Referrals 

Use this selection to convert referrals that were sent from Online Teacher entries into 

actual discipline records that will appear on Discipline-Data-Edit Student Discipline 

Records and be used for Discipline module reports. 

Referral records originate from JMCôs Online Teacher application as shown below. 

Teacher Entry of Referral Record 

In Online Teacher, the teacher can create referral records that will be processed at a 

later time by office staff in JMC Next Gen Office Application. 

The teacher would select Discipline-Discipline Referrals from Online Teacher.  The 

page would appear similar to Figure 8. 

Select a Student   To select the student for the referral, click in the drop down list in 

the upper left corner of the page and select the student, OR you may simply type all 

or part of the studentôs name and the list will shorten to students that match what you 

have typed. 

Note: The drop down list might only contain only the students who are scheduled 

into courses with the teacher.  The drop down list can include all students in the 

school if: 

1. The option is enabled in the Office Application (File - Online Settings has 

checkbox to enable ñAll Studentsò option) 

2. The ñAll Studentsò checkbox in the upper left corner of the Discipline-

Discipline Referrals page is checked  

 
 

 

 
 

Add New   To add a new record the teacher clicks the Add New button.  The page 

will appear similar to Figure 10. 
 

Figure 8:  

 

Online Teacher page 

Discipline- 

Discipline Referrals 

Figure 9:  

 

Discipline Referral ï 

student has been 

selected 
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Figure 10: Adding a new Discipline Referral in Online Teacher 

 

The teacher may now specify the Problem Behavior.  See Figure 11. 
 

 
Figure 11: Editing the Problem Behavior in a Discipline Referral Record 

 

The teacher can then fill out additional information for the referral as in Figure 12. 
 

 
Figure 12: Editing Other Info in a Discipline Referral Record 
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When the referral record is complete the teacher would click the Send To Office 

button.  The page will then appear similar to Figure 13. 
 

 
Figure 13: Discipline Referral Record is Updated and Ready for Office To Process 

 

At this point the referral record will remain in the Pending Discipline Referrals list 

until processed by office staff, at which point it will disappear from this list. 

 

Processing of Teacher Referral Records in Office 

Users of JMC Next Gen Office Application will be notified of pending discipline referral 

records on the home page of the application.  See Figure 14. 
 

 
Figure 14: Pending Discipline Referral Record in Office Application 

 

1. To process the pending discipline referral records you may either click on the link in 

the Next Gen home page or select Discipline ï Data ï Merge Discipline Referrals.  

The page will appear similar to Figure 15. 
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The record may then be either accepted or rejected by the office staff by using the buttons 

in the lower left corner of the page.  There are also additional data elements that were not 

presented to the teacher when the referral record was created (e.g. Removal Length, 

Removal Date, etc.) that may be edited at the time the referral record is accepted into the 

office database. 
 

Once a referral is accepted it will then appear in the students discipline records on 

Discipline ï Data ï Edit Student Records.   
 

Also, once the referral is either accepted or rejected it will no longer appear in the 

teacherôs list of referrals in the Online Teacher application. 

Figure 15:  
 

Processing a 

Pending 

Discipline 

Referral 

Record in 

Office 

Application 
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Discipline - Reports - Student 

This report prints the discipline records for selected students. 

1. Select Discipline ï Reports ï Student.  The page will appear similar to Figure 16. 
  

 
Figure 16: Specifying Criteria for a Student Discipline Report 

  

2. Select the students for whom labels are to be printed by specifying By Sequential, By 

Random, By Grade, or By Advisor and then include any additional info (which 

student(s), which grade(s), which advisor(s), etc.). 
  

Date Range    To enter a specific date range for occurrences to be printed on the report, 

enter a beginning and end date in the From field and To field in the Date section of the 

screen. 
  

Print Comments     To print the comments with the studentsô discipline records check 

Print Comments. 
  

Email if Possible    This option may be used to email discipline student reports (where 

possible) instead of printing them.   
 

Note:    In order for reports to be emailed the studentsô primary contacts must have at 

least one email address entered if the primary contact is checked for In Mailings and 

In Reports on Edit ï Student Data.  If the primary contact has multiple email 

addresses then the form would be received at each email address. 
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Note:   In order for reports to be successfully emailed, the SMTP server settings must 

be configured.  For more information about configuring your SMTP server. Please 

refer to Appendix C. 
 

The report prints one student per page.  

 

Discipline - Reports - Discipline Query 

This selection prints students with a specified number of discipline record occurrences for 

various selection criteria. 

1. Select Discipline ï Reports ï Query.  The page will appear similar to Figure 17. 
  

 
Figure 17: Discipline Query 

  

2. Select whether low numbers or high numbers of occurrences are to be identified. 

- If greater than or equal to some number, select >= in the pop-up menu. 

- If less than or equal to some number, select <= in the pop-up menu. 
  

3. Enter the cut-off number of occurrences. 
  

4. Select which violations are to count for the report.  

- If All  is selected, the report will include all violations.  
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- To include only certain violations, click Selected...   then use shift-click to select a 

range of violations, use the control-click to select random violations, and/or use 

click and drag to select a range of violations. 
  

5. Select which consequences are to count for the report.  

- If All  is selected, the report will include all consequences.  

- To include only certain consequences, click Selectedé  Then use shift-click to 

select a range of consequences, use the control-click to select random 

consequences, and/or use click and drag to select a range of consequences. 
  

6. Select which violation dates are to count for the report.  

- If All  is selected, the report will include all dates.   

- To include only certain dates, click Selectedé Then enter the start and end values 

for the date range. 
  

7. To make the details of the discipline records appear in the report, check Show 

Details. 
  

8. Select the appropriate sort option.  Records may be sorted by student name, date 

(ascending or descending), grade, problem behavior, action, or reporter (referring 

person). 
  

9. To make the report display all records for the selected students, check Include All 

Records for Selected Students. 
- If this option is deselected, only the discipline records that fit the selection criteria 

will be displayed on the report. 

- If this option is selected, all records will be displayed in the report for students who 

are selected in the query. 
  

Click Preview to preview the report.  
 

Click Print  to print the previewed report. 
 

Click Export  to export the previewed report.  This option is only enabled if the Show 

Details checkbox is checked. 
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Discipline - Reports - Discipline Summary 

This selection prints a summary of student problem behaviors and actions taken.  The 

report options allow for breakdowns by actions, problem behaviors, staff, student, grade, 

location, day of week, and time of day.  The report can be for all records or for just 

records within a specified date range.  The report will include a bar graph. 

1. Select Discipline ï Reports ï Discipline Summary.  The page will appear similar to 

Figure 18. 
  

 
  

2. Select the report option from the Report drop down list.  Options are displayed in 

Figure 17. 
 

 
 

3. Select All or Date Range. 

- If All  is selected, the report will include all discipline records for the school year.  

- If Date Range is selected, the report will include only discipline records for the 

school year for the specified date range. 
 

Click Preview to preview the report.  A sample report for Referrals by Problem Behavior 

is displayed in Figure 20. 
 

Click Print  to print the previewed report. 

 

Figure 18:  

 

Discipline 

Summary 

report 

Figure 19: 

 

Report Drop Down 

List for Discipline 

Summary Report 
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Figure 20: 

 

Sample 

Discipline 

Summary 

Report 
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Appendix A  

 

Custom Attendance Form Letters Overview 
 

A custom attendance form letter may be created in the JMC Forms Generator application.  

This form will be used in conjunction with student attendance, discipline, and 

demographic data to send notices for students who have attendance issues that are to be 

communicated with their parents. 
 

It is common for a school to request help from JMC in designing and configuring 

attendance form letters.  To do so, please contact JMC technical support at 800-524-8182 

or support@jmcinc.com and a representative will be assigned to help you.  The best times 

to work on projects like this are prior to August 1 or after October 1.  However, you can 

be assured that JMC is willing to help you with your custom attendance form letters 

whenever you contact us. 
 

JMC Instructional Videos for working with custom forms may be found at the following 

links: 
 

http://jmcinc.com/resources/view/form_designer_intro 
 

http://jmcinc.com/resources/view/period_attendance_form_letters 
 

The relationship between a custom form and student discipline records is configured 

when printing the custom form using Attendance ï Reports ï Form Letter.  Typically, the 

form configuration will be used to govern the conditions for a form to be generated and 

whether the student has already received the notification of the attendance violation, such 

as exceeding 10 absences for the semester.  
 

In the JMC Discipline module, one violation and one consequence per threshold (e.g. 5, 

8, or 10 absences) must be defined and these will be associated with the attendance form 

letter.  Also, discipline records can be automatically created for students who receive a 

attendance form letter as a result of an attendance violation.  The existence of such a 

record will keep the student from receiving more than one letter for the same violation; 

however, different thresholds of attendance violation may be defined, (5 days/instances, 8 

days/instances, etc.).  Once each new threshold is encountered an additional form letter 

and discipline record will be generated.  When defining multiple thresholds per term it 

will be necessary to create multiple forms, one for each term and threshold combination.  

For this example, a total of 6 custom forms would be needed, 3 for each semester. 

 

Additional consequences may be assigned to the student by the school official in the 

Discipline module as well, such as detentions or suspensions if needed. 
 

Once a custom attendance form letter has been created in the Forms Editor application, 

these forms may be utilized with Attendance ï Reports ï Form Letters.  It is on 

Attendance ï Reports ï Form Letters where the form is linked to specific discipline 

violations and consequences and also where attendance violations may be ascertained and 

documented. 

mailto:support@jmcinc.com
http://jmcinc.com/resources/view/form_designer_intro
http://jmcinc.com/resources/view/period_attendance_form_letters


 JMC Discipline Documentation  Page 21 of 58          Last update on November 16, 2018  

 

Sample Custom Form Letter 
 

An attendance form letter will typically consist of some header information (school 

name, date, attendance administrator name), a greeting (student and/or parent name), a 

message describing the attendance violation and policies, details about the studentôs 

attendance, and other messages as deemed appropriate by the school district.  Figure A1 

shows an example of one such letter that has many of the simpler items already included 

in the design. 

 

 
 

Some of the items included thus far are simple data lookup items such as a name or date 

field.  In the Form Designer software these items will be displayed like <<Current 

Date>> or <<Name (F L)>>; however, when these forms are later used in the JMC Next 

Gen Office Application by selecting Attendance ï Reports ï Form Letters these lookup 

items will be replaced by the actual current date and studentô first and last name. 

 

Next the item <<AM/PM Attend ï Absences>> is dragged to the form, at which time a 

dialog similar to Figure A2 will appear on your screen. 

 

Figure A1 

 

Partially 

designed 

custom 

Attendance 

Form Letter 
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This screen should look familiar to those who have used JMC Attendance reports in the 

past as this is essentially the same criteria as used by Attendance ï Reports ï Absent / 

Tardy Check. 
 

Beginning / Ending Day    These would likely be set to the start and end days for a term, 

such as the first and last day of semester 1.  In this case the days should be set to start on 

day 1 and end on day 90 (approximately ï varies by district).  You may find that you will 

ñcloneò this form and in copies for semester 2 you would specify days 91 and 180 as the 

beginning and ending days. 
 

Excused / Unexcused / Both    This refers to how the attendance data was designated in 

the office as excused or unexcused and which of these designations are to be included 

when determining if the student has encountered an attendance threshold. 
 

Greater Than or Equals / Less Than or Equals / Equals    For this example this option 

would likely be set to Equals; however you may select the option that best fits your 

needs. 
 

Threshold (number)    In Figure A2 there is a number ñ5ò displayed to the right of the 

menu that is currently set to the ñequalsò option.  This number is the threshold.   For this 

example the number would be set to 5.  You may find that you will ñcloneò this form and 

in the other copies you would set this value to 8 or 10 or whatever number is appropriate 

for the form you are generating. 
 

Only Count Full  Days    This option will only use full days of absence when checking 

for thresholds of attendance. 
 

Include Student Detail    If this item is checked then a detailed list of the studentôs 

attendance will be included on the form letter when printed.  This will include a row for 

every day where at least one absence or tardy was recorded.   

Figure A2 

 

Period 

Attendance ï 

Absences 

item 

configuration 

screen 
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Include Summary    If this item is checked then a summary of the studentôs attendance 

will be included in the form letter when it is printed. 
 

Once you have specified the settings for this attendance item, click OK and the screen 

will appear similar to Figure A3. 
 

 
Figure A3: Custom Form with Attendance Data Item Included 

 

Once you have added the Attendance Data Item to the form it essentially becomes a 2-

page form.  For this reason the attendance item should be added at the bottom of the form 

with the understanding that some attendance information will spill over to the second 

page.  For a sample of how this form actually appears when printed please refer to 

Figures A7 & A8. 
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Combining the Custom Form with Discipline Violations/Consequences 
 

The custom form is just one link in the chain for the attendance notification letters.  Keep 

in mind that there may be several forms designed that will look very similar but will have 

different ranges of days (terms) and thresholds (number of absences). 
 

When printing the attendance form letters you will have the option of selecting a form 

and combining it with the appropriate discipline violation and consequence.  Each custom 

form that you plan to use (semester 1/2, thresholds 5/8/10 for example) must be 

configured in combination with the appropriate discipline violation and consequence.  

See Figure A4 for examples of these combinations. 
 

 
 

Only one violation would need to be defined at Discipline ï Data ï Edit Violations.  See 

Figure A5. 
 

 
 

One consequence per threshold would need to be defined at Discipline ï Data ï Edit 

Consequences.  See Figure A6. 
 

 
 

Figure A4 
 

Sample Period 

Attendance 

Custom Form 

Configurations 

Figure A5 
 

Defining the 

Attendance 

Violation 

Figure A6 

 

Defining the 

Attendance 

Violation 

Consequences 



 JMC Discipline Documentation  Page 25 of 58          Last update on November 16, 2018  

 

See Figures A7 and A8 for sample printouts of how the custom attendance form letter 

would appear when printed. 

 

 
Figure A7 ï Page 1 

 

 
Figure A8 ï Page 2 


