
Instructions for Discipline Data Clean-up 
June 12, 2017 
 
 
Note: This is for end-of-year data cleaning.  Please confirm that you are using the end-of-year 
file.  The 3rd quarter file will be removed from the Data Center when the EOY file is posted on 
June 15. 
 
To download your school’s document, go to http://www.spps.org/data.  Select “STAFF ONLY: 
Password Protected Reports,” in the left-hand sidebar.  Use your active directory to log in.  (PC 
users press the Ctrl key while making your selection; Apple or Mac users, turn off your pop-up 
blocker before making your selection.)  Select your school, then select the file "EOY 2017-18 
Discipline Report." 
 

• The "Problems" tab, colored orange, is a list of incidents that need to be reviewed and 
corrected in Campus.   
 

• The “Missing” tab is colored purple.  It includes all incidents that are missing events or 
that contain events that are missing students (often duplicate events in the same 
incident).  Please either add events and students, or if the incidents were entered in 
error, delete them.  Delete incidents or events at the school, or send the Incident ID in a 
service ticket to Technology requesting the deletions.  Note that because these incidents 
do not contain students, the only way to find them is in the Behavior Management tab.  
The date and time are most useful in finding the incidents. 

 
• Weapons incidents for your school are reported in the red “Weapons” tab for your 

information and review.  Highlighted cells require action from the school.  If the cell is 
highlighted in yellow, or if information is entered that you would like changed, contact 
Cindy Porter with the corrected information.  If the cell is highlighted in red, make the 
corrections in Campus.  If there is no highlighting, the incident is listed for your 
information only. 
 

• The "Suspensions" tab, in blue, lists all suspensions so far for your school, and is there 
for your review.  It includes “days suspended” calculated from the start and end dates, 
and as entered in the “duration” field.  Significant differences will be highlighted.  The 
calculated count is used for reporting -- any changes should be made directly in Campus.  
No action is required for items listed here. 
 

• The green tab is a table listing the weapons event types, and which weapon codes may 
be used with each event type.  It is for your information only, in case of confusion with the 
“Event type/weapon mismatch” problem code. 

 
If the principal or assistant principal designates another staff member to make these 
corrections, the designee will not have access to the report.  The principal must use the 
instructions above and provide the report to the staff designee for this purpose.   
 


