
Journals 

Tracking Emails, Phone Calls, and Meetings for Teachers 

• Journal entries are added to individual student records. 
• Journal entries are not used for Conduct/Incidents. 
• Journal entries do not contain names. 

Creating a Journal Entry 

1. Student TopTab > Select a student 
2. Click the Documents SideTab  
3. Journal SubSideTab will appear 
4. Options Menu > Add 
5. Enter information as demonstrated below.   
6. Author and reporter names are not necessary. 

Enter: Topic, Date, Time, Duration (if applicable), Type, Reason 
Code, Expiration Date (end of June), and check the Is Public? 
Box, Comment, and Follow-up info if you wish.

Tuesday, November 27, 2018 Version 2.0 Page �  of �1 1

Save your work!

The “Is Public” checkbox allows other school staff to view this record.


