Tacoma Public Schools

Department of Technology Services-Student Information

Quick Guide for Incident Reports
To see what reports are available at your eSIS user access level, click on the Reports icon located at the top of the eSIS Start (picture) screen. Choose Incident Reporting, and the available reports will be listed below. Depending on your access, you can run reports by school, student or incident type.
To run a report using specific incident type criteria, such as all assault-related incidents, follow the steps below.

1. 
If you are a multiple school user, lock on a school, otherwise, go to Step 2.
2.
Click on Reports, Incident Reporting, and choose Discipline Incident Detail Report. (Currently this report is available only to eSIS users with incident reporting write access.)
3.
Run Extract for All Students
4.
Run Report

5.
Select desired criteria as shown in the example screen below. 
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5.
Click the printer icon in the lower right corner of this screen.  [image: image2.png]



Quick Guide for Incident Reports (continued)

Student Discipline/Actions
1.
Click on Reports, Incident Reporting, and choose Student Discipline/Actions. (Currently this report is available only to eSIS users with incident reporting write access.)
2.
Run Extract for All Students

3.
Run Report

4.
Select desired criteria as shown in the example screen below (Action Type and Start/End Date). 

5.
Click the printer icon in the lower right corner of this screen. 
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Incident Types should be Both.
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