
 

SDA Recording and Reporting 

TO ENTER A NEW DISCIPLINE RECORD IN INFINITE CAMPUS 

1) Open Infinite Campus, choose correct school, calendar, and schedule. 

2) Click on the “Behavior” drop down menu on the left-hand side of the page. 

3) Click on “Behavior Management” 

     
4) Once at this screen click on “New” 

Once you click on “New” this screen will appear.   

5) Identify the incident under “Title” as it appears in 
the Violation Title column on the Discipline Matrix  
(i.e. Detrimental Behavior, Gang Activity). 

6) Use the drop down for “Contex” box to identify the 
context the incident occurred (i.e. During Class, 
During Lunch).  

7) Use the drop down for “Behavior Incident 
Location” to choose the place where the incident 
occurred.  

8) In “Details”, write a DETAILED description of the 
incident (who, what, where, when). DO NOT write 
the student’s name here. 

a. Incident Detail Information should look 
similar to this example.  

9) Click “Add Event/Participant” at the bottom.  
10) Choose the “Event Type” in the dropdown as it 

appears in the IC Designation column on the 
Discipline Matrix (i.e. Disruptive, Detrimental 
Behavior).   

11) Type the Student Name or Complete Student 
Number into the search and click on Search.  Click 
on the student’s name once it comes up.  

12) Complete in more Detail the individual student’s 
contribution to the incident. Click on Save when 
done. If more then one student is involved in the 
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incident, repeat steps 11 and 12 with completing 
any additional student’s Participant Details.

13) Click on “Add Resolution”.  
 

 
     
14) In the drop down for Resolution Type, choose the appropriate resolution per the Behavior Matrix.  Put in 

Resolution Assign Date, Resolution Start Date and Resolution End Date.  At the bottom, in the Apply To: check 
mark the students listed (these are the students added earlier). Click “Save”. 

 

  
15) If the Behavior is complete, choose the status “Complete” in the Status dropdown, then click the “Save” button (top 

of page) to complete the Behavior. 
16) If the Behavior may need more work, then click “Save”.  The Behavior will show up in the Incident Management 

Editor list under the Submitted/In Progress Filter.  When it needs to be edited again, click on it to amend.  Once 
complete, follow step 15. 

 
 
 
 


