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Log Entries in PowerSchool 

Log entries are used to create a record regarding a student's behavior, 
performance, or activity. Many schools use log entries to chronicle disciplinary 
actions. Log entries can also be used to record students' positive achievements. 

 
I. Setup of the Log Entry Screen 
 

1. Log into the District Office. 
2. Select District from the Setup Menu. 
3. Select Log Types from the General Functions section. 

Log Types 

 Log types are used to group log entries by classification indicating the nature of a 
 log entry. Additionally, subtypes can be created within each log type to further 
 characterize the log entry. For example, a log entry related to cheating on a test 
 is discipline-related. Discipline is the log type, and cheating is the subtype. 

• As they are setup at the district office they apply to all schools 
• Click New to add a new Log Type 
• Click Edit Subtypes to add codes specific to the selected log type 
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Log Entry Fields 

Select Log Entry Fields from District/General Functions  
 

• You have 44 fields that you can place on you log entry screen (not all are shown on 
the screen capture below) 

• Sort Order determines the order they appear on the Log Entry Screen. 
• Select Hide to remove a field from the Log Entry Screen. 
• You can further customize existing fields to suit your needs. 
• Place the ISES discipline related fields last to insure accuracy for ISES reporting. 
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• Fields which are of the Input Type of Popup menu can then have codes associated 

with them. 
• Use the Help menu ? To fully understand your options here. 
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II. Entering Log Entries 
 

1. Log into the school you wish to search for log entries. 
2. “Find”: the student(s) for whom you wish to make a log entry.  You can use any of the 

normal search options. 
3. Select Log Entries from the Administration area of the Student menus. 
4. Click NEW to add a new log entry. 
 
Log Entries 

 

 

 
5. Select the appropriate Log type and complete the appropriate fields. 

 

 

 

           
 
6. Click Submit when complete. 
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III. Search Log Entries 
 

1. Log into the school you wish to search for log entries. 
2. Select Special Functions from the Functions Menu. 
3. Select Search Log Entries. 
4. Select the log type you wish to search for 
5. You can narrow you search by using the Subtype and Consequence options. 
6. You can further narrow your search by using the additional options on the Search 

page. 
 
Log Entries Search 
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Log Entry Functions 
 
The Log Entry Functions page will indicate the number of log records that were found based 
on the search criteria you specified. 
 
At this point you have 3 options 
 

 
 
List Log Entries 
 

• You can print the resulting page 
• Copy and Paste the results to a work document, Excel etc. 
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Print Log Entries 
 

• Select an available report to print for the selected students 
 

 
 
Export Log Entries - Export the 6 Log Entries 
 

• Select the fields you wish to export using the field’s link. 
• This is an expanded fields list which includes the actual log entry fields. 
• You could merge the resulting fields to a word doc. 
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IV. ISES Reporting 
 

Log Entry Setup 
 
Select District Office/District/Log Entry Fields 
 
These fields must be selected for display in your Log Entry Screen: 
 
The codes for Incident Type have changed over the last couple of years.  If you are unsure if 
yours are correct, see below. 
 
Place the ISES fields after the fields you elect to place on you log Entry Screen to assist with data 
entry of ISES reportable incidents. 
 

 
 
Select Discipline_IncidentType 
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Select Discipline_IncidentTypeCatagory 
 

 
 
General Tips on the ISES fields 
 
Discipline_IncidentDate (ISES Incident Date) 
 

• This can be used for any discipline occurrence you wish to record in PowerSchool, just 
because a date is entered here does not mean it will be reported to ISES. 

• This will default to the current date. 
• It needs to be the actual incident date. 

 
Discipline_IncidentType (ISES Primary ISES Incident Type) 
 

• You should only have the codes indicated above setup for this field.  If you administration 
desires to record other occurrences, use the sub-types option for their desired reporting. 

 
Discipline_IncidentTypeCatagory (ISES secondary Incident Type) 
 

• You should only have the codes indicated above setup for this field.  Only select a 
incident type if applicable. 

 
Discipline_ActionTaken (ISES Removal Type) 
 

• A entry selected here is what will triggers that the incident will be reported when the ISES 
Discipline Report is run. 

 
Discipline_ActionDate (ISES Removal Date) 
 

• This will default to the current date. 
• It needs to be the actual start date of the removal. 

 
Discipline_DurationActual (ISES Removal Date) 
 

• The number of days the student will be removed due to the occurrence.  This must be 
entered as whole/half days.   
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