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7BOverview
As referrals are submitted by instructors and non-instructional employees from txGradebook, 
the designated discipline approvers will receive email notification for each referral, and will be 
able to access the referral from the TxEIS Student system where they can escalate or close the 
incident as needed. 

These steps must be completed in the TxEIS Student system from the Discipline application.

Prerequisites

�� This guide assumes you are familiar with the basic features of TxEIS Student and have 
reviewed the TxEIS Student Overview guide. 

�� You must be a registered TxEIS user with access to the Discipline application, logged 
on with an administrator user ID, and a designated discipline approver. For more 
information, see the txGradebook Administrator - Set Up Discipline Referral Access 
guide.

�� This guide is based on TxEIS 2.0.0002 and txSuite 2.9.4.

Checklist Overview

The following steps are covered in this guide:

�� Retrieve and review a discipline referral.

�� Close the referral if no further action is needed.

�� If further action is needed, create an incident record.

�� Add additional students to the incident if multiple students were involved.
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Retrieve and Review a Referral
The Referrals page in TxEIS Discipline allows a designated discipline approver to review 
discipline referrals entered in txGradebook and take appropriate action (i.e., review or create 
an incident record). These referrals may be entered by instructors or other employees who 
have authorization to enter referrals, such as a bus driver.

NOTE:
»» You can only view referrals if you are designated as a discipline approver (i.e., the 

Discipline Approver field is selected in Registration on the Maintenance > Campus 
Profile > Campus Information Maintenance > Principal/Counselor tab).

»» All discipline approvers can view all referrals for the campus.

TxEIS Discipline > Maintenance > Referrals

The page is blank when you first access it.
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12.	Click Restraint to go to the Restraint Information tab where you can add restraint 
information related to the incident.
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Add Additional Students to Incident
If the txGradebook referral indicated that more than one student was involved, all named 
students are listed under Multi Student Incident. If additional students need to be added, 
you can add students to the incident record once it is created. All involved students are linked 
to the incident by the incident number. You can maintain separate data for each student, 
including offenses and actions; although, all students must have at least one offense code in 
common for each incident.

TxEIS Discipline > Maintenance > Student > Maintenance

1.	 To add another student to an incident number, click Multi Student Incident. The 
student ID, student name, and demographic data are cleared from the page; however, 
the incident information remains.

2.	 Retrieve the next student using the ID or Student autosuggest field, or the Directory.

3.	 Update any incident data for the next student as needed. 

4.	 Click Save. The student’s name is added under Students below the Multi Student 
Incident button.
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5.	 Click Multi Student Incident again to add another student.

6.	 To remove a student from the incident, click the student’s name under Multi Student 
Incident, ensure that his demographic data appears at the top of the page, and then 
click Delete Incident. This will delete the incident for the selected student only. 

A message is displayed asking you to confirm that you want to delete the incident.

Click Yes to continue. The page is cleared of data. Next time you retrieve the incident, 
that student will no longer be listed.
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What Happens Next?
Data Maintenance and PEIMS

Once you create an incident record, the record is used to record and maintain all further 
information for the incident related to disciplinary actions, and applicable PEIMS data is 
extracted from the record.

Only current year records can be updated. Records for previous school years can be viewed 
but not updated.

Parent Access to Data

A student’s discipline incident records may be displayed in the txConnect parent portal, if this 
feature is enabled at the campus. (You can enable this feature on the txConnect Administrator 
Options page from the Settings tab.)

A parent/guardian who is logged on to txConnect will be able to view his student’s discipline 
incident records for the current year.
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Web-based Access for Teachers, Parents, and Students


