Log File:  Posting Log Records to Students

When working with a student, there may be times when it is appropriate to post little records of interactions with the student.  This is good for documentation that shows interactions with a student that are informal, short, or notations about the student.  These log entries print on the student's Court Report when printed from the SBLC system.

Post a Log Record from SBLC

 I. Access the SBLC Program

 A. On the main Jpams screen, click the SBLC button.

 B. Click program #2, SBLC System.

 C. Set the appropriate year, then click OK.

 II. Search for the Student

 A. Click Find 1 and select the name of the student.

 B. Information about the student is displayed.

 C. Use the Print 2 button to print a demographic page for the student.

 III. Post the log entry

 A. Click the Log menu item.

 B. Click Add Entry, then type in information.  Add initials at end of text.

Post a Log Record from Student Master

 I. Access the Student Master Record of the Student

 A. Use Find 1 or Clear: Type the last, space, first name

 II. Post the log entry

 A. Click the Log tab at the bottom of the screen.

 B. Type the password of ____________.  (Jessie will inform at meeting).

 C. Click Add Entry, then type in information.  Add initials at end.

Post a Log Record from Student Discipline

 I. Access the Discipline Record of the Student

 A. Click the CommLog button.

 II. Post the log entry

 III. Click Add Entry, then type in information.  Add initials at end.

Print the Log file in a Court Report

 I. At the Court Report setup box, check Log in addition to any other options desired.

 A. Locate the referral to which the meeting will be added to by using the Next  or Previous button.

 B. Click the Meeting tab and post information.

 C. Click Save.

 D. Click Print to print the referral and the connected meetings.

 IV. To Locate an Existing Student's Referral.

 A. Click Find 1 to locate the student

 B. Click the Referral tab, then click Next or Prev to browse to the referral.

 V. To Locate a Meeting Associated with a Referral

 A. Click Find 1 to locate the student

 B. Click the Referral tab, then click Next or Prev to browse to the referral.

 C. Click on Meeting List and select the desired meeting.

