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The search results display.

Note: The search only displays a number of results that fit on one screen; if there 
are more results than can fit on one screen, the additional results do not display. If 
you do not receive the results you are looking for, try entering more letters to 
narrow the search results or use Advanced Search (see below).

Note: If you do not receive any search results or if specific students do not display 
in the search results, ensure the correct school year in context and building are 
selected (see “Adjusting Settings” ).

4. (Optional) You can conduct an advanced search if you want to narrow the search results. 

a. On the Student Search screen, tap Advanced Search.
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The Advanced Search screen displays.

b. You can select and enter any number of the parameters below.

• ... School (required) – Select the school the student is in; defaults to your chosen 
Default School in Settings.

• Select Grade... – Select the student’s grade level.
• Select Student Status... – Select the student’s status in the school.
• Student Number... – Enter the student’s ID number.
• Student Name... – Enter a full or partial name.

c. Tap Search.

The search results display.

5. Tap a row to view information about a student.
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The student’s profile displays.

Note: Once you view a student’s profile, that student is automatically put in 

context. To change your student in context, simply tap  to search and view a 

different student’s profile or tap  (if enabled) to ask about another student.
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6. (Optional) You can tap  on the right of the screen or swipe left to see more details about 
a student’s contacts, attendance, discipline incidents, and grades.

Note: You can tap on a contact’s phone number to start a call, an address to map 
the location, and an email to start an email draft using your mobile device’s default 
applications.

Student’s Contacts
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Note: You can only view a student’s medical, custody, and disability alerts if you 
have the correct security settings. If you believe you should be able to view the 
student’s alerts, contact your school or district administrator to ensure you have 
the correct permissions (see “User Permissions” ).

Student’s Transportation

Student’s Alerts
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Note: You can only view a student’s attendance if you have the correct security 
settings. If you believe you should be able to view the student’s attendance, 
contact your school or district administrator to ensure you have the correct 
permissions (see “User Permissions” ).

Note: On the student’s Discipline Incidents screen, you can tap Add Incident to 
add a discipline incident for that particular student. See “Add a Discipline 
Incident.”

Note: You can only view a student’s discipline incidents if you have the correct 
security settings. If you believe you should be able to view the student’s discipline 
incidents, contact your school or district administrator to ensure you have the 
correct permissions (see “User Permissions” ).

Student’s Attendance

Student’s Discipline Incidents
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Note: You can only view a student’s grades if you have the correct security 
settings. If you believe you should be able to view the student’s grades, contact 
your school or district administrator to ensure you have the correct permissions 
(see “User Permissions” ).

7. (Optional) To return to the previous screen (e.g., Profile, Student Search), tap .

To return to the Other Options screen, tap .

To start a new Student Search, tap , or tap  (if enabled) to ask about another student.

Student’s Grades
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Viewing the Bell Schedule
You can view the bell schedule of all school buildings associated with your district.

1. On the Options screen, tap Bell Schedule.

The bell schedule of your default school displays.

2. (Optional) To view the bell schedule of a different school in your district, select the school 
from the drop-down list.



16  ProgressBook StudentInformation MobileApp Guide

MobileApp

3. (Optional) To return to the Other Options screen, tap .

To start a new Student Search, tap , or tap  (if enabled) to ask about another 
student.

Discipline Search
You can search for a student offender’s discipline incidents to quickly review their past infractions. 
On the Discipline Incidents screen, you can review details related to the incident.

You can also add a Discipline Incident from this screen. See “Add a Discipline Incident.”

Note: You can only view and add student discipline incidents if you have the 
correct security settings. If you believe you should be able to view and add 
discipline incidents, contact your school or district administrator to ensure you 
have the correct permissions (see “User Permissions” ).

Searching for Discipline Incidents
You can use the Discipline Search feature to look for discipline incidents involving particular 
student offenders in the district. After locating a discipline incident for a student offender, you can 
view the following information regarding the incident: incident ID, name, date, time, place type, 
location/room, description/notes, infraction, disciplinary action, and the student offender’s name 
and grade.

1. On the Other Options screen, tap Discipline Search.

The Discipline Search screen displays.

2. Next, in the Search student offenders... text box, enter at least three letters of a student’s 
first or last name to search for a student.

Note: The Discipline Search looks for student offenders within your Default 
School. To change your Default School, see “Adjusting Settings.”
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The search results display.

3. (Optional) You can tap  on the right of the screen or swipe left to see more details about 
a particular discipline incident.

The Incident Details screen displays.
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4. (Optional) To return to the previous screen (Discipline Search), tap .

To return to the Other Options screen, tap .

To start a new Student Search, tap , or tap  (if enabled) to ask about another 
student.

Add a Discipline Incident
You can add a discipline incident through the Discipline Search screen or the student profile’s 
Discipline Incidents screen. This allows you to quickly record an incident to which you can 
review or add more details to at a later time using the StudentInformation web application.

There are two components to adding a discipline incident, and the order of entry depends on the 
screen from which you tapped Add Incident:

• “Discipline Incident Entry” 
• “Add Student Participant” 

Note: When you add a discipline incident with a dison the MobileApp, relevant 
users within the ProgressBook Suite receive a discipline incident notification. For 
more information, see the ProgressBook StudentInformation Notifications Guide.

Discipline Incident Entry
You can enter the discipline incident’s name, date, time, place type, location/room, and 
description/notes on this screen.

Note: The Discipline Incident Entry screen displays first if you tap Add Incident 
on the Discipline Search screen. If you tap Add Incident on the student profile’s 
Discipline Incidents screen, the Participant Type screen displays first for the 
student in context.

1. Tap Add Incident on the Discipline Search screen.

OR

Tap Save after entering offender/victim/witness details from the Participant Type screen.

The Discipline Incident Entry screen displays.
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2. Enter information or select from the drop-down list for the following:

a. Enter the Incident Name.

b. (Optional) Enter a date or tap  to select a date. Defaults to the current date.

c. (Optional) Enter a time or tap  to select a time. Defaults to the current time.

d. (Optional) Select a place type the incident occurred at from the drop-down list.

e. (Optional) Select a location/room the incident occurred in from the drop-down list.

f. (Optional) Enter incident description/notes.

Note: Except for incident name, none of the above fields are mandatory to create 
a discipline incident. You can enter the minimal amount needed for 
self-recollection to enter more details at a later time.

3. (Optional) Tap Add Student Participant to add a student offender, victim, and/or witness 
to the discipline incident. See “Add Student Participant” for more details.

4. Tap Create to save the discipline incident.

A confirmation message displays.
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• If you tap Yes, a success message displays.

• If you tap No, you return to the Add Discipline Entry screen.
5. If you tap Cancel, a confirmation message displays.

• If you tap Yes, all previously entered information is discarded and you return to the 
Discipline Search screen.

• If you tap No, you return to the Add Discipline Entry screen.

Add Student Participant
You can add a student offender, victim, and/or witness to a discipline incident through the Add 
Student Participant screen.

1. There are two ways to access the Add Student Participant screen:

a. From the Add Discipline Incident screen, tap Add Student Participant.
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The Find Participant screen displays.

i. Next, in the Search for a student... text box, enter at least three letters of a 
student’s first or last name to search for a student.

Note: The Find Participant search only looks for students within your 
Default School. To change your Default School, see “Adjusting 
Settings.”

The search results display.

ii. Tap  or the row of the participant you wish to add.

b. From the student profile’s Discipline Incidents screen, tap Add Incident.



22  ProgressBook StudentInformation MobileApp Guide

MobileApp

Note: The student you have in context in the student profile bar on the top of 
the screen is automatically the new student participant you are adding to a 
new discipline incident.

Note: If the student in context is not within your Default School when you 
select Add Incident, you are prompted to change your Default School. To 
change your Default School, see “Adjusting Settings.”

2. The Participant Type screen displays. Select the Participant Type for the student you 
selected or had in context.

3. To find out how to enter information for offenders, victims, and witnesses, see the 
following:

• “Adding an Offender” 
• “Adding a Victim” 
• “Adding a Witness” 

Adding an Offender
1. On the Participant Type screen, select Offender.

Note: If you are not on the Participant Type screen, see “Add Student 
Participant.”

Note: When adding a student as an Offender, the infraction and disciplinary 
action details are optional.
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The Offender Details screen displays.

2. (Optional) Tap Add Infraction to enter policy and infraction details.

a. Select a policy that applies to the infraction from the drop-down list.

b. Select an infraction that applies.

c. Enter any infraction comments if needed.
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3. (Optional) Tap Add Action to enter disciplinary action details.

Note: When you add a discipline incident with a disciplinary action on the 
MobileApp, relevant users within the ProgressBook Suite receive a discipline 
incident notification. For more information, see the ProgressBook 
StudentInformation Notifications Guide.

a. Select the disciplinary action type from the drop-down list that resulted from the 
discipline incident.

b. Enter a Start and End date or tap  to select the dates. The current date is the 
default for both.

c. Enter any action comments if applicable.

4. (Optional) You can add as many infractions or actions for this particular student by 
repeating the steps above.

• You can also tap  to remove an infraction or action.
5. When you are done adding infractions and actions, tap Save to add the student Offender 

and the details to the discipline incident.
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The student displays as an Offender on the Discipline Incident Entry screen.

Note: You can tap  to remove a student participant.
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Adding a Victim
1. On the Participant Type screen, select Victim. 

Note: If you are not on the Participant Type screen, see “Add Student 
Participant.”

Note: When adding a student as a Victim, filling in the details is optional.

The Victim Details screen displays.

2. (Optional) Select and enter details regarding the Victim.

a. Select a victim type from the drop-down list.

b. Enter victim comments if applicable.

3. When you are done adding details, tap Save to add the student Victim and the details to 
the discipline incident.
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The student displays as a Victim on the Discipline Incident Entry screen.

Note: You can tap  to remove a student participant.
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Adding a Witness
1. On the Participant Type screen, select Witness.

Note: If you are not on the Participant Type screen, see “Add Student 
Participant.”

Note: When adding a student as a Witness, filling in the details is optional.

The Witness Details screen displays.

2. (Optional) Enter witness comments if applicable.

3. When you are done adding details, tap Save to add the student Witness and the details 
to the discipline incident.
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The student displays as a Witness on the Discipline Incident Entry screen.

Note: You can tap  to remove a student participant.
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Adjusting Settings
You can select your Default School, viewing options, and School Year on the Settings screen.

1. On the Other Options screen, tap Settings.

The Settings screen displays.

2. Select your setting preferences:

• Default School (required) – Select the school used in context for app features.

Note: When you log in, the app always defaults to your selected default 
school in the StudentInformation application. If you previously selected a 
different default school in the app, this preference is not retained upon your 
subsequent login.

• Show Student Photo by Default – Select this check box to display student 
photographs. De-select this check box to hide student photographs.

• Only Download Photos via WiFi – Select this check box to download student 
photographs only via WiFi. De-select this check box to download student 
photographs via 3G/4G or WiFi when needed.

Note: If you select Show Student Photo by Default and Only Download 
Photos via WiFi, and are not connected to WiFi, student photographs do not 
display. Once you connect to WiFi, the student photographs display.
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• Select School Year – Select the school year used in context for app features; 
defaults to the current school year. E.g., you want to search for a student from a 
previous year.

Note: When you log in, the app always uses the current date to determine the 
current school year as configured by your district. If you previously selected a 
different school year to use in context, this preference is not retained upon 
your subsequent login.

• Enable Voice Commands – Select this check box to enable voice commands. When 

voice commands are enabled,  displays on the top right of each screen in the app. 

You can tap  to ask questions about a student. If you wish to cancel the voice 

command after you tap , tap the X on . If your device does not support voice 
commands, the following message displays: 

Setting preferences save automatically. 

3. (Optional) To return to the Other Options screen, tap  or .

To start a new Student Search, tap , or tap  (if enabled) to ask about another 
student.

User Permissions
The ProgressBook SIS Admin MobileApp displays data directly from StudentInformation. In order 
for a StudentInformation user to view student profiles, transportation, schedules, alerts, 
attendance, and grades, and to view and add discipline incidents on the MobileApp, the role(s) 
assigned must have the correct permissions enabled by appropriate administrative personnel.

1. To view Student Profiles, the role(s) assigned to the user must have Display enabled for 
“SIS – Student – View Profile.”

2. To view Custody Alerts, the role(s) assigned to the user must have Display enabled for 
“SIS – Student – Custody Alert.”

3. To view Disability Alerts, the role(s) assigned to the user must have Display enabled for 
“SIS – Student – Disability Alert.”

4. To view Attendance, the role(s) assigned to the user must have Display enabled for 
“SIS – Student – Attendance – School Absences.”

5. To view Grades, the role(s) assigned to the user must have Display enabled for 
“SIS – Student – Marks – Student Marks.”

6. To view Medical Alerts, the role(s) assigned to the user must have Display enabled for 
“SIS – Student – Medical – Medical Alerts.”

7. To view and add Discipline Incidents, the role(s) assigned to the user must have Display, 
Add, Change, and Delete enabled for “SIS – Discipline.”
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Note: The MobileApp is designed to support StudentInformation users that have 
access to a single district. Users that have access to multiple districts may 
experience degraded performance and/or unexpected results while using the app.

Once the role permissions are configured, StudentInformation users can log in to the 
MobileApp using their existing login information.

Troubleshooting
Below are some common errors that you may encounter and their solutions.

Error: “The User Name/Password supplied is invalid, or your account may be locked or 
disabled.”

The error occurs when the entered login information is incorrect or the account in question is 
locked or disabled. First, verify that the entered login information is accurate. If the error 
persists, contact your school or district administrator to determine your account status and 
permissions.

Error: “Timeout error retrieving data. Please try again, or restart the app. If the problem 
persists, please contact support.”

The error occurs when there is a timeout calling back to the mobile API. Restarting the app 
typically solves this issue.

Error: “Your district has no schools configured for the current term.”

The error occurs after login and indicates that, for the current term, based on the current 
date, the district has not set up any buildings. This typically occurs only during the summer 
term. You can resolve this by choosing a different school year on the Settings screen of the 
MobileApp (see “Adjusting Settings.”)

Error: “The App requires selecting a default School. In this MobileApp you can change 
this selection later on the Settings page. To avoid having to make this choice during 
logins, update your default school from the SIS application.”

You may see this error when logging in to the MobileApp. To update your default school, log 
in to the StudentInformation application (not MobileApp) and select the desired school from 

the drop-down list on the masthead. Then, click  to expand your account options and click 
Save As Default School.


