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Log onto the System 
 

1. Type User ID 
2. Type Password 
3. Click on the Log On button 

 
 
 
 



 

Prepared by  Application Support 09/28/2009 
 

4

Navigating Chancery SMS 
 

! To reach modules within Chancery SMS click on the links in the blue menu bar to 
the left 

! Links can be found in the upper menu bar 
! To go back through windows click on the bread crumbs located above the upper 

menu bar 
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Creating a Student Behavior Incident  
 
There are two ways to start creating a Student Behavior Incident.  You can use the 
Student Search method or going directly to the Student Behavior module.   

Adding an Incident with a Student 
 

1. Type in the Students Last and First Name or Student ID  
2. Click on the Search button 

 
*NOTE – You must use a school role to add any incidents. 
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3. Click on the Student Name 
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4. Click on the Student Behavior in the menu bar to the left of the screen 
 

 
 
 

5. Click on Actions and select Add Behavior Incident 
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6. You are required to enter the Incident Date and select the Incident Category. 
Note: Fields denoted with asterisks (*) are required. 

7. Highlight the appropriate Events/Concern and click Add 
8. Highlight the appropriate Action and click Add 
9. Type or select (using the calendar icon) the Action start date 
10. Type or select (using the calendar icon) the Action end date  
11. Click on Continue 
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12. Select the person referring the incident in Referred by 
13. Enter any additional information in Incident Description 
14. Edit the Action step by clicking the link in the Action Steps column (i.e. 

Suspensions and expulsions need to have certain action steps for Student Services 
department). 
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15. Select an Action step from the Action steps dropdown box. 
16. Enter the Action step’s start date and end date. 
17. Click Save+Add or OK to save. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Prepared by  Application Support 09/28/2009 
 

11

Adding an Incident without Student 
Use this method if you do not know the students that are involved yet.  You can 
go back into the incident to add students that were involved, actions and other 
new information. 

 
1. Click on the Student Behavior in the menu bar to the left of the screen 
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2. Click on Actions and select Add Behavior Incident 
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3. You are required to enter the Incident Date and select the Incident Category 
4. Highlight the appropriate Events/Concern and click Add 
5. Click on Continue 
 

 
 



 

Prepared by  Application Support 09/28/2009 
 

14

6. Select the person referring the incident in Referred by 
7. Enter any additional information in Incident Description 
8. Click on OK to save  
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Searching for a Student Behavior Incident  
Search by Student 

 
1. Type in the Students Last and First Name or Student ID  
2. Click on the Search button 
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3. Click on the Student Name 
 

 
 

4. Click on the Student Behavior in the menu bar to the left of the screen 
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5. Click on the No. to view or edit the incident. 
 

 
 

6. The incident details will display. 
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Search by Incident Event/Concern 
 

1. Click on the Student Behavior in the menu bar to the left of the screen 
 

 
 
 

2. Select the search criteria and click on Search 
3. Click on the No. to view or edit the incident. 
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Edit a Student Behavior Incident  
 

1. Search for an incident you wish to edit.  For help on how to search for an 
incident, see page 14, Searching for a Student Behavior Incident. 

2. In the Incident Details panel, edit any details about the incident.  To add incident 
details, click the Additional Incident Details link. 

 

 
 

3. In the Persons Involved panel, you can add and remove persons from the incident 
at the school, district, and staff levels by selecting the appropriate button.  Search 
for the person and select their involvement.  Click OK. 
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4. In the Events or Concerns panel, you can add or delete events or concerns from 
the incident.   

5. To edit an Event/Concern, click the Event/Concern link and go to Step 7. 
6. To delete the Event/Concern, mark the Event/Concern checkbox, click Delete. 
7. To add an Event/Concern, click the Add button. 

 

 
 

8. On the Add/Edit Event/Concern page, enter or edit details about the 
Event/Concern.  Click Save+Add or OK to save. 
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9. In the Actions panel, you can add, delete, or edit the actions of an incident.  To 
modify a specific 'Action' select the action hyperlink. To define dates and times 
for 'Action steps' select the action step(s) hyperlink.  

10. To delete an action, mark the action checkbox and click Delete. 
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11. To add and an action, click the Add button. 
12. On the Add Action page, enter any action information for the incident. 
13. Click Save+Add or OK to save. 
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Creating a SARB Student Behavior Incident 
 
**This section should be performed by the school site.  Once the incident has been 
entered and saved, the school site user must email the Student Services department with 
the students’ name, ID, and incident number. 
   

1. Type in the Students Last and First Name or Student ID 
2. Click on the Search button 
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3. Click on the Student Name 

 

 
 
 
 

4. Click on the Student Behavior in the menu bar to the left of the screen 
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5. Click on Actions and select Add Behavior Incident 
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6. Enter the Incident Date and select Attendance Event/Concern Category from 
the Incident Category dropdown. 
Note: Fields denoted with asterisks (*) are required. 

7. Highlight Excessive Absences from Available Events/Concern box, click Add 
8. Click on Continue 
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9. Select the person referring the incident in Referred by 
10. Enter any additional information about the SARB in Incident Description 
11. Click on OK to save 
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Creating a SARB Legal Alert and Action Step 
 

This section should be completed by the Student Services Department. 
This section should be completed after the Student’s SARB hearing. 
 

Creating the Legal Alert 
 
1. Type in the Students Last and First Name or Student ID of the student to be 

SARB’d. 
2. Click on the Search button 

 

 
 

3. Click on the Student Name 
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4. On the Demographic page, on the School Specific Section click on the Legal 
Information. 
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5. On the Legal Information section of the page, type SARB in the Legal Alert text 

box, click Save.  
 

 
 

Creating the Action Step 
 

6. Click on the Student Behavior link on the left menu bar. 
 

 
 
 

7. Click on the incident number you would like to add an action step to. 
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8. Under the Actions section of the page, click Add. 
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9. In the Action Category dropdown, select Discipline Action Category. 
10. In the Action sub-category dropdown, select Discipline Action Sub-Category. 
11. In the Action dropdown, select Refer Student Services (SARB). 
12. Enter any additional information about the action step. 
13. Click Save+Add or OK. 

 
Note: Fields denoted with asterisks (*) are required. 

 


