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Adding Action Staff 
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 Click on ‘Staff’ 
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 Click on ‘Maintain 
School Staff Records’ 
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 Select the Staff Record that is 
‘Discipline Staff’ 

 
 Select the ‘Job Related’ tab 

 
 Select ‘Discipline Office Staff’ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 By checking this box, the person 
will show up in the ‘Action 
Staff’ drop down on the 
Discipline Screen 

 
 

 
 

Created by Polk County Schools 
Draft-October 20, 2003 

2


