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Instructions on how to enter an incident report in PowerSchool

1. Log-in to the Admin side of PowerSchool. https://www.acsusis.org/admin/

2. Once logged in, click on the Special Functions link

https://www.acsusis.org/admin/


3. Next click on Incident Management link



4. Click on the arrow down icon and select Create Detailed Incident.



5. Complete the incident detail information. Fill in each of these fields (the school dropdown will not show up if you are completing this at your
school level). Incident type and time frame have drop downs with the options that were given from the State.

6. On the Incident Builder box, click on the green + icon to add participants to the incident. Participants include Reporter(s), Victim(s),
Offender(s), and Witnesses.



7. Search the participant’s last name. Under type you have the option to pick students, staff or other. Once you have entered a last name
and click search, the results will be displayed at the bottom. Select the name of the student/staff and click the Add button.



8. Once the participants have been added, select the role and add the participant attributes.This needs to be completed for all participants.



9. On the Incident Elements box, click on the green + icon  select Add Action. Fill in the highlighted field then click Add Action.



10. Next Select the Action Attributes. Please make sure to fill all this up as these are required fields for the state reports.

11. Click the green + icon next to Incident Elements and choose Add Behavior and fill out that information. Depending on the behavior, you
may have more than one entry for this option.  Just repeat the steps if there are more than one. Make sure to choose “Primary Behavior” for
one of the behaviors.



12. Select the Behavior Code and check whether the behavior is a Primary Behavior or an Allegation. Click Add Behavior.



13. Now we can add Incident attributes. Click on the green + icon again and select Add Attributes.



14. Once the Incident element is complete, click, hold and drag the incident Element Behavior and Action over to the offender so they show
under the Offenders name. This will associate the action attribute with the offender participant.

15. Once the action and behavior were associated with the offender, click on the Submit Incident Button on the lower right corner of your
screen. Please reach out to Jasmin @ jdoty@acsdvt.org / ext 1111 if you have any questions or need clarification.

mailto:jdoty@acsdvt.org

