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Login to the site using your district login and password 

To submit a tardy referral form, first click the New Case link at the top left of your webpage. 
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Then double click on Tardy Referral Request. 

 

 

 

 

 

 

 

 

 



District 87 
Tardy Referral 

 
 
You will arrive at this page where you will see students IDs and names along with their Assistant Principal’s Name, Period, Course 

Name, and Grade. The list is sorted by class period and then student name.  To the right of these columns, there is a column titled 

Tardy Type. Use the drop down box that corresponds with the student who has been tardy 3 or more times and select the correct 

amount. Once you are finished click the Next button at the bottom of the page 
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Use the digital calendars to select the date of each of tardy. When finished, click the Submit button. 
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Click the Continue button. After the tardy referral has been created, it creates multiple cases, 1 for each student. These end up in 

the inbox of the dean, who chooses the appropriate disposition and it creates a document file that is then stored, and an email is 

sent back to the teacher.   

 

 


