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Getting Started with Principal Viewer 
 
 
Starting the Principal Viewer Application 

 
If you are using the “fat client” application (the program is installed on your network and your computer is 
connected to that network), there are two ways to launch the Principal Viewer application.   
 

• One way is to click the Start button on the desktop, select All Programs, Principal Viewer group, and 
Principal Viewer. 

 
 

 
• The second way is to double-click the Principal Viewer icon which was added as a shortcut to the 

application on the desktop. 
 
 
 
If you are using the “web enabled” version of the application (you start your Internet Browser and go to an 
address provided by your school’s Pinnacle Administrator), you will need to have a run-time Java component 
(Java Web Start) loaded on the computer you are using. 
 

• Go to the URL (Internet address) that you were given. 
 

• If you do not have the Java component installed on your machine or if it is the incorrect version, this 
will be detected automatically and you will be given instructions for a free download from 
www.java.com.  For a detailed explanation of the installation process, click on this button in the lower 
right corner of the page 

 
 
 
• Once the installation process is complete and on subsequent log-ins, select the Principal Viewer 

application from the icons displayed.  Depending on your Internet Browser settings, you may have to 
allow the download of Java before you can launch Principal Viewer. 
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• When the Administrator Login window appears, enter the User ID and Password which were provided 

to you by your school’s Pinnacle Administrator.  Click OK.  For Pinnacle Enterprise customers, you 
may access other schools if you have been granted Principal Viewer rights at those schools. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• For the “Web Enabled” (also called Pinnacle over IP or “Thin Client”) version, you will need your 
School ID as well as your User ID and Password.   

 
• You will also need to select your security level depending on whether you are using a computer that 

other people can access or whether you are using your personal computer.  A public computer will 
remove the application and support files upon exit which means those files will need to be reset for the 
next login which takes time but is more secure.  A private computer will start up more quickly since the 
files are stored on the workstation. 

 
 

“Fat Client” Login 

“Thin Client” Login 
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Changing Your Password 
 
For security reasons, it is recommended that you change your initial password that was provided to you to a 
password that only you will know. 
 

• Access the Options menu in the Principal Viewer application and select Change Your Password. 
 

• Enter your old password in the window and click OK. 
 

• Now enter your new password which must be 6-25 characters and a combination of letters and numbers. 
 

• You will be prompted to enter the new password a second time to verify.  Click OK. 
 

• The next time you start the Principal Viewer application, you will need to enter your User ID and this 
new password you just created. 

 
• If you forget your password, you will need to contact the Pinnacle Administrator at your school to 

change it to something else. 
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Individual Student Information 
 
Viewing Attendance for One Student (also available in Attendance Manager) 
 

• To view a summary of one student’s attendance, access the Student menu and select Attendance for 
One Student.    

 
• Select a student from the list using the quick-find box to jump to a student’s name or ID.   

 
• Determine a date range for the report and click on Get Student’s Data.   

 
• This will display a preview of the report, including total excused and unexcused absences at the bottom.  

You may print the report by clicking the Print icon on your HTML browser window. 
 

• When you are finished, click Close. 
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• If you would prefer to have an attendance report for a student totaled by periods of the day, access the 
Student menu and select Attendance for One Student by Hour or click on the Attendance for One 
Student by Hour icon  

 
• Select a student from the list using the quick-find box to jump to a student’s name or ID.   

 
• Indicate which period(s) of the day should be covered by the report, determine a date range for the 

report, and click on Get Student’s Data.   
 

• The list is displayed in attendance date order, but this may be modified to show the most recent dates 
first or last.   

 
• After reviewing the report, you may click the Printer icon in your HTML browser window to send the 

report to a printer. 
 

• Click Close when you are finished. 
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Viewing Grades for One Student 
 

• To see a student’s current grades in all of their scheduled classes, access the Student menu and select 
Grades or click on the Grades icon            .   

 
• The list of students may be in name or ID order, and entering the first few letters of a name or the first 

numbers of the ID in the quick-find box will jump to that place on the list for easy selection.   
 

• Once the student has been selected, click the box that says Get Student’s Data to display a grade report 
for that student.   

 
• To print out a copy of this report, click on the Printer icon in your browser.   

 
• Click Close when you are finished. 
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Viewing a Student’s Schedule and Demographic Data (also available in Attendance Manager) 
 

• The class schedule for each student can be viewed by accessing the Student menu and selecting 
Schedule or by clicking on the Student Schedule icon  

 
• Select the dates for the appropriate Attendance Interval.   

 
• Click on Select a Student and use the quick-find box to jump to that student on the list.  Then click on 

Get the Schedule to display the student’s class schedule for the attendance interval selected.   
 

• To send this report to a printer, click on the Printer icon in your HTML browser. 
 

• When you are finished, click the Close button. 
 

• To see the demographics which are associated with a student record, such as an address or phone 
number, access the Student menu and select Demographic Data.   

 
• Order the list of student by Name or ID, and use the quick-find box to jump to the desired student on the 

list.   
 

• Click on Get the Report to display a report of student demographics which are available in the Pinnacle 
database.  

 
• Click Close when you are finished. 
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Viewing Gradebook Reports and Parent Conference Report 
 
All of the reports which are available to teachers in the Gradebook application in the Reports menu under 
Custom may be made available in the Principal Viewer as well.  Your Pinnacle Administrator can copy 
whatever reports are needed into the proper folder in your Pinnacle system.   
 
• To view a report for one student, access the Student menu and select Gradebook Reports.   
 
• From the list provided, choose the date interval (equivalent to a semester or trimester or school year), 

whether you would like the student’s active classes or inactive classes, and which marking period you want 
displayed.  The defaults are the current interval, the current marking period, and active classes.   

 
• Click Select a Student.   
 
• Order the list of student by Name or ID, and use the quick-find box to jump to the desired student on the list.   
 
• Click OK to display that student’s schedule of classes.   
 
• Select a class and select the report title.  
 
• Click on Get this Report to preview the report.   
 
• To send this report to a printer, click on the Printer icon in your HTML browser.   
 
• When you are finished, click Close. 
 



Excelsior Software Pinnacle System 
School Administrator Reference Guide for Principal Viewer 

School Administrator Reference Guide for Principal Viewer – page 13 

 
 
The Parent Conference Report is the identical report to the one available to teachers in the Gradebook under the 
Reports menu, Crystal Reports. 
  

• Access the Student menu and select Parent Conference Report.   
 

• Use the quick-find box with either student IDs or student names to jump to a student’s name in the list. 
 

• Highlight the student’s name and click on Get the Report to view a preview of the report.   
 

• To print this report on a printer, click on the Printer icon in your HTML browser.   
 

• When you are finished, click Close. 
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Creating, Editing, and Using Groups of Students 
 
Creating and Editing a Static Group of Students 
 
Groups of students can be created at any time and can be used to enter attendance information or to report on 
the attendance of the group.  A Static Group is one where the students in the group remain the same unless the 
list is edited. 
 

Creating a Static Group of Students by List 
 
• To create a Static Group of Students, access the School-Wide menu and select Edit/Create/Delete a 

Group of Students. 
 

• Enter a title for the group in the box Group Title. 
 

• From the list of student names displayed, click on any name to select the student and click on the name 
again to un-select a student.  This list may be organized by student ID or by Name. 

 
• As names are selected, the total number selected is displayed at the bottom of the window. 

 
• When all names have been selected for this group, click Save Group. 

 
• A message will verify that the group has been saved. 

 
• To create another group which is separate from this group, click Clear and repeat the selection process. 
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Creating a Static Group of Students by Class Roster 
 

• To create a static group from class rosters, access the School-Wide menu and select 
Edit/Create/Delete a Group of Students. 
 

• Give the group a title in the box Group Title. 
 

• Click the Teachers button. 
 

• From the list of classes displayed in teacher name order, select a class and click OK. 
 

• All of the students in that class will be highlighted. 
 

• Click Save Group. 
 

• A message will verify that the group has been saved. 
 

• To create another group which is separate from this group, click Clear and repeat the selection by 
class roster process. 
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Creating a Static Group of Students by Criteria 
 

• To create a group using criteria contained in the database, access the School-Wide menu and select 
Edit/Create/Delete a Group of Students. 
 

• Enter a title for the group in the box Group Title. 
 

• Click the Advanced button. 
 

• Select a data field in the Student table of the database from the drop-down list displayed. 
 

• Choose a qualifier from the possibilities displayed. 
 

• From the list of all possible entries in this data field, select the entry that sets the criteria. 
 

• Two more selection criteria may be set to further define the group. 
 

• Once your selections are made, click OK. 
 

• The students who meet the criteria will be highlighted. 
 

• Click Save Group. 
 

• A message will verify that the group has been saved. 
 

• When you are finished creating your static group(s), click Close. 
 
Because this is a static group, this group will include the students who meet the criteria right now and will not 
change if a student changes criteria, such as changing a grade level.  These same groups, once created, will be 
shared with the Attendance Manager application for viewing the grade and attendance data of the group.  
Conversely, groups created in the Attendance Manager application will also be available for use in the Principal 
Viewer application. 
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Editing a Static Group of Students 
 
• To edit or expand an existing static group, access the School-Wide menu and select Edit/Create/Delete 

a Group of Students. 
 

• Click Open a Group and select the group you wish to edit.  Click OK. 
 

• You may highlight or un-highlight students on the list shown to edit the group, or you may click Edit 
Student List to add or remove students from the list. 
 

• When you click Save Group, you will be prompted whether you would like to update the group with 
this new one which has the same name or give this new group a different name. 
 

• If you wish to add the roster of an entire class to the existing group, click on Teachers, select the class 
from the list, click OK, and indicate that you wish to use the roster in addition to those students already 
in the group. 
 

• In the same way, if you would like to add a group of students who meet certain criteria in addition to 
those already in the group, click Advanced, set the criteria, click OK, and indicate that you wish to use 
the students who meet this criteria in addition to the students already in the group. 
 

• When you are finished, click Close. 
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Creating Dynamic Groups of Students 
 
Dynamic Groups are groups which may change as the data changes.  For example, the students who are enrolled 
in the Sixth Grade may change over time, at least year to year, but when the Group is used, it will apply only to 
the students currently enrolled in the Sixth Grade. 
 

• To create a Dynamic Group, access the School-Wide menu and select Edit/Create/Delete Dynamic 
Group of Students. 

 
• Enter a title for the group in the box Group Title. 

 
• Click Select Students for a New Group. 

 

• Select a data field in the Student table of the database from the drop-down list displayed. 
 

• Choose a qualifier from the possibilities displayed. 
 

• From the list of all possible entries in this data field, select the entry that sets the criteria. 
 

• Two more selection criteria may be set to further define the group. 
 

• Once your selections are made, click OK. 
 

• Click Save Group. 
 

• To view the list of students who currently meet the criteria of the group, click Get the Students in This 
Group.  Because this is a Dynamic Group, this list will vary as the student information changes.  

 
• Click Close when you are finished. 

 
Dynamic Groups are also shared between the Principal Viewer and Attendance Manager applications. 
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Editing Dynamic Groups of Students 
 

• To edit or expand the criteria from which Dynamic Groups have been created, access the School-Wide 
menu and select Edit/Create/Delete Dynamic Group of Students. 

 
• Click Open a Group and select the group you wish to edit.  Click OK. 

 
• If desired, change the Group Title to describe the new group. 

 
• Click on Select Students for a New Group. 

 
• Modify the existing criteria for the new group.  Click OK. 

 
• Click Save Group. 

 
• To view the new list of students in the group, click Get the Students in This Group. 

 
• Click Close when you are finished. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Deleting a Group of Students 
 

• To delete a Static Group of students, access the School-Wide menu and select Edit/Create/Delete a 
Group of Students. 

 
• To delete a Dynamic Group of students, access the School-Wide menu and select Edit/Create/Delete 

Dynamic Group of Students. 
 

• Click Delete a Group. 
 

• Select the Group name and click OK. 
 
This will delete the group from the list of groups for all users of both the Attendance Manager and Principal 
Viewer applications. 
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School-Wide Information 
 
Viewing Grades by Student Group 
 
To create and edit Groups of Students within the Principal Viewer application, access the School-Wide menu.   
 
Once a group of students has been created in either the Attendance Manager or Principal Viewer, you can select 
this group to see a bar graph of grade distribution for this group.   
 

• Access the School-Wide menu and select Grades for a Group.   
 

• Choose the Marking Period for the graph and click Open a Group.   
 

• Select the Group from the list and click OK.   
 

• Click Get Grades.   
 

• Optionally, you may select a histogram, or distribution, of numeric grades or you may display the raw 
data associated with the bar graph.   

 
• Click Close when you are finished. 
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Viewing Grade Distribution 
 

• To view a bar graph of the distribution of grades for all students in the database, access the School-
Wide menu and select Distribution of Grades or click on the Distribution icon in the second row of 
icons under School-Wide.  (You may notice there is an identical Distribution icon in the top row under 
Class, but this is for the distribution of grades for a particular teacher or class, not school-wide.) 

 
• Select the Marking Period from the list and click Get Graph of [the marking period chosen].   

 
• To print this graph or copy it to a clipboard, minimize or move the graph window (don’t close it!) and 

click either the Print button or the Copy button on the selection window.    
 

• Optionally, you may view a histogram of numeric grades, or you may display, print, or save the raw data 
associated with the bar graph.   

 
• Click Close when you are finished. 
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Viewing Grades by Course 
 

• To view a bar graph of the grades for one or more courses, access the School-Wide menu and select 
Grades for a Course or click on the Course Grades icon.   

 
• Select the Marking Period for the graph and select one or more courses from the list of courses.   

 
• Click Get Grades to display the graph or click Get all Raw Data to get a list of all students and the 

course grades which make up the graph.   
 

• To print this graph or copy it to a clipboard, minimize or move the graph window and click either the 
Print button or the Copy button on the selection window.    

 
• Optionally, you may view a histogram of numeric grades or you may sort the data on the graph in 

decreasing order.  
 

• Click Close when you are finished. 
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Honor Roll and Failing List 
 

• To produce a list of students who are receiving a failing grade in a class, access the School-Wide menu 
and select Students with Failing Grades or click on the Failing List icon.   

 
• Select the Marking Period from the list and choose what type of grades to consider: letter, numeric, or 

other.   
 

• For Numeric grades, designate a qualifier of Less than, Less than or equal to, Equal to, Greater than, 
Greater than or equal to, or Between and then enter the number(s) to which the grades will be compared.   

 
• For Letter grades, a list of all possible grades in the database will be displayed and you may highlight 

one or more of these letter grades to be included on the list.   
 

• In the case of Other grades, any overwritten codes in the database will be listed and may be chosen like 
a letter grade. 

 
• The list of students may be retrieved from all the students in the database or you may choose to only 

consider students in a certain group, like for an eligibility list, for example.  If you choose Students in a 
Group, you will need to click Open a Group and select from the list of available groups.   

 
• To display the list of students, click on Get Student List.  If a student has a current grade meeting the 

failing grade criteria in any of their classes, they will be listed in the report along with the class 
description, the teacher name, and their current grade as a letter and as a numeric grade.   

 
• To print this list, click on the Printer icon at the top of the window. 
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• To produce a list of students who have a grade at or above a threshold, or the average of whose grades is 
at or above the threshold, access the School-Wide menu and select Honor Roll Students or click on the 
Honor Roll icon.   

 
• Select the Marking Period from the list and choose what type of grades to consider: letter, numeric, or 

other.   
 

• For Numeric grades, select whether all grades should be considered or an average of all the grades, 
designate a qualifier of Less than, Less than or equal to, Equal to, Greater than, Greater than or equal to, 
or Between, and then enter the number(s) to which the grades will be compared.   

 
• For Letter grades, a list of all possible grades in the database will be displayed and you may highlight 

one or more of these letter grades to be included on the list.  All of a student’s grades must be one of the 
grades highlighted for that student to appear on the list.   

 
• In the case of Other grades, any overwritten codes in the database will be listed and may be chosen like 

a letter grade. 
 

• The list of students may be retrieved from all the students in the database or you may choose to only 
consider students in a certain group.  If you choose Students in a Group, you will need to click Open a 
Group and select from the list of available groups.   

 
• To display the list of students, click on Get Student List.  If a student has a current grade meeting the 

honor roll criteria in all of their classes, they will be listed in the report along with the class description, 
the teacher name, and their current grade as a letter and as a numeric grade.   

 
• To print this list, click on the Printer icon at the top of the window.   

 
• When you are finished, click Close. 
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Missing Class Files and Missing or Outdated Grades 
 

• For a list of teachers who have not created their class files in the Gradebook application or had them 
created in the Pinnacle Toolbox for the current attendance interval, access the School-Wide menu and 
select Teachers with Missing Class Files.   

 
• Click on Get the Data to display the list, the Print button to print the list, the Copy button to copy the 

list to a clipboard, and the Close button to close the report window. 
 

• To view a list of teachers who have entered no grades in the gradebook for a class or for certain students 
or to see one teacher’s missing grades, access the School-Wide menu and select Missing and Outdated 
Grades.   

 
• Select the Marking Period from the list, indicate whether the report is for all teachers or one particular 

teacher, and click Get the Data.  This report will display the course and section number and the students 
who have no grade for this class.   

 
• To print this report, click on the Printer icon in the Viewer window.  

 
• To view a list of teachers who have not entered any grades since a certain date, access the School-Wide 

menu and select Missing and Outdated Grades.   
 

• Select the Marking Period from the list, indicate whether the report is for all teachers or one particular 
teacher, check the box by Grades modified before:, enter the date, and click Get the Data.  This will 
display a list of teachers, classes, and students who have not modified any grades since the date selected.   

 
• To print this report, click on the Printer icon in the Viewer window.  

 
• Click Close when you are finished. 
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Overwritten Grades 
 
Teachers are able to overwrite a calculated marking period, grading interval, or subject grade with a new 
numeric value, a new letter grade, or an overwrite code which has been defined by the Pinnacle Administrator 
in the Pinnacle Toolbox application.   
 

• To see a report listing any teacher who has overwritten any of these grades, access the School-Wide 
menu and select Overwritten Grades. 

 
• Select the level of grade which may have been overwritten, and click Get the Report.  You have the 

option of modifying the report to display the student names whose grades were overwritten and the 
value of those grades by checking the box by Display all student names.   

 
• When you are finished, click Close. 
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Attendance Information 
 
All of the following attendance reports are also available through the Attendance Manager application.  For a 
complete description of how to access and configure each report, refer to the Attendance Manager Reference 
Guide in the front section of this manual. 
 
 
Attendance Graphs (also available in Attendance Manager) 

 
• For a Pie Chart or a Bar Graph of Attendance over a certain period of time, access the Attendance 

menu and select Attendance Graphs or click on the Class Attendance icon.   
 

• Select an attendance date from the list or set a date range for multiple dates. 
 

• Click on either Pie or Bar to display a graph of attendance for that date or dates. 
 

• To print the graph or copy it to a clipboard, minimize or move the graph window and click on the 
Print or Copy button. 

 
• When you are finished, click the Close button. 
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Attendance List (also available in Attendance Manager) 

 
The Attendance List Report provides attendance data by number of incidents, by attendance code, by period of 
the day, by groups, and for a certain range of dates.   
 

• Access the Attendance menu and select Attendance List, or click on the Attendance List icon. 
 

• Determine the students to be included on the report based on the number of their attendance entries 
being greater than, equal to, or less than a certain number of entries. 

 
• Set the range of dates for the report. 

 
• Check whether the report should include all students or a defined group of students. 

 
• Select the attendance codes to be included and one or more periods of the day. 

 
• Click Get the Student List to preview the report. 

 
• The total number of students will be displayed at the bottom of the report. 
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Schoolwide (or Group) Attendance by Hour (also available in Attendance Manager) 

 
• For a report of Attendance for the whole school or for a group for one date broken down by period of 

the day, access the Attendance menu and select Schoolwide Attendance by Hour.   
 

• Select the attendance date, whether to list the students in name order or by student id, and whether to 
include all students, a defined group of students, or selected students from the list. 

 
• Click Get the Data for <your chosen date>. 

 
• When you are finished, click Close. 
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Skipped Classes Report (also available in Attendance Manager) 

 
For a list of students who were absent during one hour and yet marked present for another hour in the same day, 
access the Attendance menu and select Skipped Classes.   
 

• Choose the hour for the absence, the hour for being marked present, and the attendance date. 
 

• Click Get the Student List to preview the report before sending it to a printer. 
 

• When you are finished, click Close. 
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Attendance Counts by Type for All Hours (also available in Attendance Manager) 

 
• To see a report which gives the totals of attendance entries broken down by attendance types, access 

the Attendance menu and select Attendance Counts by Type for All Hours.   
 

• Select the attendance date and click Get Data for <the selected date>. 
 

• The report will be displayed on the screen for review before sending it to a printer. 
 

• Click Close when you are finished. 
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Detailed Attendance Counts for One Hour (also available in Attendance Manager) 

 
This report will provide a detailed accounting of the attendance for one period of a certain date for all the 
students in the school or a group of students.   
 

• Access the Attendance menu and select Detailed Attendance Counts for One Hour.   
 

• Select an attendance date, a period of the day, whether to include all students or a defined group of 
students, and whether to list the student names on the report or not. 

 
• Click Get Data for <the selected date>. 

 
• Click Close when you are finished. 
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Total Present (also available in Attendance Manager) 

 
• For a report of how many students were present for a day and how many classes had reported 

attendance that day, access the Attendance menu and select Total Present.   
 

• Select the attendance date and click Get Data to preview the report. 
 

• Send the report to a printer by clicking the Printer icon. 
 

• Click Close when you are finished. 
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Attendance Tracking (also available in Attendance Manager) 

 
Teachers will take daily attendance for their classes in the Gradebook file for each class.  If attendance is taken 
only once or twice a day or only when a block-scheduled class meets, this will be set up in the Pinnacle System 
by the Pinnacle Administrator in your school.   
 

• To see which teachers have taken attendance for today, access the Attendance menu and select 
Attendance Tracking. 

 
• Use the radio buttons on the left to choose whether to display a list of teachers who took attendance on a 

particular date or recorded attendance for that date at another time. 
 

• You may also choose to display a list of teachers who did not take attendance on a certain date or never 
entered any attendance for that date. 

 
• Select the Date from the list of dates in the current grading interval.  The default date is today’s date. 

 
• Select whether you wish to see the list for all of the classes being taught on that date or for one or more 

periods of the day. 
 

• Click Get the Data to see the list of teachers on your screen. 
 

• If you would like to print a report of this information, click the Print button to preview the report before 
sending it to a printer. 

 
• This report is also accessible through the Principal Viewer application. 

 
• Click Close. 
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Teacher Information 
 
Grade Distribution by Class or Teacher 
 

• To view a bar graph of the distribution of grades for a certain class or classes taught by one teacher, 
access the Teacher menu and select Grade Distribution or click on the Distribution icon in the top row 
of icons under Class.  (You may notice there is an identical Distribution icon in the second row under 
School-Wide, but this is for the distribution of grades for all students in the database, not for a particular 
teacher or class.) 

 
• Select the Marking Period from the list and then select a teacher from the list of teachers.   

 
• Click Select a Course/Section.   

 
• Highlight one or more of the classes for the teacher selected or click on All Classes and click OK.   

 
• Click Get the Graph to display a bar graph of grades for the classes selected.   

 
• To print this graph or copy it to a clipboard, minimize or move the graph window (don’t close it!) and 

click either the Print Graph button or the Copy Graph button on the selection window.    
 

• Optionally, you may view a histogram of numeric grades or you may display, print, or save the raw data 
associated with the bar graph.   

 
• Click Close when you are finished. 
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Class Averages 

 
• To view a bar graph of the average grade for each of a particular teacher’s classes, access the Teacher 

menu and select Class Averages or click on the Averages icon under Class.   
 

• Select the Marking Period from the list and then select a teacher from the list of teachers.   
 

• Click Get the Graph to display a bar graph of the average grades for the classes of the teacher selected. 
 

• To print this graph or copy it to a clipboard, minimize or move the graph window and click either the 
Print Graph button or the Copy Graph button on the selection window.    

 
• Optionally, you may view a histogram of numeric grades or you may display, print, or save the raw data 

associated with the bar graph.   
 

• Click Close when you are finished. 
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Teacher Gradebook Reports 

 
All of the reports which are available to teachers in the Gradebook application in the Reports menu under 
Custom may be made available in the Principal Viewer as well.  Your Pinnacle Administrator can copy 
whatever reports are needed into the proper folder in your Pinnacle system.   
 

• To view a report for all of the students in a class, access the Teacher menu and select Teacher 
Gradebook Reports.   

 
• From the list provided, choose the date interval (equivalent to a semester or trimester or school year) and 

which marking period you want displayed.  The defaults are the current grading interval and the current 
marking period.   

 
• Click on Select a Teacher and Class, highlight a class, and then select the title of the report you want to 

view.   
 

• Click on Get this Report to preview the report.  To send this report to a printer, click on the Printer icon 
in your HTML browser.   

 
• When you are finished, click Close. 
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Discipline Information 
 
Configuring Locations, Actions, and Types of Incidents 

 
Every Discipline incident recorded in the Principal Viewer is categorized by location, the type of incident, and 
the action taken as a result of the incident.  If you are using the Pinnacle Web (Pinnacle 7) version of the 
gradebook, any discipline incident entered by teachers in the gradebook must also be linked to these categories 
defined in the Principal Viewer. 
 

 Define the categories by accessing the Discipline menu and selecting either Edit Locations, Edit 
Actions, or Edit Types.  The first time each of these lists is accessed, a default list of items is 
displayed and may be edited to fit a school administrator’s requirements.   

 
 To delete one of the existing codes, highlight the code and its description and click Delete an 

Existing Code.  However, if you just want to associate the code with a new description, click Edit 
an Existing Code and change the description.   

 
 To add a new code, click Add a New Code.  Enter a Description up to 35 characters long and a code 

up to 5 characters long.  The code must be unique, so enter one that is not already on the list.  
 

 All three items, Location, Action, and Type, must be set at least to the default list before a discipline 
incident can be entered.   

 
 When you are finished, click OK. 
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Entering a New Discipline Incident 
 

 To enter a discipline incident for a student, access the Discipline menu and select Enter a New 
Discipline Incident or click on the Discipline icon          and select Create a New Discipline Incident.   

 
 Click Select Students…  Use the Quick-find box to jump to a student name or student id on the list.  

Highlight the student’s name on the list.   
 

 The default time and date are the current date and time.  Change these as needed.   
 

 Categorize this incident by Incident Type, Incident Location, and Action Taken by choosing one from 
the drop-down list, or click on New Type, New Location, or New Action to add a new category.   

 
 You may enter the person’s name who referred the incident to you which will appear on discipline 

reports as well as any notes about the incident in the Notes box or any comments or follow-up notes in 
the second box.   

 
 Click the Submit button to send this information to the Pinnacle database.  If you would like to enter the 

same information for another student involved in the incident, after submitting the incident for the first 
student, select another student from the student list and submit the incident for them as well. 
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Searching for Discipline Incidents 
 

 To view or edit the information about an existing incident, access the Discipline menu and select 
Search for Discipline Incidents or click the Discipline icon            and select Search for an Existing 
Incident.   

 
 Use the drop-down list to what type of incident you are looking for.  For some selections, another drop-

down list is required to further refine the search.   
 

 You may restrict your search to a certain range of dates, including today’s date only or all dates in the 
database.  

 
 Click Get List of Incidents to display a list of all the incidents which meet your search criteria.   

 
 Highlight the incident on the list and click Get this Incident Report to see the details of this incident.   

 
 If you change or add to the information in the window, you will need to Submit the incident to update 

the information in the database. 
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Summary Report of Discipline Incidents 

 
 To view a summary report and analysis of all discipline incidents, access the Discipline menu and select 

Summary Report of Discipline Incidents.  A bar graph of incidents by grade level, the action taken, 
and tables of numbers of incidents by grade level, type, and action taken are all included in this report.   

 
 Use the left and right arrows to navigate to the other pages of the report and the Printer icon to send this 

report to a printer. 
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Additional Features 
 
Printing Crystal Reports 
 
There are a number of additional reports which are included with the Principal Viewer application, and custom 
reports may be written for your school’s use with the Crystal Reports application.   
 
Also, any of the Crystal Reports which are available to teachers in the Gradebook2 application may be made 
available to Principal Viewer users by the school’s Pinnacle Administrator who can also restrict access to these 
reports to certain users, hiding them from view of other users.   
 

• To view these reports, access the File menu and select Print a Crystal Report.  Depending on the 
parameters of the report, a window of options or preferences for this report may appear.   

 
• One of these additional reports written in Crystal Reports is the Teacher Schedule Listing.  Highlight 

the report on the list, indicate whether the report is for all teachers with an asterisk or for one teacher by 
entering the first few letters of a teacher’s name followed by an asterisk.  Then choose whether you wish 
to include a class roster of student names on the report and click OK.   

 
Since Crystal Reports are not cached in memory, the first time a report is requested, it may take a minute or two 
to display.  You may return to the Principal Viewer application and continue working while the report is being 
built. 
 

• Use the left and right arrows to display the other pages of the report and the Printer icon to send this 
report to a printer. 

 
Printing a Report for a Group of Students 
 

• If you would like to print a report for a group of students, click the radio button by Students in a Group 
File and click Select a Group.  This will display a list of all the groups defined in either the Principal 
Viewer or Attendance Manager application.   

 
• If you would like to make a temporary group just for the report, click on Create a temporary group at 

the bottom of the window.  Select the student names from the list displayed (hold the Ctrl key down) 
and click OK.  Then click Get the Report.   
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Finding Additional Help with Principal Viewer 
 
A complete Excelsior Users Manual for the Principal Viewer application is available for reference through the 
Help menu of Principal Viewer.   
 

• Access the Help menu and select Help or press the F1 function key to bring up the menu selection page 
of the manual.  Click on any menu option to link to that reference in the Principal Viewer’s Manual. 

 
• You may also link to other parts of the manual by using the drill-down list on the left side of the screen.  

Any or all pages of the manual may be printed by clicking on the Printer icon in the Adobe Reader 
application. 

 
• By clicking on the Principal Viewer logo in the upper left corner of any manual page, you will be linked 

to a selection page for any of the Users Manuals for all of the Excelsior Viewer applications. 
 

• To return to the Principal Viewer application, exit the Adobe Reader application. 
 
 


