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IWAS System User Guide

Bullying Racism-Free Schools Act
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Welcome Page

• This page will list any news and updates related to this collection. 
• Click “Continue” to enter the system
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User Levels

District Admin.
• May upload data 

for the district 
associated with 
IWAS account 

• Submit, edit, or 
delete individual 
incidents 

• May complete 
batch uploads of 
districtwide data 

School Admin.
• May upload data 

for the school 
associated with 
IWAS account 

• Submit, edit, or 
delete individual 
records

• May NOT 
complete batch 
uploads 

ISBE Admin.
• ISBE staff only 
• May review 

records 
submitted for 
each district 
statewide
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Entities List

• District-level users will see a listing of all schools. 
• School-level users will see their individual school. 
• Click the eye icon under “Actions” to review, edit, or mark individual incidents as 

erroneous
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Uploading Data – School Admin.

• From the “Entities List,” select the eye icon 
next to your school’s name 

• This will open the school’s “Incident List” 
• Click “Add New” to add a record 
• Complete the required fields and click “Save” 
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Uploading Data – School Admin.

• After saving, you will be taken back to the “Incidents List.” 
• Click the edit icon to make changes to a record
• Click the “X” icon to mark a record as erroneous
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Batch Uploads
• An Excel template is 

available on the 
ISBE Bullying 
Prevention 
webpage.

https://www.isbe.net/Pages/Bullying-Prevention.aspx
https://www.isbe.net/Pages/Bullying-Prevention.aspx
https://www.isbe.net/Pages/Bullying-Prevention.aspx
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Batch File Template General Rules

• Do not rename columns

• Do not remove columns

• Do not add columns

• Do not add data outside of template columns

• Do not change the order of columns

• The example row (row 2) must be deleted
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Batch File Template General Rules

• Files must be submitted in Microsoft Excel 

format.

– Data cannot be exported from PDF, JPEG, or other 

file formats. 

• Use the following format when naming the file:
BRSA-[RCDTS].xlsx

Example: BRSA-123456789101112.xlsx
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Uploading Data – District Admin.

• District admin. users may complete batch 
uploads of districtwide data. 

• Must use the ISBE-provided Excel template 
• Select “Uploads” next to “Entities List” 
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Uploading Data – Batch Uploads

• Click “Select File” and select the file you wish to 
upload

• Click “Submit” 
• All uploaded files will be listed below. 
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Upload Status – Batch Uploads

File Name Status Error Count Last Modified Actions

Click the link to 
download a 
copy of the 
uploaded file

Success 0 IWAS 
Username – 
date/time 
uploaded

Click the link to 
download a 
copy of the 
uploaded file

Failure # of errors IWAS 
Username – 
date/time 
uploaded

Click the link to 
download a 
copy of the 
uploaded file

Erroneous 0 IWAS 
Username – 
date/time 
uploaded

X
View 
Errors

View 
Incidents

Mark 
Erroneous

View 
Errors

View 
Errors

View 
Incidents

View 
Incidents
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Actions – View Incidents
• Click the eye icon to review the incident(s) uploaded 

from the file 
• A window will appear listing each incident and other 

general information.
• Individual incidents can be reviewed, edited, or 

marked erroneous by clicking the corresponding icon 
next to a given incident.



17

Actions – View Errors
• Click the caution icon to review errors from the file 

upload
• A window will appear listing the specific error(s) 

along with the row in which the error can be found. 
• Use this list to make corrections to the file and 

reupload
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Data Elements
Column Data Element Cell Value

A Incident ID May be left blank OR begin with 1 
and number accordingly. 

B RCDTS 15-character RCDTS Code (no 
dashes)

C Date allegation received by the school MM/DD/YYYY

D Date of alleged incident MM/DD/YYYY
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Data Elements
Column Data Element Cell Value

E Sexual harassment Y/N

F Discrimination or harassment on the basis of race, color, or 
national origin

Y/N

G Discrimination or harassment on the basis of sex Y/N

H Discrimination or harassment on the basis of religion Y/N

I Discrimination or harassment on the basis of disability Y/N

J Retaliation Y/N
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Data Elements
Column Data Element Cell Value

K Verified allegation of bullying (non-cyber related) Y/N

L Verified allegation of bullying (cyber related) Y/N

M Allegation status 1 = Founded
2 = Unfounded
3 = Investigation Pending

N Investigation pending additional information Text entry, must not contain any 
identifying information 

O Date investigation resolved MM/DD/YYYY
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Data Elements
• Columns P through AT are only required if the 

incident is either a:
– Verified allegation of bullying (non-cyber related)
– Verified allegation of bullying (cyber related)

Column Data Element Cell Value

P through 
AK

These columns each identify an actual or perceived 
characteristic listed in Section 27-23.7(a). 

• Mark “Y” under any 
characteristic on which the 
bullying was based

• Mark “N” if the bullying was 
NOT based on that 
characteristic

• If the bullying was NOT based 
on any actual or perceived 
characteristic, mark “Y” under 
“None” and “N” for the rest
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Data Elements
Column Data Element Cell Value Explanation

AL School adhered to bullying policy Y/N Did the school adhere to its 
bullying prevention policy 
implemented under 105 
ILCS 5/27-23.7?

AM Parent notification within 24 hours Y/N Were the parents/guardians 
of all students involved in 
the alleged incident notified 
of their students’ 
involvement in the incident 
within 24 hours?

AN Number of bullying incidents referred to 
the complaint manager

Numeric Were there multiple reports 
of bullying made for the 
same incident(s)?

AO Number of safety plans issued to 
students as a result of the outcome of 
the bullying investigation

Numeric How many safety plans were 
issued to students because 
of the bullying 
investigation?
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Data Elements

Column Data Element Cell Value

AP Other pertinent information to the investigation Text entry; must not contain any 
identifying information

AQ Findings related to the bullying investigation Text entry; must not contain any 
identifying information

AR Victim count for this incident Number of victims involved in the 
allegation

AS Bully count for this incident Number of bullies involved in the 
allegation

AT IDHR training occurred Y/N



24

Technical Assistance

Wellness & Student Care 
Department

BullyingPolicy@isbe.net
217-782-5270

mailto:BullyingPolicy@isbe.net
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