Portal v.11

The Portal page is the key to navigation throughout Focus and throughout the Student
Information System (SIS). Before conducting students searches, taking attendance, etc., you
must learn the basics of the software. A lot can be accomplished directly from the Portal
page; it includes Alerts, Upcoming Events, a Help button, and more.

The Basics of the Portal Page

When you first sign into Focus, you are taken to the Portal page.
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Click SIS to navigate through the Student Information System.
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€ Depending on your role at the district and your profile permissions, you may have
access to the ERP system as well. For more information on the ERP Portal page and
basic navigation, see Basic Navigation. Note: If you only have an SIS profile, you will not
see the SIS / ERP toggle.
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Your username displays next to the school name/school pull-down and school year pull-down

in the header.

Focus High School - 0041 ¥ sIs

Lizette Garcia
2022-2023 ¥ 1st 9 Weeks ¥ m

Last login: Tue, Aug 30 1:33pm
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Click the logo/Portal button at any time from any screen to navigate back to the main Portal

page.

|Portal - SIS System Administrator . Welcome, Lizette Garcia

& 1 new referral

12107

e ‘ 3 Online New Enrocliment(s) are awaiting approval. 340 PM
=t & 86 teachers haven' taken attendance for Period 1
= ] <4 84 teachers haven't taken attendance for Period 2

#
&
®©

Florida Statute 1002.20:
Reproductive Health and

Disease Education
District Announcement

Florida Statute 1002.20 acknowledges a parent's right to
review the instructional material related to reproductive

Most districts elect to have their own logo here, as opposed to the built in Focus logo.
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|Purtal - System Administrator . Welcome, Lizette Garcia

@T 1 teachers haven't taken attendance for Period 1

a
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%

& 1 teachers haven't taken attendance for Period 3

&,

& 1 teachers haven't taken attendance for Period 4

€ Logos and other district information can be customized via Setup > District Info.

€ Ifthelogo is not displayed, a pop-up window is open (an example is shown below).

Close the window to return to the main Focus screen and the Portal page.

sandbox.focusschoolsoftware.com O

View/Edit this Section | List Students in this Section  List Unfilled Requests in this Section Show Inactive Students

14 Subjects 13 Courses 5 Sections zg Students
Subject Course Requests Of Period - Teacher Rt
Dual Enroliment AP ENG COMPQO 0 90 Period 1-002 - jtevens 5 -| Student

Grade Birthdal

Electives AP ENG LIT COMPO 0 72 E Abe M@ 10 Wed, Jar
ENG 1 0 12! Period 3 - 005 - nquez 41 Abregan, Kenne®" 10
Exceptional Student ENG 1 THROUGH ESOL 0 25 Period 5 - 001 - Fridda Lizette Roxy 5 * Acevedo, Diem 09 Sat, Feb
Math ENG 2 0 101 Period 7 - 003 - Fridda Lizette Roxy 5 * Acevedo, Emarald 12 Wed, Sgy
Mo Credit ENG 2 THROUGH ESOL 0 25 Acosta, Dexter 10 Thu, Aug
Periorming_Fine Arts _ Acosta, H_an'y® 10 Wed, Apr
Physical Education ENG 3 THROUGH ESOL 0 25 Adams, Peter 10 Fri, Aug ¢
Practical Arts ENG 4 0 100 Adams Mﬂ!ﬂ 09 Tue, Mar
Science ENG 4 THROUGH ESOL 0 25 Agregor, &;m 12 Mon, Jul
Social Studies ENG HON 1 0 75 Aguilar, Emily 12 Fti, Dec -
Temp ENG HON 2 0 12! Aguilar, Sherwood® 10 Mon, Mal
Vocational PRE-AP ENGLISH 1 0 0 Ahrens, Egg;m 12 Mon, Moy
b .. = - — _ 4
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The Focus navigation menu is along the left side of the screen. If you hover over any of the
menu icons, the menu opens and the menu titles appear.
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fment(s) are awaiting approval.
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udent -

€ Because you may have different Preferences set up, your menu may be located along

the top of the screen. To change your preferences, in the Users menu, click My
Preferences. From this screen, you have the ability to customize the look of your
Portal page and more. To change the menu, select or clear the selection for Use

Sidebar Menu. Once finished, click Save. See My Preferences for information on how
to customize the look of the software.
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|Portal - System Administrator . Wel Lizette Garcla

« 1teachers haven' taken attendance for Period 1
@ 1 teachers haven't taken attendance for Period 2
@ 1 teachers haven't taken attendance for Period 3
& 1teachers haven' taken attendance for Period 4
& 1teachers haven' taken attendance for Period §
« 1teachers haven' taken attendance for Period &
/& An update for your version of State Reporting is available!
. 8 Online Re-enroliment(s) are awaiting approval.

. Active Students Updated (1)

Disc...

B Forms

Focus High S 0041 v

2022-2023 ¥ 1st 9 Weeks ¥

¢ BIlli....

Last login: Tue, Aug 30 1:33pm

| | Demographics

Student Group |

Search All Schools
Include Inactive Students

7= More Search Options m

From here, you can click on any of the menu

Scheduling / Student Schedule - Student: Charlie Abe

Students / Student Info - Student: Emarald Acevedo

& ome, Lizette Garcia

& Students Student Info

& Users Add a Student

@ Scheduling Mass Assign Studenl Info
Mass Add Log Records

i CrRdes Uploaded Files

- Assessment Change Requests.

J Attendance Online Enroliments
Seating Charts

£j Discipline B
Magnet / Special Assignment

EJ Forms Phone Communication

& Biling Reports =
Advanced Report

& Eligiblity
Add / Drop Report

‘& Employee Self Service Student Form Records

~\ Florida Reporis Student Breakdown

5 Print Student Information

i sss
Print Letters & Send Email

Reports

s B Letter Queue Recent Programs

Workflow Triggers
Users / My Preferences
Print Avery Labels
Print ID Badges Setup / District Info
Audit Trail Scheduling / Schedule Report
Invalid Address Report
Birthaay Report Scheduling / Student Schedule
‘Seating Chart Contact Tracing
Uploaded Files Report
Students / Student Info - Student: Peter Adams

Student Fields Reports / District Reports
Address Fields Assessment / Test Historv

items for additional options (screens).

¢ To quickly find a screen within a menu, click the menu and type the full or partial name
of the screen in the Search text box. The menu filters based on the entered criteria.

Click the desired screen.
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Students

&

a8 System Setup
& Users Gradebook Templates
C]

Scheduling Gradebook Comment Codes

Grade Posting Averaging

ar  Grades School Setup

=¥ Assessment Grade Levels
« Aftendance

£ Discipline

3 Forms

& Biling

& Eligibility

g Employee Self Service

1, Florida Reports

i SSS

il Reports

At the bottom of the menu is a magnifying glass (in the left corner of the screen). To search for
any screens within SIS, click on the magnifying glass and start typing the name of the screen in
the text box; this will pull any screens that match. Once you see what you are looking for, click
the name and the screen opens.

e @ Active Students Updated (1)

¢ Favorites/Recent Programs
Missing Final Grades

(Grades / Reports

Student Final Grades
Grades / Reports

Average Pass/Fail Grades pport
Grades / Setup Edma - 5t

Approve Grade Changes dule

Grades

Final Grades, GPA, & Class Rank

Grades

Btudent: E

Btudent: F

Grade Breakdown
Grades / Reports

grade [

Q @1 Back to Student List
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If you have more than one type of profile assigned to you, such as, teacher, parent, admin, etc.,
you see a profile pull-down under your username. Click the pull-down to change your profile
selection.

Lizette Garcia Focus High School - 0041 ¥ 5IS

Admin ¥ 2022-2023 F 1st 9 Weeks ¥ m

Last login: Tue, Aug 30 1:33pm

Admin

" Teacher
FindaStauciiv vuser

( | | Demographics .
Student Group | ]

Search All Schools
Include Inactive Students

:= More Search Options m

€ Upon signing out of Focus, the system remembers the last profile used and logs back
into the system with the last used profile. For example, if you logout as a Teacher,
when you log back into Focus, your profile is still set to Teacher.

Across the top of the Portal page you also see the name of your School(s). If you have access to
more than one school, this will be displayed as a pull-down. Click the pull-down to change the
school selection.
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Lizette Garcia Focus High School - 0041 ¥ 5IS

Admin ¥ 2022-2023 F 1st 9 Weeks ¥ m

Last legin: Tue, Aug 30 1:33pm

Find a Student/User

( | |Demographics .
Student Group | [ ]

Search All Schools
Include Inactive Students

2= More Search Options m

¢ Begin typing the name or number of the school in the Filter text box for a quick
search.

Lizette Garcia = Owl High School - 0041 ¥ sIsS

Focus Elementary School

Florida Virtual HS - 0600
Florida Virtual MS - 0500

Upcor e Community College - C908
rasl: | Family Empowerment Scholarship - 3900
Transfer School - 8888
V-0 Shellfish High School - 0101
b Virtual-District Franchise - 7004

1111 - Employee Self Service

Under your school(s) is the school year pull-down, which defaults to the current school year.
This pull-down is accessible at all times and can be changed as needed. Click the school year
pull-down to change the school year for which you are working.

Portal v.11 Page 9



Lizette Garcia Focus High School - 0041 L SIS

Admin ¥ | 2022-2023 ¥  1st 9 Weeks ¥ m

[Filtar ] Tue, Aug 30 1:33pm
2017-2018 I
. 2018-2019
C

Find a Student/Us 2019-2020 _

| 2020-2021 graphics ||
2021-2022

Student Grou

d 2022-2023 .

Include Inactive Students
2= More Search Options m

€ When a previous or future year is selected, the header and accent color of the screen
turns red as an alert that you are working in a different school year.

Lizette Garcia  Focus High School - 0041 ¥

Admin ¥  2023-2024 ¥ v m

4 | |Portal - System Administrator [¥| weicome, Lizette Garcia Last login: Tue, Aug 30 1:33pm
[ ]
8 Alerts Find a Student/User
® /i An update for your version of State Reporting is available! | [Demographics
Student Group | L]
A # 8 Online Re-enroliment(s) are awaiting approval. Search All Schools
e . Active Students Updated (0) Include Inactive Students
4
#= More Search Options m
£
B . X )
Favorites/Recent Programs Birthday List

Click the marking period pull-down to choose a different marking period for which you are
working. The marking period, like the school year, also defaults to the current marking period.
Note: What you see in your pull-down may vary depending on district set up and your type of
school.
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Lizette Garcia | Focus High School - 0041

Admin ¥ 2022-2023 F

15t 9 Weeks

: 2nd 9 Weeks
Find a Student/User 3rd 9 Weeks

[ | |De 4th 9 Weeks
Student Group | .

Search All Schools
Include Inactive Students

2= More Search Options m

You will also notice your Last login listed with the day and time, as shown in the image.

Lizette Garcia Focus High School - 0041 ¥ 5IS

Admin ¥ | 2022-20232 F 15t 9 Weeks ¥ m

Last login: Tue, Aug 30 1:33pm

Find a Student/User

( | | Demographics .

Student Group | [

Search All Schools
Include Inactive Students

2= More Search Options m

A Focus greeting welcomes whomever is signed into the system. You see your username here.
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é—"’ [Purtal - System Administrator . Welcome, Lizette Garcia |

e
Alerts

&

) & 1teachers haven't taken attendance for Period 1
AP & 1 teachers haven't taken attendance for Period 2
#* « 1teachers haven' taken attendance for Period 3
ﬁ;'f \J 1 teachers haven't taken attendance for Period 4

The Portal page may also come equipped with additional dashboards; dashboards can be set
up via Setup > Portal Editor and are available for selection from the dashboard pull-down.
These additional dashboards usually display important student data resulting from advanced
reports or queries entered in the Portal Editor.

Lizette Garcia Foc

Admin v

f | School Dashboard . Welcome, Lizette Garcia
Demographics
F-] . ® A- Asian or Race Breakdown
B - Black, ﬁon-Hispanic Pacific Islander 500
@ 22 (2.9%) @ B - Black, Non-
§ " Hispanic
2 " H - Hispanic
| - Amer. India... 400
o @ M- Other
= @ W - White, No...
300
L]
= )
Demographic by Gender 200
¢
a 100
L
8 22
\ 0 el eem
. A-Asian or B-Black, Non-
] Pacific Islander Hispanic
flls

€ The dashboard pull-down only displays dashboards assigned to your profile via Setup >
Portal Editor. If you only have one dashboard assigned, you will not see a pull-down.
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In addition to school/student data being displayed as part of additional dashboards, if you
have more than one profile, you see additional Portal pages. In the example shown, there is
a System Administrator portal, a System Admin Support portal, and Assessment &
Accountability Admin portal.

Portal - System Administrator

Filter

P o Welcome,
E

& Portal - System Administrator

O

Portal - System Admin Support
Portal - Assessment & Accountability Admin
LISTIICT LS DOArd

District AP Data

School Dashboard

The last two tools on the Portal page are the Help and Logout buttons found in the bottom right

corner of the screen.

Lizette Garcia | Focus High School - 0041 ¥ | sI15

Admin ¥  2022-2023 ¥ 1st 9 Weeks ¥ m

4 | |Portal - System Admini [¥) welcome, Lizette Garcia Last login: Tue, Aug 30 1:33pm
. .
P Alerts Find a Student/User
- ( | [D i .
@ & 1teachers haven' taken attendance for Period 1
Student Group | .

¢ & 1 teachers haven't taken attendance for Period 2
~ 4 Search All Schools.
B & 1teachers haven't taken attendance for Period 3 Include Inactive Students
& d 1 teachers haven't taken attendance for Period 4

#= More Search Options m

i  1teachers haven' taken attendance for Period 5
B  1teachers havent taken attendance for Period 6
@ /i An update for your version of State Reporting Is available!
] 4 8 Online Re-enroliment(s) are awaiting approval.
= A Active Students Updated (1)
-

£ Favorites/Recent Programs Birthday List
s Favorites Recent Programs Student Birthdays User Birthdays

Birthday's tomorrow: Birthdays this week:

Assessment / Test History Users / User Info

B adams, Peter Kavinsky & Power, Donn
Attendance / Administration Users / My Preferences
Birthdays this week:

Grades / Final Grades, GPA, & Class Rank
.Meveac‘ Emarald Vonn

Setup / District Info

Students / Add a Student Scheduling / Schedule Report

Scheduling / Student Schedule - Student: Charlie Abe
Scheduling / Student Schedule

Students / Student Info - Student: Emarald Acevedo
Students / Student Info - Student: Peter Adams

Reports / District Reports

Upcoming Events £ View Calendar District & School Announcements

L Q 4 Backto Student List 5 Back to User List (=)Messenger | @ Help &l Logout

Click the Help button to view help documentation in ScreenSteps pertaining to the screen

you are using. The Help button is available on every Focus screen.
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Lizette Garcia | Focus High School - 0041 ¥ | sIS
Admin ¥ 2022-2023 ¥ | 1st 9 Weeks ¥ m
&
Setup
C Portal
F-) Students
C) users
4 The Portal page is the key to navigation throughout Focus and throughout the Student
e
Scheduling Information System (SIS). Before conducting students searches, taking attendance,
= 4 Grad etc., you must learn the basics of the software. A lot can be accomplished directly from
rades
& =) the Portal page; it includes Alerts, Upcoming Events, a Help button, and more.
5 4 Assessment
=) d Attendance ~ The Basics of the Portal Page
& When you first sign into Focus, you will be taken to the Portal page.
& Discipline
& 'y
Forms FRams ro B
e a m
- Billing
H Eligibility -
ik Reports
Asal SMS Attendance Notification System
Atte
Gray
Stud Last Updated Q
Apr 06, 2022
Download Article PDF Click SIS to navigate through the Student Information System.
& Print Article
Openinanew window
Upcoming Events £ View Calendar District & School Announcements
\ Q & Backto Student List “ Back to User List i) Messenger

Clicking the Help button opens a pop-up window to the help documentation. From the
pop-up window, you have the option to open the article in a new window and browse
other articles housed within ScreenSteps.

R Documentation for Administrators © SIS SIS Administrator Help / Setup / Portal
Topics

Setup

Portal

Students

v The Portal page is the key to navigation throughout Focus and throughout the Student

Scheduling Information System (SIS). Before conducting students searches, taking attendance,

Grades etc., you must learn the basics of the software. A lot can be accomplished directly from
the Portal page; it includes Alerts, Upcoming Events, a Help button, and more.

Assessment

» The Basics of the Portal Page
» Messenger

Attendance

Discipline 3 Alerts, District & School Announcements, and Upcoming Events
> Find a Student/User, Favorites/Recent Programs, and District Reports

Forms
~ Focus University

Billing The Focus University section contains several helpful links including Video Tutorials, Help

& Training Docs, and Weekly Webinars.
Eligi

Reports

I Open in a new window I
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Click the Logout button to sign-out of your Focus session. Logging out will take you back to
the main login screen. Note: Closing out of the window will not sign you out. Closing the
browser all together may or may not sign you out depending on your browser settings.

F@cus

Username

Password

Parents: Forgot Password?

P Single Sign On LogIn

Messenger

Messenger allows you to send messages to other users.

1. Click Messenger at the bottom of the screen to begin utilizing the feature.
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Lizette Garcla || Focus High School - 0041 ¥ | SIS
Portal m
. Admin ¥ | 2022-2023 ¥ | 1st9 Weeks ¥

/7| |Portal - System Administrator [¥]) Welcome, Lizette Garcia Last login: Tue, Aug 30 1:33pm
@ @ 11teachers haven taken attendance for Period 1 ) [Demogmptin M
Student Group | L]
» « 11eachers haven' taken attendance for Period 2
Search All Schoals.
e q' 1 teachers haven't taken attendance for Period 3 Include Inactive Students
d & 11teachers havan't taken attendance for Period 4
2= More sesrch Ot [
q & 11teachers haven' taken attendance for Period 5
=] & 1 teachers haven' taken attendance for Period &
& /i, An update for your version of State Reporting is available!
& 4 8 Online Re-enrollment(s) are awaiting approval.
-
& Active Students Updated (1)
A
‘ Favorites/Recent Programs Birthday List
ik " "
Favorites Recent Programs Student Birthdays User Birthdays
Binthdays tomorrow: Birthdays this week:
Assessment / Test History = Users/User Info B Adams, Potor Kavinsky  B1Pawer, Donn
Atiendance / Administration = Users/My Preferences
Binthdays this week:
Grades / Final Grades, GPA, & Class Rank = Setup/District Info
8 covado, Emarald Vonn
Students / Add a Student = Scheduling / Schedule Report
Scheduling / Student Schedule - Student: Charlie Abe
Scheduling / Student Schedule
Students / Student Info - Student: Emarald Acevedo
Students / Student Info - Student: Peter Adams
Renerts / Disirict Ranoris
Upcoming Events £ View Calendar District & School Announcements
0714
T Welcome
08129
Oa':m‘ Walcome back, staff, students, and parents! We are excited to start
Q @] Back to Student List ] Back to User List | [ Messenger | @ Help 8l Logout
& )

€ Students and parents can only send messages to their assigned teachers. Teachers can

send messages to their students, students' parents, and school staff.

2. Recent chats will appear on the right side of the screen. Click the user's name to open the

chat again.

9 Students 9 Parents Q Staff

3. Click the first icon in the upper right corner of the messenger window to open Batch
Messenger, described below.
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Recent Chats

Afrodi

a. To send a batch message, select the Students, Parents, and/or Staff users to whom the
message is being sent from the Send To: section and the corresponding pull-downs. Note:
You can select multiple users from combined pull-downs.

b. Select the Send To Students check box to send the message to the students selected
from the Send To: Students pull-down. Select the Send To Students' Parents check box to
send the message to all parents of the students selected from the Send To: Students pull-
down and/or the parents selected from the Send To: Parents pull-down.

c. Type the message into the provided text box. You can also use the listed features: Bold,
Italic, Underline, Strikethrough, Insert Special Character, and Smiley.

d. Click Send.

e. You can also click the X in the right upper corner of the screen to close Batch Messenger
or click the Cancel button.

= More Search
Bril
B sendT
en 0:
i [Students B I USQl@
pra Send To Students Pep Rally this Friday!
[ Send To Students' Parents Teachers please escort students to
the football field at 1:30pm.
Parents
I d Students bring your school spirit!
Staff va
TOW:
i Ka
4 reak:
naral
Send Cancel

L= e B R TR sl T A A = N S P P

4. Click the second icon in the upper right corner of the messenger window to open
Preferences.
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Recent Chats

Afrodi

a. Select the check boxes for listed features you'd like to include.

[l=|]e
3
o
~
m
w
x

s
(1]

CIDon't send me Email Alerts

IPlay Sound on Alert

Hide My Online Status
Chat Control

- ®Full Chat r
Read Only (Recipients will not be able to respond to your messages)

I CRemove me from Chat Search 5
Bii

il om
Pe

hiz

Save Cancel b, E

Scheduling / Student Schedule - Student: Charlie Abe B

b. When customization is complete, click Save.

c. You can also click the X in the right upper corner of the screen to close Preferences or click
the Cancel button.

5. To begin a new message, click the group, such as Students, Parents, or Staff listed at the
bottom of the Messenger (Recent Chats) screen. Then, select the student, parent, or staff
member from the listed users.
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Abad

Abad

Abad

Abant
Abant
Abant

R

Abbotl
Abbol
Abdor

Filter

0 Students 0 Parents 0 Staff

6. Selecting a user opens a new messaging screen. Type your message in the provided text box
and press Enter to send the message.

Adamo h 4 X .
Lizette Garcia Jul 16 10:49am ¥

Can you send a memo out regarding the
staff meeting next Monday?

Be sure to send it out--at the latest,
tomorrow morning. Thanks!

'l B I US Q|®

7. Upon sending a message, you have several additional options listed along the bottom of the
window. These options include (listed from left to right): SpellCheck, Bold, Italic, Underline,
Strikethrough, Insert Special Character, and Smiley.
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8. Once the window is open, you can minimize it by clicking the arrow, or close the window, by
clicking the X.

1 — . A e Fwa

Adamo | v X

Lizette Garcia Jul 16 10:49am ¥ -

Can you send a memo out regarding the ‘
staff meeting next Monday? I

9. You also have the option to flag messages by clicking the red flag next to the date and time
stamp at the top of the messaging window.

Adamo v X

Lizette Garcia T
Flag Message

Can you send a memo
staff meeting next Monday?

Lizette Garcia Jul 16 11:43;.

Be sure to send it out--at the |latest,
tomorrow morning. Thanks!

a. Upon selecting Flag Message, the message are hidden from all users involved unless you
click Unflag Message. Flagging message is a great tool for message that should be reported
and reviewed by administrative staff. Flagging a message allows administration to review
problematic messages without having the search through all messages sent.

Adamo X Adamo X
Lizette Garcia Jul 16 10:492m ¥ Lizette Garcia frasanan e
Message Content Hidden Message Content Hii Unflag Message
Lizette Garcia Jul 16 11:43am ¥ Lizette Garcia Jul 16 11:43am ¥
Be sure to send it out--at the |atest, Be sure to send it out--at the |atest,
tomorrow morning. Thanks! tomorrow morning. Thanks!

b. If you are logged in as a teacher, referrals can be created as needed via flagged messages
from students. In this situation, click the red flag and select Flag Message or you can select

Flag Message & Create Referral. For more information on creating referrals, see Add
Referral.
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Jin #J‘II |i_|llu-|. Bllmss MA 4.1 memn W

Thic Flag Message

Flag Message & Create Referral

Profanity and other inappropriate language is automatically flagged in Focus
Messenger.

¢ Setup the Focus Chat Alerts job via Setup > Scheduled Jobs in order for emails to be
generated upon messages being sent.

Alerts, District & School Announcements, and Upcoming Events

The Portal screen is made up of portal blocks, such as Alerts, Upcoming Evenets, etc.,
which can be added and customized by the district via Setup > Portal Editor.

The Alerts section contains profile-specific notifications, which are automated by Focus and
used to manage daily tasks. Alerts link to the corresponding screens in Focus to complete the
alerted task. Administrators receive Alerts on the following: teachers who haven't taken
attendance, daily absences, new and merged referrals, pending change requests, transfer
requests, Custom Reports, records with activated Alerts settings, and new versions/updates to
your version of the software.
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[Porlal - System Administrator . Welcome, Lizette Ga

EJ 53 new referrals

OB PSS

An update for your version of State Reporting is

) . ‘
= = available!

R A new version of State Reporting has been
released!

& 1 new student

/4y 61 change requests awaiting approval.

€S 038 &%

As mentioned above, click on any of the alerts to open the corresponding screens. For
example, clicking 1 teachers haven't taken attendance for Period 1 navigates to the Teacher
Completion screen. Once addressed, the Alert disappears.

Lizette Garcia Focus High School - 0041 ¥ sIs

Admin ¥  2022-2023 ¥ 1st 9 Weeks ¥ m

&F [Portal - System Administrator . Lizette Garcia Last login: Tue, Aug 30 1:33pm
& Alerts Find a Student/User
® & 1teachers haven't taken attendance for Period 1 L | [Demographics .
Student Group | .
& 4 1teachers haven' taken attendance for Period 2
= 4 Search All Schools
wE & 1teachers haven't taken attendance for Period 3 Include Inactive Students
=l & 1 teachers haven' taken attendance for Period 4
& T h c " Lizette Garcia = Focus High School - 0041 ¥ | sIS
‘eacher Completion +r
= P Admin ¥ 2022-2023 ¥ | 1st 9 Weeks ¥ @
Report Date: [08/30/2022 il [Clshow teachers who took attendance late_Show teachers who took attendance
@ Period 1 | Advanced more than 10 earl /S
@ 8 1 Teacher who hasn't taken attendance [ E Send g [Search |
o é Teacher Staff ID Period 1
i | O Casanova, Adelle Gaga 26815 CHEM 1 HON 2003350-004
i e
il ot
T TTETTT T TE T T IIToTY T T T T TCTTOT .Mams, Feler Kavinsky .Puwer, Donn
Attendance / Administration - Users / User Info
Birthdays this week:
Grades / Final Grades, GPA, & Class Rank — Users / My Preferences Ve
.N}evedn. Emarald Vonn

The District & School Announcements section contains profile-specific notifications or
reminders from both Focus and the school/district. Messages display on the Portal based on
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entered start and end dates; if no end date is specified, the message remains on the Portal
page. Typical messages include reminders for deadlines, meetings, etc., and can be clicked to

display more information.

Favorites/Recent Programs Birthday List

Favorites
Assessment / Test History -
Attendance / Administration -

Grades / Final Grades, GPA, & Class Rank =

Recent Programs Student Birthdays User Birthdays

- Birthdays today: Birthdays this week:
Attendance / Teacher Completion A dams, Peter Kavinsky B rower. Donn
Students / Advanced Report Birthdays this week:

Discipline / Referrals

8 Acevedo, Emarald Vonn

Students / Add a Student -

Upcoming Events

varve

08/03

08/04

08/05

08/06

08/07

09/08

09/09

Labor Day

Users / User Info
Users / My Preferences
Setup / District Info

Scheduling / Schedule Report

Scheduling / Student Schedule - Student: Charlie Abe

Schedulina / Student Schedule

£ View Calendar

District & School Announcements

0714
1:41 PM

Welcome

Welcome back, staff, students, and parents! We are excited to
start the 2022-2023 school year.

0714  Picture Day
142FM  Focus High School - 0041

Picture day will be September 1.

1018
9:15 AM

District Wide Attendance

Administrators have the ability to create their own school level profile-specific messages via
Setup > Portal Messages. However, this option is dependent upon profile permissions set via
Users > Profiles > Setup tab.

Portal Messages v

Lizette Garcia | Focus High School - 0041
Admin

L4 show All Schools [

Show Inactive Notes

¥ | sIs

¥ | 2022-2023 ¥ | 1st 9 Weeks ¥ @

Mobile App

Title§ Note$ Sort Order 4 Start Date § End Date § Profiles § Grade Levels § Schools§ Publicy Push Netification §

] I I I | M M B o |
= District 08/29/2018 [ate. M | ¥ Focu.[M O
= Lunchp Plezseuse e web aress w0/2312017 =) M e @ O
m= | Employe | Emplayees are eligiblefor |2 04/26/2019 [ErRP... [N | M B O
= Viwal 1 Yirtual instucton for Focus pare 8 | B W O
= Wecom Weliomebacg o, 7 A D S =
= Picture | Picture day will be September 2 08/24/2022  09/02/2022 [Syst... . [ L]l |Focu.... O No actively subscribed devices were

€ District & School Announcements and Upcoming Events created via Setup > Portal

Messages and Users > Calendar display depending on your permissions to selected
schools via Users > User Info > Permissions tab. If you have access to all schools, the
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messages that display depend on the school selected from the school pull-down

located in the header. If you have three enrollment records with schools A, B, and "All

Schools," the portal will show all of the following: Messages/events from School A,

messages/events from School B, and messages/events from the school selected from
the school pull-down.

The Upcoming Events section contains reminders of the next seven events on your Calendar.
Upcoming Events display until the event occurs, and the date appears in the title. Hover over
the event with the mouse to display a tooltip, which contains the event's description, if one was

added upon creating the event via Users > Calendar.

Favorites

Assessment / Test History -
Attendance / Administration -
Grades / Final Grades, GPA, & Class Rank =
Students / Add a Student -

Upcoming Events

Recent Programs

Setup / Site Administration
Setup / Portal Messages
Attendance / Teacher Completion
Students / Advanced Report
Discipline / Referrals

Users / User Info

Users / My Preferences

Setup / District Info

Schedulina / Schedule Report

B3 View Calendar

08/31 A Staff Meet J Greet
0e/01

08/02

09/03

09/04

08/05 Labor Day

08/06

08130 [E:mg your favorite breakfast dish to share.

Lizette Garcia Focus High School = 0041 v SIS

Admin ¥ 2022-2023 ¥ 15t 9 Weeks ¥ m

Favorites/Recent Programs Birthday List

Student Birthdays User Birthdays
Birthdays today: Birthdays this week:
.Adams. Peter Kavinsky . Power, Donn

Birthdays this week:
.Acevedu. Emarald Vonn

District & School Announcements

0714 \welcome

1:41 PM
Welcome back, staff, students, and parents! We are excited to
start the 2022-2023 school year.
07/14  Picture Day

1:42PM  Fgcus High School - 0041

Picture day will be September 1.

;_?5’1:“ District Wide Attendance

Click View Calendar to open Calendars. Administrators can create events via Users >

Calendar.
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Lizette Garcia | Focus High School - 0041 ¥ | sIS
M Admin ¥ 2022-2023 ¥ 1st9 Weeks ¥ m
& Users / User Info
. Users / My Preferences
& Setun / District Info
O £ View Calendar District & School Announcements
A
o714
= rarpm  Welcome
g Welcome back, staff, students, and parents! We are excited to
£ F@
U 1-0041
- ¢ © August,2022 © @ feewecee® NN RN EEDNEEN - |
& E
. @ | searh. T Sunday Monday Tuesday Wednesday Thursday Friday Saturday
= 08/31 - Staff Meet & Greet E 1 2 3 4 s O le Attendance
= o First Day of
= 09/05 - Labor Day Bchool
i 4
10710 Columbus Day
& Lol T 0 9 0 n 2 B
Districi &
i &
26 Rec é rch Help Docs... Q
" 15 16 " 1 19 )
-
Al
S 2 a2z e £l £ 26 a7
: )
= » 0 3 o
op
Labor Day
Q @ Help #l Logout

Find a Student/User,
Programs

Birthday List, and Favorites/Recent

€ The Portal screen is made up of portal blocks, such as District Reports, Find a Student/
User, etc., which can be added and customized by the district via Setup > Portal Editor.

The Find A Student section provides a search text box to pull up student records directly from

the Portal page.
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Focus High School - 0041 ¥ sIS
Lizette Garcia

2022-2023 ¥ 1st 9 Weeks ¥ m

& |Portal - System Administrator . Welcome, Lizette Garcia Last login: Wed, Aug 31 1:27pm
P Alerts Find a Student
( | D hi
® « 1teachers havent taken attendance for Period 1 L | [Demographics .
Student Group | L]
& & 1teachers haven't taken attendance for Period 2
= 4 Search All Schools
e & 1 teachers haven' taken attendance for Period 3 Include Inactive Students
@ qj 1 teachers haven't taken attendance for Period 4
#= More Search Options m
= & 1teachers haven' taken attendance for Period §
= & 1 teachers haven' taken attendance for Period 6
¢ /&, An update for your version of Focus is available!
g /&, An update for your version of State Reporting is available!
g ) i -
‘ 8 Online Re-enrollment(s) are awaiting approval.
-1

a. To conduct a search from the Portal, enter search criteria in the provided text box, such as
name of student ID, then select a category from the category menu pull-down in order to
select the information you need based on the selected screen/information.

Select a Student Group from the pull-down, if applicable.

Select the Search All Schools and/or Include Inactive Students check boxes, set More
Search Options, then click Search.

b. Pull-down options include: Absences, Activities, Add Referral, Billing, Demographics,
Enrollment, Grades or Course History, Grad Regs, Referrals, Requests, Schedule, SSS,
Standard Grades, and Test History.
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https://focus.screenstepslive.com/s/admins/m/sis/l/644904-test-history

Find a Student

[ | | Demographics

Student Group | [Filter
Search All Schools Absences
Include Inactive Students Activities

Add Referral
Billing
Demographics
Enrollment
Grad Reqgs
Grades
Referrals
Requests

= More Search Options

@© Once asearchis conducted with a category selected from the pull-down, the selection
will remain as a default until changed to conduct a new search.

€ For more details on how to find a student and apply More Search Options, see
Searching for Students.

c. If you have permission to view/edit User Info via Users > Profiles > Users tab, the Find a
Student section becomes Find a Student/User allowing you to search for other users when
User Info is selected from the menu pull-down.
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Find a Student/User

I | |User Info [
Search All Schools
Include Parents

Include Inactive Users

= More Search Options m

d. Enter search criteria in the text box and select User Info from the category menu pull-
down.

Select the Search All Schools, Include Parents, and/or Include Inactive Users check boxes,
if applicable.

Set all More Search Options, then click Search.

The Birthday List section displays upcoming Student Birthdays as well as upcoming User
Birthdays.

Focus High School - 0041 ¥ sIs
Lizette Garcia

2022-2023 ¥ | 1st 9 Weeks ¥ m

& -
4 Favorites/Recent Programs Birthday List

Favorites Recent Programs Student Birthdays User Birthdays
& Birthdays today: Birthdays this wee:
® Assessment / Test History - Users / Profiles .Adams, Peter Kavinsky Brower. Donn

Attendance / Administration - Users / User Info Birthdays this week:
B

Grades / Final Grades, GPA, & Class Rank — Users / Calendar ‘Me"ew' Emaraid Vonn
B

Students / Add a Student - Setup / Site Administration
4 Setup / Portal Messages

endance / Teacher Completion
= Attend / Teacher Complet
en vanced Repol

= Students / Advanced Report
& Discipline / Referrals
@ Users / Mv Preferences A

Click the student name links to open Students > Student Info. Click the user name links to
open Users > User Info.
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€ User Birthdays displays based on the Show User Birthday List on Portal setting,
which can be enabled via Setup > System Preferences > School Preferences/Default
School Preferences > General tab.

The Favorites/Recent Programs section displays links to screens marked as Favorites as well
as the most recently visited screens.

-
= Favorites Recent Programs

& Assessment / Test History - Users / Profiles

© Attendance / Administration - Users / User Info

&8 Grades / Final Grades, GPA, & Class Rank = Users / Calendar

# Students [ Add a Student - Setup / Site Administration

& Setup / Portal Messages

%) Attendance / Teacher Completion
=] Students / Advanced Report

& Discipline / Referrals

9 Users / Mv Preferences

a. To navigate to a favorite program, click the screen name in the Favorites list in the
Favorites/Recent Programs section.
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Favorites/Recent Programs

Favorites Recent Programs
Assessment / Test History - Users / Profiles
Attendance / Administration - Users / User Info

& Grades / Final Grades, GPA, & Class Rank — Users / Calendar
Students / Add a Student - Setup / Site Administration

Setup / Portal Messages
Afttendance / Teacher Completion
Students / Advanced Report
Discipline / Referrals

Users / Mv Preferences

© © 038 a %

b. To add a program to the Favorites list, navigate to the screen in Focus. Click the star icon
next to the name of program at the top-left of the screen and click + Add (name of
program) to Favorites.

|Fq% Teacher Completion -
&

+ Add "Teacher CumpletionMu Favorites
=

Final Grades  Standard Grades Assessment / Test History -
. Attendance / Administration -
1st 9 Weeks Semester 1 Semester 1 Exa
.@ i : Grades / Final Grades, GPA, & Class Rank =
Grade posting period: Wed, Sep 7, 2022 - Oct 29, 2 ades i h
o PM Students / Add a Student — ades for the teacher.
7 Teachers who haven't entered grades LE
P
Teacher Staff ID Period 1 Period 2 Period 3 Period 4
et
Carson, Dawkinsg 2978 x
@‘ Casanova, Adelle 26815 x

c. You can also navigate to Favorites by clicking the star icon at the top-left of the screen and
click the program name in the list.
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= Remove "Portal” from Favorites

& [Pnrtal - System Administrator )

Assessment / Test History -1
& Grades / Final Grades, GPA, & Class Rank =
© « 1teachers haven'ttakenal ..qoc / Teacher Completion -
AT @' 1 teachers haven't taken at Partal -
et & 1teachers haven'taken at Students / Add a Student -
\'@‘ @' 1 teachers haven't taken attendance for Period 4

d. A program can be removed from the Favorites list in the Favorites/Recent Programs block
by clicking the delete button (red minus sign) next to the program name.

FOGHS,

:

‘# Favorites Recent Programs
Assessment / Test History - Grades / Teacher Completion

e Attendance / Administration - Users / Profiles

” Grades / Final Grades, GPA, & Class Rank - Users / User Info

o Grades / Teacher Completion - Users / Calendar

@‘ Portal - Setup / Site Administration

= Students / Add a Student - Setup / Portal Messages

5= Attendance / Teacher Completion

& Students / Advanced Report

& Discioline / Referrals

Alternatively, click the star icon at the top-left of the screen and click the delete button (red
minus sign) next to the program name.
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= Remove "Portal” from Favorites

& .
P g T e A e s Assessment / Test History =
a s -
Favorites Attendance / Administration
& ) Grades / Final Grades, GPA, & Class Rank ==
r
Assessment / Test History
C) o ) Grades / Teacher Completion -
p
Attendance / Administration
A* ) Portal -
Grades / Final Grades, GPA
ot ~ Students / Add a Student -
Grades / Teacher Completic .. e

Recent Programs contains profile-specific links to the most recent screens opened, which
enables direct navigation from the Portal page. Click on any one of the program links to
navigate to the corresponding screen.

FRGHS,

.

# Favorites Recent Programs

o Assessment / Test History - Grades / Teacher Completion
Attendance / Administration - Users / Profiles

" Grades / Final Grades, GPA, & Class Rank = Users / User Info

a Grades / Teacher Completion - Users / Calendar

\.@ Portal - Setup / Site Administration

= Students / Add a Student - Setup / Portal Messages

55 Attendance / Teacher Completion

& Students / Advanced Report

&9 Discioline / Referrals

School Folder and District Reports

The School Folder section displays FTE Summary Reports that were pushed to the school
folders. As shown in the School Folder example, there have been several summaries published
and viewed. Initial files generated via Florida Reports > Generate DOE Extracts also displays
here.
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Upcoming Events £ View Calendar District & School Announcements

09/06 0714 \wWelcome

1:41PM

09/07
Welcome back, staff, students, and parents! We are excited to

09/08 start the 2022-2023 school year.

09/09
07114 Picture Day
09/10 1:42PM  Focus High School - 0041

09/11 Picture day will be September 1.

08112

09/13

District Reports School Folder

Focus University

ill 26 Records - 180 School Calendar Count [[J View Dismissed Search Help Docs... Q

Date Published Download Report Dismiss

Survey 2 Verification Reports Click below for:
09/09/20 02:51pm O

P (440041

Student Demographic Video Tutorials
10/24/19 11:38am  Information: Initial or Batch O Help & Training Docs

Edit Listing

Weekly Webinars

a. Click the report link to download a PDF or HTML file or follow the link to open the
corresponding Florida report, such as DOE Data Verification Reports.

School Folder

[] View Dismissed

Date Published Download Report Dismiss
Survey 2 Verification Reports

02/18/22 09:52am 53— O
(440041)
Survey 2 Verification Reports

09/09/20 02:51pm ]

PM (240041

Student Demographic

10/24/19 11:38am  Information: Initial or Batch OJ
Edit Listing

b. Once you view the PDF, you have the option to Dismiss the summary by selecting the
check box. However, you can always select the View Dismissed check box to see everything.
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School Folder

Date Published

02/18/22 09:52am

09/09/20 02:51pm

08/08/20 01:18pm

10/24M18 11:38am

View Dismissed

Download Report

Survey 2 Verification Reports
(440041)

Survey 2 Verification Reports
(440041)

Survey 2 Verification Reports
(440041)

Student Demographic
Information: Initial or Batch
Edit Listing

O

€ The report will only be dismissed from your School Folder and will remain on all other

users' School Folders assigned the applicable profile.

€ The School Folder is linked to Florida Reports > FTE Summary Reports (Breakdown).

Upon running any of the FTE Summary Reports, you have the option to Push PDF to

School Folder(s) in order to make them viewable for other users.

The folders that display here are also dependent on the Florida DOE Extracts and
Verification Reports scheduled job enabled via Setup > Scheduled Jobs.

The District Reports section displays reports published with the Portal Alert enabled via Reports

> District Reports.
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Upcoming Events

08/31 N Staff Meet & Greet
09/01

08/02

09/03

09/04

09/05 Labor Day

08/06

District Reports

Eﬁ 26 Records - 180 School Calendar Count

Date Published

09/09/20 02:51pm

10/24/19 11:38am

& View Calendar

School Folder

[C] View Dismissed

Download Report Dismiss
Survey 2 Verification Reports 0
(440041)

Student Demographic
Information: Initial or Batch D
Edit Listing

District & School Announcements

0714
et Welcome

Welcome back, staff, students, and parents! We are excited to
start the 2022-2023 school year.

0714  Picture Day
1:42PM  Focus High School - 0041

Picture day will be September 1.

Focus University

Search Help Docs... Q

Click below for

Video Tutorials
Help & Training Docs
Weekly Webinars

Click the report link to open and run the report in District Reports.

180 School Calendar Count

1. Results:

pr 112 —
school 4 calendar &
0041 Standard District Calendar
0101 ‘Standard District Calendar
0106 Standard District Calendar
0111 ‘Standard District Calendar
0112 Standard District Calendar
0113 ‘Standard District Calendar
0131 Standard District Calendar
0161 ‘Standard District Calendar
0251 Standard District Calendar
0291 ‘Standard District Calendar
0293 Default
0294 06D
0311 Standard District Calendar
0321 ‘Standard District Calendar
0341 School
0351 Charter
0371 e
0381 Charter
0382 Standard District Calendar
0391 Academy

pase{ 12

Records

Records: 26 Time: 0.00s

count §
190
192
180
180
180
180
180
180
180
180
261
261
180
180
183
181
175
182
180
180

Portal v.11

Page 35


https://focus.screenstepslive.com/s/admins/m/sis/l/850483-district-reports

Focus University

The Focus University section contains several helpful links including Video Tutorials, Help &
Training Docs, and Weekly Webinars.

Upcoming Events £ View Calendar District & School Announcements

0714 \welcome

1:41 PM

|
08/31 Staff Meet & Greet

Welcome back, staff, students, and parents! We are excited to

09401
start the 2022-2023 schoal year.
09/02
07714 Picture Day
09/03 142PM  Focus High School - 0041
09/04

Picture day will be September 1.

09/05 Labor Day

08/06

Focus University

District Reports School Folder
fills 26 Records - 180 School Calendar Count [[] View Dismissed Search Help Docs... Q

Date Published Download Report Dismiss

09/09/20 02:51pm Survey 2 Verification Reports 0 Click below for:
(440041) _ ) Y.
Student Demographic Video Tutorials / \ W

10/24/19 11:38am  Information: Initial or Batch O Help & Training Docs L i
Edit Listing A y g

Weekly Webinars

1. Click the Video Tutorials link to open Focus University Training Videos in ScreenSteps.
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© 2 View Calendar District & School Announcements

07/14
— T Welcome
F@cus R

MyProlie  Log out

‘Welcome back, staff, students, and parents! We are excited lo
start the 2022-2023 schoal year.

07114 Picture Day
1:42PM  Focus High School - 0041

Topics Bocumenation for Administrators  Focus Universty © Focus University Training Videas Picture day will be September 1.

Intra b SIS

Focus University Training Videos

District Admiristrators

schacing Intro to SIS
= Addresses and Conlacts

Agimin Advanced Reports

Focus University
‘Ganarata Ml FOF Agimin Buill In Reports

Aekrin Galandar and Contarsnces jismissed Search Help Docs... (o}

Othor Ressurees Acmin Discipine

Post Sscondary

Admin Graduation Requirements Repart Dlsmlss
JU— - Click below for:
Community App
Gontact Tacing Video Tutorials
Enroliment

- O

Florida State Reporting for Sehool Staff

Help & Training Docs
Weekly Webinars

Grae Processing

Hidden anct Protectad Students

Q 7 Back to User List ) Messenger € Help 8l Logout

2. Click the Help & Training Docs link to open all help manuals and search for specific
documentation.

Focus High School - 0041 ¥ | sIs
Portal * Lizette Garcia
2022-2023 ¥ 1st 9 Weeks ¥ m

Setup / Portal Messages

Attendance / Teacher Completion

Students / Advanced Report

[CAL 3 2R

£ View Calendar

District & School Announcements

Upcoming Events

7,

0714
B F@CUS Focus Schosl Software =5} e Welcome
4 Myprotie.  Logeut
‘Welcome back, staff, students, and parents! We are excited to
| start the 2022-2023 school year.
=
0714  Picture Day

& 1:42PM  Focus High School - 0041

sis
&, Picture day will be September 1.
| O s aaminisirator velp G 515 webinar Recordings: & enas
N
i

State Reporting
(4
0
I Florian state Reporting I Toxas State Reporting T Pennsynania state Reporting
Search Help Docs... Q
ERP —= -
[V i — 220 Wl ‘
elp & Training Do
ebina

sss

Q & Back to User List i) Messenger @ Hel 1 Logout
| 9 P 9
P

3. Click the Weekly Webinars link to open featured videos and webinars sorted by the week
released.
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Setup / Portal Messages.

Attendance / Teacher Completion

Students / Advanced Report
District & School Announcements
o714
Larpm Welcome

Welcome back, staff, students, and parents! We are excited to

o start the 2022-2023 school year.

0714  Picture Day

4 s et . Picture day will be September 1.
‘Current Webinars - Now through 5/18/2019

Focus University

[Seaon i oo
Click below for:

Video Tutorials

Help & Training Docs
Weekly Webinars

Featured Videos

L Q M Back to User List ) Messenger @ Help 8 Logout

4. To search all help documentation and videos, enter key words in the provided search engine
text box and click the magnifying glass.

Focus University

sudemino 1o

Click below for:
Video Tutorials

Help & Training Docs
Weekly Webinars

it

Search Results display in ScreenSteps.
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F@cus

student info

Total articles found: 261 Reset Search

Filter Search Results

Check the options below te only search specific manuals

sis

O sis administrator Help
O sis Wabinar Recordings
O raas

ERP
O enp adm Help
[ €AP State Reporting
sss

O ss8 Acministrator Help

Release Notes and State Reporting Updates
O Release Notes
O state Reporting Updates

Other
O rdational Help
O Users' Conference Recordings

Focus University
[ Focus University Training Videos

Focus Devices & Apps
O kiosk
O attendance 4op

Focus School Software

MyProfile  Log out

Documentation for Administrators / Search Results

Search Results

Student Info

Updated on: Jul 13, 2022

SIS - SIS Administrator Help - Students - Student Info
Tags Students/Student.php

The Student Info screen displays the student's record.

Student Info: Immunizations
Updated on: Jul 21, 2022
SIS SIS Administrator Hélp » Students - Student Info: Immunizations

In the Students menu, click Student Info . 2.

Student Info: Enroliment

ed on: Mar 22, 2022

8IS+ 818 Administrator Help + Students - Student Info: Enrollment

In the Students menu, click Student Info . 2.

Punch In/Out

€ The Portal screen is made up of portal blocks, such as the Punch In/Out block., which
can be added and customized by the district via Setup > Portal Editor.

If your district is utilizing the Time & Attendance screens via ERP, employees have the ability to
clock in and out via the Punch In/Out section of the Portal page.

Punch In/Out
2:17 PM 08/31/2022

Clocked in at:

Job:  [EdSupProf SpEd 111 [
W Travel Facility: K-12 Support .
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€ The Punch In/Out section must first be set up via ERP > Human Resources > Time &
Attendance Setup and Time & Attendance Approval; both screens require profiles
permission via ERP > Setup > Profiles > Time & Attendance Approval and Time &
Attendance Setup in the Human Resources section.

The current time displays along with the date.

Punch In/Qut
11:53 AM 08/31/2022

Clocked out at:

Special
W Travel Request: NIA .

Job:  |TSA, INS/Cur v

Facility: |EXCEPTIONAL ED DEPAR... [

3 hours and 37 minutes left in the work day
7:30 AM 3:30 PM

[# EditClock Ins

If your schedule has been flagged as a Variable Schedule, the green check marks displays.

The time you Clocked in at and the time you Clocked out at displays, when applicable.

Punch In/fOut

Variable Schedule: ¥ Clocked in at: 11:52
AM

Clocked out at: 12:15 PM
pecia

Request: l .
Job: | .
Facility: | .

hours and minutes left in the work day

1. If special requests have been set up by the district, you can select the event or activity for the
Special Request pull-down in order to submit time worked outside your normal hours or
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duties. Examples of special requests are field trips, athletic events, covering another teacher's
class, fundraisers, etc.

2. Select your Job title from the pull-down.
3. Select your Facility of work from the pull-down.

4. Once all selections have been made, click Punch In to log your start time at work.

Punch In/Out

11:53 AM 08/31/2022

Variable Schedule: ¥ Clocked in at:
Clocked out at:

Special
W Travel Request: VA
Job:  |TSA, INS/Cur

Facility: |EXCEPTIONAL ED DEPAR...

3 hours and 37 minutes left in the work day
7:30 AM 3:30 PM

[ EditClockIns

Once you've clocked in, the amount of time you have left to work displays. In the example
shown, the employee has 3 hours and 37 minutes left in the work day. The employee's work
hours are also displayed: 7:30 AM to 3:30 PM.

5. At the end of the work day and when you are required to clock out for breaks, click Punch
out. Note: Some districts build breaks directly into the work schedule; therefore, employees are
not required to clock out for lunch.
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12:03 PM 08/31/2022

P put .
t: Variable Schedule: ¥ Clocked in at:

Clocked out at:

Special
W Travel Request: [NrA [l

Job:  [TSA, INS/Cur [

Facility: |EXCEPTIONAL ED DEPAR... |T|

3 hours and 27 minutes left in the work day
7:30 AM 330 PM

[# Edit Clock Ins

6. Click Travel to submit travel time as opposed to punching in.

11:53 AM 08/31/2022

Variable Schedule: ¥ Clocked in at:
Clocked out at:

Special
Request: (N/A .
Job:  [TSA, INS/Cur [ ]

Facility: |EXCEPTIONAL ED DEPAR... [¥]

3 hours and 37 minutes left in the work day
7:30 AM 3:30 PM

[ EditClockIns

7. In the Travel pop-up window, select your Job.
8. Select the facility from which you traveling from the From pull-down.
9. Select the facility to which you traveled from the To pull-down.

10. Enter any notes and additional information, such as the reason for your travel time and why
it should be included in your daily work hours in the Notes/Reason text box.
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"= Travel

|TSA. INSICur

| EXCEPTIONAL ED DEPARTMENT

ACADEMY

Traveled to meet with a student about schedule for
next year.

Notes/Reason:

11. Click Submit.

12. When you arrive at your destination, click Arrived.

. 12:11 PM 08/31/2022
jl Variable Schedule: ¥ Clocked in at:
Clocked out at:
Special
B e m
Job:  [TsA INS/Cur L]

Facility: [EXCEPTIONAL ED DEPAR... |¥|
3 hours and 19 minutes left in the work day

T30 AM 3:30 PM

[ Edit Clock Ins l

13. If you have permission, click Edit Clock Ins to view and/or edit the hours you clocked in and
out of the system.
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Punch In/Out

11:53 AM ou31/2022

Variable Schedule: ¥ Clocked in at:
Clocked out at:

Special

= Travel Request: [ N/A .

Job:  [TSA, INSICur ¥

Facility: |EXCEPTIONAL ED DEPAR... [

3 hours and 37 minutes left in the work day
7:30 AM 3:30 PM

|
[# EditClockIns

€ Profile permission must be given via Users > Profiles > Employee Self Service > View/
Edit Timecards or ERP > Setup > Profiles > Employee Self Service > View/Edit
Timecards.

Clicking Edit Clock Ins opens Employee Self Service > View/Edit Timecards. From this screen,
click View to review all punch in and punch out times, as well as request changes.

mineen®2te| View/Edit Timecards = simon e . v LD

ERP
Timecards
| Export Y Toggle Columns
-
Status 4 Details Fiscal Year § Weekindex § Woeek range Pay Type § Position § Exempt From Overtin
il Current Week:
Active = View 2021 52 ESP SOTA 10 MO: EDUC SUPP PROF SOTA 10 MONTH  Ed Sup Prof SpEd 1.1 No
08/28/2022 - 08/31/2022
Completed Week:
Pending = View 2021 50 ESP SOTA 10 MO: EDUC SUPPPROF SOTA 10 MONTH = Ed Sup Prof SpEd 1:1  No
08/14/2022 - 08/20/2022
) ) ‘Completed Week:
Finalized/Posted = View 2021 50 ESP SOTA 10 MO: EDUC SUPP PROF SOTA 10 MONTH  Ed Sup Prof SpEd 1.1 No
08/14/2022 - 08/20/2022
- ) ‘Completed Week:
Finalized/Posted = View 2021 49 ESP SOTA 10 MO: EDUC SUPP PROF SOTA 10 MONTH | Ed Sup Prof SpEd 1:1 | No
08/07/2022 - 08/13/2022
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